[bookmark: _GoBack]PDP FORM

	Employee Name:
	

	Employee Position:
	

	Manager
	

	Location:
	

	Review date: 
	

	Review period: 
	


Cycle:
Before year starts:	Accountabilities, KPIs and Goals completed and agreed for year ahead
After year-end:	PDP completed for previous year
Mid-year:	Monitor progress against PDP for this year
Before year end:	Second review to monitor progress against PDP for this year
Final PDP Rating:
Considering the employee’s performance as a whole, specify the overall rating (circle the relevant box). EXC
OT
BT
AT




EXC  Exceptional 	Exceptional performance, significantly exceeding objectives and expectations
AT    Above Target	Performance above objectives and expectations in all respects
OT    On Target	Achieved objectives and expectations in every important way. Good performance
BT    Below Target	Achieved some objectives and expectations but immediate improvement required
	Comments:





	
	
	

	Signed:	Employee
	Manager
	Date
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Goals and Results
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Ratings:
EXC  Exceptional: 	Exceptional performance, significantly exceeding objectives and expectations 
AT    Above Target:	Performance above objectives and expectations in all respects
OT    On Target:	Achieved objectives and expectations in every important way. Good performance
BT    Below Target:	Achieved some objectives and expectations but immediate improvement required

Commitment to Values
	Positive behaviours

	Areas for improvement



Personal Development Plan
	Development Objectives

	Key Development Actions

	Results


	
	Possible Action (please detail)
	Start/Finish Date
	

	
	Additional in-house training:
	
	

	
	External training programme:
	
	

	
	Additional project work:
	
	

	
	Coaching or Mentoring contract:
	
	

	
	Private reading:
	
	

	
	Other: 
	
	


We are committed to these objectives and their achievement.
	
	
	

	Signed:	Employee
	Manager
	Date



