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University Appraisal Policy  
This paper sets out the University policy for the revised University Appraisal process. The policy should be set in the context of the University Staff Development and Equality policies and embraces the values of the University as set out in the 2006 – 10 Strategic Plan.
This policy provides an overview of the fundamental principles and process. Detailed guidance as to implementation is set out in the Guidance Notes for Appraisers and Information for Staff. 

1. Overview

The University Appraisal process is based on the understanding that continual review of performance and development is a positive contribution toward developing a motivated and committed workforce. This activity helps individuals, teams, departments and the University to maintain and improve performance at all levels and support the achievement of individual and organisational goals.
Appraisal is clearly not the only means of carrying out this process. It is only one of many opportunities and tools available to HODs and University leaders to review performance and development of their staff. As such, it should be seen as being part of the overall management process rather than an annual event, undertaken in isolation.
The purposes of the scheme are therefore to:

1.
To provide an opportunity to jointly review and evaluate an individual member of staff’s performance in a positive and constructive manner. This review will include all contracted duties and other mutually agreed activities.

2.
To discuss and review the individual staff members’ contribution to the department and University against the agreed objectives for the last year.
3.  To clarify for the individual what the University priorities are and how these relate to their role and to agree related objectives for the coming year.

4.
To discuss and identify relevant training and staff development needs of the individual member of staff and agree an action plan which balances the needs of the individual, the department and the University.

5. To provide a formal opportunity for the individual to discuss their short and longer term career 
    aspirations
2. Potential benefits

Used positively, the Appraisal process can provide significant benefits for all parties. It should therefore be given priority by Heads of Department and viewed as an essential management and planning tool.

2.1 Benefits for the individual include:
· An opportunity to have an honest and constructive dialogue about performance and development needs 

· A formal structure within which to have this discussion

· An opportunity to look back and forward in a positive and purposeful way and exchange useful feedback
· A chance to contribute to department planning and give constructive upwards feedback
· Time devoted to active consideration of individual needs, concerns and aspirations

· Encouragement and recognition of achievement

· Develop a clear understanding of priorities and how individual objectives align with these

2.2 Benefits for the Appraiser and department include:
· A way of helping staff to positively review their performance to date and identify ways of realizing their potential
· A useful means of exchanging feedback , offering support and forward planning
· Better alignment of individual, departmental and University goals

· Opportunity to offer praise and recognition of the contribution each individual makes to the work of the department
· Opportunity to encourage the identification and sharing of good practice
· Clarification of roles and responsibilities

· A chance to review how staff are deployed and to aid resource planning
2.3 Benefits for the University include :
· More open and participative styles of leadership and management

· Training and development opportunities which are clearly aligned to strategic goals

· Improvements to the student experience and quality of education provision through the effective preparation, support and development of staff

· Enhancement of staff morale, improved retention and staff effectiveness
3. Roles and Responsibilities

Overall responsibility for management of the appraisal process rests with the Vice Chancellor and the Senior Management Team. 
Responsibility for monitoring the application, quality and outcomes of the process is the responsibility of the Staff Development Office. The Staff Development Office is also responsible for reporting the results of its’ annual monitoring and review to the senior management team during the early part of the Autumn term.

The sequence of review meetings, with approximate time lines is set out below.
	Who
	Appraised by
	When
	Why

	Vice Chancellor
	Chair of Governing Body
	September/ October annually
	To ensure alignment with the strategic plan

	Senior Team
	Vice Chancellor
	September - November
	To ensure alignment with the strategic plan

	Heads of Department
	Senior Team
	Before end of Autumn term
	To agree priorities for coming academic year 

	All staff
	Heads of Department / Line managers / Team Leaders 
	From January to June
	To inform departmental planning and budget setting in June 


By following this sequence of reviews there should be an alignment between the objectives set at each stage of the process. The objectives set for the Vice Chancellor should impact on the senior team; the objectives of the senior team should impact on Heads of Department and so on. 
3.1 Senior Management Team and Heads of Department
Members of the senior team are responsible for ensuring that their Heads of Department manage and monitor reviews in their area of responsibility. Heads of Department may delegate responsibility for carrying out the review to other relevant staff. However they must ensure that:

1. All Appraisers are trained in the University appraisal process
2. All staff have a clear understanding of the purposes of appraisal, who their Appraiser will be and why

3. The process of collating, disseminating and sharing collective outcomes is agreed and communicated within the department or team

4. Heads of Department actively participate (3) above
3.2 Appraisers

Appraisers are responsible for :

· Implementing the appraisal process 
· Ensuring they meet the requirements as set out in the Appraiser Guidance document

· Ensuring they attend the University training session for Appraisers 
· Conduct all reviews in an appropriate, professional and equitable manner. 
· Ensuring staff members accept responsibility for implementing agreed objectives and development needs 
As a guide, each Appraiser should not appraise more than ten staff.

3.3 Staff members
All staff should ensure they :

· Prepare fully for review meetings

· Contribute constructively to their review and review meeting

· Ensure they agree with Appraisers a set of appropriate objectives and development plan. 
· Attend a staff briefing session as organised by the Staff Development Office prior to their review meeting.

