Staff Appraisal Form  KYEEMA SUPPORT SERVICES INC.


	Staff Name:
	
	Date of Appraisal
	

	Manager/team leader
	



	Communication and support

	Do you feel you are supported by your manager/team leader and work colleagues?  YES ☐    NO ☐  

Are you and your ideas listened to?   YES ☐    NO ☐  

Comments: _______________________________________________________________________

_________________________________________________________________________________


Do you find your manager/team leader and work colleagues approachable?  YES ☐    NO ☐  

Comments: _______________________________________________________________________

_________________________________________________________________________________





	Wellbeing


	Have you taken annual leave in the past year and was it enough to refresh you?

Comments: _______________________________________________________________________

_________________________________________________________________________________

Do you feel over-worked?

Comments: _______________________________________________________________________

_________________________________________________________________________________

If you feel overworked or anxious about work have you spoken to your manager/supervisor?

Comments: _______________________________________________________________________

_________________________________________________________________________________




	Job satisfaction


	
Which parts of your job do you find satisfying?



Which parts are least satisfying?



Can you suggest improvements that would make your work at Kyeema better?









	Discussion and review (tick the box where applicable).
About your role at Kyeema:

	
Kyeema’s Vision: People with all abilities are able to actively participate as valued members of our community.

Comments? _____________________________________________________________________

I understand my responsibility to safeguard participant reputations and Kyeema’s reputation when posting on social media. YES  ☐    NO  ☐  

I understand my responsibilities regarding participant privacy and confidentiality.  YES  ☐    NO  ☐  

I know to report incidents to my manager or a team leader and who that is:  YES ☐    NO ☐  

Comments on any of the above? ______________________________________________________

_________________________________________________________________________________





	Position Description and Values 

	I understand my job responsibilities.  YES  ☐    NO  ☐  

I believe I share the values Kyeema wants in staff – Respect, Integrity, Honesty, Reliability.

Comments on either of the above? ______________________________________________________






	Participant’s goals


	Participant goals come from a support planning by the NDIS and Kyeema.

I am aware of the goals of the participants I work with.  YES ☐    NO ☐    SOMETIMES ☐    

How can this be improved for you as a worker? __________________________________________

__________________________________________________________________________________





	Do you access work emails as per your job description?  Please comment.


	






Professional Development and Training
	What training would you like in the future? (Don’t include First Aid and CPR.)


	








	General comments on your year’s performance:


	








	Optional Question: Would you like the opportunity to be involved in other areas of work at Kyeema?
If yes, which areas would interest you the most?


	









	Manager’s comments


	












	Next Review:
	




Staff Member Signature:	________________________________________________

Manager’s Signature:	________________________________________________

Date:		________________________________________
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