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[bookmark: _Toc241576248]Performance and Development Review Principles
The Performance and Development Review (PDR) is a University process designed to encourage and support excellent performance from all colleagues in alignment with the University's strategic aims and objectives.
The process is founded on the principle that colleagues perform more effectively and derive greater satisfaction from their work when they have clear expectations, meaningful objectives, regular feedback, and the support needed to succeed. Through the review and evaluation of individual contributions, the PDR provides opportunities to recognise achievements, support personal and professional development, and discuss future career aspirations. These conversations are underpinned by ongoing and constructive dialogue between colleagues and their managers throughout the year.
By providing clarity about what is expected of each colleague, the University is better able to understand and measure individual and collective contributions, while recognising and rewarding excellence through its reward and recognition mechanisms.
A meaningful and valuable PDR process benefits individual colleagues, Schools, Directorates, and the University as a whole. When undertaken effectively, it can have a positive impact on engagement, motivation, wellbeing, productivity, innovation, and overall organisational performance.
Our PDR principles are:
· Every colleague has the opportunity, at least once a year, to have a PDR conversation that focuses on their performance, achievements, and challenges over the previous 12 months, whilst also setting objectives, and considering development and career aspirations for the year ahead. 
· PDRs are not a one-off, annual conversation. Regular one-to-one discussions, alongside a formal six-month review, should take place between colleagues and their line managers to discuss priorities, progress, support needs and development.
· All colleagues should be able to understand how their work contributes to the objectives of their School/Directorate and the University. 
· Objectives and expected outcomes should be clear and achievable, with consideration given to how the University’s values and behaviours are demonstrated in achieving them.
· Colleagues typically have their PDR with their direct line manager.  If not, it should be someone who understands the individual and their work sufficiently so that the PDR is meaningful.  
· Wherever possible, reviewers should have no more than eight reviewees to ensure they can provide effective support and conduct high-quality reviews.
· PDRs should take place within a designated review period at a time agreed between the reviewer and reviewee.  Completion of the review will be formally recorded.
· All reviewers will complete in-house reviewer training on a regular basis to keep their skills up to date and ensure a consistent and positive experience for colleagues.  
· PDR discussions and development plans should be constructive, supportive, inclusive, and focused on helping colleagues achieve their full potential.
[bookmark: _Toc241576249]What is a PDR?
The PDR is designed to support colleagues by encouraging constructive, open and supportive conversations between an individual and their line manager or reviewer. The conversation should provide a ‘look back’, allowing colleagues to capture and reflect on their achievements, contributions, challenges and development during the last 12 months; and a 'look forward' to the upcoming 12 months to agree future objectives and any development or support required.
The University's values and behaviours provide an important framework for these discussions. They help colleagues reflect on how they approach their work, collaborate with others, and contribute to the University's strategic ambitions. By embedding these values and behaviours in our everyday practice, we create an environment in which both the University and its people can thrive.
[bookmark: _Toc241576250]Benefits
Effective PDRs create value for both reviewees and reviewers, while also contributing to the success of the University. When approached as an ongoing process of dialogue, reflection and development, PDRs help individuals perform at their best, support career growth, and strengthen organisational effectiveness.
[bookmark: _Toc241576251]Reviewees
The PDR framework provides every reviewee with the opportunity to:
· Take regular time out to discuss their role, performance, development, career plans, and any support, including development, they may need.
· Reflect on recognise and celebrate their achievements, contributions and impact over the review period.
· Consider how learning, development activities, and experiences have enhanced their effectiveness and supported their professional growth.
