
Process:

	One month prior to review
	Lay Minister accesses forms from website 3 weeks prior to the review and books review date. 360 forms handed out where used.


	Two weeks prior
	Lay Minister completes forms, and reviews Role description and returns them to the supervisor. 360 feedback should be sent directly to the supervisor.


	The review
	A minimum of an hour to fully discuss ministry, and to sign the form off together. Role description is amended if appropriate.

	One week after
	Copy of the form and the Role Description document returned to D&M team for filing/updating.


	As agreed
	Potential follow up of any outcomes as per agreed timelines.


	Three years later
	New review booked.



