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Performance Management and Appraisal 

Policy

Effective management of staff should include both performance management and performance appraisal.   For our purposes at the Organisation definitions of these terms are as follows:

Performance Management:
An ongoing process involving staff and management incorporating periodical reviews of performance aimed at identifying areas of possible improvement, outlining support available and instigating appropriate action planning.

· The desired outcome of performance management is the continual 
improvement of staff.
· Performance Management does not incorporate the formality of performance 
appraisal but is more a joint approach to staff improvement.
· Conducted at the very least annually, typically an ongoing process.
Annual Performance Review:
A formal process of evaluation of staff performance.

· Performance appraisals to be used to confirm salary increment increases.  The employee’s performance must be satisfactory before an increment increase is to be recommended.  Increment increases are not automatic.  MACROBUTTON NoMacro [Click here and type the title of the appropriate officer] should refer to the appropriate Award for increment increase criteria.
· Staff to be appraised on competency and performance in relation to their work duties using a 1 - 5 rating scale.
· The appraisal shall be done using the ‘Annual Performance Review’ Booklet.
· The written report and subsequent action plan to be discussed by the supervisor/coordinator and the employee receiving the appraisal.
· The MACROBUTTON NoMacro [Click here and type the title of the appropriate officer]will review the appraisal following the supervisor’s/coordinator’s assessment.


Procedure

Performance Management:
As performance management is a far less formal concept than performance appraisal there is not the need to provide specific procedural documentation.

Performance management is often exhibited in a one-to-one discussion between the supervisor and the staff member concerned.

Typically such discussion would incorporate an assessment of performance relating to tasks outlined in the duty statement.   A self-appraisal form (attached) is an excellent vehicle to generate meaningful discussion.

Anecdotal records should be maintained on performance management.

Annual Performance Review:
A confidential written report completed by the supervisor to include information relating to:
· overall duties;

· general comments pertaining to how these duties have been performed (competency);

· ratings using the 1-5 rating scale (as provided in the ‘Annual Performance Review’ report attached).

Information pertaining to the report is to be collected from a variety of sources including observation of work practices, review of documentation, discussions with relevant stakeholders including subordinates, superiors and consumers, where appropriate.

Performance appraisal of professional staff may involve consultation with a professional from the same discipline where available.

The employee and the supervisor will individually review the employee’s performance using the same evaluation method (see ‘Annual Performance Review’ booklet).  The supervisor and the employee shall meet to discuss the employee’s performance and agree the rating to be applied.   Both parties should sign the report and it should be filed after review by the Departmental Manager.

· Any salary increment increase should be clearly indicated in Section 5 of the Annual Performance Review booklet and a memorandum forwarded to the MACROBUTTON NoMacro [Click here and type the title of the appropriate officer] recommending the increase (no incremental increases will be approved if not previously budgeted).
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STAFF DEVELOPMENT PROGRAM

PERFORMANCE REVIEW DISCUSSION

The Performance Review Discussion is an opportunity for the supervisor and employee to review the employee’s performance and decide on an overall performance rating.   Where appropriate it may be tied to remuneration or promotion of the employee.  This is to be advised to the employee at the time of the review.

The Performance Objectives established in the Performance Review are the basis for the Review Discussion, as well as the competencies needed to perform the job and contribute to the development of the Organisation and the development of the employee and the team in which he/she works.  The supervisor and employee should have reviewed performance on an informal basis regularly so that there should be no “surprises” during the review discussion.

The Performance Review process consists of four steps:-

1. The supervisor and employee separately review the employee’s performance completing all relevant sections of the Performance Review Booklet, therefore two (2) copies should be available – one for the supervisor and one for the employee.

2. The supervisor and employee meet to discuss the employee’s performance.  Section 1 deals with core competencies.  (Only those areas applicable to the employee’s work in the Organisation should be completed – the supervisor should ascertain this before the Performance Review Booklet is handed to the employee.  See “NA” under Competency Rating Scales below).  The employee’s assessments on competencies should be transferred onto the supervisor’s Performance Review Booklet as each item is discussed.  The Agreed Assessment column should not be completed until after the supervisor and employee have compared and discussed their separate ratings.  Section 2 deals with performance in achieving agreed objectives and Section 3 is for agreed future objectives.  Section 4 deals with the employee’s development plan and follow-up actions.

3. The supervisor must decide on the overall performance rating and discuss this with the employee.  The supervisor completes Section 5 noting the performance rating and summary comments.

4. At the conclusion of the review, the supervisor and the employee sign the front cover of the booklet and the booklet is then forwarded to the manager for review.  After review, the manager signs the front page of the booklet and ensures that the employee is given a copy of the completed booklet.

Competency Rating Scale

NA
Not Applicable.  This competency is not applicable for this person at this time or in this particular part of the business or in this particular role.

