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Registrar and Secretary’s Office
Management of the Performance and Development Review & Staff Development Cycle
	August/September
	The staff Performance and Development Review cycle commences. 
All Staff (Senior and Local Managers, Learning, Support and Operational)  prepare to complete their Performance and Development Review and the Leeds Met Attitudes, Character and Talents (ACTs) documentation and have their primary discussions 
All staff commence recording and evaluating their staff development experiences using RSO Forms SD1 and SD3. 
All staff are recommended to commence recording evidence of their ‘contribution’ to support Leeds Met ACTs using RSO Form SD4
Outcome of applications for funded staff development published



	October
	Managers/Team Leaders complete RSO Form C, summarising team staff development needs and submit the form to the Resource Manager by mid October.


	October/ November
	Resource Manager identifies RSO training needs and commissions training support where appropriate. Previous years learning evaluations are considered


	November/December
	First quarterly check with LSO staff of progress toward meeting their performance objectives



	February/ March
	Mid year review of staff progress toward meeting their performance objectives. Staff are recommended to use Form SD5 to record progress


	May/June
	Third quarterly check with LSO staff of progress toward meeting their performance objectives. Discuss individual staff need for RSO funded learning
Invite individual application for RSO funded learning
Annual review of the Staff Development Policy and procedures


	July
	Submissions of applications forms (Form SD2) to the Resource Manager for approval and support to undertake RSO funded learning opportunities costing £350 or more. Deadline - 31st July.
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