SRDS 08/09
Optional Template feedback request for SRDS (by email / memo)

TO:
[aim to send to approx 6-8 people you work with – e.g. a mixture of your peers, your managers/leaders, your subordinates, your customers if appropriate]

FROM:  
<your name / title>
DATE:

<date>
RE: FEEDBACK FOR MY STAFF REVIEW & DEVELOPMENT MEETING

My review meeting with <name of reviewer> is due to be held on <date> and I would be grateful if you could provide feedback on my work over the last 12 months. (Only leave in the next sentence if you are a leader/manager).  I have leadership / management responsibilities and would ask that some of the feedback focuses on this part of my role. Information about what the University expects of leaders and managers can be found in The University Leadership and Management Standard: <http://www.leeds.ac.uk/sddu/personal/people_management.html>

Please respond direct to me / or <name of reviewer> / or both of us (delete as appropriate)  before the above review date. Any information provided to the reviewer will be treated as confidential, and can be provided anonymously if preferred. (Note to Reviewer – this information must not be kept on file and should be destroyed. Both parties can agree how best to do this, which could include the documents being destroyed in front of the reviewee at the end of the meeting.)

What three strengths do you perceive me to display, and how have you observed them being demonstrated in the workplace?

	1



	2



	3




In which three areas do you believe I could develop to make me more effective within the organisation?

	1



	2



	3




Thank you for your time.
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