COLLEGE EMPLOYERS’ FORUM

CIRCULAR No: CEF 2009/13

16 October 2009

To:
Directors/Principals of Institutes of Further Education


Chairpersons of Governing Bodies of Institutes of Further Education

DEL Further Education Branch

DE Salaries Branch

Education & Library Boards

UCU

NASUWT

ANIC

FURTHER EDUCATION LECTURERS’ APPRAISAL SCHEME FROM 1 SEPTEMBER 2009 

1. In accordance with the provisions of Article 11, Schedule 3, paragraph 10.3 of the Further Education (Northern Ireland) Order 1997 and the Constitution for Negotiating the Salaries and Conditions of Service of Lecturers Employed in Incorporated Colleges of Further Education, it has been determined that from 1 September 2009, the attached Appraisal Scheme shall apply following formal agreement at the Lecturers’ Negotiating Committee by Management and Staff Sides on 13 October 2009.
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Brian Acheson

Chairman

College Employers’ Forum

Enc

STAFF

APPRAISAL  SCHEME

SEPTEMBER 2009

FINAL VERSION

STAFF APPRAISAL SYSTEM

This scheme applies to staff whose Conditions of Service are negotiated through the Lecturers’ Negotiating Committee.

1 
POLICY AIM

1.1 
The policy aim is to contribute to the individual performance of staff thereby enhancing college effectiveness and efficiency. 

1.2 
This policy provides staff with an opportunity to reflect on their work and to raise issues about their work.  This in turn informs management in considering performance in relation to contributions made to the College Development Plan. The scheme is to provide positive feedback and support staff and to identify development needs.

2 
OBJECTIVES


The objectives are to:


2.1 
provide an effective mechanism for two way communication;

2.2 
ensure that employees have an opportunity once every two years, to discuss their performance with the appropriate line manager/appraiser;

2.3 
review and clarify responsibilities, objectives and expectations of staff in the context of the College, relevant school/department, or as part of an organisational review. This should assist in the professional development of individuals and the planning process, thus contributing to the College Development Plan;

2.4 
review and consider the training and development needs of staff, in line with the College Workforce Development Plan and to enhance the quality service provided by the College;

2.5 

discuss with your line manager on an annual basis your key work role priorities/performance objectives for the appraisal cycle;

2.6
identify difficulties or obstacles that may prevent the employee realising their objectives;

2.7 
set realistic goals and agree appropriate levels of achievement by them and their students;

All stages of this appraisal process will comply with the College's equal opportunities policy and other relevant policies and legislation.

3 
SCOPE

3.1 
This policy operates for all staff, including those on temporary or part-time contracts who are in post during the appraisal process.  It also applies to staff that are seconded into the college environment.  

The college will ensure that special circumstances such as sickness absences at the reporting period, maternity leave, promotion, transfer or ‘acting up’ will not negatively influence the appraisal process.  Furthermore, if an employee has not been in post for a period of twelve months, or is still within their probationary period, they will not be appraised during that period.

4
PROCEDURE 

4.1 
Participants involved in the process will be the appraiser, the appraisee, and, where appropriate, an observer.

4.2 
Appraisers will normally be the line manager, but may be the line manager’s nominee. 

4.3 
Appraisers will need to know in some detail the work and role of the appraisee, and have sufficient interpersonal skills to sustain this demanding role with confidence.

4.4 
All appraisers will undergo appropriate training in order to effectively and efficiently conduct the appraisal process.

4.5 
The appraisee has a responsibility to work in partnership with the appraiser to agree objectives, identify development needs and to participate in the assessment of his/her performance.

4.6 
The appraiser is responsible for planning the appraisal interview.  The appraiser in conjunction with the appraisee will:


(a)
  set objectives for the cycle ahead;

(b)
  identify training and development needs;

(c)   assess performance for the previous cycle; and


(d)
  give constructive feedback to the appraisee.


This information will be documented by the appraiser and subsequently signed off by the appraisee.


