Employment Review Conversation

Notes from meeting held on              with               .
Headings to be considered prior to a meeting.  At the meeting, discussed and agreed what should be recorded.
1. Nature of the job: 
(a) Does your job description accurately reflect the nature of your duties?

(b) What has been good / not so good about the job?

2. Work activities:
(a) What has been successful/ less successful

b) What changes worked well or not so well?

3. Work environment:
(a) What do you like / dislike about your job?

(b) What has been challenging and what has been fairly straight forward?

4. Obstacles and support:
 (a) Do you receive adequate support?

(b) Have you encountered any particular difficulties where you would have appreciated more support?

5. Quaker Ethos:
How has the Quaker ethos been nurtured?

6. Working relationships: 
Do you have satisfactory relationships with your colleagues and other people you come into contact with?

7. Management/ supervision (if applicable)
(a) How effective is your supervision the staff for which you are responsible?

(b) Are any changes in approach desirable?

8. Training and development needs:
(a) What training has taken place.

(b) What training might be advisable in the coming year?

9. Overall:
(a) Do you have any ideas as to how the job could be done more effectively? 

(b) Do you have any aspirations for the future?

ACTIONS AGREED

