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Performance Planning & Review Form – HEO 1 & 2 Residential System Employees
	Employee’s Name:
	

	Position:
	

	Work Unit:
	

	Nominated Supervisor’s Name:
	

	Period being Reviewed From:
	
	To:
	

	Forward Planning Period From:
	
	To:
	


Performance Planning and Review is a process achieved over time.  The first step in the process is to develop a series of agreed team goals with your supervisor.  Your supervisor will schedule a team meeting to listen to the team’s ideas, and talk through the goals you suggest together.  The goals should be agreeable to all team members, and each member should sign off on them.  The agreed goals will help all team members to understand the direction of the team for the future, and will assist you to consider how each member of the team can play their part in successfully working towards the same outcomes.  

Part A:  Team Goals
	Workplace:
	

	Team’s Name:
	

	Date Goals Set:
	

	Goals Set:


	I agree that these goals were set, and I am comfortable working towards implementing them.

	Employee’s Signature:
	

	Date Signed:
	


The next part of this form should be used to record the discussion between the employee and their supervisor about the Performance Planning and Review protocol.  This protocol provides the opportunity to:

· increase understanding regarding future directions and plans of the work unit;

· align individual or team work objectives and skills development with the goals of the work unit and the University;

· clarify individual role, responsibilities, duties, priorities and career aspirations;

· participate in setting goals and objectives;

· receive recognition for achievements and reward for outstanding performance;

· receive constructive feedback on performance;

· identify developmental needs and an action plan to meet them;

· recognise work issues as they arise to prevent them from becoming long term problems;

· maintain a documented record of achievements which may be used when applying for other positions.
Part B: Working as a Team (refer to Part A for list of team goals)

Please tick the boxes as appropriate:

	As a team, we have discussed team goals and strategies for achieving them in the past.
	Yes

No


	As a team member, I am aware of our current goals and the actions we need to undertake to achieve them
	Yes

No


	I think I will need some additional assistance to help me achieve the team goals
	Yes

No



Please rate your response on a scale of 1-9, where 1 is “below my expectations”, 5 is “satisfactory” and 9 is “well beyond my expectations”

	I feel satisfied working as a part of my team
	1
	2
	3
	4
	5
	6
	7
	8
	9

	I feel that as a team member, my performance has been ……
	1
	2
	3
	4
	5
	6
	7
	8
	9

	I feel that I have been able to contribute to the team by suggesting new ideas to improve efficiencies
	1
	2
	3
	4
	5
	6
	7
	8
	9


Part C:  Achieving Individual Goals
Individual goals may assist you to meet your personal aspirations, and to feel good about the way you work.  Please consider how your supervisor can work with you to put in place some ideas for achieving or moving towards these goals within the next planning period (using the SMART goals guide:  Specific, Measurable, Achievable, Realistic and Time- specified).  
	I am aware of the position statement for my role
	Yes

No


	I have my own goals for my work practice (my ‘personal best’) and I aim to achieve these daily/routinely
	Yes

No


	I have considered new or additional goals for the next planning period 
	Yes

No


	I will need some additional assistance to help me achieve my new or additional goals.
	Yes

No


	I would like to undertake some additional professional development to assist me to better meet my workplace or career goals (eg. First Aid, Fire, OH&S training)
	[image: image1.png]Yes

No


	My plan for professional development has measurable outcomes, and achievable timeframe for me to work within
	Yes

No
N/A



Please rate your response on a scale of 1-9, where 1 is “never”, 5 is “sometimes” and 9 is “always”

	I feel confident taking responsibility for working on my own
	1
	2
	3
	4
	5
	6
	7
	8
	9

	I feel that I have performed the duties of my role to the satisfaction of my supervisor
	1
	2
	3
	4
	5
	6
	7
	8
	9

	There are some issues that prevent me meeting my goals, or achieving my personal best
	1
	2
	3
	4
	5
	6
	7
	8
	9

	I have ideas about ways of recognising the good work undertaken by myself or other members of my team
	1
	2
	3
	4
	5
	6
	7
	8
	9


Part D:  My Work Relationships
Please rate your response on a scale of 1-9, where 1 is “never”, 5 is “sometimes” and 9 is “always”
	I am comfortable in discussing ideas about improving the way I work, with my supervisor
	1
	2
	3
	4
	5
	6
	7
	8
	9

	I am aware that I can arrange a convenient time to speak with my supervisor to update them about my progress whenever I need to
	1
	2
	3
	4
	5
	6
	7
	8
	9

	If anything arises that might prevent me from achieving my goals, then I will arrange a convenient time to speak with my supervisor about this
	1
	2
	3
	4
	5
	6
	7
	8
	9

	My work requires me to interact with other members of my team, and I enjoy this
	1
	2
	3
	4
	5
	6
	7
	8
	9

	My work requires me to interact with students.  On the whole, I enjoy this
	1
	2
	3
	4
	5
	6
	7
	8
	9

	I can think of ways to make my interactions with my colleagues and students, more satisfying – and I implement these ideas on my own
	1
	2
	3
	4
	5
	6
	7
	8
	9


Part E: Agreement and Sign-off

Please tick the boxes as appropriate:

	I am satisfied that I have told my supervisor the relevant information about my work experiences over the last planning period
	Yes

No


	My supervisor has given me helpful feedback about my performance
	Yes

No


	My supervisor and I have discussed opportunities and a plan to assist me in the achievement of my goals
	Yes

No


	I have been provided with a copy of the notes of discussion with my supervisor about the Performance Planning and Review protocol, including my goals for the next planning period and strategies for achieving them
	Yes

No


	I agree that the information recorded by my supervisor, is accurate
	Yes

No



To be completed by your supervisor:

For HEO Level 1 and 2 positions, it is an expectation that the supervisors of these roles will record:

· notes of the performance planning discussion

· agreed goals to be achieved by the employee 

· agreed professional development strategies to achieve these goals within a manageable and agreed timeframe
· I have discussed the Performance Planning and Review protocol with the employee indicated on this form.  We have included within our discussion, performance within the role setting of goals within the workplace, opportunities for the employee’s professional development and ideas for reward and recognition of excellence in the workplace.
My assessment of the employee’s performance is (and please provide a summary rationale for your assessment, to be included within the notes of the discussion with your staff):
· High Performance (consistently exceeds expectations)

(Add comment here)

· Good Performance (often exceeds expectations)

(Add comment here)
· Performance meets expectations

(Add comment here)
· Insufficient Performance

· A training and development plan and/or remedial action plan is in place.  (Note: this must be attached if assessment is “insufficient performance”)
(Add comment here)
Part F:  Signatories
When agreement has been reached about the outcomes of the Performance Planning and Review discussions, both parties should sign this document.

	Employee Signature
	
	Date
	

	Supervisor Signature
	
	Date
	

	HOCC Signature (where the HOCC is not the supervisor)
	
	Date
	


Note:  Both the supervisor and the employee should each retain a copy of this document for ongoing review of the progress towards meeting the outcomes of this plan.

An electronic copy (pdf) of this should be forwarded to ppr@une.edu.au. This will enable the Organisational Development Unit to record completion and file the document.

This form must be signed by both parties and submitted in PDF format to ppr@une.edu.au
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