

Performance Management Schedule for Academic Staff
YEAR-END REVIEW 2011 (December 2011)













1. Staff to complete relevant sections of the Performance Development Plan and Performance Rating 2011.

2. School HR staff to check that both documents are complete including Section 2 and the staff member’s comments in Section 3 of the Performance Rating 2011.

3. Supervisor to conduct year-end review meeting with staff.

4. Supervisor to complete Section 4 of the Performance Development Plan in addition to Section 3 and Section 4 of the Performance Rating 2011. Both staff and supervisor to sign-off at Section 4 of Performance Development Plan and Section 5 of Performance Rating 2011.

5. Head of School to endorse Performance Development Plan and supervisor’s supervisor to endorse Performance Rating 2011. 
6. School HR staff to ensure that both documents are complete.
7. Both documents to be lodged with the Human Resources Unit by 15th December 2011. 







SETTING OF KPIs 2012 (January 2012)













 
1. Staff to complete the relevant sections of the Performance Development Plan and Performance Rating 2012.

2. Staff and supervisor to agree on KPIs and sign-off Performance Rating 2012.

3. Supervisor’s supervisor to endorse Performance Rating 2012.

4. School HR staff to ensure that both documents are complete.
5. Both documents to be lodged with the Human Resources Unit by 15th February 2012.
MID-YEAR REVIEW 2012 (June 2012)














1. Staff to complete relevant sections of the Performance Rating 2012.

2. School HR staff to check that the Performance Rating 2012 is complete including Section 2 and the staff member’s comments in Section 3.

3. Supervisor to conduct mid-year review meeting with staff.
4. Supervisor to complete Section 3 and Section 4 of Performance Rating 2012. Both staff and supervisor to sign-off at Section 5 of Performance Rating 2012.
5. Supervisor’s supervisor to endorse Performance Rating 2012.
6. School HR staff to ensure that the Performance Rating 2012 is complete.
7. Performance Rating 2012 to be lodged with the Human Resources Unit by 30th June 2012. 






YEAR-END REVIEW 2012 (December 2012)













As per year-end review 2011.
Related Business Rules
1. Academic Seniority Scale Business Rule
2. Annual Bonus, Portfolio of the PVC and President Business Rule
Version date: 22 Nov 2011

