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Performance & Development Review  

Frequently Asked Questions 



PURPOSE & TIMESCALES 

1. What does the review involve and is there a form?
The review is a formal meeting to conclude the annual review cycle, which consists of regular meetings between an employee and their line manager. The review conversation centres around three themes: (1) it provides an opportunity to review if objectives have been achieved and to summarise activities, performance, achievements and developments over the past year; (2) to agree new or revised individual objectives for the coming year and to consider how those objectives will be accomplished; (3) to discuss development, both in terms of support for achieving objectives in the short term, as well as support an individual's future career aspirations. There is a generic form which can be accessed from the performance and development review toolkit. This and the supporting documentation replace any previous appraisal information. 

2. How does this new process relate to the old appraisal process?
The approach to the new review process focusses on the quality conversation, specifically referencing our strategy. The new review form is structured to enhance this conversation. 

3. Does the review apply to Associate Lecturers?
As an employee of the University, Associate Lecturers are expected to take part in the review process.

4. Does the review apply to staff on fixed term contracts?
The principles of the review are applied in the same way to staff employed on fixed term contracts. They should be given an opportunity for discussion and review about their objectives, priorities and personal development. After the initial review meeting, progress towards objectives can be reviewed during 1:1 meetings, if the contract is shorter than the annual review period. The review form can be used to create a framework for discussion, as the same key activities apply.

5. I am a new member of staff to the University, should I have a review?
It is expected that when an individual starts with the University a planned induction is in place, the setting and reviewing of objectives as well as opportunities for the individual to receive regular feedback. For professional services staff please refer to the probation policy for guidance. Going forwards the individual would then participate in the annual review process. 

6. Do I have to have a review meeting?
Yes, it is a contractual requirement for every member of staff to have an annual review meeting. The review demonstrates SHU's commitment to developing its workforce. The discussion should set out both the University's commitment to its staff and what the University should expect in return. This process is seen as an important part of the University´s support for all staff and this type of discussion is considered good practice for any member of staff, at any stage of their career. Staff are encouraged to see this as an opportunity to formally discuss, at least once a year, a number of issues related to their contribution to their Directorate/Faculty and the University. 

7. When and where should review meetings be held? 
The meeting should take place wherever feels most comfortable and appropriate. It does not have to be a line manager’s office but somewhere that a confidential discussion can take place, which is free from any interruptions. The exact timetable for the review will be determined at a local level. The process should be completed by the end of September. Reviews should be held annually, and be supported by a review meeting after 6 months, with appropriate feedback relevant to needs provided throughout the year.

8. How does the review discussion link to the University's reward mechanisms?
	A significant part of the conversation focuses on your performance and contribution and the 	feedback you receive should 	inform and be consistent with any decisions made regarding 	reward and recognition, for example contribution pay and the SSG pay review. Management 	nominations or support at Directorate/Faculty level will include evidence from the review process.

9. What if the reviewee has been on secondment/had several roles within the review period?
If the reviewee has been on secondment in another area the manager of the substantive role will be responsible for ensuring the review takes place. The reviewer and reviewee would gather feedback from others accordingly and the discussion should reflect the full range of activities the individual has been involved in. 

10. What if the reviewee has changed jobs/roles within the review period?
Where possible the reviewer should talk to the reviewee's previous manager in order to identify additional feedback, which should focus on outputs and specific examples. The rest of the content of the review meeting should focus on the current job/role.

11. What is the period of time being reviewed?
In normal circumstances the period under review is the 12 months since the previous review meeting. This would normally cover the academic year (September to August). If a member of staff has only been in post for a short time or has been absent for a significant part of the year (e.g. on maternity leave or long term sickness) the review process should be used flexibly to allow for those circumstances. Also it may be appropriate to review a longer period, which may reflect for example an individual's performance and contribution to a project/research contract.

12. Who will see my review form? 
The contents of the Performance & Development Review discussion and completed form are confidential between you and the reviewer. However;

1. Annual work objectives will be shared in the team[footnoteRef:1]  and  [1:  The purpose of sharing work objectives is to enable teams to build a shared sense of direction based upon understanding of the contributions of individuals. The Director/Head of Department/Head of Research Centre or other senior directorate/faculty leadership team members, after discussion with the reviewee, are responsible for deciding which teams it makes sense to share work objectives across. Individuals may, of course, choose to share their objectives more widely if it seems appropriate. ] 

1. High level overviews of career, professional & development aspirations  will be shared with appropriate senior leaders  

This provides benefits to both the university and individuals in enabling us to gain a shared understanding of performance as well as the longer-term career, professional and development aspirations of our staff and the development required to support[footnoteRef:2]. [2:  Once the review form is completed, it is the responsibility of the reviewer to share annual work objectives and career, professional and development aspirations appropriately. The Director/Head of Department/Head of Research Centre or other senior directorate/faculty leadership team members will make clear how this is to be done locally.] 


13. How many objectives should I have? 
	The number of objectives agreed via the review process will vary according to the member of 	staff and their circumstances. Around 5-6 would be reasonable in most cases, with a maximum 	of 	8. These objectives will contribute to the achievement of your Directorate/Faculty business plan 	and be clearly aligned to the values underpinning our Strategy. In line with this, it may be 	appropriate to set objectives which have a timeframe in line with business need e.g. a specific 	project/research contract. 

