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1. OBJECT

This procedure describes how the Universidad Europea de Valencia (hereinafter, the 
University) manages the performance of its staff as a strategic aspect of its academic and 
organisational management.

2. SCOPE

Those professionals with a permanent contract of twenty hours per week or more, and who 
have joined the organisation before 1 September of the current year, participate in the 
performance management process.

3. REFERENCES

• University Statutes.
• VIII Convenio colectivo nacional de universidades privadas, centros universitarios 

privados y centros de formación de postgraduados (Spanish State Official 
Gazette 27 August 2019).

4. DEVELOPMENT OF THE PROCESS
The University considers the Performance Management of its staff as a strategic aspect of its 
academic and organisational management. For this reason, the Management Board is actively 
involved in the process, setting the corporate challenges, establishing the structure of 
objectives for each group and supervising the process of defining the individual objectives of 
all the University's employees.

Performance Management is the process that guarantees the alignment of all employees 
around common goals and provides each member of the organisation with the necessary 
development resources to face the challenges of their position with guarantees. The University 
has a performance management that makes it possible to assess the results obtained by each 
employee and, in relation to the objectives previously set, to promote the professional 
improvement of the employee in all areas (technical, pedagogical and language training, 
Competencies development, improvement of motivation, etc.).

In this way it is possible to assess the degree of achievement of the objectives set, the 
suitability of the employee's skills for the position and the company, the employee's 
commitment and attitude and their potential future development.

The findings from the annual performance cycle identify individual and departmental 
development , which shape the Training plans of the
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employees. In addition to this they also serve as one of the inputs that will impact wage 
revision decisions.

Performance Management is a continuous process whose main phases are:

• The definition of objectives, which is carried out at the beginning of the defined period.
• Self-assessment and end-of-year assessment

The definition of individual objectives is based on the overall objectives of the University, as 
well as their translation into Department or Centre priorities. The organisation also provides a 
specific structure of objectives for each group, in order to guarantee the presence of the 
institution's key initiatives and goals.

Each department head meets with his or her staff to define the specific objectives of each 
department, as well as the Competencies critical to job performance and employee 
development goals.

At the end of the annual performance management cycle, the results achieved by each 
employee are assessed. The employee self-assesses the results of his or her objectives and 
Competencies. Subsequently, it is the employee's manager who assesses the achievement of 
the objectives and Competencies. Finally, they both hold the final performance meeting, in 
which they analyse the development of the work carried out and the employee is given the 
final conclusions of their assessment, as well as their final assessment mark.

The conclusions of the meeting may reflect the need to provide training to staff, for which 
training needs will be identified and the necessary actions will be decided.

Both the partial assessments of each of the objectives and the final assessment are evaluated 
according to a scale from 1 to 5:

As the table shows, there is a target distribution to be met at a global level in the University 
reflected in the level in order to ensure the implementation of a culture of meritocracy, 
differentiation and excellence in the organisation.
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Once the assessments have been completed, and before the feedback sessions take place 
between the person in charge and his/her collaborators, each Head of Department/Centre 
carries out a calibration of the resulting distribution in his/her area of activity, in order to 
guarantee its coherence with the overall performance and results of the department and to 
propose adjustments deemed appropriate.

The University uses a Human Resources software application to carry out the performance 
management process. The Human Resources Department carries out specific communication 
activities on the functioning of the application and the performance management process. All 
employees are provided with all the training materials necessary to carry out the process and 
individual consultancy services are provided on request.

Once the Head of Department and the employee have defined their objectives, Competencies 
and development activities, it is the employee who is responsible for registering and validating 
them in the tool provided for this purpose.

In the Human Resources Department, the overall monitoring of the process is carried out in 
the system, so as to supervise that the entire defined group, following the criteria approved by 
the Management Board, has defined its objectives through the computer application.

At the end of the annual performance management cycle, the employee self-assesses in the 
system the results of his or her objectives. Subsequently, the Head of Department in turn 
assesses the objectives in the system, obtaining the final assessment of each employee. Again, 
the overall assessment process of the system is monitored.

Salary review of employees

The Head of Department (n+1) is responsible for all salary increase proposals and these will be 
validated by the Head of Field (n+2). Once the head of the Field has validated the proposals, 
these are compiled by the Human Resources Department, which will validate the suitability of 
the proposals to the established guidelines and global recommendation of the increase, 
submitting these proposals to the Management Board for approval, after which the 
communication to the different employees will be authorised.

