SCHOOL OF LAW: PROFESSIONAL DEVELOPMENT REVIEW SCHEME 2006/07
INFORMATION FOR MEMBERS OF ACADEMIC STAFF, 27/10/06



All lecturers appointed on Lecturing Grades A or B (as of 1 August 2006, Grades 7 and 8 respectively), and with contracts of 12 months or longer duration, join the Scheme for the Professional Development and Review for New Lecturers. 

The scheme is ordinarily of 3 years’ duration from start date until Final Scheme Assessment (ie. it runs on a calendar determined by the Lecturer’s start date rather than by the academic year).
UoE guidance on PDR states that “progress in the Scheme will be relevant to subsequent discussions on promotion prospects, but this will be addressed outwith the PDR Scheme itself.”  

In the context of the above, it would also seem advisable for the setting of targets to be informed by the academic Profiles for Grades 7, 8, and 9 recently made available by University HR.


Procedural Requirements for New Lecturer Starts

For PDR to be implemented properly from the start date, the following must be arranged.

The new Lecturer receives his or her PDR questionnaire. for return to the School, along with the contract, (as contracts cannot be issued before Disclosure Scotland checks are completed, this may not be possible in advance of the new arrival’s first day in the School).

The questionnaire will require assessment at School level to determine the appropriate PDR structure for implementation.  If the Lecturer has completed a similar programme in another institution, or if he or she is considered to be sufficiently experienced opt-out can be requested and confirmed by the School to College HR (UoE HR guidance on this is available).
The Line Manager, Mentor and Reviewer are appointed by the Head of School.  It is planned that the first and third categories will be drawn generally from the Professariat, with Reader and Senior Lecturer colleagues being identified, in general, as mentors.
The HoS and Line Manager recommend the length of the new colleague’s PDR period, and also whether attendance at the relevant TLA courses is required, and notify that recommendation to the College.
The Roles

The Line Manager 
· Defines (in consultation with the HoS) the PDR schedule in accordance with HR guidance
· At the beginning of each PDR year discusses and agrees targets for the year ahead with the Lecturer in the four “key elements”

· Oversees the scheme, monitors progress and takes appropriate action to support staff to achieve their targets

· Arranges for the notification to College HR, on the Registration Form, of the Lecturer’s mentor and reviewer

The Mentor
· Supports the individual on an ongoing basis, taking account of the agreed targets, via informal discussions, and a number of mentoring meetings, particularly before and after the annual reviews

· At least one formal meeting “per term” recommended by UoE HR, backed up by informal contact throughout the year; a meeting in the period leading up to the Annual Review “is also important”.  Initial meetings may be longer (eg. c. 1 hour in duration) and/or more frequent than those later on in the PDR period
· A UoE FAQ on mentoring, and a document on “Getting the Most Out of Mentoring”, is available.
The Reviewer

· Conducts the annual review of progress, taking account of the targets agreed at the start of the year.  Once the review has taken place, the reviewer produces a summary note for the Line Manager, which is also copied to the Head of School.
· The reviewer should be in a position to assess the major areas of the individual’s work in relation to the agreed targets. He/she should therefore be in a good position to do that, in terms of the type/range of experience they have in similar and related areas to the lecturer’s current and future roles - it can be useful to nominate a reviewer who was also on the original interview panel for the lecturer’s post.

The Lecturer
· Addresses the agreed targets, with advice and support from their mentor, pursuing a range of appropriate development activities during the year, and providing supporting information to the reviewer as part of the annual review process
· Registers for the relevant TLA courses unless the HoS and Line Manager have agreed an exemption
The Setting of Targets
The four key elements of PDR:

· Teaching

· Research

· Wider contribution to the work of the unit / subject group

· Undertaking development activities
At least one target should be set for each element.

It is advised that targets should be

· Specific

· Measurable

· Achievable

· Relevant

· Time-based

The Directors of Research and Teaching should be consulted as to the targets to be recommended in the relevant elements.

UoE HR guidance on target-setting is available.
TLA Professional Certificate in University Teaching Stages 1 and 2
It is the responsibility of new Lecturers to register for TLA PCUT Stage 1 (and, subsequently, Stage 2) unless the assessment of their prior relevant experience is such that they may opt out.  The assessment is made by the HoS and the Line Manager as they determine the PDR structure which should apply. 
Details of the courses can be found at

http://www.tla.ed.ac.uk/courses/PCUT/index.htm


Appendices:
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Academic Grade Profiles 7, 8 and 9 [UoE 2006]
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APPENDIX 1

ACADEMIC GRADE PROFILES 7 [AT2A], 8 [AT2B] AND 9 [AT3], 2006

No job is expected to include all the activities listed; most will only include a subset.