4.7
The appraisal process should include:


4.7.1 
preparation by the appraisee to reflect on their work and where relevant the priorities, objectives and outcomes of the previous appraisal cycle;

   
4.7.2 
preparation by the appraiser who will need to reflect on information provided by 



the appraisee and any additional relevant information;


4.7.3 
an appraisal interview at which the appraisee will have an opportunity to identify 

positive achievements and for these to be mutually considered in the context of the individual's role within the organisation. The interview should focus on the review of performance over the past cycle, the current roles performed in the job and the setting of outcomes, objectives and priorities over the next cycle.



4.7.4 
a classroom observation carried out by the line manager, or his/her nominee, to 



evaluate the classroom performance of lecturing staff;

4.7.5 an agreed written record including outcomes, realistic objectives and priorities 

for the next cycle;





4.7.6
an agreed course of action to enable the outcomes to be processed.

5 
THE APPRAISAL INTERVIEW


5.1 

The interview is intended to be a two-way discussion and will focus on a review of performance over the past appraisal cycle, the current roles performed and possible future developments.


5.2 
The location for the interview must be one which is free from interruptions and which maintains confidentiality.


5.3 
The date for the interview will be arranged at least two working weeks in advance.


5.4 
At least two working weeks prior to the interview the appraisee will receive a copy of the Pre-Appraisal Evaluation Form (Document 1) to help prepare for the interview and a copy of the Agenda for Appraisal Interview (Document 2).  If the appraisee wishes to add any relevant item to the agenda then he/she should forward them to the appraiser in writing at least five working days before the appraisal interview.  The agenda and analysis provides the structure; it is not there to impose a rigid constraint on the discussion. 


5.5  
At the interview the following documents, where appropriate, will normally be available:

-
the appraisal record from the previous appraisal cycle;

- 
the teaching observation documentation;

6 
OUTCOMES

6.1 
The appraiser and appraisee will agree a statement indicating development targets for the individual appraisee which will provide the necessary information for planning purposes.  This statement will be available to those within the College responsible for the management functions involved in the appraisal process.  It is the responsibility of the appraiser to ensure that all action points are forwarded to the person(s) responsible for implementation.  It is essential that any such recommendations are taken in the context of institutional planning and within available resources.


6.2 
The outcome of the appraisal interview will be recorded. All targets or action points will be clearly identified with implementation dates and responsibilities clearly stated.  Where these have resource implications they will be subject to appropriate approval.  Where resources are not made available to meet original targets these targets will be revisited at the next appraisal process.

7 
REQUESTS FOR AN ALTERNATIVE APPRAISER

7.1 
In exceptional circumstances the appraisee may request an alternative appraiser by specifying their reasons in writing to the [Local Arrangements].  The [Local Arrangements] will decide if these reasons are valid and if upheld will make arrangements for an alternative appraiser.  If the appraisee is unhappy with the decision of the [Local Arrangements] he/she may appeal the decision to the Director.  The Director’s decision will be final. 

8
TRAINING


8.1 
Appropriate training with regard to their respective roles shall be provided for all staff participating in appraisal schemes.  In addition to knowledge of this policy, training will address:

(a)
the function of self evaluation;

(b)
the collation of data regarding current duties and responsibilities;

(c)
interview techniques;

(d)
the significance of the College context;

(e)
equal opportunities issues;

(f)
the completion of documentation;

(g)
confidentiality of the process;

(h)
  following up on the appraisal;

(i)
people/skills development.

DOCUMENT 1

APPRAISEE’S ANALYSIS

To be completed by the appraisee.

YOUR CONTRIBUTION TO THE APPRAISAL PROCESS

This section has been designed to help you (the appraisee) analyse your present job/role and how it might be improved.  Take some time to consider each question in Section 1 and when you have finished pass the document to your Appraiser at least two working weeks before your appraisal meeting. 
	1
	Do you have a clear understanding of your job and what is expected of you?
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Yes


No

If not how could your understanding be increased? Please comment

…………………………………………………………………………………………………………………………………………………………………………….



