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Part A: Overview

This form is to be completed at the end of the review period as a formal record of the discussion that takes place between the supervisor and individual staff member.

The Performance Planning and Review discussion should include:

· consideration of outcomes and achieved during the past twelve months against the agreed goals, taking into account any unforeseen circumstances or new opportunities which arose during the year (Part C); 

· feedback on the individual’s performance (Part D) including responses from the 360 Degree Performance Assessments (Part E); and
· setting Key Performance Indicators (KPI) for the next 12 months (Part G).
A copy of the completed form should be kept by the staff member.

The original form is to be forwarded to Human Resource Services where it will be placed on the staff member’s file.

Part B: Personal Details 

	Name
	

	Position 
	

	Supervisor
	

	Period being Reviewed
from
	
	to
	

	Forward Planning Period 
from
	
	to
	


Part C: Overview of Achievements

Comment on outcomes and achievements during the past twelve months against the set goals and objectives. Where applicable, identify factors that hindered or prevented the achievement of desired outcomes.

Note: Boxes will expand as you type.

	


Part D: Performance Assessment

In the table below comment on the skills, knowledge, expertise and behaviours applied in achieving outcomes, including the staff member’s strengths and areas of performance that could be improved or enhanced.

Note: Boxes will expand as you type.

	Leadership


	

	Contribution to Team Effort 


	

	Analysis and Judgement


	

	Specialist/Professional Skills


	

	Client Orientation/Outward 

Focus
	

	Management /Planning Skills


	

	Communication/Interpersonal Skills
	

	Self Management


	


Part E: Response to 360 Degree Performance Assessment

Note: Boxes will expand as you type.

	


Part F: Staff Member’s Comments

Note: Boxes will expand as you type.

	


Part G:  Establish Key Performance Indicators (KPI)
Staff should agreed with their supervisor KPI appropriate to their position, professional development needs, career stage, and current and future projects planned in their area.

	Agreed KPI to be Achieved

	How will this be measured?
	What may prevent this KPI from being achieved?

	
	
	

	
	
	

	
	
	(Press Tab to add a new  row)


Part H:  Support/Resources Required to Achieve KPI
	


Part I: Agreement

	Staff member’s Signature
	
	Date
	

	Supervisor’s Signature
	
	Date
	


Part J: Human Resource Services Use Only

	Received Human Resource Services
	Date
	


