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	Performance and Development Management Policy and Procedures




Memorandum of Performance Review

(To be completed following the annual Performance Review meeting and forwarded to People & Culture.  A copy of (1) the amended Position Description and (2) completed Individual Performance and Development Plan for the next twelve months should be attached.  These three documents will be reviewed by People & Culture before being filed on the Reviewee’s Personal File).

	Reviewee name:
	

	
Position / Title:
	

	
PPG / Department:
	


	Reviewer name:
	

	
Position / Title:
	

	
PPG / Department:
	


	Performance Review meeting conducted on (date):
	xx/xx/xxxx


	Period covered by Performance Review meeting:
	xx/xx/xxxx – xx/xx/xxxx



	
	
	The Position Description has been reviewed, amended where relevant and is attached (please tick)

	
	
	

	
	
	A Individual Performance and Development Plan for the next 12 months is attached (please tick)


Comments on the Performance Review (optional):

Reviewee:

Reviewer:

	Signed:
	
	Date:
	

	
	(Reviewee)
	
	

	Signed:
	
	Date:
	

	
	(Reviewer)
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