[image: image1.png]Lne

University of
New England





Performance Planning & Review Form – Senior Employees
This form should be used for Senior Employees (Senior Executives, Heads of School and Directors).  Please refer to the Senior Employee Guidelines when completing this form.
	Employee’s Name:
	

	Position:
	

	Nominated Supervisor’s Name:
	

	Period being Reviewed From:
	
	To:
	

	Forward Planning Period From:
	
	To:
	


Part A:  Self Review of Performance and Achievements
Comment on outcomes and achievements over the past year against the set goals and objectives agreed to in the previous planning discussion. Where applicable, identify factors that hindered or prevented the achievement of desired outcomes.
Note: Box will expand as you type.
	


Part B:  360 Degree Feedback Assessment – For Supervisors
All senior employees are required to undertake the 360 Degree Feedback process as part of their annual Performance Planning and Review.  This is a separate procedure conducted within Web Kiosk and should be initiated and completed before the formal PPR discussion.
In the table below, based on the feedback of the 360 review, comment on the areas of performance that could be improved or enhanced. 
Note: Boxes will expand as you type. 
	
	3600 Average Rating
	Feedback to Employee

	Leadership 
	
	

	Contribution to Team Effort 
	
	

	 Analysis and Judgment
	
	

	Client Orientation/Outward 

Focus
	
	

	Effective Communication &
Interpersonal Skills
	
	

	Management of Financial & Physical Resources
	
	

	Planning Skills
	
	

	Self Management
	
	

	Specialist/Professional Skills
	
	

	Other Comments
	


Part C: Employee Response to 360 Degree Feedback Assessment
Note: Box will expand as you type.
	


Part D:  Establish Key Performance Indicators
Employees should agree with their supervisor KPI appropriate to their position, professional development needs, career staged and current and future projects planned in their area of accountability for the next review period (eg. 12 months).
	Forward Planning Period From:
	
	To:
	


	Agreed KPI to be achieved
	How will this be measured/assessed? (KPI)
	What may prevent this KPI being achieved?
	Timeframe – when will this action be completed?
	Professional development activities where required to facilitate achievement of KPI

	
	
	
	
	

	
	
	
	
	(Press Tab to add a new row)


1. Support/Resources required to achieve the KPI:
	


2. Personal or career goals including possible professional development and other opportunities (eg. HDA) that may be available to assist in the achievement of the goals

	


Part E:  Agreement

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 (if applicable)
	
	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
Human Resource Management Handbook – Performance Planning and Review
Page 2 of 4

[image: image1.png]