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PERSONAL DEVELOPMENT REVIEW:  SUPPORT & ACADEMIC RELATED STAFF

YOUR DETAILS:
	Name of reviewee:
	

	Job title:
	

	Department:
	

	Date of this review:
	

	Name of reviewer:
	

	Job title of reviewer:
	


OBJECTIVES – WHERE DO WE WANT TO BE?
Although the PDR is an annual process, the expectation is that it will be linked to your team objectives and integrated with day-to-day management processes and departmental activities. The team or project objectives should be central to your own personal objectives.
CONFIDENTIALITY

Only the researcher, reviewer, and HR Manager should retain the completed documentation, and strict confidentiality should be maintained.  Where general matters of concern are raised, confidentiality should be preserved and individuals should not be named.
Team Objectives (if applicable):

· E.g. To build upon our position as one of Department’s expert in a certain administrative process
· E.g. To deliver timely, impactful administrative support including through effective collaboration with different stakeholder across the University
SECTION A: PDR PREPARATION FORM (ROLE AND OBJECTIVES)
To be completed by the staff member at least one week before the review discussion and shared with the reviewer along with a copy of your last PDR or interim objectives and a copy of your job description.
Your Current Role: 

Thinking about your team objectives we would like you to review your current role (including your achievements and challenges) over the last 12 months. We would also like you to identify any areas where you can further challenge yourself or further your personal and professional development over the next 12 months.
1. List briefly your main duties/activities in the preceding twelve-month period 

2. List the main changes, if any, in the responsibilities of your post in the last 12 months 

3. Do you feel your job description may need updating? (For example, have your duties and or responsibilities significantly changed since it was issued?)
If yes – please update the copy of your job description, both employee and reviewer should sign and return it to the HR Department   

If not – please do not amend your job description, both employee and reviewer should sign and return it to the HR Department
4. Provide examples of how you have met the objectives set during your previous review, or those set over the last 12 months.
5. Comment on any additional achievements which were not part of the targets set at your previous review. 

6. Please comment on any career development and or training activities you have taken part in since your last review.
7. Describe any difficulties or obstacles you have encountered (have they been resolved, if not what additional action do you plan to take or what support may be required?) 

8. (if applicable) As someone who has a responsibility to others (e.g. manages a team, supervises interns or manages projects etc.) do you feel you could improve on any areas that may impact on others (e.g. communication, time management, working relationships etc.) 
9. What are your main aims or objectives for the next 12 months; these should be in line with the strategic objectives for the department and your team forward plan (objectives can be attached on a separate sheet e.g. SMART objectives template or similar document)

NOTE: Objectives for the coming year should be discussed at the PDR meeting and should be agreed by both the line manager and the individual. Objectives should be clear about outcomes, expectations, deadlines etc. as well as about support or training needs required in order to meet objectives successfully. 
Most people set three to five objectives for the coming year depending on the size and complexity of the objective
Your Training and Development:

We want you to be successful in the job you have been appointed to do.  Please identify relevant training and development activities you would like to undertake over the next 12 months, and your line manager, HR and the department will try to support you in completing this. 
10. What training activities do you need to undertake to help you to achieve your objectives over the next 12 months? N.b. for further information regarding any of the courses listed below including how to request a place on a course; please refer to the POD website: https://pod.admin.ox.ac.uk/courses-and-learning-resources 
☐ Assertiveness: Managing Relationships in the Workplace
☐ Coaching Skills for Managers

☐Developing Leadership and Management Practice
☐Introduction to Management Skills at Oxford
☐Developing Management Skills at Oxford
☐Difficult Conversations  

☐Feedback Conversations: How to give and Receive Feedback

☐Managing People: (online)
☐Managing your manager
☐Managing meetings
☐Presentation Skills

☐Project Management Essentials

☐Proof-Reading and Polishing your Documents

☐Recruitment & Selection (online) 

☐Springboard: Women’s Development Programme

☐Time Management for Support Staff and Managers

☐Other (please specify): 
11. What role specific training do you need to undertake to help you to achieve your objectives over the next 12 months? n.b. this could be training on niche software, H&S training, professional qualifications  etc.   
12. What development activities do you need to undertake to help you to achieve your objectives over the next 12 months? n.b. these are experiences rather than formal training courses (for example: sitting on a recruitment panel, joining a committee, presenting at a team/other meeting, managing a project etc.)  
13. What support will you need from your manager/team to help you achieve your objectives over the next 12 months? n.b. this can include covering time out of the office on training courses, coaching for development activities and financial contributions towards external training courses/sessions/seminars
SECTION B: PDR PREPARATION FORM (HEALTH AND WELLBEING)
Please comment on your workload and work/life balance and if required contact Human Resources to discuss support available in line with University policies and procedures such as information on flexible working or support with training courses that may support you personally and or professionally.
	Questions:
	Responses: 

	Do you feel your current workload and level of responsibility are reasonably manageable? 
	

	Are you generally able to complete your key responsibilities within the standard working hours?
n.b. these are 36.5 hours per week for Grades 1-5 and nominally 37.5 hours per week for Grades 6 and above
	

	Do you feel you have a good work/life balance? If not, please provide details. 
	


Please use this box for any further comments: 
SECTION C: THE REVIEW DISCUSSION
To be completed by the reviewer – discuss sections A and B with reviewee and discuss actions, support required etc. 

Feedback on Reviewee’s previous 12 months: 

Career development, training and or support required:

SECTION D: RECORD OF REVIEW DISCUSSION
This section should be completed by the reviewee and the reviewer after the review discussion has taken place.
Reviewer summary of the PDR:
Further action required by the Department (if any):
Reviewer signature: __________________________________________________________________

Date: ______________________________________________________________________________

Reviewee additional comments if any:
Reviewee signature to agree they have seen the full contents of the form:

Reviewee signature: __________________________________________________________________

Date: ______________________________________________________________________________

Note: Both the reviewer and the reviewee should sign the completed PDR review to confirm that the review has taken place and the objectives for the coming year have been agreed before being forwarded to Human Resources (via pdr-cdr@materials.ox.ac.uk ).

	Date received by Human Resources :
	

	Date Added to the PDR tracker: 
	

	Signature:
	


Confidential
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Note: A copy of the completed and signed form will be kept on the reviewee’s personnel file. Individuals should also keep a completed and signed copy of this form for their own records. 
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