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Registrar and Secretary’s Office
Performance and Development Review Guidelines

Introduction
1. Leeds Met’s Vision & Character can only be achieved through the effective performance and development of all staff.  The University is committed to enabling staff to deliver high levels of performance through the annual Performance and Development Review (PDR) process.  The purpose of this process is to ensure that all staff are working towards clearly defined performance objectives and development goals and receive appropriate feedback on their performance and development over the previous year. The key objectives and outcomes should be recorded and agreed on the scheme documentation and this should be referred to throughout the year to guide and monitor progress. 

Operation of the Performance and Development Review Process
2. The Performance and Development Review process applies to all staff in the University.  PDR discussions and documentation should be completed for all staff. 

3. The Performance and Development Review process will take place every year. The RSO cycle will commence in August. All staff, including managers and operational staff will be expected to undertake a PDR review between August and the end of the second week in October.
4. All RSO staff will undertake a mid year progress review in February/March and reviewers are expected to undertake quarterly progress checks with their staff in November/December and May/June each year.

5. Reviewers are reminded that they must adhere to the timetable for the Performance and Development Review process.  
6. Where staff join the university or start a new role after the end of the review period it is expected that objectives will be agreed for them within a month of appointment which will be reviewed as part of the annual process. 
7. It is expected that the PDR process will be conducted by the individual’s line manager.  However, in instances where managers have large numbers of staff reporting directly to them, they may choose to nominate additional individuals to undertake the PDR process on their behalf.  It is essential that reviewers who conduct a PDR discussion with a member of staff have a good level of knowledge about the area that they work in and are able to provide informed feedback regarding the individual’s performance.

8. All staff conducting PDR discussions must have undergone training in the university’s process.

9. If staff do not wish to participate in PDR discussions with their line manager or nominee they must contact the Senior Manager for their area in writing, indicating their reasons.  The Senior Manager will seek to resolve the issue or will assign the individual to a different reviewer as appropriate.

10. The outcomes of the Performance and Development Review process will be overseen by ‘grandparent’ reviewers in each area.  They will review the documentation to ensure quality and consistency of operation of the PDR process across reviewers.  In addition, if any difference of opinion between the member of staff and their reviewer is recorded on the documentation, the grandparent reviewer will assess whether further action/clarification is required.

Documentation

11. There are two key documents within the PDR Process: the Performance and Development Review document and the Leeds Met ‘Attitude, Character & Talents’ (ACTs) framework.

11.1
Performance and Development Review (PDR)

The PDR is made up of:

- Performance Objectives

- Attitude, Character & Talents (ACTs)

- Performance Summary

- Development Review

Each of these aligns with one or more tables that are to be completed during the PDR process:

11.1a
Performance Objectives

· Performance objectives (normally no more than 6) for the next 12 months will be identified and agreed between the reviewee and reviewer.  Progress towards these performance objectives will be discussed at regular intervals, culminating in the final review of the year. During the review year, account should be taken of any objectives that have ceased to be relevant, or any unforeseen objectives that should now be included. 

· It is expected that performance objectives will be clearly linked to RSO and team objectives/plans which, in turn, impact on the achievement of the university’s corporate objectives, outlined in the Vision & Character statement. 

· Performance objectives should be SMART (Specific, Measurable, Achievable, Realistic and Timebound).  Both the reviewer and the reviewee should understand what each  objective means in practical terms and the type of evidence that will be required to assess whether it has been achieved.  In some cases objectives may be agreed that extend beyond a year, and may link with career planning.  These will need to be carried over from one reviewing year to the next.  It is important that clear goals are set within this longer timeframe to enable an individual’s progress to be assessed.
· In the final review discussion, the individual’s performance in the achievement of each of the objectives will be assessed and recorded on the form as follows:

Exceeds Expectation:

The employee has exceeded all aspects of the objective.  The work has been of a good quality, demonstrated a high level of performance and made an effective contribution to the team/area’s success.
Meets Expectation:

The employee has met all aspects of the objective to a satisfactory standard and consequently their contribution meets an acceptable level in this area.
Below Expectation:

The employee has failed to meet all aspects of the specified objective.  It should be made clear what improvements are required and development needs discussed to support them.
11.1b
Attitude, Character & Talents (ACTs)

· The PDR process also requires the individual to be assessed against a range of behaviours grouped under the headings of ‘Student-Centredness’, ‘Working With Others’ and ‘Future Focus’.  These behaviours are regarded as equally important components of effective performance as the achievement of annual outcomes.  The way in which those outcomes have been fulfilled has wider implications for the quality of the student experience that Leeds Met delivers and the long term success of the university in achieving its corporate objectives as outlined in the Vision & Character statement.

