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1. Reviewee prepares for the PDR meeting by reviewing goals from 

previous probation/PDR form 
1. You should open your Simitive account here: https://paediatricspdr.simitive.com/   Log in 
with your SSO. 

2. In the “My Reviews” area (under the Gen1 section, with the orange fan symbol) click ‘view 
finalised reviews’. This will show you previous reviews that have been completed and 
finalised. 

 

 
 
 
3. A drop down tab will open, showing you all previously finalised reviews. Select the most 
recently completed form. This might be a final probation review form, or a PDR form from 
the previous year. Click onto the relevant form and it will open in Simitive. 

 

https://paediatricspdr.simitive.com/
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4. In the top right-hand corner, click on the ‘save as a print-friendly PDF’ button to download 
a PDF version of the form to your computer so that you can easily refer to as you complete 
your current PDR form for the upcoming review meeting. 
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2. Reviewee prepares for the PDR meeting by completing the PDR 

form in Simitive 
 

1. While logged into Simitive, in the “My Reviews” area (with the person and tick icon), click 
on the form titled PDR with the current academic year’s PDR period, e.g. PDR Sept Oct 2023 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. As the reviewee, you will need to set a meeting date on the system. Under ‘meeting date’, 
click ‘set’. 
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3. Scroll down and read through the Introduction tab. If you would like further information 
about the PDR process, click the logo to go to the Personal Development page of our HR 
intranet. 

4. Click on the ‘Taking Stock’ tab to start this first section.  
Please note, questions marked in red are mandatory and will need to be completed before 
the form can be finalised. It is possible to initially share the form with your reviewer without 
completing all of these, but you will need to complete them before finalising the form at the 
end of the process. 
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5. Refer to the previous PDR/Probation form you downloaded in Section 1 to complete the 
‘Previous Objectives’ section. Click on the ‘add’ button to add additional rows, including one 
per goal. Select whether the objective was achieved, and provide further details in the final 
column. Please be as truthful as possible, as this will help in determining training needs. 
 

6. Scroll down and complete the ‘Your Performance’ section, answering the questions.  

7. Note which mandatory training courses you have completed in the last year. 

8. Note which further training courses you have completed over the last year to support your 
development. This might include internal courses offered by the University, or external 
professional diplomas. 

9. Scroll down and complete the ‘Mentoring’, ‘Workload’, ‘Role Specifics’ and ‘Further 
Questions’ sections. 

10. If at any point you need to stop, click the ‘Save and Close’ button which appears on the 
right-hand side of the top banner. This will save your progress, and enable you to return and 
pick up from where you left off at a later time. 
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11. Navigate to the next tab, ‘Planning Ahead’. You can do this by scrolling to the bottom 
and clicking the ‘next page’ button to continue, or you can scroll back up, and use the blue 
tabs to navigate to ‘Planning Ahead’. 
 

 
 

12. Complete the ‘Career Planning’ section.  

13. Complete the main objectives for the next 12 months. Click the ‘add’ button to include 
additional rows, using one for each objective 
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14. If at any point you need to stop, click the ‘Save and Close’ button which appears on the 
right-hand side of the top banner, as in step 2.9 previously. This will save your progress, and 
enable you to return and pick up from where you left off at a later time. 

15. Navigate to the final tab, ‘Summary’. You can do this by scrolling to the bottom and 
clicking the ‘next page’ button to continue, or you can scroll back up, and use the blue tabs 
to navigate to ‘Summary’. 

 
 

16. Under ‘Any Other Discussions’, note any other points you would like to raise with your 
line manager for discussion. If there are none, put ‘N/A’ or ‘none’. 
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17. Click the ‘Save and Close’ button which appears on the right-hand side of the top banner, 
as in step 9 previously. This will save your progress, and enable you to return and pick up 
from where you left off at a later time.  

18. When you are happy with the form, and ready to share this with your line manager ahead 
of the meeting, scroll to the top of the form, and click on the ‘Share’ button 

19. It will be helpful to have a copy of the completed form to hand in the meeting. The 
reviewee can either log into Simitive on their laptop and share their screen, or save it as a 
print-friendly PDF to download and print a hard copy if this is preferred. 
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20. To generate a PDF, click the ‘Options, Attachments & Printable PDF’ title in the top 
banner, then click ‘Generate Printable PDF’ 
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3. Reviewer Prepares for the PDR Meeting 
1. You may find it helpful to refer to resources for reviewers here: 
https://pod.admin.ox.ac.uk/for-reviewers  

2. Open your Simitive account here: https://paediatricspdr.simitive.com/. Log in with your 
SSO. 

3. Click on ‘My Linked People’ tab to see review forms that have been shared with you. 
Identify the correct employee in the ‘Name’ column, then under ‘My Actions’ click on ‘View 
Review’. 

 

 
4. Read through what the employee has shared, noting on any points you would like to 
discuss further or comment on in the meeting, and consider how this compares to your 
insights. 
 

