Section 06:

Bringing it all together:
The Annual Formal
Performance Review

Section 06

How to approach & complete the
Annual Formal Performance Review
This toolkit will give you in your role as a Line Manager, a step by step guide through
each of the following stages:
• Why the Annual Formal Performance Review is
required

• Developing the Action Plan & Setting Objectives
for the next 12 months

• Who is involved

• Collating information to take your team /
Service area forward

• The reviewing criteria:

a. What objectives are being reviewed
b. Reviewing against skills, behaviours and
aptitudes – how the job is done, using the
Competency Frameworks
• Carrying out the review
• The feedback meeting

• Team Reviews – A different perspective
• All this information – what now?
• Monitoring Annual Reviews across the Council
• The flowchart – an illustration of how and
where the annual review fits in with the cycle of
Managing People and Performance
• Food for thought – an important note to end on

TIP....

In your Line Manager role there will be certain functions that are mandatory and other functions that,
although not mandatory, are considered good practice. Each section of the toolkit will summarise
these areas on the final page. Please note – the must do’s at the end of this section are those from
section 5 only. A summary of all ‘Must Do’s’ and ‘Recommendations’ from all Sections can be found
in Section 9.
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Why is an Annual Formal Performance Review required?
The Annual Review is an important means of communication about performance between
you and the individuals you manage. Conversations about performance should happen at
every meeting but a more formal review will help you and the individual reflect on progress
over a longer period and map out development for the future.
At an agreed point of the year you will sit down with
the individuals within your team to discuss their
performance over the past year, looking specifically at
objectives that have been set as the year has
progressed; agreed development and evaluation of
that development (please see Section 10 for an
evaluation form for training); discussions addressing
strengths, weaknesses, performance and behaviour. It
is an essential part of performance management and
should be a two way process between you and the
individuals you manage. The meeting will be a
summary of the regular Managing People and Their
Performance meetings that you have held throughout
the year, so nothing in this meeting should come as a
surprise to you or the individual.

TIP....

The formal review is not ‘in addition’ to your
management responsibilities as far as
managing performance goes – it is a
fundamental part of your management
responsibility and every employee of the
Council is entitled to some form of Annual
Formal Performance Review whether on an
individual or team basis.

The Annual Performance Review will look at:
• Objectives: How well the individual has
progressed against their objectives throughout
the year, assessing suitability of targets and
whether there is any requirement for change –
your notes from all the regular 1-2-1s will
provide you with evidence and examples
(templates to be found in Section 10)

• The Way Forward: A discussion and agreement
of SMART targets and objectives, both at a team
and individual level for the coming year in line
with the needs of the service
• Recording Decisions and Plans: Formulating
and updating Action Plans, including addressing
development needs and evaluation of any
development undertaken
(For advice on writing SMART objectives and
developing Action Plans please see Section 4 of
the Managing People and Performance Toolkit)
• Linkages: Communication of Council, Service
area and team priorities; updates on areas of
interest; legislation; health and safety.
Through the use of:
• Dialogue: Open and honest discussion
You will be afforded some degree of discretion in
how you carry out the annual review in
agreement with your Senior Management Team
but an annual review against priorities and
competencies is required.
The information that follows will provide you with step
by step guidance of best practice and an illustration
of minimum requirements.

• How the role is undertaken: A review of the key
behaviours, aptitudes and skills (competencies)
required to perform effectively in achieving the
objectives, including any concerns about
performance and praise for jobs well done

MANAGING PEOPLE & THEIR PERFORMANCE
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Who is involved in the Annual Formal Performance Review
Two roles remain constant in the review:
• The role of you as Line Manager - reviewing
the individual’s performance
• The role of the individual - self review
For the review to be meaningful and acceptable, both
parties need to be engaged and participate fully in
the review.

Involving others – Team Members / Peers
Historically the Council has encouraged the inclusion
of other parties in the review, whether as team
members or peers, including 90, 180 and 360
degree reviews.

Advantages

Disadvantages

• Many individuals and Line Managers find
involving others in the review valuable as it can
provide a different perspective and viewpoint
upon performance, behaviours, skills and
aptitudes that the manager and individual may
have overlooked or not been conscious of.

• Some find involving others adds limited value to
the process, especially when choosing reviewers
who have little to do with the day-to-day
performance and objectives of the individual
being reviewed.

