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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
	XXXXXXXXXXXXXXX
	Department/ Directorate
	Department of XXXXXXXXXXXX

	Job Title
	Technician 
	Reviewer
	XXXXXXXXX

	Date of Review meeting
	XX/XX/2011
	Review Year
	2011


	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
My contribution to the Department and achievements have involved the following:

•
Involved in identifying the space required to accommodate lab instrumentation in the design and planning stages for a new lab and involved in the writing of a tender for new instrumentation to be purchased for that area.

•
Identified improvements in the quality and delivery of practical aspects to a post-graduate  course.

•
Identified adjustments to lab facilities required as a result of changes to and implementation of risk assessment for a post-graduate course.

•
Supervised and trained two members of technical staff.

•
Successfully planned and delivered a wide range of laboratory modules within agreed timescales which were fit for purpose.

•
Work acknowledged in two publications.

     


	Reviewer’s comments
XXXXXX continues to coordinate and deliver effectively the entire practical and laboratory exercises for the post-graduate programme.  He/she is also heavily involved in the support of PhD students and final year project students.

XXXXXXXX’s organisational skills and work ethic are a major asset to the section in general.

XXXXXXX is efficient and effective, is self-motivated and hard working, and is willing to learn new techniques.





	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. Finish chemical inventory
	Completed inventory submitted to line manager
	End of June 2011
	

	2. Co-ordinate the installation of new lab aparatus (i.e. xxxxxxx) and carry out the necessary validation procedure
	Equipment installed and validated
	September 2011
	

	3. Training provision to staff/students in the use of specialised instrumentation (i.e. xxxxxxxxxx).
	Appropriate staff will be fully trained.
	June 2011
	

	4. Advertise on our Website, and via email contact, the increase in scope of  analysis on offer within the section to current external customers and potential new clients.
	External client portfolio enhanced with an increased uptake from our existing customers and the addition of new customers for this facility
	June 2012
	

	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 am confident that I have successfully increased my knowledge in relation to the specialist fields of xxxxxxx which I have gained through training, discussions with relevant colleagues at other universities and via self-learning.  I am better equipped to evaluate results which I produce and determine if, and how, they can be improved.

In-house training on xxxxxxx has assisted me to develop a good knowledge base for the technique.  I can now analyse and interpret data produced which has resulted in publications.


	Reviewer’s comments
XXXX has a commitment to fully develop his/her training skills to support the Department with the activities which he/she is engaged in.  His/her training in the areas of xxxxxxxx and xxxxxxxxx has benefited his/her own personal development and XXXXX is becoming more confident and experienced in the use of these facilities.  This training has also been of great benefit to the Department which is now in a position to extend more widely a facility which is increasing in demand.

	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. Specialised User Training in xxxxxxxx
	Internal training provided by manufacturer.
	June 2011

	2. Specialised Sample Preparation training
	Internal seminar via Department.
	May 2011

	3. Visit one or more equivalent commercial/professional laboratories to ensure delivered course material/practices are current 
	Visits to commercial/professional laboratories.
	July 2011

	4. Intermediate Excel Training Course
	IT Services Training Course
	December 2011


	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
I would be interested in any development opportunities which arise over the coming months that would allow me to utilise my skills in other interesting areas of work, such as engagement in any research tasks over the summer period when there is less preparation required for teaching laboratories. 

	Reviewer’s comments
XXXXX has been instrumental in the arrangements for the introduction of a new laboratory.   XXXXXXX's involvement in the above key development activities will provide him/her with the knowledge, skills and experience as the lab is commissioned and moves through to full productivity.  We discussed his/her involvement in research tasks and agreed that this be considered and actioned over the next few months if and when opportunities are identified.


	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
	     
	Date
	     

	Reviewer
	     
	Date
	     

	Head of Department/ School’s or senior nominee’s signature
	     
	Date
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