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POLICY FELLOW STAFF CAREER DEVELOPMENT REVIEW 2019-2020
	Name of staff member being reviewed:
	

	Centre/Department:
	

	Job title (e.g. Policy Officer): 
	

	Name of member of staff conducting the review:
	

	Date of meeting:
	


Please ensure that the following are completed before submitting to HR:

· Section A has been completed by the Reviewee

· Section B has been completed by the Reviewer

· Section C has been agreed by the Reviewer and Reviewee

· All parties have signed the form at the end

· A copy of the employee’s CV is submitted along with this form

Section A: Career Development statement (to be completed by the researcher being reviewed) 
Policy Fellow staff are expected to be pro-active in managing their own careers.  However, the School, Heads of Department (HODs), Research Centre Directors (RCDs) and Principal Investigators (PIs) also have a responsibility to ensure that appropriate support is in place.

The Policy Fellow staff Career Development Review (CDR) meeting is intended to allow for an open and constructive exchange of views, which both takes into account future plans as well as enabling a review of past performance, achievements and experience. Further guidance on the CDR scheme can be found on the Human Resources website here. For a description of current role profiles see here. 

Please attach a current CV, which can be in any format.

1. Previous review: please summarise progress in relation to the outcomes and actions agreed in the previous Career Development Review meeting.

2.  Knowledge engagement, impact, user-focused and policy-oriented work profile: please provide a self-evaluation statement focussing on your achievements over the last review period, drawing attention to impact, knowledge exchange and public engagement, grant raising activities, any policy-relevant and other outputs,  and commenting on your understanding of how your achievements relate to departmental and School priorities.

i. Knowledge engagement and impact 
ii. grant submissions
iii. policy-relevant and other outputs
3. Contributions to centre/departmental administration and School citizenship: please provide a self-evaluation statement of the contributions you have made to centre/departmental administration and School activities over the last review period.

i. Centre/Department

ii. School

4. Contribution to teaching (where applicable): please provide a self-evaluation statement of the contributions you have made to teaching and education.

5. External, professional and other activities: please provide a self-evaluation statement of the external and professional activities in which you have been involved.

6. Plans for the coming year: please describe your plans for the coming year with respect to knowledge engagement, impact, user-focused and policy-oriented work, administration and citizenship, teaching and education (if applicable) and external, professional and other activities.

7. Career goals and career development: please reflect on your career goals (short, medium or long term) and your career development and progression; this may include reflections on employment options for those on fixed term contracts dependent on external funding.

8. Departmental/Centre support: please summarise any departmental and School support that has been of particular value this year, and suggest how the department and School could assist you in reaching your goals (short, medium and long term) in the years ahead.

Section B: Statement of member of staff conducting the review (a) evaluating the staff member’s performance, achievements and contributions relative to the role profile relevant for their current position, and (b) providing constructive advice about the staff member’s career goals and how these might be achieved, as well as employment options for the future.
Section C: Summary of discussion and agreed action points arising from the annual Career Development Review meeting 

This form and attachments are a summary of the Career Development Review meeting, including the agreed outcomes and actions. 

All parties should sign the below before the form is submitted to Human Resources along with an up to date CV.

For completion by the Reviewee (staff member being reviewed):

	Name of Reviewee:
	

	Department:
	

	Signature of Reviewee: signature can be inserted or typed
	

	Date:
	


For completion by the Reviewer (staff member conducting the review):
	Name of Reviewer:
	

	Department:
	

	Signature of Reviewer: signature can be inserted or typed
	

	Date:
	


For completion by the Head of Department (if different to the Reviewer):
	Name of Head of Department (if not the same as Reviewer): 
	

	Signature of Head of Department (if not the same as Reviewer): signature can be inserted or typed
	

	Date:
	


The completed CDR form and a copy of CV should be sent via email to HR.CDR@lse.ac.uk 


Agreed Professional Development Activities (Policy Fellow Staff) 
This section of the form provides an opportunity to outline any additional development that might be required.  Further details regarding Career and Professional Development support sessions offered by the School are available here: Research Staff Development Sessions
	Name:
	

	Centre/Department:
	

	Name of Member of Staff conducting the Career Development Review meeting:
	

	Date of recent Career Development Review meeting:
	

	Summary of agreed Professional Development Activities to be undertaken, arising from the annual Career Development Review meeting:
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