• Many welcome the ‘balance’ this gives the
review, especially when positive relationships
have not been forged between the individual
and Line Manager, or when the Line Manager
and individual work so closely together on the
same targets that objectivity becomes difficult.

Making the decision
The decision as to whether, or not, to involve others in
the review will remain at the discretion of the
individual and the Line Manager. In deciding whether
to bring in additional reviewers you and the individual
need to discuss:
• What value will they add to the review?
• Will the review be objective, constructive
and honest?
• Is it what the individual wants?
• Who will the reviewers be?
• Do they have the time to complete the review
within given timelines?
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• On occasion individuals have many reviews to
complete – self reviews and the review of the
individuals they manage, to also request reviews
on others they work with sometimes means that
the process is not afforded the time it requires,
leading to a limited, inconclusive review.
• Often individuals are uncomfortable reviewing
team members and peers, especially where there
is not an environment of trust and openness. This
can lead to reviews with a ‘leniency bias’ –
reviewing in a more positive way so as to avoid
conflict, or reviews with a ‘centrality bias’ – where
everyone is equally average – scoring according
to the middle of the range.

It is important to note that any additional reviewers
need to give their consent to be included in the
review. The individual needs to gain their permission
and can do this using the ‘selecting your reviewer’
template found in Section 10, or gather the same
information through an email. You, as Line Manager,
are also in the position to agree or disagree with
chosen reviewers, based on a justifiable reason – e.g.
the individual does not work alongside the reviewer
on any of their objectives/targets.

3

Section 06

The Reviewing Criteria
The Annual Formal Performance Review will involve the individual being reviewed against:
a. Agreed objectives (minimum 2, maximum 6) – (The What)
b. Relevant behaviour, skill and aptitude statements chosen from their job family
(Competency Framework) – (The How)
Agreed Objectives - What objectives is the
individual being reviewed against?
Agreed and established SMART objectives.
Many people make the mistake of setting objectives
immediately prior to a review, making it almost
impossible to evaluate progress against those
objectives as they have not been in place long
enough to allow the individual to make any great
strides in their achievement. The objectives being
reviewed should be the ones you have established
and agreed with the individual during the last formal
annual review. These are the over-arching objectives
for the year which are supplemented by targets and
actions set and agreed in your regular Managing
People and Their Performance meetings.
New objectives for the next 12 months will be
discussed, set and agreed following the feedback
meeting.
What if the objectives have changed?
Sometimes the priorities of the Council can change
and this can have a direct impact upon the objectives
and targets of Service areas, departments, teams and
individuals. Through the regular 1-2-1 performance
management meetings with individuals within your
team, and regular team meetings you will be able to
revisit and revise objectives thus enabling these to be
both pertinent and relevant to the formal annual
review. It is imperative that any revision of objectives
is done so with the involvement and agreement of the
individual.
It is advisable to clarify objectives in your 1-2-1
meetings prior to the Formal Annual Review to
eliminate the possibility of error.

How many objectives should an individual be
reviewed against?
As detailed in Section 4, good practice suggests that
no more than 6 objectives should be set and both the
individual, and the role in which they operate, must
be considered when setting these over-arching
objectives.
These objectives will set the basis for performance
targets and/or actions that will be continually set and
monitored on the action plan during your regular
performance management meetings.
Reviewing against skills, behaviours and
aptitudes – How the job is done, using the
Competency Frameworks
To effectively manage and review performance,
encourage conversations around dynamic
performance, and address under performance, the
Council has always asked line managers and
individuals to look at both the WHAT and HOW of
performance. (As illustrated in Section 1 of the Toolkit.)
The WHAT
When recruiting new employees managers use the
Job Description and Person Specification to
communicate the details of the role and the type of
person required to carry out the role. The Job
Description identifies the WHAT - this includes what
the role involves, what actions need to be carried out,
what targets should be met and what the expectations
are. This is the same for Managing People and Their
Performance – the achievements within the role progress against objectives, carrying out the functions
and meeting the requirements of the role.

For advice and guidance in setting SMART objectives,
please see Section 4 – Creating Action Plans and
Objective Setting.

