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Accountability and Development Review: 
Administrative and Professional Services, Technical Services and Operational Services Staff
Please complete the form as appropriate. If you are unsure how to complete it please contact your Reviewer or the HR team. The form should be submitted to your Reviewer at least one week in advance of your ADR meeting.
	Reviewee’s details

	Name
	XXXX     
	Department/ Directorate
	Estates Services

	Job Title
	Chargehand Cleaner
	Reviewer
	Mrs C

	Date of Review meeting
	1 Feb 2011
	Review Year
	2010


	Review of Past Contribution and Achievement

	Evidence of contribution and achievement over the previous review period including delivery against objectives set and contribution to Department/Faculty/University aims and objectives.

	Reviewee’s comments
Direct supervision of 8 Cleaners in the McCance building, delegating work and ensuring work rotas are adhered to.

Monitored attendance of cleaners and conducted return to work interviews following absences.

Carried out inductions for new Cleaners and ensured they were trained to the appropriate standard.

Ensured that all the Cleaners are working in a safe and hygienic manner.

My work ensured that the high standards set for Cleaning Staff were maintained as much as possible throughout the year.

There were some difficulties in relation to maintaining high levels of cleanliness in the building. Extreme weather conditions made it difficult to keep floors constantly clean.


	Reviewer’s comments
XXXX has contributed a great deal over the last 12 months to ensure that the Directorates objective to maintain a high level of cleanliness throughout the Campus is constantly achieved.

XXXX has worked hard to ensure that her team keep the McCance building clean during periods of adverse weather and heavy traffic i.e. registrations.

XXXX’s persistence in conducting return to work interviews has made a difference to absence levels in her team. Reducing the level of absence has been a Directorate objective over the past 12 months and will continue to be so in the future.

Although there are no immediate vacancies, XXXX is keen to progress to a Supervisory role in the future.



	Objective Setting

	Detail objectives for the forthcoming review period that will support the achievement of Department, Faculty, University aims and objectives.

	Objectives
	Measurement
	Target date
	Progress review comments 
(please date comments, including confirmation of completion date.)

	1. To carry out a review of all cleaning equipment used in the McCance building with a view to necessary replacement/renewal 
	Report to be made to the Cleaning Supervisor
	1 June 2011
	

	2. Carry our spot checks to ensure cleaning standards are being maintained
	Report concerns to the Cleaning Supervisor
	1 April 2011
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	


	Learning and Development

	Review of Past Learning and Development

	Evaluation of how any learning and development undertaken during the previous review period has enhanced job performance, effectiveness and contribution to personal/Department or School/Faculty/University aims and objectives.

	Reviewee’s comments
I attended a refresher course on the use of buffers. I am able to show cleaners how to use a buffing machine properly and safely.

I completed the British Cleaning Certificate and this has made me feel more confident in doing my job.


	Reviewer’s comments
XXXX is much more confident in performing her duties since completing the British Cleaning Certificate. She is more knowledgeable in how to operate cleaning machines. This will help her when she is training new Cleaners.

Having reviewed the first aid provision within the Cleaning Staff, I would propose that XXXX attends a Training Course with the aim of achieving a First Aid Certificate.


	Learning and Development Plan For The Forthcoming Review Period 

	The learning and development activities to be undertaken in support of objectives for the forthcoming review period.  Consider all methods of development, e.g. peer observation, specific project work, coaching and mentoring, self study, external/internal courses, CPD, e-learning.

	Development activity
	Preferred mode of learning
	Actions/target date/responsibility

	1. Learn about the role of the Cleaning Supervisor
	Shadowing the Cleaning Supervisor for a defined period of time
	As time permits. The aim is to enable XXXX to feel confident that she could stand in for the Supervisor if required.

	2. Achieve a First Aid Certificate
	Training Course
	By 30 April 2011. This would increase the complement of Cleaning Staff competent in administering first aid if required.

	3. 
	
	

	4. 
	
	


	Additional Comments

	Detail comments in relation to elements not covered elsewhere.  This might include career/personal aspirations and anticipated changes to the role or within the Department or School over the forthcoming review period.

	Reviewee’s comments
It is not easy to find the time to shadow the Cleaning Supervisor.

	Reviewer’s comments
XXXX has worked hard in her role and is keen to take on a Supervisory role in the future.


	Signatures

	Please sign below to confirm completion of the Accountability and Development discussion and agreement in relation to Objectives and Learning and Development Plan for the forthcoming year.

	Reviewee
	XXXX
	Date
	1 February 2011

	Reviewer
	Mrs C
	Date
	1 February 2011

	Head of Department/ School’s or senior nominee’s signature
	Mr D
	Date
	2 February 2011
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