Skills for Care CPD template 3: Annual ‘performance appraisal and development programme’ (PADP) guidance & record

Guidance for workers: how will learning and career development be identified?

During the PADP meeting, you and your appraising manager need to review your planned career and learning development activities and outcomes. 

You should consider whether the activities have taken place and what impact they have had. 

The areas that have been identified as needing development in your performance and behaviours should be clearly identified in this record. 

Learning and development outcomes need to be set with priorities, timescales and decisions that identify how they are going to happen and who is responsible for arranging them. 

Apart from identifying areas of improvement, the learning and development section of the form is about forward planning. Your appraising manager and you should discuss where you see yourself in two-to-three years and what you need to do to achieve that.

Learning and development needs must also reflect the employer’s requirements of workers, e.g. equalities, health and safety, etc.

Guidance for managers appraising their staff
You should be realistic but also imaginative about suggested solutions to developmental needs, so workers get the skills they need to do their job. There are other learning and development solutions apart from training. 
Many personal development activities do not need funding, such as mentoring, shadowing, secondments, working on specific projects, etc.

However, for activities that do require funding, it is the management’s responsibility to allocate and prioritise a training budget for learning and development.

You should feed back to senior management, or to human resources or training managers if your organisation has these, any developmental needs you feel that the service should support.

For more information on continuing professional development, please see www.skillsforcare.org.uk, under ‘Developing skills’.
Annual ‘performance appraisal and development programme’ (PADP) record 
Worker’s name: 




Year:
Future career ambitions

We recognise that you are our greatest asset and we want to help you to reach your full potential. 

Use this opportunity to discuss your future career ambitions. Think about the type of role you would like to be doing in two-to-three years’ time. How might you achieve this? What support would you need to help you achieve this?

Personal development plan

This section records the learning and development activities required to help you achieve your intended outcomes and future ambitions. Refer to the guidance notes for further information and suggestions.
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