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Annual Development Review 

 

Policy Statement 
 
1. Introduction 

 
1.1. The University’s Strategy is underpinned by a set of values: 

 
  Our Values; we are: 

Inspiring - By stimulating an instinct to challenge, encouraging 

innovative thinking and taking our responsibilities seriously, we 

foster a culture that inspires the extraordinary 

Challenging - Always curious, we challenge ourselves and 

each other to answer the big questions and create a positive 

impact in the world 

Innovative - From creative teaching practices and cutting edge 

research to new ways of working, innovation is at the heart of 

what 

Enabling - We create the opportunities, support and freedom for 

everyone at Durham to become the best they can be now, and 

for the future. 

 
The University’s strategic objectives underpinned by these values will 
enable the university to deliver world-leading and world-changing 
research across all core academic departments and institutes; 
education that is challenging, difficult, enabling, research-led and 
transformative; and, through our Colleges, Experience Durham and 
Durham Students’ Union, a wider student experience to rival the best 
in the world. 

 
1.2. The University’s People Strategy espouses the values outlined 

above and codifies the commitment to the professional development 
and support of all staff irrespective of role and grade.  This 
commitment will enable our staff to gain the required knowledge, skills 
and experience to be efficient and effective in their current roles. 
Where appropriate, the University will support the future career 
aspirations of all staff through the provision of focussed development 
activity. This in turn will enable the University to pursue its strategic 
ambitions of becoming an institution which is recognised globally for 
the quality of its research and research-led education.  
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1.3. The Annual Development Review is integral to providing our staff 
with appropriate feedback and focussed development opportunities 
which will enable them to maximise their contribution towards the 
continued success of Durham University. It is a process through 
which all our employees have the opportunity to reflect upon their 
performance, to consider goals and priorities for the future and what 
support and learning and development will enable them to reach their 
full potential. The Annual Development Review is designed based on 
the understanding that the updating of technical and professional 
skills and knowledge is an on-going activity enabling our staff to 
contribute to the success of their team, department and University as 
a whole. 
 

1.4. The Annual Development Review is a cycle of events rather than just 
an annual activity. As well as the annual meeting between Reviewer 
and Reviewee, there should be opportunities throughout the year at 
agreed intervals to meet informally with your reviewer or, if 
appropriate, mentor, to discuss feedback on progress towards 
objectives and to update or revisit any development plan identified at 
the initial review meeting, if required. 
 

1.5. The University sees the Annual Development Review process as part 
of the day to day management and leadership of staff whereby 
conversations around development, contribution and performance 
take place on a regular basis 
 

2. General Principles and Purpose  
 

2.1. The Annual Development Review is for all staff and: 
 

 Provides the opportunity for self-reflection and an opportunity to 
give feedback to managers and reviewers within the spirit of open, 
honest, constructive and respectful two-way communication 

 Provides an opportunity to review past progress and to discuss 
goals and objectives for the future 

 Identifies personal and professional development needs 

 Is focussed towards individual, team and organisational 
performance by engaging and developing staff enabling them to 
reach their full potential 

 Promotes a culture of continuous improvement, learning and 
development 

 Encourages staff to discuss their career aspirations and take full 
advantage of development opportunities taking into account of and 
within the context of departmental and University objectives and 
priorities 

 Encourages a two-way dialogue which leads to actions that enable 
staff to maintain a healthy work/life balance 

 Ensures that staff feel that they are contributing to the success of 
their team, department and University by placing University, 
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departmental and team plans at the centre of discussions regarding 
objectives for the future 

 Identifies and ultimately facilitates delivery of the support required to 
address any gaps in knowledge, skills and experience that affect an 
individual’s achievement against key objectives within the context of 
the resources available 

 Helps to create a climate of mutual trust and support whereby all 
members of staff are given the opportunity to self-reflect on their 
role and receive timely and constructive feedback.  
 

2.2. For academic staff: The university seeks the highest distinction in 
research and scholarship and is committed to excellence in all 
aspects of education and transmission of knowledge. The key 
principles that underpin this are: 

 The University values academic freedom and believes that 
academic staff should be free to pursue their own research 
agenda. 

 The University values the quality of research outputs over 
quantity. 

 The University expects staff to produce world leading outputs. 

 The university values research that has Impact, however it 
appreciates that not all research can be expected to have Impact 
beyond academia. 

 The university expects teaching to be informed by relevant 
research, allowing students to benefit from a research led 
education. 

