School of GeoSciences
Guidance Notes for Research Staff Annual Performance and Development Reviews

A. Why have Annual Reviews?
Annual Reviews for researchers offer the opportunity to discuss two distinct sets of goals as recommended by The Code of Practice for the Management of Research Staff:

· Progress towards the goals of the specific research project as well as performance and training issues directly connected to the research project.
· Focus on the wider career and personal development of the researcher beyond the current project and any training opportunities to help achieve those objectives.

In the School of GeoSciences, these are addressed in one Annual Review meeting.

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.
· 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 research staff must be reviewed on an annual basis by their line manager who is usually the PI. The line manager is likely to be responsible for any decisions and actions arising from the review. Reviewers are required to undertake the following training before carrying out any reviews: Annual Review Skills and eDiversity in the Workplace.

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
[bookmark: _GoBack]In advance of the Annual Review meeting, Sections A and B of the Review Form should be completed and submitted by the individual staff member to their appraiser. Please note that not all questions are relevant to all reviewees and can be answered very briefly.

Section A of the review form focusses on reviewing the progress of the specific research project the appraisee is involved in. Completing it should allow him/her to evaluate their performance by comparing their main areas of activity to their job description, by assessing their key achievements as well gaging progress made against agreed milestones. It should provide the basis of discussion on any factors hindering progress as well as any future training needs.

Section B of the review form focusses on the wider career and personal development of the appraisee beyond their current research project. Completing it should allow him/her to consider their short to long term career aspirations and the requirements in terms of training and/or personal development opportunities that would aid them in achieving these goals. 

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 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
Following the review meeting, your reviewer will complete Section C of the review form (which includes a summary of overall performance as well as agreed action plans for both your current project and your longer term development). Both of you will then sign the form. The RO Manager 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).