1. Limited.  The person has very limited knowledge or ability in this element of the competency.  Faced with a task requiring this ability, he/she would usually call for immediate assistance.  He/she would need support, supervision and direction to complete the task.

2. Progressing.  The person has limited experience or understanding of this element of the competency.  The indicative behaviours are present but they are not always effectively employed.  The employee is restricted in how far he/she could go before needing to seek assistance.  The employee could not apply this element of competency within his/her own resources.

3. Working.  The person demonstrates experience in this element of the competency and can exercise it within his/her own resources.  He/she demonstrates the indicative behaviours and can readily utilise them.  There are times when he/she would need to refer to a more experienced person for guidance.

4. Comprehensive.  The person has a sound understanding of this element of the competency.  Performs the competency regularly, the indicative behaviours are well developed and performed without difficulty.  Assistance is rarely needed in performing this competency.

5. Outstanding.  This competency element is highly developed.  The person is considered an outstanding example for others to model and their behaviour exemplifies superior performance.  This competency is exercised spontaneously requiring little preparation or study.  A person displaying an expert level of competency would never need assistance.

Performanc Rating (page 9)

1. Does not meet performance expectations.


Unacceptable: Corrective action to improve performance required.  Will not be tolerated long term.

2. Meets performance expectations in most but not all areas of the role.

a. Improving satisfactorily: The individual is growing into the role.  While not achieving ‘competent’ standards of performance in all accountabilities, progress is promising and the individual is to be encouraged.

b. Below expectations: Although the individual is appropriately experienced and skilled, he/she has not consistently demonstrated performance that meets expectations in all areas.

3. Competently meets all performance expectations of the role.


Competent: This is a strong rating as it indicates the individual’s performance has met the expectations of the role.

4. Exceeds expectations in some areas and competently meets expectations in all others.


Superior: Performance in several accountabilities has exceeded expectations and met expectations in all others.

5. Exceeds expectations in all performance areas.


Exceptional: Performance in all accountabilities is consistently above expectation.
PERFORMANCE REVIEW

	SECTION 1
	COMPETENCY ASSESSMENT


Rate the level of competency of each behaviour or attribute on the following scale by placing the selected number in the box.  Please refer to page 2 for rating definitions.

NA.  Not applicable     1. Limited      2. Progressing      3. Working      4.  Comprehensive      5. Outstanding

	Competency
	Employee

Assessment
	Manager

Assessment
	Agreed

Assessment

	Teamwork
Accepts individual accountability within the team
	
	
	

	Works effectively with peers
	
	
	

	Works effectively amongst team members
	
	
	

	Fosters effective working relationships with others
	
	
	

	Comments:


	
	
	

	Self Management (if applicable)
Possesses a level of personal organisation that ensures a planned and balanced achievement of accountabilities
	
	
	

	Consistent performance is maintained in varying work conditions and work contexts.  Maintains work performance under pressure
	
	
	

	Confidentiality is respected at all times
	
	
	

	Time is managed effectively to accomplish team and organisational goals and objectives, and personal job requirements
	
	
	

	Comments:


	
	
	

	Service Delivery
Meets consumer personal program service/plan, duty of care and individual consumer needs.
	
	
	

	Demonstrates an ability to deliver creative solutions that match consumer needs
	
	
	

	Displays a responsive, open and enthusiastic manner with consumers, both internal and external
	
	
	

	Services are delivered to consumer specifications within the individual’s Job Description and personal program plans (as appropriate)
	
	
	

	Consumer trust and confidence is gained and maintained over time through demonstrated competent performance and sound interpersonal styles/methods
	
	
	

	Consumer feedback is sought and used to improve the provision of services
	
	
	


	SECTION 1
	COMPETENCY ASSESSMENT (cont’d)


	Competency
	Employee

Assessment
	Manager

Assessment
	Agreed

Assessment

	Personal Characteristics
Integrity – consistency between work and practice.  Works well with others and treats people fairly and with respect.  Sets high ethical standards
	
	
	

	Adaptable and flexible – able to cope in changing circumstances.
	
	
	

	Understands the need for change
	
	
	

	Initiative – self-starter, resourceful, recognises what has to be done and takes timely action.
	
	
	

	Self-confidence – knows own talents and limitations.  Can stand alone when necessary
	
	
	

	Motivation – strong desire for success and achievement of personal and organisational goals.  Displays high level of energy
	
	
	

	Communicates clearly and effectively – both written and orally 


	
	
	

	Displays a high level of enthusiasm to ensure smooth service delivery
	
	
	

	Seeks support where necessary, either from peers or relevant supervisors. 
	
	
	

	Ensures adequate hand-over of information both written and oral to peers and supervisors and other departments.
	