 For those who have Teaching Fellow contracts the University’s 
expectations are:- 

 That staff deliver high quality teaching informed by the latest 
research in the discipline. 

 That they will engage in scholarly activities that enhance the 
quality and reputation of the teaching and learning in the 
discipline. 
 

2.3. The University encourages all staff to engage with broader aspects of 
university citizenship that benefits not only their department but the 
university as a whole 

 
 
3. Link to other processes 

 
3.1. The Annual Development Review does not form a direct part of the 

academic progression and promotion process, re-grading or the 
award of exceptional contribution or discretionary award payments. 
However the Annual Development Review may be put forward as 
supporting evidence. What constitutes exceptional performance and 
the criteria that underpins academic progression can be found on 
https://www.dur.ac.uk/hr/academicprogression/guidance/ 
 

https://www.dur.ac.uk/hr/academicprogression/guidance/
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3.2. For new academic staff, where probation is three years, the outcomes 
of the staff review will also inform probation reports. The review 
process will include a reflection on both teaching and research or 
scholarship as appropriate. 
 

3.3. For staff on a one-year probation there must be an initial discussion 
regarding priorities and development plans as part of the induction 
process (this is outlined on the induction checklist). These staff must 
take part in the next round of Annual Development Reviews where it 
will be an opportunity to evaluate any induction processes and to set 
objectives and development plans for the next period. 
 

3.4. It is acknowledged that a very small number of staff may be subject to 
the performance review regulations at the time of their review taking 
place. If not already, the Reviewer must be made aware of this.  
 

3.5. The Annual Development Review is not part of the performance 
improvement regulations per se. However if the reviewer and the 
reviewee deem it appropriate, the review discussion is an opportunity 
to focus on future objectives/priorities and future development needs.  
Consideration must also be given to any development needs arising 
from a performance improvement intervention. It is also an 
opportunity to ensure that any supportive actions put in place to 
enable the individual to improve their performance are appropriate 
and effective.  
 

4. Participation 
 

4.1. The Annual Development Review applies to all full-time, part-time and 
fixed term staff. All staff are expected to take part in the review 
process. 
 

4.2.  For staff who are on an hourly paid contract who work regularly at the 
university, (rather than those who work casually), the review process 
should be appropriate and proportionate to the role. Hourly paid staff 
should have the opportunity to receive feedback on their performance 
and to discuss objectives, priorities and development needs. 
 

4.3. New academic members of staff on a three year probation period will 
be supported in completing a review during this time.  The review will 
establish clear objectives and a development plan. The outcomes of 
the Annual Development Review and the requisite review of 
performance will inform the completion of probation reports. 
 

5. Allocation of Reviewers 
 

5.1. Reviewers will be identified by the Head of Department, College or 
Director of the relevant Professional Support Service taking into 
account the line management structure of their part of the 
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organisation. 
 

5.2. For academic staff the appropriate Reviewer should be matched with 
their Reviewee(s) taking into account the scholarly and research 
interests of each party. Reviewers for academic members of staff 
should normally be at a professorial level however they may include 
promoted academic staff. In other departments the Reviewer will 
normally be the line manager. In all circumstances it is important to 
consider the number of reviews each Reviewer is asked to conduct 
and the impact on their workload. 
 

5.3. In academic departments members of academic staff will be allocated 
a Reviewer by taking into account their primary role and, if research 
active, their research interests or scholarly activity. 
 

5.4. For early career researchers and Post-Doctoral Research Associates 
(PDRAs) the Reviewer should, in most case, be their mentor who 
would be expected to liaise with the Reviewee’s Principal Investigator 
prior to the review discussion taking place.  The aim is to ensure that 
the discussion is developmental as well as focusing on research 
performance. A dual appraisal may be appropriate however consent 
must be obtained from both the Reviewee and the Reviewer. 
 

5.5. Consideration should be made of staff with two roles in the University. 
If the two roles are distinct, two separate review discussions may be 
appropriate. However if there is an overlap between the roles or if 
there are similarities, then one review discussion should take place. 
When this is the case the views of both line managers need to be 
taken into account. A dual appraisal may be appropriate with the 
consent of the Reviewee and the Reviewer. 
 

5.6. It is acknowledged that it may be appropriate for a Reviewee to 
request a review by someone other than their allocated Reviewer. 
This must be discussed with the relevant Head of Department, 
College or Director of Professional Support Service or another more 
senior manager in their part of the organisation. 
 