MANAGING PEOPLE & THEIR PERFORMANCE
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The HOW
The ‘HOW’ of performance looks not just at what is
done but HOW it is done. To refer again to
recruitment, the Job Description stipulates the what of
a role whilst the Person Specification illustrates the how
– the skills, aptitudes and behaviours required to carry
out the role in the most effective and efficient way.
To carry out a review on how the individual is
performing you will need to use the Council’s
Competency Framework. The Framework consists of
9 job families:
• Administrators Competency Framework
• Ancillary Staff Competency Framework
• Community and Social Care Competency
Framework (including Social Care Professionals)
• Frontline and Customer Care Staff
Competency Framework
• Middle Management Competency Framework
• Strategic Management Competency Framework
• Skilled Manual Workers Competency Framework
• Supervisory Competency Framework
• Technical, Specialists and Professional
Competency Framework
Within each job family there are categories that
contain a number of statements about behaviours,
aptitudes and skills. These statements illustrate
examples of excellence and you can use these to
measure performance, whether to demonstrate areas
of excellent behaviour/skill and aptitude, or highlight
areas for development.
Previously, the Council used the Performance Plus!
review where individuals were reviewed against all
categories and statements that were contained within
their job family. For example:
• A Chief Officer would be reviewed against the
Strategic Management Competency Framework
• This framework has 9 Competency Areas
(Categories)
• Each category has a number of statements
relating to skill, behaviour and aptitude
• The total number of statements of excellence
under this framework is 79 statements
• The Chief Officer was reviewed against all
79 statements
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This could be a time consuming exercise and has
been changed to make the process far less time
consuming and far more relevant to the work, the
objectives and the targets of the individuals that you
manage.
How to choose the behaviours, skills and
aptitudes that will form part of the Annual
Formal Performance Review
i. Firstly look at the role and identify the job
family it falls under.
You may have already done this through updating
the Person Specification or holding previous reviews
using the Performance Plus! system. If you are not
familiar with the job families use the decision tree to
help you assess where the role best sits. (The
decision tree can be found in Section 10: Tools and
Templates and at the end of this section.)
ii.Look at the categories (competency areas)
within the job family and identify which are key
to the individual successfully undertaking their
role and achieving their objectives.
If you are looking at this for the first time a good
starting point will be the Person Specification
attached to the role as this should have the key
behaviours and skills that are relevant to the role.
The Competency Framework can be found on the
Council’s intranet site, or can be obtained from
Human Resources.
iii.Look at the statements beneath the headings
and identify those that the individual needs to
demonstrate and/or develop in, to deliver their
objectives and achieve the requirements of
their role.
Following on from the Person Specification, look at
the individual’s objectives and decide which
statements are most relevant to the achievement of
the objectives and the successful operation of your
team in achieving overall objectives.
iv.Discuss the chosen statements around
behaviours, skills and aptitudes with the
individual and the reasoning behind their choice.
This should be carried out in your Managing People
and Their Performance meetings and you must
explain to the individual that the Annual Formal
Performance review will include reviewing them
against these chosen areas.
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v.Review the individual against the identified
areas.
The competency framework will help you review the
individual against the identified areas as it provides
not only the statements of excellence but also
statements illustrating how an average individual
would perform and how an ineffective employee
would perform.

vi.Address performance with reference to the
identified areas during regular Managing
People and Their Performance meetings.
It is important to keep referring to the areas identified
in your regular 1-2-1s with the individual to ensure
they are not forgotten.

An Example – Line Manager A.N.Other
Identifying the Job Family
Line Manager A.N.Other has an individual who
falls into the Frontline and Customer Care Staff
Competency Framework.
Identifying the Key Areas
To meet the requirements of the role and achieve
established objectives A.N.Other decides that the
areas the individual needs to focus on at this point
in time are:
• Working with Others
• Meeting Customers’ Needs
• Achieving Results
• Demonstrating Professionalism
Choosing the statements on behaviours,
skills and aptitudes
Once the categories are decided, A.N.Other looks
at the statements that lie beneath each category
and chooses those that they feel are most relevant:
• Working with Others
• Seeks to prevent or overcome conflict
• Is tactful, polite and respectful
• Knows the role of other teams and individuals
and uses this to help resolve service users’
issues
• Meeting Customers’ Needs
• Focuses on resolving customer queries quickly
• Sets clear expectations to customers about
what can be provided
• Goes and finds the correct information if
they can’t provide it personally
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• Achieving Results
• Is always punctual and ready to start work on
time
• Thinks ahead when planning work
• Always completes tasks on time
Demonstrating Professionalism
• Stays calm and tries to diffuse
tense/aggressive situations
Communicating with the individual
A.N.Other uses their 1-2-1 with the individual to
discuss the areas that have been identified for
review and explains the reasoning behind it. These
areas also play an important part of regular 1-2-1
performance management meetings. (The
individual is able to query the choice of
competencies and put forward their own
recommendations – if and when this occurs the
Line Manager is encouraged to explore the
reasoning behind this and, if appropriate, make
amendments to the criteria.)
Undertaking the Review
At the time of the Annual Formal Performance
Review, A.N.Other reviews the individual’s progress
against priorities and performance against the
behaviour, skill and aptitude statements. The
individual also carries out a self review.
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Carrying out the Review
The Annual Formal Performance Review will involve you in your role as Line Manager and
the individual (at the very least) separately carrying out a thorough review on progress
against objectives and a review of behaviours, skills and aptitudes over a period of time,
ideally a 12 month period.
You should have a clear idea as to how the individual
has been progressing from your regular 1-2-1
Managing People and Their Performance meetings
and you will be able to refer to the notes from these
meetings when undertaking the formal review. (Notes
from 1-2-1s Template – Section 10.)
To effectively carry out the review and prepare for the
feedback meeting you should:

