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Purpose
The purpose of the progress review is to provide employees with opportunities to receive timely feedback from managers. A vital part of the CPD process is consistently reviewing progress to ensure success of the plan. 
Employee’s Role
Your role, as the employee, is to initiate the progress review meetings with your manager. The timeline was established in Form 1 – Part 4 of the CPD Plan.
Manager’s Role
The manager’s role in the employee’s progress review is to be a coach and mentor. The manager is responsible for providing support to employees who have self-initiated the CPD process and to provide timely feedback.
Progress Review Overview
Schedule the progress review meetings with your manager. Form 2 – Progress Review is to be used to highlight the objectives you are reviewing in the specific meeting and indicate the progress state of the objective, any new barriers that are impeding your success, review the activities and resources required, and adapt the action plan accordingly. 
In Form 1 – Part 4, you outlined ways you wish to celebrate and acknowledge achieving milestones in your action plan. The progress review meetings are also opportunities to celebrate and acknowledge achievements. 

Part 1: Progress Review
With your desired outcome in mind, think about your progress so far in the Action Plan objectives you identified from Form 1 – Part 3. Identify below the specific objectives you are discussing in this progress review. Think about your progress so far in your Action Plan. Evaluate the progress by assessing the following:
· Any cognitive developments you have achieved such as acquired knowledge and skills and if this meets your objectives.
· Any behavioural developments you have achieved and if the activities undertaken have resulted in meeting your objectives.
· Any environmental activities you have undertaken and if your behaviour and actions demonstrated support the progression and improvement towards achieving your objectives.
List the objective(s) under review. Note: not all objectives have to be reviewed in each meeting. 
Optional: You can choose to receive feedback pertaining to the competencies from your Form 1.  You can choose between the same two options, an assessment survey or an informal request by yourself, to help inform your progress review. This can only be done once every two (2) years. 
Are you selecting the assessment survey option? 	☐ Yes		☐ No
If yes, identify up to five (5) people to participate in the survey and email the names to ER@viu.ca.:
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Part 2: Celebrating Success
Acknowledging and celebrating milestones along the way to successfully achieving your outcome is important and helps keep your momentum.
How are you celebrating your success so far?
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Manager Acknowledgement and Celebration of Employee Success
As the manager, it is important to acknowledge and celebrate the milestones achieved by the employee. Feedback and recognition are vital in this process and can be a driving force that contributes to further achievement and success. 
What constructive feedback do you have for the employee on their progress?
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How are you celebrating their success so far? 
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Keep material for your records.
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