· Connect individual objectives and aspirations to the aims of the department, the School/Directorate and the wider University.
· Discuss how the University’s values and behaviours can support the achievement of objectives and guide approaches to work and collaboration.
· Raise ideas, feedback, and suggestions that may improve individual, team, or organisational effectiveness. 
· Maintain a record of agreed objectives, development plans, and key outcomes from the discussion.
[bookmark: _Toc241576252]Reviewers
The PDR framework provides reviewers with the opportunity to:
· Dedicate time to meaningful discussions about individual performance, contributions, development, wellbeing, and future aspirations.
· Recognise and celebrate achievements, progress against objectives, and positive contributions to the team and the University.
· Provide constructive feedback and support continuous improvement and professional growth.
· Review the impact of development and identify opportunities for further learning and development.
· Ensure that individual objectives align with departmental, School or Directorate, and University priorities, helping to create a clear line of sight between individual contribution and organisational success.
· Identify individual and collective development needs to inform workforce planning, talent development, and succession planning. 
· Gain valuable feedback and insights that can enhance team performance, processes, and ways of working. 
· Support colleagues in achieving their career aspirations and developing their potential wherever possible. 
· Strengthen engagement, motivation, and performance through regular, constructive, and supportive conversations.
[bookmark: _Toc241576253]The University
An effective PDR process enables the University to:
· Foster a culture of continuous feedback, learning, and improvement. 
· Align individual and team objectives with the University's strategic priorities. 
· Recognise and reward excellence and outstanding contribution. 
· Identify current and future capability needs and inform workforce and talent planning. 
· Support employee engagement, wellbeing, inclusion, and retention. 
· Build organisational capability by encouraging ongoing learning and professional development. 
· Strengthen accountability, collaboration, and high performance across the institution.
[bookmark: _Toc241576254]Who should complete a PDR?
All colleagues are expected to engage with a PDR. Heads of Schools and Directorates are responsible for ensuring that all relevant colleagues are trained to conduct these and do so within an agreed period annually as a minimum. HR can advise on putting processes in place to support this. 
There might be exceptions under which it may be reasonable for colleagues not to engage during the PDR window, which include:
· Colleagues on contracts of less than one year or less than 0.2 FTE
· Colleagues who have given notification of their resignation from their employment.
However, such colleagues do still have the option to complete a PDR if they wish.
[bookmark: _Toc241576255]Confidentiality
While the content of PDR discussions is confidential between the reviewer and their team member, what they agree to record on the form, such as their objectives and development needs, may not be. This ensures that development needs can be considered and that objectives are appropriately aligned to the University strategic aims and objectives.
[bookmark: _Toc241576256]PDR frequency and window
It is anticipated that conversations around goals, development, and career plans will take place on a regular basis throughout the year as part of good and normal working practice. 
The University is moving towards a defined window for all Schools and Directorates for PDRs to support organisational development and improvement, and this will be in place for the 2027/28 academic year. 
A PDR conversation should take place during this defined period as a minimum requirement. Until then, PDRs can continue to be conducted to local timescales. 
[bookmark: _Toc241576257]Documentation to support PDR
Two PDR forms are available, depending on your role. 
· Colleagues in academic or research roles.
· Colleagues in professional services roles.
These, and ‘Guidance to support effective PDRs’, can be downloaded from the main PDR page.
Within each of the documents are sections for reviewees to record their comments in preparation for discussions with their reviewer. 
[bookmark: _Toc241576258]Roles and Responsibilities
There may be local variation on the approach to PDR depending on operational and departmental needs, which may include the central collation of PDRs within a department. Heads of Schools and Directorates, are encouraged to share a collated anonymised summary of departmental development needs with People Development so that appropriate development solutions can be provided.
[bookmark: _Toc241576259]

