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1. Introduction  
 
The University Strategy Map can only be achieved through the effective performance management 
and the supported development of all our members of staff.  The Personal Development and 
Performance Review (PDPR) is the main mechanism for a clear and consistent approach to 
reviewing work progress, providing constructive feedback, identifying development needs and 
setting objectives. The PDPR will take place with each academic staff member on an annual basis.  
A mid-year update will take place at which individual performance and development will be 
discussed to identify progress and ensure that original objectives are still appropriate and that all 
supporting resources are available.   

 
2. Aims and Purpose 
 
The PDPR process is designed to provide a transparent and objective scheme through which 
individual performance is stimulated, supported and managed and in the context of continuing 
personal and professional development, considering both the interests of the University and 
members of staff.  
 
For the individual and the University, the PDPR process will:  

• enable members of staff to develop their careers by discussing, reviewing and setting 
ambitious targets and objectives that are specific, measurable, attainable, relevant, and time 
bound; 

• foster a spirit of trust and co-operation; 
• help the individual to achieve their best; 
• help the individual to identify and develop potential for promotion and progression; 
• recognise areas of strength and celebrate high performance; 
• identify any areas that require further personal development and put in place appropriate 

support; 
• help Schools and the University to achieve their aims around strategic and sector initiatives 

for example REF, TEF and KEF; 
• demonstrate clear career pathways; 
• help embed talent management and succession plans; 
• support effective two-way communication, with a positive impact on morale and motivation; 
• ensure all staff have an equal opportunity in relation to personal and career development.  

 
3. Outcomes of the Personal Development & Performance Review 
 

a) Enables the Reviewer and the Reviewee to stand back from day to day activity and engage 
in dialogue about the individual’s longer term progress and development through a discussion 
of the full breadth of their duties, targets, objectives, needs and aspirations.  

b) Provides a formal opportunity for academic staff to present what they feel to be their main 
achievements over the previous 12 months and to make plans for the year(s) ahead in 
conjunction with School and University requirements.   

c) Enables individual development plans to be produced that address and support professional 
development, including any gaps in skills, knowledge/ experience and training. 

d) Where there are any concerns about the performance of the staff member, the Reviewer 
will give clear feedback to the Reviewee about the nature and seriousness of those 
concerns and the Reviewee will be able to respond to such comments and concerns.  Clear 
objectives to meet required improvement should be agreed within set timeframes and 
appropriate support should be confirmed.  A review period should also be set and the 
Reviewer should explain the implications if sufficient progress is not made.  
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4. Scope 
 
The PDPR applies to all permanent and fixed term academic and research staff across the 
University. Staff employed on a fixed term contract of less than one year will not generally have a 
PDPR as the Probation Period will be in place. 
 
  
5. Alignment to Strategy, Training and Preparation 
 
 

 
Roles and Responsibilities 
 
5.1 School Senior Management Team (SLT) 
 

a) School SLT must produce a School Strategy for academics that includes both Teaching & 
Learning and Research. 

b) Ensure all Reviewers have undertaken the appropriate training and all individuals have been 
allocated a Reviewer.  

c) Before the start of the PDPR process communicate the School objectives and priorities to 
the Reviewers for the year ahead. This will help to inform the conduct and content of the 
PDPR meetings. 

d) Support academic staff to develop and deliver their academic plans.  
 
Note: A PDPR will normally be conducted by the individual’s line manager and is expected to last 
about an hour. In instances where managers have large numbers of staff reporting directly to them, 
SLT may choose to nominate additional staff members to act as Reviewers on their behalf. It is 
essential that Reviewers who conduct the PDPR with a member of staff have a good level of 
knowledge about the area that they work in and are able to appropriately converse with the individual 
regarding their performance and development needs whilst understanding and being fully aware of 
the School and University objectives.  

