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Appraisal and development conversations (ADC) Check-in questionnaire  

This form can be used for employees who do not have access to UniCore. Regular check-ins (one to one’s) are encouraged as part of the ADC cycle and both the appraisee and appraiser should contribute to open and constructive conversations about areas for development and any areas where there may be concerns/barriers that need to be addressed. 


	Name:

	Date of discussion:


	Job title:

	Date of last discussion:


	Job level:


	Faculty/School/Professional Services Department:

	Start date of current role:


	Attendees:


	Signed as agreed (Appraiser):

	Name:

	Date:


	Signed as agreed (Appraisee):

	Name:

	Date:






	Topics
	Appraisee comments:
	Appraiser comments:

	Wellbeing/Worklife balance and workload 
	



	

	Support or guidance required regarding immediate priorities and goals
	



	

	Any specific actions required and dates for completion
	



	

	Any achievements/milestones from recent activities 
	



	

	Any other topics or comments
	



	




Once completed this form should be uploaded to UniCore in the appraisee's ADC record 
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