Responsibilities of the reviewee
[bookmark: _Toc241576260]Planning and preparation
· Allow yourself sufficient time to prepare for your PDR.
· Reflect on your achievements and contributions from the previous review period against your agreed objectives. Consider any successes or challenges you might have experienced. Add these to the relevant PDR form and send to your reviewer at least one week prior to your meeting.
· State your views constructively and put forward your own suggestions.
· Ask questions if you are not clear about something.
· Be prepared to listen to constructive feedback.
· Give thought to the objectives you think are appropriate to achieve for the coming year (or appropriate time frame). 
· Think about any development or support you might need to help you, either in your current role or for any future role. 
· Consider any career plans that you would like to discuss or share with your reviewer.
· Identify how your reviewer could help you achieve your objectives and development needs.
[bookmark: _Toc241576261]Responsibilities of the reviewer
The reviewer is the person facilitating the PDR conversation. In many cases this will be the reviewee's line manager. In some cases, however, where leaders and managers are managing large groups of colleagues, Heads of Department/ School/ Directorate can share review meetings among a number of appropriate reviewers. In these cases, reviewees will be informed beforehand who their reviewer will be. The reviewer may ask for additional input from other colleagues who have worked closely with the reviewee to obtain helpful feedback prior to the PDR conversation.
[bookmark: _Toc241576262]Planning and preparation
· Agree a date and time for the review meeting, allowing enough time for preparation (usually at least a week).
· Is this your first PDR conversation with the reviewee? Talk through the purpose and process with them, and your committment to having a constructive, useful discussion.
· Ensure the reviewee has the appropriate form to complete and has the opportunity to ask any questions.
· Based on the reviewee’s previous objectives, consider their development, achievements and contributions during the period.
· If appropriate, seek feedback from other colleagues who have worked closely with the reviewee.
· Consider future objectives and areas of development for the individual, ensuring these align with departmental, School/ Directorate and University objectives.
· Complete your part of the PDR documentation.
· Consider any challenges that arose during the year and think through how you will discuss these with the reviewee.
· Do not raise any major concerns with the reviewee during the PDR if these have not previously been discussed. There should be no surprises raised at the discussion.
· Make a note of any actions that need to be agreed by the end of the conversation.
[bookmark: _Toc241576263]Practical arrangements
· Book an appropriate venue for the conversation.
· Ensure there are no interruptions.
· Ensure you are familiar with the Department’s/ School’s/ Directorate’s plan and strategic objectives so that individual objectives can be appropriately linked. You may find it helpful to refer to the University’s Strategy.
[bookmark: _Toc241576264]Follow up
· Provide the reviewee with the necessary support and appropriate resources to access agreed development and as agreed with your Head of Department/ School/ Directorate. 
[bookmark: _Toc241576265]Responsibilities of the Head of School/ Directorate/ Department
· Ensure that all employees have a PDR to discuss their development and role, and that the PDR scheme is organised appropriately in the School/ Directorate/ Department. 
· Ensure that reviewees are made aware of the School/ Directorate/ Department objectives and the University Strategy to ensure they can appropriately align their objectives. 
· Ensure all reviewers are clear on their role and responsibilities and have had any appropriate training or guidance as required. 
[bookmark: _Toc241576266]Collation of Development Needs
To inform future learning provision for colleagues please share an anonymised summary of development needs in your areas with People Development. This could be, for example, a list of high-level topics or development options (such as ‘presentation skills’ or ‘coaching’) and an indication of numbers of colleagues within the department who would benefit from these.
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Figure 1

If it is appropriate, you may wish to separate the ‘look back’ and ‘look forward’ conversations.
[bookmark: _Toc241576268]Supporting Documentation
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[bookmark: _Toc411949769]For information on tools, techniques, hints and tips that will support an effective PDR process, please refer to the supporting document entitled ‘Guidance to Support Effective PDRs’.
[bookmark: _Toc241576269]Version control
	Version 
	Keeper
	Reviewed
	Approved by
	Approval date

	1.0
	HR
	Annually
	?
	?




PDR conversations arranged


Reviewee completes the retrospective review sections using the relevant PDR form


Form sent to reviewer at least one week before the PDR conversation


Reviewer completes their section of the form and shares it before the meeting


PDR conversation takes place to look back over the last 12 months and ahead to the next 12 months


Future goals and development are agreed and career plans discussed and captured


Any final notes added by reviewee and both parties sign to complete the form


Completion data is collated locally


Six month review, regular 1:1s and review conversations are planned throughout the next 12 months
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