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	Performance and Development Review

	Staff Name                                                                                   
	
	Job Title
	

	Institute or Unit
	

	Reviewer Name
	
	Date of Review
	

	Section A: Looking Back - Review of the previous period
Consider what you set out to achieve in the previous period, what you were able or not able to achieve and why, and what could have been done differently or improved on, what did you learn? Include in this section any key points arising from your discussion that you want to note.









	Section B: Looking Forward – ‘Working Action and Development Plan’
Please update/amend this section as necessary during the course of the review period. A ‘6 month check-in’ on progress is recommended.

	Institute/Unit business priorities:
These priorities should be discussed and agreed with the Head of Institute/Unit.







	What is to be achieved in your role this year? 
Main priorities, objectives or key results for the coming period – i.e. where you should concentrate efforts.
	Notes on progress 
To be reviewed and updated as necessary. Stay flexible, if a priority, objective, key result or development need is no longer practical or relevant – In discussion with your Reviewer modify, discard or update.

	1.
	

	2.
	

	3.
	

	Any aspirations relevant to the role for the next 2/3 years that you would like to share (optional)? 
Would you like to progress further in your current area? Would you like to take on new responsibilities? Are there areas of the work at the University you have a particular interest in and would like to become more involved with?




	Learning and Development 
Consider what knowledge, skills and development you need to achieve the objectives/priorities outlined above, how you will learn and what support do you need from others? What will be the impact?
Development activities may include some of the following; coaching, mentoring, workshops/seminars, research, conferences, job shadowing, academic or professional programmes, researching best practice, taking on a project, attending a committee, etc.

	1.
	


	2.

	

	3.

	

	Have you completed all mandatory/essential training relevant to your role?            Yes / No 
This includes the University’s compliance e-learning modules for all staff, other compliance training relevant to the role, essential management training and/or teaching qualifications for academic staff. If no to the above, please include as a priority/objective. Reviewers should monitor progress towards these objectives during the review period.

	Requests for development and training will be considered and priortised in the context of the resources and budget available.  All requests for staff development where there is a cost implication to the University must be made using the formal approval process by completing a Staff Development Application Form (SD1), accessed here.

	Section C: Record and Agreement
This section should be completed by the Staff Member and Reviewer as a record of the Performance Development Review Conversation.

	Staff Signature
	Date
	Date/s of follow-up review

	Reviewer Signature

	Date
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