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ANNUAL REVIEW OF NON-PROFESSORIAL ACADEMIC STAFF AND ACADEMIC-RELATED STAFF - REVIEW PROCEDURE

1.
The Review Committee

The review committee shall normally consist of the Principal of the College, who shall be Chair, and all members of the professorial staff and heads of departments if available.  If a professor or a head of department is not available, he/she may nominate another professor in the department as his/her deputy.  Human Resources shall be secretary to the committee.

2.
Meeting of the Review Committee and Implementation of Awards

The review committee shall meet once a year, normally in December, to consider recommendations from heads of departments or applications from individual members of staff for promotion or incremental awards on the grounds of merit or comparability.  Awards of additional increments shall normally be effective from the individual’s next incremental date, except that, if that date is more than six months ahead, then the award shall be backdated to the last incremental date.

3.
Applications from Individual Members of Staff

All members of the academic and academic-related staff shall be advised at the same time as heads of departments that an annual review is about to take place.  Applications from individual members of staff for promotion or merit awards must be made in writing.

The applicant is advised to consult another member of the academic or academic-related staff about the written application; the officials of the Local Branch of the relevant trade union will suggest confidentially the names of suitable advisers if requested.  The written application must be read by the Head of Department and signed as a correct record, indicating agreement between the parties as to the factual details of the application for the benefit of the review committee.  Any disagreements shall be recorded and appended to the application.  The application having been signed by the Head of Department (or unsigned if the Head of Department withholds his/her signature) shall be sent by the applicant to the Secretary of the Local Association of the relevant trade union who will forward it unaltered and in confidence to Human Resources.  Applications shall normally be made by 30 November.

4.
Criteria for Promotion and Merit Awards

In considering applications for promotion or for merit awards, the committee shall take into account such of the following criteria as are applicable:

(a)
contribution as a teacher to the advancement of his/her subject;

(b)
contribution by research to the advancement of learning;

(c)
clinical responsibilities;

(d)
examining and administrative duties;

(e)
his/her standing and promise in his/her subject or in his/her profession;

(f)
other services to the College, to the University and to his/her profession;

In all having regard to his/her standing, age, experience and the opportunities he/she has been offered.

5.
Appeals

An individual member of staff may appeal against the decision of the review committee to an appeals committee.  The appeals committee shall be constituted from the staff of the Royal Veterinary College as follows:

3 professors, or heads of departments who are not professors, none of whom shall be from the individual’s department;

3 senior members of the academic staff nominated by the Committee of the Local Association of the AUT, not including any members of the individual’s department.

The Chair shall be elected from within the Appeals Committee and will retain a voting right as a member of the Committee but will not have additionally a casting vote as Chair.

Notice of appeal must be given by the individual in writing to the Human Resources Office within 14 days of being notified in writing of the decision of the review committee.  Members of the AUT should at the same time notify the Secretary of the Local Association of the AUT of their wish to appeal.
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