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	Review period 
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	Date of review
	


This form will be written up by the line manager as a summary of the conversation, and 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 HR. Reviewers should email the form to HR with a verification email from the staff member to confirm their agreement.

Section 1  Review of objectives and other significant achievements. Please include comments and discussion on objectives set the previous year and other significant achievements

	


Section 2   Please use this section to reflect back on successes and what you did well to achieve them i.e.  strengths,  and also to consider what didn’t go so well and what you have learned i.e. possible areas for development
	


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 4a    Discussion of potential career aspirations 

	


4b    Discussion about the benefits of any development undertaken this year and agreed development activities for the next year that will either help to deliver future objectives or aid personal/career development
	


Section 5 
	Reviewer summary of discussion:


	Staff member comments :


Reviewer signature:                                                                       Staff member signature: 