• Dedicate an appropriate amount of time to
carrying out the review – this will depend on the
person being reviewed, the number of objectives
and the number of competency areas chosen.
• Refer to the notes of your 1-2-1s to evidence and
support your comments.
• Carry out your review in an environment where
you will not be disturbed or distracted. It would be
advisable not to complete a review when you are
feeling particularly stressed or constrained by time.
• Ensure your comments are well founded and
constructive:

Example 1
‘Fred has progressed well against this objective’
Comments such as these will not tell the individual anything of relevance – you need to say how, where,
when and doing what:
‘Fred has made good progress in achieving this objective through effective negotiation with our
working partners and building positive relationships to drive the programme forward. Although timemanagement was an issue for Fred at the beginning of the year with some deadlines being missed
we addressed this in our 1-2-1s and through arranging some support from our administration team,
plus a half day time-management course for Fred, this has meant that Fred now plans his time to
meet most deadlines and is continuing to develop his time management skills.’
This comment highlights areas of strength for Fred whilst also addressing issues that came up over the year
and how they were managed.
Example 2
‘This objective has not been achieved and continues to be an issue for Fred.’
Again, this comment does not tell the individual anything of relevance – you need to say why, how, what has
been done about this over the year?
‘Fred has encountered problems in the achievement of this objective due to a number of reasons
and he is aware of this due to the discussions we have in our regular 1-2-1s. Some external
factors – the inclement weather and resulting budget constraints – meant resources were limited
and Fred found this restrictive and difficult to accept. However, through a long process of
discussion, Fred adjusted to these factors and, with support from his team, has implemented a
new project plan. Fred looks to be learning from this experience and improving his change
management skills.’
This comment provides information as to why the objective has not been achieved and how Fred has
worked on the objective over the year. It also illustrates development areas for Fred that can be further
discussed when the feedback meeting takes place.
MANAGING PEOPLE & THEIR PERFORMANCE
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5 Clear strength –
constantly exceeds role requirement in this
area (Link to Talent Matrix box:9,6,3 )
The individual demonstrates this at an
exemplary level on an everyday basis and could
coach others in the development of this area

This information could be gathered as simply as
producing a word document version of the review
which lists the competency areas and a scoring
guide (See Section 10 for an example), or, if
technology allows, could be sent via email.
• It is good practice to ensure that you do not
focus on scoring alone when it comes to the
competency statements and each area should be
reinforced with your comments – providing
justification and evidence to back up your score.

TIP....

• Ensure you are able to evidence any examples
you use and be specific – the notes from your 12-1s will assist you with this.
•Do not use the Annual Formal Performance
Review as the time to bring up, for the first time,
issues around performance – such issues should
be addressed as and when they occur and plans
put in place in your regular 1-2-1s. Reference to
any issues will take place at this time as part of
the review, but it is not the time to introduce to
the individual all the things they have done
wrong over the year.
•When reviewing the competency statements you
will choose from the following scoring system:
(Please see the Workforce Planning Toolkit, Stage
4, for information on Talent Management.)

Remember that what you put in to the review
will form the basis for the feedback meeting
with the individual, so you should be prepared
for the conversations that will follow.

