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STAFF PERFORMANCE AND DEVELOPMENT POLICY 
 
1. PURPOSE  
 
1.1 A well-motivated and trained team is key to Ayrshire Housing’s success.  The 

association aims to develop a strong corporate culture grounded in a commitment 
to our tenants and communities, and which is based on both individual initiative 
and teamwork. 
 
This policy applies to all staff.  It includes a standalone review process for the 
Director (section 5 below) which reflects the principles of this policy. The review 
process for the Director is the product of independent advice to the Board. 

 
 

1.2  By reviewing performance and job progress with their managers, staff are able to 
prioritise and improve work planning and to agree personal development and 
career plans. This should lead to improved working arrangements, increased job 
satisfaction and appropriate staff training. The process of individual review is key 
to ensuring all can see the potential of their job not only to support the delivery of 
corporate objectives but also contribute to the long-term development and 
success of the association. 

 
1.3 It is recognised that a review of individual and team achievements in the context 

of job descriptions and actual workload can improve performance through:  
 

 Reviewing past performance, progress and objectives.  
 Discussing strengths and weaknesses. 
 Discussing any barriers or problems and looking at solutions. 
 Looking at performance that the employee is proud of. 
 Agreeing performance objectives.  
 Identifying support, training and development requirements.   
 Increasing staff motivation and improving communication. 
 Building a good relationship between the individual and their manager. 

 
2. PRINCIPLES 
 
2.1 The annual performance review should be a two-way process between the staff 

member and their manager so benefiting both the individual and the association 
as a whole. The outcome should be a mutually agreed Personal Development Plan 
(PDP). 

 
2.2 The process seeks to focus on the overall contribution and impact of individual 

performance to the success of each team and the association as a whole. 
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2.3 The staff member should be made aware of the main issues for discussion prior 
to the PDP meeting.  There should be no element of surprise.   

 
2.4 Any criticisms should be expressed in a constructive manner but must not be 

avoided.  
 
2.5 The onus is on the reviewer to try to resolve disagreements. There may be times 

when the views of the reviewer and the staff member vary.  In such circumstances 
the issue(s) would be referred to the next management tier for consideration.  

 
2.6 The PDP will compare the actual work to the job description and will identify any 

training needs. 
 
2.7 The objectives should be aligned, wherever possible, with the Delivery Plan 

contained within the Business Plan to bring benefits to both the staff member and 
the association. The objectives should be challenging and go beyond the basic job 
content but at the same time they should be realistic. Objectives should be 
tailored to the individual as much as possible to allow them to demonstrate their 
specific contribution to their team. 

 
2.8 The PDP is a confidential document and as such will be kept securely in 

accordance with the Privacy Policy. Only the staff member, their line manager, 
their department head and the Director will have access. 

 
2.9 The PDP will form the basis of scheduled eight-weekly progress meetings. These 

meetings will be recorded to identify performance and support issues in a 
constructive and timeous fashion (see the note at the end of the PDP form). 
 

2.10  Where performance issues arise which warrant investigation under the 
Disciplinary Policy, this will be made clear to the staff member at the earliest 
opportunity. The performance issues will then be dealt with strictly in accordance 
with the Disciplinary Policy. 

 
2.11 The Director will report annually to the Board or Human Resources Committee on 

the performance review process. The report will be limited to general conclusions 
to provide the Board or Committee with sufficient information to meet their 
responsibilities for staff development and performance. 
 

2.12 Board members, managers and staff will receive appropriate advice, training and 
support to ensure the success of the process. 

 
 
3. PROCEDURES  
 
3.1 The annual review meetings will normally be held in April and May following the 

Board’s agreement or review of the Business Plan and the Delivery Plan. A review 
meeting will be held with new staff members after six weeks in the job to 
conclude their induction. This will be held irrespective of its position in the cycle of 
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meetings for longer-serving staff. See also the Remuneration, Recruitment and 
Selection Policy for details of the induction process. 

