Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 8.1 – Review/Appraisal Meeting (checklist)
1. Prepare (Before the Meeting)
· Arrange time, date, and location.
· Send employee the Review Meeting Template (Template 9.1).
· Give at least 5 working days for employee self-reflection.
· Request return of completed notes 1 week before meeting.
· Gather key documents:
· Job description
· Club vision & values
· Objectives
· Performance metrics/feedback

2. Meeting (During the Session)
· Welcome employee, set a positive and open tone.
· Review their self-reflection.
· Discuss performance: achievements, challenges, areas for development.
· Agree on performance ratings (if applicable).
· Document feedback from both employee and manager.
· Set and agree clear objectives for the next period.

3. Follow-Up (After the Meeting)
· Store completed review template securely.
· Share any agreed actions (training, coaching, objectives).
· Monitor progress with regular one-to-ones.
· Ensure support plans are in place where needed.
· Prepare for next review stage.

Tip: Keep the focus on constructive feedback, recognition, and growth. The aim is to support the employee while aligning their development with the club’s goals.

