FACULTY OF EDUCATION, HUMANITIES, LAW AND THEOLOGY 

GENERAL STAFF PERFORMANCE REVIEW AND DEVELOPMENT FRAMEWORK     annual performance review template
This template brings together both the discussion and action components of the formal performance review. It is both a template and a checklist covering the essential elements that should be addressed in the annual performance review and development documentation and meeting.   The template includes all the essential elements to be covered. Some of these may not apply to an individual staff member (like “incremental progression” or “linked position”) in which case these do not need to be covered.  

Notes to the template

► Overview section
· The elements “incremental progression” /  “linked position” may be deleted if they do not apply to an individual. 

· Listing in this section the  “Key Responsibilities and  Outcomes” is also optional

· It is expected that this formal review process will take place annually. However, areas may decide to schedule reviews more frequently if this suits the operations of the area.
· Where a staff member has multiple reporting/accountability lines, how best to coordinate the participation of multiple managers/supervisors in the performance review process should be considered at the outset.
► Discussion and Feedback section
· This section provides prompts for discussion between staff member and supervisor about achievements, factors hindering successful performance, and upwards feedback – with regard to the outgoing review year, in retrospect, and in preparation for the year ahead. 

· Areas may wish to modify the wording or include other prompts for discussion. However, note that the opportunity for the supervisor to receive feedback from the staff member (eg a “two-way feedback” or “upwards feedback” element) should be retained.

► Individual Performance Plan section

· This section provides the basis for establishing and assessing performance against clearly defined performance objectives. 
·  “Key Responsibilities and Outcomes” (terminology used in Positions Descriptions (PDs)) describe the main outcomes or areas of responsibility for staff member in his or her role.  Generally, these are drawn from the Position Description.  

· If, at the time, a staff member does not have a Position Description to work from, the PRD process is the ideal opportunity to review and update the Position Description. Assistance to do this can be sought from the Faculty’s Human Resources Consultant.  
· It is also expected that staff will comment on team work and any additional requirements that may be specified in the position description.

· Performance Objectives – identify what is to be done, to what standard and within a particular time frame. 

· They should relate to specific activities to be undertaken in the next 12 months in relation to “Key Responsibilities and Outcomes”.

· They would normally be agreed through discussion between the staff member and supervisor. 

· The direction of the work area  for the coming review period in the context of broader Cost Centre and University strategic plans should also be considered at least in general terms. 
· Performance Indicators –  measures or standards against which performance can be measured

· Such measurements may be quantitative or qualitative. 

· Guidance about how to develop measures is available in the PRD Users’ Guide and/or from the Staff Development and Training Unit or Personnel Policy and Practice.
► Individual Development Plan section
· Includes required training and other skills development/training commitments for the year. Guidance about how to complete this section is available in the PRD Users’ Guide available at: http://www.flinders.edu.au/ppmanual/review.html
► Record of Discussion and Action section
· To be completed by the supervisor and forwarded to staff member 

► Final Checklist and signatures section
· To be signed by staff member and supervisor 

· Some areas may require that the next line manager also sign 

► Confidentiality
· Copies of completed forms should be retained by the staff member and held by the supervisor/manager under confidential arrangements, in a local, secure place. 
· Where there is a change of supervisor/manager, previous plans are to be made available to an incoming supervisor/manager so the new supervisor/manager can gain an understanding of the staff member’s role, responsibilities and objectives.
►Faculty Reporting Requirements
The Faculty General Manager will require general information on the implementation of the PRD process.  This will be required on a yearly basis at a time to be determined by the General Manager.  

► Overview section
	NAME: 


	POSITION: 

	SUPERVISOR/MANAGER/TEAM LEADER:   

 
	DIVISION / WORK AREA:    

	PLAN YEAR:  
	
	Interim review(s)?
	End review date: 


	POSITION DESCRIPTION:   

(or duty statement) 
	□  Yes PD (DS) is current
□  No PD (DS) requires review / amendment.  (see Record of Discussion and Action)
(Note: commit to reviewing / amending)


	INCREMENTAL PROGRESSION: 
	□  Not applicable (eg staff member at top salary level)



□  Next increment due on  _______  (see Record of Discussion and Action)


	LINKED POSITION:  
	□  Not applicable – position not linked                               

□  Position is linked.        COMMENT:    (see Record of Discussion)


	REVIEW OF OHS RESPONSIBILITIES AND TRAINING
	(for supervisors/managers and/ or staff with specific OHS responsibilities)

□  OH&S responsibilities – reported on in Individual Performance Plan?
□  OH&S training – has it been completed /is it up to date? Any training commitments for coming year recorded in Individual Development Plan?         