  
3.2 In addition, the manager will hold one-to-one discussions with the staff members 

they directly supervise on an eight-weekly basis. The aim of which is to discuss 
current work situations in the context of the PDP and to address any working 
environment or health related issues (see 3.9 and 3.10 below). 

  
3.3 Staff members will be given sufficient time during working hours to complete their 

self-assessment form (Appendix 1) in preparation for the PDP.  The manager must 
ensure that staff members understand the framework and objectives of the PDP 
process.  New or reassigned staff members who do not have current objectives 
will be given an indication of their likely objectives to assist in preparation for the 
meeting. 

 
3.4 The self-assessment form should be returned to the reviewer one week prior to 

the PDP date.  A period of no less than one hour will be allocated for the PDP. 
  
3.5 The aim is for staff to benefit from the PDP process. The manager should be 

capable of implementing most recommendations arising from the PDP.   
 

3.6 As well as reviewing past performance, the PDP will discuss up to three objectives 
for the coming twelve months.  These should, where possible, be linked to the 
Delivery Plan within the Business Plan.   

 
The objectives should also be SMART: 

 
 Specific – objectives should state a desired outcome. 
 Measurable – how will you know when an objective has been achieved? 
 Achievable – is the objective capable of being achieved whilst still being 

challenging? 
 Relevant – does the objective relate to those of the company or team? 
 Time bound – when does the objective need to be achieved by? 

 
In preparation for meeting both the staff member and reviewer should give 
thought to whether the current objectives are still relevant.  At the meeting, the 
reviewer will suggest and seek agreement on the objectives for the coming year.  
These should be set to demonstrate the importance of the staff member to the 
overall performance of the association. 

  
3.7 After the meeting the manager will complete a draft PDP which includes the 

agreed objectives, training and development needs.  Staff members will have an 
opportunity to comment further if they wish.  The form will then be adjusted as 
necessary before it is signed by both parties. 

 
3.8 The PDP is intended as a working document which will be reviewed on an ongoing 

basis through for the eight-weekly review meetings. 
 



4 
Created March 2012 
Reviewed May 2016, April 2019 (to incorporate the Director’s Appraisal), June 2021 (to retitle and include 
links to other HR policies) 
Current to: April 2024 
 

 
3.9 The eight-weekly follow-on meetings will be scheduled from the date of the initial 

PDP meeting for the year ahead.  
 
4. TRAINING AND DEVELOPMENT POLICY 
 
4.1 The association will ensure that training is of a high quality and available to staff 

members to meet business needs and career development.  Training and future 
development will form part of the PDP process.   
 
In addition, new staff members will receive a tailor-made induction programme.   

 
Further details are contained in the association’s Training and Development 
Policy.  
 
Staff members should keep sufficient notes of training and personal development 
to allow them to complete the self-assessment form and to have discussion at the 
meeting.  They may find the forms in the Training and Development policy useful 
in this regard. This particularly so if they wish to be sponsored on external course, 
for example for a qualification. 
 

4.2 Staff are also encouraged to support the development of their colleagues through 
briefings and participation in working groups. 

 
4.3 Training will be made available in a number of forms tailored to the needs of both 

the association and the individual staff member or teams: 
 

 In-service training: for example, through SFHA, SHARE, EVH, Eydent and 
the Chartered Institute of Housing. 

 Informal learning: this can be facilitated by the availability of manuals and 
other publications, and the encouragement of professionally qualified 
employees to honour their continuing professional development 
obligations. 

 Further education: subject to an appropriate business case being made, 
the association will look favourably on applications to study for relevant 
professional or vocational qualifications.  Financial support and special 
leave will be granted in accordance with the Statement of Terms and 
Conditions of Employment.  In addition, consideration will be given to 
requests for book or materials allowances. 

 
5.  ARRANGEMENTS FOR THE DIRECTOR’S REVIEW 
 
5.1 A specific form for the Director is attached as Appendix 2.  This focuses on setting 

objectives aligned to Ayrshire Housing’s Business Plan.  
  
5.2 The appraisal process and timetable is set as follows:  
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 The Board appoint an Appraisal Panel, including the Chair, to conduct the 
Director’s appraisal (March). 

