
A guide to managing Personal Development Reviews (PDR)
Why are personal development reviews important?

	Staff benefits
	Manager benefits

	This is an opportunity to discuss your achievements and concerns
	It is the best way of linking the PCTs business objectives and your team’s objectives to each employee’s work plan. 


	You can ask for support and training where necessary


	It will enable the manager to learn from staff about ways to improve quality and value to service users.  

But, discussions about developing and improving work design should not be left to the annual review.


	This is part of your pay and career progression!


	This is a way of increasing your staff’s job satisfaction and achieving your team objectives.

	It is essential that all staff have a PDR every 12 months.



What is the Knowledge and Skills Framework (KSF)? 

The KSF defines and describes the knowledge and skills which NHS staff need to apply in their work in order to deliver quality services. Every NHS post has a KSF outline which employees should meet. Any issues or concerns about the employee’s suitability to the post must be addressed at recruitment or during the first 12 months in post before the development review.
What is a personal development plan (PDP)?

A ‘Personal Development Plan’ is a document that helps the employee to focus on how to develop their career professionally.  It is a product of a personal development review and cannot be arrived at without a PDR meeting. A PDR lists the skills that should be developed, how they can be developed, what resources and support will be needed, dates for reviewing progress and how any possible barriers might be overcome.

What do I need to cover in the development review?

	Staff should…
	Manager should…

	Give examples from your work that show how you fulfil the KSF outline for your post – write these in the ‘Record of Personal Development Review against the KSF post outline’ form
	Explain the PCT’s objectives and how they translate into department, team, and individual job objectives.
Agree objectives for the year to come with the member of staff


	Explain areas of work that have been challenging and ask for support if necessary
	Coach employees to achieve high performance working in your area



	Take a look at training courses that could help you in your job and discuss these with your manager
	Suggest relevant learning and development opportunities (see the Trusts intranet for more information)



The review meeting - how does it work?

Managers should hold regular one-to-one meetings with their staff, and the personal development review is just a more structured way of discussing an employee’s work, their development, and to identify support that may be needed.  The line manager should give the employee sufficient advance notice in order that the employee has time to prepare for their review (use the preparation sheet before the meeting in appendix B – available on intranet).   A review meeting should last between one to two hours.
 A personal development review is a two-way discussion.
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What happens after the review meeting?
	Staff should…
	Manager should…

	Complete and sign the Work objectives form (Form 1 in the PDR policy)
	Sign all the above forms and forward them to their line manager for signature



	Make any agreed changes and sign the Full Record of Personal Development 
Review against Knowledge & Skills Framework post outline (Form 2a in the PDR policy)


	Complete, sign and forward the Summary of Personal Development
A copy of this form should be sent to the Personal assistant to the Director of Human Resources, who will monitor the completion of development reviews and report statistics to the Trust Board on a regular basis


	Complete and sign the Personal Development Plan form (Form 3 in the PDR policy)


	Complete the KSF Gateway Pay Progression Approval / Deferral form (Appendix D in the PDR policy) and forward it to HR

	Both staff and managers should…

	Keep copies of all the paperwork

	Review progress on objectives in regular one-to-one meetings

	Do what they said they would do


Further information

For more information on managing personal development reviews at Brent PCT, please visit Brent PCT’s website at http://brentnet2/intranet/pdrpolicyfulldocument.doc
· Appendix A provides detailed information on the process

· Appendix B gives a list of questions to help you prepare for the meeting

· Appendix C provides answers to a wide range of frequently asked questions

For full details about all HR and OD policies please visit Brent PCT’s website at 

http://brentnet2/intranet/html/HR%20Policies_1330.htm

Please contact your human resources manager for further advice and support.

Contact us

Learninganddevelopment@brentpct.nhs.uk; for information on KSF PDR and KSF post-outline training on offer in the Trust.

For information on human resource management and organisational development policies
http://brentnet2/intranet/html/index_HR%20Policies.htm 
Telephone 020 8795 6135
Human resources and organisational development

Brent Teaching Primary Care Trust 
Wembley Centre for Health & Care 
116 Chaplin Road 
Wembley, HA0 4UZ

May 2008

Jointly review work and achievements against the demands of the post (KSF Outline) and any previously agreed work objectives 





Define and agree work objectives and a Personal Development Plan, including learning and development needs for the next 12 months





Do what you said you would do in the Development Plan.  And feed back on your progress with the work objectives





Evaluate how far the work objectives and learning and development actions have been achieved.
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