ANNUAL CONVERSATION FORM
	What’s gone well this year?
(Achievements)
	What might have gone even better this year?
(Barriers)

	
	

	Commitments
(What do you want to achieve / focus on in the future?)

	Objectives
	Development

	
	


 (Record brief bullet points only – goals can be short & long term)
	Employee Name:
	
	Employee Number:
	

	Job Title:
	
	Date:
	


 

1-2-1 Check-In Form
(optional)
	Employee Name:
	
	Employee Number:
	

	Job Title:
	
	Date:
	



Personal Development
Objectives & performance measures

	[image: Responsive
Innovative
Trusted
Ambitious]
	· 

	[image: Life and Wellbeing]Life and wellbeing

	· 

	[image: Objectives and performance]
	· 

	[image: Personal Development]
	· 

	[image: Improvements][image: improvements]Improvements

	· 

	Feedback

	· 


Team Check-In Form
(Optional) Managers may continue to use existing recording process (if in place)
	Date of Meeting:
	

	Topic of Conversation
	Key Discussion
	Actions

	· 
	· 
	· 
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