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Performance Management Report
	1.  Job Holder’s Personal Details

	

	 Period of report  -    From:
	     
	To: 
	     
	Type of Report:
	 FORMDROPDOWN 

	

	

	Surname: 
	     
	Forename:
	     
	

	

	Group:
	 FORMDROPDOWN 

	Title:
	     
	

	

	Directorate:
	 FORMDROPDOWN 

	Substantive Grade:
	 FORMDROPDOWN 

	

	

	Business Unit / Team:
	     
	Staff Number:
	

     

	

	


	2.  Current Job


	Job Title:
	     


	Job Purpose:
	     


	3.  Personal Development Plan

	Please confirm that a Personal Development Plan has been agreed:
	 FORMDROPDOWN 

	

	


	4.  Mid Year Review

	Please confirm when the Mid Year Review took place:
	     
	

	


	5.  Performance rating – To be completed a the End of the Year Only

	

	Overall performance rating:
	Exceeded

 FORMCHECKBOX 


	Achieved

 FORMCHECKBOX 

	Not Achieved

 FORMCHECKBOX 

	

	

	


	6. Temporary Responsibility

	

	Details of other grade held during period covered by this report:
(e.g. TRA)
	Grade
	Start Date
	End Date
	

	
	     
	     
	     
	

	Overall TRA performance rating:
	Exceeded

 FORMCHECKBOX 

	Achieved

 FORMCHECKBOX 

	Not Achieved

 FORMCHECKBOX 

	

	


	7. Confirmation of line management chain


	

	Name of Reporting Officer
(in capitals):
	     

	Date:
	     
	

	

	


	8.  Summary of Objectives for the Reporting Period.

	Prime Objective for Line Managers

	The Prime Objective holds line managers accountable for their role in the development of their staff, managing performance and championing diversity. 

	To lead, manage and develop staff effectively, I will:
	1.      
2.      
3.      
4.      


	To take a pro-active approach to developing my personal performance as a leader and manager, I will:
	1.      
2.      
3.      
4.      


	Performance rating:
	 FORMDROPDOWN 


	Objectives 

	Objective 1:
	     

	Performance rating:
	 FORMDROPDOWN 


	Objective 2:
	     

	Performance rating:
	 FORMDROPDOWN 


	Objective 3:
	     

	Performance rating:
	 FORMDROPDOWN 


	Objective 4:
	     

	Performance rating:
	 FORMDROPDOWN 


	Objective 5:
	     

	Performance rating:
	 FORMDROPDOWN 


	Objective 6:
	     

	Performance rating:
	 FORMDROPDOWN 


	Objective 7:
	     

	Performance rating:
	 FORMDROPDOWN 


	Personal Objectives 

	Objective 8:
	     

	Performance rating:
	 FORMDROPDOWN 



	9. Reporting Officer’s Comments (No more than 350 words)
Please send this form electronically to the Job Holder for their comments without a signature.

	     



	10.  Job Holder’s Comments (No more than 350 words)
If, after discussion with the Reporting Officer, there are any comments the Job Holder wishes to make, these should be recorded below.  After completion please sign below and return the form to the Reporting Officer who should then email it to HR copying the Job Holder in.

	     



	12.  Job Holder Sign off

	

	Name (in capitals): 
	     
	Date:
	     
	

	

	Signature of Job Holder:
	     
	

	I confirm that I have been seen the form completed to this point.  My comments are recorded above. 


	12.  Reporting Officer Sign off

	

	Name (in capitals): 
	     
	Date:
	     
	

	

	Signature of Reporting Officer:
	     
	

	I confirm that I have undertaken the training required to complete this report. I have seen the form completed to this point.  My comments are recorded above. 


	13. Senior Reporting Officer Sign off

	

	Name (in capitals): 
	     
	Date:
	     
	

	

	Signature of Senior Reporting Officer:
	     
	

	I confirm that this report has been completed in line with CLG’s guidance on Performance Management and that I have been available to both the Reporting Officer and Job Holder throughout the process.  


	Next Steps:

1. Reporting Officer and Job Holder to update PIMS as required
2. Reporting Officer to email the form to HR at performance.management@communities.gsi.gov.uk copying in the Job Holder

3. HR will not accept paper copies of the forms this year

4. Both the Job Holder and Reporting Officer should safely retain a copy of the completed form for their records

5. All forms must reach HR by 30 April
6. Failure to update PIMS may result in any performance related pay not being paid – it is not HR’s responsibility to update PIMS


Date returned to Human Resources Team:
1
1
	Reporting Officer's initials 
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