 The Panel and Director agree the final version of the form (by 3rd week in 
April). 

 The Director completes and forwards the form to the Chair of the Panel 
within 2 weeks of receipt (1st week in May). 

 The Panel reviews, comments on and returns the form to the Director 
within five business days (2nd week in May). 

 Appraisal meeting held to agree objectives, targets, outputs and outcomes, 
resource, support, and development needs (3rd week in May). 

 A final review and comments from the Director and Panel respectively (4th 
week in May). 

 Report from the Panel Chair to the next meeting of the Board on the 
objectives agreed  

 
5.3 The ongoing review process will involve: 
 

 A quarterly meeting between the Director and the Panel to review progress 
and address any other relevant matters. 

 A record of progress being made and forming the basis of subsequent 
review meetings. 

 A half yearly update from the Chair of the Panel to the Board on the 
Director’s progress with objectives. 
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ANNUAL STAFF PERSONAL DEVELOPMENT PLAN (PDP) 
 
You should complete and return the self-assessment section of this form to your Line 
Manager one week prior to your PDP meeting.  
 
Name:  
Job Title:  
Date of PDP meeting:  

 
SELF-ASSESSMENT 
 
Is your job description still relevant? Yes  No  
Are your current objectives still relevant? Yes  No  
Do you have regular opportunities to discuss your work and 
objectives?  

Yes  No  
    

Have you carried out the actions agreed with your Line Manager at 
your last PDP meeting?  

Yes  No  
    

 
If you answered NO to any of the above questions, please comment below: 
 
 
 
 
 
 
Reviewer’s Comments: 
 
 
 
 
 
 
Are there any areas of your work that you are pleased with?  Please state why: 
 
 
 
 
 
 
Have you experienced any obstacles which have prevented you from performing 
effectively? 
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What parts of your job do you: 
 
Do best: 
 
 
 
 
 
Do less well: 
 
 
 
 
 
 
How would you like to develop your skills in the coming year, for example through training 
and support to your colleagues? 
 
 
 
 
 
What works well and what would you like to change in all your current working 
relationships? 
 
 
 
 
 
Are there any topics you would particularly like to discuss during the PDP meeting? 
 
 
 
 
 
Reviewer’s Comments: 
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PERSONAL DEVELOPMENT PLAN – OBJECTIVE SETTING 
[To be completed by the Reviewer] 
 
Current Performance: 
[Objectives which are outstanding/ongoing] 
 
 
 
 
OBJECTIVES FOR THE NEXT TWELVE MONTHS: 
 
Objective 1: 
 
 
Delivery Plan Task (if applicable): 
 
Timescale: 
 
Objective 2: 
 
 
Delivery Plan Task (if applicable): 
 
Timescale: 
 
Objective 3: 
 
 
Delivery Plan Task (if applicable): 
 
Timescale: 
 
Support for training and personal development 
 
 
 
 
 
 
Staff Member’s Signature: …………………………………………………………………………………………. 
 
Reviewer’s Signature: …………………………………………………………………………………………. 
 
Date:    …………………………………………………………………………………………. 
 
Director’s Signature:  …………………………………………………………………………………………. 
 
Date:    …………………………………………………………………………………………. 
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Note on follow-on actions 
 
When scheduling the initial meeting, the reviewer will also create reoccurring eight-
weekly meetings in their and the reviewee’s diaries.  
 
Immediately after each such review meeting, the reviewer will send an email to the 
reviewee covering the following headings: 
 

 Comment on performance to date. 
 Do the objectives need to be amended due say to changing business demands or 

resource issues? 
 To address short-term support and training issues. 
 Any issues to be addressed at the next review meeting.  

 
These emails and any replies will be filed centrally for future reference.  
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APPENDIX 2 – DIRECTOR’S APPRAISAL FORM 
Business Plan – Strategic Business Objectives 
 
Providing an 
excellent service:  
We will provide a 
responsive service 
to tenants and 
other users that: 
 Surpasses 

tenants’ 
expectations; 

 Ensures fair 
access to 
housing and 
supports 
tenancies; and  

 Guarantees 
high levels of 
satisfaction 
and active 
engagement. 