As well as your role in the review, the individual
will also be completing their self-review which
will form a significant part of the feedback
meeting.

4 Moderate strength –
often exceeds role requirement in this area
(Link to Talent Matrix box:8 )
The individual demonstrates this when the need
arises and is seen to do this very well
3 Acceptable Demonstration –
meets role requirements in this area
(Link to Talent Matrix box:5,2 )
The individual demonstrates this adequately
when required to meet the expectations of their
role (neither a strength or a development need)
2 Moderate Development Need –
met some, but not all role requirements in
this area (Link to Talent Matrix box:2)
The individual has been seen to demonstrate
this on occasion and is aware of the
importance of this to their role but does need to
develop their ability in this area to integrate it
into everyday practice
1 Clear Development Need –
has not met requirements of role in this
area (Link to Talent Matrix box:7,4,1)
The individual has not been seen to
demonstrate this when carrying out their role
and needs clear development in this area.

MANAGING PEOPLE & THEIR PERFORMANCE
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The feedback meeting
When the review has been completed by the individual, any additional reviewers, and you
as the Line Manager, each person involved in the review should send their review to both
the individual involved and the Line Manager (you), whether via email or hard document.
This will enable the individual to digest the information
prior to the feedback meeting, and enable you to
prepare for the feedback session, taking on board all
elements of the review.

TIP....

If Team Members or Peers are holding up the
process and have not adhered to the set
timescales it is the role of the individual being
reviewed to make them aware of this and
push for the completed reviews. If they fail to
complete within 1 week of the deadline the
responses can be collated without their input.
Please note, the feedback meeting cannot go
ahead without the review being completed by
the Line Manager and the individual.

What to consider before the Annual
Performance Review meeting
You, in your role as Line Manager, and the individual
being reviewed have a responsibility to prepare for
the feedback meeting.
When to hold the meeting
The feedback meeting should take place within 2
weeks of the reviews being completed and sent to the
individual and the Line Manager.
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Where to hold the Feedback Meeting
You will also need to consider the environment in
which the feedback is delivered and look at the
following points:
• Have you, and the individual, had sufficient
time to read and digest the reviews?
• Is there a venue available where you and the
individual can meet without distractions or
interruptions?
• Is the timing of the meeting suitable for you and
the individual?
Section 3 of the toolkit looks specifically at The
Annual Formal Performance Review Meeting,
please see Section 3 of the toolkit for full
guidance.
To conduct a successful Managing People and Their
Performance meeting you will need to be able to
communicate effectively – advice and guidance on
effective communication can be found in Section 5 of
the toolkit.
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Developing the Action Plan & Setting Objectives for the Next 12 Months
An important outcome and requirement of the Annual Formal Review is the individual’s
Action Plan. The Action Plan will detail how you and the individual see the individual going
forward into the next 12 months.
The Action Plan includes:

1.
2.
3.

Some reference to team and service objectives
SMART Objectives – that are agreed
Areas that may have an impact on achieving
objectives
4. Strengths that can be utilised to fulfil objectives
(behaviours / skills / knowledge)
5. Weaknesses that need to be developed to fulfil
objectives (behaviours / skills / knowledge)
6. Management support required and agreed
7. Identification of possible development
opportunities (project work, on the job
training, coaching, formal qualifications etc)
8. Agreed areas of development with dates and
responsibilities
9. Area for notes – issues, evidence, successes
10. Area for signatures of the individual and the
Line Manager

Please note that for monitoring and audit
purposes, when action plans are updated the
previous action plans should be saved for
reference.
Section 4 of the toolkit looks at Action Plans, Setting
Objectives and Identifying Development Needs.
Please refer to Section 4 for the full guidance.

Collating information to take your team forward
When you have carried out the Annual Formal Performance Reviews with your team, along
with the feedback meetings, you will then be in a position to provide your whole team with
an overview of:
• The current situation within your team
• Team objectives for the next 12 months
• What strengths are available within your team
• Where the team needs development
• Management Support
• Gathering feedback and ideas on all of the
above from the team

Obviously you will not be able to name individuals and
discuss individual objectives in the team meeting
environment but the purpose of this meeting is to
provide a general overview and to show to your team
the value and outcomes of the review.

The value of this meeting will be in the sharing of
information, keeping people on track and
communicating a consistent and well informed
message to your team.

