Leadership and Management (Competency) Framework

Self review form


This form is intended as a prompt for discussion for you and your reviewer/appraiser during your review/appraisal meeting.  

In advance of the review/appraisal meeting please look at the competencies for your grade* and consider the questions below. Complete the form (expand the text boxes as necessary) and send it to your reviewer/appraiser at least 7 days in advance of your review/appraisal meeting. This part of the document is confidential to you and your reviewer/appraiser, unless agreed otherwise by you.

	Name:


	Date of review/appraisal meeting:

	(1)  List the main areas of work/projects you have been involved in over the past year [general headings will do]. You may wish to refer to the key responsibilities in your job description. Highlight the competencies relevant to these projects/work areas.


	(2)  Briefly list the progress and achievements you have made in your main areas of work in the past year, and the competencies you have used in these achievements.


	(3)  Briefly list any aspects of your work where outcomes have fallen short of your aspirations. Give your thoughts on reasons for this and how they might be overcome in the future, with reference to the competencies needed.


	(4)  Looking ahead, list your key projects and/or objectives for the coming year. Highlight any areas of your work you would like to develop, or new areas, relevant to your work, in which you would like to become involved.


	(5)  Taking account of your main work areas in the coming year and beyond, and the competencies needed to fulfil them, what support will you need for your development?


	(6)  Please note any other areas you wish to discuss




*http://www.ed.ac.uk/schools-departments/leadership-development/competencies/definitions  

The reviewer/appraiser records your agreed objectives and actions below. You and your reviewer/appraiser will refer to this form and the personal development plan during the coming year and at your next review/appraisal. Both forms will be kept on file.
Please list the actions/objectives agreed, and enter the competency(ies) needed for each of the actions/objectives. (The competencies are numbered on page 3 for ease of reference). 

	Name of reviewee/appraisee:

	Date of review/appraisal:


	Summary of discussion



	Objectives/actions
	Action by whom 
	No. of compe-tency
(see page 3)
	Target date if applicable

	
	
	
	


	Additional comments by reviewer/appraiser, or reviewee/appraisee, if any:


	Signature of Reviewee/Appraisee:
	Date:

	Signature of Reviewer/Appraiser:
	Date:


Use this form to summarise any learning and development needs and actions, broken down by competency, as agreed with your reviewer/appraiser, together with a target date for completion.
	
	Name:
	Target date

	Communicating and working 
with people
	1. Being customer focused  

	

	
	2. Influencing others 

	

	
	3. Leading, developing and managing people  

	

	Developing business success
	4. Managing finances and resources 

	

	
	5. Planning and organising 

	

	
	6. Problem-solving and decision making 

	

	
	7. Pursuing professional excellence

	

	Building for 
the future
	8. Embracing the need for change 

	

	
	9. Thinking and acting strategically

	

	
	Any other learning and development needs:


	

	Signature of Reviewee/Appraisee:
	Date:

	Signature of Reviewer/Appraiser:
	Date:
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