











	School
	


EMPLOYEE DEVELOPMENT REVIEW RECORD

	Name
	

	Post Title/No.

	

	Department
	

	Signature
	

	Line Manager

	

	Signature
	

	Review Date
	

	Date sent to Training Co-ordinator
	


Employee Development Reviews provide an opportunity for a discussion about:

· how your work and performance over the last year has contributed to the achievement of your targets and those within the School Development Plan

· setting targets for the coming year

· the support, training and professional development you will require in order to be able to achieve this

· your personal and professional aspirations in terms of your own career development

· your well-being and the extent to which you are maintaining an appropriate work-life balance

· your job description, your individual training record and the annual School Improvement Plan
	DISCUSSION OF HOW YOUR ROLE SUPPORTS RELEVANT TARGETS FROM THE SCHOOL DEVELOPMENT PLAN:-


	Reviewers should make available the following documents:-

· The individual’s current Job Description

· A summary of the long-term School Development Plan

· A copy of the annual School Improvement Plan

	


	Review of targets from previous year

	

	Strengths:-


	Areas for further development:-


	
Please tick to indicate that “well being” issues have been raised and discussed.  Agreed actions should be entered on the attached form 5 “Well being issues and summary of agreed actions”.


Agreed targets for the coming year (Remember SMART - Specific, Measurable, Agreed, Realistic, Timebound)

	Targets
	Date to be reviewed

	
	


Targets should be directly related to supporting School Development Plan targets, and / or personal aspirations / career development..
Training needs related to the above targets should be recorded on page 3.
	How effective was your Training and Development in the last year?

	Training activity
	

	How did performance change after training/development activities?
	

	Link to supporting School / personal targets
	

	Further development required?
	


	Training activity
	

	How did performance change after training/development activities?
	

	Link to supporting School / personal targets
	

	Further development required?
	


	Training activity
	

	How did performance change after training/development activities?
	

	Link to supporting School / personal targets
	

	Further development required?
	


	
What are your Training and Development needs in the coming year?

	Training needs
	

	Link to supporting School / personal targets
	

	How will the training be addressed – eg. course / in house
	

	Planned completion date
	


	Training needs
	

	Link to supporting School / personal targets
	

	How will the training be addressed – eg. course / in house
	

	Planned completion date
	


	Training needs
	

	Link to supporting School / personal targets
	

	How will the training be addressed – eg. course / in house
	

	Planned completion date
	


A COPY OF THIS PAGE SHOULD BE FORWARDED TO THE SCHOOL’S TRAINING CO-ORDINATOR.

	Name:
	
	Date:
	


Employee Development Review

WELL BEING ISSUES AND SUMMARY OF AGREED ACTION

	Employee’s Name
	 
	School
	

	Job Title
	
	Date
	

	Line Manager
	
	
	

	Details of Issues Discussed
	Actions Agreed
	Target Date

	
	
	


         * I agree with the summary action to be taken…

	Name of Employee

	
	
	Line Manager
	

	
	
	
	
	

	Signature of Employee
	
	
	Signature of Line Manager
	

	
	
	
	
	

	Date Completed
	
	
	Date Completed
	


        Agreed Review Date:  
    *Original form to be retained by Line Manager and a copy given to employee






Please note:  Achieving value for money should be an integral part of a Manager’s performance appraisal and objectives. 


For further guidance please refer to the “Best Practice Guide”

















Please use additional sheet if necessary
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