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Registrar and Secretary’s Office
PREPARATION FOR EFFECTIVE PDR MEETINGS 
A CHECKLIST FOR REVIEWERS
Although the Performance and Development Review Meeting forms an annual focus for staff appraisal and development activity, staff development, review evidence collection and the pursuit of objectives continues throughout the year. 

Certain outcomes of the PDR process ensure that staff are effective, are clear about their role and are supported in contributing to the objectives of the university as outlined in Leeds Met Vision and Character. To enable this to happen Managers and Team Leaders need to plan and prepare for PDR meetings carefully and to continue to monitor and support staff progress task throughout the year:
Throughout the year

· Make yourself available to staff to discuss job and performance related issues.
· Give frequent and timely feedback to individuals

· Keep notes on your reviewee’s performance (remember: there should be no surprises at PDR meetings)
· Ensure that any individual  performance concerns are raised 

· Ensure that the mid year and quarterly progress checks do take place.
· Conduct frequent and regular team briefings

· Ensure that staff are consulted when setting team objectives and updated on progress towards meeting those objectives
· Ensure that staff are familiar with divisional objectives and with Leeds Met Vision and Character

Preparation for the PDR meeting
· Review the job description, last performance or mid year review form (if applicable), your records of the individual’s performance, one to one meeting notes etc
· Consider the whole of the last period – team and personal objectives, work plans, targets, training and development plans – how well were they achieved? How did the person contribute to team activities?
· Consult – the colleagues/students/customers – what feedback can they provide about the individual’s work and working/professional relationships?

· Consider – individual, faculty/function/department and University wide

· Be aware of – individual’s results, achievements, new qualifications

· Anticipate – areas of concern, questions, aspirations, development needs – how will you handle them?

· Decide – on a few key messages

· Consider the forthcoming period – objectives, work priorities, training and development requirements

Pre-meeting

· If it is to be an individual’s first PDR meeting, consider holding a short pre-meeting before the PDR meeting to explain the objectives, purposes and procedures. Encourage the individual to self-assess their performance and bring along relevant evidence, facts and examples of achievements.

· Agree a quiet venue – and make sure you will not be interrupted

· Ensure that you both have sufficient time available – 2-2.5hrs is recommended.
· Prepare an agenda – note the work to be praised, key messages, specific examples
The PDR Discussion
· The focus of discussion should be on key responsibilities, objectives/targets, plans and contributions (as appropriate) and how well the employee has performed in these areas since the last review
· Consider the employee’s performance for the entire period under review – try not concentrate on single accomplishments/ failures or recent performance
· Consider what evidence you have to support your judgements – what measurements and data are available that will shed light on performance?

· What difficulties, if any, have hindered performance – think of the reasons why they occurred – the involvement of the employee – the action taken at the time and subsequent performance
· Consider the attitude and contribution of the employee to the job, the team/organisation, and the individuals with whom he/she works and whether this can be improved
· Consider those aspects of the job that could be improved and what plans you have to help the employee to improve performance
· Are all the employee’s skills being used?
· Do not dwell on performance concerns, salary grading issues, job redefinition or similar matters  - these issues should have been raised prior to the PDR Meeting

· Remember to remain neutral and to use body language and questioning effectively
The Meeting
· Keep to time and ensure no interruptions. Make sure drinks are available
· Agree what is to be reported under the Performance Objective Review, ACTs Review and Performance Summary, and agree new or amended Performance Objectives for the next review period.
· If agreement cannot be reached explain that the matter can be referred to the ‘grandparent’ for arbitration and agree the action(s) to be taken.

· Take detailed notes – it is your responsibility to complete the Performance Development Review Documentation

· Ensure that any agreed actions are SMART and if appropriate – within budget

· Once discussed invite your reviewee to provide a summary of their own comments for inclusion in the ACTs Performance Summary
Post Meeting
· If necessary take urgent steps to refer problems encountered in the PDR discussion to the grandparent
· Word process the documentation within the next 2 working days ensuring that the reviewee’s comments are included unedited. Remember that this is a confidential document.
· Discuss, agree and if necessary amend the word processed PDR document before signature by both parties. This may require a short additional meeting.

· Seek feedback from your reviewee – how did they feel about the experience – was it positive?

· Forward the signed copy of the PDR review to the reviewers manager/reviewees ’grandparent’ for countersignature.
· Once returned ensure that the reviewee receives a copy of the PDR Review, that a copy is forwarded to the RSO HR Consultant and that you keep the third copy in a secure place.

· Ensure that any application for RSO staff development funding is made promptly
· Prepare to start the process of review
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