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The Performance Management Scheme supports the Universityôs aim to improve organisational 
performance and capability.  The University Stategy 2007-2011 sets the broad direction for 
CSU.  Each Faculty, Divison, School, Centre or Unit translates this strategy into its annual 
operational plan and identifies how it can contribute to the University Strategy, depending upon 
the areaôs purpose. 
 
When you participate in the scheme you agree to a set of performance objectives with your 
supervisor to contribute to these plans.  The Performance Management Scheme will help you 
see how your work directly contributes to the Universityôs successes in the higher education 
sector.  You will be supported and assisted to meet your objectives by your supervisor, and your 
individual contribution to the Unviersityôs performance will be recognised and rewarded. 
 

How does it work? 

Both University performance and individual performance are based around a continuous 
improvement cycle: 
 

Ʒ Plan 

Ʒ Implement 

Ʒ Review and  

Ʒ Improve 

 

The PIRI cycle for individuals participating in the Performance Management Scheme is 
summarised in the diagram below. 
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Who is responsible for Performance Management? 

Performance Management will work best if: 
 
You 

Ʒ participate fully in the performance discussions at annual and progress meetings 

Ʒ work consistently towards the achievement of your performance objectives and 
professional development activities 

Ʒ monitor your performance and record or collect evidence of achievements 

Ʒ notify your supervisor of any circumstances that may affect your work performance 

Ʒ act on feedback and honestly self-assess your work performance 
 
Your Supervisor 

Ʒ conducts performance management meetings in an atmosphere of encouragement 
and support 

Ʒ plans equitable performance expectations and workloads for the members of their 
work group or team 

Ʒ provides agreed resources and support in a timely manner 

Ʒ monitors performance and progress, and provides positive, constructive and timely 
feedback 

Ʒ throughout the performance period addresses performance issues as they arise 

Ʒ records or collects evidence of staff performance and 

Ʒ objectively assesses and rates staff performance, based on evidence and seeks 
assistance where/if conflict arises. 

 
The Dean, Executive Director or equivalent 

Ʒ leads and guides consultative planning and the management of performance within 
the Faculty or Division 

Ʒ moderates disputed ratings for consistency, equity and fairness 

Ʒ attends or facilitates at performance management meetings if conflict has arisen. 
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When are Performance Management Meetings Held? 

The Performance Management Scheme commences after your probation has been 
successfully completed.  You then take part in an annual performance management meeting 
to plan, monitor and review your performance and professional development.  These 
meetings are to be held by: 
 

Academic staff 
 
Ʒ 30 November 

 

General Staff 
 
Ʒ 31 March 

 

Executive Staff 
 
Ʒ 31 May (for review period up to 31 March) 

 
 
You will also have a performance managment meeting within four weeks of: 
 
Ʒ successfully completing probation 

 
Ʒ returning from extended leave 

 
Ʒ being appointed or seconded to another postion within the University or  

 
Ʒ completing a disciplinary procedure 

 
If you are an academic staff member who is meeting or exceeding performance 
requirements and you have a stable teaching, research and/or administrative workload, you 
and your supervisor may agree to hold a meeting every two years. 
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Academic Staff

ÅUniversity Strategy & Plans

ÅAcademic activity areas specified in 
your workload agreement

ÅGeneric responsibilities

ÅFeedback from surveys, quality audits 
and reviews

General Staff

ÅUniversity Strategy & Plans

ÅDuties

ÅWork priorities

ÅGeneric responsbilities

ÅFeedback from surveys, quality audits 
and reviews

Your draft Performance Report and 
(if applicable) your Progress Report 

for the performance period just 
ended

Generic Responsibilities of CSU 
Staff

Performance Rating Scale for CSU 
Staff

For academic staff: annual 
workload agreement; Policy on 

Standards, Expections & 
Qualifications of academic Staff; 

and, Guidelines for Assessing 
Academic Staff Performance

For General Staff: current duty 
statement and postion descriptors 

for your classification level

The "University Strategy', relevant 
five year plans and/or the annual 

operational plan for the 
Faculty/Divison and/or 

School/Section.