 
 

5.2 Reviewers 
 

a) The Reviewer must have undertaken the University’s PDPR training.  
b) The Reviewer will arrange the PDPR meeting at a mutually convenient time, giving plenty of 

time for preparation, and within the staff member’s normal working hours.  
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c) Objectives for each staff member will be set at the PDPR meeting, or as soon as practicable 
after, the start of each appraisal period. 

c) The Reviewer will facilitate a constructive, two-way and open discussion, acknowledging and 
encouraging discussion of successes in relation to objectives and targets and identifying 
areas for development. 

d) The Review is focused primarily on the next 12 months, but should consider how to 
reasonably accommodate and facilitate potential changes in the individual’s academic profile 
over the next one to five years as appropriate (i.e. teaching related, research related etc.) for 
planning career development. In some cases, objectives may be agreed that extend beyond 
a year. 

d) The Reviewer will ensure the PDPR is very much future orientated, being predominantly 
concerned with setting objectives and improving performance for the next 12 months. It is 
important that clear SMART goals are set within this PDPR cycle to provide clarity for the 
Reviewee and to enable an individual’s progress to be assessed.  

e) The Reviewer will ensure performance objectives are clearly linked to School plans and are 
SMART (Specific, Measurable, Achievable, Relevant and Time bound). They will be 
appropriate to the staff member’s role, grade and level of experience. 

f) A mid-term update will take place at around the 6-month point but regular ongoing 
discussions are encouraged and where concerns have been identified there will be a review 
of progress against agreed objectives for improvement at more regular intervals allowing 
sufficient time for improvement.  

g) The Reviewer will consider the aims and aspirations of the member of staff in setting 
objectives, whatever the stage they have reached in their career, and will consider these 
alongside those of the School and University to determine if they are reasonable and 
required. 

h) The Reviewer will discuss with the Reviewee their development needs and the skills, 
knowledge, experience, training, mentoring, coaching or any other support the Reviewee 
needs to gain to improve their performance.  

i) Every effort must be made to ensure that the agreed development activities take place. In 
the same way objectives may change throughout the course of the review year, so might the 
associated development needs and activities. This will be reviewed at the mid-term update 
or at any other time as identified by the Reviewer or Reviewee. 

j) In addition to the PDPR meeting and the mid-term update, frequent discussions should take 
place between the line managers and their members of staff to allow for regular feedback on 
performance and progression demonstrated in relation to the objectives set during the PDPR. 
As part of these regular discussions, objectives and development plans set during the PDPR 
should be kept under review and adapted accordingly ensuring appropriate support is in 
place.  

k) The Reviewer will complete the Record of PDPR form and provide to the Reviewee within 5 
working days of the meeting. The Reviewee must sign and return this form to the Reviewer 
within 5 working days.  Once the agreed and signed form is received the Reviewer will 
complete the Summary of PDPR form and forward it to the Dean/SLT.  The Reviewer and 
Reviewee may agree between them who will complete various sections of the forms as 
appropriate.  A key element of the PDPR is for objectives and outcomes to be agreed 
between the Reviewer and Reviewee. Should there be any difference of opinion and/or any 
observations about the conduct of the PDPR, this should be recorded within the PDPR 
records.  
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Objectives and performance management discussions will not be based solely on data or 
metrics. The purpose of such information is to inform discussion, and will not be used in 
isolation when making decisions about performance.   The range and level of information 
collected will always be proportionate and minimise workload. 
 
Data and information listed below will be provided by Schools to all Reviewers and Reviewees 
five working days before the PDPR meeting. The purpose of this information is to be used in a 
supportive fashion to inform the discussions.  The Reviewee may wish to provide additional 
data or information prior to the PDPR meeting to inform discussions.  
 
Key data relating to individual performance but also information on team and School 
performance is included, as it is only within that wider context that the challenges for the 
individual and the department/school over the last appraisal period can be understood, and 
objectives and support for the next appraisal period developed. Objectives are expected to be 
linked to School improvement priorities and needs, which this data helps to identify and 
understand.  
 
  

• Workload Allocation Models • NSS/HSS Scores • Attendance Rates 

• Module/Course Evaluation • PGR Numbers • PGR Completions 

• Publications Outputs • Student Retention  • Student Attainment 
• Observations 

• Grant Income applied for 
and awarded  

• Citations, H-Index  
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5.3 Reviewee 
 

a) The Reviewee must have undertaken the University’s PDPR training. 
b) The Reviewee must actively engage and take part in the PDPR process. 
c) The PDPR process places emphasis on self-appraisal, ensuring that members of staff reflect 

on their own performance and have a major role in determining their own development. 
Individuals must complete this aspect of the process.  Schools will provide appropriate 
sources of data to support this reflective process. To allow for a more natural discussion, it is 
the responsibility of the Reviewee to complete the Reviewee Preparation Form to be provided 
to the Reviewer at least five working days before the PDPR meeting. The document should 
provide sufficient information to enable a constructive discussion to take place.  

