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What’s the Purpose of a 
Performance Review?

Designed as a helpful, constructive conversation between you and 
your manager​, where you:

✓look back and celebrate your work over the past 6 months (at mid 
year) or 12 months (at end of year )

✓through reflection and feedback, identify where you’ve done well, and 
how you can improve and develop​

✓Check in on personal well-being and make sure the staff-manager-
team relationship is working well

✓plan goals for the upcoming 1-3-6-12 months so you know where and 
how to focus your work activity in a time of changing priorities

✓set a Personal Development Plan to help you develop – considering 
both your current role and challenges and your career aspirations

Part 1.

Back to Contents page





Part 2.

STEP 1
Book time

STEP 2
Prepare 

STEP 3
Have a 1:1 

conversation

STEP 4
Finalise the record 
of the conversation 
(30 June for annual 

review; 
31 December for 
mid year review)

Performance Review Overview

Back to Contents page















What does the Performance Review 
conversation look like?
A performance review is a conversation between two people who care about each other and who 

take time to discuss a wider picture of how things are going for the individual at work.

A good performance review should :

• Be a dedicated meeting to focus on you (1 hour ideally, minimum 45 minutes) taking place face to face 
or via MS Teams. To help rapport and communication it’s best to keep video cameras on if  you have to 
meet virtually.

• Provide an opportunity to have  positive, open, honest, two way conversation between manager and 
team member

• Be a continuation of the conversations you are having in your  regular 1-to-1’s
(nothing should come as a surprise)

• Provide a clear shared understanding on achievements,
next steps, goals and performance development

• Be helpful and constructive. 
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An inclusive performance conversation?
Here are some tips to consider.

• Make sure that the time  and location works for both member of staff and the manager for an 

undisturbed conversation. While a face to face meeting is always preferred, it is possible to have 

a helpful virtual performance conversation – but you need to mutually agree this

• If concentration is an issue, consider having a few, shorter conversations. Having a separate 

conversation about what’s happened in the past 6-12 months (Looking Back); and objective 

setting  and personal development planning (Looking Forward) tends to work well.

• Set the tone - demonstrate that you are both open to feedback and ideas. The conversation 

should be two-way 

• Be consciously inclusive. Pay attention to your own body language and that of other person. Be 

open, attentive and affirming.  Notice what the other person may be communicating through 

their voice and body posture.

• Listen carefully and check understanding.  Make sure you are listening to what the other person 

is saying without cutting in. Ask to clarify if necessary.
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Part 4.

Taking action on staff development
All managers at the GLA have a performance objective to focus 
on and take action on their staff development

• Check in on progress of their PDP goals in the 1:1 meetings

• Encourage and enable time off for volunteering and staff network 
activities

• The best way to help with career progression if for managers to 
incorporate stretch projects, which help gain experiences and 
competencies essential to progress your staff’s career.

• Thinking of your own network, how you can facilitate helpful 
contacts and conversations to help your staff’s development (think 
shadowing, mentoring, secondment opportunities)

• Above all, show interest, share feedback and ask what other 
support staff need to develop their careers.
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Who needs a Performance Review?

Part 5.

All staff except:
• Staff on probation
• Staff on long term leave such as maternity, sabbatical, long term 

sickness

If staff recently completed 5 month probation review OR recently 
returned from long term leave, use the annual review to set 
objectives for the next 6-12 months.

Note for Managers (for annual performance reviews only)
Completion of annual review conversation or any 
exceptions set out above must be recorded on SAP 
(guidance to be shared at end year.)
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Part 6.

Still unsure?
• Visit our Performance Management site on the intranet to access the following resources:

• Performance Management Guidance

• Performance Management Template 

• Performance Management FAQs​

• Effective and ineffective examples of performance management records​

• Effective preparation tips

• Career conversation handout

• EDI draft objective to tailor

• Performance Review Toolkit with tips on how to self reflect and prepare

• Access training

• Performance Management training for staff and managers

• Feedback Skills (for managers)

• Coaching Tips and Techniques for managers

• Contact the MyHR helpdesk tel. 0808 715 4246 or by email: 
myHRHelpdeskGLA@tfl.gov.uk. Back to Contents page