How do I prepare for the meeting and complete the performance 
report form? 

Remember to keep it simple ï the performance management scheme is not intended to be 
difficult or overly time consuming. 
 
The first step is to review what you have achieved in the past performance period. You 
gather evidence that shows how you have achieved the performance objectives you set last 
year as well as how you have performed your duties/responsibilities/accountabilities. 
 
This evidence may include: samples of your work, feedback received, events you recorded 
in a diary or log book, curriculum vitae, academic/teaching portfolio, survey results, etc. It 
also includes the professional development events and activities you have undertaken. 
 
At this stage you will make a self-assessment about what you believe your rating should be 
for your performance in the past year, based on the evidence you have gathered. 
 
The next step is to propose your performance objectives for the next performance period, 
and to identify the professional development, resources and support you will need to achieve 
your objectives. You may wish to identify your objectives from one or more of the following 
sources: 
 
 
 
 
 
 
 
 
 
 
 
The final step is to complete the draft Performance Report and sumbmit it to your 
performance management supervisor.  Before the meeting your supervisor will gather 
together the following documents  (where relevant) to be referred to during the meeting: 
 



 
THE MEETING 
 
 

P a g e | 8    S t a f f  G u i d e  P E R F O R M A N C E  M A N A G E M E N T  S C H E M E  

How are performance management meetings conducted? 

You and your performance management supervisor will meet in a confidential, supportive 
environment that is free from distractions and interruptions. 
 
The meeting is a two-way discussion based around your draft Performance Report and the 
supporting evidence that has been gathered. 
 
The discussion is an opportunity for your supervisor to: 
 

Ʒ give positive and constructive feedback about your achievements and performance 
elements that could be improved or enhanced 

Ʒ clearly explain what is expected of you during the next performance period and check 
that you understand  

Ʒ discuss whether the performance objectives and professional development that have 
been proposed are: 

V achievable 

V appropriate for your classification level 

V appropriate for your career development aspirations 

V relevant to the needs of the School/ Section/Centre and/or Faculty/Division 
and supported. 

 

What does performance review involve? 

The first step is for you and your supervisor to discuss your performance achievements and 
evidence for the performance period just ended. 
 
The performance review questions to guide this discussion are: 

1. What did you achieve in relation to your performance objectives during the 
performance period?  If applicable, what were your other main achievements? 

2. What evidence supports your achievements? 

3. What factors (if any) prevented you from satisfactorily achieving the agreed 
performance objectives? 

4. (For Academic Staff only and for those who met PBF eligibility requirements) What 
did you achieve in relation to the performance-based funding criteria for research 
activity, continuing professional development in learning and teaching, and/or 
professional activity? 

 
Your supervisor will comment on any current performance issues in relation to: 

Ʒ The óGeneric Responsibilties of CSU Staffò (ALL STAFF); 

Ʒ Assigned duties/responsibilities (ACADEMIC STAFF); and/or 

Ʒ Duty statement (GENERAL STAFF)
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What does performance rating involve? 

During the meeting, you will discuss your proposed self-rating for your achievements over 
the past performance period with your supervisor.  The supervisor will then discuss their 
recommended performance rating with you, based on the evidence.  There are five 
performance rating categories: 

 
Meets Performance Requirements [performs well]  

The employeeôs performance met expectations for all of the agreed performance objectives, 
based on the: 

Ʒ position standards [Academic Staff]  

Ʒ position descriptors [General Staff] for the employees classification level 

AND there are no performance issues in relation to any of the following relevant items: 

Ʒ the ñGeneric Responsibilities of CSU Staffò [All staff]  

Ʒ assigned duties/responsibilities [Academic Staff]  

Ʒ the duty statement [General Staff]  

 

 
Exceeds Performance Requirements  

The employee met all of the performance requirements AND in addition the employee's 
performance clearly exceeded expectations for one or more agreed performance objectives 
and/or clearly exceeded the position requirements  
 

 

Outstanding Performance  

The employee met all of the performance requirements AND in addition the employeeôs 
performance significantly exceeded expectations for one or more agreed performance 
objectives and/or significantly exceeded the position requirements.  
 
