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Performance & Development Review Procedure & Guidance Notes 
For Academic and Research Staff



Performance & Development Review Procedure & Guidance Notes for Academic Staff
1.  What are we setting out to achieve?

Consistent with the 2020 vision the University is seeking to provide a performance and development review process to encourage excellence in research, teaching and the administration that supports these activities.  In addition to individual effort, it is recognized that the provision of adequate and appropriate levels of support and resources by the institution is crucial.  It is also understood that for members of academic staff academic freedom and a significant level of autonomy are essential if such excellence is to be achieved.  

The core principles of the performance and development review process provide for:

· A formal annual review for each member of staff

· The setting of mutually agreed, achievable objectives that guide and balance an individual’s contribution 

· The identification of development needs and plans that facilitate the achievement of individual, team and University objectives

· The determination of resources required by the individual or team to work towards achieving the objectives, where appropriate

· The monitoring of progress towards the agreed outcomes of the annual review

The review process will be conducted in a manner fully consistent with the University’s equality and diversity policies. Reviews which satisfy the core principles above are taken as meeting this obligation.
2.  Where does this fit in to performance management?

The performance and development review process is designed to connect individual contribution and career aspirations to the achievement of the University’s 2020 vision.  It is intended to help individuals reflect constructively, but critically, upon their own performance.
3.  Who should take the lead in introducing the review process?

Commitment towards introducing the review process needs to come from the Faculty Senior Management team in conjunction with the HR team.  The Faculty Senior Management team will have sufficient latitude, if required, to revise the process to meet any specific local needs, in consultation with the Trade Unions.    

Existing schemes may continue to be used where they are in line with the core principles included in this scheme. This includes existing joint appraisal arrangements for staff with clinical and academic duties, in line with the Follett principles.  The HR team will advise on transition from existing schemes to the new scheme where it is felt that this is the appropriate course of action.

4.  What documentation should be completed?

A number of standard forms have been provided with these guidance notes.  The forms are designed to be completed electronically.  The forms may be adapted as required. However the substance should remain the same since this reflects the core principles set out in these guidance notes.  There is also scope for the development of other relevant tools and the HR team will be able to advise on these.  It should be noted that whilst the forms may be useful these should not detract from the quality of the discussion.  

In some Schools/Units, it may be decided to also ask for a Curriculum Vitae and/or a similar document summarising activity.  Indeed, where the review requires information already available from another source, then this should be used, in order to reduce unnecessary duplication.

Also included with the model scheme documentation are pro-forma for recording individual Development and Training Plans and also for collating group Development and Training Plans which can be used to inform the staff development planning process.  The following forms are attached at the end of these guidance notes:-

· Preparation form Academic and Research staff

These forms are to help individuals reflect fully prior to the review

· Action reminder 

This is a simple checklist for both reviewer and reviewee to help ensure they are fully prepared prior to the review

· Report form Academic and Research staff

These forms are to summarise and agree the key points of the discussion that takes place 

· Personal Development Plan

Needs identified in the review can be transferred to this form

· Development and Training Plan (Group)

This form can be used to collate individual development and training needs and is helpful for example in identifying collective needs.
5.  Who should conduct the review?

Normally reviews will be undertaken by the ‘line manager’ or another more senior colleague but it may be more appropriate for other colleagues to be involved e.g. where that individual works also within other areas or where there are significant numbers of staff in one work group making this logistically very difficult.  Discussion should take place with an individual to agree the most appropriate reviewer.  It is important that the reviewers have the confidence of reviewees and have the relevant authority regarding resourcing issues.  Where there is disagreement as to who should be the reviewer this should be referred to the Head of School.

The Faculty Senior Management team may also wish to seek advice from the local HR team in determining appropriate arrangements in their areas of responsibility.

The outcomes of the annual review, including progress against new objectives that have been agreed and involvement in any agreed development or training activities should be followed up at regular intervals, ideally quarterly.  Having such an ongoing dialogue, which will be informal in nature, is consistent with good management practice.   Ultimately the frequency and format of follow up discussions is a matter of judgement for the reviewing manager who should discuss and agree this with the individual. 
6.  What areas should the annual review cover?

