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Academic Staff Performance Planning & Review

Division of ________________

School of ________________

Name:______________________________  
Level:____



 Date:__________
Please fill out the relevant sections, highlighting achievements and issues/suggestions/questions for attention in relation to yourself and/or the school/ research institute.  Please bring completed version of last year’s foci and achievements and drafted plans/actions for the next year to the performance meeting.  You may have a performance meeting with others as a group (e.g. teaching team or research team) or individually.  Please indicate below the meeting process you prefer. 

Meet in a group: with 
       Meet one to one:







The final report on 2006 and plans for 2007 will be signed off after the discussion.  Take the space you need under each section: this is a template (based on a template used in the School of Computer Information Science – used with permission).  
Teaching 

Reflection on 2006 performance

	Study Period
	Course
	Role in the course
	Comment on performance (e.g. CEI data)

	
	
	
	

	
	
	
	

	
	
	
	


Comments:  __________________________________________________________________________________________________

Teaching 

2006 Activity

	Study Period
	Course
	Role in the course
	Plans for updates, development and innovation in your teaching performance

	
	
	
	

	
	
	
	

	
	
	
	


Comments:  __________________________________________________________________________________________________________

Supervision

2005 & 2006 Supervision responsibilities

	Student’s Name 

Award (Honours, Diplomas, Masters by Coursework or Research, PhD 
	P/T or F/T
	Your role in this student supervision, Principal, Co-supervisor or Associate. Weekly time spent on this supervision (averaged over the year)
	Start Date of Supervision Month & Year (if known)
	Expected Date of Completion. Pls list milestones achieved
	Supervision Status (Student progress – any issues?)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Comments on your performance in supervision:  ____________________________________________________________

Research

Postgraduate Study (If Applicable)
	Name of Award & Institution
	Start Date  Month & Year 
	Expected Date of Completion. 
	Progress Status 

	
	
	
	


Comments:  __________________________________________________________________________________________________________

Publications (non verifiable publications can be listed under ‘Scholarship’ )
	Publications in 2004 

	

	
	

	
	

	
	

	Publication in 2005 (From official list http://www.unisa.edu.au/res/data/2005.asp)
	DEST Points 

	
	

	
	

	
	


____

Preliminary status of publications in 2006 __________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Research/Contract Research Grants - 2005

	Name of Funding Mechanism
	Description 
	Amount. 
	Time commitment by you
	Was it Successful?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Research/Contract Research Grants – 2006 

	Name of Funding Mechanism
	Description 
	Amount. 
	Time commitment by you

	
	
	
	

	
	
	
	

	
	
	
	


Scholarship

2005 Achievements

	Scholarly Activity
	Describe your relevant activities/achievements

	Personal Update undertaken for your current teaching
	

	Publication of innovations in your teaching
	

	Software, Learning Materials, Non-refereed Conference papers etc.
	

	Conference attendance
	

	Professional development courses/workshops
	

	Collaborative activities other than research 
	

	Other (describe)
	

	Other (describe)
	


Comments:  __________________________________________________________________________________________________________

2006

	Scholarly Activity
	Describe your relevant activities/achievements

	Personal Update requirement for your current teaching
	

	Publication of innovations in your teaching
	

	Software, Learning Materials, non-refereed conference papers and monograms
	

	Conference attendance
	

	Professional development courses/workshops
	

	Collaborative activities other than research 
	

	Other (describe)
	

	Other (describe)
	


Comments:  __________________________________________________________________________________________________________

Management/Administration

2005 Roles/Activities/Achievements

	Leadership/Administrative role
	Describe your relevant roles/activities/achievements
	Continuing during 2005?

