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Description automatically generated]Your Employee Review and Development (ERD)

Refresh your Traineasy training if you need to, so you feel confident and ready for your ERD. Just search for “ERD” in Traineasy and the learning will come up.

ERDs are important because they give you protected time to talk about how things are going, what’s working well, and what support you need. They help you and your manager set meaningful goals and make sure you’re developing in the direction you want. It’s your chance to shape your role, share your ambitions, and get the support you need to thrive.

Helpful information:

ERD Model     Competency Frameworks   Health and Safety Competencies

Guidance for Managers is included at the end of this document.
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Please complete this document and send it to your line manager before your ERD. Take some time to reflect honestly on the past year, including your achievements, learning, and development, and consider what you would like to achieve in the year ahead. The example questions are there to support your self-reflection and help you be at your best during the discussion.
	Personal Details:

	Employee:
	
	Line Manager:
	

	Post:
	
	Post:
	

	Payroll No:
	
	

	Review Period: _________ to _________
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	1
	How do you feel you have performed over the past year? 

	
	· What achievements am I most proud of?  
· What have I done well consistently?  
· What feedback have I received (formal or informal) from people?  
· What have I learned from things that didn’t go to plan?  
· Where could I improve with the right support? 
· How does my work support future service priorities?

	2
	Was your workload manageable and objectives met?

	
	· Has my workload felt manageable? If not, why?  
· Were my objectives clear and realistic?  
· What has helped me stay on track?  
· What has got in the way?  
· What would make my role easier or more effective? 

	3
	Do you have any concerns for your health, safety & wellbeing?

	
	· How have I been feeling at work recently?  
· Is anything affecting my wellbeing or stress levels?  
· Is my working environment working well for me?  
· Do I feel safe and supported in my role?  
· Is there anything that would improve my day-to-day experience?

	4
	What are your ambitions for skill development?

	
	· What skills have I developed this year?  
· What do I feel confident doing?  
· Where would I like to build my skills further?  
· What learning or training would help me most?  
· Would I benefit from coaching, mentoring, or new experiences? 

	5
	Do you have any future plans?

	
	· What would I like to achieve in the next year?  
· Do I want to grow in my current role or explore something new?  
· What interests me about future opportunities?  
· What would “progress” look like for me?  
· What support would help me get there? 
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Your annual ERD should be scheduled in advance, with enough time set aside for a meaningful conversation - we recommend 60 to 90 minutes and having an in-person meeting. It must take place between April and June (we call this Quarter 1 or Q1) each year with a 6‑month check‑in after your annual ERD, or more often if that would be helpful for your situation.

Be open and honest during your review. Your views, experiences, and ambitions really matter, and the Highland Council is committed to supporting you throughout your career.

Once you have completed this document, remember to send it to your line manager so that they may review it before your agreed ERD meeting.
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Keep a clear record of what you discussed and agreed during annual and 6‑month ERDs. You can use the template below or any method that works for you. Just make sure the record is stored securely and kept confidential.  We’ve included some example questions to help guide your conversation. Some of these will also appear in the online ERD form.

At the end of the annual ERD, complete the online form together with your team member. You don’t need to complete the form for the 6-month check-in.
	TOPIC
	 ACTION 
	COMPLETION DATE 

	1. Performance
Progress against previous targets, feedback on good work, lessons learned, professional practice and standards.
	· How do you feel you’ve progressed against your previous targets? 
· If they’re a budget holder; is your budget on track and/or are you aware of any pressures?
· What pieces of work are you most proud of since we last reviewed your goals? 
· What’s gone well, and what have you learned along the way? 
· Are there any areas where you feel you could improve or would like more support?
· How do you think your work supports future service priorities?

	

	2. Workload & Objectives
Including work plans, workload, changes to working practices, new processes and procedures.
	· How are you finding your current workload at the moment? 
· Are your objectives clear, and do they still feel relevant? 
· Have there been any changes to the way you’re working (e.g. new processes or procedures), and how are those going? 
· Is there anything in your workload or work plans that you’d like to adjust or need support with?

	

	3. Health, Safety & Wellbeing
Including, mandatory training, risk assessment, facilities, attendance, health issues, reasonable adjustments, workplace stressors, role of mental health rep.
	· How are you feeling in terms of your health, safety and overall wellbeing at work? 
· Are you up to date with your mandatory training, and do you feel confident with any risk assessments in place? 
· Is your working environment and the facilities you use working well for you? 
· Is there anything affecting your wellbeing at work (e.g. workload, stress, health or attendance), or any adjustments or support that would help?

	

	4. Skills & Development 
Role specific skills, career development training, core skills (numeracy, literacy. And ICT), coaching and mentoring, Leadership and management development.
	· How do you feel about your current skills in your role – are there any areas you’d like to build on? 
· What kind of development or training would you find most useful right now? 
· Are there any core skills (like numeracy, literacy or digital skills) you’d like more support with? 
· Would you be interested in opportunities like coaching, mentoring or leadership development?