5.7. To ensure that reviews are taking place within the context of 
departmental aims and objectives, Heads of Department, College or 
Director should endeavour to ensure that all Reviewers and 
Reviewees are aware of the aims and objectives of their part of the 
University and the University as a whole. This will ensure a 
consistency of approach and ensure that the outcomes of the review 
are in line with departmental and University priorities. 
 

5.8. It is the responsibility of the Head of Department, College or Director 
to ensure that reviews are conducted in their part of the University. 
 

6. Timing and location 
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6.1. The primary responsibility for arranging and conducting the review lies 
with the department, college or section.   
 

6.2. Human Resources and Organisation Development should be 
informed once all the reviews have taken place within a department, 
college or section. 
 

6.3. It is not the sole responsibility for the Reviewer to schedule the review 
meeting.  The Annual Development Review process is the joint 
responsibility of the department, the Reviewer and the Reviewee.  To 
this end the Reviewee also has an entitlement to ask for a review to 
take place. 
 

6.4. Reviews should take place at a time which takes into account the 
demands of the academic year and the peaks and troughs of 
workloads. Reviews should take place once in a twelve month cycle 
and before the end of the academic year with the aim of feeding into 
the departmental planning processes. 
 

6.5. To ensure that objectives are set within the context of University and 
departmental objectives, the review should be a cascade process 
commencing with the senior management/leadership team. This will 
ensure that subsequent objectives are aligned. 
 

6.6. Ensuring that the reviews take place within the context of University 
and departmental objectives and priorities, opportunities for career 
progression and cross departmental/team working may be identified.  
 

6.7. The review meeting should take place in a location free from 
interruptions and distractions.  Wherever possible this should be in a 
neutral location such as a meeting room. 

 
7. The Review Form 

 
7.1. Separate forms are to be used for the following staff groups: 

 Operational and Facilities Staff 

 Professional Services and Support Staff 

 Academic Staff (covering teaching, research, scholarly activity and 
administrative duties) 

 Contract Research Staff 
 
 

7.2. The forms for Professional Support Services, Operational and 
Facilities staff includes the “Realising Your Potential Approach” 
behaviours. The review discussions for these staff categories will use 
the Approach to discuss how the individual works as well as what they 
do in their role. 
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7.3. The appropriate form should be agreed between the Reviewer and 
the Reviewee prior to the review taking place. 
 

7.4. Guidance on how to use the forms can be found on 
https://www.dur.ac.uk/hr/annualdevelopmentrev/adrform/ 
 

7.5. For staff at grades 1 and 2 in areas such as Operational and Facilities 
a team review process may be considered as an alternative to an 
individual review. This must be agreed between the Reviewees and 
the Reviewer. However the member of staff should be given an 
opportunity for an individual review discussion with their line manager. 
 

8. Record keeping and distribution of the form 
 

8.1. It is important to note that the benefits of the review process are met 
through the quality of the two-way conversation and not on the 
completion of the form. To this end the review form should help to 
inform the structure of the discussion not dictate it. 
 

8.2. It is important that notes are taken during the review meeting as these 
will enable the review form to be completed after the discussion. 
 

8.3. The completed review form is a record of the review discussion and 
the completion of the review form may be carried out by either the 
Reviewer or Reviewee taking into account workload and time 
available. 
 

8.4. Once the review form is completed it should be signed by the 
Reviewer and the Reviewee.  This also includes use of an “electronic 
signature”. 
 

8.5. The last signature on the form should be the Reviewee’s as this 
ensures that the form, from the Reviewee’s perspective is a true 
record of the review discussion. 
 

8.6. In the exceptional circumstances where there are points of 
disagreement these should be highlighted and counter-signed by both 
Reviewer and Reviewee. The Reviewee can contact the Head of 
Department, College or Section in order to seek a positive resolution. 
 

8.7. A copy of the review form will be available to the Reviewer, Reviewee, 
the relevant line manager and the Head of Department, College or 
Director of Professional Support Services unit. 
 

8.8. For academic staff the relevant sections of the form will be forwarded 
by the reviewer to the departmental Director of Research and/or 
Director of Education. 
 

