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A. What have | done, and how have | done it?
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SUMMARY

Customer Service

Process

Stock Management

Merchandising

Profit Protection

Department-specific
duties

Customer

Self

Team

Business
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B. Learning and Training Completed

1. Have all of the learing modules that are relevant to the role and payscale been completed? YES
2. If yes, has this training been validated? YES
3. Have all training objectives set at the last review meeting (or as a part of a “Mini-Tracker” review) been completed? YES
4 Has all anniversary training been completed in the last 12 months? YES

If the answer is “No” to the above questions, please investigate the reasons for non-completion and agree an action plan to resolve them.

Note down on the Learning Programme the key areas of learning that have been completed in the last 12 months, and discuss how this learning has been
applied.

C. Development Planning

NO
NO
NO
NO
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D. Succession Planning

Complete the following at the end of the review to aid succession planning and career development by ticking the most appropriate box for the individual.
(Note: you should take individual and business needs into consideration.)

Improve performance in currentrole O Remain in current ()
role

Move to another role ASAP 0O 6months O 1year O Fast Track O

E. Pay Progression Steps
To be completed ONLY if the colleague is working towards the next level (to be authorised by the line manager).

1. Is the Colleague consistently demonstrating “What | need to do” and “How | need to do it" at the correct level? YES NO
2. Has the colleague completed the Leamning and Development Programme for their role, and had it validated? YES NO
3. Is the individual being paid the highest rate available for the role? YES NO

If you have answered “Yes” to questions 1 and 2, and “No” to question 3, you may recommend that the individual
progresses to the next pay step.
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