
PERFORMANCE 
& DEVELOPMENT 
REVIEW
Guidance and Information for PDR Reviewers

OVERVIEW
An effective appraisal is a way of ensuring that 
colleagues’ performance is directly linked to 
our University’s strategic objectives, as well 
as giving them a clear purpose, with related 
goals, for the year ahead.
In addition, it enables you, as the reviewer, to 
provide positive feedback as well as identify 
areas for improvement – though such feedback 
should also feature in regular 1-2-1s rather 
than solely being left to an annual conversation. 
The annual appraisal should be a reflection on, 
and overview of, the previous year.
It also offers the opportunity to recognise 
achievements over the course of the past year, 
to identify development needs and engage in a 
conversation about career development.



BEFORE THE MEETING
•  For those who like to plan, it might be worthwhile sending an outline structure of the meeting

•  Do colleagues want to make notes of achievements against objectives over the previous year?

• Think about a few simple questions that might help the discussion. Some example coaching
questions are provided on the next page.

FEEDBACK
Encourage them to evaluate their own performance:

What did I do well? What were the challenges?

What was the impact of my actions?

What could have been done better?

Can you include feedback from others such as peers, managers and stakeholders?

This is effective when:

Specific examples are given

You encourage discussion. Ask questions; clarify your understanding

Their contribution is acknowledged

Benefits include:

Reinforcement of positive behaviour

Increased motivation and morale

Improved relationships with colleagues

DURING THE MEETING

•  Review of last year from your perspective and theirs: using the questions for evaluating own performance

•  Development activity over the last year: how has this helped them in their role?

•  Planning for the year ahead: objective setting and how their role and objectives link to university
strategies and priorities

•  Future development: what will help them in their role over the next 12 months and support their
career aspirations?

FOLLOWING THE MEETING

•  Update iTrent

•  Share and finalise objectives and development plan

•  Share a summary of objectives with your team

DURING THE YEAR
• Give feedback - and ask for it in return

• Monitor progress during 1 - 2 -1 updates

• Consider appropriate development to meet objectives

• Review and update objectives - replace irrelevant ones



What do you think went well this year? How do you think you have 
contributed to….?

What do you think could have 
gone better?

What would be your desired outcome?

What are your priorities for the 
coming year / 6 months?

How can you make that happen / 
contribute to making that happen?

What would you like to change 
this year?

What’s stopping this from happening? 
/ What’s preventing you from…?

What would you like to focus on?

What support do you require to 
achieve this?

EXAMPLE COACHING QUESTIONS
To help you facilitate the PDR meeting
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