
Pre-Programme Questionnaire 
To ensure that we have a better understanding of your starting point before attending this programme, we have developed a two-part questionnaire for you and your manager to complete.  

Part One - contains general open questions to help you, your manager and the Keystone trainers understand your starting point and key objectives you want to achieve from attending this development programme.  Please complete these questions in discussion with your manager.

Part Two – looks at the key elements covered in the development programme and requires both you and your manager to rate where you are in terms of your current level of understanding and performance in each area on a scale of 1-5.  You will see from the questionnaire that your manager is asked to rate your current level independently of your own rating and then you are asked to agree the final rating together before sending the questionnaire back to us.  
Part Two will be sent to both you and your manager 6 months after the programme for you to rate again.  This will help you assess how you are progressing and any specific actions required moving forward.     

Part One 
	Why do you think you have you been selected to attend this programme?

	

	What management development/training have you experienced so far in your career?

	

	What are your three main objectives or improvements in attending this programme?   
Please discuss these with your line manager

	1
	

	2
	

	3
	

	What might stop you achieving your objectives or improvements?
Please discuss this with your line manager

	

	What would help you to get the most out of this programme?

	

	What will you do to show commitment to learning from this programme?

	


Part Two   

Below are the key elements that you will be focusing on within the programme.  Consider each of the questions under each heading and rate yourself against them on a scale of 1-5 in terms of where you feel your level of understanding and performance currently stands.  It is really important that you are objective and honest with yourself to ensure that you get the most out of this analysis as it will help you to focus on the areas you most need to address.

Scale Guide:

1 = 
No understanding or very little understanding of this
2 = 
Need to improve understanding of this 

3 = 
Good understanding but need to put into practice

4 = 
Good understanding and performance 

5 = 
Excellent - coaching others how to do this  

A  is your rating
B  is your manager’s rating

C  is the agreed rating

	1. Managing a Site
	A
	B
	C

	Sets and maintains high behavioural standards on site from self and others
	
	
	

	Quickly and effectively responds to examples of poor performance
	
	
	

	Achieves high quality standards on site
	
	
	

	Sets and maintains high standards for Health and Safety on site
	
	
	

	Builds and maintains good relationships with internal and external people
	
	
	

	TOTAL
	
	
	

	2. Achieving Results
	
	
	

	Sets SMART objectives for the team to achieve the right results
	
	
	

	Uses critical path and effective sequencing of tasks to get everything done
	
	
	

	Allocates work to individual team members clearly and fairly
	
	
	

	Plans, monitors and controls site activities to ensure things happen on time and to standard
	
	
	

	Monitors and controls costs effectively
	
	
	

	Takes swift action to deal with problems and put things right
	
	
	

	TOTAL
	
	
	

	3. Leading People
	
	
	

	Adapts leadership style to the individual or situation, using a range of different styles as appropriate
	
	
	

	Gives the team a clear direction and objectives to achieve
	
	
	

	Provides on the job instruction and coaching to increase the skills and abilities of team members
	
	
	

	Keeps the team feeling motivated through good times and difficult times
	
	
	

	Holds regular informal performance chats with individual team members so they regularly know how they’re doing
	
	
	

	Resolves difficult situations and conflict effectively 
	
	
	

	TOTAL
	
	
	

	4. Communicating Effectively
	
	
	

	Communicates clearly and effectively to others, internally and externally, including different roles and levels
	
	
	

	Gives clear, constructive and assertive feedback to others
	
	
	

	Is able to coach others by asking questions, listening, and helping them reach their own solutions rather than by telling them what to do
	
	
	

	TOTAL
	
	
	


Comments:
	


