
 
__________________________________________________________________________________ 

Page 1 of 5 
 

 

 

 

 

 

 

 

 

 

Staff Performance and Development Appraisal (SPADA) Policy 

1. Introduction  

1.1 ULSU Group’s members of staff are critical to the effective and efficient 

development of the organisations services and progression through high 

performance working. To reach high levels of performance, employees are 

supported and developed in order to be equipped with the right skills to achieve 

consistently high standards of performance the Staff Performance and Development 

Appraisal (SPADA) is a critical process for enhancing individual and organisational 

performance.  

This policy should be read in conjunction with the ULSU Group Competency 

Framework for permanent staff which is a performance management tool to support 

Managers and employees undertaking the Staff Performance and Development 

Appraisal (SPADA).  

1.2 In order for members of staff to make a contribution to organisational development 

and achieve full competence in their role, it is essential that all individuals have:  

- A clear job description;  

- A person specification; 

- Knowledge of the mandatory training and skill requirements for the role;  

- Access to appropriate training and development opportunities;  

- Clear objectives, linked to the objectives of the organisation’s strategic plan; 

- The Competency Framework Guide for Employees. 

1.3 The Staff Performance and Development Appraisal (SPADA) is a mandatory part of 

the management process in place for all employees which promotes continuous 

performance improvement, self-assessment and continuous professional and 

personal development, with the ultimate aim of supporting employees to achieve 

high levels of performance, greater job satisfaction, morale and motivation. 
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1.4  The SPADA process compromises of a scheduled formal meeting which reviews the 

employee’s performance, including the achievements, development needs and 

career aspirations of all employee’s and to agree objectives aligned with the ULSU 

Groups’ Strategy and the Competency Framework.  

1.5 The meetings should take place every six months on a schedule of the following:  

 Probation meeting as per the individual’s terms and conditions of employment 

 SPADA Review for all staff in January/February, to be completed and submitted 

to the HR Manager by the last day in February. 

 SPADA Review for all staff in July/August, to be completed and submitted to 

the HR Manager by the last day in August.  

This allows the reviews to be done by all staff at the same time and supports the 

Performance Related Pay Policy deadlines. 

1.6 The SPADA process is intended to be a positive development experience and 

should not be used by managers to initiate discussions relating to performance 

problems. However, the SPADA process can be used to ensure development 

opportunities are made available to assist the employee in effectively overcoming 

performance issues. 

1.7 Throughout the SPADA process all members of staff should be treated fairly and 

equally. This is a mandatory process accessible by all and managers/reviewers 

should take the diversity of staff and individual needs into consideration when 

implementing the SPADA process. 

1.8 The Competency Framework for Employees Guide and Competency Framework for 

Managers Guide should be used to align all objectives to the competencies laid out 

within the framework.  

         2. Objective 

2.1 The following policy sets out guidance and describes the process required to 

undertake the mandatory six monthly SPADA that is a requirement for all permanent 

employees working within the ULSU Group.  

2.2 The aim of a SPADA is to:  

- Provide the link between organisational/faculty/departmental & individual 
goals.  

- Clarify role expectations & performance required.  

- Facilitate the giving/receiving of feedback.  

- Support individuals in planning & fulfilling their ongoing development.  

- Offer an opportunity to discuss individual circumstances & wider experiences 
at work.  

- Contribute to the support of individuals and their departments as roles, 
expectations and structures change. 

2.3 All ULSU Group employees are under a period of probation as per their 

terms and conditions of employment. Line Managers should follow the same 
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process, and apply the same principles as outlined in the policy, and 

complete a Probation Review Report when undertaking an employee’s 

Probationary Meeting.  

2.4 Once the employee has completed their probationary period, they will 

continue to have SPADA reviews every six months. This is in line with the 

schedule detailed in section 1.5, the first SPADA review should be done no 

later than six months after the probation meeting, which may result in two 

meetings taking place within a six-month period.  

2.5 This policy does not form part of any employee's contract of employment 

and may be amended at any time.  

           3. The SPADA Process 

3.1 The following terminology applies;  

Reviewee; This is the person being reviewed by the reviewer.   

