School of Arts, Languages and Cultures

                                              University Language Centre

	performance and development review

Preparation and REPORT FORM

ACADEMIC RELATED STAFF


This form has been designed to be completed electronically.  Please expand sections as required.  The contents of this form are confidential.

	Name (Reviewee)

	

	Name (Reviewer)

	

	Date of the discussion:

	


Note to reviewee

The performance and development review discussion is an opportunity for employees to discuss, with a senior colleague, key issues concerning their job.  It is an opportunity to reflect and learn from what has occurred in the past year, to discuss current work tasks and objectives and to consider future challenges and support requirements including training and development.

This pro-forma has been produced to help reviewers and reviewees to prepare for and record the personal review. We have included prompts to help you to consider areas, which you may wish to discuss at the review. They are not intended to be exhaustive so please add to them wherever you wish.  It has been designed to be completed electronically and sections can be expanded as required. Reviewees should complete the form, then send electronically to the reviewer. This document will form the basis for the review and may be amended or expanded post review as a result of the discussion. The form is sent back to the reviewee for agreement on both sides prior to signing. 
	1. BRIEF NOTES ON JOB

	Make a few brief notes here on your key responsibilities (teaching/co-ordinating) /key internal working relationships/external working relationships/ any job changes over past year.

	


	2. REVIEW OF PAST YEAR

	Think of objectives/projects/tasks/priorities for period under review. 
What has gone well and what contributed to this? In addition to teaching, include here any new course/curriculum materials you have developed. Were these identified by you or team/Line Manager? Did you enjoy this aspect of your work and how did it benefit you area? 
What are you most proud of? What parts of the job have you most enjoyed? What hasn’t gone well? What problems were encountered and how were these addressed? What actions would prevent such problems? Were there any problems outside your control which have prevented you from doing your job well? Which parts of your job did you least enjoy? 

	


	Professional development and/or scholarly activity undertaken (conferences (attending or presenting), on-job training, mentoring, training courses, projects, coaching, publications…) How useful were these?
How did any scholarly activity /development or learning benefit the department, centre, school, faculty, university?
What professional development and/or scholarly activities have been undertaken? For example, conferences (attending or presenting), on-job training, mentoring, training courses, projects, coaching, publications… How useful were these?

How did any scholarly activity /development or learning benefit the Centre, School, Faculty, and University?



	


	Summary of your achievements

	


	3. CURRENT WORK

	What tasks or projects are you involved in at the moment? Are you clear about the priorities? Is your current workload manageable or are there support requirements? Has any specific training need been identified for this current work (if needed)?



	


	4. FUTURE


	What objectives, priorities or projects should be agreed for the next 12 months?  List agreed objectives below.

	Action by when

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	


	What development or training might be useful?

Consider new projects, coaching, mentoring, reading, e-learning, conferences, training courses, qualifications, work duties, equipment, time, materials. Consider personal/organisational benefit.  
Check the Staff Development pages on the Intranet at http://www.langcent.manchester.ac.uk/staff-intranet/staff%20development/ for sources of information on courses, networks, providers and funding opportunities?

List development, training or support needs below.

	Action by whom
	Action by when

	1.  
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


	Any agreed actions arising from this review, not included above  (leave blank until review)
	Action by whom
	Action by when

	
	
	


	Any other comments you would like to make

	

	Signed
	Date

	                                                             (Reviewer)


	

	                                                             (Reviewee)


	

	We confirm that this is an accurate and agreed record of our performance and development discussion.
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