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Introduction

Overview

At the request of UCL Senior Management Team, HR have devised an electronic form to reduce the amount of data professors have to produce to inform the professorial appraisal process.  The electronic form is known as the Professorial Appraisal Review (PAR) and this is now ready for use.

The Professorial Appraisal Review system allows members of the UCL professoriate to complete their appraisal online using a web browser.  To aid preparation and the appraisal discussion appraisees and their appraiser have a snapshot of the period since the last appraisal which shows the following details recorded on UCL systems*:

· research grant information stored on the Financial Information System (FIS)

· publications stored in the UCL online publications system OnCite.  This will be changed to Symplectic once that system is implemented.
· research students recorded in the students information system Portico

· prizes recorded in HR systems

· learning events recorded in HR systems   

This is the first time that this level of detail has been incorporated into the one place for UCL appraisal purposes.

The following pages set out a concise overview of how to use the Professorial Appraisal Review system and details  who the data owners are for the various items of information visible on the online system as well as which aspects of corporate data can be updated* by professors.

*Updates to all of the systems above except OnCite can be viewed in the appraisal record by simply refreshing the relevant page,  OnCite changes are refreshed overnight.  

Professorial Appraisal Review (PAR) System
Location

The system is located at the following link:

http://www.ucl.ac.uk/management-systems/msapps/par/ .  The page is split into a section for Professors and a section for Appraisers.  Users should select the Live System from the appropriate section. 
Access and Security
Access to PAR is restricted to professors, heads of departments (HODs) and deans.  Appraisal details are kept secure and confidential so users will need their UCL user name and password to log in. Only the professor and their line management have access to the appraisal record.  Once an appraisal is closed at any stage the previous stages cannot be altered. 

Delegation of Appraisals

In some departments the head of department may need to delegate some appraisals to another experienced professor within the department.  This can be done by making the request in writing to the relevant HR Consultancy contact ( http://www.ucl.ac.uk/hr/staff/hr_staff_contacts.php ).   Once HR Consultancy have actioned the delegation the individual’s name will appear in the screen below and they will have full delegated powers of the HoD in relation to the appraisal/s assigned to them.
Create an Appraisal
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fig 1.1 create appraisal

For first time users a new appraisal must be  created (for professors holding more than one post please choose the post that is to be appraised).

Next select the appraisal.  In future years there will be a list of previous appraisals.


[image: image3.png]FTE if Part Time: 1
Date of Last Appraisal: 05-JUN-07





fig 1.2 select appraisal
Part A Tabs

Objectives
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fig 1.3 create objective
Click ‘Create Objective’ to enter each objective agreed at the last appraisal.  This will not be required for future appraisals as the objectives will be in the system and the tab populated automatically.  

Research
This section allows the user to enter a brief summary of research undertaken since the last appraisal as well as future research aims.
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fig 1.4 research 
Grants

This tab shows research grants that the appraisee is denoted as the Principal Investigator for in the Financial Information System FIS. Any amendments to the Principal Investigator on grants should be notified to Research Administration – Post Award Team.
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fig 1.5 research grants
The appraisee is also able to record details of any research grants that they are a co-investigator on. 

Publications

This tab shows publications stored in the current UCL online publications system OnCite. Information on how to update publications can be found at http://www.ucl.ac.uk/research/publications/ .  Any changes made on OnCite will be updated on PAR overnight.
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fig 1.6 publications
Research Students
This tab shows research students recorded in the students information system Portico.  Advice on how to update research students can be obtained from portico-services@ucl.ac.uk .
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fig 1.7 research students
Teaching 
This tab allows the appraisee to summarise teaching contributions since the last appraisal.
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fig 1.8 teaching contribution

Knowledge Transfer and Enabling
This tab allows the professor to enter a summary of their knowledge transfer/exchange and any enabling contributions made since their last appraisal. This data is broken up into two fields, one for Knowledge Transfer and the other for Enabling Contributions.
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fig 1.9 knowledge transfer and enabling contributions

Honours and Indicators of Esteem

This section allows appraisees to list evidence of substantial recognition achieved since their last appraisal.  
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fig 1.10 Indicators of esteem and honours/prizes

