School of GeoSciences
Guidance Notes for Support Staff Annual Performance and Development Reviews (includes technical, clerical, IT and administrative staff members)

A. Why have Annual Reviews?
The purposes of the Annual Review are to:

· Develop the full potential of the member of staff, thereby supporting achievement and career progress of the individual and adding to the School’s and University’s effectiveness and success.
· Identify any practical changes, support, training or development opportunities which would improve individual performance and this institutional success.
· Provide guidance to the individual in aligning their professional goals with the strategic goals of the School and University.
· Identify changes in the operation or organisation of the School which would enable individuals to improve their effectiveness.

The Annual Review process at the University of Edinburgh is focused on the development of the individual as an effective member of staff and is separate from promotion procedures and from formal disciplinary procedures. However, the Annual Review can:

· highlight the contribution and qualities of the individual, particularly in respect of potential for promotion and advancement.
· give early warning of potential problems in the performance of the staff member, or in the University’s support of that individual, and help the staff member and their manager take action to prevent any issues intensifying.

B. Who carries out the review?
All staff will be reviewed on an annual basis by their line manager (note the line manager for research-grant-funded staff is usually the PI) or occasionally by an alternative nominated member of staff. The line manager is likely to be responsible for any decisions and actions arising from the review. Reviewers are required to undertake training in staff appraisals before carrying out any reviews.

If you or your line manager prefers it, an alternative reviewer may be nominated. If a serious disagreement arises on who the reviewer should be, then the School Administrator and/or Head of School will decide.

C. Preparation and Paperwork
In advance of the Annual Review meeting, Section A of the Review Form should be completed and submitted by the individual staff member to their appraiser.

The review form provides you with an opportunity for reflection, both on events since your previous review and on the way in which you see your work developing over the year(s) ahead. You should aim to:

· Review activities, progress and achievements.
· Identify and discuss any problems and difficulties experienced.
· Outline future objectives.
· Consider your individual needs as a basis for exploring how your professional development may best be furthered.

Your review document will form the basis of the appraisal, and must therefore be submitted in advance, by a date agreed by you and the reviewer (usually 7 days in advance of the meeting).

Section B of the Annual Review form consists of a table listing and describing attributes which contribute to the successful performance of any member of support staff. During the Annual Review, and based on the information already supplied by the reviewee in Section A, reviewer and reviewee may discuss Section B; e.g. the extent to which the staff member demonstrates these skills or needs to strengthen them, and complete the section together.

In addition to the review document, reviewees and reviewers may wish to request 360 degree feedback (as an optional extra). This is the process by which either reviewer or reviewee requests feedback from colleagues the reviewee works with on a regular basis. This feedback can be gathered using a proforma (available on the School internal web pages) or via an e-mail and must be collected by reviewer or reviewee prior to the appraisal.

D. The Review Meeting
The main purpose of the review meeting is to enable you to discuss your current activities and future work. The meeting also enables your appraiser to clarify School and University priorities and plans, and how you may best contribute to them. The review should also help to broaden your awareness of development opportunities and where appropriate to encourage you to extend your experience and skills. The review meeting will be a confidential discussion between you and your reviewer. The discussion should be frank and honest, but friendly and constructive.

E. Outcome
[bookmark: _GoBack]Following the review meeting, your reviewer will complete Section C of the review form (which includes a summary of overall performance as well as an agreed action plan for the coming year). Both of you will then sign the form. The School Administrator will then countersign as evidence of having studied it. The document will be private except to the extent necessary to take agreed actions which might affect other members of staff. It will remain in your personal file for reference. (Please note that the Head of School has access to all staff reviews).



