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INTRODUCTION 

Performance Management is an ongoing process which aims to align and link individual 
objectives with organisational objectives, as well as to provide guidance and clarity to team 
members. Performance Management is focused on: 
 

 Clarifying roles, so that everyone knows what their role is and how they contribute to 
delivering on the outcomes of their role, their team, and the organisation as a whole. 

 Clarifying expectations about performance and behaviour ï everyone knows what they 
are expected to achieve, how they will achieve it, and how they will know they have 
achieved it. 

 Developing competencies. 

 Regular feedback both formally and informally, where everyone participates in regular 
dialogue about performance. 

 Recognising good performance so that those who perform well are appropriately 
recognised. 

 Identifying and supporting learning and development. 
 
This learning resource is designed to introduce the concepts of performance management 
and guide you through the process at CSU.  It will describe the process as well as introduce 
some important skills that managers need in order to fulfil their performance management 
responsibilities.  
 
After working through this learning resource, managers will have enhanced their knowledge 
of the Performance Management Scheme at CSU, as well as their skills and confidence in 
using performance management practices.  This learning resource aims to assist manager 
to: 

 
 Apply the Performance Management process personally, and with their team members. 

 

 Identify the role of performance management processes in developing workforce 

capability and continual improvement at CSU. 

 

 Understand the importance of planning performance objectives which are aligned with 

team and organisational goals. 

 

 Understand that Performance management is an ongoing process. 

 

 Appreciate the importance of recognising good performance, and tailoring recognition to 

suit individuals. 

 

 Appreciate pitfalls in reviewing and assessing staff performance and ways in which 

these may be avoided. 

 

 Increase their confidence in having performance discussions and giving performance 

feedback. 

 

 Identify approaches for managing performance gaps and addressing performance 

concerns. 
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Icons used within this Learning Resource 

The following icons are used throughout this learning module and assist you with 
understanding the topic. 

 

 
 
 
 
 
 

The target icon identifies key learning points for each 
section of the resource. 

 
 
 
 
 
 

The light bulb highlights key messages or important points. 

 
 

 
The exercise icon highlights a learning activity that is 
designed to put into practice your new knowledge and skills. 
 

 
 
 
 
 
 

This icon represents a self reflection activity. 
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SECTION 1 - PERFORMANCE MANAGEMENT OVERVIEW 

 
 
 
 
 
 
 
 
 

  

 

The Performance Management Scheme Model 

Leadership in Performance Management ï Learning  Resource for Managers explores 
several of the key management and leadership skills needed by managers to effectively 
manage the Performance Management Scheme and support the continuing development of 
a performance based culture at CSU.  
 
The Performance Management Scheme Model (Figure 1) shows how the Performance 
management scheme at CSU supports the development of this performance culture to help 
deliver the performance outcomes of the University strategy 2007-2011. 

  

At the completion of this section you should be able to: 
 

 Identify how performance management contributes to organisational 
performance. 
 

 Outline  key performance management responsibilities. 
 

 Identify the key performance management dates. 
 

 Outline the key components of the performance management process using the 
PIRI cycle. 
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The Performance Management Scheme 

An effective Performance Management Scheme creates links between performance 
management, feedback processes, staff development, motivation and organisational 
improvement.    Performance Management and feedback practises contribute to 
organisational performance by: 
 

 Reinforcing the leadership role of managers in directing, reviewing and developing staff 
performance. 

 Encouraging team members to review and seek feedback on their performance. 

 Contributing to positive working relationships and culture through high quality 
communication. 

 Focusing on continual improvement through planning, implementing, reviewing and 
improving. 

 Identifying and providing support that individuals and teams need to do their jobs well. 

 Recognising individual capabilities, values, contributions and interests which contribute 
to motivation and performance. 

 

Key Principles 

In order to be effective, a Performance Management Scheme needs to: 
 

 Be a fair and transparent process which acknowledges and rewards high performance, 
while providing effective management of unsatisfactory performance. 

 

 Align individual performance with organisational performance. 
 

 Provide performance feedback, performance development, and coaching. 
 

 Uphold staff integrity, ethical conduct and accountability. 
 