Details of prizes awarded to the appraisee appear here.  These are captured from newsletters and stored in the HR achievements database which can be updated using a self service link at https://www.ucl.ac.uk/hr/services/qualifications/
Learning Events

This tab shows any learning events that the appraisee has attended since their last appraisal.  Learning events are stored in the HR Learning Event Record System and can be updated at 

http://www.ucl.ac.uk/hr/osd/recording/index.php
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fig 1.11 learning events
Personal Circumstances

This tab allows the appraisee to outline any factors that have affected their performance in the period since their last appraisal.
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fig 1.12 personal circumstances
Sign Off

At this point the appraisee ‘signs’ part A and then it is ready for their manager to view and start to complete part B.  
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fig1.13  part A sign off
Part A Re-activation

If the appraisee signs off Part A and then remembers something they wish to add or change then Part A can be re-activated by contacting their appraiser and who can release the form back to them (fig 1.19).

Part B Tabs
Progress Against Objectives

On this tab the appraiser is able to view the previous year’s objectives and give details of progress.
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fig 1.14 progress against objectives
Impact Factors

Here the appraiser can set out details of any factors that might have impacted on the achievement of the appraisee’s objectives.
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fig 1.15 impact factors
Objectives
The appraiser sets out the objectives for the current year here.  In setting the objectives you should be mindful of the ‘Modernising UCL’ White Paper 2007 – 2012 (http://www.ucl.ac.uk/provost/WP2007.pdf ) and UCL’s Management Competencies at http://www.ucl.ac.uk/hr/competencies .

There should be one objective per row.  New rows are inserted by clicking ‘Create New Objective’. 
[image: image17.png]PROGRESS IMPACT FACTORS opsecTIvES SupPORT TRAINING SIGN OFF

APPRAISAL OBJECTIVES:

Objectives:

Create New Obje




fig  1.16 current objectives
Support

Any support agreed to assist the achievement of the appraisee’s objectives should be listed here.
[image: image18.png]PROGRESS IMPACT FACTORS OBJECTIVES SuPPORT TRAINING 16N OFF

suppoRT:

Please record any support agreed to assist achisvement of the appraises's new objectives.

Maximum Amount of Characters alloned




fig  1.17 support
Training

Training and development to support the appraisee in the coming year should be recorded here.  There should be one row per requirement.  New requirements are created by clicking ‘Create Training Requirement’.
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fig 1.18 training requirements
Part B Sign Off – Professor

Once the professor and their appraiser have finalised Part B the manager can let the appraisee know the form is ready (see figure 1.19 below).  
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fig1.19

The appraisee enters any comments they may wish to make and then the ‘signs’ the form. 
[image: image21.png]____— Sienor

Tt Ao & Ghereiss led





fig 1.20 appraisee sign off page
Part B Sign Off – HoD

Once the appraisee has signed off Part B of the form it can then be signed off by their appraiser.  Either party can print the appraisal parts A and B.   

Comments made at this stage by the appraiser are only visible to the next person in the appraisal chain. 
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fig 1.21 appraiser’s view of sign off page

Generating Part C – Appraisal Closure
When the dean or the appraiser’s manager signs into system they are presented with the facility to generate a Part C of the appraisal document.  The Generate Part C at the moment serves only to close the appraisal.
Once the appraisal is closed both the appraiser and appraisee receive email notification of this.
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fig 1.22 dean’s view of sign off page showing ‘Generate C’ button 
Revisions

	
	Comments
	Date

	v0.01
	Draft released for comment internally
	20/1/2009

	v0.02
	Diagrams updated to reflect the movement of print button to front page, increased words allowance and the inclusion of character count functionality following user testing feedback.
	25/3/2009

	v0.03
	Document updated to move from user testers guide to ordinary use mode.  HoD and appraisee sign off stages reordered.
	27/4/2009

	v0.04
	Fig 1.3 create objectives.  Documentation updated to explain that previous objectives need to be entered and in future appraisal objectives will already  be in the system. 
Knowledge Transfer tab relabelled Knowledge Transfer and Enabling.
	8/5/2009

	v0.05
	Objectives updated to reference Modernising UCL and Management Competencies
	15/7/2009

	v1.0
	Version 1 of the notes released for general use by the UCL professoriate
	15/7/2009
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