Our Vision: Together we’ll make sure you love your time at Leeds
Making Headway Annual Review - Preparation Form

	Your Name:
	
	Managers Name:
	

	Meeting Date:
	
	Is your Job Description up to date?
	



	Part 1 - How did you Perform Against Your Objectives this Year?

	Four Objectives Agreed with Your Manager
	“Having a Disciplined Approach”
	Commentary

	
	Measures, Targets and Milestones Agreed
	Were they Achieved?
	

	1.  Insert each agreed objective
	What were the agreed measure, targets and milestones to show progress on your objectives?
	How well were the objectives achieved?  Was the overall outcome as expected?
	Staff:  Describe successes, issues, what got in the way and what you have learnt this year


Manager: Describe successes, issues, what got in the way and what you have learnt this year



	2.
	
	
	Staff:


Manager:


	3.
	
	
	Staff:


Manager:


	4.
	
	
	Staff:


Manager:




	Part 2 - Enabling Performance

	“Behaviours”
	For each of LUU’s Behaviours below, describe how you have lived them this year.

	    Trust and Respect
	



	Helpful and     Supportive
	



	    Friendly and Fun
	



	Innovative and     Creative
	

	    Positive Attitude
	


	“Unlocking Potential”
	How have you progressed against your personal development goals?

	
	1.


	
	2.


	
	3.


	
	4.




	Summary Comments

	






	Signed by Staff Member:
	

	Date:
	

	Signed by Manager:
	

	Date:
	



Trust and Respect, Helpful and Supportive, Friendly and Fun, Innovative and Creative, Positive Attitude


