CONFIDENTIAL


Performance & Development Review 

(ACADEMIC & RESEARCH STAFF)
PREPARATION FORM 

The performance and development review discussion is an opportunity for employees and their reviewer, to discuss key issues concerning their job.  It is an opportunity to reflect and learn from what has occurred in the past year, to discuss current work tasks and objectives and to consider future challenges and support requirements, including relevant training and development needs.

This pro-forma has been produced to help reviewers and reviewees to prepare for the PDR meeting.  Prompts are included to help highlight areas which may be appropriate to discuss at the review.  They are not intended to be exhaustive and should be amended and added to, as appropriate.  
R.E.F. PUBLICATIONS SELF-ASSESSMENT (Where Relevant)
(Note: It is recognised that for some, this section may not be appropriate, for a variety of reasons.  For example, a reviewee may not be required to submit a REF return or may have a reduced research output due to various reasons, such as strategic decisions within the Dept/Faculty, taking periods of leave, duty allocation or area of specialism.)
· Which do you consider to be your best REF qualifying publications (up to a maximum of 4)?

· How would you rate them, individually?

PAST YEAR
What has gone well?

· Consider any aspects of research, teaching and administration that you have undertaken during this period.
· What has been achieved?
· What in particular contributed to these successes?
What has not gone well?

· Again, consider any aspects of research, teaching and administration that you have undertaken during this period.
· What problems were encountered?
· How were they addressed?
· What action(s) would prevent problems recurring?
Development

What development activities have been undertaken?
· Consider any conferences, on-the-job training, mentoring opportunities, training courses, new projects, college/university programmes, coaching opportunities etc. that you may have undertaken during this period.
· How useful were these?
· How were you able to apply these development activities?
CURRENT WORK

Given your current workload and research activity:
· Consider how clear you are about priorities
· Is the current workload manageable or are there support requirements?
· Have any specific resource or development/training needs been identified?
FUTURE
Objectives
What objectives, priorities or projects should be agreed for the next 12 months and the medium/long term (2-3 years)?  Try to prioritise as high/medium/low
· What support will be needed in order to achieve these, e.g. equipment, support, development, information, materials, time?

· Are there any perceived blockages to achieving these and how might these be addressed?
Future Development

What development/training might be useful?
· Consider, for example, new research projects, teaching, mentoring, reading,  conferences, training courses, delegated duties
· What personal/organisational benefit(s) would be gained by undertaking the development activity?
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