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Performance Enhancement
for Trades and Services Staff

Performance Enhancement Scheme

Documentation

	Name
	

	Position Title
	

	Staff Number
	

	Department/Unit
	

	Faculty/Division
	

	Supervisor’s Name
	

	Annual Review Cycle Dates
 from:

to:


Contents:

1. Annual Work Plan

2. Annual Development and Career Plan

3. Outcomes of the performance review

4. Updated position description
Annual Work Plan

	Key Responsibility 1: (enter the key responsibility area here)


	Work Goals

What are you trying to achieve in each area of responsibility?


	Specific Targets for Each Goal

How will you know if you have achieved your goals? Where relevant, include timelines for each goal.
	Progress Report  (achievements so far)

To be completed prior to a performance review meeting.

	1. 


	
	

	2. 


	
	

	3. 


	
	


*Please copy and paste more Key Responsibility tables as required.
Annual Development and Career Plan

	Development and Career Goal 1:

related to your work goals and career needs 

	Planned professional development, including training
	Targets, including timelines
	Resources required

e.g. time, money, people
	Progress: To be completed prior to a performance review meeting.

	
	
	
	


*Please copy and paste more Development and Career Goal tables as required.
Work Plan and Development and Career Plan Agreed:

	Staff Member’s Signature:

	Supervisor’s Signature:

	Date:

	Date:



Outcomes of the Performance Review

	Progress (Supervisor Please Circle)


	SATISFACTORY


	NOT YET SATISFACTORY


NOTE: If progress is not yet satisfactory the supervisor must complete a separate report in line with Clause 24.2(d) of the Monash University Enterprise Agreement (Trades and Services Staff – Building and Metal Trades Staff and Grounds and Gardening Staff) 2005 or Clause 26.2(d) of the Monash University Enterprise Agreement (Trades and Services Staff – Catering and Retail, Cleaning and Caretaking, and Miscellaneous Services Staff) 2005 (or, where applicable, the equivalent provisions of the relevant AWA Terms and Benefits Policy).
Additional Comments: (e.g. updates to position description)

	Staff Member

	Supervisor

	
	


Performance Review Completed:
	Staff Member’s Signature:

	Supervisor’s Signature:

	Date:

	Date:



PLEASE ATTACH AN UPDATED COPY OF YOUR

POSITION DESCRIPTION
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