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	Performance and Development Review




Section 1 - Personal details

	Name
	

	Employee reference
	
	Location
	

	Review period
	
	Meeting date
	

	Position title and purpose 

	


Section 2 – Core competencies

	Competence
	Level
	Excellent
	Good
	Fair
	*  Not yet  

   developed

	Equal opportunities
	
	
	
	
	

	Working safely
	
	
	
	
	

	Co-operating with others
	
	
	
	
	

	Personal initiative and drive
	
	
	
	
	

	Customer care
	
	
	
	
	

	* If development required, indicate under Section 6 Performance and Development Plan.


Section 3 – Management competencies

	Competence
	Level
	Excellent
	Good
	Fair
	*  Not yet  

   developed

	Managing people
	
	
	
	
	

	Managing change
	
	
	
	
	

	Managing resources
	
	
	
	
	

	* If development required, indicate under Section 6 Performance and Development Plan. 


Section 4 – Job specific competencies

	Competence
	Level
	Excellent
	Good
	Fair
	*  Not yet  

   developed

	Knowledge and experience
	
	
	
	
	

	Adaptability/flexibility
	
	
	
	
	

	Communication
	
	
	
	
	

	* If development required, indicate under Section 6 Performance and Development Plan. 


Section 5 – Key work objectives

Key work objectives are discussed at the initial meeting. These are the main tasks of the employee’s position that have to be achieved in the coming year. Up to six key work objectives should be discussed and agreed upon by the employee and line manager.

	1.    

	Comments:



	Exceeded
	 FORMCHECKBOX 

	Achieved
	 FORMCHECKBOX 

	Achieved in part
	 FORMCHECKBOX 

	Not achieved
	 FORMCHECKBOX 



	2.    

	Comments:



	Exceeded
	 FORMCHECKBOX 

	Achieved
	 FORMCHECKBOX 

	Achieved in part
	 FORMCHECKBOX 

	Not achieved
	 FORMCHECKBOX 



	3.    

	Comments:



	Exceeded
	 FORMCHECKBOX 

	Achieved
	 FORMCHECKBOX 

	Achieved in part
	 FORMCHECKBOX 

	Not achieved
	 FORMCHECKBOX 


	4.    

	Comments:



	Exceeded
	 FORMCHECKBOX 

	Achieved
	 FORMCHECKBOX 

	Achieved in part
	 FORMCHECKBOX 

	Not achieved
	 FORMCHECKBOX 



	5.    

	Comments:



	Exceeded
	 FORMCHECKBOX 

	Achieved
	 FORMCHECKBOX 

	Achieved in part
	 FORMCHECKBOX 

	Not achieved
	 FORMCHECKBOX 



	6.    

	Comments:



	Exceeded
	 FORMCHECKBOX 

	Achieved
	 FORMCHECKBOX 

	Achieved in part
	 FORMCHECKBOX 

	Not achieved
	 FORMCHECKBOX 



Signatures to agree key work objectives

	Employee
	
	
	Date
	

	
	
	
	
	

	Line manager/supervisor
	
	
	Date
	

	
	
	
	
	

	Reviewing manager
	
	
	Date
	


Section 6 – Performance and development plan

This section should be discussed and agreed upon at the initial meeting. Development needs are discussed to support employees in achieving the key work objectives, job specific and core competencies that relate to their current position.  In addition, if performance improvement measures are required they are discussed and documented.

	Development need
	Action/support required
	Timescale to be achieved
	Complete (

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Performance improvement measures
	Action/support required
	Timescale to be achieved
	Complete (

	
	
	
	

	
	
	
	


Section 7 – Career development

This section should be completed following discussion between the line manager and employee. Where the employee has indicated that they do not wish to undertake a career development discussion this should be noted below. 

	Career development needs

	


	Line manager’s comments

	


	Reviewing manager’s comments

	


	Signatures


Employee_________________________________________  Date _______________ 

Manager/supervisor_________________________________ Date ________________

Reviewing manager_________________________________  Date ________________

	Overall assessment of career development potential



· Content in current role


· Requires development to progress beyond current role


· Ready for progression 
Section 8 – Interim/six monthly review

This form should be completed 6 months into the review year by the line manager and the employee. 

	Name
	

	Employee reference
	
	Location
	

	Review period
	
	Meeting date
	

	Position title and purpose 

	

	Discussion points for action

	· Competencies - progress

	

	· Key work objectives - progress

	

	· Changes to key work objectives - please detail

	

	· Line manager / supervisor comments

	


	· Employee comments

	


	Signatures


Employee ______________________________________   Date _____________________ 

Line manager/supervisor __________________________ Date _____________________

Reviewing manager_______________________________ Date _____________________

Section 9 – End of year assessment
This section is completed at the end of year meeting. An overall assessment taking into account the performance in respect of key work objectives and competencies should be given. 


Overall rating:   Excellent                  Good                    Fair                       Not yet     
  

                                                                                                                        developed
	Manager’s comments

	Signature ___________________________________  Date _______________________

                


	Employee’s comments

	Signature ___________________________________  Date _______________________

                


	Reviewing manager’s comments

	Signature ___________________________________  Date _______________________
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