 
 
Below Performance Requirements (support required)  

The employeeôs performance was clearly below expectations for one or more of the agreed 
performance objectives  

AND/OR 

there are currently one or more under-performance issues in relation to any of the following 
relevant items: 

Ʒ the ñGeneric Responsibilities of CSU Staffò [All staff]  

Ʒ assigned duties/responsibilities [Academic Staff]  

Ʒ the duty statement [General Staff]  

 (or the under performance issues are in the process of being resolved) 
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Unsatisfactory Performance  

The employeeôs performance was significantly below expectations for one or more of the 
agreed performance objectives 

AND/OR  

there are currently one or more significant performance issues in relation to any of the 
following relevant items:  

Ʒ the ñGeneric Responsibilities of CSU Staffò [All staff]  

Ʒ assigned duties/responsibilities [Academic Staff]  

Ʒ the duty statement [General Staff]  

AND/OR  

the employee did not make significant progress in relation to the performance improvement 
plan developed at the previous performance management meeting.  

 

What does performance planning involve? 

The next step is for you and your supervisor to discuss and agree on your performance 
objectives, resources and support for the next performance period. 

 

The performance planning questions to guide this discussion are: 

1. What do you aim to achieve during the new performance period?  A total of 3 to 5 
performance objectives in priority work areas should be set. 

2. What higher level objective does each performance objective support? ie, how does it 
relate to the operatonal plan of the School/Faculty/Centre/Divison or the University 
Strategy. 

3. How do you intend to achieve your performance objectives?  Record the strategies or 
activities that will help you achieve your objectives AND evidence which will support 
your achievements? 

4. What resources and support will you need? (e.g. equipment, materials, staff, time, 
budget.) 

 

Setting objectives 

During the discussion, you will set one or more performance objectives in each of your 
priority work areas.  These performance objectives must be relevant to your classification 
level and may be identified from: 

 

Ʒ the ñGeneric Responsibilities of CSU Staffò (All staff) 

Ʒ annual workload agreement (Academic staff) 

Ʒ the duty statement (General staff) 
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ÅThe objectives should clearly specify intended outcomeSpecific

ÅMeans that it is possible to monitor progress and 
determine the extent to which objectives are achieved, 
based on evidence

Measurable

ÅMeans that objectives are challenging but capable of 
being achieved and that the people who are to achieve 
them have the necessary time, skills, resources and 
authority to deliver results.

Achievable

ÅMeans that objectives are aligned with and suport the 
objectives of the School/Section, Faculty/Divison and 
University

Relevant

ÅMeans that target dates are set for achieving objectives 
and completing interim steps.Time-based

Your objectives should be written in accordance with the following ñSMARTô principles: 

 

If there are any performance issues then your supervisor must: 

Ʒ Make sure that one or more of your performance objectives and professional 
development objectives is focused on improving your performance to help you meet 
expectations in the identified area. 

Ʒ Discuss what behaviour and results would demonstrate your success in relation to 
the performance objectives.  These performance standards must be appropriate to 
your classification. 

Ʒ Provide some examples of how these performance standards could be exceeded. 

 

What if we cant  agree? 

Performance management is a partnership between you and your supervisor, however, 
there may be an occassion where, after discussion, you and your supervisor cannot agree.  
If this occurs your supervisor notes this fact and is authorised to make the final decision.  If 
conflict does arise during the meeting, either of you may adjourn the meeting and arrange a 
third person to attend or facilitate the reconvened meeting, in accordance with the conflict 
resolution procedure.  The performance management meeting should be re-convened with 
the additional person in attendance within 2 weeks of the adjournment.
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Experience - this describes the
development that takes place
from real-life and on-the job
experiences, tasks and problems
solving.

