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PERSONAL DEVELOPMENT & REVIEW (PDR) FORM
PDR provides a structured framework in which individuals’ personal and career development can be supported within the department’s structure and aims. PDR provides an excellent opportunity to receive feedback on how we are doing, understand how our work contributes to collective aims, and get help with career development.
Both Reviewer and Reviewee should read the ‘PDR Information for Staff’ available on the Materials website.  
Further guidance for reviewers can be found here: http://www.learning.ox.ac.uk/media/global/wwwadminoxacuk/localsites/oxfordlearninginstitute/documents/pdg/pdr/PDR_Guide_for_Reviewers.pdf 
Further guidance for reviewees can be found here: http://www.learning.ox.ac.uk/media/global/wwwadminoxacuk/localsites/oxfordlearninginstitute/documents/pdg/pdr/PDR_Guide_for_Reviewees.pdf 
Form A should be completed by the reviewee at least one week before the PDR discussion, and then given to the reviewer.
Form B should be completed by the reviewee after the PDR discussion, and then given to the reviewer for comment and signature.
Upon completion of the forms, the reviewer should:
Send Forms A and B to the HR Manager (tom.lake@materials.ox.ac.uk) 
Retain a copy and give a copy of the completed PDR to the reviewee.  The reviewer must ensure that completed PDR forms are treated as confidential and kept in a secure place. 

In the event of queries, please contact Tom Lake, HR Manager: tom.lake@materials.ox.ac.uk 




FORM A:  PDR PREPARATION FORM 
To be completed by the reviewee in advance of the discussion.  Please complete this form and send to your reviewer at least one week before the date of your PDR discussion.
	Name of reviewee:  



	Name of reviewer:  



	1. [bookmark: _GoBack]Give a brief summary of your main duties/activities in the previous12 months and note any major changes to these

	






	2. Describe your main achievements in the previous 12 months 

	






	3. Note any difficulties/obstacles encountered

	





	4. Describe your aims/objectives for the next 12 months

	





	5. Identify the support you feel you would need to help you achieve your future aims/objectives, including training and development needs

	





	6. Give suggestions for any improvements/changes

	





	7. Consider your career development plans and support needed to achieve these plans

	








FORM B:   RECORD OF REVIEW DISCUSSION
To be completed by the reviewee after the PDR discussion.
	Name of reviewee: 



	Name of reviewer: 



	Date of review meeting:



	1. Summarise any points that were discussed in relation to your key activities and achievements in the preceding 12 months

	






	2. List your agreed aims/objectives for next 12 months, including any support agreed in order to achieve these objectives

	






	3. Note what was discussed in relation to your personal and career development plan 

	






	4. Reviewee’s comments (optional)

	




	5. Reviewer’s comments (optional)

	



	6. Please list below any development and training needs identified for the next 12 months. 

	



	Signed (reviewee):
	Date:

	Signed (reviewer):
	Date:
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