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Performance Planning and Development
CONFIDENTIAL


Annual Review
Year: XXXX


SECTION 1: Employee details
	Name:
	
	Position:
	

	Presbytery:
	
	Congregation:
	

	Manager:
	
	Date:
	



SECTION 2: Achievements/progress
In this section, please refer to your position description, list key functions of your position and comment on achievements or progress towards goals.
	Key functions
	Employee comments
	Manager comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




SECTION 3: Position description review
1. Identify any amendments needed for employee position description: 
	Employee comments
	Manager comments

	
	



2. Identify ways in which the staff member demonstrates that they work within the ethos of the Uniting Church in Australia:
	Employee comments
	Manager comments

	
	



3. Identify ways in which the staff member makes a positive contribution to their team:
	Employee comments
	Manager comments

	
	



4. Outline current level of job satisfaction and work/life balance and any plans for change in the next 12 months
	Employee comments
	Manager comments

	
	




SECTION 4: Competencies
This section has been designed to provide opportunity to consider a range of employee competencies/attributes but please note that it is not necessary to provide a comment in every box. Comments and proposed actions should be included in any competency which is noted as ‘Needs improvement’.
Click on the appropriate box to mark with an ‘X’. If manager ratings differ, they can be marked with a different colour.
	Competencies
	Excellent
	Very good
	Good
	Needs improvement
	Employee Actions/Comments
	Manager Comments

	Communication skills
· Interpersonal
· Written and verbal
· Listening
	☐	☐	☐	☐	
	

	Organise work
· Planning and project skills
· Organising work
· Meeting deadlines
	☐	☐	☐	☐	
	

	Team skills
	☐	☐	☐	☐	
	

	Financial management skills
(if relevant)
	☐	☐	☐	☐	
	

	Technical knowledge & skills
(as relevant to profession/role)
	☐	☐	☐	☐	
	

	Managing self
· Insight
· Resilience
	☐	☐	☐	☐	
	

	Managing others
	☐	☐	☐	☐	
	

	Problem solving
	☐	☐	☐	☐	
	

	Leadership 
(if relevant)
	☐	☐	☐	☐	
	

	Service orientation
	☐	☐	☐	☐	
	




Section 5: Goals for the next 12 months
	Goal
	Actions for the next 12 months
	Timeline

	
	
	

	
	
	

	
	
	




Section 6: Professional development
In preparing the plan for this year, consideration should be given to professional development needed to assist in goals outlined in Section 4 as well as the long term unit needs.
	Area for development
	Activity
	Timeline

	
	
	

	
	
	

	
	
	




Section 7: General
Comments may include overall performance, any need for additional support and/or any particular performance needs or impediments.
	Employee comments
	Manager comments

	
	







Section 8: Signatures

Date for next review: XXXX

Both the employee and the manager should retain a signed copy for their records. 
	Employee signature:
	
	Date:
	

	Manager signature:
	
	Date:
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