14. How do I know what my Directorate/Faculty/Department or Research Centre priorities are?
The Director/Head of Department/Head of Research Centre or other senior directorate/faculty leadership team members are responsible for ensuring all staff are informed about priorities and objectives; how this information is shared will depend on the size and structure of your area of work. In the first instance you should ask your manager/reviewer before you prepare your self-review.

15. Do I need to have a mid-year review?
It is expected that all staff will normally have a mid-year review to take stock part way through the review period. This meeting will give reviewers and reviewees an opportunity to discuss progress against the agreed objectives, as well to consider whether the agreed objectives are still appropriate. 

16. If there are concerns with how a member of staff is performing, how should I address these during the review meeting?
The Performance and Development Review should not be the first time that concerns are raised with a staff member about their performance, the Performance and Development Review should be a place to reflect on the whole year, rather than waiting until the review to raise a particular issue. However, if concerns have been raised during the year, this should be captured as part of the discussion by identifying key areas for improvement, and ways to support this improvement through objective setting and development activity.  Alternatively, if the concerns have already been addressed and improvements made, this should be acknowledged as part of the summary.

It is recommended that examples of the performance concerns are recorded in section 2 under reviewer’s summary of overall performance and that objectives for development and improvement are recorded under section 1 for professional services staff and section 5 for academic staff ‘development objectives’. 

17. How do I address concerns about conduct/behaviour as part of the review discussion?
The Performance and Development Review should not be the first time that concerns are raised with a staff member about their conduct or behaviour. The Performance and Development Review should be a place to reflect on the whole year, rather than waiting until the review to raise a particular issue. However, if concerns have been raised during the year, this should be captured as part of the discussion along with the objectives and actions for development and improvement, or a summary of how these concerns have been addressed.

It is recommended that examples of the concerns are recorded in section 2 under reviewer’s summary of overall performance and that objectives for development and improvement are recorded under section 1 for professional services staff and section 5 for academic staff.  Such objectives will not form part of the department’s training and development plan.

18. What is the process for completion of the process? 
	Following the review meeting, it is the reviewee's responsibility to have fully completed the review paperwork as a record of the discussion, forwarding this to the reviewer, who will also complete their reflections in the summary of overall performance. A final version of the form should be provided to the reviewee. The review documentation should then be kept locally in a confidential place.

19. How do I seek support around any challenges I am experiencing in my role?
We want to encourage reviewees to talk about their own wellbeing; however, we would hope that a staff member would seek support at the relevant time during the year.  The Performance and Development Review should be a place to reflect on the whole year, rather than waiting until the review to raise a particular issue.

20. What if the reviewee is leaving the organisation (e.g. through retirement or a new job)?
If the reviewee is still employed by the University then regardless of why they are leaving (e.g. due to retirement, a new job etc.) a review meeting should be conducted. The meeting should focus on discussing the past year, providing feedback to the reviewee on what they´ve done and setting objectives for the time during which the individual will still be with the University. 






ROLES & RESPONSIBILITIES                                                                                                                                                                                                                                                                                                        
21. Who will be my reviewer?
Your reviewer will normally be your line manager. The Director/Head of Department/Head of Research Centre or other senior directorate/faculty leadership team members where appropriate, will confirm with staff who their reviewer is to be, prior to the start of the review period. Exceptionally, a member of staff may question the appointment of his/her reviewer if they feel that the choice of reviewer is inappropriate.  In these circumstances you should speak to the Head of Department/Head of Research Centre or seek advice from HR. It is also important to consider there may be other colleagues you engage with, within your role and you are encouraged to seek their feedback/contribution to the discussion. 

22. Do I need to complete my review form before my review?
	In advance of the review meeting the reviewee should complete:
· Academic staff: sections 1, 2 3 and 6 of the review form. Additionally, be ready to attend the meeting with your initial thoughts associated with sections 4 and 5. 
· Professional services staff: This is a transitional year from the old appraisal process so in advance of the review meeting the reviewee should do the look back (summary of overall performance and achievements against objectives) on the current paperwork 17/18. Additionally, the reviewee should be ready to attend the meeting with initial thoughts associated with section 1 of this new PDR form. 

Send this draft of the form to your identified reviewer at least 7 working days before the date of the meeting to help them to also prepare effectively.  Additionally, be ready to attend the meeting with your initial thoughts associated with the other sections. 
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23. Who decides what my objectives should be?
Each member of staff is expected to give some consideration to his/her own objectives as part of the self-review process. These will then be discussed at the meeting, along with any others suggested by the reviewer, with a view to reaching agreement in light of individual and directorate/faculty needs.

TRAINING & DEVELOPMENT 

24. How can I access review training?
The University provides a range of support to ensure staff are supported to effectively engage with the review process. If you wish to refresh your skills, or, if this is the first year you have carried out a review as a reviewer, you are required to undertake the appropriate review training prior to holding any review meetings. This will be communicated within the toolkit. 
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