 Quality Homes: 
We will ensure 
that our existing 
and future 
houses are built 
and maintained 
to the highest 
standards and 
continue to meet 
the needs and 
aspirations of 
our tenants by: 
 Maintaining our 

houses to the 
highest 
standard; and 

 Creating new 
homes.  

 Thriving 
Communities: 
We will engage with 
residents in our 
neighbourhoods and 
throughout Ayrshire 
by: 
 Ensuring our 

neighbourhoods 
remain popular 
places; 

 Empowering our 
Communities; 

 Ensuring equality 
of access; and  

 Working with 
voluntary sectors 
partners.  

 A forward looking 
and sustainable 
association: We 
believe that the 
association 
makes a 
distinctive 
contribution to 
Ayrshire and the 
lives of those it 
serves.  To 
maintain this, we 
will: 
 Ensure our 

Board and staff 
are equipped to 
respond 
positively to 
change; 

 Always be open 
to feedback and 
new ideas; 

 Ensure fairness 
in our work; and  

 Build on our 
enthusiasm and 
skills to deliver 
ever better 
projects and 
services.  

 
 
Appraisee’s Name: ……………………………………………………     Job Title: ……………............... 
 
Appraiser’s Name: ……………………………………………………     Job Title: ……………............... 
 
Appraiser’s Name: ……………………………………………………     Job Title: ……………............... 
 
Appraiser’s Name: ……………………………………………………     Job Title: ……………............... 
 
Date form to be returned to Appraisers …………. Date form to be returned to Director ……. 
(2 weeks after issue to Director)                      (No later than 5 business days before interview) 
 
Interview Date ……………………………………………… 
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DIRECTORS APPRAISAL (Year) 
 
Guidance for completing the form  
 
Please take time to complete this form.  The purpose of your appraisal is to help your 
development and enhance your contribution within the association.  The appraisal 
meeting is a constructive two-way discussion between you, the Chair and two other Board 
members nominated by the Board.  It provides an opportunity to review overall 
performance and particular achievements over the last year, and to consider and agree 
objectives and professional development opportunities for the coming year.   
 
The steps below are a guide to focus your preparation for your appraisal meeting. 
 
1)  Roles and Responsibilities 

Please list your main roles and responsibilities.  
 

2)  Outcomes for Last Year  
Please list targets and objectives agreed at your last appraisal and comment how 
you feel you performed against these.  A copy of your last appraisal is provided for 
reference. 
 

3)  Your Achievements 
Please give examples of what you feel have been your main achievements in the 
last 12 months. These can be from the targets and objectives set at your last 
appraisal or from other work you have undertaken. 
 

4)  Your Professional Development  
Please provide details of learning and development events you have attended in 
the past year or other learning you have undertaken and comment on the benefit 
of these for yourself and Ayrshire Housing.   A copy of your personal training 
record will be made available to you.   
 

5)  Your Knowledge and Skills 
Please provide details on how you have been able to demonstrate the 
competencies, whether within or outwith Ayrshire Housing, and set out any further 
development or support that would benefit you and Ayrshire Housing in the 
coming year.  
 

6)  Your New Objectives & Targets 
Please set out your objectives for the coming year in relation to Ayrshire Housing’s 
strategic objectives.  Please be as specific as possible, confirming the actions that 
you will undertake and the expected outcomes or outputs from these actions. 
Please identify any resources or support you may require to achieve your objective 
e.g. you may need specialist support such as consultants or perhaps a learning 
opportunity to develop your knowledge on a certain subject.  The timescales for 
completion should be set out as month and year. 
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7) Meeting Ayrshire Housing’s Values 
Please describe ways in which you have been able to demonstrate behaving in 
accordance with Ayrshire Housing’s values. 
 

Appraisal Process 
 
The appraisal process involves the following stages: 
 
1. When you are provided with the appraisal form, you will have two weeks to 

complete and return this to the Chair.  It is preferable for this to be by email 
attachment.   