Exposure - this describes the
development that occurs as a
consequence of the interaction
with others. It is the learning that
occurs as a result of exposure to
feedback and from observing and
working with role models

Education - this refers to the
development undertaken off-the-
job and includes attendance on
courses, programs and
workshops.

Good 
Development 
Planning  will 

integrate:

Professional Development 

A key component of the meeting will be to reveiw and plan for your own development.  It is 
important that this is adequately addressed during the meeting because it will assist to 
identify opportunities to improve your own performance by acquiring new skills and 
knowledge.  When identifying these opportunities you should incoporate the key ingredients 
of good development planning into your discussions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The development review and planning questions that guide this discussion are: 

1. What professional development activities did you undertake during the performance 
period?  Were they completed or are they continuing? 

2. What skills and knowledge would you like to develop during the new performance period 
to support your performance objectives, current position and/or career development? 

3. What development strategies and specific activities would you like to undertake in order 
to develop the skills and knowledge needed? 

4. What resources and support will you need? 

  
Generally your strategies will fall into one of the following categories:
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ÅWork-based learning
ÅThis includes arrangements made to visit other workplaces; receiving instruction, on-the-job-training; 
working in project teams or working parties; higher duties; job rotation;  committe participation; 
collaborating on new tasks, etc.

ÅSecondment
ÅWhere an employee works in another area of CSU for a period of time to develop new skills. It includes 
working in the Project Service Centre.

ÅCSU professional experience programs and schemes
ÅCSU programs and schemes offered by CSU through competitive entry. They involve action learning 
and/or professional experience, e.g. Special Studies Program (for professional/creative practice or 
leadership/management experience), Professional Experience Scheme, Leadership Development for 
Women Program.

Experience

ÅMentoring or coaching
ÅA person who assists an employee to develop skills, knowledge and strategy.  The mentor or coach may 
be a CSU employee or someone outside the University.

ÅCSU forums and networks
ÅThis includes participation in CSU forums, e.g. Course Coordinators Forum, Middle Managers Forum, 
Professional Experience Network, Web Curators Forum, etc.

ÅLearning resources
ÅThis includes activities such as self-directed learning, professional reading, informal research or 
investigation, knowledge sharing, etc.

ÅShadowing & observing others

ÅAny activity where an individual follows  or observes another in their work role for a period of time, for the 
purpose of enhancing job performance.

Exposure

ÅExternal conferences and seminars
ÅA short term or one-off learning program offered outside of CSU (usually fee-based).

ÅHigher education  study
ÅA course of study in a University, TAFE or Registered Training Organisation. This includes courses 
approved through the CSU Study Time Scheme, Postgraduate Study Support Scheme, Academic Staff 
Higher Degree Training Scheme and Coursework Masters Support Scheme.

ÅAccredited CSU professional development courses
ÅAn internal PD course that is accredited and has a formal qualification outcome after successful completion 
e.g. Frontline Management, Training & Assessment, Graduate Certificate in Learning and Teaching, 
Graduate Certificate in University Leadership and Management.

ÅCSU workshops & conferences
ÅThis is an activity provided by one of the CSU Professional Development Providers (e.g. Human 
Resources, Centre for Enhancing Learning and Teaching, Centre for Research and Graduate Training, 
Finance, Information Technology, Library Services, etc), and advertised in the Staff Development Calendar 
or part of their area of expertise and PD delivery.

Åe-learning
ÅCSU web-based training such as Knowledge Bank / Office Suite, Equal Opportunity, and Occupational 
Health & Safety.

Education
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What happens to the form after the performance management 
meeting? 

The final version of the agreed performance management report will be prepared after the 
meeting, and signed by the relevant people.  NOTE: To maintain privacy, all draft versions 
are to be destroyed. 
 
