

[Insert Company Logo Here]			Employee Development Meeting Record  |  Confidential once completed
[COMPANY NAME] – HR FORM
EMPLOYEE DEVELOPMENT MEETING RECORD
A record of the development meeting: how the year has gone, what the employee has achieved, and the goals, training and support agreed for next year.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-021
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Recording a fair, two-way conversation about performance and development, and the actions both sides agree.

	Who fills it in
	The Team Leader or Manager, during the meeting, with the employee. The employee adds their own comments in Section 11.

	When
	At each development meeting – normally once a year, with a shorter check-in about 6 months later.

	Time needed
	About 60 minutes for the meeting, plus 10 minutes afterwards to finish the record and update training records.

	You will need
	The employee's completed Employee Development Form (ARB-HR-020), their CPD Record (ARB-HR-014), last year's meeting record, the training matrix and their job description.

	Where it goes
	Personnel file, with the employee's form, for [the length of employment plus 6 years]. The employee gets a copy within [5 working days]. Any health information goes in the separate confidential health file.



	Guidance for the business owner – remove before issue
Replace everything in [red] and delete the red boxes before issue.
Matched pair. Section 3 uses the same 11 areas and the same rating scale as the Employee Development Form (ARB-HR-020). Copy the employee's self-rating into the shaded column, then add your own. Talk about any differences. If you change an area, change it in both documents.
Not a disciplinary meeting. Keep it that way. If serious performance concerns come up, stop, say you will deal with them separately, and follow the capability procedure in the Employee Handbook (ARB-HR-002). The Acas Code of Practice on disciplinary and grievance procedures applies to poor performance as well as misconduct. The statutory right to be accompanied (Employment Relations Act 1999 s10) applies to disciplinary and grievance hearings, not to development meetings, but you may allow a companion if it helps (acas.org.uk, checked 23/09/2026).
Be fair and consistent. Base ratings on things you have seen, not on personality. Consider reasonable adjustments for disabled employees (Equality Act 2010), for example more time, a quiet room, the questions in advance, or a note-taker. Do not mark people down for time off that relates to disability, pregnancy or family leave.
Pay. Do not link ratings to pay or bonuses unless you have a written scheme that says how. If you do, add a reference to it here: [pay review scheme ref, or delete].
Health. Section 8 is optional for the employee. Do not ask about health conditions. If the employee shares health details, note only what is needed (for example "adjustment agreed: [detail]") and keep any health information in the separate confidential health file.
Training. Every training need agreed in Section 6 must be added to the CPD Record (ARB-HR-014) and the training matrix [ref]. Check the matrix for any tickets due to expire in the next 12 months.



How to use this form
	1
	Before the meeting: read the employee's Development Form (ARB-HR-020), CPD Record and last year's actions. Book a quiet space and at least an hour – not in the cab at the end of a long day.

	2
	In the meeting: let the employee talk first. Work through the sections in order. Section 3 compares their self-rating with yours.

	3
	Agree 1–3 SMART objectives and any training. Write them in Sections 6 and 10.

	4
	Both sign. Give the employee a copy within [5 working days] and complete the "After the meeting" checklist.



	This is not a disciplinary process
The development meeting is a supportive conversation about how things are going and what comes next. Nothing said here is a warning.
If serious performance concerns come up, they are dealt with separately under the capability procedure in the Employee Handbook (ARB-HR-002). The employee will be told in writing if that happens.



	Tip
Offer the employee this form in advance, in a different format, or with someone to support them if that would help. Breaks are fine.



	Employee name
	
	Job title
	

	Team / department
	
	Team Leader / Manager
	

	Meeting date
	
	Length of service
	

	Date of last review
	
	Others present
	



Before the meeting
	☐  Employee Development Form (ARB-HR-020) received
	☐  CPD Record (ARB-HR-014) reviewed

	☐  Last year's record reviewed
	☐  Training matrix checked




		1
	Previous review
Section 1 of 11  ·  About 5 minutes  ·  Team Leader / Manager, with the employee



Was a previous review completed?
	☐  Yes
	☐  No
	☐  This is the first review






Were last year's actions and objectives completed?
	☐  All completed
	☐  Mostly completed
	☐  Some completed
	☐  Not completed



	Last year's objective or action
	Done?
	What helped, or what got in the way?

	
	
	

	
	
	

	
	
	



	Comments

	




		2
	How things have been going
Section 2 of 11  ·  About 5 minutes  ·  Employee speaks first



Use Sections 1 and 2 of the employee's form. Note the main points in their words.
	Employee's view of the year
For example: what they enjoyed, what has been hard, which jobs they liked most.

	






	Question
	Yes
	No
	If yes, what action and who

	Did the employee raise any safety concerns?
	☐
	☐
	

	Did they say they lack any tools, kit or PPE?
	☐
	☐
	

	Did they say they do not always get enough information before a job?
	☐
	☐
	



	Safety concerns
Act on any safety concern the same day. Do not wait for the action plan. Record it in your [near miss / hazard reporting system] as well.




