Preparation checklist for Reviewers
	1. Organising the PDR 
	Completed

	Organise a date between January & March with the reviewee
	

	Book a private meeting room or appropriate venue
	

	Add time to your diary after the PDR to write up the PDR
	

	Give reviewee relevant information to help them prepare
	

	Review performance over the performance review period
	

	Send the Reviewee the paperwork to complete or information regarding the IT system for academic staff
	

	Set aside sufficient time before and after the meeting for preparation and conducting follow up activities
	

	2. Preparing for a PDR including a performance assessment
	

	Consider the personal objectives and whether each was unsatisfactory, requires improvement, good, very good, excellent
	

	Consider the overall performance against the PDR criteria
	

	Review the job description. Has the role developed or changed in any way?
	

	Think about how you will deliver positive and negative feedback – remembering that there should be no surprises in a PDR
	

	Gather examples of evidence to substantiate feedback e.g. from students and colleagues
	

	Prepare possible objectives for the forthcoming performance review period
	

	What additional challenges could be taken on?
	

	Assess potential  development needs and explore development, training opportunities  and other support available
	


