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What is the purpose of the Developmental Appraisal Review Scheme?
The purpose is to develop, support and motivate all staff to be the best they can be and to gain all the relevant skills necessary to fulfil all aspects of their role and development within the Ulster University.

The Developmental Appraisal Review will focus on the following:

· Strengths

· Training / support needs

· Personal development needs

How does Developmental Appraisal Review Work?

You will attend a Developmental Appraisal Review meeting with your line manager at least once every two years, to discuss how you are developing both within your role and personally within the Department/School//Faculty/University to ascertain what support/development you may require to enable you to fulfil your role and to attain your full potential. 

This meeting will be written up by your manager using the appropriate pro forma Developmental Appraisal Review.  Both you and your manager will agree and sign the Developmental Appraisal Review document which will set out your agreed objectives, support and development requirements for the Developmental Appraisal Review period. 

Key Points to Note
· The Developmental Appraisal Review scheme is an individual process but staff with the same role may opt for a team appraisal, if they so wish.  The appraiser should be the person who is the staff member’s immediate line manager.  If that is not possible it should be an individual who, it is agreed by both parties is most familiar with the post/postholder.  The appraisal must be completed at least once every two years. 

· The Developmental Appraisal Review scheme is confidential to the individual(s) and the relevant line manager. 

· The Developmental Appraisal Review process will not be used for disciplinary purposes.   

The Developmental Appraisal Review process is compulsory for all staff.
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1.
INTRODUCTION AND PURPOSE

Developmental Appraisal Review is a system by which the contribution, strengths, future training / support and personal development of each member of staff (appraisee) is discussed with their line manager (appraiser) in an informal setting and documented on a formal basis.  

The main focus is to give direction and support for the incoming cycle for the staff member’s personal development and career pathway in line with best practice. Its purpose is to develop, support and motivate staff to enable them to gain all skills necessary to fulfil all aspects of their role and development within the University. 

Developmental Appraisal Review provides a vehicle for improving communication between line managers and staff which may have the additional benefit of improving the services provided by the University.  Staff should be encouraged to take a proactive role in the direction of their future training / support needs and personal development and identify opportunities for development to the benefit of the individual and the Department/School/ Faculty/University or staff members. 

The Developmental Appraisal Review scheme is an individual process but staff with the same role may opt for a team appraisal, if they so wish.  

1.1 DEVELOPMENTAL APPRAISAL REVIEW Training

All staff should have the opportunity to avail of the training provided by the University in relation to the scheme, either as an appraiser or appraisee (staff member), to ensure consistency across the University as a whole and to make the scheme transparent to all staff.  Additionally, the Staff Development Department will work with a nominated person from each Department, School or Faculty to conduct a training needs analysis for each area and to set out a plan of action to deliver on those identified needs via internal or external provision within the scope of financial parameters.

1.2 Confidentiality

All Developmental Appraisal Review documentation must be dealt with in a strictly confidential manner and can only be accessed by the appraiser, appraisee or appropriate senior line manager for the purposes highlighted in Section 2.1.4 of this document.

1.3 Discipline

In keeping with the aims of the Developmental Appraisal Review process, any documentation relating to it will not be used for disciplinary purposes. 

2.
THE UNIVERSITY’S DEVELOPMENT APPRAISAL REVIEW SCHEME

The University believes that, by guiding and supporting members of staff to develop their abilities and to work effectively in contributing to its vision and objectives, it will be able to achieve its mission through its Corporate Plan.

Developmental Appraisal Review is designed to guide, support and develop staff to:

· work towards the achievement of job related responsibilities/objectives in line with the needs of the Department/School/Faculty/University 

· enhance their job knowledge, service delivery and develop their knowledge/ skill base

· promote development and advancement opportunities within the University

· provide a two-way evaluation and engagement for the post holder

2.1
Aims of Developmental Appraisal Review

The scheme aims to ensure that:

2.1.1 All staff fulfil their career pathway through the responsibilities, objectives and development plans agreed with their line managers.

2.1.2 The responsibilities, objectives and development plan reflect:

· the needs of the Department/School/Faculty/University 

· the recognition and support of the development and advancement needs of the staff members

2.1.3 Staff should receive formal feedback on their contribution, and agree future development plans formally once every two years, but on a yearly basis if required.  The frequency will be agreed before the appraisal period begins. All discussions are to be kept confidential.

2.1.4 Information from the Developmental Appraisal Review relating to development needs will be collated and included in the annual Staff Development audit for the Department/School/ Faculty/University. 

2.2
The Format

2.2.1
A Developmental Appraisal Review meeting between a member of staff (appraisee) and their appraiser must be conducted and documented formally once every two years, but on a yearly basis if required in line with an appraisal timetable established by the School/Department/Faculty/University. This should not replace but rather enhance good management practice of regular briefings, guidance and support for staff.
Before the Developmental Appraisal Review period begins the Department/School/Faculty/ University overall Development Plan should be circulated to all staff to assist them in the preparation of considering their key responsibilities and work priorities for the coming year. This briefing may be the responsibility of a senior member of staff rather than the appraiser, in this instance the Dean, Head of School/Department must disseminate to all staff within the team the Operational/Development Plan within the department for the coming year.  This briefing should be given as soon as possible to allow clear communication, consistency of approach and to allow timely implementation of the scheme.

