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TEACHING AND EDUCATION CAREER STAFF
CAREER DEVELOPMENT REVIEW FORM
2024-2025
	Name of staff member being reviewed:
	

	Centre/Department:
	

	Job title (e.g. Assistant Professor (Education): 
	

	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

· Both parties have signed the form at the end

· A copy of the employee’s CV is submitted along with this form
· Managers should also ensure that a mentor has been allocated (where relevant)
Section A: Statement to be completed by the education staff member
Teaching and Education Career staff are expected to be pro-active in managing their own careers.  However, the School and Heads of Department (HODs) also have a responsibility to ensure that the appropriate support is in place.

The Career Development Review (CDR) meeting is intended to allow for an open and constructive exchange of views of the performance, achievements and contributions of the staff member. It also provides a space for broad reflection on further development needs in relation to longer term career planning. Further guidance on the Teaching Staff and Education Career Development Scheme can be found on the LSE Human Resources website here. For description of current role profiles see here  (subject to review) 
If colleagues have concerns about confidentiality - e.g. in declaring a disability or any other personal information - they should flag this with their HR Partner and/or VCAC so protections can be put in place.
Please attach a current CV. Note, the CV can be in any format.

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

2.  Education Profile: please provide a concise summary of your achievements and contributions over the last review period 

i. Course teaching and course assessment

ii. Leadership (at course, programme, departmental and/or School levels) 

iii. Departmental contribution (committee work, influencing the work of colleagues, developing the taught provision / offer, contributing to student learning and experience)

3. External, professional and other activities: please provide a concise summary of the external and professional activities in which you have been involved (if applicable).

4. Plans for the coming year: please briefly describe your plans for the coming year with respect to education activities.

5. Career goals and career development: please briefly reflect on your career goals (short, medium or long term) and your career development and progression.

6. 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. Concerns about matters such as mentoring and work allocation can also be raised here as well as any personal matters, such as disability, that impact you at work for which you may require additional support.  Where reasonable adjustments have previously been made to support a specific disability, please comment on whether these are effective in enabling you to carry out your role and your career development goals. If it is not possible to raise this in the CDR meeting, this can also be confidentially communicated with the VCAC.
Section B: Statement of Member of Staff conducting the Review evaluating the staff member’s performance, achievements and contributions relative to the role profile relevant for their role 


Section C: Summary of Discussion and Agreed Action Points arising from the Career Development Review meeting 

This form and attachments are a summary of the Teaching Staff and Education 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 Career and Professional Development Activities

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: https://info.lse.ac.uk/staff/divisions/Eden-Centre/Eden-events-and-programmes 
	Name:
	

	Department:
	

	Name of member of staff conducting the CDR meeting:
	

	Date of recent CDR meeting:
	

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