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When complete, copies of all sections of this form should be stored securely in the department (see section 23 of the policy).


	Name of reviewee:
	







	Post:
	







	Department / Division:
	







	Date of appointment to
present post: 
	







	Name of reviewer:
	








	Date of meeting:
	







N.B. A job description or list of responsibilities and a summary of any enhancements to your CV since the last review should be attached to Part A of the form.





PART A

To be completed by the individual Reviewee and passed to the Reviewer at least 5 working days before the review meeting.


1. A summary of your main achievements in relation to your aims, objectives for the review period and any significant changes in your responsibilities since the last review (or in the previous 12 months if there has not been a previous review).
	



2. A summary of any factors affecting achievement of your aims and objectives or your contribution to the work of the department over the review period. If any reasonable adjustments have been implemented, include a review of their effectiveness and any further support anticipated in the coming review period.
	



[bookmark: _GoBack]3.	Major activities, tasks and priorities anticipated in the coming review period and any training or other support that you will need to assist you in achieving them. In planning your priorities and development activities for the coming period you should take account of UCL’s management competencies expectations regarding academic excellence, and UCL Ways of Working for professional services as they relate to your role. If the Appraisee is in professional services terms and conditions it is recommended that three Ways of Working supporting indicators are selected for discussion at the appropriate grade. UCL Ways Steps to Development will be helpful in signposting possible development interventions. 
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