Grade 7 – Academic Profile

Summary:  Roles at this level may represent the early stages of an academic career before progress to Grade 8, or a clearly defined set of responsibilities within a research or teaching programme, eg for part of a research project or teaching programme. There may be a combination of research and teaching, or a specific focus on research or teaching alongside related administrative responsibilities. Support in the form of appropriate mentoring will normally be provided and those in teaching roles given the opportunity to undertake at least the first stage in the Professional Certificate in University Teaching.

7.1. Required Knowledge, Skills and Experience 

7.1.1. Appropriate degree, with relevant post-graduate research and/or teaching experience. Normally a PhD or equivalent professional qualification and/or experience; 

7.1.2. Ability to communicate complex information clearly, orally and in writing;

In research: 

7.1.3. Expertise in relevant approaches and models, analytical techniques and methods.

In teaching: 

7.1.4. Ability to design and deliver course materials and assess student performance.

In management.

7.1.5. Ability to assess resource requirements and organise and manage allocated resources.

7.2. Representative Work Activities 

Research 

7.2.1. Undertake a specific role in a research project or projects, taking responsibility for some element(s) of the planned research;

7.2.2. Develop and carry out a plan to open up or extend an area of personal research, or contribute as a team member to development of a broader programme.  In some fields, this may include contributing to the writing of bids for research grants;

7.2.3. Plan and carry out a work programme appropriate to the research activity;

7.2.4. Contribute to dissemination/publication of personal and/or research team’s findings as appropriate to the field;

7.2.5. Provide guidance to other staff and students.

In more research-focused roles, the following may take the place of some or all teaching work:

7.2.6. Take responsibility for a core element of planned research, contributing to the refinement of methods and analytical approaches;

7.2.7. Plan and develop a line of research for future funding bids, as appropriate to the field;

7.2.8. Contribute, as appropriate, to the development of theory and practice in the field of research.

Teaching 

7.2.9. Supervise post-graduate students;

7.2.10. Teach courses and support students within own subject area;

7.2.11. Supervise practical work, projects and dissertations where these are part of the programme(s) of study;

7.2.12. Plan and review own approach to teaching;

7.2.13. Set and mark assessments, and advise students on their progress;

7.2.14. Take and satisfactorily complete at least the first stage of the Professional Certificate in University Teaching.

In more teaching – focused roles, the following may take the place of some or all research work:


7.2.15. Contribute to curriculum development and the design or revision of course units in the subject area;

7.2.16. Contribute to the development of approaches to teaching, learning and assessment in the subject area;

7.2.17. Develop and deploy teaching and learning materials in area of own expertise.

Management 

7.2.18. Take responsibility for organising own activities and for the management of allocated resources;

7.2.19. Contribute to the organisation of the wider area of work.

7.3. Performance Criteria 

7.3.1. Evidence of up-to-date  expertise in the relevant academic field;

7.3.2. Evidence of effective contribution to research and or teaching; 

7.3.3. Ability to work effectively both independently and as a member of a team;

7.3.4. Positive impact on profile of the area of work.

Grade 8 – Academic Profile

Summary:  Roles at this level are held by individuals experienced in research and/or teaching. In some cases, the contribution spans research and teaching. In others there may be a concentration on one or the other. In all cases, there will normally be accountability for the design, delivery and quality of at least a whole course, small research project or part of a larger research project, with measurable outcomes, as well as for contributing to the development of wider programmes/portfolios. There may be responsibility for representing the work of the University in the specific field locally and nationally in appropriate networks and/or in public activities and for contributing to the wider academic community beyond the University.

8.1 Required Knowledge, Skills & Experience

8.1.1 Extensive research and/or teaching experience within subject specialism, supported by relevant qualifications (normally a PhD or equivalent); 

8.1.2 Experience and demonstrated success in delivering research project results and/or effective learning programmes.

In research:

8.1.3 Experience and achievement in the specialist area, reflected in a growing personal research portfolio;

8.1.4 Extensive experience of developing and applying theory, models, techniques and analytical methods as appropriate to the field.