	2
	Please reflect on your work over the last year.  For lecturing staff this will include teaching and non teaching duties.

(a) What do you consider were your major achievements?

..……………………………………………………………………………..

..……………………………………………………………………………..

..……………………………………………………………………………..

..……………………………………………………………………………..

..……………………………………………………………………………..



	
	(b) What tasks, duties or responsibilities do you consider could have completed better and why?

 …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...….



	3
	What additional skills have you brought to the job which help you meet the objectives of your post?

……………………………………………………………………………………………………………………………………………………………………………….……………………………………………………………………………………………...……………………..……..…..


	4
	List those things, which you feel have hindered you or prevented you from carrying out your role fully. 
………………………………………………………………………………………………………………………………………………………………………………………………………………………………….…………………………..…………………………………………...…..



	5
	What actions or steps could be taken to improve your personal effectiveness by, for example, you, your line manager, your colleagues, the senior management team, etc?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….……………………………………………………………..…..



	6
	Training and Development

(a) What staff development / training have you participated in during the past year?
……………………………………………………………………………………………………………………………………………………………………………………………………………………….…………………………………………..……………..…..



	
	(b) (i) What benefits did you gain from this staff development/training?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..………

(ii) How have you been able to perform your role better within the organisation as a result of participating in staff development/training?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………



	
	(c) Staff development within the College is linked to strategic aims of the College and to operational objectives of your section.  Identify any staff development needs for the next appraisal cycle. 
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………



	
	(d) List what you think your key work role priorities / performance objectives should be for the next cycle. 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………



	
	(e) Please list here any other issues you would like to discuss during your appraisal. 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………..……….……………………………………………..…



	
	(f) Please list here any other issues you would like to discuss during your appraisal. 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..……………………………….………




Please complete and attach additional sheets if necessary
PLEASE SIGN AND DATE THE FORM NOW TOGETHER WITH ANY ADDITIONAL SHEETS AND PASS TO YOUR APPRAISER TWO WORKING WEEKS BEFORE THE APPRAISAL MEETING.
Signed:  ______________________________________
Date:  _________________

Thank you for your efforts over the past year

DOCUMENT 2
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AGENDA FOR APPRAISAL INTERVIEW

1
Welcome 

2
Statement of current areas of work and responsibilities

3 
Review of performance targets since last appraisal where appropriate
4 
Discussion of:


(a)
observation of teaching duties  or   (b)  observation of non-teaching duties
5
Planning and setting of objectives 

DOCUMENT 3

NAME:









DEPT / SCHOOL:








	OBSERVATION SHEET

Course Programme:   ……………………………………………………………………………………….                     

Number of Students Present:  ………………………………………………………………………………

Number of Students Absent:  ………………………………………………………………........................

	AGREED CHARACTERISTICS
	YES
	TO SOME EXTENT
	NO

	1   PREPARATION

Appropriate aims and objectives have been formulated.

Appropriate teaching aids/best use of available resources.
	
	
	

	2   ORGANISATION

Appropriate learning methods are implemented.

A proper structure and sequence to the teaching/learning is evident. 
	
	
	

	3   PRESENTATION

A range of appropriate communication skills is employed.

Appropriate use is made of teaching aids.

ICT is appropriately embedded in teaching/learning. 
	
	
	

	4   RELATIONSHIPS

A suitable learning ethos is created.

Appropriate interpersonal skills are employed.

Appropriate records are maintained. 
	
	
	

	5   ASSESSMENT OF STUDENT PROGRESS

Formal/Informal assessment is employed as appropriate.

Where appropriate assessment contributes to the learning process.

Appropriate records are maintained. 
	
	
	

	6   LEARNING ENVIRONMENT

Appropriate use of teaching aids/best use of available resources.

Teaching/Learning has been suitably adapted to the learning environment. 
	