4. Staff Eligibility for Review 
All staff employed by the University should receive an annual review . This includes staff on secondment or fixed term contracts. 
For some staff, notably those employed on an hourly paid basis the use of the full formal process may not be appropriate. However, the University recognises that the potential benefits of review apply equally to all staff, whatever the nature of their employment. All staff also have an equal right to give and receive feedback and be aware of their contribution to the University.
In such cases, Heads of Department are required to ensure that suitable process of review and development of performance is in place. This can be done in teams where appropriate and agreed by the staff members involved. Advice on this can be sought from the Staff Development Office if required.

5. Frequency of Appraisal
Staff should be reviewed annually. They should also receive an interim review, at least once during the year. Departments can devise their own methods for carrying this out and noting any changes in agreed objectives. The critical element is that such interim reviews are still carried out in line with the good practice guidance for full review meetings.

6. New Staff
All new staff are required to complete the University probation process. Initial development needs should be identified early during the induction period. At the end of the probationary period, development needs should be reviewed and appropriate objectives agreed to carry the member staff forward to the next review round. 
7. Confidentiality and review outcomes
All parties need to have confidence in the process if it is to succeed. Confidentiality is therefore critical at all points of the process.  

The review meeting is summarised as key points only on Form B, as detail of the meeting itself is  confidential. Form B remains as confidential between the Appraiser, staff member and Head of Department unless the staff member themselves deems otherwise.
However, while confidentiality and professional trust is critical this does need to be balanced with the benefits of a process that openly shares outcomes, where appropriate. Team members should be encouraged to share their objectives across teams where relevant. Development needs should also be summarised by Appraisers and common needs should be built into the annual departmental development plan.
8. Outcomes from Review
The primary outcome from review should be a clear understanding by both parties about the staff  member’s performance, in relation to current and expected needs of the department and University.  Discussion based on this should lead to an agreed clear action plan which sets out :

· specific objectives and development needs of the staff  member
· support to be provided by the Appraiser and/or department to ensure agreed actions are implemented.

While the summarised Form B is confidential, there is some merit to be gained from either partial or complete sharing of the agreed objectives within the team or department. Evidence shows that a totally closed and confidential system runs the risk of being little more than a paper exercise. Sharing objectives in this way would encourage staff members to understand each other’s contribution and work more closely as a team.
Appraisers should also ensure that once all reviews are completed, general feedback as to key messages/needs are collated to inform departmental planning, including the departmental development plan. Appraisers will provide a summary report (Form C) of all reviews completed to the HOD. The HOD will complete a departmental summary version of Form C which should be shared with department staff. Such collective feedback reinforces the value of review in helping to promote change.
This report should also be copied annually to their Senior Manager and the Staff Development Office. The Staff Development Office collate departmental reports into an overall University review, shared with SMT. This process is clearly indicated below.

Outcomes of Appraisal 
                                                                                                                        TEMPLATES  

	Appraiser ensures outcomes of each 
review is recorded. All reviews to be completed by April.

	Appraisee Preparation Form A 

	Appraiser prepares summary of all reviews for HOD. Should include common development needs, implications for future 
planning, identification of potential talent/high flyers. Overall 
summary and copies of individual reviews sent to HOD
	Appraiser Summary Form B

	HOD compiles summary departmental report to identify key 
issues arising from the review process and departmental 
development needs to be fed into departmental plan. This
 to be sent to SMT member and SDO by June 

	Appraiser Summary Form C
Department Development Plan

	HOD ensures review outcomes shared with department. Teams to share individual objectives via team meetings as relevant



	SDO to attend each Faculty / Directorate management  
meeting annually in Autumn term to discuss the outcomes of 
the review process in the academic year just ended and to 
inform future planning.



	Following the above, SDO to prepare annual report for appraisal for submission to SMT and Staff Development Annual Report in 
October.



	Outcomes and recommendations to inform future conduct of 
University APPRAISAL process, development planning and Appraiser training are made and shared with staff and managers.




Whilst such paper reporting is useful and necessary, the value of positive conversation and direct feedback in review applies at all stages of the process. Where possible therefore, summary outcomes from review should be discussed in face to face meetings. 

To support this, annual attendance by Staff Development Office at each of the faculty or directorate management boards early in the academic year will form part of the dissemination and review process.

9. Link with Contribution Pay

All staff who are at the top of their pay grades are eligible to apply for contribution points. Each grade has two points each applied for in subsequent years. Award of contribution points is made against agreed objectives and criteria. 

Staff wishing to apply for contribution points should identify appropriate objectives which may qualify them for payment by April each year with their Appraiser. These objectives need to be agreed by the HOD. By April of the following year, objectives are reviewed with the staff member with their Appraiser. Staff members will need to submit evidence where appropriate of completion. Claims are then submitted to the HOD for assessment in line with the agreed process.

Full details of the process are set out in the Contribution Guidance Notes. Appraiser training will include application of the Contribution process.   
10. Unresolved Issues

If staff feel unhappy with any aspect of the review process, they should in the first instance raise the matter with their Head of Department. If this does not resolve the issue or is not possible, then staff may seek advice from the Staff Development Office (SDO). The SDO will then seek to mediate to secure a suitable resolution.  






