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	What is the purpose of my job? 

	

	

	

	

	


PLEASE SEE THE LAST PAGE FOR GUIDANCE ON COMPLETION OF THIS TEMPLATE
	Key Result Area
	Goals
	Objectives
	Timeframe
	Progress (review stage)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	What are the Critical Success Factors which must go right/must be in place to help me achieve the goals above? 

	

	

	

	

	


	Key Result Area
	Goals
	Objectives
	Timeframe
	Progress (review stage)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	What are the Critical Success Factors which must go right/must be in place to help me achieve the goals above? 

	

	

	

	

	


	Key Result Area
	Goals
	Objectives
	Timeframe
	Progress (review stage)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	What are the Critical Success Factors which must go right/must be in place to help me achieve my goals above? 

	

	

	

	

	


	Key Result Area
	Goals
	Objectives
	Timeframe
	Progress (review stage)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	What are the Critical Success Factors which must go right/must be in place to help me achieve my goals above? 

	

	

	

	

	


	Competency Identification (what are the key competencies required to do my job?)

	Competency
	Indicators of Effective Performance

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Personal development & training (What are my development, training and coaching needs?)

	On the Job Training
	

	
	

	Coaching
	

	
	

	Self Managed Learning
	

	
	

	Formal Training Courses
	

	
	


	Signed:                                                                                    
	                                                                                        Jobholder
	Date:

	Signed:                                                                                    
	                                                                                          Manager
	Date:

	Verified by:                                                                       
	                                                                              Dir. Of HR Dev.
	Date


Using this Template

1. This Performance Management and Development Plan supports the goal setting process being undertaken by a manager and with his/her team and individual job holders. It facilitates on-going monitoring of performance and is the basis for regular review discussions. The emphasis is on on-going dialogue between a manager and job-holder to discuss progress towards goals and personal development needs.

2. Purpose of the Job: What is the overall contribution the job makes i.e. what “business needs” does it serve. How does this job contribute to outcomes for service users? It is crucial to articulate the job purpose to ensure there is shared understanding between manager and job-holder.

3. The Key Result Areas (KRA) are specific performance areas where results are required. The KRAs will be identified from: the key strategic areas of  the Cheshire Ireland Strategy, the 7 sections of the Draft National Quality Standards for Residential Services for People with Disabilities and/or the 10 areas of service delivery in the Basic Assurances Framework. In all cases KRAs will clearly impact outcomes for service users.
4. Identifying Goals: Goals are general in nature and represent the broad final result that you wish to achieve. Each KRA will be broken into goals. Goals will relate to the actions of the Cheshire Ireland Strategy, the standards of the Draft National Quality Standards for Residential Services for People with Disabilities and/or the goals in the Basic Assurances Framework. 

5. Identifying Objectives: Objectives are detailed in nature and represent a clear statement of specific expectations. Each goal of the KRAs will have a number of specific objectives for the job holder. These objectives will directly relate to outcomes for service users, and to the Cheshire Ireland Strategy, Draft National Quality Standards for Residential Services for People with Disabilities and /or the Basic Assurances Framework. This is an opportunity for the manager and job-holder to agree objectives and clarify the standard of performance required.

6. SMART Objectives: Objectives should be Specific (clear definition), Measurable (how we can tell they are done), Achievable (with a reasonable amount of effort), Relevant  (to the KRA and service users), Time bounded.
7. Critical Success factors: These are the key elements which must go right/must be in place for him/her to achieve their objectives. the job holder should look at how they can influence these so as to best achieve their objectives. 
8. Selecting Competencies: Agree the level of management competencies best suited to the job-holders role. Select 3-4 competencies (ideally from different domains) from the 14 outlined that are considered most relevant to the performance of the job in an efficient and effective manner. For each of the 3-4 competencies identified, select the indicator or combination of indicators of effective performance which are necessary to be effective in the job.
9. Training & Development: establish how training and development will facilitate the individual to acquire and strengthen the required competencies.
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