 
2. On receipt of your form, the Director’s Appraisal Panel (Ayrshire Housing’s Chair 

and two other nominated Board Members) will meet within five business days to 
discuss your form and provide responses as appropriate.  The Chair will return the 
form to you and invite you to meet with the Panel within five business days. 
 

3. At the appraisal meeting, you and the Panel will discuss the content of your form 
and any other pertinent matters.  This is an opportunity for a meaningful 
conversation where the focus is on supporting your development and enhancing 
the contribution you make to Ayrshire Housing. 
 

4. Following the appraisal meeting, the Chair will take responsibility for completing the 
Additional Comments section of the form (for the Appraiser), specifically including 
any agreed development or support to be provided for you.   The form will be 
returned to you within five business days of the meeting.  You will be invited to 
complete the Additional Comments section (for the Director) and asked to sign and 
return the form to the Chair within five business days.   
 

5. The Chair will sign the form on behalf of the Appraisal Panel, provide a copy to you 
and Ayrshire Housing will retain the original. 
 

6. The Chair will report the outcomes of your appraisal to the Board, confirming the 
objectives agreed. 
 

7. Thereafter, the Appraisal Panel will meet with you quarterly to record progress with 
your objectives and provide support or additional development opportunities as 
appropriate.  A half yearly summary report will be provided to the Board on progress 
with objectives. 
 

8. All information exchanged throughout the appraisal process is strictly private and 
confidential.  
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DIRECTORS APPRAISAL (Year) 
 

ROLES AND RESPONSIBILITIES 
 
 
 
 
 
Appraiser’s Comments 
 
 
 
 

OUTCOMES FOR LAST YEAR 
Target/Objective Set Exceeded Achieved Partly 

Achieved 
Not 

Achieved 
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Please comment if the targets and objectives were partly achieved or not achieved 
 
 
 
Appraiser’s Comments 
 
 
 
 
 

YOUR ACHIEVEMENTS 
 
 
 
 
 
 
 
 
 
Appraiser’s Comments 
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YOUR PROFESSIONAL DEVELOPMENT 
Description of learning/development undertaken Benefit to you and Ayrshire Housing 

 
 

 

 
 

 

 
 

 

 
 

 

 
YOUR KNOWLEDGE AND SKILLS 

Competency How have you been able to 
demonstrate this competency? 

What further development or support would 
be of benefit to you and Ayrshire Housing? 

Appraiser’s Comments 

Knowledge 
 
Strategy 
 

   

 
Finance 
 

   

 
Leadership and 
Stakeholder 
Relations 

   

 
Corporate 
Governance 
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Skills 
 
Strategic 
Thinking 

   

 
Analysis and 
use of 
information 
 

   

 
Decision 
Making 

   

 
Communication 
 

   

 
Leadership 
 

   

 
Influencing 
 

   

Other 
 
 
 

   

 
 
 

   

YO 
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UR KNOWLEDGE AND SKILLS 
YOUR NEW OBJECTIVES AND TARGETS 

AH Strategic 
Objectives 

Objectives and Targets 
 (action, outputs/outcomes, please be as specific as possible) 

Resources/ 
Support  
Required 

Timescale  
for  

Completion 

Appraiser’s Comments 

Providing an excellent service 
 
 

    

 
 
 

    

Quality Homes 
 
 

    

 
 

    

Thriving Communities 
 
 
 

    

 
 
 

    

A forward looking and sustainable association 
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MEETING AYRSHIRE HOUSING’S VALUES 

Values How have you been able to demonstrate this value? Appraiser’s Comments 
 
We Listen 
 

  

 
We Engage 
 

  

 
We Show Respect 
 

  

 
We Seek Challenge 
 

  

 
Additional Comments – Appraiser 

 
 
 
 
 

Additional Comments – Appraiser 
 
 
 
 
 
Appraiser’s Signature ……………………………………………………………………………………….   Date ………………………………………………………………………… 
 
Director’s Signature ………………………………………………………………………………………….   Date ………………………………………………………………………… 