	
	

	Comments:


	
	
	

	Decision Making
Makes decisions effectively (sound and timely)


	
	
	

	Able to meet deadlines and commitments


	
	
	

	Focuses work behaviour on activities that support the philosophies of the organisation and principles of Social Role Valourisation.
	
	
	

	Comments:


	
	
	


	SECTION 1
	COMPETENCY ASSESSMENT (cont’d)


	Competency
	Employee

Assessment
	Manager

Assessment
	Agreed

Assessment

	Management of Teams (for Managers and Co-ordinators only)
Motivates team members to achieve goals
	
	
	

	Communicates organisational goals to all stakeholders and then ensures that all activity is aligned to and supports these goals
	
	
	

	Provides regular and appropriate formal and informal feedback to team members regarding performance
	
	
	

	Demonstrates an honest, open and consistent relationship with employees
	
	
	

	Enables and empowers employees, providing support and encouraging them to work through challenges for themselves
	
	
	

	Decisions are timely and communicated clearly to individuals and teams
	
	
	

	Sets clear direction, accountabilities and expectations of performance
	
	
	

	Team members are actively encouraged and supported to participate in decision-making processes and to assume responsibility and authority
	
	
	

	Uses continuous improvement processes to enhance the quality of individual and team performance
	
	
	

	Comments:


	
	
	

	Operational Performance (Managers and Co-ordinators only)
Systems and processes are monitored to assess progress in achieving Business plans and targets
	
	
	

	Budget and actual financial information is analysed and interpreted to monitor productivity and performance
	
	
	

	Unsatisfactory performance is identified and prompt action is taken to rectify the situation
	
	
	

	The organisation’s Policies and Procedures are used in performance of duties
	
	
	

	Manages resources within recognised financial accountability requirements
	
	
	

	Comments:


	
	
	


	SECTION 1
	COMPETENCY ASSESSMENT (cont’d)


	Competency
	Employee

Assessment
	Manager

Assessment
	Agreed

Assessment

	Operational Performance

Demonstrates appropriate knowledge and understanding of consumers’ individual needs.
	
	
	

	Readily identifies any change which may impact on performance of care and reports to appropriate person.
	
	
	

	Able to identify any difficulties experienced relating to job performance and seeks assistance to rectify.
	
	
	

	Attends training, scheduled meetings and information workshops when offered.
	
	
	

	Identifies areas of personal training which could improve work performance and knowledge base and seeks assistance accessing these.
	
	
	

	Notifies supervisors if additional support is required or if support being offered does not meet needs.
	
	
	

	Has sound knowledge of grievance procedures and understanding of correct process to be followed.
	
	
	

	Correct process channels are followed when necessary 
	
	
	

	Comments:


	
	
	


COMMENTS:

Any comments considered necessary to support/qualify competency performance.  Any particular competency areas where the employee needs to develop.  Action plans related to competencies.

STAFF DEVELOPMENT PROGRAM

	SECTION 2
	REVIEW OF ACHIEVEMENT OF OBJECTIVES


The manager/supervisor and employee should review the performance of the employee in achieving agreed personal objectives for the review period.  Each objective should be listed, indicate with a(the level of achievement of objectives and add appropriate comments

(NA did not achieve; PA partially achieved: A achieved) 

	
	Level of Achievement
	

	Objective


	NA
	PA
	A
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PERFORMANCE REVIEW

	SECTION 3
	FUTURE OBJECTIVES


Objectives must be developed to support the overall objectives of the organisation.  The manager/supervisor and employee set and agree the employee's individual objectives for the coming period.

	OBJECTIVE
	ACTION DATE

	
	


	
	

	
	


	
	


	
	


	
	


	
	



STAFF DEVELOPMENT PROGRAM
	SECTION 4
	DEVELOPMENT PLAN


Both the manager/supervisor and employee have responsibility for the employee’s development.  Think about things that would contribute to the employee’s development and list the details below.  Development activities may include special assignments, work in another area, training and development programs, both internal and external, etc.

	IDENTIFIED DEVELOPMENT NEED
	ACTION TO BE TAKEN
	TO BE INITIATED BY

	
	
	NAME
	DATE

	
	
	
	


	SECTION 5
	PERFORMANCE REVIEW SUMMARY


COMMENTS:

	
	Overall Performance Rating : 



	PERFORMANCE APPRAISAL




	PEER/CONSUMER FEEDBACK


STAFF MEMBER:

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
POSITION:


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
1.
Please comment on the service provided by the staff member.

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
2.
Please comment on the staff member’s work as part of the team.

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
3.
Please comment on any other aspect of the staff member’s performance that you have observed, particularly those where improvement or training would be helpful.

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
Please indicate if you are happy to have your comments viewed by the staff member
Yes   
       No   

Thank you for the time you have taken to complete this form.

Name
_________________ Signature __________________  Date  __________
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