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My Contribution
Performance, Development and Wellbeing Record

	Name
	

	Role
	

	Date objectives agreed
	

	Date of mid-year review
	

	Date of year-end review
	

	Reviewer(s)
	

	Incremental date[footnoteRef:1] [1:  Where a pay-impacting incremental date occurs, a Pay Progression Review must be completed.  Click here for more details.] 

	



Please note: if you are required to drive as part of your role (including travel to and from meetings) this form should be completed and retained by the line manager.


Guidance
Applicable to all non-medical/dental colleagues, the purpose of this record is to keep your ‘formal’ updates in one place – the objectives you set, the development you agree to undertake and two more structured updates throughout the year.  Unless requested, there is no need to send a copy of this completed document to People and OD, however you should ensure both you and your manager retain a copy throughout and at the end of the year.
Make sure, where needed, a Pay Progression meeting is scheduled (if it can’t coincide with one of your structured reviews) and the relevant form completed and saved/sent to HR.  More information on that can be found here.
Ensure you understand the process and how you can both get the most out of these meetings – more on My Contribution, including a link to the guidance, can be found here.
Finally – make sure the dates of your mid- and year-end appraisals are recorded in ESR!
Document overview
Agreeing Expectations 
This section should be a record of what was discussed and agreed at the start of the review period, usually April/May.  This will include any adjustments needed to support you, your key 5-6 SMART objectives and how they’ll be delivered as well as what activity should be undertaken to develop skills and knowledge.
Mid-year Check In
Around October, everyone should participate in a mid-year check-in which summarises progresses and checks in on what’s going well and what may need to change.  Remember, objectives are agreed but can be reviewed where priorities/responsibilities change.
Year-end Review
AKA The Annual Appraisal!  Usually held in March/beginning of April, this is a more formal review of the year – did we do what we set out to twelve months ago?  How have we developed and grown?  What went well, what can we change?  What feedback can we give to our manager?  This should include an agreed, overall rating.
Agreeing Expectations
How are you? 
Wellbeing is important to Public Health Wales and we want to enable and support you to be as well and healthy as you can be.  This is an opportunity to discuss your wellbeing, how you are more generally and explore if any support is/adjustments are required this year.

	






Role and responsibilities (capture any major changes to your role/responsibilities since your last review here)

	







My Objectives (agree your key work for the year, what success looks like and what you need to get it done)
	Key Objectives (including measures of success – think SMART!)
	Resources/dependencies
	Date due
	Strategic Priority 

	1.
	

	
	

	2.
	
	
	

	3.
	
	
	

	4
	
	
	

	5.
	
	
	

	6.
	
	
	

	How the values are linked – note how the values or linked behaviours / competencies will drive how the work above will be completed or be demonstrated through it







My Development and Learning (note what compulsory learning needs to be undertaken and other development agreed)

	Statutory/mandatory training to be completed
	By when

	





	



	Further Learning (including involvement in staff networks, shadowing, coaching, mentoring)

	What
	How it links to your role/progression



	Comments








Continuing Professional Development (CPD)
Whilst registration and revalidation are technically separate processes from the My Contribution cycle, staff members and managers must discuss CPD needs. This is a legal requirement for regulated health professionals and Public Health Wales (as an employer) must additionally ensure these have been completed, therefore CPD and professional requirements must be discussed and recorded within formal My Contribution reviews.
Staff Members 
You must indicate in the table below if you belong to any such professional group / job family and confirm what CPD/registration/revalidation /accreditation you have completed, with which body and the period for which this remains valid.
Line Managers
Line managers must ensure that they discuss ongoing CPD/professional requirements with individuals as part of the annual My Contribution process and that staff members within their line of responsibility have completed CPD/registration/revalidation/accreditation as required.

	Professional Body / Organisation
	Job Family / Professional role
	Individual Membership Number
	Date of last Registration / Accreditation
	Date Re-registration / Accreditation Due

	
	
	
	
	


Useful Links
· Nursing and Midwifery Council website: http://www.nmc.org.uk/
· Health Care Professional Council website: http://www.hcpc-uk.co.uk/
· Public Health Wales Practitioner Assessment link: http://www.wales.nhs.uk/sitesplus/888/page/49062
Information

· Please note that the above table should serve as a record of the conversation having occurred within the My Contribution cycle. It is not a substitute for any formal documentation required by any oversight / professional regulator / governing body.
· Roles/professionals/job families which require ongoing CPD/registration/revalidation/ accreditation will include a range of Registered Health Care professionals, for example those regulated by the Nursing and Midwifery Council (NMC) and Health Care Professions Council (HCPC), registered Public Health Practitioners and other chartered professions such as accountants and HR professionals (this list is not exhaustive). 
· Clarification on professional registration and CPD requirements can be obtained from the relevant professional/job family lead within Public Health Wales or by contacting the regulatory and/or professional body. Further details are available from the Organisational Development and Learning Team.

Welsh Language Skills
Please click here for more about the different proficiency levels

	Competence
	0 (No Skills)
	1 (Entry)
	2 (Foundation)
	3 (Intermediate)
	4 (Higher)
	5  (Proficient) 

	Listening/Speaking
	
	
	
	
	
	

	Reading
	
	
	
	
	
	

	Writing
	
	
	
	
	
	



Please note!  Proficiency levels should be recorded in ESR – whilst there, please take five to check and update personal and equality data!
Mid-Year Check In
How are you doing?

	






Key work updates

	Objective
	Complete Y/N
	Mid Year Update

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	





	What’s going well?
1
2
3

What could be better and how can we get there?
1
2
3

How supported do you feel and what can your manager do to help improve that?
1 (not supported)______________5___________________10 (fully supported)






End of Year Summary
How are you doing?

	





Key work updates

	Objective
	Complete Y/N
	End of year comments/reflections

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	




	What went well?
1
2
3

What could be better and how can we get there?
1
2
3

Feedback for your manager:










	Summary comments/feedback/reflections








Year-end performance rating

	Exceeded Expectations
	
	Met Expectations
	
	Didn’t meet expectations
	
	N.A/ too early to rate
	



Signature (me):											Date:

Signature (my manager): 										Date:
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