1. Individual experience record
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Name
Type name

Position/Title
Type position

Reed Elsevier business unit
Type business unit name

Current manager name
Type manager name

Professional Experience Summary
Dates (To/From)
Business Location And Manager
Position
Achievements

     
     
     
     

Education Summary
University/school and Location
CurriculUm
Dates Attended
Degree

     
     
     
     

other qualifications

Professional License, honor, patents, awards, special recognition, community experienceS...



     

Relocatability/geographic considerations
are you interested in assignments outside your

permanent country of residence?

Languages 

Describe any second/third language proficiencies

Now -Yes/No
In the future -Yes/No
When?
Previous two performance ratings

     

     
     
     

Year:      
Rating:      
Year:      
Rating:      



PREFERENCE

     




Performance Ratings

The following ratings should be used to summarize performance for each objective and the skills and values and then overall (based on an appropriate blend of ratings).

1
Excellent

The individual consistently contributes at an exceptional level of performance compared to objectives and Reed Elsevier skills and values. S/he is recognized as a role model; consistently develops and implements challenging work objectives; is self-motivated and self-directed.

2
Strong

The individual consistently contributes at a very high level of performance compared to objectives and Reed Elsevier skills and values. S/he is self-reliant and requires limited direction.

3
Competent

The individual fully meets expectations on objectives and Reed Elsevier skills and values. S/he demonstrates capacity for all responsibilities given.

4
Below Expectations

The individual performs on objectives and Reed Elsevier skills and values at a lower level than required. S/he may require some close direction to complete projects and assigned work. Task prioritization may not be consistent with broad business objectives. Individuals assigned this rating need to work on improving their performance.

5
Unsatisfactory

The individual performs at a much lower level than expected. S/he requires close supervision and immediate corrective action. S/he demonstrates inability to perform key job functions despite repeated explanations and coaching. Employees assigned this rating must significantly improve their performance within three months.


The behaviors listed here are not an exhaustive list but should be used as a guide when assessing your personal performance.
2. Objectives setting and evaluation
Personal Development program
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Name:       
Position:       
Reed Elsevier Unit:      

Objective
Measurement
Delivery Date
Self Appraisal
Rating
Manager Appraisal
Rating

NO.1

     
     
     
     
     
     
     

NO.2

     
     
     
     
     
     
     

NO.3

     
     
     
     
     
     
     

NO.4

     
     
     
     
     
     
     

NO.5

     
     
     
     
     
     
     









Overall
     
Objectives discussed and agreed on


Appraisal discussed and agreed/comments

Rating

Employee
Manager
Date
Employee
Manager
Date

     
     
     

     
     
     

Performance Ratings

The following ratings should be used to summarize performance for each objective and the skills and values and then overall (based on an appropriate blend of ratings).

1
Excellent

The individual consistently contributes at an exceptional level of performance compared to objectives and Reed Elsevier skills and values. S/he is recognized as a role model; consistently develops and implements challenging work objectives; is self-motivated and self-directed.

2
Strong

The individual consistently contributes at a very high level of performance compared to objectives and Reed Elsevier skills and values. S/he is self-reliant and requires limited direction.

3
Competent

The individual fully meets expectations on objectives and Reed Elsevier skills and values. S/he demonstrates capacity for all responsibilities given.

4
Below Expectations

The individual performs on objectives and Reed Elsevier skills and values at a lower level than required. S/he may require some close direction to complete projects and assigned work. Task prioritization may not be consistent with broad business objectives. Individuals assigned this rating need to work on improving their performance.

5
Unsatisfactory

The individual performs at a much lower level than expected. S/he requires close supervision and immediate corrective action. S/he demonstrates inability to perform key job functions despite repeated explanations and coaching. Employees assigned this rating must significantly improve their performance within three months.


The behaviors listed here are not an exhaustive list but should be used as a guide when assessing your personal performance.
3. Personal performance assessment
Personal Development program
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Name:      
Position:      
Reed Elsevier Unit:      



         Self Appraisal

Rating

Manager Appraisal
Rating

Delivery of results
Has the energy and commitment that delivers high quality results; takes the initiative, focuses on meeting customers needs and making things happen, delivers.
     
     
     
     

Leadership
Good strategic thinker; customer-oriented, provides clear directives in the area of responsibility; self-confident; works under pressure, leads by example; balances control with appropriate delegation.
     
     
     
     

People development
Puts a high priority on developing people, appraises openly and honestly; provides feedback, coaching and development opportunities; motivates and rarely loses good people.
     
     
     
     

Interpersonal effectiveness
Good team skills; good communication; prepared to express openly; keeps boss informed on key issues; effective in managing changes; listens well; always ready to help and support others.
     
     
     
     

Creativity and innovation
Is innovative, promotes and takes responsibility for own ideas, provides clear vision of future development in his area of responsibility, develops new improved ways of meeting customers’ needs, welcomes change, is able to think out of 
the box.
     
     
     
     

High personal standards
Principled and committed; puts the Company ahead of self-interest; sets challenging personal goals; has strong level of professional/technical knowledge and skills; always executes to high standards.
     
     
     
     

Reed Elsevier Values
Considering the performance criteria above, comment on the extent to which the individual lives the overall Reed Elsevier Values (Customer focus/valuing our people/passion for winning/innovation/boundarylessness):      



Rating

     


Overall assessment/rating

     
Rating

     

4. Personal development plan
Personal Development program
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Name:      
Position:      
Reed Elsevier Unit:      

Key personal Strengths and Skills

     

Key development needs (training, knowledge, experience), action plans and agreed timing

     

Interests and aspirations (short and long term)

     

DEVELOPMENT PLANS AND ACTIONS FOR COMING YEAR

     

EMPLOYEE comments

     
DATE       
SIGNATURE

MANAGER comments

     
DATE       
SIGNATURE

The information contained in your PDP may be used for career development and planning purposes by the HR function on a global system.