This information you will now have will also be valuable
when you report to your Senior Management Team,
illustrating your engagement in People and
Performance Management along with a detailed
understanding of the individuals within your team and
any issues that may impact upon the success of your
team / Service area.

MANAGING PEOPLE & THEIR PERFORMANCE
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Team Reviews – A different perspective
In addition to individual reviews it is good practice to review team performance and set
team targets for the year, or period. You may already have your own system of team review
– some may have team performance as a regular item on the Team Meeting agenda to
focus on particular aspects of performance and some may devote whole meetings to team
performance on a quarterly basis.
TIP....

If you have yet to establish team reviews it is
worth exploring as however, or whenever they
happen, they are an essential part of
performance management.

The way the Formal Annual Performance Review
works enables you to carry out an annual review on
your whole team as well as on individuals. The
process is the same as carrying out a review on an
individual but for a team review you would:
• Look at Team Objectives
• Choose competencies from across the
frameworks that you and your team feel are
vital to your team achieving their objectives
effectively and efficiently

A team review can sometimes provide you with
valuable insight and a different perspective to an
individual’s review. It can also be used when
completing individual reviews is difficult due to the
nature of the jobs within the team.
The feedback from a team review will be take place
in a team meeting environment with the feedback
circulated to the whole team prior to the meeting.
Please note that this meeting would require an
Agenda and Minutes. (Please see Section 3 for advice
on Effective Team Meetings.)

All this information – what now?
Completing Annual Formal Performance Reviews with the individuals within your team will
provide you with valuable and meaningful information. If used effectively the data you
gather can assist you in many areas, including:
• Workforce Planning
• Talent Management
• Succession Planning
• Role Redesign
• Restructures
• Recruitment and Selection
• Employee Wellbeing
The value of this meeting will be in the sharing of
information, keeping people on track and
communicating a consistent and well informed
message to your team.
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Obviously you will not be able to name individuals and
discuss individual objectives in the team meeting
environment but the purpose of this meeting is to
provide a general overview and to show to your team
the value and outcomes of the review.
This information you will now have will also be valuable
when you report to your Senior Management Team,
illustrating your engagement in Managing People and
Their Performance along with a detailed understanding
of the individuals within your team and any issues that
may impact upon the success of your team / Service
area.
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Monitoring Annual Reviews across the Council
The Formal Annual Performance Review will support
the development of many outcomes, including:
• Feedback on Performance
• Action Plans / Development Plans
• Individual Objectives
• Team Objectives

An audit of Managing People and Their Performance
could be undertaken at any time and within any area
– this could be entirely random or focused on areas
where specific concerns have been identified. When
such audits are undertaken evidence of the above will
be required.
Quality assurance may also be undertaken to ensure
standards are being applied consistently across the
Council.

Food for thought – An important note to close
Your role within Managing People and Their
Performance is not merely as a Line Manager – you
will also be participating in this as the individual.
This section, and the toolkit as a whole, illustrates the
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level of support and attention you would expect from
your own manager when they are managing your
performance. It is important to ensure that you afford
the same level of detail that you expect to the
individuals that you manage.
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The flowchart – an illustration of how and where the annual review fits in with the cycle of
Managing People and Their Performance

Manager Detail
Effective 1-2-1s could include:
Manager led expectation setting (what is
expected from the role / individual);
• establishment of role parameters /
standards
• sharing of Team and Council priorities
and linkages to individual’s role
• setting SMART objectives
• development of action plans
• discussion of progress of individual
against objectives
• work-life balance
• learning and development requirements
• management/organisational support
required
• highlighting areas for concern / praise
/ recognition.
Effective Team Meetings
All team meetings should have an
agenda and should be minuted for
reference purposes. The aim of the team
meetings are to:
• improve Council communication
through the provision of relevant,
timely and consistent information
about the work of the wider Council,
the Service area and own work area
• reinforce the links between team
objectives and wider Council priorities
• strengthen and clarify the role of the
line manager as key communicator to
all employees
• continue to build a culture of open
and honest communication
• encourage feedback
• continue to build a culture of
transparency, trust and respect.
Agenda and minutes required.
The communication of Council and
Team targets and priorities will assist the
Manager and individual in setting and
agreeing individual performance
objectives. It is imperative that the
Manager communicates the importance
of effective and efficient performance
and the employee’s role in the team and
Council as a whole.