5. To navigate between the different sections there are two options. You can do this by 
scrolling to the bottom of the section and clicking the ‘next page’ button to continue, or you 
can scroll back up, and use the blue tabs at the top to navigate to the next section. 
 

https://pod.admin.ox.ac.uk/for-reviewers
https://paediatricspdr.simitive.com/
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4. Hold the PDR Meeting 
 

1. It will be helpful to have a copy of the completed form to hand in the meeting. It may be 
preferable to view the form electronically in Simitive, so that if additional objectives are 
discussed, these can be added by the reviewer and the form amended in the moment. 
Alternatively, they can be noted on paper and the Simitive form updated following the 
meeting.  

2. You can download a PDF version of the form, which can be printed for reference during 
the meeting. 
 
In the “My Reviews” area (with the person and tick icon), click on the form titled PDR with 
the current academic year. 
 

 
 

3. In the top right-hand corner, click on the ‘save as a print-friendly PDF’ button to download 
a PDF version of the form to your computer, which can be printed, or viewed electronically 
during the meeting. 
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4. The discussion should cover information provided in the form, including the Taking Stock 
and Planning Ahead sections, engaging in dialogue around what the reviewee has shared. 
 

5. Where any amendments or additions to sections are discussed, the reviewee can either: 
▪ Make the amendments in live time, clicking ‘save’ at the bottom of the form 
▪ If working with a hard copy, note these down, to then amend the form later, 

following the steps in Section One.  
▪ They will need to then click share and close to share the amended form with the 

reviewer (as outlined in Step 2.18 above). 
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5. Reviewer Adds Comments to the Form After the Meeting 
 

1. You should open your Simitive account here: https://paediatricspdr.simitive.com/. Log in 
with your SSO. 
 

2. Click on ‘My Linked People’ tab to see review forms that have been shared with you. 
Identify the correct employee in the ‘Name’ column, then under ‘My Actions’ click on ‘View 
Review’ 
 

 
 

3. To navigate between the different sections there are two options. You can do this by 
scrolling to the bottom of the section and clicking the ‘next page’ button to continue, or you 
can scroll back up, and use the blue tabs at the top to navigate to the next section. 

https://paediatricspdr.simitive.com/
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4. Under the ‘Taking Stock’ tab, add your comments to the red boxes under ‘Your 
Performance’ 
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5. Under the ‘Planning Ahead Tab’, add your comments under the ‘Career Planning’ section. 

 

6. Click ‘save and close’ in the top banner (pictured in the previous image) to save your 
progress at any time and close the form, should you need to stop and return to the task 
later. To re-open the form, follow the steps outlined in 5.2 above.  
 

7. Under the ‘Summary tab’, add your concluding comments to the ‘Reviewer’s Comments 
section. 
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8. When you are happy with your comments, and ready to share the updated form with the 
reviewee, scroll up to the top banner, and click ‘Share’ 
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6. Reviewee Reviews and Finalises the Form 
 

1. You should open your Simitive account here: https://paediatricspdr.simitive.com/. Log in 
with your SSO. 

 
2. In the top menu, please click on the ‘Actions’ tab. This will show that your reviewer has 
shared the form with you. You then need to click on the name of the form to open it. 

 
3. Review the comments that your reviewer has added. 

4. Now that all parts have been completed, you can finalise the form. Please note that if you 
have not completed all mandatory fields (those marked in red), it will not let you finalise the 
form. If you need to make any amendments, do so, and then click the ‘Save and Close’ button 
to ensure these are saved to the form, as in Step 2.10.  

5. Once all mandatory sections are completed, the ‘Finalisation’ box will appear. To finalise 
the form, click the tick box which has your name next to it, to indicate you agree to the 
finalisation of the review form. Please note, once finalised it is not possible to make further 
changes to the form. 
 

https://paediatricspdr.simitive.com/
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6. A pop-up box will appear, asking you to confirm you agree to the finalisation. If you are 
happy with this, click ‘Submit for Finalisation’ to share it with your line manager for them to 
finalise 
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7. Reviewer Finalises the Form 
1. You should open your Simitive account here: https://paediatricspdr.simitive.com/. Log in 
with your SSO. 

 
2. Navigate to the form. Click the ‘Actions’ tab, and you should see a notification that your 
reviewee has shared the form with you for finalisation, as below. Click ‘Go to Review’ to 
review the form to be sure you are happy with this before finalising. Should you wish to skip 
this step, you can click on ‘Approve’ to finalise the form. 

 
 
3. After reviewing the form, in the top banner, under ‘options’ go to the ‘Finalisation’ section 
and tick the tuckbox that should have your name next to it to finalise. 

https://paediatricspdr.simitive.com/
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4. A pop up box will appear asking you to confirm you want to finalise the form. Once 
finalised, no further amendments can be made. Click ‘Submit for Finalisation’ to finalise.  
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5. You will now be able to view the finalised form. Navigate to the ‘My Linked People’ tab, 
and the status should show as in green as ‘Completed’. Should you wish to review the form, 
click ‘View Review’ in the right-hand column.  
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8. Reviewee Views Finalised Form 
1. Once your line manager has also finalised the form, it will disappear from your current 
forms area. You will need to navigate to ‘My Reviews’ and click on ‘view finalised reviews’ to 
access the finalised form. 

 
 
 
 
 
 
 
 
 
 

 

2. A finalised review form will look like the below, with the status showing as ‘completed’: 
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