8.9. Where appropriate a copy of the Reviewee’s development plan 
should be forwarded to the relevant departmental staff in order to 

https://www.dur.ac.uk/hr/annualdevelopmentrev/adrform/
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coordinate any departmental, faculty development plans.  These 
plans should subsequently be sent to Centre for Academic, 
Researcher and Organisation Development (CAROD) to enable the 
planning of future development initiatives across the University. 
 

8.10. A copy of the review form, preferably an electronic copy, should be 
kept by the Reviewer and Reviewee. Should the Reviewer leave the 
University, any review forms kept by the Reviewer should be passed 
to the Head of Department, College or Director. 
 

8.11. Review forms should be kept in accordance of the University’s Data 
Protection and Information Security Policies. 
 

8.12. If completed review forms, including both paper and electronic 
versions, are kept in a central location in departments they should be 
kept securely and access should only be available to the Reviewer, 
Reviewee, relevant line manager and Head of Department, College or 
Director of the Professional Support Service or their nominated 
representative. 
 

8.13. If the Reviewer changes from one review to the next, the review form 
will only be forwarded to the new Reviewer with the permission of the 
Reviewee. 
 

8.14. Should the Reviewee leave the University, a copy of the review form 
should be kept for five years and then destroyed. 
 

9. Feedback and follow-up 
 

9.1. Heads of Department, Colleges and Sections in conjunction with the 
Reviewer and the Reviewee are responsible for ensuring that agreed 
outcomes are monitored, reviewed and, where required, amended 
according to changing business needs. 
 

9.2. In the spirit of the guiding principles of the review process, Heads of 
Department, Colleges and Directors of Professional and Support 
Services must ensure that feedback is given to Reviewees following 
the review discussion. This feedback may be around the performance 
and contribution made by the Reviewee, the overall performance of 
the Department or College, future objectives or priorities set or the 
development plan. It is in the best interests of the Department or 
College to ensure that development plans are formulated and 
implemented within the resources available and in line with the 
priorities of the University and the Department. 
 

9.3. If there are any items or comments on the review form that require 
action or comment from staff at senior levels in the department, with 
the consent of the Reviewee, the Reviewer should highlight these on 
the review form. The Reviewer should also ensure that the Head of 
Department, College or Director is made aware of this. It is the 
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responsibility of the Head of Department, College or Director of the 
Professional Service to investigate any concerns raised, if 
appropriate, and to give feedback to the Reviewee. 
 

9.4. Training and development plans should be actioned at a local level 
and the support of CAROD should be requested when appropriate. 
CAROD will endeavour to give advice and guidance where required 
and will consider any training and development needs at an 
institutional level. 
 

9.5. When in line with business needs, Reviewers and Reviewees should 
meet informally throughout the year to review progress against 
objectives and the validity and delivery of any development plan.  This 
is to ensure that the Reviewee is offered constructive feedback on an 
ongoing basis. It is recommended that these meetings take place no 
less frequently than every 6 months. 
 

9.6. If, during the year, there is significant change to a Reviewee’s role 
which affects set objectives and development plans, an addendum 
should be added to the review form. Otherwise notes of subsequent 
progress meetings should be kept which will assist with the planning 
of future Staff Review and Development discussions. 
 

9.7. If there is no departmental mechanism for interim discussions the 
Reviewee should be offered the opportunity to meet with their 
Reviewer throughout the year at mutually convenient times in order to 
review progress. 
  
 

10. Support for Reviewers and Reviewees 
 

10.1. Successful reviews depend upon the Reviewer and Reviewee having 
the required skills and behaviours to effectively participate in a review 
discussion. The university will provide guidance and training to both 
Reviewers and Reviewees. 
 

10.2. New members of staff will be made aware of the University’s Annual 
Development Review process during their induction at both 
institutional and departmental level. 
 

10.3. New Reviewers will be required to undertake training before they 
carry out any reviews in their area of the organisation. 
 

10.4. Existing Reviewers will be given the opportunity to attend a briefing 
session which will cover the changes to the review process and 
associated paper work. 
 

10.5. All Reviewees will be given the opportunity to attend briefing and 
training sessions on how to prepare for and make the best use of 
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Annual Review and Development discussions. 
 

11. Equality and Diversity 
 

11.1. The review process aims to support the University’s Equality and 
Diversity Strategy as well as the Respect at Work Policy and the 
Respect at Study Policy by ensuring that all members of staff have 
the opportunity to receive constructive feedback, raise concerns and 
receive support and development to enable them to carry out their 
duties and reach their full potential. 

 
 
 
 
 


