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University of South Australia
Ian Wark Research Institute
Professional Staff 
Performance Review and Development Plan
	Staff Member’s Name:


	Supervisor’s Name:


	Review Period:
(   Mid
(   End 


	Position:


	Development Plan Dates:    

From:                               To:  
	


Please complete the relevant sections, highlighting achievements and issues/suggestions/questions for attention in relation to yourself and/or The Wark.
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:


	
	


Supervisor to complete applicable areas or mark as not applicable (N/A):
	Performance Criteria
	End of Period Review

	COMMUNICATION
	Comments

	Written.

Verbal.

Listening.


	

	Attitude/Personal Attributes
	Comments 

	Initiative and flexibility.

Judgement.

Self confidence.

Achievement and drive.

Influence and credibility.


	

	TEAMwork SKILLS
	Comments

	Contribution and sharing of information.

Cooperation and support.

Conflict resolution.

Abiding by team decisions.


	

	Customer/CLIENT Management
	Comments

	Customer relationships/liaison.

Persuasiveness/negotiation skills.

Sensitivity and commitment.


	

	PROFESSIONAL/TECHNICAL SKILLS
	Comments

	Remains abreast of developments in higher education and/or area of responsibility.

Other specific technical skills.

Application of technical expertise.


	

	ANALYTICAL SKILLS
	Comments

	Identification of problems and determination of alternative solutions.

Gathering of information.

Evaluation of options and determining appropriate outcome.


	


	Performance Criteria  Cont …
	End of Period Review

	NEGOTIATION/CONFLICT RESOLUTION
	Comments

	Case presentation, persuasion, gaining agreement or abiding by other’s decisions.

Identification of mutually acceptable solutions.

Conflict resolution.


	

	PEOPLE MANAGEMENT
	Comments

	Ability to coach and develop employees.

Knowledge and experience sharing.

Team building.

Ability to delegate.

Staff motivation and recognition.

Performance management.


	

	LEADERSHIP SKILLS
	Comments

	Creation of shared understanding of goals and directions.

Leading people through change.

Fostering of innovation, creativity and excellence.

Development and maintenance of team harmony.


	

	STAFF DEVELOPMENT
	Comments

	Identification and provision of opportunities for staff to develop.

Effective communication and feedback to staff.

Negotiation of work objectives and setting of performance expectations.

Coaching, guidance, review, support and counselling staff.


	

	Project Management/Planning
	Comments

	Problem anticipation, communication and resolution.

Appropriate use of tools and techniques.

Prioritising, goal setting and allocation of tasks and/or resources.

Time management.

Monitoring of work against plans.

Ownership/accountability.

	


	Performance Plan  –  Individual Objectives
	End of Period Review

	OBJECTIVE
	
	

	Related Tasks:


	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.


	OBJECTIVE 
	
	

	Related Tasks:


	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.


	OBJECTIVE 
	
	

	Related Tasks:
	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.


	OBJECTIVE 
	
	

	Related Tasks:
	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.



NB:  Add additional boxes or delete as required.

	Performance Plan  –  TEAM Objectives
	End of Period Review

	OBJECTIVE 
	
	

	Related Tasks:


	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.


	OBJECTIVE 
	
	

	Related Tasks:


	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.


	OBJECTIVE 
	
	

	Related Tasks:
	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.


	OBJECTIVE 
	
	

	Related Tasks:
	Timeline:
	Key Performance Indicators:
	Comments :  Include details on any development required or additional support and resources.



NB:  Add additional boxes or delete as required.

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

	
	
	

	Line 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 at least 3 goals/targets that represent what will be your major areas of achievement for the next 12 months.

1. ______________________________________________________________________________________________________________________________
2. ______________________________________________________________________________________________________________________________
3. ______________________________________________________________________________________________________________________________
CAREER DEVELOPMENT PLAN

	Development Need/Training Required
	Action By
	Target Date

	
	
	

	
	
	

	
	
	


POSITION DESCRIPTION
  
Changes to the position description are proposed

Yes

No

(

(
The cost centre manager and HR staff must be notified of proposed changes and of any application or variation to the staff member’s position description or classification level.
If the proposed changes to the position description are significant a reassessment of the position should be considered.   For further information on reassessment refer to http://www.unisa.edu.au/hrm/conditions/job_eval/evaluation_of_currently_filled_positions.htm
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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