	

	5. Future Plans
Future work requirements, opportunities, modern apprenticeships, retraining into other skilled roles, other job opportunities within the council. Discuss short, middle, long term plans.
	· Do you see yourself staying in your current role? 
· Would you be interested in moving to another role or service within the Highland Council? 
· Would you consider a secondment if an opportunity came up? 
· Do you have ambitions to move into a leadership or management role? 
· Do you feel the Highland Council supports your career ambitions?
	




	Employee signature:
	Manager Signature:

	Date:
	Date:
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[bookmark: _Toc233791257]Annual ERD (April - June) 
[image: ]A formal, annual ERD must take place as early as possible in Q1 each year (that’s between April and the end of June). This is your main opportunity to pause, reflect and set your employee up for success in the year ahead.
In this meeting, you should:
· Look back at performance over the past year.
· Discuss progress against objectives and expected behaviours.
· Explore any development or support needs.
· Agree clear objectives for the next financial year.
· Complete the online form together at the end of their annual ERD.
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A mid‑year ERD review is required and should take place around six months after the annual ERD.
This check‑in is your chance to:

· Review how things are going.
· Spot any barriers early and help remove them.
· Adjust objectives if needed.
· Make sure the employee feels supported and on track.
· No need to complete the online ERD form, this is only done at the end of the annual ERD.

Remember: everyone’s circumstances are different. It’s a good idea to keep ERD front and centre so keep talking about ERD during your regular 1 to 1s.

✔️ The online form is only completed during the annual ERD (in Q1).
✔️ Don’t complete the ERD online form at the mid‑year review.
✔️ You will not be asked to confirm that a 6‑month check‑in has taken place - this is your responsibility.

[bookmark: _Toc233791259]Ongoing Cycle
The cycle starts again with the next annual ERD in Q1, followed by the mid‑year, 6 monthly review. This rhythm helps keep performance, wellbeing and development at the heart of good leadership and management.
[bookmark: _Toc233791260]Recording the annual ERD online
It’s a good idea to review the first page of the online form before you have an ERD with your team member, just to make sure you haven’t missed anything from the conversation.  It should be completed by 30 June each year.

It’s a core part of your responsibility as a manager. It reflects on the areas you and your team member discussed at your annual ERD:

· Performance, including budget management if applicable 
· Workload and Objectives
· Health, Safety and wellbeing
· Skills and Development
· Future Plans

✔️ Don’t complete the ERD online form at the mid‑year review, only annually in Q1.

The Learning & Development team will update Traineasy to show that the ERD has taken place, so your team member won’t need to record this themselves. Our aim is simply to make the process as straightforward and hassle‑free as possible.

Did you know? 
You can quickly check whether your team - and their teams - are up to date with their ERDs in Traineasy.

To do this:
Go to your Manager Dashboard, then click the green ‘Team’ icon under one of your direct reports. From there, select a team member, open ‘Overall Compliances’, and look for ‘Log your ERD’.  You’ll see their current status and the date it was last completed. 



Click here to open and record the ERD via the online form
 
(CTRL + left click to open)
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Here are a few things to check you’ve done with your direct report as part of the ERD.
· Prepare and organise a date for the annual ERD meeting, taking place in Q1.
· Check they’ve completed page 2 of the ERD document and sent it to you.
· The ERD should have been a positive, professional conversation where you talked openly about work, goals and development.
· You should have completed the online form together, at the end of the ERD conversation.
· A 6-monthly follow-up review should be planned. 

During the ERD, you should have discussed the following:
· Objectives
Discuss how objectives contribute to future service developments and organisational priorities and note any key links.
· Mandatory training
Made sure all required training for the role is up to date.
· Skills and Development
Discussed the skills your direct report already has, the skills they would like to build, and any training or support that would help them in their role. 
· Future Plans
As part of the Highland Council’s Workforce and Succession Planning, you should have listened to your direct report and thought about how we could have retained this valuable team member, including whether other roles across the Council might have suited them.
· Risk assessment
Confirmed that a current risk assessment (where applicable) has been completed and any actions have been followed up.
· Working environment
Talked about where your direct report works (office, home, hybrid, community setting) and whether the equipment and facilities are suitable and safe.
· Attendance
Check that your direct report understands the attendance policy and knows how to report absence correctly.
· Health considerations
Discussed any health issues that may affect work and whether any support is needed.
· Reasonable adjustments
Explored whether any adjustments would help them carry out their role more comfortably and effectively.
· Workplace pressures
Talked about any stressors or challenges in their workload or environment and agree on support or solutions.
· Mental health support
Reminded them about the wellbeing support available, such as occupational health, counselling, or internal support services.
This document should be kept by the manager carrying out the ERD.
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