	OTHER REQUIRED TRAINING:
	□  Mandatory supervisor training?
□  Other? (record in Individual Development Plan)



	LEAVE PLANS:


	


	KEY RESPONSIBILITIES AND OUTCOMES:


	1. 

2.

3. 

4.



	
	


► Discussion and Feedback section
Discussion and feedback on achievements and / or factors hindering successful performance   – guides for reflection/ discussion

	ACHIEVEMENTS:

· [Staff member] Major achievements in reporting period

· [Manager/supervisor] Feedback on how these fit with objectives set for reporting period

	


	BARRIERS / OBSTACLES:

· Do you see any barriers or obstacles to you achieving your performance or learning objectives?  If so, what are these?
-   Suggestions / solutions around barriers, work improvements…

	


	LEARNINGS:

Which areas of your work give you most satisfaction? What has been a key learning?

	


	TWO WAY FEEDBACK:

What could you or your supervisor/manager do differently that could further facilitate you achieving your objectives? Are there any other work related issues you or your supervisor would like to raise? 

	


	OTHER MATTERS:

For example: flexible work arrangements; declaration in relation to Outside Professional Activities policy

	


► Individual Performance Plan section
	KEY RESPONSIBILITIES / OUTCOMES:
	PERFORMANCE INDICATORS / MEASURES:
	REVIEW:

(at end of review cycle)

	1.  
Indicate particular “key responsibility and outcome  from PD

Specific objectives / projects for the review period:


	List relevant performance indicators / measures
	Indicate extent of achievement at end of review cycle




	2.  
Key responsibility and Outcome

Specific objectives / projects for the review period:


	Performance indicators / measures
	


	3.  
Key responsibility and Outcome

Specific objectives / projects for the review period:


	Performance indicators / measures
	


	4.  
Key responsibility and Outcome

Specific objectives / projects for the review period:


	Performance indicators / measures
	


	5.  
Team work

Specific objectives / projects for the review period:


	Performance indicators / measures
	


	6.  
Any additional requirements

Specific objectives / projects for the review period:


	Performance indicators / measures
	


► Individual Development Plan section
	Required training:

	Desired outcomes – for self and for work area/ cost centre
	Details
	Timeline:


	Confirmation that completed end of review cycle

	□  Occupational Health and 

       Safety?        

□  Mandatory supervisor training?
□  Other?
	
	
	


	Career Development:

	Objective (s) and action(s) required
These should relate to objectives in the  individual performance plan. 
	 Timeline:

This will depend on type of activity priority/importance of undertaking it


	Desired outcomes – for self and for work area/ cost centre

Eg having undertaken the development activity, what task will be able to be successfully done / how will the work area benefit
	Review of benefit:

Feedback at end of review cycle

	
	
	
	

	
	
	
	

	
	
	
	


► Record of Discussion and Action section
	MATTER
	RECORD OF DISCUSSION / FOLLOW UP ACTION

	Position description?


	

	Incremental Progression? / 

Linked Position?


	

	Leave plans?


	

	Overall comments about regarding outgoing review year (re discussion/feedback section)


	

	Overall comments on performance objectives for incoming review year (eg priorities)


	

	Training and professional development?


	

	Anything else?


	


► Final Checklist and signatures section

	Training/development for the next 12 months has been agreed & Individual Performance Plan completed?
	comment as appropriate

□  …………………………………………………………

	Priorities for the next 12 months have been agreed & Individual Performance Plan completed?      
	□  …………………………………………………………

	A date has been set for the next review (particularly for reviews occurring sooner than 12 months)?
	□  …………………………………………………………

	Other action(s) to be taken (eg re PD, incremental progression, linked position)
	□  …………………………………………………………

	Leave plans for year ahead 
	□  …………………………………………………………


	………………………………………………. . …….       
Staff member’s signature


…………………………………
date
	…………………………………………………………    
Supervisor’s signature 






………………………………
date

	……………………………………………. . …….       
(other supervisor’s signature, as appropriate)


…………………………………
date
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