SCHOOL OF INFORMATICS 

The Appraisal Form for Academic Staff
The contents of this form are confidential to the appraisee, appraiser and to the Head of School (or equivalent), unless agreed otherwise with the appraisee.

Part A 
Taking Stock – to review the past year’s achievements

Part B

Planning Ahead – to develop plans for the future

Part C 
Outcomes – summarising the progress review discussion

In addition, you will be provided with a listing of your publications taken from PURE. This listing should be returned with your Appraisal documentation. Please check that it is correct. If you require a more up-to-date listing, or if there are any errors or omissions, you should contact the Knowledge Management team.

The Appraisal Process

Your nominated appraiser will ask you to complete part A of this form at least two weeks in advance of the date agreed for your appraisal/progress review meeting. You should pass part A of the form to your appraiser one week before your meeting.

After the meeting, you will have an opportunity to update parts A and C in the light of discussions and agreed actions. The form should then be passed back to the appraiser to complete part C. You will then be asked to comment on their summary and action points before signing off the form.

	Your details
	
	

	Name:
	Job title:

	School:
	Date of appraisal:

	Date started post:
	Date of previous appraisal:

	Appraiser’s name:


	Appraiser’s job title:




	PART A 
TAKING STOCK

	For each of your current principal goals/targets, including any goals agreed upon at your last appraisal:

· Assess your progress since your last PDR on the target/goal.

· Assess your contribution and impact in relation to the target/goal.

· Identify issues that you feel are impeding progress and whether you think there are actions that could be taken by yourself or others to resolve the issue.

· Identify what development actions you have taken (e.g. conferences, training, courses, etc) towards achieving your goals/targets and how these have helped you in achieving your goals/targets.


	Research
[include details of any grants secured, publications and potential REF impact case studies]

	Teaching and learning

	External and public engagement

	Management and administration


	PART B
PLANNING AHEAD

	List your principal goals/aims clearly identifying changes over last year and provide for each:
· What actions you intend to take towards achieving your goals/aims explaining how these actions contribute to your goals/aims in the short, medium and long term (e.g. training, submitting papers/proposals, research visits, sabbatical plans, …).

· Some assessment of the impact arising from your goals/aims and actions.

· How the environment (University, UK Funding, EU Funding, SFC Policy, etc) might positively or negatively affect the attainment of your goals.
· How the School can contribute to the attainment of your goals/aims in helping provide training, development, resources, or other forms of support.

	Research
[include details of any grants pending, planned publications and potential REF impact case studies]

	Teaching and learning 

	External and public engagements

	Management and administration


	PART C
OUTCOMES

[Completed by the appraiser and signed by them, the appraisee and the HoS]

	Summarise the appraisal meeting, ensuring activities, goals, aims and targets for the next year are agreed.  The notes should include:

· Clear identification of practical changes that have been agreed.

· Recommendations for further training, support or other resources.

· An overview of any other relevant points not covered elsewhere.

	

	Comments, if any, by appraisee:
	Comments, if any, by appraiser:

	Signature of appraisee:
	Date

	Signature of appraiser:
	Date

	Signature of Head of School:
	Date
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