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PERSONAL REVIEW

RSD Personal Review - Process and Timescales

Flow Chart.

Reviewer organises venues and timing of reviews.
At least five working days before each review, forwards

blank Personal Review form to Reviewee.

Review Meeting takes place.

Notes of discussion written
up. Sent to Reviewee for

signature.

Actions completed and
outcomes recorded.

Reviewee returns signed
Review document.

Outcomes initiated as
appropriate.

Checkpoints on outcomes,
programmes and benefits.

Reviewer and Reviewee make notes in preparation for
meeting.

Draft development plan
actions/timescales

documented.

Summary document for all
staff completed, sent to
! Head of Office
! Investors in People Unit.

Signed, agreed final
document to:
! Reviewee
! Grandparent
! File.
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