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	Length of time in Post:

	Name of Reviewer (s)
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	Date of Review:
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Confidentiality Statement:





The review and the following paperwork is confidential between Reviewee and Reviewer(s).  The paperwork shall stay at local level with a lifespan of 4 years, after which it shall be shredded.  





University College Cork is fully committed to ensuring that each staff member, irrespective of role, grade and location, is provided with the relevant personal, professional and individual career development to enable one to continue working for the University to the best of one’s ability. The development of staff and the delivery of a quality service at UCC is a joint responsibility shared by individual staff members, supervisors/managers/heads of department and the University.





This review is a joint discussion enabling a supervisor/manager/head of department and a staff member to agree together relevant objectives, which are clearly linked to the mission of the department and university, and any associated support that is needed to help one attain those objectives. It is not a judgmental process but a developmental one.  It is also an opportunity to recognise achievements and to focus on priorities for the coming year, identifying any training and development needs required to support this. Within such a system not all individual needs can be met, given the limited resources available, and priority will be given to clearly related strategic goals.





In completing this form you are asked to:





Spend some time reflecting on your performance and development – Self Reflection


Review your progress in achieving objectives set for the period under review, indicating achievements and any problems, concerns or obstacles you have met.


Describe work objectives for the next review period.


Describe areas in which you need to be developed and ways in which this might be achieved


Consider your personal long-term career development.








Part A 	Self- Reflection – Complete and return to your Reviewer (s) at least one week before the Review Discussion





Part B	Agreed Record of Review Discussion – Complete at end of Review Meeting








Part A 	Pre- Review - Self–Reflection


In preparing for your review consider goals you would like to set yourself and identify key objectives to meet these goals for the coming review period.  


Goal = A general statement of what one hopes to achieve  


Objective = A specific statement of expected outcomes based on a set ‘goal’  


Action = what you need to do to meet your objectives





Work Goal(s): What work goal(s) do you want to achieve before the next review?








Objectives to meet Work Goal(s): 


What objectives do you need to set to achieve the above goal(s)?





1.








2. 








3.








4.

















Reviewee Name/ ID number:						Reviewer(s)								Date:  





Action Required:





1.








2.








3.








4.





Knowledge/ Skills/ Ability (KSA) Development: Goal(s): What KSA goal(s) do you want to achieve before the next review?








Objectives to meet KSA Development Goal(s): 


What objectives do you need to set to achieve the above goal?





1.








2. 








3.








4.

















Timeframe





1.








2.








3.








4.





Action Required:





1.








2.








3.








4.





Timeframe





1.








2.








3.








4.





Reviewee Name/ ID number:						Reviewer(s)								Date:  





Timeframe





1.





2.





3.





4.





OPTIONAL


Career Development: Goal(s): What long term (5 years) or short term (1 year) goal(s) do you want to set out for yourself?








Objectives to meet Career Development Goal(s):


What objectives do you need to set to achieve the above goal?





1.





2. 





3.





4.











Action Required:





1.





2.





3.





4.





Achievement of objectives from the previous review period - Summary:





Were there any obstacles/mitigating circumstances impacting on the achievement of objectives from the last review?





Post/or Career:





Action:











Timeframe:





Knowledge/ Skills/ Ability Development:





Part B 	Agreed Record of Review Discussion


This is a record of outcomes agreed by Reviewee and Reviewer(s). This section should be completed by both Reviewee and Reviewer(s) at the end of the Review Meeting.





Agreed summary record of progress and performance for the period reviewed:  Identify, where relevant any obstacles/mitigating circumstances impacting on the achievement of objectives from the last review.











Objectives agreed for the next review period:











Reviewee Name/ ID number:						Reviewer(s)								Date:  





Key obstacles in the way of achieving objectives:





Developmental Needs and Support Required:











The above is a reasonable reflection of the Review Discussion





Signed Reviewee……………………………..Date………………………..    Signed Reviewer  1 ………………………………..	Date………………	


		


Peer Committee     Signed Reviewer  2 ………………………………..  	Date………………





    Signed Reviewer  3 ………………………………..	Date………………
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