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PERFORMANCE DEVELOPMENT & MANAGEMENT PLAN
PROFESSIONAL STAFF
Inclusive Dates of Performance Plan: 

Name:				
Position:					
Date Prepared:		
Date Reviewed (or to be Reviewed):		
Purpose of the position: 


_______________________________				________________________________			________________________________
Supervisor					Staff Member							Date

	
	Review of Core Responsibilities 
– rate from 1-5,  
	
	1 = Performance Issue 
2 = Needs Improvement 
3 = Meets Expectations
4 = Exceeds Expectations  
5 = Outstanding Results
	

	Team/Unit Strategic Goals/Priorities
	
Core Responsibilities
	Level of Performance
	Comments (inc. recognition of exceptional outcomes, issues that have been identified and how improvement can occur) Manager and staff member should comment.

	
	
	Supervisor
	Staff Member
	

	List the team/unit strategic goals/outcomes and priorities that individual core responsibilities are linked to for the period of this performance plan.
	List and rate performance of the Core Responsibilities listed in the Position Description. 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






	OHS&W
	Review of Core Responsibilities – rate each area from 1-5,  
	1 = Performance Issue 
2 = Needs Improvement 
3 = Meets Expectations
4 = Exceeds Expectations  
5 = Outstanding Results
	
	OHS&W
Online Training Modules
	Completed
Yes/No
	Expiry Date
All online training modules have a nominal expiry date of 3 years
	Comments

	

	Compulsory Responsibilities
	Level of Performance 
	Comments
	
	
	
	
	

	
	· Ensures that systems are in place to ensure safe practice

	
	
	
	OHSW Duty of Care
	
	
	

	
	· Demonstrates personal commitment to safety and well-being of people

	
	
	
	Office Ergonomics
	
	
	

	
	· Ensures processes exist to ensure environmental issues managed throughout the business.

	
	
	
	Health And Safety or Fundamentals
	
	
	

	
	· Does not compromise environmental standards when challenges arise

	
	
	
	Manual handling
	
	
	

	
	· Creates a safety first culture

	
	
	
	Additional modules specific to role
	
	
	



	Key Achievements (either to be set or already achieved) for period of Performance Plan

	Staff member:



	Supervisor: 





	List roles/tasks which you do not have at present in which you may have an interest should an opportunity exist?

	Consider future career direction and what steps are required to achieve it. Please note that if the career path differs significantly to the current role, work support is likely to be quite limited.
Document professional development requirements and how the University may provide support. This may be formal support such as funding/supporting education and training or approving a secondment or higher duties assignment or informal support, such as working with or as a mentor, shadowing in a different role (both within and outside the University), team leader or project management opportunities that differ to or broaden the substantive position, working group or committee involvement etc.
The Plan should include what the purpose of the development objective is and how it will be of value for the requirements of the role or assist in providing other benefits, the activities in which this can be developed, measureable outcomes, anticipated support required, and approximate timelines.

	Developmental Objective
	Activity(s)/ 
Developmental Opportunities 
	Measurable Outcome(s)
	Required Support
	Time Frame

	Example:  to improve my professional writing skills in order to communicate more effectively via email 
	Worksmart: Professional writing workshop
	Producing more succinct and clear emails for effective communication to senior staff 
	Time release to attend Worksmart workshop 
	By end of year

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Proposed Leave of Absence Plans for next 12 months

	Please Indicate you leave of absence plans for the coming year

	Proposed Date(s)
	Days
	Details/Reason
	Leave Form Submitted
	Supervisor Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Additional Comments

	Staff member:




	Supervisor: 




	Date:



image1.wmf
 


oleObject1.bin
[image: image1.png][ University of South Australia