		3
	Performance review
Section 3 of 11  ·  About 15 minutes  ·  Team Leader / Manager, with the employee



Copy the employee's self-rating from Section 3 of their form into the shaded column (E, G, S, NS or N/A). Then tick your own rating. Use the descriptors below so ratings mean the same across the team.
What the ratings mean
	Rating
	What it means
	For example

	Excellent
	You go well beyond what your role needs, every time. Others learn from you.
	Spots a hazard the risk assessment missed, stops the job, and briefs the crew on a safer method.

	Good
	You do everything your role needs, reliably, with little or no prompting. Most people should be here.
	Does the daily chainsaw check every morning and reports a worn chain without being asked.

	Satisfactory
	You meet most of what is needed. There are one or two things to work on.
	Usually fills in timesheets and job sheets, but sometimes late or incomplete.

	Needs support
	Not yet where the role needs you to be. We will agree the help you need to get there.
	New to the chipper and not yet confident with the feed controls or blockage clearing.

	N/A
	Not part of your role, or you have not had the chance to do it this period.
	Customer care for someone who has not dealt with clients yet.






	
	Employee (ARB-HR-020)
	Team Leader / Manager rating

	Area
	Self-rating
	Excellent
	Good
	Satisfactory
	Needs support
	N/A

	Safety and risk assessment
Follows the site risk assessment and method statement, does a dynamic risk assessment, wears the right PPE, reports near misses.
	
	☐
	☐
	☐
	☐
	☐

	Following company procedures
Works to company policies and safe systems of work, for example drugs and alcohol, driving and exclusion zones.
	
	☐
	☐
	☐
	☐
	☐

	Quality of work
Good pruning cuts, neat finish, jobs done to the specification and the site left clean and tidy.
	
	☐
	☐
	☐
	☐
	☐

	Equipment care
Pre-use checks, cleaning and basic maintenance, reporting faults, looking after climbing and rigging kit.
	
	☐
	☐
	☐
	☐
	☐

	Teamwork on site
Helps the crew, shares the work fairly, keeps to exclusion zones and communicates clearly during felling and rigging.
	
	☐
	☐
	☐
	☐
	☐

	Communication
Listens, asks when unsure, passes on messages, speaks up about problems.
	
	☐
	☐
	☐
	☐
	☐

	Customer care
Polite and helpful with clients and the public, respects their property, explains the work when asked.
	
	☐
	☐
	☐
	☐
	☐

	Biosecurity and environment
Cleans boots and kit between sites, checks for nesting birds and bats, handles waste and fuel correctly.
	
	☐
	☐
	☐
	☐
	☐

	Paperwork and records
Timesheets, pre-use checks, job sheets and risk assessment sign-offs done accurately and on time.
	
	☐
	☐
	☐
	☐
	☐

	Attendance and timekeeping
Turns up when expected, on time, and lets us know early if something changes.
	
	☐
	☐
	☐
	☐
	☐

	Reliability and professional behaviour
Can be trusted to get on with the job, treats others with respect, represents the company well.
	
	☐
	☐
	☐
	☐
	☐



	Where your ratings differ, what did you talk about and agree?
For example: "Sam rated paperwork Good, I rated Satisfactory. Agreed job sheets are often late. Sam will complete them before leaving site."

	



	Team Leader / Manager comments
Be specific. Give real examples from jobs this year, good and bad.

	




		4
	Achievements and recognition
Section 4 of 11  ·  About 5 minutes  ·  Team Leader / Manager, with the employee



	What has the employee done particularly well since the last review?
For example: passed CS38 aerial rescue, led the crew on the school site clearance, great client feedback on the hedge contract, coached a new starter.

	






	What is the employee most proud of? (from their form)

	



How will we recognise it?
	☐  Thanked in person
	☐  Mentioned at team meeting or toolbox talk

	☐  Written thank-you or letter
	☐  Client feedback shared

	☐  Put forward for [recognition scheme]
	☐  Other



	Colleagues the employee would like to recognise
Pass this on to the person and their Team Leader.

	




		5
	Development
Section 5 of 11  ·  About 5 minutes  ·  Team Leader / Manager, with the employee



	What could the employee improve, or do more of?
Focus on one or two things. Link them to the ratings in Section 3.

	






Does the employee need any extra support?
	☐  Yes
	☐  No



	If yes, what support?
For example: mentoring by a senior climber, more time on the chipper with a Team Leader, help with reading job sheets, a checklist in the van.

	




		6
	Training needs
Section 6 of 11  ·  About 5 minutes  ·  Team Leader / Manager, with the employee



Use Section 5 of the employee's form and the training matrix. Include refreshers and tickets that are due to expire.
	Training / qualification
	Why?
	Who arranges it?
	Target date
	Added to CPD Record and matrix ✓

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Reasons you can use in the "Why?" column
	☐  Legal or safety requirement
	☐  Needed for current role

	☐  Career development
	☐  Employee request



Are any of the employee's certificates due to expire in the next 12 months?
	☐  Yes
	☐  No



	If yes, which, and the renewal date
	




		7
	Career development
Section 7 of 11  ·  About 5 minutes  ·  Team Leader / Manager, with the employee



Would the employee like to progress?
	☐  Yes
	☐  No
	☐  Unsure






	Potential future role
For example: climber, Team Leader, surveyor, office role. Use Section 6 of their form.

