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Alert for MERIT forms

- Facilitate follow-up for MERIT forms:

Gain effectiveness for C&B, MERIT Coordinators
& HRAs

- Help Departments to:
Meet deadlines
Follow-up difficult cases
Avoid breaching Administrative Circular 26
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MERIT form reminder - Timeline

Send Deadline to

first complete Send final
reminder MERIT forms reminder
20.02.18 27.02.18 06.03.18 13.03.18 03.04.18

Send second Send second

reminder + inform reminder to

hierarchy GL
Deadline Description

20/02/2018 Send first reminder to Supervisor*

15.05:18

Release

completed

MERIT
form

Timescale
-15 calendar days

27/02/2018 Send second reminder to Supervisor + send first reminder to SL/GL, cc: MERIT Coordinator* -7 calendar days

06/03/2018 Deadline to complete MERIT forms — Signed by Group Leader and sent to Staff member
13/03/2018 Send second reminder to GL (cc: HRA & MERIT Coordinator)*

03/04/2018 Send final reminder to MERIT Coordinator (cc: HRA)*

15/05/2018 Release completed MERIT form to Staff members

Deadline (6 March)
+7 calendar days
+1 calendar month
+2 calendar months

*MERIT form status: Not created, Saved but not sent, Assessment SV, SL approval, GL approval
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