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University of South Australia
Ian Wark Research Institute

Academic Research Staff 
Performance Review and Development Plan
Name:  __________________________  Level:  _________________________  Period From:  __________________  To:  __________________
Please complete the relevant sections, highlighting achievements and issues/suggestions/questions for attention in relation to yourself and/or The Wark.  You may have a performance meeting with others as a group (eg research team) or individually.  Please indicate below the meeting process you prefer. 

Meet in a group with: ______________________________________________________      Meet one to one: ______________________________
Please forward your completed Performance Review and Development Plan to your supervisor at least one week prior to the meeting.  The final plan will be signed off after the discussion.
GENERAL RATING OF YOUR CURRENT ROLE
	Rate your level of satisfaction in your current role.  [Rate 0-10, with 0 = very unsatisfied and 10 = very satisfied]
	
	

	Brief comments:

	
	

	Rate your level of challenge in your current role.  [Rate 0-10, with 0 = very unchallenged and 10 = very challenged]
	
	

	Brief comments:

	
	

	Rate your level of development opportunities that have been made available to you during the past 12 months.
	
	

	[Rate 0-10, with 0 = no opportunities and 10 = exceeding requirements]
	
	

	Brief comments:


	
	

	Rate how well you feel that you have performed against your role/responsibilities and goals/outcomes during the past 12 months.
	
	

	[Rate 0-10, with 0 = totally unsatisfactorily and 10 = exceeding expectations]
	
	

	Brief comments:


	
	


RESEARCH
Research/Contract Research Grants - Review of the past 12 months
	Name of Funding Mechanism
	Description
	Amount
	Time Commitment by You
	Was it Successful?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Research/Contract Research Grants - Plan for the next 12 months
	Name of Funding Mechanism
	Description
	Amount
	Time Commitment by You

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Comments: _______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

Publications (non-verifiable publications should be listed under ‘Scholarship’ )
Review of the past 12 months
	
	AAS / ATSE ranking

	
	

	
	

	
	

	
	


Plan for the next 12 months
	
	AAS / ATSE ranking

	
	

	
	

	
	

	
	


Preliminary status of future publications: _______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Postgraduate Study (if applicable)
	Name of Award and Institution
	Start Date

(Month and Year)
	Expected Date of Completion
	Progress Status

	
	
	
	


Comments: _____________________________________________________________________________________________________________
STAFF SUPERVISION (if applicable)
Current Responsibilities

	Staff Member’s Name


	P/T or F/T
	Weekly time spent on this supervision 
(averaged over the year)
	Does the staff member have a current performance management plan?  If not, why?
	Supervision Status

Staff progress - any issues?

Staff development - what has been implemented?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Comments on your performance in supervision:  ________________________________________________________________________________

STUDENT SUPERVISION (if applicable)

Current Responsibilities

	Student’s Name

(Honours, Masters by Research, PhD)
	P/T or F/T
	Principal, Co-supervisor or Associate.  Weekly time spent on this supervision 
(averaged over the year)
	Start Date of Supervision Month and Year (if known)
	Expected Date of Completion
	Supervision Status 

Student progress - any issues?
Student completion - what steps are you taking to ensure a timely completion?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Comments on your performance in supervision:  ________________________________________________________________________________

TEACHING (if applicable) 
Review of the past 12 months
	Study Period
	Program/Course
	Role in the program/course
	Comment on performance

	
	
	
	

	
	
	
	


Comments: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

Plan for the next 12 months
	Study Period
	Program/Course
	Role in the program/course
	Specific plans for updates, development and innovation in your teaching performance

	
	
	
	

	
	
	
	


Comments: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

SCHOLARSHIP
Review of the past 12 months
	Scholarly Activity
	Describe your relevant activities/achievements

	Non-refereed conference papers, etc
	

	Conference attendance
	

	Professional development courses/workshops
	

	Other - please describe
	

	
	


Comments: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

Plan for the next 12 months
	Scholarly Activity
	Describe your relevant activities/achievements

	Non-refereed conference papers, etc
	

	Conference attendance
	

	Professional development courses/workshops
	

	Other - please describe
	

	
	


Comments: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

MANAGEMENT/ADMINISTRATION
Review of the past 12 months
	Leadership/Administrative Role
	Describe your relevant roles/activities/achievements
	Continuing during 2008/09?

	Institute role, committees or other activity 
	
	

	University role, committees or other activity 
	
	

	Other - please describe
	
	

	
	
	


Comments: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

Plan for the next 12 months
	Leadership/Administrative Role
	Describe your relevant roles/activities/achievements

	Institute role, committees or other activity 
	

	University role, committees or other activity 
	

	Other - please describe
	

	
	


List role(s) which you do not have at present in which you may have an interest should an opportunity exist: _______________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________
ENGAGING THE COMMUNITY/PROFESSION
Review of the past 12 months
	Type of Activity
	Describe your relevant activities/achievements
	Comments

	Positions or roles you undertook external to the University, eg external committees or professional bodies
	
	

	Paid consultancy - nature of work and amount 
	
	

	Unpaid consultancy/professional work, eg professional body or liaison with other educational institutions
	
	

	Other activity such as contribution to conference organisation, examination of thesis, moderation of course, etc 
	
	

	Other - please describe
	
	

	
	
	


Comments: 
______________________________________________________________________________________________________________________

Plan for the next 12 months
	Type of Activity
	Describe your relevant activities/achievements
	Comments