	



	How can the company help?
For example: time on bigger jobs, shadowing a Team Leader, support with a Level 3 qualification.

	




		8
	Support and wellbeing (optional)
Section 8 of 11  ·  About 5 minutes  ·  Team Leader / Manager, with the employee



Ask how the employee is and listen. This section is optional. The employee does not have to share any health details. If they would rather talk privately, arrange that separately.
How supported does the employee feel? (from their form)
	☐  Very supported
	☐  Supported
	☐  Sometimes

	☐  Not very supported
	☐  Not discussed
	






	Support or reasonable adjustments agreed
Note only what is needed, for example "Later start on Mondays agreed" or "Written job sheets the day before". Do not record diagnoses here.

	



Signposting offered
	☐  Employee Assistance Programme [details, or delete]
	☐  Mental Health First Aider [name, or delete]

	☐  Occupational health referral (with consent)
	☐  Private follow-up meeting

	☐  None needed
	



	Privacy note
If the employee chooses to share health information, we use it only to support them, for fitness for work and for health surveillance, under UK GDPR Article 9 and the Data Protection Act 2018 Schedule 1 (employment and health conditions).
It is kept confidential and separate from the personnel file. Only [named roles] can see it. It is kept for [retention period]. See our Privacy Notice [ref].




		9
	Employee feedback and ideas
Section 9 of 11  ·  About 5 minutes  ·  Employee, recorded by Team Leader / Manager



Did the employee raise any suggestions or ideas?
	☐  Yes
	☐  No






	Summary
Use Section 9 of their form: what we do well, what we could improve, and their ideas.

	



	What will we do with the feedback, and when will we tell the employee?

	




		10
	SMART objectives and action plan
Section 10 of 11  ·  About 10 minutes  ·  Agreed together



Agree 1–3 objectives. Start from the goal ideas in Section 7 of the employee's form. Add any actions for the company, too.
		Make each objective SMART
1. Specific – "Complete the CS38 aerial rescue refresher" rather than "Do more training".
1. Measurable – you will both know when it is done.
1. Achievable – realistic with the time, kit and support available.
1. Relevant – linked to the role or the employee's career goal.
1. Time-bound – a clear date, and a date to check progress.



	What (the objective)
	How (the steps)
	Support needed
	By when
	Review (date and how)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	









	Tip
Put the review dates in the diary now. A 10-minute check-in on site halfway through the year keeps objectives alive.




		11
	Summary and outcome
Section 11 of 11  ·  About 5 minutes  ·  Both



	Team Leader / Manager summary

	






	Employee comments
The employee can add anything here, including where they disagree.

	



Overall performance (using the same scale as Section 3)
	☐  Excellent
	☐  Good
	☐  Satisfactory
	☐  Needs support



	What is one thing we can do over the next year to help you enjoy your job even more?

	



	Mid-year check-in
	
	Next review due
	



The next review is normally 12 months after this meeting, unless you agree otherwise.
	Signing this form confirms that the meeting took place and the contents were discussed. It does not mean that both people agree with every comment recorded.
	
	Employee
	Team Leader / Manager

	Name
	
	

	Signature
	
	

	Date
	
	







After the meeting
	✓
	Action
	Initials / date

	☐
	Give the employee a copy of this record within [5 working days].
	

	☐
	Add agreed training to the CPD Record (ARB-HR-014) and the training matrix.
	

	☐
	Book any courses and put objective review dates in the diary.
	

	☐
	Act on any safety, kit or PPE issues raised (Section 2).
	

	☐
	File this record and the Employee Development Form in the personnel file. Keep any health information in the confidential health file.
	

	☐
	If serious performance concerns came up, start the capability procedure in the Employee Handbook (ARB-HR-002) separately.
	



	What this means for you
This record is a fair summary of a two-way conversation. It is there to help the employee grow and to make sure the company does what it promised. Either person can ask for it to be reviewed sooner.



Related documents
	Reference
	Document

	ARB-HR-020
	Employee Development Form

	ARB-HR-014
	CPD Record

	ARB-HR-002
	Employee Handbook (capability procedure)

	ARB-HR-015 to 019
	Job Descriptions

	[ref]
	Training Matrix and Training Records

	[ref]
	Privacy Notice



	Document control
	Document
	Employee Development Meeting Record (ARB-HR-021)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	Rewritten in AOS v2 ADHD-friendly format. Performance areas and scale matched to ARB-HR-020 with a side-by-side self-rating column and clear descriptors; arb-specific areas added (safety and risk assessment, equipment care, biosecurity and environment, paperwork); not-a-disciplinary-process note linked to the capability procedure; training needs table feeding the CPD Record and matrix; SMART action plan with review column; optional wellbeing section with privacy note; after-the-meeting checklist. "Manager" changed to "Team Leader / Manager".
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