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Performance Review and Development

	1
Employee details


	Name:
	
	Reviewer:
	

	Job Title:
	
	Reviewer Employee Number:
	

	Employee Number:
	
	Date of Review (dd/mm/yy):
	

	Section/ Team:
	
	Directorate:
	


	2
Performance measures:  review of  tasks/ outcomes

	Review agreed tasks or outcomes the employee has been working towards over the last 12 months against a rating of:  

Exceeded = 15

Fully Met = 10

Part Met = 5
Not Met = 0

Key:

Exceeded = performs the job to an outstanding level or goes beyond the remit of the job; has gone beyond what could reasonably have been expected

Fully met = satisfies all the evidence 

Part met  = has met some but not all of the evidence

Not met = has not satisfied any of the evidence
	Agreed rating

	1.  
Evidence of performance 


	

	2. 
Evidence of performance 


	

	3. 
Evidence of performance 


	

	4. 
Evidence of performance 


	

	5. 
Evidence of performance 


	

	6. 
Evidence of performance 


	

	Total score for all tasks/ outcomes (transfer to summary page)
	


	3
Performance Measures:  Core and Management  Behaviours

	Review how far the employee has demonstrated the core and management behaviours against a rating of:

Exceeded = 15

Fully met = 10

Part met = 5
Not met = 0

Key:

Exceeded = consistently demonstrates the behaviour to an outstanding level; goes beyond what could reasonably be expected 

Fully met = consistently demonstrates this behaviour 

Part met = sometimes demonstrates this behaviour but not consistently 

Not met = rarely if ever demonstrates this behaviour


	Agreed Rating

	Communication: Communicates in a way which is clear, open, honest and constructive; shares, listens and responds to information, options, ideas and instructions.
Evidence of performance 


	

	Customer Focus:  Recognises that customer service is part of everyone’s job; takes into account customer needs and expectations; strives to meet expectations where possible, manages expectations where this is not possible; is proactive in improving the service.

Evidence of performance 


	

	Professionalism:  Maintains the standards expected by the service and organisation at all times; remembers that they are representing the council.

Evidence of performance 


	

	Respect:  Behaves in a way that demonstrates respect for people, property and policy.

Evidence of performance 


	

	Total score for core and management behaviours (transfer to summary page)
	


	4
Additional comments

	Use the space below to make any additional comments about the individual’s performance to justify the scoring or to note any other feedback/ discussion points.

	


	5
Tasks/ outcomes for next PR&D year

	Record agreed tasks/ outcomes for the next 12 months.  These should be monitored throughout the year with the final evaluation being recorded at the end of year PR&D meeting.  NB:  A minimum of 1 and maximum of 6 tasks or outcomes should be set.

	1.  
What will the evidence of effective performance be 



	2.  
What will the evidence of effective performance be 



	3.  
What will the evidence of effective performance be 



	4. 
What will the evidence of effective performance be 



	5.  
What will the evidence of effective performance be 



	6.  
What will the evidence of effective performance be 




	6
Personal and professional development and career aspirations

	Use the space below to record discussion round any areas of personal and professional development which may help the employee in their current role or with future roles they may be interested in working towards.

	


	7
Personal development and action plan

	Name:
	
	Reviewer:
	

	Job Title:
	
	Reviewer Employee Number:
	

	Employee Number:
	
	Date of Review (dd/mm/yy):
	

	Section/ Team:
	
	Directorate:
	

	Record any identified areas for development and/ or improvement below  
	How will the areas of development/ improvement be met
	Priority

(L, M, H)
	Timescale
	Cost

	
	
	
	
	

	NOTES:

How met:
Record the proposed method of development eg workshop, eLearning, coaching, mentoring, job shadowing etc

Priority:

H = essential for the job, M = would improve performance but is not essential, L = likely to benefit the individual more than the Service

Timescale:
Depends on priority status and availability of training but should generally be achievable within 12 months

Cost:

Where a cost is involved the decision on whether the development need will be met will be at the discretion of the Service’s Management Team (SMT)

· It may not be possible to meet all the identified development needs because of Service priorities and resource constraints

· Development needs should be linked to a relevant corporate or Service objective

	Employee Signature:
	
	Line Manager Signature:
	


	8
Summary


	Employee details


	Name:
	
	Reviewer:
	

	Job Title:
	
	Reviewer Employee Number:
	

	Employee Number:
	
	Date of Review (dd/mm/yy):
	

	Section/ Team:
	
	Directorate:
	


	Overall performance review rating based on performance measures
	Total Score

(A)


	No of  tasks/outcomes and behaviours

(B)


	Average Score 

(A÷B)



	Review of tasks/ outcomes
	
	
	

	Core and management behaviours
	
	
	


	Corporate performance measures – has the employee during the PR&D period:

	Performance

Reached stage 1 of the Managing Performance Policy


	Yes
	No

	Conduct

Been issued with a first level warning or higher disciplinary sanction under the Managing Discipline Policy during the Performance Review and Development 
	Yes
	No

	Attendance

Reached stage 2 of the Short term Sickness Procedural Guidance in respect of the Maximising Attendance Policy 


	Yes
	No


	An individual is recognised as having achieved or exceeded their performance where they meet the following criteria:



	Review of Objectives

· Achieved:  average score of 7.5 or more

· Exceeded:  average score of 13 or more
	Core and Management Behaviours

· Achieved:  average score of 7.5 or more

· Exceeded:  average score of 13 or more


	Met the corporate performance measures

· Records a No response against each of the performance measures
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Increment Approved
Yes

No

or 
Not Eligible (top of grade)


Exceeded 

	Employee Signature:

	
	Date:
	

	Line Manager Signature:
	
	Date:
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