The annual review should concentrate on: 

· performance in a variety of activities and circumstances over the previous 12 months 

· continuous improvement of future performance to the mutual benefit of the individual and the institution 

· seeking to reach agreement on these issues

It should: 

· acknowledge strengths

· identify development or training needs

· identify any issues that appear to hinder individual, team or University performance

· facilitate and support the reviewee; not threaten or intimidate

It is acknowledged that staff already work very hard and one of the purposes of the review is to identify and address issues of excessive workload.  The main focus of the review should come from the individual undertaking self-assessment of his/her contribution and identifying personal skills.   Agreed strategies arising from the review will often be in the hands of the reviewee to implement, but may also require action from others within the School, Faculty or University.  A suggested pro-forma, which the individual might be asked to complete to aid the discussion, is provided with these guidance notes.
7.  What will be the outcomes of the annual review?

The review should produce the following, which should be documented:

· Agreed summary of recent achievements (i.e. since last review, where appropriate)

· Agreed targets/objectives for the next period clearly linked to operational plans with agreed support identified where appropriate

· Agreed learning/development objectives and methods, (and any resources related to these)  through which these objectives can be met 

Where relevant a current job description may be included, which may include agreed suggestions for revision
Taken together the outcomes of the review will inform the staff development plan at School and/or Faculty level.  The review may also identify weaknesses in the organisation of operations at any level within the University which appear to be hindering individual or collective performance. 
8.  Will the outcomes be confidential?

Completed reviews will normally be confidential between the reviewee and reviewer. The relevant member of the Faculty Senior Management Team will have the opportunity to look at completed reviews in their area of responsibility to gain an overview if appropriate.  The Head of School/Senior Manager may also wish to agree at local level to sign off reviews carried out within their area of responsibility.  Staff development outcomes will need to be more widely disseminated to inform the staff development process.

9.  What if agreement is not reached in the review?

All outcomes of the review should be agreed by reviewer and reviewee.  Since the objective is to be helpful and constructive, disputes between reviewer and reviewee should be rare.  However, in the event of serious disagreement, there must be a procedure for resolution, which in the first instance will normally be through the Head of School.  Any failure to reach agreement should be noted in the report form.
10.  What training will be necessary in preparation for the review?

The Staff Training and Development Unit, supported by the HR team will assist in the design and delivery of training for reviewers and reviewees.  This will include sessions for those line managers who have no or little experience of reviewing performance in this way, as well as refresher sessions.  Training needs should be confirmed in the first instance to either the appropriate Human Resources Manager or the Staff Development Adviser.
11.  How should the success of the scheme be evaluated?

An annual review of the effectiveness of the scheme is recommended, including consultation with the Trade Union representatives.  The Faculty Senior Management team have overall responsibility for ensuring that reviews are carried out effectively in their areas of responsibility.
12.  How will we respond to a colleague who might be reluctant to participate?

Participating in the review process will result in an individual receiving feedback, understanding his/her contribution to the University’s goals and having a Personal Development Plan; it is anticipated that this will be a constructive, positive and useful experience and that staff will therefore be comfortable to be involved in the process.  However, where colleagues are hesitant, support will be available through the HR team and Staff Development Adviser and also trade union representatives, where appropriate, to help overcome any obstacles to participation.
13. Will the results be used to inform decisions about discretionary pay?

No.  Decisions regarding pay progression require an agreed review mechanism which ensures consistency and fairness in its application.  

14. How does the scheme relate to Promotion Procedures?

The P&DR is separate from formal promotion procedures, including advancement, confirmation or renewal of appointments.  It is not appropriate therefore for any document that is used within the P&DR to be incorporated directly into applications for promotion.  However the following links can be made:-

· Discussions held as part of a P&DR relating to what an individual has achieved for example could provide useful indications on promotion

· Career development discussions that may take part in the P&DR may touch upon promotion aspirations

· It is reasonable for the reviewee to volunteer information from the P&DR in support of their promotion case 

It is therefore important that feedback provided in the P&DR is open, honest and constructive 

15. How does the scheme relate to Disciplinary Procedures?

P&DR’s should be constructive and supportive, aimed at assisting the development of the reviewee.  They should not be confused with disciplinary procedures for which entirely separate arrangements exist.

16. Which staff should be reviewed?

All academic and research staff in a School/Unit should have the opportunity to have a performance and development review on an annual basis, including staff on fixed-term appointments.