	
	

	SUMMARY OF STRENGTHS
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SUMMARY OF AREAS FOR IMPROVEMENT 
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GRADE:        SATISFACTORY                                    UNSATISFACTORY
COMMENT:  …………………………………………………………………………………………….

……………………………………………………………………………………………………………..

Where the appraisee’s classroom observation is deemed to be unsatisfactory the appraisee’s performance may be dealt with under the agreed Capability Policy.


	SIGNED*

Appraiser:  ………………………………………………………………………………

Appraisee:  ………………………………………………………………………………

Date:           ……………………………………………………………………………....

*  NOTE:  If the appraisee dissents from any of the appraiser’s evaluations he/she may attach a note of 

                  dissent when signing the form.  



DOCUMENT 4
	AGREED RECORD OF THE APPRAISAL INTERVIEW

APPRAISEE:  …………………………  DEPARTMENT/SCHOOL/AREA:  ………………………….

APPRAISER:  …………………………  POSITION:  …………………………………………………….

	1   EVALUATION OF OBSERVATION
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      Grade:          Satisfactory                                Unsatisfactory    

      Comment:  ………………………………………………………………………………………………..

                          ………………………………………………………………………………………………..

	2  EVALUATION OF THOSE PARTS OF APPRAISEE’S ROLE WHICH HAVE NOT BEEN  

    SUBJECT  TO OBSERVATION

   ……………………………………………………………………………………………………………….

   ……………………………………………………………………………………………………………….

   ……………………………………………………………………………………………………………….

   ……………………………………………………………………………………………………………….

   ……………………………………………………………………………………………………………….

	3  EVALUATION OF OUTCOMES ARISING FROM THE REVIEW OF APPRAISEE’S 

   PERFORMANCE

  ………………………………………………………………………………………………………………..

  ………………………………………………………………………………………………………………..

  ………………………………………………………………………………………………………………..

  ………………………………………………………………………………………………………………..

  ………………………………………………………………………………………………………………..

	4  STATEMENT OF AGREED OBJECTIVES AND ACTION POINTS FOR IMPLEMENTATION

   Action                                                                                             By Whom                   When Achieved

   1  ……………………………………………………………………………………………………………..

   2  ……………………………………………………………………………………………………………..

   3  ……………………………………………………………………………………………………………..

   4  ……………………………………………………………………………………………………………..

   5  ……………………………………………………………………………………………………………..

   6  ……………………………………………………………………………………………………………..



	5   LIST OF STAFF DEVELOPMENT ACTIONS AND OBJECTIVES IN ORDER OF PRIORITY


	Training Needs 
	Relation to CDP
	Target date for consideration by staff development 

	  1
	
	

	  2
	
	

	  3
	
	

	  4
	
	

	  5
	
	

	  6
	
	

	  7
	
	

	  8
	
	

	  9
	
	

	10
	
	

	6  NOTE OF DISSENT (IF ANY)

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

	SIGNED:  . ……………………………………….  Appraiser      DATE:  ………………………………..

SIGNED:  ………………………………………… Appraisee      DATE:  ………………………………..


Copy to HR/Personnel File 

Staff Member

Line Manager

Staff Development / Employee Development

A P P E N D I X    1

STAFF APPRAISAL PROCESS

STAGE 1
The Appraisal Interview



The appraiser meets with the appraisee.  The interview involves:

(a)
reference to relevant section of the College Development Plan and operational plans where they exist;

(b)
review of past year’s performance;

(c)
agreement on key objectives and targets for the year, or time period;

(d)
identification of training and development needs and planning to meet these needs and targets;

(e)
recording the outcome on the appraisal documentation.

STAGE 2
Mid-Cycle Assessment
An assessment meeting may be held mid-way through the year to assess progress against planned objectives.

[image: image3.emf]  

 

 

[image: image4.emf]  

 

 

[image: image5.emf]  

 

 


�








�


�

















�


�











�


�








PAGE  
14

