THE UNIVERSITY OF MANCHESTER

UNIVERSITY LANGUAGE CENTRE
PERFORMANCE AND DEVELOPMENT  REVIEW (PDR)  POLICY
TEACHING STAFF

Principles
1. The university seeks to provide a PDR process to encourage excellence in research, teaching and the administration that supports these activities.
2. It should be based on relationships of mutual respect and collegiality.
3. It is intended to help individuals reflect constructively, but critically, upon their own performance and future development needs.
Reviewers

1. Normally the review is undertaken by the line manager or another senior colleague, e.g. Senior Language Tutor.
2. All Senior Language Tutors may be expected to serve as reviewers and will have undergone training for this.
3. Reviewees may request a different reviewer to the one allocated. 

Coordination

The University Language Centre Administrative Officer (Michelle Fenlon)  will co-ordinate the PDR activity for the University Language Centre. This will involve:

· circulating details of training requirements at the start of each academic session

· allocating reviewers to reviewees

· monitoring the progress of the PDRs 

· collating agreed action points arising for the PDR process

· producing final statistics 

Practice

1. All ULC teaching staff will be encouraged to participate in the PDR process annually. 
2. New teaching staff will be reviewed in their first year.
3. The review is to be conducted by one person, using the PDR ULC Preparation & Report form sent out by ULC Administrative Officer
4. Completed proformas are to be submitted to the ULC Administrative Officer by 31 May in each annual cycle for secure storage.
5. Reviewers to list any key points for action and send to the ULC Administrative Officer for compilation.

6. Any common training needs identified through the PDR process will be aggregated to form a team training and development plan. This will be taken forward by the ULC Directors.
7. A meeting - attended by the reviewers and ULC Directors - to review the PDR process and the action points arising will take place early in the following academic year (late September/October). 

Training
The Faculty of Humanities Staff Training and Development Unit (STDU) provides a training programme in relation to PDR for both reviewers and reviewees.
