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NHSScotland Workforce Personal Development Planning and 

Performance Review Policy : flowchart
This flowchart provides a summary and shows the order of the main steps in the 

policy process. It is designed to support the full content of the NHSScotland 

Workforce Personal Development Planning and Performance Review Policy.
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Flowchart symbols and their meaning

Start/end 

This shape represents the start and end point of a system or process. 
It usually contains the word 'Start' or 'End'. A flowchart generally has 
one start point but can have multiple endpoints.

Decision 

Sometimes a decision is needed before moving on to the next step in 
the process. This shape asks a 'yes' or 'no' question. The answer 
determines which arrow you follow out of the decision shape.

Outgoing off-page connector 

This shape shows where the process continues on another page of the 
flowchart document. Click this shape to go to the page.

Page 2

Incoming off-page connector 

This shape shows the page you are currently viewing.

Process 

Can represent a single step or multiple steps within a larger process on 

the flowchart.

Flow line 

A line with an arrow shows the direction of the flow through the 

flowchart.
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Start

Review meeting

Manager reviews employee 
objectives and performance that 

covers review period

Review meeting

Manager provides feedback on 
the employee's performance 

citing specific examples

Preparation

Manager schedules a review

Regular check-ins

Adjust Personal Development 
Plan if necessary based on 
performance and feedback

Preparation

Employee gathers evidence of 
achievements and challenges

Final review and documentation

Employee and manager sign the 
performance review document

Final review and documentation

Store final appraisal document 
and overall performance rating 

on Turas

Final review and documentation

Conduct a final review of 
performance appraisal 

document

Regular check-ins

Regular check-in meetings scheduled 
to discuss progress

Review meeting

Discussion on strengths, areas of 
improvement and progress 

towards objectives

End

Objective setting

Employee and manager collaboratively
set out objectives.

Goals should be Specific, Measurable, 
Achievable, Relevant and Time-bound 

(SMART)

Does the employee 
need additional support or 
training to achieve these 

objectives or PDP?

No

Yes

Personal Development Plan (PDP)

Create a detailed action plan with 
timelines and define metrics for 

measuring progress

Personal Development Plan (PDP)

Manager identifies support, 
training or resources needed

Are there any issues
that are affecting 

performance?
Yes

No

Review meeting

Adjust Objectives and Personal 
Development Plan if necessary 

based on performance and 
feedback
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