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Phase 2 Follow-up Form
Note: This form can be used by the manager and/or mentor to take notes. It can also be used during a follow-up with an employee. This form will serve as a reference during “Phase 3 – Performance appraisal.”

	Identification of employee

	Name of employee: 
	Date:

	Title of employee:

	Name of manager/mentor:

	General appraisal
	

	Employee strengths 
	Areas to improve

	· 
	· 

	· 
	· 

	Appraisal specifically on objectives (repeat this section according to the number of objectives set)


	Objective # 


Progress accomplished:

(Check off if the objective has been partially or completely achieved)

· Objective partially achieved

What is left to do:

· Objective completely achieved

New objective set:



	Additional support to provide

	

	Supplementary notes

	 





Signature of employee                                                 Signature of immediate supervisor/mentor

This form once completed and signed will be kept in the employee’s file.
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