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Purpose of the Scheme
The aims of the Staff Review and Development scheme are to:
· 
enhance work effectiveness and facilitate career development, involving 
discussing ways in which the reviewee's work could be developed and ways in 
which any difficulties and obstacles to progress could be removed;

· 
provide an opportunity for regular and structured discussion with another 
academic with leadership responsibility about an academic's progress and career 
development, including readiness for promotion, after probation is completed.
How the Scheme Works
Preparation:
1. The reviewer should contact the reviewee to agree a date and time for the review meeting.  
2. A curriculum vitae and bulleted list of topics is sent by the academic to his/her reviewer at least a week in advance of the meeting.

3. The reviewer considers the academic’s list of topics and provides a list of any additional points approximately a week in advance of the meeting.

Further information on preparing for the review can be found at http://www.admin.cam.ac.uk/offices/hr/policy/appraisal/academic/procedure/preparing.html 
The Review Meeting:
Discussion will include a review of progress over the review period covering the key duties of the role (usually research/scholarship, teaching, examining and general contribution to department, University and the wider community), successes and challenges, and plans for the future, focussing on career plans and any training/development needs.
During the meeting any actions should be agreed, to be recorded after the meeting.

The discussion at the review meeting is confidential to the reviewer and reviewee.  

Further information on possible topics for discussion is at 


http://www.admin.cam.ac.uk/offices/hr/policy/appraisal/academic/procedure/discussion.html
Recording the Outcome:
Relevant parts of Form PD25 should be completed by the academic being reviewed and passed to the reviewer for his/her comments. The completed form and the CV should be sent to the Secretary of Department (Admin & HR) who will sign the form and return copies to the reviewer and reviewee. 
The contents of the Summary of Discussion and Comments sections are confidential. 


The Individual Training Log and General Issues section is not confidential.  This allows the Head of Department and other senior staff to identify future departmental training needs, to monitor effectiveness of training undertaken and to address other generic issues.  
Completion of Form PD26 (Personal Development Plan) is optional.
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