In teaching: 

8.1.5 Experience and achievement in the relevant field reflected in a growing personal teaching portfolio;

8.1.6 Ability to design effective learning programmes and to effectively deliver integrated curricula and assessment;

8.1.7 Extensive experience and demonstrated success in developing methods and approaches.

In leadership/management:

8.1.8 Ability to assess resource requirements, secure and organise resources effectively;

8.1.9 Skills in managing, motivating and supporting people (students, colleagues);

8.1.10 Proven ability to devise and/or manage multiple teaching, learning and assessment and/or research activities.

8.2 Representative Work Activities 

Research 

8.2.1 Contribute to the research work of the School, pursue appropriate independent research and develop research proposals (in forms and at levels commensurate with the field) and win support for them;

8.2.2 Plan the research to be undertaken, as a self-contained project or as part of a broader programme;

8.2.3 Disseminate and publish research findings in appropriate publications and conferences, and where appropriate undertake knowledge transfer activities;

8.2.4 Contribute to the development of the research portfolio of the subject area;

8.2.5 Develop methods and techniques appropriate to the type of research being pursued and that add to the intellectual understanding of the field through new discoveries and insights;

8.2.6 Provide expert advice to other staff and students.

In more research – focused roles, the following may take the place of some or all teaching work

8.2.7 Plan and lead high quality research and, as appropriate to the field, project manage the research activity, supervising and taking responsibility for all or a major part of the research team’s activities; 

8.2.8 Attract resources to support research, individually or jointly with others, as appropriate to the field.

Teaching 

8.2.9 Teach, supervise and assess within own subject area at a range of levels from undergraduate to research postgraduate;

8.2.10 Engage in scholarship and/or research as required, to support teaching activities;

8.2.11 Apply knowledge derived from research and/or scholarship to teaching;

8.2.12 Take responsibility for design of course units and for their quality, and contribute generally to the development of teaching and enhancement of quality in the subject area;

8.2.13 Provide advice and support to students (including acting as Director of Studies). 

In more teaching- focused roles, the following may take the place of some or all research work: 

8.2.14 Plan and lead curriculum development and/or renewal in a specific aspect of the subject area and/or develop approaches to teaching and learning that are innovative for the subject area and/or institution;

8.2.15 Advise others on aspects of learning, teaching and assessment.

Leadership and Management   

8.2.16 Undertake specific co-ordinating roles;

8.2.17 Take responsibility for the effective management of allocated resources; 

8.2.18 Take lead in projects and/or for courses, coordinating staff input to these;

8.2.19 Provide support and advice to colleagues as appropriate;

8.2.20 Engage effectively with the wider academic and professional community. 

8.3 Performance Criteria 
8.3.1 Evidence of reputation in the field (e.g. by published results from research, publication in peer reviewed outlets);

8.3.2 Evidence of effectiveness in design and delivery of research projects and/or units of teaching and learning; 

8.3.3 Effective contribution to broader processes in the work of the team/unit;

8.3.4 Contribution to attracting research funding and/or other financial support, or equivalent measure of impact, according to norm for the field;

8.3.5 Contribution to effective management of resources;

8.3.6 Where appropriate, effectively representing the work of the University in the field locally and nationally in relevant networks and/or in public activities.

Grade 9 – Academic Profile  

Summary:  Roles at this level commonly reflect extensive professional/academic experience, and will include substantive contributions in research and/or teaching.  Individuals will have a well-established reputation in their field, and be making a demonstrable impact on their field at national or international level.  Roles which focus on research will require a clear record of impact, shown in substantial and sustained high quality research output. Those which focus on teaching will require a record of leading development activity in relation to teaching and learning policy and practice. In all cases, there will be responsibility for development and leadership within a specific area of activity eg for a research theme or a range of projects or for a programme of study. Some roles may have a particular focus on leadership or management.  There will also be responsibility of provision of expert advice to colleagues and some contribution to the implementation of institutional strategy.

9.1 Required Knowledge, Skills & Experience

9.1.1 Extensive experience and demonstrated success in research and/or teaching, supported by track record of publication and/or design, development  and delivery of teaching and learning programmes;

9.1.2 Skill in the supervision, training and mentoring of colleagues;

9.1.3 Effective contribution to the wider academic community and wider work of the University.

In leadership/management: 
9.1.4 Skills in managing and motivating staff;

9.1.5 Proven ability to plan and lead the delivery of projects and/or programmes and to ensure the delivery of the required outcomes;

9.1.6 Ability to provide effective leadership for groups and activities in delivering the School/University’s objectives..