	Opportunities for positions or roles that you may undertake external to the University, eg external committees or professional bodies 
	
	

	Plans for paid  consultancy - nature of work and amount 
	
	

	Plans for unpaid consultancy/professional work, eg professional body or liaison with other educational institutions 
	
	

	Other activity such as contribution to conference organisation, examination of thesis, moderation of course etc 
	
	

	Other - please describe
	
	

	
	
	


Comments: 
______________________________________________________________________________________________________________________

LEAVE OF ABSENCE PLANS 
Proposed Professional Experience Leave for the next 12 months (if applicable) 
	Date of Previous Leave
	Preferred period during 2008/09 or beyond
	Nature of activity

	
	
	


Comments: 
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

Proposed Recreation Leave for the next 12 months 
Please indicate the dates or approximate time during which you intend to take recreational leave: ______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________
OHSW&IM (mandatory)  -  For definition of the following staff levels go to http://www.unisa.edu.au/ohsw/docs/ohsw&imsystemjuly2006.pdf
	Staff Type
	OHSW&IM Objective
	Comments

	Manager
	Attend the OHSW Management and Leadership Program
	

	(Director and Deputy Directors)


	Ensure that local OHSW action plans are developed, implemented and reviewed
	

	
	Develop OHSW actions and KPI’s relevant to local work activities and include these into the local area OHSW&IM action plan
	

	
	Ensure that supervisors have developed hazard registers, completed risk assessments and recommended control measures implemented
	

	
	Implement a forum or protocol for OHSW consultation with staff
	

	
	Ensure OHSW&IM learning programs and any other relevant OHSW&IM training have been included in staff Performance Management Plans
	

	
	Ensure adequate resources have been allocated to coordinate the effective implementation of the OHSW&IM program
	

	Supervisor 
(Any employee to whom other employees report)
	Develop a sound knowledge of the University OHSW&IM Policy and related procedures
	

	
	Complete relevant OHSW&IM online learning programs
	

	
	Ensure hazards are identified, assessed and controlled for work activities involved in teaching, learning and support functions 
	

	
	Participate in the development and review of the OHSW local action plan 
	

	
	Develop Safe Operating Procedures (SOP’s) for hazardous work activities 
	

	
	Ensure OHSW training is identified for staff relevant to their work activities
	

	
	Monitor hazard controls and completion of staff OHSW&IM training
	

	Staff 
	Follow University OHSW&IM Policy and related procedures
	

	(All staff other than those described above)
	Participate in OHSW&IM consultation forums
	

	
	Participate in the development of OHSW&IM training needs 
	

	
	Complete relevant OHSW&IM online learning modules and any other relevant OHSW&IM training
	

	
	Participate in development and review of Safe Operating Procedures (SOP’s)
	


OHSW&IM TRAINING PLAN (mandatory)
For guidance in identifying the OHSW&IM training needs of staff please refer to the OHSW&IM Training Need Analysis (Guidance Document) OHSW13, which identifies the OHSW&IM training programs which are essential requirements for each employment group:
http://www.unisa.edu.au/ohsw/forms/docs/ohsw13.doc
	OHSW Awareness Programs
	Tick (()
	
	OHSW Awareness Programs Cont …
	Tick (()

	Responsible Officer Training (VC, PVCs & Directors)


	
	
	Injury Management (Employees)
	

	OHSW Leadership Program (Managers)
	
	
	Injury Management (Managers & Supervisors)


	

	OHSW Duty of Care (Supervisors)


	
	
	2008 Office Ergonomics
	

	OHSW Duty of Care (Employees)


	
	
	
	

	Hazard Management
	
	
	Local Worksite Specific Training 
(Insert other relevant training)
	

	Incident Investigation


	
	
	
	

	Health and Safety Induction (New Employees)


	
	
	Emergency Procedures
	

	Health and Safety Fundamentals (Existing Staff)

	
	
	First Aid
	

	Hazardous Substances (Managers & Supervisors)


	
	
	Relevant SOP’s


	

	Hazardous Substances (Employees, regular contact)


	
	
	Local Area Worksite Induction
	

	Hazardous Substances (Employees, occasional contact)


	
	
	
	

	Manual Handling


	
	
	
	

	Chemical Spills Management


	
	
	
	

	Environment Awareness


	
	
	
	


GOALS/TARGETS 
Using the previous review and planning details, identify approximately 5 goals/targets that represent what will be your major areas of achievement for the next 12 months.

	Goals / Targets

Ensure that these are specific and outcome orientated
	Weighting

(% of your role for the next 12 months)
	Success Measures

How will you know that you have achieved these goals/targets?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


CAREER DEVELOPMENT PLAN  (maximum 1-2 pages)
Your Career Development Plan will allow you to consider your future career direction and what steps you need to take to achieve it:
· indicate research areas which you would like to develop

· identify your professional development requirements, approximate timelines and how The Wark/UniSA may support you
· indicate your aspirations for academic promotion within UniSA.
Please note that your Career Development Plan will be read by your Supervisor and at least one member of the Directorate (Director and/or Deputy Directors).
APPROVALS
Staff Member’s Signature: ____________________________________         
Supervisor’s Signature: ______________________________________
Date:    ___________________________________________________          Date:    __________________________________________________
Following sign off by the staff member and supervisor, please forward a copy of your Performance Review and Development Plan to the Operations Manager in The Wark.

NOTED BY

Member of the Directorate:  ________________________________________________________________________________________________

Date:  _________________________________________________________________________________________________________________
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