
 

Annual Performance and Development Review for PS staff Grades 9/ 10 2019/20 

Annual Performance and Development Reviews 

Annual Performance and Development Reviews (APDRs) will provide an opportunity 
for Professional Service staff Grade 9 and 10 to have a formal discussion about their 
role. They will receive feedback on their performance and will discuss with their 
reviewer how the work they do contributes to the success of their department and 
the institution.  It will also provide an opportunity for staff to highlight and discuss 
their achievements and receive recognition for them, as well as identify areas for 
improvement and/or personal/professional development. 

All reviewees will agree objectives/priorities for the coming year that will help focus 
their efforts towards their department's strategic objectives and priorities. The review 
is also an opportunity for staff to highlight any problems they may have encountered 
in their role and to explore and discuss ways these may be addressed. 

The Annual Development Review (ADR) webpage outlines the responsibilities of 
managers to undertake ADRs: 
https://www.dur.ac.uk/hr/annualdevelopmentrev/adrform/rolesresponsibilitie/. Once 
the pilot for the APDR scheme has been delivered the content of this website will be 
reviewed in line with the new scheme but in the interim it provides useful background 
information to the original scheme.  

It is the responsibility of the UEC Lead via Heads of Departments to ensure ADRs 
are completed for all PS staff between January/February/March.  Staff in Grades 
9/10 will work through an APDR for the review period 2019/20. 

 

What is included within the new APDR scheme? 

1. A reflection on Leadership behaviours. 
The Leadership behaviours are being developed and have been informed by 
existing strategic approaches; 

A. The Realising Your Potential Approach (RYPA) Behaviours 
framework which was developed and introduced in 2016 for all PS 
staff.   

B. In 2018 the Job Families (JF) approach was introduced highlighting 
core skills that should be evidenced by all PS staff.  
(The RYPA behaviours and the JF core skills were written with 
reference to, and in support of, the University Values, Strategic plan 
and People Strategy.)  

C. The University Values. 
UEC members used these leadership behaviours in their 2019 reviews.  A 

working group consisting of colleagues from across the institution have been 

reviewing existing source documentation to define these behaviours within 

their areas eg RYPA, JF core skills and Job descriptions, DPPC criteria etc. 

The final recommendations will be introduced in 2020 for all staff.   

 

 

https://www.dur.ac.uk/hr/annualdevelopmentrev/adrform/rolesresponsibilitie/


 

The Durham Leadership behaviours are; 

a. Inspiring and Engaging others to achieve results 
b. Taking ownership by providing leadership and direction  
c. Creating a respectful and enabling culture 
d. Embracing change and encouraging creativity and innovation 

 
2. Greater emphasis on agreeing individual SMART objectives to support 

the achievement of the University strategy. 
Although individual objectives have been set in the past there is now a greater 
emphasis within the University on establishing comprehensive departmental 
objectives through the planning round.  The APDR approach encourages 
colleagues to consider greater alignment between their objectives and the 
departmental and strategic objectives. 
 
One point to note is that as the APDR approach is being introduced to fit with 
the existing ADR cycle and the pay review timetable, which in turn fits with the 
financial year and the academic pay review timetable it is slightly out of kilter 
with the planning cycle. 
 
It is recommended that there is a 6 month interim APDR review in 
June/July/August as best practice.  At this point additional objectives may need 
to be set or existing ones may need to be reviewed in the light of the outcomes 
of the planning round.   
 

3. An overall performance rating will be introduced that will be 
recommended in the light of the APDR discussions and evidenced by the 
comments captured on the APDR documentation.  The summary review 
and grading will be shared where appropriate with the relevant pay reward 
panels e.g. Merit awards, Discretionary Awards (DAs) or Exceptional 
Contribution Points (ECPs). 
 

In Summary; 

The individual will complete the APDR form  and submit it to their line manager prior 
to their APDR discussion.  At that meeting the individual and the line manager would;  

1. Discuss the individual’s achievements and progress to date, any personal 
development that they have engaged with during the year and the impact on 
themselves, their contribution to the department and the institution.  Review the 
progress of the individual against the objectives set the previous year. (Part 1) 

2. Review the contribution of the individual against the Leadership behaviours and 
the RYPA behaviours. (Part 2) 

3. Agree objectives for the next review year against the strategic, departmental 
and individual priorities. (Part 3) 

4. Agree a personal development plan in the light of the new objectives, the 
leadership and RYPA behavioural objectives reflections and individual 
development requirements. (Part 4) 

 

  



 

What will happen with the APDR form? 

 Following the APDR meeting the line manager would add their comments and 
share the final document with the individual to review and sign off together (Part 
1). 

 The line manager would allocate a final recommended performance grading 
against the evidence submitted. (Part 5) (see Appendix 1) 

 The completed APDR form will be kept within Oracle on the individuals file and 
the summary review and grading will be shared where appropriate with the 
relevant pay reward panels e.g. Merit awards, DA or ECPs.   

 The development plan requirements will be shared by the individual with the 
relevant training provider eg HR-OD, DCAD, H&S to inform future development 
opportunities within the institution. 

 

How will this information be used? 

Individuals will develop a personal development plan that will be reviewed 
with their line manager periodically throughout the year. 

The information gathered through these APDR discussions will be used to 
support nominations for Merit awards, DAs and ECPs. 

Those individuals whose performance does not meet the expectations of their 
role will be supported to meet agreed competency levels. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

APDR GRADING SCALE       Appendix 1 

As part of the process for APDR review staff will be determined as contributing at a 
level which is either: 

 Outstanding; 

 Excellent; 

 Good;  

 Benefit from guidance.   
 

Outstanding - this rating acknowledges the significant and consistent contribution of 
members of staff who are delivering outstanding outcomes within their current role.  
It is the highest rating available under this scheme to acknowledge a member of staff 
who demonstrably excels amongst peers and deserves a high level of recognition.  
These members of staff will be making a significant and outstanding contribution to 
the objectives of the department, division, University and / or discipline.  The 
individual demonstrates effective behaviours and is a role model of excellence for 
others in the University.  The expectation is that only a small number of staff will be 
deemed to be performing at this level. 

 
Excellent - These members of staff will be making a significant contribution to the 
objectives of the department, division, University and / or discipline.  They will be a 
highly effective senior member of staff who consistently exceeds expectations and 
established individual performance objectives, contributing significantly to the 
achievement of objectives of the department or division and University.  The 
individual demonstrates behaviours in line with and consistently exceeds the 
expectations for the grade.     

 
Good - Durham University expects high standards and therefore we expect that the 
majority of staff will be performing at a consistently high level in accordance with the 
requirements of their role. These members of staff will be contributing to the 
objectives of the department, division, University and / or discipline.  They will be 
demonstrating behaviours in line with the expectations for the grade and on occasion 
exceeding them.     

 
Benefit from guidance - performance is below the expectations of the role which 
have been outlined in a way which may include but is not limited to the RYPA 
benchmarks and the JF framework.  Insufficient progress has been made towards 
the achievement of agreed objectives, standards and behaviours, despite support.  
For staff recognised as working below the required level, a review will be undertaken 
to ascertain why this is the case and if there are any mitigating factors. Timely help 
and support will be provided to assist the individual to achieve their agreed 
objectives and meet performance and behavioural expectations. Where appropriate 
the Supporting and Managing Performance Regulation will be instigated. It is 
expected that prior to commencing any action under this regulation managers will 
have conducted informal supportive action to assist a staff member to improve.  Staff 
contribution will be monitored throughout the year, concluding in the final APDR 
process.   