9.2 Representative Work Activities

Research 

9.2.1 Maintain a portfolio of research activity and publications of high quality and impact;

9.2.2 Develop methodologies and techniques appropriate to the type of research being pursued, with an emphasis on quality and innovation;

9.2.3 Lead funding bids or other activities which develop and sustain support for the specialist area;

9.2.4 Lead knowledge transfer activities;

9.2.5 Develop and engage in research methodologies that add to knowledge/understanding appropriate to the field;

9.2.6 Participate actively in the development of the unit’s research strategy.  

In more research-focused roles, the following may take the place of of some or all teaching work:

9.2.7 Lead programmes, projects and teams, secure and manage resources as appropriate to the field;

9.2.8 Demonstrate and maintain research activity of high reputation in the UK and internationally in the relevant academic field;

9.2.9 Lead major funding bids and research activity in an area of recognised excellence for the institution.

Teaching 

9.2.10 Maintain a portfolio of teaching activity of high quality, reputation and impact;

9.2.11 Lead the development, application and maintenance of academic standards in a defined area of work;

9.2.12 Develop approaches to teaching and learning which are innovative for the subject area and reflect developing good practice elsewhere;

9.2.13 Participate actively in the development of the unit’s teaching, learning and assessment strategies.

In more teaching-focused roles, the following may take the place of some or all research work:

9.2.14 Lead the development of teaching and learning policy locally, and contribute to debate nationally, about new approaches to policy, methods and practices through publications, conferences and activities that advance quality in the field;

9.2.15 Lead development activity in relation to a specified area eg admissions, student welfare, peer assessment of teaching, new approaches to teaching & learning etc;

9.2.16 Lead curriculum development and/or renewal at programme level or equivalent.

Leadership and Management 
9.2.17 Develop and manage significant research or teaching activities;

9.2.18 Manage staff and other resources efficiently and effectively;

9.2.19 Contribute to the management of the School/subject area by chairing committees, leading on key processes;

9.2.20 Represent the university in the disciplinary community externally;

9.2.21 Play a significant part in the wider professional community for the field.

9.3 Performance Criteria 

9.3.1 Evidence of developing techniques, standards and methods, acting as a role-model for best practice;

9.3.2 Evidence of a substantial reputation in the UK and internationally for research or teaching, reflected in sustained output, level of innovation, impact on the field and extent of recognition;

9.3.3 As appropriate to the field, a sustained track record in attracting significant resources (e.g., in some fields, research funding);

9.3.4 Contributing to the development of colleagues through mentoring or otherwise leading development activities;

9.3.5 Contribution to broader processes, e.g. programme development, assessment exercises, examinations, recruitment, project or other initiatives;

9.3.6 Success as a team leader, based on team performance and feedback.

APPENDIX 2

TAKING ACCOUNT OF PRIOR EXPERIENCE [UoE HR]

[…] in dealing with prior experience the following general principles apply:- 

· The PDR Scheme involves a broad definition of the lecturing role, that includes all four main areas of activity - teaching, lecturing, contribution to the wider activities of the unit/subject group, and taking part in development activities in support of these other areas of work.  So in reflecting on prior experience, that wider role, which is supported by PDR, needs to be taken into account. 

· Prior experience does not reduce the need to work within the PDR Scheme - the Scheme has been designed to ensure that all staff are supported in their new roles - rather it simply means that some care has to be taken in identifying appropriate targets. 

· The initial target setting discussions attend to the needs and priorities of the School, the skills and experience of the new member of staff, and critically, the areas that are identified for further development and strengthening.

· As outlined below, prior experience may simply mean that the individual moves more quickly through the PDR process. 

In reviewing the most appropriate targets for the individual in his/her first year, the broadest definition of the lecturing role needs to be adopted e.g. prior experience of teaching itself does not encompass the wider range - the four areas of activity - that are part of the PDR development experience, and the same applies to colleagues who have concentrated predominantly on a research role prior to lecturing.  The PDR Scheme is designed to take account of these individual variations in prior experience, but not to the exclusion of developing into a fuller, wider and more rounded lecturing role. 