2.2.2 Developmental Appraisal Review will take the form of a Personal Development Plan agreed between the appraiser and appraisee at the start of the Developmental Appraisal Review period.  An initial meeting will take place between the appraiser and appraisee to agree and record responsibilities, key objectives and a development plan for the forthcoming Developmental Appraisal Review period.  

Where objectives and personal development plans will, by necessity, take 

longer time to fruition, it may be appropriate to agree some regular review 

dates to monitor progression and to give the appraiser an opportunity to 

contribute, support and assist the appraisee to achieve their goals or realign 

their targets.  If the appraisee’s operating environment changes they may 

meet with the appraiser to agree revised tasks and objectives.  

If the appraiser is replaced during the process it is important that the appraisee is informed and a meeting to reaffirm the key responsibilities and objectives and the level of support, help or assistance needed takes place.

 
The development plan may specify:

· the appraisee’s key job responsibilities for the post which they hold and the objectives for each of these key job responsibilities which they should attain and may possibly exceed, derived from agreed objectives for their Department/School/Faculty

· the identification of any special projects to be undertaken by the appraisee within relevant areas of their work with defined outcomes and timescales set within the Developmental Appraisal Review period (projects are not necessarily a feature of all jobs and a number of staff will have sufficient challenge/ variety within their key responsibilities)

2.2.3 The Developmental Appraisal Review is an agreed document.  It will be signed by both the appraiser and the appraisee.  If there are resource implications which cannot be addressed by the appraiser, the appropriate line manager must also countersign the document. The completed document will then be returned to the appraiser to be kept secure and confidential.  A copy of the Developmental Appraisal Review will also be given to the appraisee.

2.2.4 Where training/developmental needs to advance the career pathways within the University have been identified and agreed the Staff Development Department should be requested to assist the Department/School//Faculty/ University to source the training. 

2.2.5 The Developmental Appraisal Review process is a confidential review between the appraiser and the appraisee.  The appraiser shall maintain a confidential file of the original countersigned report and give a copy to the appraisee.  The climate of the discussions should thus be one where agreement is the goal of both parties.  If after discussion agreement is not possible, the issue shall then be referred to the appraiser’s line manager who shall seek to assist in gaining agreement and append appropriate comments to the report.

2.2.6 Monitoring – The Vice-Chancellor/PVC/Director/Dean/Head of School/ Department, as appropriate, shall ensure that appraisal takes place within their respective area of responsibility. 

The Pro-Vice-Chancellor (Teaching and Learning) shall monitor the outcome of Developmental Appraisal Review to ensure that consistency, equality and fairness in approach is achieved in the completion of Developmental Appraisal Review reports.  As such the above shall be expected to examine, upon request any development plan and Developmental Appraisal Review report arising from the scheme with a view to monitoring Developmental Appraisal Review practice and recommending action as deemed necessary arising from their observations.

2.2.7 Where an individual appraisee feels that he/she wishes to use the outcome of the Developmental Appraisal Review for the purposes of submitting an application under the Annual Review Process then they are free to do so.

2.2.8 Development Appraisal Review Process


Appraiser gives appraisee copy of:


Department/School/Faculty objectives


Development Appraisal Review document





One calendar week in advance of agreed Developmental Appraisal Review week in advance of agreed Development Appraisal Review meeting





Appraisee:


Completes Page 1 of Development Appraisal Review document including their key responsibilities


NB  If this is the Apraisee’s first Developmental Appraisal Review he/she will detail his/her specific key work and personal development objectives and potential support required to achieve their objectives (see page 2 Personal Development Plan)


In subsequent appraisals will detail evidence of their achievement in relation to past objectives and their specific learning based on their previous 1-2 year work experience (Page 3 of Developmental Appraisal Review) 


Returns partially completed Developmental Appraisal Review to their appraiser at least 3 working days in advance of agreed Developmental Appraisal Review meeting





Appraiser will:


Detail evidenced constructive feedback against each key objective


Identify relevant support and development activities and resource implications of same in terms of cost, time and personal commitment.





Appraiser and Appraisee at the Developmental Appraisal Review meeting will agree:


Key responsibilities of appraisee


Achievements of appraisee


Potential changes / support required to enhance future performance resulting from appraisee’s personal reflection and appraiser’s observations


Future key objectives of appraisee (*SMART objectives)


Support and development activities required by appraisee to achieve agreed key objectives including their personal development objectives.





NB	At the end of the review meeting the appraiser will give the appraisee a copy of the partially completed Developmental Appraisal Review document for the appraisee to reflect on their experience of the Developmental Appraisal Review and record their comments in the “Appraisee Comments” panel (Page 4 of Developmental Appraisal Review)


Appraisee to return the Developmental Appraisal Review documents with completed appraisee comments to Appraiser ASAP





Appraiser	Completes “appraiser comments”


Appraiser 	Provides appraisee with a copy of the completed Developmental Appraisal Review 		document


Appraisee and Appraiser	Sign and date the Developmental Appraisal Review document





* SMART = Specific, Measurable, Achievable, Realistic, Time bound
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