EDS 2006-2007 performance management pro-forma


Academic Performance Management in EDS 2006-2007
 Name: 

Name of supervisor:

Date of Meeting:

There are two sections to this report: a report on the 2006 year and a plan with goals and expectations for 2007.  Please fill out the relevant sections, highlighting achievements, targets and issues/suggestions/ questions for attention in relation to yourself and/or the school.  Please bring completed version of 2006 activities with evidence of achievements, and drafted plans with targets for 2007 to the meeting with your supervisor, with any documentation that would assist discussion.  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.  You will then be asked to provide an electronic copy which will be stored confidentially by your supervisor and shared with the HoS and relevant Associate Head of School.   Any access requested by supervisors external to the School will occur through negotiation which involves you directly.  
2006 activities and achievements: Reporting and self-assessment
TRANSFER OF WORK HOURS? (if applicable) 

Were you approved to move hours from one of the categories of work to another for 2006?   What was the agreement?  Note any issues here.  

Teaching/research/scholarship/student consultation/other academic activities including governance, consultancy, community service and administration

1.  TEACHING activities
List your teaching for 2006, including undergraduate and postgraduate courses; specify role eg coordinator, lectures, supervision of sessional staff, tutorial/workshop; practicum supervision, research supervision, external; online etc.  List research/project/honours students supervised and program with numbers of students where relevant.  How many hours did you work in this category?
Undergraduate and graduate entry:
Postgraduate coursework, including doctoral courses: 

Research supervision: 
Hours in each category, as per workload model? 
Any issues you would like to raise, or specific achievements or disappointments?  How do you rate this against your plans and expectations for 2006?
1. B NEW COURSE DEVELOPMENT
Include here any courses developed or significant revisions made.  Note if they have online components or distance education components.  

Hours? 
Any issues for attention?  

2.  SCHOLARSHIP ACTIVITIES
Include here reading, Teaching & Learning scholarship and background, efforts to keep abreast of your field; your own professional development, consultation with the field, research-related scholarship.  Evidence of these activities should be made available eg conference attendance; papers; application for grants, revised course materials, research outputs, etc.  
345 hours was spent on: 

Outcomes: 
Any issues you would like to raise or achievements to note?  How does achievement here relate to your plans for 2007?
3. RESEARCH ACTIVITIES
Include here your list of publications, grants applied for, successful grants, unfunded projects; key foci and achievements, own higher degree study, work in progress, student completions in higher degrees.  Note if you are a supported teacher or supported researcher.  Approximately what time did you spend on research in 2006?   You may wish to attach separately a full listing of publications and grants so that we can check against the annual report.  
200 hours - more if approved  (PLEASE SPECIFY)​​​​_________ were spent on: 
Any issue you would like to raise or particular achievements to note?  How does this measure up to your plans and aspirations for 2006? 

4. STUDENT CONSULTATION
Include here your general approach to student consultation and access.  Note also any additional student consultation you have had eg plagiarism; practicum students at risk, student illness; accidents which have taken time and effort, etc.  
105 hours was spent in the following ways: (or NA if spent on research or otherwise as negotiated)

Are there any issues you’d like to raise in relation to student consultation? 

5. OTHER ACADEMIC ACTIVITIES: 
THIS CATEGORY INCLUDES: SCHOOL AND UNIVERSITY COMMITTEES, CONSULTANCY, RESEARCH, ADMINISTRATION AND PROFESSIONAL/COMMUNITY CONTRIBUTIONS
Include here with rough estimate of hours alongside relevant categories:

· Administrative responsibilities eg program direction, large course coordination; transition, relations with other universities, team work, mentoring, program teams

· consultancies and income to the School

· research projects 

· office bearer roles in community or professional bodies relevant to your position,

· formal meetings on behalf of the University with outside groups

·  ‘pro bono’ professional work.  

· committees or working parties you participated in during 2005. 
 Don’t forget School Board or other committees, NTEU nominated representatives, or whatever you are elected on or work on. 