More specifically, the following advice can be taken into account in discussing the Scheme with new staff: 

1. If the individual has between 1 and 4 years of prior experience in a lecturing role agree appropriate targets, in the light of that prior experience, which reflect that experience. 

2. For example an individual with some experience of teaching may need to concentrate more on research targets during their initial years in the post; another individual may have some experience of both teaching and research activities, but have very little experience of contributing to the wider activities of a department, and this might require more emphasis initially; someone may be concentrating mostly on research activities initially, so that teaching and other targets may only apply in later years;  and staff working on part-time contracts will need to adjust any targets according to their availability.

3. If the individual has at least 4 years prior experience in a lecturing role - consider adopting an accelerated approach to progressing through the Scheme, looking to complete the process in less than the typical three year PDR period. 

4. Where the individual has at least 4 years prior experience of working in a lecturing role the mix and level of experience may be sufficient enough to warrant more rapid progress through the Scheme, for example by taking two rather than three years to complete it.  In which case the individual will still be expected to take part in the key mentoring and annual review processes, but they could then complete the Final Scheme Assessment at the end of a second year in post.  In addition the targets set during this accelerated PDR period would be tailored specifically to individual circumstances. 

5. For example the new member of staff may have wide experience of teaching (more than 4 years), but very little research experience, or the individual may have considerable experience of research (more than 4 years): in either of these cases the lecturer could progress more quickly through the PDR scheme and concentrate their target setting in the areas that need strengthening.

6. If the individual has at least 8 years prior experience in a lecturing role - THEY MAY BE EXEMPTED FROM THE SCHEME BY MUTUAL AGREEMENT but it should be ensured that there is adequate provision for regular appraisal and an appropriate level of development support is in place. 
Exempting a member of staff from PDR will only be appropriate where the new member of staff has at least 8 years prior experience of working in a lecturing role, and in a way that reflects the four broad PDR target areas i.e. of teaching, research, contributing to the wider academic role, and pursuing a range of appropriate development activities during that time.  Not taking part in PDR does not however preclude the need to consider the individual’s longer development requirements, albeit these may be quite different to those of new and less experienced lecturers.   

If the individual wishes to be included in the scheme they are entitled to be included and you should agree appropriate targets which reflect prior experience. 



APPENDIX 3
From AGREEING TARGETS (AND EXAMPLES OF TARGETS) [UoE HR]

A simple framework for target setting 

The new member of staff will be developing their skills over a two to three year period, and during that time the mentoring and review processes will be helpful in identifying strengths and gaps in the individual’s range of skills […]

The appropriateness of the targets being set is crucial to the whole PDR process:  agreeing targets that are too basic means that the individual will not be working to their full potential, and setting targets that are too ambitious means that undue pressures will be put on the individual […].  After the first year, it should also, of course, take account of achievements in the previous year(s).  […]

Examples of typical PDR targets 

Some examples of how each of these has been translated into practice are given below - they were provided by staff who have already gone through the Scheme. 

Teaching Activity:
· "Lectures and tutorials for M4 module Dynamical Systems and M1D Calculus, together with tutorials for M2 Several Variable Calculus." 
· "Refining and improving my lecturing skills, to include lecturing to a larger class, experimenting with different teaching methods, and reviewing plans for teaching Urban Sociology annually." 
· "To teach the following courses... and ensure that student feedback responses are collated and reported on at the end of the courses." 
· "Teach the following three options... in conjunction with the following colleagues... and as co-tutor on the programme, provide half of the courses on...." 
 Research Activity 

· "Submit at least four journal articles, for the following journals ……within a certain time." 
· "Continue research on specified topics, aiming to submit two papers by a certain date." 
· "Submit grant proposals to the research council and the European Union." 
· "Submit a book manuscript (or thesis) by a certain date." 
· "Ensure that one high quality publication is produced each year." 
· "Explore the possibility for research collaborations with certain (named) individuals." 
· "Actively participate in a research seminar series, including presenting a paper." 
· "Apply for a travel grant in order to undertake certain pieces of overseas research." 
· "Present work at the following conferences ……." 
Contributing to the wider to the work of the unit/subject group 