· The ‘Attitude, Character & Talents’ definitions are grouped into grade bandings as outlined in the source document, which can be found at                        http://www.leedsmet.ac.uk/acts.

· Reviewees should reflect on examples of effective behaviour that they have demonstrated during the course of the year in advance of the PDR meeting. Reviewers may equally have observations or feedback regarding the reviewee’s behaviours in these areas which need to be discussed as part of the PDR meeting.  Assessment will be recorded on the form, using the following scale:

Fully Met:

The employee has demonstrated all of the behaviours described in this area. 

Partly Met:

The employee has made some progress towards demonstrating the behaviours but further development is required to ensure that all aspects of the behaviour are met

Not Met:

The employee has failed to demonstrate the expected behaviours in a consistent manner.  It should be made clear what improvements are required and development needs discussed to support them.  

· Where appropriate, any areas that require improvement will be identified and fed into the development needs recorded on the PDR form.

· An optional form is provided to enable all RSO staff to record examples of relevant behaviours during the period under review

· The full source document for Leeds Met ‘Attitude, Character & Talents’ (ACTs) is available on-line at http://www.leedsmet.ac.uk/acts and includes examples of the types of behaviours that would be expected. This is not intended to be an exhaustive list but gives an indication of the type of examples required on completion of the PDR form.

11.1c
Performance Summary

· The reviewer is required to record a brief summary of the individual’s overall performance.  

· The reviewee is also provided with the opportunity to record brief comments regarding his/her performance over the year.  If s/he does not agree with the reviewer’s assessment s/he can record this or any observations about the conduct of the PDR process at this point.
11.1d
Development Review 

· Discussion of development needs should also take place between the reviewee and reviewing manager during the same meeting. It should address immediate job related development needs, and also consider longer term potential and aspirations in terms of career planning.

11.2 Completed Documentation

The reviewer, reviewee and ‘grandparent’ are all required to sign and date the form.  A copy of the form should be kept by both the reviewer and the reviewee, and the original passed to the RSO HR Consultant.  The ‘grandparent’ will liaise with the HR Consultant to ensure that the outcomes are used to support the RSO and University wide development planning.  By signing the PDR document both the reviewer and reviewee are undertaking to comply with the development objectives that have been identified.

Outcomes of Performance and Development Reviews
12.
 A number of outcomes will be achieved as a result of the Performance and Development    Review process:

· Individuals should have a clear understanding of the objectives to be achieved relating to their role and career. There should also be an understanding of how these objectives link to faculty/area plans and the University’s Vision & Character statement.

· Individuals should also have had a discussion of their areas of strength and areas for development in relation to ‘Attitude, Character and Talents’, and any other relevant aspects of the role which impact on their performance, objectives and future career plans. 

· A development plan aimed at addressing any gaps in ability, skill, attitude and experience which are important to the achievement of objectives and successful fulfilment of an individual’s role. The plan may also relate to longer term career planning. The plan should be clear regarding who is responsible for organising development, timescales for achievement and realistic in terms of any resources required to achieve it.

· Where the outcome of a Performance and Development Review indicates that an individual has exceeded expectation in relation to objectives set over the previous 12 months and has also fully met the expectations set out in the ‘Attitude, Character & Talents’ framework, s/he may be eligible for consideration for a contribution reward. Please see the ‘Contribution Reward’ scheme document, for further details.

Mid Year Review and Quarterly Checks 

13.
RSO staff will undertake a mid year progress review which will focus on progress toward meeting agreed Performance Objectives, identifying behavioural evidence for Attitude, Character and Talent and the Development Review. The meeting will be formal and arranged in advance. Documentation is available to record progress and amend objectives at mid year review. Its use is optional and its circulation confined to the reviewee and reviewing manager.

· Quarterly PDR checks will be informal in nature and will not normally be documented. Such meetings are intended to identify and resolve any concerns that the reviewee may have about their progress.

Access & Confidentiality 
14. The documentation associated with the PDR is confidential and contains sensitive personal information. It should be should be kept in a locked and safe place. There should only be 3 copies of each document; that is, one each for the reviewee and reviewing manager, the original to be forwarded to the RSO HR contact; to be held on the personal file (and support RSO development planning as mentioned above).  The documentation may be made available to inform quality assurance and audit processes but will be kept anonymous for these purposes.

Training, Monitoring & Evaluation
15. The success of the Performance and Development Review process will depend to a great extent on how competently reviewing managers conduct the reviews. There will be training and development support for both reviewing managers and reviewees involved in the process.

The application of the process will be monitored on an annual basis by the Performance Development Team.  Random samples of anonymised completed documentation will be reviewed to ensure that the quality of objective setting and development planning are of an acceptable level across the university and returns will be required from all areas to confirm that reviews have taken place for all staff.                                             
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