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	Employee Name
	

	Job Title
	

	Manager Name
	

	Date
	



PART – A – TO BE COMPLETED BY EMPLOYEE BEFORE MEETING
	Employee Comments
	Manager Comments

	Progress from last meeting/issues resolved/issues still outstanding 




	

	Tasks I have been working on





	

	Ongoing/outstanding tasks






	

	How I’m feeling!




	

	Time off



	

	Training requirements
Anything else?


	




PART B – TO BE COMPLETED BY MANAGER BEFORE MEETING
	Manager Comments
	Employee Comments

	General appraisal/comments on progress 



	

	Future tasks/goals



	

	Any other comments



	

	Date of next meeting
	



Contents of meeting agreed: 

Employee___________________________   Date__________________

Manager____________________________   Date__________________

Employee and Manager to retain copy and send copy to Ops Manager for filing.

History
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