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CONFIDENTIAL
Performance & Development Review

	Review Period
	200__ / 200__


	Name:

(staff member)

	Job Title:



	Faculty/Area:


	Review Date:



	Team:

	Reviewing Manager:




Performance Objectives Review
Please provide details of the individual’s performance in the achievement of each of their objectives during the review period.
	Objective
	Comments
	Assessment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Assessment:  E = Exceeds Expectation; M = Meets Expectation; B =Below Expectation

Attitude, Character and Talents (ACTs)
Please provide examples of behaviours demonstrated in the following areas during the review period.  Refer to the Attitude, Character and Talents source document for further guidance at www.leedsmet.ac.uk/acts
	Attitude, Character and Talents (ACTs)
	Evidence
	Assessment

	STUDENT CENTREDNESS
	Service, Teaching and Learning Delivery
	
	

	
	Commitment
	
	

	
	Professionalism
	
	

	WORKING WITH OTHERS
	Courtesy and Respect
	
	

	
	Working Together
	
	

	
	Communicating
	
	

	FUTURE FOCUS
	Creativity & Innovation
	
	

	
	Embracing Change
	
	

	
	Learning and Developing
	
	


Assessment:
FM = Fully Met, P = Partly Met, N = Not Met
Performance Summary
Please provide a brief summary statement regarding overall performance (in relation to Objectives and Attitude, Character and Talents)
	Reviewer's Comments


	Reviewee’s Comments


Performance Objectives for 200_/ 200_
Remember these should be: Specific, Measurable, Achievable, Realistic, Time-bound
	
	Details of Objective

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.


	

	As your reviewing manager, is there anything that I can I do to help to contribute to the achievement of your objectives and performance?



Development Needs for 200_/ 200_ 
	Name:
	Faculty:


	Identified Development Need
	Development Activity

(e.g. course, secondment, coaching, volunteering/community activity etc)
	Responsibility

(i.e. who is going to progress this action – role holder, manager, other party etc)
	Resource Implications
	Target Date
	Priority (h/m/l)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Signing and Completing the Form

By signing below the reviewer and reviewee are confirming that they have conducted a performance development review discussion and set objectives for the coming year – the main points of which have been accurately recorded in this document.
	Signed:

(Reviewee)


	Date:



	Signed: 

(Reviewing Manager)


	Date:




Once signed by both parties this document should be passed to the reviewer’s manager (the ‘grandparent’) for review.  By signing below the reviewer’s manager is confirming that s/he has read and approved the documentation.

	Signed:

(Reviewer’s Manager)


	Date:




Once completed a copy of this form should be kept by both the reviewer and the reviewee. The original form should then be passed to the Faculty/Area HR Consultant for secure filing.
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