Performance Management Responsibilities 

Your responsibilities in the performance management process include: 
 

 dealing with performance issues as they arise rather than saving them for a 
performance management meeting; 

 

 monitoring employee performance and providing positive, constructive and timely 
feedback throughout the performance period; 

 

 recording and/or storing evidence of individual performance in a portfolio for each 
employee who reports to you; 

 

 organising formal performance management meetings (i.e. an annual meeting and, if 
an employee was rated as ñbelow performance requirementsò, a progress meeting) for 
a time that is mutually convenient, and providing the employee with sufficient notice (at 
least two weeks) to complete the draft Performance Report/Progress Report and 
prepare for the meeting; 

 

 reading the employeeôs completed draft Performance Report/Progress Report and 
adding comments before the performance management meeting; 

 

 checking the availability of resources for the proposed performance plan; 
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 bringing the relevant documents, as specified in the ñPerformance Management 
Scheme Procedureò, to the meeting; 
 

 conducting performance management meetings in a positive and constructive 
atmosphere; 

 

 basing discussion around the draft Performance Report/Progress Report and evidence; 
 

 equitable performance expectations and workloads for the members of his/her work 
group or team; 

 

 objectively assessing and rating staff performance, based on evidence; 
 

 approving ratings of ñmeets performance requirementsò, and recommending other 
ratings and disputed ratings to the Dean/Executive Director (or equivalent) for 
moderation and approval; 

 

 organising the final version of the Performance Report/Progress Report for signature 
by the relevant people; 

 

 recording performance management data in the prescribed format for the purposes of 
administrative action and staff participation reporting by the Division of Human 
Resources; and 

 

 providing the resources and support approved for the employeeôs performance plan. 
 

Key Dates 

Performance activities 
Executive 

staff 
Academic 

staff 
General 

staff 

Periods of review 
1 April ï 31 
March 

1 December ï 
30 November 

1 April ï 31 
March 

Completion of annual meetings 31 May 30 November 31 March 

Moderation of performance plans and 
submission of Faculty/Divisional authority 
forms to Human Resources (HR) 

31 May 31 January 30 April 

Common anniversary date for 
salary/remuneration progression and payment 
of performance bonuses 

1 July 1 March 1 June 

Progess review for staff rated as ñbelow 
perforomance requirementsò and notifying 
Human Resources of rating 

Within six months of the annual meeting 

Progress review for staff rated as 
ñunsatisfactory performanceò and notifying 
Human Resource of rating. 

At the end of the specified timeframe 

Salary progression and eligibility for CSUôs 
professional development schemes 
recommence if rating of ñmeets performance 
requirementsò has been approved. 

From date of progress review 
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The PIRI Cycle 

 

Performance Management is part of the Universityôs ongoing PIRI cycle of continual 
improvement (Plan, Implement, Review and Improve). 

 

 

 

 

 

 

Managers play a critical role in this cycle by providing supportive leadership and ensuring 
business alignment, performance capability, and strong relationships in their area of 
responsibility.   Through this process all staff members are able to contribute to and 
improve upon organisational performance and capability. 
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Putting Performance Management into Practice 

 

Record some of the important issues raised in the overview section with regard to how you 
will implement performance management within your team. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Conclusion 

In this section we have addressed the key principles of the Performance Management 
process and how it applies to CSU. You should have gained an understanding of the key 
principles of performance management, your generic responsibilities in the process, 
important dates  and how performance management integrates with the PIRI cycle. The 
next section will focus on developing performance plans. 
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SECTION 2 -  DEVELOPING THE  PERFORMANCE PLAN 

 
 
 
 
 
 

 

The first phase of Performance Management involves the development of a performance 
plan.  A performance plan involves defining individual performance objectives, and linking the 
success of the individual to the success of the team.  The performance management 
interview also provides an opportunity to revisit duty statements to ensure they accurately 
reflect what is happening in the workplace.  Further information about the review of duty 
statements can be obtained from the Managers Guide: Reviewing Duty Statements on the 
CSU General Staff Establishment. 
 
The performance plan; 
 

 establishes performance expectations and standards; 

 clarifies what successful performance is and; 

 provides the basis for an open two way review, discussion, and feedback. 
 
Performance objectives may be set for the purpose of: 
 

 maintaining performance; 

 improving/solving problems which hinder performance; and  

 developing more effective/efficient ways to fulfil job responsibilities or achieve 
objectives. 
 

Steps in the Performance Planning Process 

Performance planning should be conducted through consultation and discussion with team 
members, and involves three key steps.  The first step relates to team planning, the second 
to individual planning, and the third step involves open discussion with team members: 

 
1. Team Planning 

Team Planning focuses on setting goals and objectives for a team which are aligned with 
broader university strategies and frameworks.   

In order for effective performance planning to occur, managers should first undertake 
team planning, clearly setting out the operational plan and performance 
objective/standards of the team as a whole.  In doing so managers should consider and 
discuss with all team members a range of factors such as: 

 

 What areas of the teamsô performance need improving? 

 What factors have been impeding team performance? 

 What development activities did the team undertake in the past year? 

 How did these activities help the teamôs performance? 

 What are the teamôs development needs for improving/enhancing performance and/or 
preparing for future activities? 

 What support will be needed to support the team plan? 
 
 
 

At the completion of this section you should be able to: 
 

 Outline the key steps in the performance planning process. 
 

 Understand performance objectives and performance standards.   
  

 Develop individual performance plans.  
 

 Outline  
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