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Frequently Asked Questions about the PDR Process
What is Performance and Development Review (PDR) at Leeds Met?

The Performance and Development Review process is to replace the previous Leeds Met Staff Development Discussion/Appraisal scheme. The PDR process focuses on contribution ie ‘what’ staff do (objectives) and how they do it (behaviours). It is a key element of Leeds Met’s commitment to enabling staff to deliver high levels of performance. 
It ensures that staff:
· Are working to clearly defined objectives

· Understand the behaviours (ACTs) that are important to their individual performance and that of the university.

· Receive feedback on their performance

· Have a development plan

Confidentiality concerns - who will have access to my personal PDR documentation?

The reviewer, ‘grandparent’ and the RSO HR Consultant will all have access to the PDR documentation.  The reviewee and reviewer will retain copies, whilst the HR Consultant will ensure the original is securely filed. 
What if I do not agree with some of the comments made during my PDR or with my line manager’s assessment?

A key element of the PDR process is for objectives and outcomes to be agreed between both the reviewer and reviewee.  However, should there be any difference of opinion it is important that this is recorded in the PDR documentation.  All outcomes of the PDR process are overseen by the ‘grandparent’ reviewer for each area.  Where any difference of opinion has occurred, the ‘grandparent’ will assess if any further action/clarification is required.  

How do I make the PDR process become part of daily life rather than an annual chore?

It is important to set regular dates to review progress toward objectives and to update them as necessary. As an RSO staff member you will a minimum of four PDR discussions with your Manager each year. Account can be taken of objectives that have ceased to be relevant or unforseen objectives that need to be included. To help you remember, it is a good idea to keep a regular record of your staff development activities, achievements and contributions. Forms are available for this purpose

What if I would like to develop in an area that is not directly linked to my role?

It is important to remember that, although there may be areas in which you would like to develop, they may not always be relevant to the work that you do.  In such cases any resources (e.g. time) that you may require to undertake such development will need to be negotiated with your line manager and allocated in line with University policy.

Setting Objectives

How many objectives will be set?

Usually around 4 objectives will be set, with a maximum of 6.  The number of objectives set will depend on their complexity/nature.

What if I am set unrealistic objectives by my reviewer?

The review meeting is a two way process, there should be no surprises and objectives should be agreed by both the reviewer and reviewee.  Both the reviewer and the reviewee should understand what the objectives mean in practical terms and the type of evidence that will be required to assess whether they have been achieved.  Where any difference of opinion has occurred, the ‘grandparent’ will assess if any further action/clarification is required.  If the reviewer and reviewee are unable to agree objectives, this should be noted on the PDR form for consideration by the ‘grandparent’.  

What support will reviewees have to achieve their objectives?

Any development needs, linked to the achievement of an individual’s objectives, should be recorded and addressed in the ‘Development Needs’ section of the PDR form. Exploration of the practical implications and any potential resource requirements of anticipated development needs should be made prior to the PDR meeting.

What if there is a difference of opinion between the reviewer and reviewee as to whether the objective has been achieved?

It is important to check how clear the objective was and the measures were.  If it is not clear whether the objective has been achieved, it is likely that the objective, the measure, or both were unclear to begin with.  Focus on the facts rather than on individual opinions, i.e. what actually happened as opposed to judgements.  Ideally the original measuring criteria should make these decisions easy to make.

Leeds Met ACTs
What is Leeds Met Attitude Character and talent (ACTs)

The Leeds Met ACTs framework is an illustration of the values and behaviours which underpin the university’s Vision and Character Statement. ACTs is grouped into 3 clusters – Student Centeredness, Working with others and Future Focus. Each of these containing a further 3 attitude character and talent dimensions. Further info can be found at www.leedsmet.ac.uk/acts  or witinh the ACTs Source booklet which can be collected at any Helpzone.
Leeds Met ACTs forms a key part of the Performance and Development Review discussion and will also be incorporated into staff development, reward, talent management and recruitment.

Do employees have to fulfil all the requirements given in the source booklet?

It is important that all employees demonstrate behaviours in relation to all nine attitude, character and talent dimensions. However, the examples provided in the source booklet are not intended to be an exhaustive list. In practice, one or two examples of behaviour demonstrated by an individual should be recorded against each of the nine areas.
Concerns that assessments of whether an individual is demonstrating the ACTs behaviours will be subjective

There will always be an element of subjectivity. However the ACTs are very clear and evidence will need to be provided in the ACTs source booklet. Potential methods of providing evidence of observable behaviour include:

· Regular individual updates

· Team Meetings

· Participation in other meetings eg working groups, shortlisting meetings, project planning away days
· E-mails/reports relating to the progression of tasks or activities

· Participation in university networks

· Providing training or induction support
Contribution Reward

How do staff apply for contribution reward?

Recommendations for contribution reward for support staff will be submitted to the RSO HR Consultant by line managers.  The individual may provide additional references or supporting information from a maximum of two colleagues who are appropriately informed regarding their performance.

A panel which will include a Dean/Director or nominated representative from another area, advised by an HR representative will consider these recommendations. Staff who have been put forward for consideration will be notified in writing.  A standard contribution reward form will be completed and applications will be informed by the outcomes of a PDR discussion. 

How will Contribution Pay be awarded fairly?

Managers will receive training on the new scheme. The deciding panel will have a senior manager present from another Faculty/Area/Department to ensure equity of approach and the distribution of awards will be monitored on a University wide basis.

(Further examples of FAQs can be found at
 www.leedsmet.ac.uk/goodpractice) 
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