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	Staff member name:
	Department:

	Current role:

	Date of meeting:
	SDPR Consultant:



	What is the Staff Development and Performance Review (SDPR)?

An effective academic staff development programme is dependent on colleagues feeling that they have a clear sense of their own personal goals and career trajectory, embedded within a supportive environment.  To achieve this, the SDPR process needs is intended to provide this clarity through structured, reflective, and forward‑looking conversations that are effective, transparent and above all helpful to both the individual and the institution.   This new form represents a continuation of the existing SDPR process but is intended to be simpler and clearer, with a stronger emphasis on follow up as per the feedback we have received from the community.  

SDPR should be understood as a developmental process, not a performance management exercise. Within this context, the role of the consultant is to facilitate a high‑quality discussion that supports individual development while ensuring appropriate alignment with Faculty and institutional priorities. Consultants have a responsibility to create a professional and supportive environment in which colleagues can reflect openly on their achievements, aspirations, and challenges, and in which expectations can be discussed realistically and transparently.

Effective SDPR conversations are grounded in preparation and evidence. Consultants should engage with the contextual information provided by the colleague, which may include research outputs, grant activity, teaching contribution, scholarship, leadership, and academic citizenship. Faculty guidance on reasonable expectations should be applied with due regard to role diversity, career stage, and agreed trajectories. This evidence base is intended to support balanced and informed discussion rather than comparison or judgement. 

Where appropriate, SDPR discussions may also draw on information from the Workload Allocation Model (WAMS), to support transparency and sustainability in workload planning. WAMS data should be used as contextual information and not as a performance metric or target. SDPR provides the appropriate forum to consider whether a colleague’s WAMS allocation remains aligned with their current role focus, level of research or scholarship activity, career stage, and the combined demands of teaching, leadership, and service. Consultants should remain alert to possible misalignment, such as the routine erosion of protected research time or the continuation of research allocations that no longer reflect expected activity and should raise such issues constructively and sensitively.

The SDPR conversation itself should allow time for reflection on achievements, strengths, and aspirations, and encourage honest discussion about capacity, workload balance, and long‑term sustainability. While discussions should be evidence‑informed, the tone should remain supportive and non‑adversarial, with a clear emphasis on enabling success rather than identifying deficits. Where appropriate, conversations should identify opportunities for development, additional support, or rebalancing of activity. 

While SDPR is not itself a promotion process, reviewers should be prepared to engage in meaningful discussions about progression where these arise. This includes signposting relevant promotion criteria and guidance, offering constructive developmental feedback, and ensuring that such discussions are recorded accurately and appropriately within the SDPR record.

The outcome of SDPR should be a set of clear, realistic, and mutually agreed objectives that reflect both ambition and available time, with a strong emphasis on follow‑up. Where workload implications arise, these should be recorded explicitly within the SDPR documentation, aligned with Faculty guidance and institutional strategy, and directed into appropriate workload or governance processes. Informal or undocumented changes to expectations should be avoided, as they undermine transparency, equity, and confidence in the process.

A successful SDPR process should conclude with a shared understanding of expectations, capacity, and next steps, supported by transparent documentation and appropriate follow‑up. This alignment between individual development, workload reality, and institutional priorities is central to the effectiveness and credibility of the SDPR process.

A summary of the process underpinning the SDPR can be found here.






	Guidance for each section is provided in the grey boxes. Please provide your response to each section below the box, taking note of the suggested word count. The word count has been included not to restrict you but to prevent an unnecessary level of detail, with concomitant time usage; the form is intended as a basis for helpful discussion and not as a record of all activities.  

Staff may include additional information with the form (eg list of publications, teaching/other feedback) if they so choose.  Consultants will typically have access to Pure records, which should be provided by the staff member. 

Staff should complete sections 1 and 2 before the meeting, forwarding it to the Consultant a minimum of three working days before the meeting and sections 3 onwards during/after.  Staff are responsible for the completion of sections 1 and 2 while the consultant is responsible for completing section 3, 4 and 5. 