17. What about staff on probation?

For staff that are on probation there is already an annual review system in place which should continue.  Once a member of staff has completed the probationary period successfully their next review will be in the form of a P&DR, bringing them in line with other colleagues.
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 PERFORMANCE AND DEVELOPMENT REVIEW

PREPARATION FORM 

ACADEMIC AND RESEARCH STAFF

The performance and development review discussion is an opportunity for employees and their line manager/supervisor to discuss key issues concerning their job.  It is an opportunity to reflect and learn from what has occurred in the past year, to discuss current work tasks and objectives and to consider future challenges and support requirements including training and development.

This pro-forma has been produced to help reviewers and reviewees to prepare for the personal review. We have included prompts to help you to consider areas, which you may wish to discuss at the review. They are not intended to be exhaustive so please add to them wherever you wish.  It has been designed to be completed electronically and sections can be expanded as required.

RAE PUBLICATIONS SELF-ASSESSMENT, WHERE RELEVANT¹

· Which do you consider to be your best RAE qualifying publications (up to a maximum of 4)?

· How would you rate them, individually?

	


PAST YEAR

What has gone well?

· Consider any aspects of research, teaching and administration that you have undertaken during this period.

· What has been achieved?

· What in particular contributed to these successes?
	


What hasn’t gone well?

· Again, consider any aspects of research, teaching and administration that you have undertaken during this period.

· What problems were encountered?

· How were they addressed?

· What action(s) would prevent problems recurring?
	


¹It is recognised that for a variety of reasons this information relating to the RAE may not be appropriate.  For example, a reviewee may not be required to submit a RAE return or may have a reduced research output due to various reasons, such as strategic decisions within the School, taking periods of leave, duty allocation or area of specialism.

What development activities have been undertaken?

· Consider any conferences, on-the-job training, mentoring opportunities, training courses, new projects, college/university programmes, coaching opportunities etc. that you may have undertaken during this period.

· How useful were these?

· How were you able to apply these development activities?
	


CURRENT WORK

Given your current workload and research activity:

· Consider how clear you are about priorities

· Is the current workload manageable or are there support requirements?

· Have any specific resource or training needs been identified?
	


FUTURE

What objectives, priorities should be agreed for the next 12 months and the medium/long term (2-3 years)?  Try to prioritise as high/medium/low

· What support will be needed in order to achieve these, e.g. equipment, support, development, information, materials, time

· Are there any perceived blockages to achieving these and how might these be addressed?
	


What development/training might be useful?

· Consider for example new research projects, teaching, mentoring, reading,  conferences, training courses, delegated duties

· What personal/organisational benefit(s) would be gained by undertaking the development activity?
	


	PERFORMANCE AND DEVELOPMENT REVIEW
REPORT FORM

ACADEMIC AND RESEARCH STAFF




	Name
	

	Discipline Area
	

	Reviewer
	


Please expand sections as required.  The contents of this form are confidential.

	REVIEW OF PERFORMANCE

	Cover Research, Teaching, Administration (research should have longer term perspective and include a self-assessment of up to 4 best RAE qualifying publications where relevant)

	


	Agreed summary of performance

	


	FUTURE (12 months and over a 2-3 year horizon)


	Agreed objectives and plans
	Action by when

	
	


	Agreed development
	Action by whom
	Action by when

	
	
	


	Any other agreed actions
	Action by whom
	Action by when

	
	
	


	Any other comments

	For example, any disagreements; observations on the P&DR process



	Signed
	Date

	                                                             (Reviewer)


	

	                                                             (Reviewee)


	

	We confirm that this is an accurate and agreed record of our performance and development discussion.


	


PERSONAL DEVELOPMENT PLAN 

	Name:



	Division:



	Contact Details:



	Date:




	Development or Training  Need
	Priority

High

Medium

Low
	Link to policy,  strategy or individual objectives
	Details of any cost
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


DEVELOPMENT AND TRAINING PLAN (Group)

This form has been designed to assist line managers in collating development and training plans for their team or section.

	
	
	
	Priority
	Rating
	
	Link to policy,

strategy or individual objectives
	Please provide specific details for any external costs
	

	Training or development need
	Named person(s)
	Total number requiring training or development
	High
	Medium
	Low
	
	Cost
	Comments
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