(Practice Name)

 STAFF PERFORMANCE MANAGEMENT MEETING– PROFORMA

Adapted from NSW Department of Health staff performance development systems

Part A - Manager’s Section

Introduction

(Practice Name) aims to provide staff with the opportunity to reach their full potential in their chosen career.

The performance management meeting is a key part of achieving this by identifying, evaluating and developing the work performance of each staff member.  It also provides an opportunity for the recognition of achievements, constructive feedback and the identification of professional development needs.

A performance management meeting is not part of a discipline process, which should be seen and implemented as a separate process independently.

Performance Management - The Approach

Performance management meetings should be regarded as a component of the overall approach to managing staff, rather than a separate “discrete” activity. Performance management is not something that happens once a year with the manager and employee discussing performance.  An annual meeting conducted without continual support, guidance and effective communication between managers and employees will not achieve the desired outcome.

Why the Need for Staff Performance Management?
Staff and managers make continual judgements about the success or failures of personnel, projects, work methods used, etc.  Similarly, staff form opinions about the effectiveness and qualities of managers and the value of contributions that peers/colleagues make to the organisation.  This occurs frequently on an informal basis.  By formalising this process staff can gain the advantages of having information about individual career development and current projects etc. at an early stage, so that problems can be identified and constructive solutions found.  It also enables staff to participate in the setting of work goals/objectives and the design of the criteria for assessing success in their job.

A formalised system enables staff to clarify:


a.
what task priorities are to be established,


b.
what outcomes are expected,

c. the performance standards to be achieved,

d. what criteria will be used to assess performance, and


e.
what assistance can be expected for improving knowledge and skills.

(Practice Name) Policy

All staff are required to have an (Frequency of the review) performance management meeting with their immediate manager and / or Medical Director where appropriate.  The outcome of this meeting is to be an individual development plan designed to address the needs identified during the meeting.

Process

Part A and B is to be given to the staff member two weeks prior to the meeting time.  The meeting time is agreed between the staff member and their immediate manager and is regular every (Frequency of the review).

The staff member should complete and return Part A and B to his/her manager one week before the meeting. The Manager should then review responses and make additional notes, to ensure that issues are flagged for further discussion during the meeting.

The Manager’s component of Part A should be completed during the meeting with the staff member, providing adequate time for discussion of competencies.

After the meeting, the manager should ensure that a copy of this document (including the agreed action plans) is provided to the employee and a copy placed in his/her personnel file.

Part A – Manager and Staff Member Section

Staff Name
Position


Manager
Date/Time of Interview


Rating Scale

	1
	2
	3
	4
	5

	Unsatisfactory
	Needs improvement
	Satisfactory
	Good
	Excellent


COMPETENCIES REVIEW

Staff and Management should make comments.

	Competency
	Rating
	Rating
	Comment

	
	Self
	Manager
	

	Job knowledge - clear understanding of the facts or factors relevant to the position.
	
	
	

	Organisation and planning  - ability to devise work methods, to anticipate needs and to plan ahead.
	
	
	

	Initiative - demonstrates drive and initiative, has the ability to work with minimal supervision, shows foresight.
	
	
	

	Communication - ability to effectively communicate with all staff and customers - both written and spoken.
	
	
	

	Judgement - ability to make effective decisions without undue delay.
	
	
	

	Work relations - builds effective relationships with all levels of staff and contributes to the well being of the organisation.
	
	
	

	Professional/technical standards - ability to perform to the standards required by the position.
	
	
	

	Personal qualities - punctuality, appearance, reliability, integrity.


	
	
	

	Self-development - extent to which interest and action is taken to develop performance.
	
	
	


Additional Comments (by Manager)

Part B - Employee’s Section

1. Is your current Job Description accurate and up to date?.................................................

2. If no to Question 1 attach a “pen amended” copy of your Job Description to this Review.

3. How well do you feel you currently perform your duties


4. Do you feel that you could make any improvements in your performance?


5. Have you achieved the set goals established for the past year? (Refer to Action Plans from previous meeting)


6. What training have you undertaken in the last year?


7. Which aspects of your job do you feel you have done well and why?


8. With which aspects of the job have difficulties arisen and how could these be overcome in the future?

9 What duties have you enjoyed most and/or gained the most job satisfaction from?


10. What duties have proved the least enjoyable and/or dissatisfying?  Given that these tasks still need to be performed, suggest changes that could be made to improve the situation for you (shifting the workload to others and changing department policy is not likely to be possible).

11. List any duties you would like to take on, giving reasons


12. Do you feel you have received the necessary support and guidance from your immediate supervisor/manager? 


If no please explain.


13. Outline your general level of satisfaction/dissatisfaction with the management and direction of  (Practice Name).

14. Detail any suggestions you have for improving (Practice Name) performance.

15. List your future goals and your short-term (next 12 months) objectives.

16. What training do you feel you need to achieve these goals and objectives?


17. List any other issues you would like to discuss in the interview 


STAFF PERFORMANCE MANAGEMENT PROCESS

Individual Action Plan

	Employee Details


	Name and Signature:
	Department:

	Job Title:


	Date: 


For each goal make a list of the actions involved in achieving it.  Include who is responsible, dates for starting, progress reports and completion.

	Goals and Tasks
	Progress Report/ Date



	Goal :

	Start Date: 

Check Progress: 

Completion Date:

	Tasks


	

	
	

	
	

	Goal :

	Start Date: 

Check Progress: 

Completion Date:

	Tasks


	

	
	

	
	

	Goal :

	Start Date: 

Check Progress: 

Completion Date:

	Tasks


	

	
	

	
	

	Goal :

	Start Date: 

Check Progress: 

Completion Date:

	Tasks


	

	
	

	
	



