HONG KONG AIR CADET CORPS
 Headquarters
Guidance Notes for completing the 

Hong Kong Air Cadet Corps Senior Member

Performance Appraisal Report
1. Reporting Flow

Please refer to the current reporting flow at Appendix A. The reporting flow will be reviewed and updated as required to reflect latest changes in the establishment and strength of the Hong Kong Air Cadet Corps.

2. Header
(a)
“From”: 
Appraising Officer’s full name and rank title in abbreviation.



 
 (To be completed by the Appraising Officer)

(b)
“Tel. No”:  
Contact telephone number of the Appraising Officer.


      
 (To be completed by the Appraising Officer)

(c)
“Date”:   
The date the form is received by the Appraising Officer.


   
(To be completed by the Appraising Officer)

(d)
“To”:  

Normally “CO” should be entered.  



(To be completed by the Appraising Officer)

(e)        “via”

The full name and rank title in abbreviation of the 



Countersigning Officer, where applicable





             (To be completed and initialed by the Countersigning Officer,

 if designated)     


3. Part A - Personal Particulars
To be compiled by the Appraisee.
4. Part B – Number of Service Hours performed during the Assessment Period

To be compiled by the Appraisee.
5. Part C - Brief Description of Duties 

A list of duties and responsibilities should normally have been prepared and agreed between the Appraising Officer and the Appraisee at the beginning of the period covered by the appraisal and under review. If this has not been done, the Appraisee should compile one and have it agreed by the Appraising Officer.
Attach additional sheets if necessary.
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6. Part D - Overall Performance

The Overall Performance Rating Scale at Appendix B is to be adopted, whilst avoiding the Common Rating Errors at Appendix C. described in paragraph 15. The Appraising Officer is to assess the Appraisee’s performance objectively, based on the actual results achieved as measured against the job targets of his/her post. No allowance should be made to factors such as ill health or personal problems, which have affected the Appraisee’s performance. Such mitigating factors should be stated in Part E – General Remarks. 
7. Part E – General Remarks
The Appraising Officer is to provide a pen picture of the Appraisee, highlighting the latter’s strengths and areas for improvement. The Appraising Officer should also indicate, where appropriate, the Appraisee’s fitness for promotion (to be followed by a separate recommendation).
Attach additional sheets if necessary.

8. Part F 
“The Appraisee was informed of the contents of this report on ____ Year ___Month_____ Day” to be completed by the Appraising Officer.
On completion of the appraisal discussion, the Appraising Officer should sign on the Form and fill in his/her full name and rank title in abbreviation.  
The Appraisee should then sign on the Form to indicate his/her acknowledgement of the assessment. 
9. Countersigning Officer’s Comments 
The Countersigning Officer may make optional comments on the appraisal. Attach additional sheets if comments are made.  

10. Appeals
If the Appraisee has any concerns about the process or contents of the appraisal, he/she may raise it with the Commanding Officer via the Chief Staff Officer.
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