INFORMATION REQUIRED TO SET UP A PERFORMANCE APPRAISAL FOR A SPECIFIC PERSON

Please complete the following form then enter the information on-line at the following address:
http://www.ardjuna.com/pe360/admin/appraisalform.asp 
	Person Being Appraised 

(target of the Online Survey)

	Name of Appraisee:
	

	Position Title of Appraisee:
	

	Appraisee's Contact Email:


	

	Appraisee's Phone:
	

	
	

	General Information

	Type of Appraisal: 360 Degree Perf Appraisal

	Name of School (if applicable): 
	

	State:
	

	Organisation / Sub-group / Diocese:


	


	Liaison Officer
Name of employee responsible for working with Ardjuna to develop, implement and complete the online survey and report process

	Name:
	

	Position:
	

	LO E-mail:
	

	LO Phone: 
	

	
	

	Survey Start and Finish Dates
	

	Date the Survey will be opened:

(Please allow at least 3 weeks from the current date)
	

	Date the Survey will be closed:

(If possible, please allow at least 3 weeks)
	


	Person Responsible for Reviewing Final Report

and Conducting the Formal Appraisal with the person being appraised

(Final report will be sent to this person as an email attachment)

	Name:


	

	Email:
	

	Phone:
	


	Response Groups

Please remember that the appraisal process only accommodates 8 response groups including the person being appraised, so if you have more than 8 groups, you need to think about how best to merge some groups in order to provide the best possible final report.  If you choose to merge various response groups, please circle the "other" option from the list, and then describe which groups have been merged in the space provided e.g. assistant principal and school board.  If the name of a response group is not included in the list please select the “other” option and insert a description of the response group in the space provided
Please note that Ardjuna do not handle mail-out of hardcopy surveys within the cost structure of the 360 degree online process.


	Response Group 2

	Group 2 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 2 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 2 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)

	Response Group 3

	Group 3 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 3 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 3 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)


	Response Group 4

	Group 4 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 4 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 4 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)

	Response Group 5

	Group 5 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 5 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 5 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)

	
	

	Response Group 6

	Group 6 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 6 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 6 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)

	Response Group 7

	Group 7 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 7 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 7 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)


	Response Group 8

	Group 8 Label: 

	Circle one of the below

Principal
Deputy Principal

APRE (Assistant Principal Religious Education)

Parish Priest

School Board

Parents & Friends Association (P&F)

Teaching Staff

Non Teaching Staff

School Staff (both teaching and non-teaching)

Parents

Students

Class Coordinators (PALS)

OSHCare

Head Office Staff

Other
	If you circled ‘other’, please specify:

Comments:

(if required)



	
	
How many will be invited to 

participate?:
	

	Group 8 Mailing Methods: 
	Please tick one (for administration purposes)

	Group 8 Who is going to manage the mailing process: 
	Please tick one (for administration purposes)


	ADDITIONAL QUESTIONS

(questions that are customized for this particular survey)

These are questions that can be added to the existing question bank and are specific to this particular appraisal.  

Tip about developing questions for performance appraisals  

When developing school/situational specific questions for a performance appraisal, it is important that the questions make sense from the perspective of the person being appraised and the people appraising him/her. We therefore recommend that you use the crossover format made up of a verb and target (e.g. Ensures compliance with school policy, Is supportive of distressed parents, Promotes the spiritual mission of the school, Settles disputes between staff effectively, Is often overwhelmed etc.). It is also important to avoid double barrelled questions (e.g., Is available for discussing new ideas and listens well).  
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