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(Employee to complete parts: 1 to 3)
PART 1:  Your Present Job  

1.
How would you describe the purpose of your current job?

2.
Do you have an up to date job description?        


  YES              NO    


If NO please state what changes you feel have happened.


3.
Do you have regular opportunity to discuss your work and action plans with your manager?








YES

NO

PART 2:  Your Performance over the last 12 months
1.
What would you say has gone well?


2.
What has not gone well and why? 


3.
If you have made a statement in Question 2.  Do you have any ideas on how things can be improved?


PART 3:  Your Training and Development

· Training to improve performance on current tasks

1.
Consider your Training and Development for last year 


Has it been completed?  
YES       
NO


If NO please list any relevant items outstanding


2.
What support, help or guidance do you think you need in the next 12 months to improve performance?  (Consider the booklet “60 ways to learn something new”.)

	Please list support, help or guidance

a)

b)

c)

d)


	How would you use it to improve performance?




· Developing You and Your Career

1.
How would you like your career to develop over time?  Do you have a goal or target?


2.
What are your plans for achieving your goal?


3.
Do you have any skills you do not use in your present job that you think the Directorate could make use of?


4. SALFORD COMPETENCY FRAMEWORK

Now measure how you feel you are doing in your job against the following competencies. Look at each statement and decide what level you feel your current level of skills and knowledge are, and rate yourself as 1-5 (1 being poor, 5 being excellent). Your manager will do the same and discuss this with you at your Review.

1 = Poor                                 3 = Average                    5 = Excellent

2 = Below Average                4 = Good

	CORE

COMPETENCY
	DESCRIPTION
	DEFINITION
	RATING SELF(1-5)
	MANAGER RATING (1-5)
	DEVELOPMENT REQUIRED Y/N

	Interpersonal & Communication


	Speaking, listening, explaining & understanding
	Shares ideas and information using clear language. Listens to others views and shows that they understand.
	
	
	

	Customer Focus
	Being Polite, Building Relationships,

Consulting with Customer
	Finds out what the customer needs and responds willingly. Makes sure that the service the Council offers meets the needs of the customers.


	
	
	

	Equality & Respect
	Treating people at work and customers with dignity and respect
	Shows respect for others differences and looks for the chance to promote equality of opportunity and good relations within the community.


	
	
	

	Learning & Development
	How well you think you use your knowledge and experience in your job
	Takes personal responsibility for their own learning and professional improvement. Sees when they need to learn new skills and looks for opportunities to practice them. Help others by sharing skills, giving regular, honest and useful feedback.
	
	
	

	GENERAL COMPETENCY
	
	
	
	
	

	Leadership
	Teamwork

Personal responsibility

Being an ambassador and self confidence

Delegating trusting and encouraging
	Open and ethical. Sets high standards of behaviour, inspiring and promotes a culture that supports continuous improvement, commitment, enthusiasm and facilitates change.
	
	
	

	Managing People
	Clear Direction

Releasing potential

Establishing goals

Following procedures
	Ensures staff are well trained, knowledgeable, motivated and committed. Seeks to release the full potential of all employees.


	
	
	

	Managing Resources
	Using new ideas, tools and information
	Plans and uses physical resources effectively and efficiently according to need by prioritising and using sound management practice.


	
	
	

	Thinking & Taking Decisions
	Problem Solving

Evaluation

Taking Action
	Is forward looking, innovative and has a clear vision. Makes and transmits decisions in a structured and systematic way and encourages wide spread input and ownership.


	
	
	

	Developing Strategy, Planning and Organising
	Prioritising workloads

Thinking of new ways of working

Meeting deadlines
	Ensures team is able to deliver its objectives.  Effectively contributes to formulation, development, transmission and review of strategy and policy.
	
	
	



PERFORMANCE OBJECTIVES

	 List Objectives here:
	Enter

Target date
	 Is progress on target  (Y/N)
	Commentary on progress to date

	1.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Outcomes of Training & Development receive since the last review period

Signed: ...................................... 
Signed: ......................................

             (Employee)                                                                              (Manager)

Date: .........................................
Interim Review

Consider the following during the interim between appraisal & development reviews
1.
Review of performance

2.
Review objectives/ action points from Appraisal & Development interview

3.
Review and progress on development needs

4.
Identify any further action required

Please ensure that if any additional training and development needs are identified that you contact your Principal Manager and the Training Manager.

Signed: ...................................... 
Signed: ......................................

                 (Employee) 
(Manager)

Date: .........................................

To be completed prior to your Review











































































































Please return this form to your Reviewing Manager at least one week prior to your appraisal.  This will be discussed with you at your Appraisal & Development Review
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