Total hours allocated to this category?_______
Please specify activities: 
Total hours in teaching-related administration: ___________
Total hours to governance of school or university committees?  ________

Total hours in community work? _____
Total Hours in paid consultancies: __________
6.  PORTFOLIO RESPONSIBILITIES
If you have a leadership or management portfolio, please list your goals and achievements for the year here.  

7.  OVERALL SELF-ASSESSMENT
Overall comments and assessment on your achievements and activities in 2006?  What were the highlights and low points?  You may wish to comment in general on achievements in relation to plans and aspirations for next year/2006 and implications for 2006 priorities for the School and yourself.   You may wish to specify particular areas for attention, priority or improvement for 2007.  
8. FEEDBACK AND/OR COMMENTARY FROM SUPERVISOR

Signed:                                                                                (staff member)

Signed: 


                                                                               (supervisor)

Hard copy to be kept by both staff member and supervisor; electronic copy to Supervisor.  
NAME OF STAFF MEMBER: _____________________________________
Supervisor: 

Plans for work 2007
The new Collective Agreement affects the workload model for 2007.  The Workload Hours template needs to be consulted for completion of plans.  
1. TEACHING 
Include course names and approximate numbers; research/honours student names and role for research supervision, external/internal, formats etc, 
Course/numbers/timing/format:
Student consultation arrangements?  

Supervision of:

Approximate hours planned for teaching in 2007: 
Note here any priorities, issues or plans you have for 2007 and anything that you think might change in 2007 or 2008.

2. RESEARCH 
Please specify your focus and expected outcomes of scholarly work which may include teaching and research and staff development activities during 2007.  What targets are you setting for yourself in relation to DEST recognised outputs? eg: publications, supervision and completions, grant applications?   Note: All staff are expected to use this time and work to produce at least a refereed article over the year.  Hours here will rise with evidence of productivity as per School Policy.  If you do NOT intend to be research active in 2007, please note in next box your replacement activities.  
Supported researcher?  Y/N  If not, do you plan to do work that would lead to supported researcher status during 2007?   http://www.unisa.edu.au/res/data/supres.asp 
Supported teacher? Y/N  

Goals in general teaching/research-related scholarship?

Goals in publication?

Goals in Grants? 

Goals in supervision and completions? 

Ongoing funded projects? 

Applications planned: 
Total Hours?   Funded project hours?  
Note here any issues you wish to raise: eg plans that may not be funded but which would affect workload allocations?  Contingency plans?  
If you are not contributing directly to research, how will you contribute to the school goals of $20,000 per person grants, 20 completions of Research Students and 1.5 refereed publications per person in the school?  

3. OTHER ACADEMIC ACTIVITIES/ADMINISTRATION
Include here with rough estimate of hours alongside relevant categories:

· Administrative responsibilities eg program direction, large course coordination; transition, relations with other universities, team work, mentoring, program teams

· consultancies and income to the School

· course development, including online and external

· office bearer roles in community or professional bodies relevant to your position,

· formal meetings on behalf of the University with outside groups

· ‘pro bono’ professional work.  

· committees or working parties you expect to participate in during 2006. 

 Don’t forget School Board or other committees, NTEU nominated representatives, or whatever you are elected on or work on. 

PLEASE SPECIFY tasks with hours and your priorities.  
Total hours? 
4.  PORTFOLIO RESPONSIBILITIES: (please specify): ------------------------------
Goals?  

Areas for innovation or improvement in 2007?  

Relation to School MT Stategic Plan: 
5. AREAS NEEDING HOURS ADJUSTMENT:
Please specify here how you would like to negotiate the shift of hours from one category to another.  
6. Any staff development needed to achieve your goals in 2007?  
OHSW training to be done?  (refer minimum requirements list) 
Examples include: 

	Staff
	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
	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
	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


7. Your plans for leave (LSL, PEP, Rec etc)

8. Other issues in career planning or advice to the school?  

Feedback and comments from Supervisor: 
Date: 

Signed: Staff:       
Signed: Supervisor:      
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