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	Form C
Appraisal Summary Report and Record of Assessment
(Academic staff)


	Staff Member’s Name
	

	Employee Number
	

	Organisational Unit
	


The supervisor completes this form after an appraisal/annual review with the staff member.  The Head of Organisational Unit (i.e. Head of School or equivalent) is the approving officer. Forward this completed Form C to the local Human Resources Consultant to ensure a record is maintained in the Human Resources System.  Indicate the Appraisal Type and complete applicable sections.
Please place an “X” in the appropriate box and insert date of appraisal.
	X
	Appraisal type
	Date of appraisal

	
	3 months (1st appraisal) in probation period

· Supervisor/Head signatures required in Section 3 if this is a first appointment; or
· Complete all sections if this is a staff member who has moved from a previous appointment to a 3 year probationary appointment, and the annual review is combined with this appraisal
	

	
	Enhanced Appraisal (2nd year appraisal) Heads and staff members will receive notifications from the President of the Academic Board.  Completion of this Form C record is required in addition to Form D completed separately which will have input from the Local Confirmation and Promotions Committee Representative. 
· Supervisor/Head signatures required in Section 3; or
· Complete all sections if combined with an annual review 
	

	
	3rd year appraisal for final review Completion of this Form C record is required separately to final review documentation submitted to the Local Confirmation and Promotions Committee.
· Supervisor/Head signatures required in Section 3; or

· Complete all sections if combined with an annual review
	

	
	Annual review

· Complete all sections
	


Complete Section 1 for all annual reviews. An annual review applies to academic staff who are employed on a continuing probationary appointment, and academics employed for more than one year on a fixed term appointment. Note that Section 2 will initiate appropriate processes for increments based on the Overall Performance.
1.  Record of Assessment (to be completed by Supervisor or Head of Organisational Unit)

Based on the portfolio and appraisal process, I confirm that this staff member has achieved the following performance levels:  
	(Please place an “X” in the appropriate box.)
	Satisfactory
	Requires Improvement
	Unsatisfactory
	Not Applicable

	Teaching duties
	
	
	
	

	Research, scholarship and original achievement
	
	
	
	

	Service to the University
	
	
	
	

	Contribution to the profession/discipline and the external community
	
	
	
	

	Participated in appraisal and completion of developmental activity
	
	
	
	

	Occupational Health and Safety responsibilities
	
	
	
	


2.  Overall Performance (Supervisor’s assessment overall based on Section 1)
(Please place an “X” in the appropriate box.)
	
	Satisfactory.  An increment will be granted unless staff member is already at the top of scale.


	
	Requires Improvement.  An increment will be granted unless staff member is already at the top of scale.  (If ticked, the Supervisor should state, in writing, on the staff member’s Achievements and Objectives Form B, the specific improvement needed.)

	
	Unsatisfactory.  Withhold increment.  (If ticked, the Supervisor must attach a sufficiently detailed report of the performance claimed to be unsatisfactory and consult the Human Resources Consultant or Human Resources Manager prior to, or at the time this assessment is made.)



3.  Approval/Record of Appraisal (Supervisor’s approval, and Head’s approval required for increment where staff member is not yet at top of scale. Signatures also required if a record of appraisal only.)
	Recommendation of Supervisor (where the Head does not conduct the annual review)
	Approval of Head of Organisational Unit

	Supervisor’s Name:
	
	Head’s name:
	

	Signature
	Date
	Signature
	Date

	
	
	
	


4.  Acknowledgement (to be completed by Staff Member for an Annual Review, including Annual Reviews combined with a 3 year probation appraisal)
I have seen this annual review record of assessment, recommendation and approval.

Any disputes about the process or outcomes of the annual review should be referred to the Executive Dean or Institute Director for resolution.
	Staff Member’s Signature
	Date

	
	


Print a hard copy of this form and forward the copy, with original signatures, to the appropriate Faculty/Institute or Central Administration Human Resources Consultant for action.

Appraisal Summary Report and Record of Assessment for Academic Staff (2014). This template was last updated 10 October 2014.


Resources and templates are available at http://www.uq.edu.au/current-staff/index.html?page=10606

