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Personal Review and Development Plan (PRDP)

for staff in the Research & Education Family Levels A-E1

To help you complete this form please see the guidance notes. This form expands to enable you to write as much as you wish. Please complete this form using Microsoft Word. If you would like to complete it by hand, please go to: https://www.imperial.ac.uk/spectrum/hr/internal/reviewspromotion/PRDP/Research-Non-Clinicaljoint2005/acaform.pdf
	Appraisee:
	
	Reviewer:

	
	Date: 
	
	Department / Division: 
	

	Part 1 of 3 – REVIEW OF LAST YEAR’S WORK: To be completed by the Appraisee before the meeting

	Objectives / Main Areas of Responsibility
If you need space for more objectives, please separate them using a new paragraph.
	Your Achievements / Outputs

What has gone well / not so well and why? What gave you the most / least satisfaction? What has caused you problems or difficulties?
	Level of Achievement
Outstanding / Highly Effective / Effective / Less than Fully Effective / Unacceptably Low.

Please note that this may be amended following discussion with Reviewer.

	Teaching
	Your comments: 
	

	
	Reviewer’s comments following discussion: 
	

	Research
	Your comments: 
	

	
	Reviewer’s comments following discussion: 
	

	External Visibility
	Your comments: 
	

	
	Reviewer’s comments following discussion: 
	

	Internal Contribution – Management and Administrative Activities including Health & Safety
	Your comments: 
	

	
	
	

	Equality and Diversity
What have you done to ensure that you are knowledgeable about the College’s policies? What have you done to promote equality and diversity?
	Your comments:
	

	
	Reviewer’s comments following discussion:
	

	Do you have any comments to make on your working environment, particularly on any factors that you believe might affect your work e.g. resource issues, relationships with colleagues / manager? Is there any action that you think could be taken to make your Department / Division / Faculty, or the College, more effective? Could anything be changed, or organised differently, to help you to do your job more effectively? Are there any other matters that you would like to discuss at the PRDP meeting?

	


	Part 2 of 3 – PERFORMANCE OBJECTIVES FOR NEXT YEAR: To be completed by the Appraisee before the meeting.


These may be amended following discussion at the meeting. You will probably have more than one objective for some areas of your work.

	Objectives

Each objective should specify an outcome / output; consider numerical / quality measures; consider how success will be judged.

If you have need space for more objectives, please separate them by a new paragraph.
	Target Date
	Partners / Resources

Whose help will be required to meet each objective? Do you need any additional support / resources?

	Teaching
	
	

	Research
	
	

	External Visibility
	
	

	Internal Contribution – Management and Administrative Activities including Health & Safety
	
	

	Equality and Diversity
	
	


	Part 3 of 3 – PERSONAL DEVELOPMENT PLAN: Agreed Action: to be completed at the meeting (see the Guidance Notes)

	Timescale
	Expected Outcomes

What knowledge or skills do I want to develop? How will I know I have been successful?
	Planned Development Activity

How will I do this? What support and resources will I need?
	Target Date

When will I achieve this? Do I need interim deadlines?

	Short Term

To meet the immediate needs of your role and objectives agreed in Part 2.
	
	
	

	Medium/Long Term

To meet the changing needs of your role / career / Department / Division / Faculty
	
	
	

	Appraisee
	
	Reviewer
	
	HoD or Senior Nominee2

	
	
	
	
	

	(Please sign, print name, and date)
	
	(Please sign, print name, and date)
	
	(Please sign, print name, and date)


Comments from the Appraisee, Reviewer, HoD, or Senior Nominee – See guidance for those in large departments / divisions.
   1 and for those who retain previous terms and conditions.

   2 outstanding/highly effective/effective/less than fully effective/unacceptably low – see Guidance Notes.
1 and for those who retain previous terms and conditions.
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