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Performance Review Preparation Worksheet

Below are suggested areas for both parties to consider in preparing for the annual Performance Review meeting.

1. Review Position Description

· Have Expected Results been achieved?

· Have Key Responsibilities changed?

2. Review Individual Performance and Development Plan

· Have Objectives been achieved?

· What are potential performance and development Objectives for the next 12 months?

3. Third Party Feedback

-
2 – 3 weeks before Performance Review meeting, both parties agree on Third Parties etc

-
Reviewee sends Third Party Feedback form to Third Parties requesting feedback and collates feedback received

4. Significant Achievements

5. Problems and Difficulties Experienced

6. Training and Development Activities (completed / required)

7. Coaching and Support (received / required)

8. Career Aspirations and Opportunities

9.
Other Matters that Require Discussion
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