As with the performance management process, use is made of the Human Resources 
computer application, in its Compensation module. Each Head of Department will have access 
to the list of all the employees under his or her responsibility who are eligible for salary review, 
displaying the details of the position, seniority, current salary and salary range according to the 
job evaluation.

The software application has a calculation engine that will provide, automatically and based on 
an increment matrix, the recommended percentage, which will be given by the following 
parameters:

• The grade obtained in the performance assessment on the scale of 1 to 5
• The salary range in which each employee is placed on the basis of the assessment of the
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position it occupies.
• The position of the employee's salary in the salary range.

The Head of Department assesses the percentage suggested by the tool and decides whether 
to confirm or modify it by introducing his final proposal.

Promotional increases or salary adjustments may additionally be proposed depending on the 
justification presented for each case and must be motivated by:

• Promotion to a higher post or post level
• Exceptional adjustments for wage deviations

Promotional increases, in terms of their amount, implementation date and the underlying 
reasons for them, are agreed with the Human Resources Department, and must be approved 
by the person responsible in the Management Board of the corresponding Field. These 
possible increases must be compatible with the available budget.

For information and control purposes, the application shall specify the budget available for 
salary increases, so that any deviations occurring during the salary proposal exercise can be 
visualised and adapted. Any deviation from the allocated budget will have to be justified by the 
Director of the Department.

5. SPECIFICITIES PER CENTRE
School of Architecture and Polytechnic School

Not applicable

Faculty of Social Sciences

Not applicable

Faculty of Health Sciences

Not applicable

School of Doctoral Studies and Research

Not applicable

6. RECORDS

NAME CUSTODIAN

Employee performance appraisal Human Resources Department
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7. MONITORING AND MEASUREMENT

The Human Resources Department monitors the Performance process for compliance with the criteria 
set by the University.

The established indicators are monitored by the Quality Assurance Team.

IDENTIFIER DEFINITION RESPONSIBLE CALCULATIO
N PERIOD

IND01 PC 8.5
Ratio of completed employee 
assessments

Human Resources 
Department Calendar year

IND02 PC 8.5
Distribution of employee performance Human Resources 

Department Calendar year

8. RESPONSIBILITIES

RESPONSIBLE TASK DESCRIPTION

Human Resources Department

Define methodology and processes for performance 
management and annual salary review programmes.

Train staff in the use of the application to carry out the 
processes.

Identify the groups involved in each of the performance 
management processes and who are eligible for pay 
review.

all staff in relation to the performance management 
process and managers in relation to the pay review 
process.

Archive performance and compensation process forms 
for all processes as evidence of the processes.

Exhaustive monitoring of the completion of each step of 
the performance management processes and pay review 
proposals to ensure that these are carried out by the 
group that has been previously defined.
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Head of Department/Centre

Establish individual objectives for each employee and 
evaluate the performance of their team.

Follow up on the team's performance, taking action on 
unexpected results or changes in the Department's 
priorities.

Attend Field Assessment calibration sessions, in order to 
provide a solid justification for the exceptional 
assessments awarded in their Department.

Make proposals for salary increases based on 
performance assessments, promoting pay equity within 
the Department.

Management Board

Validate performance management programmes.

Validate global pay review guidelines and available budget 
presented by HR.

Validate the overall distribution of assessments, following 
the calibration sessions.

9. STAKEHOLDERS AND ACCOUNTABILITY

The University through the Human Resources Department carries out specific Communication 
activities on the functioning of the application and the performance management process for 
all employees.

University employees participate by defining their objectives and assessing them at the end of 
the annual cycle, obtaining an overall performance management assessment from their Head 
of Department.

10. EXCHANGE CONTROL

EDITION DATE REASON FOR AMENDMENT

01 12/12/2012
Initial version: Identification of the process in the organisation 
and elaboration of the procedure.

02 30/05/2016
Updating of the Internal Quality Assurance System Manual
Quality

03 25/04/2018
Updating the Internal Quality Assurance System Manual
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04 29/10/2021 IQAS update

05 13/05/2022
Replacement of the term "guarantee" by "assurance".

in line with the new AUDIT model (2018 version) and "PGC" for 
"PC".

06 08/01/2024 Updating the process

11.ANNEXES
Not applicable


