University of Cambridge

Department of Biochemistry
Assistant Staff Review and Development Scheme

Preparation for Staff Review and Development Meeting


For the process to succeed, both the Reviewee and the Reviewer must prepare carefully for the meeting.  This form is designed to help that process.

The content of each form remains confidential to the persons who completed it and the Staff Development Coordinator. 

	Name:
	     
	Job Title:
	     

	Reviewer’s Name:
	     
	Reviewer’s Job Title:
	     

	Date of Review:
	     
	Date of last Review:
	     


TAKING STOCK:

Key purpose of your job:

Describe in one or two sentences the overall purpose of your job:

	     


Looking back to the objectives agreed at your last review meeting, which ones have been (a) exceeded, (b) met or (c) not achieved?  What evidence are basing these assessments on?

	(a)
	     

	(b)
	     

	(c)
	     


What do you feel you have done particularly well in your role over the last 12 months?

	     


What do you feel you have done least well in your role over the last 12 months?

	     


To help improve performance in your job still further, what steps could be taken by (a) you, (b) your line manager or (c) the Department?

	(a)
	     

	(b)
	     

	(c)
	     


Please record any training courses that you have attended since the last review:

	     


SELF-APPRAISAL FORM:

Planning Ahead:

What do you think should be the key objectives for your job for the next review period (list no more than 5)?

	1.
	     


	2.
	     

	3.
	     

	4.
	     

	5.
	     


The Review Meeting:

Please list any additional items that you would like to discuss at the review meeting.  These could include training needs, career development or any changes in your responsibilities that you would like to see in the near future.

	     


Step 1 – Reviewee:

Once you have completed this form, please pass it to your Reviewer at least 7 days before your Review Meeting.

Step 2 – Reviewer:

Please list any additional points that you would like to discuss at the Review Meeting.

	     


Step 3 – Reviewer:

Please copy the form and return the original to the Reviewee at least 2-days before the Meeting.

Step 4 – Reviewee:

Please take note of the additional points added by the Reviewer.  Remember to bring this form along to the meeting.

Note: The content of each form remains confidential to the persons who completed it and the Staff Development Coordinator. 
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