Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 8.2 – Example Review/Appraisal Form
Employee Details
	Name:
	

	Job title:
	

	Manager:
	

	Date of meeting:
	



1. Current Performance
For each key objective or competence, summarise progress, achievements, and challenges:
Objective/Competence 1:
Discussion & summary of achievement: __________________________
Objective/Competence 2:
Discussion & summary of achievement: __________________________
Objective/Competence 3:
Discussion & summary of achievement: __________________________

2. Development Summary
Use this section to highlight:
- Areas where additional training, coaching, or support is needed.
- Areas of strength that should be built upon or further developed.

Notes: _____________________________________________________________

3. Development and Training Plan
List specific development activities agreed during the review. These may include:
- Training courses
- Shadowing, attachments, or projects
- Coaching or mentoring
- Planned new experiences

Action plan: _________________________________________________________

4. Career Planning
Record any aspirations or areas of the club where the employee has expressed an interest.

Notes: _____________________________________________________________

5. Other Areas of Discussion
Use this section to capture any additional points raised at the meeting.

Notes: _____________________________________________________________

6. Performance Assessment Level
Based on performance against objectives and competencies:
☐ Outstanding performance – Objectives exceeded; competencies consistently exceeded expectations.
☐ Good performance – Objectives met; competencies demonstrated at required levels.
☐ Development needs – Most objectives met; further development required to meet all expectations.
☐ Unsatisfactory performance – Objectives not met; performance and competencies below acceptable standard.
7. Signatures
	Employee:
	Date: __________

	Appraiser:
	Date: __________

	Reviewing Manager (if applicable):
	Date: __________



Distribution:
- One copy retained by the appraiser
- One copy retained by the employee (appraisee)
- One copy stored in the employee’s personnel file

