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	Name:
	

	Job Title:
	

	Line Manager:
	

	Senior Line Manager:
	

	Start Date:
	

	Date of Review Meeting:
	


“Instead, speaking the truth in love, we will in all things grow up into him who is the Head, that is, Christ.  From him the whole body, joined and held together by every supporting ligament, grows and builds itself up in love, as each part does its work”

Ephesians 4:15,16 (New International Version)
“At its best appraisal is two people sharing their perceptions of each other, their relationship, their work and their organisation, sharing that results in better performance, better feelings and a more effective organisation”

Advisory, Conciliation and Arbitration Service (ACAS)

EMPLOYEE PREPARATION – GUIDANCE 
You are encouraged to complete section one of your review as best you can as your responses will form the basis of your review meeting.  Please do not feel that you have to have all the answers at this stage – it may be helpful to consider your responses as pointers to the subsequent discussions that you would like to take place during your review meeting.  As you reflect you may also like to consider your responses in relation to the role your work and skills play in the wider mission of the Diocese.

Please try to answer the questions as honestly as possible.  Consider both what you have achieved over the last year (it is often easy to forget the positive things!) and also any areas of potential development.  Remember that recognising aspects of a job not well done or personal characteristics upon which you would like to work demonstrates both strength and self-awareness.

It would also be helpful if you could begin to think about what has helped and hindered achievements and relationships; what personal responsibility you have been able to take to resolve issues; and what your manager can do that will encourage, motivate and/or support you so that you feel able to discuss these matters during your review meeting.

Section One: Employee Preparation 

Please return this part of the form to your manager no later than one week before your scheduled meeting.

Job Satisfaction

What are the things you have enjoyed about your work/what has given you the greatest satisfaction?

If there are areas of your work that you find less satisfactory or frustrating or there are obstacles that prevent you from performing your role effectively please identify them below and suggest ways you feel these may be overcome.

Self Assessment

Please comment in relation to the main duties of your job description, identifying any areas of strength and any areas requiring support and/or development. If you have undertaken one-off tasks during this period which are not mentioned in your job description please highlight them below. If you feel that there have been significant permanent changes to the responsibilities of your role please note this below so that your manager can make arrangements to meet with you on a separate occasion to discuss and agree any amendments to your job description.

Consider the Skills Framework on the back page of EDR procedure document. Where do you see your strengths? What areas might you like to develop?

Personal and Professional Development

What learning and development have you carried out in the last year and how has this impacted on your work?

Can you suggest any future learning and development that would improve your performance and/or efficiency?

How do you feel you have performed against your work and skills based objectives previously set? Please include details of any obstacles or difficulties that prevented you from achieving your objectives if necessary.

In light of your current capabilities, your performance against past objectives, and your future personal growth and/or job aspirations, what activities and tasks would you like to focus on during the forthcoming year?

Other Possible Areas for Discussion

Please indicate if you wish to have the opportunity to review your work in a vocational context.  

If so you may wish to consider how your personal discipleship has developed over the last 12 months and how you would hope to see your ministry developing in the future.  

If you would like a separate conversation with a member of Archbishop’s Staff about your work as an expression of your vocation please tick here  FORMCHECKBOX 

Please indicate if you wish to have the opportunity to discuss anything relating to your personal circumstances as a part of your review.

If there are any other matters that you would like to discuss during your EDR please outline them below.
Section Two: Review Meeting - to be completed by the line manager
Please provide an overview of specific areas of discussion including any agreed action points (examples of possible headings include “Overall Assessment”, “Self Assessment”, “Team Dynamic” and “Personal Development”, although please do feel free to chose headings which are appropriate to the particular role/individual)
	

	

	

	

	

	

	

	


Please discuss, agree and complete the sections below during the review meeting.

	Areas of work which will be a priority in the coming year 

Objectives should be SMART – specific, measurable, achievable, realistic and time-bound

	Objective 
	Activity and Timescales …including details of any support required
	Results (to be considered at the following year’s Review)

	
	
	

	Skills to be developed in the coming year 

Having considered the Skills Framework please provide details of agreed competency based objectives

Objectives should be SMART – specific, measurable, achievable, realistic and time-bound

	Objective 
	Activity and Timescales …including details of any support required
	Results (to be considered at the following year’s Review)

	
	
	

	Training and Development planned for the coming year
Please discuss and indicate on the plan how, and by whom, the training and development will be provided

	Training/Development Need
	Proposed Activity and Timescales
	Responsibility for organisation..

	
	
	


Section Three: Agreement of Records/Further Review

Overall Comments and Feedback – line manager
Signed:…………………………………………………………………………………Dated …………………………….

Overall Comments and Feedback – employee *
Signed:…………………………………………………………………………………Dated …………………………….

* If after consideration of your line manager’s comments you do not feel that they accurately reflect your review meeting or that there are areas of your review which require further consideration then please contact your manager to discuss this, agreeing a further meeting if necessary.  

Further Review 

Your senior line manager will receive a copy of this review form.

If you would like to meet with your senior line manager to discuss this please confirm below

Yes, I would like to meet with my senior line manager to discuss my review 


Tick here
 FORMCHECKBOX 

Please ensure that this form is returned to your line manager 

who will forward a copy to the Diocesan Office to be retained on your personnel file.
Strictly Confidential
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