University of Cambridge

Department of Biochemistry
Post Docs Review and Development Scheme

Preparation for Staff Review and Development Meeting


For the process to succeed, both the Reviewee and the Reviewer must prepare carefully for the meeting.  This form is designed to help that process.

The content of each form remains confidential to the person who completed it and does not form part of any record.

Note:
Use Tab key to move between the fields.  Boxes will expand to accommodate your entry.

	Name:
	     
	Job Title:
	     

	Reviewer’s Name:
	     
	Reviewer’s Job Title:
	     

	Date of Review:
	     
	Date of last Review:
	     


RESEARCH ACTIVITY:

Give a brief description of your current research project(s): detailing in particular the area you are involved in, how you are funded and when the funding is due to end, etc.

	     


RESEARCH PUBLICATIONS:

Please give a list of any publications over the last four years and those currently in progress.

	     


SUPERVISION/DEMONSTRATING DUTIES:

Give details of supervision/demonstration for the current academic year (include College Teaching).
	     


OTHER PROFESSIONAL ACTIVITIES:

Please detail any other professional activities that you have taken part it.
	     


OTHER RESEARCH GROUP ACTIVITIES:

Please detail other activities that you have organized, e.g. journal club, tissue culture room, etc.
	     


OTHER DEPARTMENTAL ACTIVITIES:

Please detail other activities that you have been involved with, e.g. tea club talks, pantomime, etc.
	     


PROGRESS REPORT: PAST OBJECTIVES AND PROGRESS REPORT:

Please give an account of progress and achievements in the last two years in relation to your objectives. Break down your project into logical steps and explain why you took the actions you did along the way.  You may find it useful to use the example table shown below:

	Experimental approach
	Period of work
	Collaborated with 
	Predicted results
	Actual Results
	Decision taken to move forward...
	Other comments

	Design construct

Including literature search, DNA database search, obtaining promoter element from X Scientist, X Institute,

etc


	Oct 06-Nov 06
	from X Scientist, X Institute


	Construct design strategy satisfactory
	Construct design strategy satisfactory
	To move cloning gene
	Material transfer agreement withstanding (date)



	     
	     
	     
	     
	     
	     
	     


PROGRESS REPORT -  FUTURE OBJECTIVES:

Please give an account of your future objectives.  

	     


Looking back to the objectives agreed at your last review meeting, which ones have been (a) exceeded, (b) met or (c) not achieved?  What criteria are you using for these assessments?
	(a)
	     

	(b)
	     

	(c)
	     


What do you feel you have done particularly well in your role over the last 12 months?

	     


What do you feel you have done least well in your role over the last 12 months?

	     


To help improve effectiveness in your job still further, what steps could be taken by (a) you, (b) your line manager or (c) the Department?

	(a)
	     

	(b)
	     

	(c)
	     


Please record any training courses that you have attended since the last review:

	     


SELF-APPRAISAL FORM:

Planning Ahead:

What do you think should be the key objectives for your job for the next review period (list no more than 5)?

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     


The Review Meeting:

Please list any additional items that you would like to discuss at the review meeting.  These could include training needs, how the Department can assist in your career development or any changes in your responsibilities that you would like to see in the near future.

	     


Step 1 – Reviewee:

Once you have completed this form, please pass it to your Reviewer at least 7 days before your Review Meeting.

Step 2 – Reviewer:

Please list any additional points that you would like to discuss at the Review Meeting.

	     


Step 3 – Reviewer:

Please copy the form and return the original to the Reviewee at least 2-days before the Meeting.

Step 4 – Reviewee:

Please take note of the additional points added by the Reviewer.  Remember to bring this form along to the meeting.

STATEMENT:

Please include any Staff Development requirements and other future developments agreed by both the Reviewee and Reviewer.
	     


Signed: ………………………………………………………………………….   Date: ......……………..



Reviewee

Signed: …………………………………………………………………………  Date: ……………………



Reviewer
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