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Individual Performance Reviews (IPR) 2023/24
	




	Name
	

	Job title
	

	Department/Ward
	

	Line Manager
	

	Date of IPR
	

	Please indicate if this is a full year IPR or mid-year review*
	Full year
	Mid-point



What you need to do
☐ If the anniversary date of you joining the RHN falls after the 31/03/2023 please complete a mid-point review, this information can then be carried over to the full year appraisal which should take place within two weeks of your anniversary date (you and your line manager will receive advance notification of this)
☐ Complete all sections in preparation for your meeting with your manager, including consideration of your objectives (Sections: A, B, C and E)
☐ Review last year’s IPR or mid-point review the objectives that were agreed and objectives from last year
☐ Once completed, send this document to your manager (please note this should be received at least one week prior to your IPR meeting – failure to do so will result in your meeting being cancelled and postponed)
SECTION A: Self-assessment
Please complete this section and forward it to your manager before your IPR meeting ready for discussion. Please give examples where possible.

	I have…
	Yes
	No

	A copy of my current job description and have reviewed it for discussion at our meeting
	☐
	☐

	Completed all my mandatory training for last year (manager will check this with you, and create a plan if not completed)
	☐
	☐

	Met my manager to discuss work on a regular basis, and asked for feedback
	☐
	☐

	Reviewed my previous IPR
	☐
	☐

	Asked questions when I haven’t understood, or when a task has been unclear
	☐
	☐

	Established what I need from my manager to do my job effectively and improve my performance
	☐
	☐

	Followed up on areas of concern that have come up during one-to-ones and IPRs
	☐
	☐

	Followed up on my development plan and looked for learning opportunities
	☐
	☐



A1: What has gone well this year?
Try to think of at least two or three examples
	
	What was the result or impact of that? 
What did you learn?

	


	










A2: What didn’t go well this year?
Try to think of at least two or three examples

	
	What was the result or impact of that? 
What did you learn?

	







	




A3: Can you think of any examples where you have gone above and beyond your normal range of duties?

	















SECTION B: Review of objectives over the past year or to date for those who are conducting a mid-point review (these can be updated and/or added to for the full year IPR)
If you have not had an IPR before, you may wish to refer to targets set in your end of probation review. If you have not set targets, you may skip this section and set new targets in Section E of this document.  

	Objectives set over the 
past year
	Briefly describe the results – refer to actual examples and actions where possible
	Your comments – how well 
was this achieved, and if not achieved, say why not
	Your manager’s comments –
how well was this achieved and if not achieved, say why not

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




SECTION C: Following our values over the past 6-12 months
Read through our values and discuss how you feel you have met these values in the last year.
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	Explain how you’ve met these values this year, and what you might need to do over the next 6–12 months

	
	




SECTION D: Manager Feedback and Discussion

D1: Comments or actions that come from discussion of the points above

	




D2: Comments on specific areas for performance 

	










D3: Comments on specific areas for development
What development do you think might enable you to progress further in your current role or your career?

	





D4: Wellbeing check-in
Is there anything we can do to support your wellbeing at work?

	













SECTION E: Set key objectives for the next 6-12 months
Please set some objectives together for the next 6–12 months, taking into account the RHN objectives, your department or ward, team and personal objectives. Objectives should be SMART (specific, measurable, agreed, realistic and time-bound – see IPR Guidance). When setting objectives, consider core management skills such as budgeting, delegation, time management, project management and people management.

	Objectives to be completed 
over the next 6–12 months
	Briefly describe the key responsibilities and
 expected outcome – how will it be measured?
	Timescale – when should 
the objective be completed?
	Identify any actions, 
support or training needed

	
	 
	 
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION F: Comments, Feedback and Declaration

	Achievement of objectives

	☐ Exceeded the requirements/objectives 
	☐ Met all the requirements/objectives
	☐ Not met all the requirements/objectives 

	Your comments on performance and development over past 6–12 months

	
	Signature

	
	Date


	Your manager’s comments on your performance and development over past 6–12 months

	

	Signature



	
	Date


	If applicable, second sign off by director / senior manager or manager for dual reporting roles

	


	Signature

	
	Date




The final signed copy will be shared with you and a copy will be sent to HR to be kept on your file.
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