1. REVIEW OF THE PAST YEAR (to be completed prior to SDPR discussion)
	Please provide a brief reflective summary of how you feel the last 12 months has gone, including consideration of what you consider to have been particular successes or areas in which you would have liked to have achieved more.  Please also include any unusual or unexpected circumstances that may have influenced your activities.  As mentioned above, you are encouraged to submit evidence of your activities as appropriate.  


 
	






(300 words max)
2. ACHIEVEMENTS AGAINST PREVIOUS OBJECTIVES (to be completed prior to SDPR discussion)
	Please list your objectives from the previous year and comment on how you feel you performed against them.  If you did not have any objectives from the previous year, please feel free to use this space to comment on how you feel you have contributed in the areas of i) research ii) teaching iii) institutional citizenship and iv) outreach/external activities.  If your contract does not involve any of these four then please omit the corresponding area from your response.  For newly appointed staff, please feel free to comment on how you feel things have gone thus far at the university, possibly with reference to carry over activities from your previous position.  




	





(400 words max)
3.  CURRENT AND ASPIRATIONAL WORKLOAD AND BALANCE OF RESPONSIBILITIES (to be completed prior to SDPR discussion)
	Please comment on your current workload and balance of responsibilities between 
· research and enterprise
· scholarship/professional outreach 
· teaching-related activities 
· management/leadership activities.   
Please outline how you see your current balance of activities and how you might wish those activities to develop in the future.  



	






(500 words max)
4.  COMMENTARY ON PREVIOUS YEAR’S OBJECTIVES (TO BE BASED ON SDPR DISCUSSION)
	The Consultant should discuss the achievements against objectives with the staff member and comment below, including areas of particularly high achievement and/or identification of areas where objectives have not been met. 



	





(300 words max)
5. OBJECTIVE SETTING FOR THE NEXT 12 MONTHS/ACADEMIC YEAR (TO BE BASED ON SDPR DISCUSSION)
	Objective review and setting is at the heart of the SDPR process.  The objectives for the forthcoming year should be proposed by the Consultant based on the discussion and be realistic but stretching.  The objectives should cover i) research ii) teaching iii) citizenship and iv) outreach/external activities as appropriate to the duties and contract of the staff member and should be informed by the guidance on expectations mentioned above.  Staff/Consultants are also invited to include at least one objective that relates to personal development such as training, application for promotion or mentoring.  Typically, one would expect between 6 and 10 objectives in total, depending on the range of activities undertaken.    
 
In the hopefully unlikely event of full accord not being reached in setting the objectives, the objectives as set by the Consultant should be captured but the staff member will have the opportunity for comment.  



	





(200 words max)
6. SUPPORT NEEDED TO MEET YOUR OBJECTIVES (TO BE BASED ON SDPR DISCUSSION)
	This section should be used to describe what support (of any kind) will be needed to enable you to fulfil your objectives and if you foresee any internal or external factors that might hinder your progress and if so how the institution can help you mitigate against these.  The consultant may also make appropriate recommendations for assistance and support in meeting the objectives.  The consultant may use this section to highlight any pertinent issues regarding workload that arose during the discussion; these may be passed on to the Head of Department for consideration in workload allocation.  Staff and consultants are encouraged to agree a 6 month light touch review of progress against objectives if such a meeting would prove useful. 




	





(300 words maximum)

7. ANY OTHER CONSIDERATIONS (TO BE BASED ON SDPR DISCUSSION)
	If there are topics/issues that have not been covered elsewhere in this form, please outline them in this section and record any discussion/outcomes in the box below.  



	




(200 words maximum)

8.   ADDITIONAL COMMENTS FOLLOWING MEETING (to be completed by staff member after Consultant has completed sections 3-5)
	Staff member is invited to add any comments following completion of the SDPR  



	




(200 words maximum)
Following the meeting and the setting/agreeing of the objectives, please complete the following:
 
	Staff member signature:
	SDPR Consultant 
signature:

	Date:
	Date: 

	
	



Thank you for completing this form. 


	HoD/Dean/PVC Signature:*
	

	Date:

	Comments (these will be accessible to the staff member and Consultant): 



*The form needs to be signed off by the HoD unless the HoD is performing the SDPR in which case the Dean will sign off.  Likewise if the HoD is undergoing the SDPR with the Dean, the form will be signed off by a PVC.  
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