· "Co-ordinate the development of web pages for our applied mathematics activities." 
· "Organise the following seminars on.…..  for the subject group." 
· "Participate in and contribute to the SELC postgraduate forum by attending the forum's meetings and discussing research papers presented by Ph.D. students." 
· "Contribute to the interdisciplinary one day conference." 
· "Explore the possibilities for exchanges and possible links between SELC and Dutch universities in terms of postgraduate activities and collaborative projects." 
· "Contribute, as a member of the organising committee, to an international symposium on literature and nationalism in the Middle East and North Africa, to include delivering a paper at the conference, and assisting in editing a volume of post-conference papers." 
Undertaking development activities 

· "Participation in the following Development courses in the spring term…." 
· "Complete courses for Microsoft PowerPoint, and the development of web-based learning materials." 
· "Complete Stages 1 and 2 of the University’s professional Certificate in University Teaching, organised by TLA." 
· "Assemble appropriate material for a portfolio for eventual ILT submission." 


APPENDIX 4
MENTORING FAQ [UoE HR]

How often should we have mentoring meetings? 

This will depend on the way both parties agree to organise their time, but we would recommend at least one meeting per term, backed up with informal contact as the year progresses. It may be useful to allow more time in the initial meetings, and to have say two meetings in the initial months, to help establish the mentoring relationship. A meeting in the period leading up to the Annual Review is also important. 

How long should a mentoring meeting be? 

It is likely that the initial meetings will be longer, say about an hour or so, to help establish the mentoring relationship. After that it is likely that meetings will vary in length depending on the focus of the meeting. The key issue is that a sufficient level of support is given, rather than having to organise mentoring meetings to a set pattern. 

What if my Mentor or I don’t have any prior experience of mentoring? 

It is likely that most if not all mentors selected to take part in this Scheme will have relevant experience of supporting and advising less experienced staff. The mentoring relationship at its heart is about providing the advice and support that comes from being a more experienced lecturer, and doing so in the context of the new member of staff’s agreed work priorities and targets. 

What should I do if the new member of staff I’m mentoring is having difficulty in dealing with their work, or the mentoring relationship itself?

The mentoring relationship is established to provide a basis for discussing just this sort of issue, and to provide that at an early stage, before any single issue becomes more complicated or too difficult. 

How formal does the mentoring relationship have to be?

There should be a number of meetings in each year arranged by mutual agreement. It is, however, important to encourage a degree of informality to the proceedings, including having discussions (by email, phone or in person) as and when required, beyond the fixed meetings. 

Should we keep a record of the mentoring meetings? 

It would help if both parties kept some form of record of the meetings, covering the dates, times, duration of meetings, and the general topics discussed, and any agreed actions. The discussions with the mentor are confidential, and the notes are for the mentor’s and the new member of staff’s benefit. 

What should I do if I feel the mentoring relationship, or the meetings aren’t going well? 

In the first instance it would help to raise your concerns with your mentoring partner - this can actually become part of the ongoing work of establishing a good mentoring relationship. If, having tried to improve the mentoring relationship, you still feel it isn’t working as well as it could be, then the matter should be raised with the line manager, with a view to changing the partnership. 

How will we know that the mentoring relationship is working as expected for this Scheme? 

Effective mentoring involves creating a sense of mutual trust and constructive discussion - if either party feels that the relationship is counter-productive, for whatever reason, then it would be useful to look at ways of improving it, as an exercise within the mentoring relationship itself, or to seek advice on ways of making it more productive. 

What happens if it emerges that a different Mentor is required at a later stage? 

The Scheme can cope with this, and it would simply involve raising the matter with the line manager, and then organising a handover to the new mentor. It is expected however that the majority of mentoring relationships will work well with the originally selected mentors.

What do I do, as a mentor, if I see that I don’t have the relevant experience in some area the individual needs help with?

Mentors are not required to be experienced in every single area of work equally, and it is assumed there will be occasions when another member of staff can offer more advice in a specific area. In this case the Mentor is responsible for helping the individual to clarify the type and level of advice they need, and then identify the best advisor. One of the things a mentor can helpfully do is introduce the new member of staff to a network of colleagues who may be of assistance now or in the future. 

What do we do if we find there’s less and less time to devote to the mentoring? 
If a basic amount of time cannot be found, this will jeopardise key aspects of the Scheme, including the annual review processes, and possibly the achievement of the agreed targets. This is an issue that both parties need to be mindful of because of the longer term impacts. If it is proving difficult, this should be raised with the line manager. 

What do we do if a more complex or difficult issue arises in the course of the year? 

This should be raised with the line manager in the first instance.



