 PERFORMANCE & DEVELOPMENT REVIEW

PREPARATION FORM 

SUPPORT STAFF

The performance and development review discussion is an opportunity for employees and their line manager/supervisor to discuss key issues concerning their job.  It is an opportunity to reflect and learn from what has occurred in the past year, to discuss current work tasks and objectives and to consider future challenges and support requirements including training and development.

This form has been produced to help reviewers and reviewees to prepare for the performance & development review. We have included prompts to help you to consider areas, which you may wish to discuss at the review. They are not intended to be exhaustive so please add to them wherever you wish.  It can either be completed electronically and sections can be expanded as required or printed and completed by hand.

PAST YEAR

What has gone well?

· Consider any projects, tasks, priorities, objectives that have been worked on during this period.

· What has been achieved?

· What in particular contributed to these successes?

· What are you most proud of?

· Which parts of your job have you most enjoyed and why?
	


What hasn’t gone well?

· Consider any projects, tasks, priorities, objectives that have been worked on during this period.

· What problems were encountered?

· How were they addressed?

· What action(s) would prevent problems recurring?

· Are there any problems outside your control which have prevented you from doing your job well?

· Which parts of your job do you least enjoy?
	


What development activities have been undertaken?

· Consider any conferences, on-the-job training, mentoring opportunities, training courses, new projects, college/university programmes, coaching opportunities etc. that you may have undertaken during this period.

· How useful were these?

· How was the learning applied in the workplace?
	


CURRENT WORK

What tasks or projects are you involved in at the moment?

· Consider how clear you are about priorities

· Is the current workload manageable or are there support requirements?

· Has any specific training need been identified?
	


FUTURE

What objectives, priorities or projects should be agreed for the next 12 months?

· What support will be needed in order to achieve these, e.g. equipment, support, development, information, materials, time

· Are there any perceived blockages to achieving these and how might these be addressed
	



