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Framework Pro forma for a Personal Development Review. 
 
Please complete this pro forma and bring it to the meeting, this form is 
confidential to you and the person who is conducting your review except for 
the final sheet which will be used by member support officers for your 
personal development plan and to prioritise activities for the Authority’s 
training programme.  
 
 
1. What are my current roles and responsibilities? (e.g.  the council  
executive/cabinet portfolio, overview and scrutiny member, chair, member of a 
statutory committee such as planning, licensing etc. In the community, ward 
member/community leader) 
 
 
 
 
 
 
 
2. What specific tasks to I need to achieve this year?  
What do I plan to do?  By  when?  
 
 
 
 
 
 
 
 
 
3. What do I need to know about and be able to do to undertake my role and 
deliver my plans?  (Your role description, person specification and the member 
development framework/ questionnaire may help you here)  
 
 
 
 
 
 
 
 
 
 
4. What aspects of my role am I confident in? 
 
 
 
 
 



 

 

5. Where am I less confident? 
 
 
 
 
 
 
 
6. What might prevent me from undertaking my role effectively? (consider any 
personal, organisational or political issues which might be a barrier to success) 
 
 
 
 
 
 
 
 
7. What learning and development have I undertaken this year? 
 
 
 
 
 
 
 
8. What have I learned and been able to achieve as a result of this learning and 
development? 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. What additional learning and development would be useful, use the table 
below. 
 
 
 
 
 
 
 



 

 

 

Areas that I would like to develop are: Preferred method of development (e.g. 
visits to other authorities, peer networking, 
practical workshops, e learning etc.) 

Skills (e.g. meeting management, 
questioning techniques, media interviews,   
 
 
 
 
 
 
 
 
 
 
 

 

Knowledge (e.g. the code of conduct, 
equalities, the planning process, local 
policy etc.) 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
10.  As part of your Personal Development, would being mentored be of value 
to you?  If yes, please expand. 

 
 
 
 
 
 
 
 
 
 
 
 



 

 

My learning and development needs for this year (please discuss this section 
of your pro forma with your member support officer, it will be used to create 

development plans and training programmes)  
 

 
 
My evaluation of the training I have already received 
 

Training undertaken What difference has this made to the way I work as 
a member 

example Council induction 
programme on the work of 
the council and who’s who. 

Has given me a good refresher of how the council 
operates which has enabled me to explain this to 
people attending my surgeries and know who the 
appropriate officers are to speak to.  It also highlighted 
areas where I need further training. 

example media skills 
training 

Helped me represent the council more effectively at a 
radio interview last week 

example attended the 
Leadership Academy  

Helped me understand my own leadership style and 
how it differs from other I am now working more 
effectively with other Cabinet members I also had help 
on a personal leadership challenge.  

 
 
 
 
 

Area for Development How 
 

Priority 

example 
How to Chair  scrutiny 
meetings effectively  

I`d like to observe meetings in other authorities 
A workshop on chairing skills would be handy 
I’d like to receive some written guidance for 
scrutiny chairs 

1 

example  
Understanding of the 
planning system to 
answer constituents 
enquiries 
 

A workshop on all the planning basics would be 
useful 
A meeting with planning officers on specific issues 
raised by people in my community about planning 
permission 

 
 

3 

example  
Local Government 
Finance, how do I 
contribute to the budget 
setting process? 

I’d like to have discussions with finance officers 
and some mentoring from Cabinet member for 
Finance and Resources as this is an area I’d like 
to move into. 

2 

example 
Training in the use of  
social media 

A meeting with someone who can explain how to 
use Twitter safely to publicise what I do and 
encourage the public to contact me.  

4 



 

 

Example Guidance for Members Conducting Reviews (Interviewers)  
 
Before conducting your review(s) you may find it useful to consider the following 
guidance: 
 
Purpose of the Review 
 
The purpose of your meeting will be to provide your interviewee with an opportunity 
to review their role generally, identify any specific tasks for the year ahead, consider 
the areas where they feel confident and identify areas where they will be more 
challenged and may need support and development. Their learning and 
development needs together with the usefulness or otherwise of previous 
development will then be fed back to member support officers to create development 
programmes.  
 
Preparation 
 
You may want to familiarise yourself with the role description of the person whose 
review you are conducting and consider some of the questions that you will ask to 
help the interviewee explore their role and needs. Although Member support and 
training officers will provide full information to all members, you may wish to re-
familiarise yourself with the training, development and support that might be 
available to members in your authority. Your interviewee will contact you to plan a 
time and place convenient to you both where you can have a confidential 
undisturbed conversation. The meeting should take no longer than an hour and a 
half. 
 
Undertaking the Review 
 
Please remember that the conversation you have with your interviewee needs to be 
kept confidential to yourselves. 
 
Your role is to help the interviewee consider his/her role/contribution, 
strengths/weaknesses and training needs. You should  act as an objective  sounding 
board in this exploration.  
 
Your role is not to give your own feedback on the performance of your colleague. 
 
Use the pro forma as a basis for your discussions 
 
It is the responsibility of the interviewee to undertake any actions resulting from the 
conversation, keep any documentation  and discuss any emerging development 
needs with member support officers 
 
Any additional support required from the authority may also be identified and fed into 
the organisation as appropriate. 
 
 
 
 



 

 

Guidance for Members Being Interviewed 
 
Before undertaking your review you may find it useful to consider the following 
guidance: 
 
Purpose of the Review 
 
The purpose of your meeting will be to provide you with an opportunity to review your 
role generally, consider any specific tasks for the year ahead, consider the areas 
where you  feel confident and identify areas that you might find challenging and may 
need support and development. You will have an opportunity to identify learning and 
development needs which you will then be able to feed back to member support 
officers to organise development programmes.  You can also review the usefulness 
of training that you have already received. 
 
Preparation 
 
Before your meeting you will need to complete the pro forma. This will help you to 
think about your role, specific tasks for this year and any support that you might 
need. You’ll also find it useful to review your role description, person specification 
and the member development framework/questionnaire.  
 
Make contact with your interviewer and plan a time and place convenient to you both 
where you can have a confidential undisturbed conversation. 
 
Undertaking the Review 
 
Please remember that the conversation you have with your interviewer needs to be 
kept confidential to yourselves.  
 
Use the pro forma as a basis for your discussions 
 
Your interviewer will help you consider your role/contribution, strengths/weaknesses 
and training needs. They will act as an objective sounding board in this conversation.  
 
Their role is not to give their own feedback on your performance. 
 
Please note that it is your responsibility to undertake any actions resulting from the 
conversation, keep any documentation and discuss any emerging development 
needs with member support officers. 
 
Any additional support required from the authority may also be identified and fed into 
the organisation as appropriate. 
 
 
 
 
 
 


