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1. Introduction 

William College staff, collectively and individually, are key to the successful implementation of our 
Strategic Objectives and Goals. All our staff participate in an Annual Staff Appraisal. Staff reflect on 
their performance over the current year, set targets for the next year, and identify any staff 
development needs to enable them to achieve their targets. Individual targets are linked, wherever 
possible, to the Strategic Framework. Periodic reviews should be undertaken to discuss progress and 
identify any further staff development needs. 

Our Strategic Framework sets out seven Objectives that we aim to achieve by 2030 (see Section 2 
below).  Each Objective is broken down into a series of Goals, which are then broken down into 
Actions. 

Staff appraisals are completed annually in line with this Annual Staff Appraisal scheme. Appraisals 
typically take place in September each year, with the specific window communicated by HR in 
advance. Appraisals provide a means of setting targets for each member of staff, such targets linking 
to the Strategic Framework Objectives. For each target, there will be a number of actions/tasks which 
should be completed to achieve the specific target. In addition, for each target there will be one or 
more success indicators which will be used to measure whether or not a target has been achieved. 

Targets are specific, measurable goals or projects with identified end dates. 

Actions/Tasks are specific measurable tasks with identified end dates which, if successfully 
completed, will enable achievement of a target. 

Success Indicators are specific measurements which will be used to identify whether a target has 
been achieved. 

2. Strategic Framework Objectives 

William College’s Strategic Framework Objectives are: 

Objective 1: To optimise entry and participation in higher education for learners who demonstrate 
the potential to succeed. 

Objective 2: To deliver a compelling educational experience through support and by nurturing a 
sense of belonging. 

Objective 3: To uphold academic quality and standards and deliver successful outcomes.  

Objective 4: To deliver successful employability and graduate outcomes for our students. 

Objective 5: To maintain accountability and sustainability through robust and transparent 
governance. 

Objective 6: To strengthen and embed a culture of collegiality, support and success across the 
College. 

Objective 7: To grow alongside and together with our valued partners. 

Appraisal targets will be aligned to the Strategic Framework Objectives, Goals, and Actions as well 
as continuing professional development. 

3. Appraisal and Staff Development 

Staff development is inextricably linked to the appraisal process. As part of the appraisal, you and 
your Appraiser are required to identify your Continuing Professional Development needs for the 
following year. Jointly, you and your Appraiser should identify your needs to enable you to achieve 
your objectives, and also to identify any needs for your general development. 
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We will support staff to attend external Continuing Professional Development and/or training events. 
We will also continue to encourage and support attendance at CPD and training events provided by 
our partners. 

 

4. Appraisal Forms 

The appraisal forms are used by academic and professional services staff, with a separate section for 
academic staff to complete. 

The appraisal documentation is made up of 2 forms: 

Form A: This should be completed by the Appraisee prior to the appraisal meeting. 

Form B: This form should be completed by the Appraiser based on the discussions of the appraisal 
meeting. 

4.1 Sign Off 

Once the appraisal meeting has taken place, both the Appraisee and Appraiser must sign Form B to 

confirm an accurate record of the discussion and agreed objectives. A copy is retained by HR; the 

Appraisee retains their own copy. 

4.2 Monitoring and Review 

Objectives agreed at appraisal are not reviewed only at the next annual cycle. Progress is expected to 

be discussed at monthly one-to-ones between the Appraisee and their line manager. A more 

structured mid-point review of objectives takes place at the six-month point, with any agreed 

amendments noted and retained with the original appraisal documentation. The annual appraisal then 

provides the formal assessment of overall performance against the full year's objectives. 

5. Related Policies and Procedures 

• Strategic Framework 

• Staff Development Policy 
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6. Appendix A: Form A 

You should complete Form A prior to your appraisal meeting.  

Name  

Present Post  

Date Appointed to Present Post  

Date of Appraisal  

Name of the Appraiser  

 

Sections 1 to 13:   

You reflect on your performance over the past academic year to include: 

• Your delivery of each SMART objective set at your previous appraisal, including relevant 

metrics and data to evidence performance where appropriate. 

• Attendance/participation at internal committee meetings and forums etc. 

• Engagement in external activities (e.g. external examinerships). 

• Engagement with internal and external Continuing Professional Development and/or training 

activities. (If this is your first appraisal, Section 1 should not be completed, but all other 

Sections should be completed). 

Section 14:  

You look forward to the next academic year and set out your proposed:  

• Targets for the next academic year, and the date for achieving each target. 

• The actions/tasks you will complete to achieve your targets (and, if relevant, include any 

Strategic Framework Goal which your action/task will contribute to meeting and state how), 

and the end date for achieving each action/task. 

• The success indicators, to measure whether or not a target has been achieved.  

Section 15:   

• You consider your proposed Continuing Professional Development and/or training needs for 

the next academic year. 

   Section 16:      

• You can raise other issues that are relevant for discussion in the appraisal meeting (i.e. 

issues that are linked to your appraisal and/or your personal development/training).  
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Section 1  
 
Review your performance over the Academic Year, based upon the targets and the associated 
actions/tasks which were set following your previous year’s appraisal meeting.  
 
Note: Do not complete this Section if this is your first appraisal. 

Targets Actions/Tasks Performance 

Insert your SMART targets Insert your specific 
actions/tasks 

Review your performance against 
each target, including where 
appropriate data and metrics as 
evidence, and the associated 
actions/tasks 

   

   

   

   

   

 

Section 2 
 
What do you think went particularly well this year and why? 

 
 
 

 

Section 3 
 
What were the main constraints on your effectiveness during the year? 
What parts of your job caused you most difficulty and why? 
Do you feel as though appropriate support was provided over the course of the academic year? If not, 
outline the type of support you would need to assist you in your job and to increase your 
effectiveness. 