	School role, committees or other activity (other than School Board/Staff Meetings
	
	

	Divisional role, committees or other activity (other than Divisional Staff Meetings
	
	

	University role, committees or other activity (other than Divisional Staff Meetings
	
	

	Other (describe)
	
	


Comments:  __________________________________________________________________________________________________________

2006 Roles/Activities/Achievements

	Leadership/Administrative role
	Describe your relevant roles/activities/achievements

	School role, committees or other activity (other than School Board/Staff Meetings
	

	Divisional role, committees or other activity (other than Divisional Staff Meetings
	

	University role, committees or other activity (other than Divisional Staff Meetings
	

	Other (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

Professional/Community Engagement during 2005 

	Type of Activity
	Describe your relevant activities/achievements
	Comments

	Positions or roles you undertook external to the University. E.g. external committees or professional bodies
	
	

	Paid  consultancy – nature of work and amount 
	
	

	Unpaid consultancy/professional work e.g professional body or liaison with other educational institutions
	
	

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

	Service to wider community that is linked to relevant profession or academic discipline.
	
	

	Other – Please describe
	
	


Comments:  __________________________________________________________________________________________________________

Plans for professional/Community Engagement during 2006 

	Type of Activity
	Describe your relevant activities/achievements
	Comments

	Opportunities for positions or roles that you may undertake external to the University. 
	
	

	Plans for paid  consultancy 
	
	

	Plans for unpaid consultancy/professional work 
	
	

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

	Service to wider community that is linked to relevant profession or academic discipline.
	
	

	Other – Please describe
	
	


Comments:___________________________________________________________________________________________________

Occupational Health and Safety

It is a mandatory requirement that this section be completed.  For definition of the following staff levels go to:
http://www.unisa.edu.au/ohsw/docs/ohsw&imsystemjuly2006.pdf
	Staff (remove this table if it does not apply)
	Review (6 months)
	Achieved

	Follow University OHSW&IM Policy and related procedures
	
	

	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)
	
	


	Supervisor(remove this table if it does not apply)
	Review (6 months
	Achieved

	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
	
	


	Line Manager(remove this table if it does not apply)
	Review (6 months
	Achieved

	Attend the OHSW Management and Leadership Program
	
	

	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
	
	


Leave of Absence Plans 

Professional Experience Program Leave 2007

	Date of Previous PEP Leave 
	Preferred PEP period during 2007 or beyond
	Nature of PEP activity

	
	
	


Comments:  __________________________________________________________________________________________________________



Recreation Leave

Please indicate the dates or approximate time during which you intend to take recreational leave during 2006/2007

__________________________________________

Goals/Targets 

Using the previous plans and objectives that you have just completed as a basis, identify approximately 5 goals or targets that represent what will be your major areas of achievement for the next twelve months.

1. __________________________________________________________________________________________________

2. __________________________________________________________________________________________________

3. __________________________________________________________________________________________________

4. __________________________________________________________________________________________________

5. __________________________________________________________________________________________________

Career Development Plan

Title

……..

Given name

 …….

Last name

……..

You Career Development Plan will include career directions.  It allows you to take a longer-term view of your career.

Consider your future career direction and what steps you need to take to achieve it.

Identify the professional development requirements of your plan and how the University may support you, such as support from colleagues both within and outside the University, and specific support that could be provided through both formal and informal developments.
The Plan should include approximate timelines, and anticipated professional development needs such as support in development of research skills, flexible learning or teleteaching skills, establishment of a mentoring arrangement, completion of Graduate Certificate in Higher Education through CHED, advanced training in Excel, leadership and management development, etc.
OHSW&IM Training Plan

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 Cont
	Tick (()

	Responsible Officer Training


	
	
	Injury Management Employees
	

	OHSW Management Leadership
	
	
	Injury Management (Managers and Supervisors)


	

	OHSW Duty of Care


	
	
	
	

	Hazard Management
	
	
	Local Worksite Specific Training (Insert relevant training)
	

	Incident Investigation


	
	
	Emergency Procedures
	

	Health and safety Induction or Health and Safety Fundamentals
	
	
	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


	
	
	
	


Staff member’s signature  _____________________________________        
Supervisor’s signature __________________________________
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