d) For a first PDPR no documentation from a previous meeting will be available, although 
objectives may have been set through other means (e.g. through an induction/probation 
process or through other review processes which may have been operating).  

e) The Reviewee will identify activities that will address their learning and development needs. 
This could be a leadership programme, peer observation of teaching, secondment, work 
shadowing etc.  The Reviewer will take steps to reasonably ensure that the Reviewee is 
supported in the agreed development CPD activities. 

f) The Reviewee should seek clarification from the Reviewer if they are unclear about their 
objectives and what evidence will need to be produced to demonstrate achievements. 

g) Following the PDPR meeting the Reviewee will receive a summary of the meeting from the 
Reviewer within 5 working days.  Upon receipt of the summary the Reviewer must sign and 
return it to the Reviewer within 5 working days. 

h) Should there be any difference of opinion and/or any observations about the conduct of the 
PDPR, this should be recorded. 

 
Note: PDPR’s are normally conducted by the line manager. Only in exceptional cases and where 
the Reviewee can provide objective evidence to support the belief that they would not receive a fair 
PDPR from their line manager, would this not be the case. The Reviewee would need to provide 
this evidence in writing to the Dean who will seek to resolve the issue or will assign the individual to 
a different Reviewer as appropriate.  
 
Note: PDPR arrangements for new employees should be managed within the induction procedures.  
Where staff are subject to the University’s probation process, objectives that are set as part of their 
PDPR should be referenced as required during probation review meetings.  
 

5.4 Dean and SLT 
 

a) The Dean and SLT will ensure that all PDPRs have been completed. 
b) The Dean and SLT will review the completed PDPR Summary Forms to ensure quality and 

consistency is maintained.  
c) The Dean and SLT will ensure that resource allocation for future training and development is 

clearly articulated in School plans; that development activities are monitored; and that 
PDPR’s are embedded as a key management responsibility. 

d) The Dean and SLT will ensure that objectives set are SMART and aligned to School plans.  
e) The Dean and SLT will consider any difference of opinion between the Reviewer and 

Reviewee regarding (i) the objectives and support set, or (ii) any areas of concern about 
performance set. The Dean and SLT will liaise with both parties to reach a mutually agreed 
outcome 

f) The Dean and SLT will ensure achievements are recognised, encouraged and celebrated 
within the School.   



PDPR Jan 2020 

 
 
 
6.  Access & Confidentiality  
 

a) As with all personal data affecting members of staff, the outputs from the PDPR process will 
be treated in a confidential manner in accordance with the General Data Protection 
Regulations.  

b) Only the Reviewee and Reviewer will have access to the full PDPR form. 
c) The Dean and SLT will have access to the PDPR Summary Form.  
d) Anonymised reports of individual objectives and development needs may be used by 

management for planning purposes and provided to People & Organisational Development 
(P&OD) to identify training needs. The documentation may also be made available to 
Human Resources to inform quality assurance, audit processes and planning. 

 
 
7.  Training, Monitoring & Evaluation  

 
a) The success of the PDPR process depends, to a great extent, on how effectively the 

Reviewer and Reviewee conduct themselves and participate in the PDPR process. 
b) All Reviewers and Reviewees must have completed training prior to undertaking PDPRs.  

This training is available through the P&OD department.  Members of staff are encouraged 
to contact P&OD if they feel further help is needed in respect of either of these roles.  
Periodic refresher training should also be undertaken by Reviewers (no later than every 3 
years).  Training will address both the skills required and the behaviours and attitude need 
to engage fully with the PDPR process. 

c) The completion and quality of the PDPRs will be monitored by the Dean, SLT and HR.   

 
8. Related Procedures 

 
a) A PDPR meeting can be an appropriate and helpful forum for discussing under-

performance in a constructive and helpful way, and areas of concern will be clearly 
identified and responded to with clear objectives for improvement, appropriate support, and 
review of progress that allows sufficient time for improvement. Only in cases of significant 
and/or sustained under-performance where the staff member has not responded to the 
support provided within the appraisal process   identified through this process may the 
process transition to the Capability Procedure. The staff member must be notified in writing 
that the PDPR process will no longer apply and will be dealt with separately through the 
relevant Capability Procedures.  
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