 
 
 

 

Section 4  
 
Please state below if you are a member of any internal committees, forums etc. 
 
If applicable, reflect on your engagement at internal committee meetings and forums. You should 
provide reflections on your experiences at meetings and forums rather than merely stating you had 
attended these.  

Memberships: 

Reflection: 
 

 

Section 5 
 
Confirm whether you have read all the company documents that are available within EducateU. If you 
have not read all the company documents explain why. 
 
Reflect on your experience in reading the company documents. Are there any staff development 
needs prompted by your reading of the documents? 
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Yes, I have read all the company documents / No, I have not read all the company documents 
 

Reflection: 

 

Section 6  
 
Provide some reflections below if you have been involved in any external activities that are relevant to 
your role (e.g. external examinerships, member of an external forum).   

 
 

 

Section 7 
 
What external Continuing Professional Development and/or training activities did you undertake this 
year? 
 
Describe in what ways these external Continuing Professional Development and/or training activities 
helped you to: 

• Enhance your performance  

• Develop your learning, skills and experience 

 
 
 

 

Section 8  
 
Please list and explain the way in which any other internal Continuing Professional Development 
and/or training activities assisted your performance? (For example, this could include attendance at 
staff induction, research seminars, teaching and learning forums). 

 
 

 

Section 9 
 
Have you achieved any internal or external awards? If yes, please provide details below. 

 
 

 

Section 10: EducateU online course 
 
Have you completed all the mandatory EducateU online courses? 

Yes / No 

Explanation for non-completion (if applicable): 

 

Section 11: Academic Staff Only  
 
All academic staff are required to participate in the confidential Peer Observation Scheme.   

Yes, I have participated / No, I have not participated 

Explanation for not participating (if applicable): 
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If you have participated, please reflect on your experience from: (i) being observed by your peer; and (ii) 
from observing your peer. In particular, you should reflect on how this activity has contributed to your 
personal development and how it will have an impact on your approach to teaching and learning. 

 

Section 12: Academic Staff Only 
 
Reflect on which dimensions of the PSF (see Appendix) you have developed during the year. [Please note: 
one activity can demonstrate engagement with several dimensions of the PSF.] 

 

Areas of Activity 

Core knowledge 

Professional values 

 

 

Section 13 
 

Our organisational Mission is: 
 
To empower students from all backgrounds through high quality, career focused programmes shaped by 
student voice, and supported by excellent teaching, well-being services and tailored career guidance.  
 
Our organisational Values are: 
 
Respect: We value every individual in our diverse college, fostering a culture of inclusion and mutual 
respect.  
 
Integrity: We act with honesty and responsibility, upholding the highest standards in all we do.  
 
Innovation: We embrace research informed, forward thinking approaches in our teaching, learning and 
professional practice.  
 
Belonging: We nurture a strong sense of community and connection amongst student, staff, and partners.  
 
Thinking about our Mission and Values, please provide an example of (or reflection on) something you have 
done during the year that shows your commitment to any of these.  

 

Section 14 
 
Please think about what targets you want to set yourself for next year. 

Proposed SMART 
Objectives and 

Targets 

Target Date Proposed 
Actions/Tasks 

 

Target Date Proposed Success 
Indicators 
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Section 15 
 
Please consider any future development/CPD needs that will enable you to do your job more effectively next 
year.  

 
 
 
 

 

Section 16 
Please make a note of any other issues that are relevant for discussion in the appraisal meeting. 

 
 
 
 

 

SIGNATURE 

Signature 
 

 
 

Date 
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7. Appendix B: Form B 

Form B is completed in four stages: 

• Sections 1, 2, 3, and 4 are completed by your Appraiser after your appraisal meeting.   

• Your Appraiser will send you the Form, and you will complete Section 6 and sign and date the 

Form (at Section 7).   

• You will return the Form to your Appraiser, and your Appraiser will sign and date the Form (at 

Section 7).   

• Your Appraiser will send you a copy of the Form and upload it to the William College HR portal. 

Section 1 
 
Targets, actions/tasks and success indicators for next Academic Year  

 
Targets 
 

 
Target Date 

 
Actions/Tasks  
 

 
Target Date 

 
Success Indicators 

     

     

     

     

     

     

 

Section 2 
 
EducateU online courses 

 
For all staff: Has the appraisee completed the mandatory EducateU courses? 
 

 
Yes/No 

 
If applicable, has the appraisee provided a satisfactory reason for non-completion? 

 

Section 3 
 
Continuing Professional Development and/or training needs for next Academic Year. 

 

 

Section 4 
 
Appraiser’s comments 
 

For academic staff: Has the appraisee participated in the Peer Observation Scheme? 
 
Yes / No 
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For academic staff: Has the appraisee satisfactorily reflected on which dimensions of the PSF have been 
developed during the academic year? 
 
Yes / No 
 

Appraiser’s comments: 
 

Section  5 
 
Outcome 
 
What level was the appraisee’s performance during the year under review? 
 
Below required / At required / Above required 
 
Please note: if the appraisee has not completed the mandatory EducateU courses without good reason then 
the outcome is Below required. 
 
If below required level, please provide a commentary which should include an outline of any measures to be 
introduced to support the appraisee to achieve a satisfactory appraisal: 
 

Appraiser’s comments: 
 

 
 
 

 

Section 6 
 
Appraisee’s comments 
 

 
 

Section 7 
 
Signatures 
 
In signing this form, the appraisee acknowledges the contents of Form B. If the appraisee does not agree 
with any part of the content of Form B, the appraisee should set this disagreement out in Section 6 of Form 
B. 
 

Appraisee’s signature 
 

 

Date 
 

 

Appraiser’s signature 
 

 

Date 
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8. Appendix C:  Professional Standards Framework (PSF) 

 

 