Process

Council’s long term vision and
plans for the County Borough

Ongoing Management Practice
within RCT Council
The Manager holds regular 1-2-1
meetings / supervisory sessions with all
individuals within their team to discuss
performance, set objectives, share team
and Council priorities, establish
expectations and explore career
development etc.
The Manager holds regular team
meetings with their team to discuss team
performance, set objectives,
communicate team/Council priorities,
policy / procedural updates, relevant
changes to legislation, Council initiatives,
achievements, news etc.
If not currently part of management
practice these practices should be
adopted as best practice everyday
management behaviour.

Preparation for Formal
Performance Review as part of
On-going Management Practice
Manager arranges a team briefing to
discuss the Annual Formal Performance
Review - it’s aims, objectives, the role of
the individual, the manager role etc
(establish process & manage
expectations). Competency families,
behavioural statements, reviewers,
priorities etc to be explained at
the briefing.
Manager utilises regular 1-2-1 to
discuss the Annual Formal Performance
Review. Manager prepares information
for meeting and establishes relevance
and appropriateness of individual’s
objectives and choice of reviewer (if
applicable/required).
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Tips
Best practice suggests that
meetings to discuss performance
should be held every 2 weeks. This
actively encourages a performance
orientated culture and can result in
increased levels of productivity.
Managers are encouraged to put
the onus on the individual to
arrange these regular meetings.
Team meetings should be held on
a monthly basis and will result in:
• Increased commitment /
engagement
• Prevention of misunderstandings
• Assisting the communication,
implementation and acceptance
of change
• Improved upward
communication
• Reinforcement of the role of the
manager
• Increased awareness of
employees, and managers,
about performance, results,
progress, policy, procedures,
legislation, wellbeing, health
and safety etc
• A decrease in rumours
• A consultative environment.

The Manager uses the briefing to
communicate Council and team
priorities that will feed in to the
review process and opens the
floor for discussion / debate /
suggestion / concern. Important to
reinforce not a ‘stand alone’ event
– feeds into regular 1-2-1s etc.

Manager to focus upon:
• Council objectives
• team business objectives (to
illustrate linkages to individual
performance objectives)
• setting individual
targets/priorities/objectives
• competencies (critical)
• peer review information.
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Manager Detail
Manager & individual agree existing
objectives for review (Min 2, Max 6)
Manager identifies competencies:
• Firstly look at the role and identify the
job family
• Look at the categories (competency
areas) within the job family and
identify which are key to the individual
successfully undertaking their role and
achieving their objectives
• Look at the statements beneath the
headings and identify those that the
individual needs to demonstrate
and/or develop in, to deliver their
objectives and achieve the
requirements of their role
• Discuss the chosen statements around
behaviours, skills and aptitudes with
the individual and the reasoning
behind their choice
• Review the individual against the
identified areas
• Address performance with reference to
the identified areas during regular
performance management review
meetings
Review to be completed by Line
Manager and Individual at the very
minimum, it is the decision of individual
whether other reviewers are selected (up
to full 360). Reviewers must be given
option of whether to complete the review
and choice of reviewer can be
challenged by the Line Manager.
Nothing in the feedback meeting should
come as a surprise to the individual due
to ongoing discussions in the regular 12-1s. The aim of the feedback meeting
is to focus more closely on certain
aspects of the individuals behaviours,
skills and performance against targets.

Managers are encouraged to adapt the
Action Plan to fit in with existing practice
and utilise this as a live document during
regular 1-2-1s.
Agenda and minutes required.

Process

Tips

Annual Formal
Performance Review:
Agreed individual objectives
and appropriate selection of
competencies

These will be existing objectives the
individual has been working on
and they will be reviewed against
these.

Feedback Meeting takes place, review
whether continue with existing objectives,
set new ones (ongoing process). Discuss
review of competencies, reasons behind
scoring etc.

Individual afforded opportunity to
challenge scoring, explain self
review, discuss performance,
career development etc

Line Manager reviews and sets SMART
objectives to stretch individual / team in
agreement with the individual.
Individual updates Action Plan in
agreement with Line Manager.
Manager arranges a team briefing to
discuss the results and outcomes of the
Annual Performance Review – areas of
high competence, areas for development
etc and to communicate and reinforce
team priorities / targets and linkages to
over-arching Council plans.

Ongoing Management Practice
within RCT Council
The Manager holds regular 1-2-1
meetings / supervisory sessions with all
individuals within their team to discuss
performance, set objectives, share
team/Council priorities, establish
expectations and explore career
development and update action plans.

