Guidance for using the Leadership and Management Framework with 
progress review/appraisal 
Guidance for reviewer/appraiser
1. Principles of review/appraisal

This guidance assumes that you are familiar with the broad principles of the University progress review/appraisal process. Briefly, the purposes of review/appraisal are to help*:
· Establish a culture of personal and professional development 

· Assist individuals in realising their full potential

· Improve ways of informing and involving staff in decisions and changes which affect them
· Support and cultivate an ethos of high-quality leadership and management.

2. Before the review/appraisal meeting

· Familiarise yourself with the Leadership and Management Framework, particularly for the grade of the review/appraisee.  Read the definition of each competency carefully, and think about the behaviours described within each competency in the context of the review/appraisee’s role.  Refer to the website if needed https://www.ed.ac.uk/human-resources/learning-development/competency-framework/behaviours
· Consider which competencies are most important in the review/appraisee’s role. It may be two or three, or may be all nine. Each role varies. 
· Review the individual’s job description as well, since that should identify the key requirements of the job and the competencies needed to perform the job well.
· Taking each of the competencies you have identified as appropriate for the role, look at the description of behaviours listed underneath each one. Consider which of the behaviours are needed, for that competency, for the review/appraisee’s role. Again, it maybe that only two or three will apply, or maybe all. 

· Reflect on the period under review/appraisal, in terms of the competencies identified, asking yourself some questions. E.g  if ‘Planning and organising’ is an important competency, ask: 
	Example questions for Planning and Organising Competency



	What did X plan and organise over the period?

What went well?    Why?

What behaviours did they use to achieve success (look at the behaviours in the framework)

	What evidence is there that their behaviours led to them being successful?

How could they have used their behaviour even more effectively?

What help do they need to do even better?




· Reflect on each of the competencies in this way. 
· The competencies describe the attitudes and behaviours which result in successful performance in the leadership and managerial aspects of people's roles. You may choose to allot an appropriate performance level for each competency. A simple approach to evaluation of performance of each competency uses four levels:
	Level A
	Demonstrates an advanced level of expertise well above that expected for the job grade. Continuously seeks to improve working practices, role models successful behaviours and attitudes, and encourages others to do the same.

	Level B
	Consistently achieves and sustains a good standard of skills, knowledge, behaviours, attitudes and working practices, appropriate to the job grade.

	Level C
	Is developing this competency, with further learning required to demonstrate success at the level appropriate to the job grade.

	Level D
	Not yet demonstrated.


* taken from the University’s Strategic Plan 2008 - 2012

It is unlikely that anyone is excellent in every competency and behaviour. Most people will be at different levels for different competencies, with strengths in some areas and a few areas for development. 
· Consider the next period under review and start thinking about what needs to be achieved and what quantitative or qualitative objectives should be set for the reviewee/appraisee. Set these objectives in the context of unit/School/University strategic plans and priorities.

· Consider what competencies need to be developed for the reviewee/appraisee to achieve those aims. If appropriate, consider possible options for training and development.

· Read and consider the self-review/appraisal form submitted by the reviewee/appraisee, which will address these same points.
3. At the review/appraisal meeting

Discuss with your reviewee/appraisee, your thoughts and views about:

· The most important competencies for the reviewee/appraisee’s role and the most important behaviours needed to be successful in that role.

· How the reviewee/appraisee has performed, giving particular attention to the behaviours you consider have been used and displayed. If appropriate, use the three performance levels to describe behaviours.

· What behaviours were used well and what was achieved.

· What behaviours need to be used to improve performance even further.


· What the reviewee/appraisee should aim to achieve in the next period. Set this in the context of unit/School/University strategy and priorities.


· What competencies the reviewee/appraisee needs to develop to be successful for the next period or in their longer-term career aims.

Use the submitted self-review/appraisal form to identify specific issues the reviewee/appraisee would like to discuss.

4. Outcomes of the review/appraisal meeting: Agreed actions/objectives, and Personal development plan

Complete the Agreed Actions/Objectives form with your review/appraisee. For each agreed action/objective, identify the relevant competency/ies, together with a target date for completion of the objective. Keep this Agreed Actions list and refer to it regularly, e.g. at regular review/appraisal meetings with your staff, to help ensure they reach their objectives and those of the School/University.

Complete the Personal Development Plan with your review/appraisee. For competencies where a development need has been identified, note the specific learning and development needs and how they will be addressed, together with a target date. Keep this Personal Development Plan and refer to it regularly, taking action to ensure learning and development takes place.

Please refer to the draft Leadership and Management Framework website http://www.ed.ac.uk/schools-departments/leadership-development/competencies/overview  for links to possible learning and development options and consult your local HR learning and development adviser for further details on meeting any learning and development needs.

Both the Agreed Actions/Objectives and the Personal Development Plan should be sent to your line manager, if different from your reviewer/appraiser, for information and action if appropriate (development needs or other issues may also need to be raised with your line manager for resolution). A copy should be added to the individual review/appraisee’s personal file.      
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