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Staff Development and Review

	Name
	
	Reviewer
	

	Department
	
	Review period 
	

	Job title
	
	Date of review
	


The employee should draft their thoughts to Sections 1, 2, 4b and 4d in advance of the meeting.
This form will be written up by the line manager as a summary of the conversation. 
It is recommended that a copy is kept by the staff member and reviewer to refer to during the year. Access is restricted to the individual’s managers and the Finance & Resources Manager. Completed forms should be forwarded to the Finance & Resources Manager.
Section 1:  Review of objectives and other significant achievements over previous 12 months. 
Please include comments and discussion on objectives set the previous year and other significant achievements

	Key objective from previous year
	Progress and success. What lessons can be taken from this?
	What did not go well ? Reasons for this and lessons learnt?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 2:  Demonstrating our values
2a Reflecting on the Competencies & Values framework, how has the employee demonstrated our shared values and team behaviours over the past 12 months?

	Team behaviour
	Evidence of outstanding or effective performance.

	Ambitious, passionate, dedicated, committed & motivated 
	

	Team orientated: equally valued and respectful of colleagues
	

	Professional & take responsibility

	

	Empowering, willing and available to help and support

	


2b During the discussion, were any areas identified as unacceptable behaviour or areas for development?
	Team behaviour
	Evidence of unacceptable behaviour of area for development
	How will performance be improved in this area?

	Ambitious, passionate, dedicated, committed & motivated 
	
	

	Team orientated: equally valued and respectful of colleagues
	
	

	Professional & take responsibility

	
	

	Empowering, willing and available to help and support


	
	


Section 3   Objectives for the forthcoming year. 
Please use for forward planning, using timescales where appropriate to indicate priorities
	Key objective
	Measure of success
	Timescale

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 4: Professional development

4a    Discussion of potential career aspirations 

	


4b    What training or development has the employee undertaken during the year? This could include formal training, conferences, seminars or networking opportunities. 
	Training / development
	How has this benefitted the employee’s professional development?
	How will they use skills and knowledge gained in the workplace?.

	
	
	

	
	
	

	
	
	


4c  What training or development opportunities have been identified for the next year that will either help to deliver future objectives or aid personal/career development?
	


4d  Are there any projects or areas of work that the employee would like to become involved in which are currently outside their current role and which would help their professional development. How will this benefit the Union?

	


Section 5: Review
	Reviewer summary of discussion:



	Staff member comments :



Date of 6 month review meeting: 

Reviewer signature:                                                                       Staff member signature: 