Action plans to be discussed,
updated and amended as and
when necessary.

The Manager holds regular team
meetings with their team to discuss team
performance, set objectives,
communicate team and Council
priorities, policy / procedural updates,
relevant changes to legislation, Council
initiatives, achievements, news etc.

12 Months Later
Preparation for Annual Formal
Performance Review

MANAGING PEOPLE & THEIR PERFORMANCE
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Team briefing to communicate the
value of managing performance
and the impact this has on the
team. Will encourage continuous
evolving action plans, and will
help managing performance and
reviews be seen as part of everyday working life, not a stand alone
event.
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YES HERE
START
Do you
have line
management
responsibility
for staff?

NO

YES

Are you Head of
Service or above?
NO

YES

YES

Is your job
primarily customer
service?

Strategic Manager
e.g. Director,
Chief Executive,
Head of Services

Middle Manager
e.g. General Manager,
Area Manager

NO

Is your job
primarily focused
on the Community
and Social Care?

YES

Technical, Specialist/
Professional
e.g. Solicitor, Engineer, IT
specialist, Planner,
Environmental Health Officer,
Trading Standards Officer, Tutor,
Psychologist, Lab Technician

NO

Are you a skilled
manual worker?

YES

Skilled Manual Worker
e.g. Electrician, Welder,
Mechanic, Carpenter, Fitter,
Plumber, Mechanic, Beautician

The Decision Tree

NO

Frontline & Customer Care
e.g. Frontline staff, Library
Assistants, Leisure Centre
Attendant, Customer Service
Representative, Tour Guide,
Host, Switchboard Operator,
Waitress, Bar staff
Community & Social Care
e.g. Family Aide, Care Worker,
Social Worker, School Nurse,
Support Worker, Youth Worker,
Teaching Assistant
Administrative/Clerical
e.g. Secretary, Administrator,
Clerical Worker, Clerk,
Personal Assistant

YES

Is your job primarily
administrative?

NO

Supervisor
e.g. Teams Leaders,
Seniors, Supervisors,
‘in-charges’,
Deputy Manager

Do you manage people who
manage other people?
NO

NO
Is your job Ancillary, 1st tier/
Entry Level/Assistant grade?
YES

Ancillary
e.g. Kitchen Assistant, Cleaner,
Stores Assistant, Driver,
Domestic Assistant, Cemetery
Operative, Streetcare operative

This decision tree has been
designed to help you to identify
which of the competency
frameworks will be most relevant
for you in your current role, your
team or roles you are looking to
recruit to. You may also use it to
identify the appropriate framework
linked to other jobs you may
consider applying for in the future.

A Good Practice Guide & Toolkit
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Manager Checklist
Must Do’s
Action

Completed

Undertake an annual formal review of performance with the individuals
and/or teams that you manage using the toolkit as a guide
Formal Performance Review to incorporate, at the very minimum,
progress against 2 objectives (max 6), and scoring against competencies
from the individuals’ job family (number and area to be determined by
the Manager)
Use information gathered from regular 1-2-1s to evidence discussions /
score against competencies
Ensure that you and the individual are part of the review at the very least
(option for peer / team member review (180/360) if brings added value
to the review)
Ensure feedback meetings are held in an appropriate environment
(private/minimal interruptions) and assign appropriate amount of time
Ensure that a working Action Plan is an outcome of the review
Discuss and identify the development needs of those you manage and set
up development plans that address the development needs that impact
upon the delivery of objectives
Pass the ownership of completing / updating Action Plans to the
individual but monitor to ensure this is being carried out
Ensure Action Plans are agreed by you as Manager and the individual
employee
Action Plans (past and present) to be made available as evidence that
regular reviews and 1-2-1s are being held (as and when required for
internal audit purposes)

Recommended
Action

Completed

Where possible and appropriate include a 3rd party in the formal review
(if adds value for the individual) (180/360 degree reviews)
Try to ensure the competency areas and statements chosen for the review
are those that are required to meet the identified and agreed objectives
Think about choosing competencies across the team looking at what
behaviours, skills and knowledge is required to take the team forward /
develop into the future
Think about Workforce Planning and the impact managing people and
performance has on the future development of your workforce / Service
area (identifying skill gaps / managing talent / succession planning /
critical posts)
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