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THE ROYAL VETERINARY COLLEGE

REVISED APPRAISAL SCHEME

APPENDIX 1: NOTES FOR GUIDANCE

INTRODUCTION
Appraisal review should be seen as a positive experience by all parties concerned.  It is a two-way process and gives both appraiser and appraisee the opportunity to give and obtain frank feedback about how they see the job progressing, what difficulties there have been in achieving the objectives set, what personal development needs the appraisee has and how the appraisee is being managed.

The College undertakes to operate this Appraisal scheme fairly in accordance with its agreed Equal Opportunities policy and Race Equality policy.  In order to help ensure that this happens, compulsory, comprehensive appraiser training will be provided to all those who undertake appraisals and voluntary appraisee training will be offered to all staff in the College.  The results of appraisal will also be routinely monitored.

PRACTICAL ARRANGEMENTS AND RESPONSIBILITIES

Human Resources will send out reminders to all people designated as appraisers within departments by the end of September each year that formal annual appraisals need to be conducted, and the paperwork signed off, by the end of November at the latest.  Appraisers are then responsible for organising with appraisees suitable times and dates for the reviews to take place.  Sufficient notice (at least 2 weeks) should be given to appraisees of the date of their review meeting.

The formal review meeting should result in an agreed assessment of progress against objectives for the last academic year and an agreed set of SMART objectives for the coming academic year.

It is the ultimate responsibility of Heads of Department to ensure that all appraisal reviews are carried out in a timely fashion and according to procedure and that new objectives have been set.

PAPERWORK

Appraiser
The Appraiser is responsible for setting a date the formal review meeting and would need to send the appraisee a letter confirming the time and venue.

This should also include:

· a copy of the College’s objectives for the past and coming year

· a copy of the departmental and sectional objectives for the past and coming year

· a copy of last years appraisal

· a copy of the new appraisal

The appraiser should also complete the first column of Part 1 of a new Form A for the coming year, outlining the broad objectives for the appraisee for the coming year.   These broad objectives should be linked to the achievement of sectional, departmental and organisational objectives.

All of this paperwork should be given to the appraisee for consideration at least two weeks in advance of the meeting.

Appraisee
In advance of the formal review meeting, the appraisee should complete the final column of Form A, parts 1 and 2 (see Appendix 2) from the previous year and make an initial self-assessment of progress against objectives and personal development objectives from the previous year.  They should also complete Part 3 of the form to give an initial assessment of their appraiser. A copy of this should then be given to the appraiser for consideration at least one week in advance of the meeting.

In addition to the above, academic staff should provide to the appraiser a list of publications made and research grants applied for and obtained in the last year as well as details of any outside interests that they might have.  This information should be provided by completing Form B and returning it to the appraiser at least one week in advance of the review meeting.

Academic staff will also be required to submit a peer assessment of teaching report bi-annually as part of the appraisal process.  This will be achieved as part of a separately administered system of formal peer-review of teaching (to be set up).  This could be recorded by completion of Form C and will be used, again with the consent of the individual, to inform the Annual Review process for promotion decisions and to inform the formal Probationary Review Committee when they meet to make decisions concerning the confirmation of posts.

THE REVIEW MEETING
The formal appraisal meeting should take place in familiar surroundings well away from any interruptions.  The appraiser should set aside two hours and ensure that telephones are diverted and that both parties are able to be absent from their normal duties for the duration of the meeting in order to minimise the potential for interruption.

At the review meeting both parties should have copies of:-

i) A partially completed Form A from the last year (Parts 1, 2 completed by the appraiser and appraisee and Part 3 partially completed by the appraisee).

ii) A partially completed Form A for the coming year (Part 1, column 1 completed by the appraiser.

iii) For Academic staff, there should be a completed Form B (completed by the appraisee) and Form C (where applicable).

iv) College institutional objectives and departmental/sectional objectives for both the past and coming years.

These documents would then form the basis of discussions at the meeting.

For guidance on how to plan, prepare and conduct effective appraisal meetings, and agreeing SMART objectives, please refer to the Appraisal Tool Kit which can be found on the staff intranet under Staff Departments/Human Resources/Appraisal Scheme.
POST REVIEW PAPERWORK
Following discussions at the Review meeting, the appraiser will be responsible for completing the final column of Form A and making an overall assessment of the appraisees performance from the previous year.  They will also be responsible for writing up agreed objectives for the coming year.  
For Academic staff, this will require sending a copy of all the paperwork to the Vice Principals for Teaching, Research and to the Director of Clinical Services (where applicable) before it gets finally signed off and agreed.
Copies of these agreed documents will then be signed off by both parties and sent to the Grandparent for review and signature.  The Grandparent would then return the signed document back to the appraiser.  The appraiser would then copy the signed, agreed documents and give a copy to the appraisee for their records and send the original to Human Resources for keeping on the employee’s personnel file.

In practice, it may take several days after the review meeting to complete the paperwork and get it signed off by all parties concerned (particularly for Academic staff).

DISPUTE RESOLUTION
Where there is a failure to agree any of the paperwork, the role of the Grandparent is to review the documentation and reach a conclusion in favour of one of the parties.  Such a decision should be taken as soon as practicably possible and normally within 10 working days of receiving the necessary paperwork.  This may involve having discussions with either one or both parties before a conclusion is reached. 

Once the Grandparent has reached a decision, this will be communicated to both the parties in writing, outlining the reasons for the decision.  The paperwork would then be signed off in the usual manner.  If the appraisee still feels seriously aggrieved about their assessment after discussions with the “Grandparent”, then they would not have to sign off the assessment forms and would be able to appeal in writing, clearly stating the grounds of appeal, to the Head of Human Resources, within 5 working days of receiving the letter.

USE OF APPRAISAL INFORMATION IN OTHER COLLEGE PROCESSES
The information obtained during the appraisal review is confidential to the parties involved in the review and a record will be kept on the individual’s personnel file.  However, some documentation that is obtained as part of the appraisal review process is helpful for informing other College processes, such as the Annual Review or the Academic Clinicians Salary Supplement Scheme.  This might include information about the employee’s overall performance assessment, student evaluation sheets (where applicable), peer assessment of teaching (where applicable) and completed Form B information (where applicable).  

With the exception of the Register of Interests section (Form B Part 2), this information, disclosure of which is compulsory, will only be used for a purpose other than appraisal with the consent of the individual concerned.  For staff who are required to complete the Register of Interests section, the College’s policy is that this information will only be used for appraisal purposes and to inform the relevant Head of Department and the Assistant Principal.  This information will be retained confidentially on file in HR and only if there is a conflict of interest identified would the information be made available to all the parties as listed in the Staff Register of Interests policy document.
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