Personal Development Review Form (PDR)  


 

This form is designed in such a way as to facilitate a discussion between the manager and staff member on work progress, performance and development issues. The review is intended to be a two-way process, with each party speaking openly, and listening to constructive feedback. There are different sections for the manager and staff member to complete. In order to complete the PDR process, please ensure that a copy of the final form is signed by both parties and returned to the Church Secretary in confidence within 6 weeks of the date of the PDR meeting (those responsible for conducting several PDR’s are permitted a longer period within which to return their completed forms).
	What should happen?
	When should it happen? Please note that these time-scales are a guideline.

	Manager agrees date of PDR with staff member, verifying that they have a copy of the latest form. Staff member asked to complete relevant sections.   
	At least a month before the PDR meeting takes place.

	 Staff member returns the completed form to the Manager, so s/he can complete their section.   
	At least two weeks before the PDR meeting take place.

	Manager ensures Staff member has a copy of the form with their comments completed.
	At least three days before the PDR meeting 


Name:





Review Period From:                 To:         

Job Title: 





Conducted by:

To whom accountable:



Date of PDR meeting:

	KEY ACHIEVEMENTS AND ACCOMPLISHMENTS: areas of work that you have been particularly proud of, or satisfied with.


Job holder‘s comments: 
Manager’s comments on Key achievements/ accomplishments, including those not mentioned by the Job holder:
Additional significant comments (if relevant and by either party) expressed during the PDR meeting on key achievements /accomplishments:
	AREAS OF DIFFICULTY: aspects of work which you have found difficult to undertake (including goals not met, communication difficulties, lack of information or resources and systems).


Job holder’s comments: 

Manager’s comments on difficulties, including those not mentioned by the Job holder:

Additional significant comments (if relevant and by either party) expressed during the PDR meeting on areas of difficulty:

	DEVELOPMENT AND SUPPORT: In what ways can the support you receive from your manager and /or colleagues be improved?  What training and development needs do you have ?  


Job holder’s comments:
Manager’s comments on development and support including those not mentioned by the Job holder:

Additional significant comments (if relevant and by either party) expressed during the PDR meeting on areas for improvement/ development and support:  

	AREAS FOR IMPROVEMENT: what could be improved upon to enable you to perform your role more effectively? Please note that this section should also be used by the Job holder and Manager to give well thought out constructive feedback* to each other on how improvements can be made in areas such as: line management relationships, and the approach to, and the style of working.  (*For example: You could ask someone to do more of ‘X’, instead of telling them to stop doing ‘Y’). 


Job holder’s comments: 

Manager’s comments on areas for improvement including those not mentioned by the Job holder:

Additional significant comments (if relevant and by either party) expressed during the PDR meeting on areas for improvement:

	OBJECTIVES / TARGETS: This section should be completed during the PDR meeting however, where possible, some thought should be given to it prior to the meeting. ALSO TO BE INCLUDED IN THIS SECTION ARE TARGETS AND ACTIONS THAT RELATE TO THE AREAS FOR IMPROVEMENT SECTION.


· Review of previous year’s objectives / targets.
· Agreed targets and actions for the coming year (including approx dates, if relevant).  
Please ensure that the job description is reviewed during the PDR meeting
Any substantial changes need to be highlighted and brought to the attention of the Elders via the Church Secretary/Line Manager.  The Elders will then review those changes.  
SCHEDULED DATE(S) FOR INTERIM REVIEW OF OBJECTIVES / TARGETS:_______________
ADDITIONAL COMMENTS 
Job holder:
Manager: 
Signature of Job holder: ________________________
Date:
Signature of Manager: ____________________________
Date:
NB The only people to have access to this form is the employee, their Line Manager and the Church Secretary (to be kept in a secure place confidentially).  
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