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Supervisor Guide to the Annual Performance Development Review & Planning Meeting

The purpose of the annual performance development review and planning meeting is for you to formally recognise your staff member’s performance and career progress over the past 12 months and work with him or her to plan performance goals, strategies and achievement indicators for the coming year. 

Performance plans record development goals, probationary requirements, performance improvement goals, conduct and compliance strategies and disciplinary conditions where applicable. 

The annual performance development review and planning meeting is conducted in line with your department or school’s operational planning activities and may occur over one or more occasions as required. The following is a list of considerations to help you to prepare for the annual performance development and review planning meeting. 

Before the meeting support constructive discussions by working on your relationship with your staff, be clear about performance expectations, provide regular, informal feedback and collect examples of work or behaviour to support feedback. In addition:
· consider your role in mentoring or supporting the development of the staff member

· revise notes from the progress reviews

· take the time to think about, synthesise, analyse and appreciate the overall content of the performance portfolio

· check to see if your staff member is subject to probationary periods or other obligations

During the meeting start with the good news, avoid making judgements, listen as well as talk, prepare for negative reactions and summarise the conversation and discuss next steps. Refer to Performance discussion prompts for supervisors
· Plan to achieve professional & career development goals through activities such as Outside Studies Program, promotions, conferences, mentoring Refer to Staff Development Policy and procedures
· Discuss major ideas, project, events, accomplishments, successes
· Take the opportunity to recognise the staff member’s successes 

· Discuss challenges and obstacles 

· Discuss progress toward probationary conditions if relevant

· Discuss any outstanding issues linked to compliance-related obligations such as conflict of interest management plan, intellectual property or paid outside work Refer to Conduct and Compliance Policy and related procedures
· Gain commitment and agreement to improve performance as appropriate 
· Start the process of planning for next year 
· Identify goals, strategies, achievement indicators to reflect appropriate levels of academic activity in research, education and service – refer to your faculty or campus specific performance standards and expectations 

· Discuss workload plan

· Identify and make reasonable adjustments in light of equity and diversity issues such as disability or illness Refer to Equity and Diversity policies and procedures
· If your staff member is a senior member of staff, discuss leadership roles within the department or school, performance supervision and mentoring / development of junior staff

· Plan the next meeting and schedule upcoming progress reviews 
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