Reviewer; The reviewer is the person responsible for carrying out the review, 

and would normally be the reviewee’s Line Manager. Should the immediate 

Line Manager not be available, the next relevant senior employee will 

undertake the duty of the SPADA. 

3.2 Reviewee’s Roles and Responsibilities;  

Before the SPADA meeting: 

- Carry out the SPADA Self-Assessment Form to reflect on individual 

achievements and development area as well as identifying draft objectives to 

indicate what the reviewee expects their work and development objectives 

to be.  

- This form should be sent to the reviewer prior to the SPADA meeting taking 

place.  

 During the SPADA meeting: 

- With the reviewer, agree work objectives for the next six months aligned with 

departmental priorities, operational plans, ULSU Group’s strategic Key 

Performance Indicators (KPI’s) and the Competency Framework.  

- With the reviewer, identify any development needs, agree how they will be 

met and reviewed and which competency within the Competency 

Framework these align with.  

 After the SPADA meeting: 

- Use informal discussions with Line Manager to provide feedback and 

updates on objectives set.  

- Achieve the agreed objectives and highlight any issues or barriers to 

achieving any of the objectives with your reviewer informally and discuss 

these formally at the next SPADA. 

3.3 Reviewers Roles and Responsibilities;  
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       Before the SPADA meeting; 

- The reviewer should agree a mutually convenient date for the SPADA 

discussion with the reviewee. Reviewee’s should ideally be given two weeks’ 

notice of the meeting taking place to allow for proper preparation for the 

meeting.  

- Prepare for the SPADA by reflecting on the reviewee’s achievements and 

development areas in line with the Competency Framework.  

- Ensure the reviewee has access to the Competency Framework for 

Employees Guide. 

- Ensure that the reviewee has sent the Self-Assessment to the reviewer before 

the meeting.  

       During the SPADA meeting: 

- Discuss and review the reviewee’s performance against the agreed 

objectives.  

- Agree objectives for the next six months aligned with departmental priorities, 

operational plans, ULSU Group’s strategic Key Performance Indicators (KPI’s) 

and the Competency Framework.    

- Discuss and agree appropriate development and training making sure this 

aligns to a competency within the Competency Framework.  

- Discuss the reviewee’s career development aspirations, helping to identify 

how you might achieve them. 

- Use the applicable SPADA Review Form as a template for discussion and 

recording.  

After the SPADA meeting: 

- Agree and sign off the SPADA record form stipulating the agreed objectives/ 

discussion and add any comments before submitting this to the reviewee for 

their comments.  

- Submit all SPADA Record forms to the HR Manager for personnel files. 

-  Submit/investigate any training requests expressed by the reviewee, as per 

the ULSU Group’s Training Policy. 

- Provide an on-going review with against the agreed objectives. 

4.  If the Reviewee disagrees with any particular comment noted on the SPADA 

review form, they may wish to note this on the SPADA review form before signing it.  

In the case where the Reviewer or the Reviewee disagree on the set objectives, the 

Line Manager of the Reviewer will act as the mediator in disputes or disagreements 

which may arise within the process. If no agreement is reached after mediation, it 

will be referred onto the Deputy CEO.  
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If no agreement can be reached, even with the Deputy CEO mediation, the Deputy 

CEO can arrange for the process to be repeated with an alternative Reviewer. 

5. Training  

5.1 All reviewers will undergo relevant training prior to undertaking any SPADA 

Review in order to ensure that the SPADA process is carried out fairly and efficiently.   

5.2 Any clarification required on any aspect of the SPADA process should be sought 

from the HR Manager.  

  6. Use of Data 

6.1 The staff development needs identified through the SPADA Review process will 

be overseen by the Head of HR and Deputy CEO and summarised in an 

organisational training matrix and used to suggest training opportunities to 

employees as per the ULSU Group’s Training Policy.  

6.2 All SPADA Review form’s will be kept confidentially in an electronic format and 

also filed as a paper copy within the applicable employee’s personnel file for record.  

6.3 The Chief Executive shall be responsible for reviewing this policy to ensure that 

it meets legal requirements and reflects good practice.  

This policy will be reviewed annually. 
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