Your performance management supervisor will have a summary conversation with the Head 
of School/Section about the performance reports of all their staff.  Any reports that involve a 
rating dispute or a recommended rating of ñunsatisfactory performanceò or ñbelow 
performance requirementsò will be submitted to the Dean/Executive Director.   In the case of 
a performance rating dispute, you may state your case in writing. 
 
The Dean/Executive Director (or equivalent) will moderate the recommended performance 
ratings for consistency, equity and fairness within the Faculty/Division.  If further information 
about the rating dispute is needed, the Dean/Executive Director will consult you and your 
supervisor prior to any decision being finalised. 
 
If a rating is to be changed, the Dean/Executive Director (or equivalent) will record the 
approved rating on the original performance report as well as on the authority form for the 
School/Centre/Division. He/she will advise you and your supervisor in writing of the change 
and the reason for the change, send you a copy of the signed Performance Rating and 
Comments page, and either return the original report to the Head of School/Centre for 
secure filing or file in the Divisional Office (whichever is applicable). 
 
Performance reports for those staff who ñmeet performance requirementsò, ñexceed 
performance requirementsò or have outstanding performance will not be forwarded to the 
Dean/Executive Director (or equivalent). 
 
When all ratings for the Faculty/Division have been finalised, the Dean/Executive Director 
will submit an electronic authority form to Human Resources so that appropriate action may 
be undertaken  in relation to salary progression and planning for internal professional 
development activities. 
 
 

How will I find out about my progress? 

You and your supervisor will meet regularly throughout the performance period to discuss 
progress.  The aim of regular meetings is to address performance issues as they arise, and 
take steps to address them so that they have been resolved by the time of the formal 
performance review. 
 
During these meetings, your supervisor will provide positive or constructive, timely and 
solution-oriented feedback.  This feedback will focus on your observed behaviour and will be 
supported by one or two examples. 
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Outstanding Performance

ωNomination for a Vic-Chancellors Awards

Oustanding Performance

ωNomination for a Faculty / Divisional Awards  for individuals 
and/or teams

Exceeds Requirements

ωLocal recognition in a form that is valued by the individual and/or 
team

Meets Requirements

ωSalary progression, eligible for participation in CSU professional 
development schemes, eligible for attendance at external 
conferences/seminars, 2 year performance cycle for academic staff

How is performance recognised? 

If you receive a rating of ñmeets performance requirementsò you are eligible for: 
 

Ʒ salary/remuneration progression; 

Ʒ eligibility for participation in CSUôs professional development schemes; 

Ʒ eligibility for attendance at external conferences/seminars; and  

Ʒ eligibility for a two year performance management cycle. (Academic Staff) 

 
Performance which exceeds requirements or is outstanding, in addition to the above, is also 
formally recognised as highlighted below. 
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What support  can  I receive to improve my performance? 

If you receive a rating of ñbelow performance requirementsò, your supervisor will develop a 
performance improvement plan to address the performance elements in need of 
improvement.   

The plan will outline: 

Ʒ the  performance objectives 

Ʒ strategies 

Ʒ resources 

Ʒ professional development (such as coaching and training) 

Ʒ a timeframe 

Ʒ support and/or 

Ʒ resources to help you meet performance requirements 

It may also include performance objectives, strategies and professional development to 
enhance performance in areas in which  you currently meet or exceed requirements. 

A progress review must be held no later than six months after the formal review.  If your 
performance improves to a rating  of ñmeets requirementsò at the progress review, then you 
are again eligible for salary/remuneration progression and participation in CSUôs 
professional development schemes from the date of the progress meeting. 

The progress meeting will include specific questions about performance review and 
performance planning.  They are: 

1. What progress or outcomes have you achieved to date, in relation to each of your 
agreed performance objectives and identified areas of under-performance? What 
factors (if any) have hindered your progress? 

2. What has been achieved to date, in relation to your professional development plan? 

3. (For executive staff only) What progress or outcomes have you achieved to date, in 
relation to contributing to the achievement of CSUôs key objectives?  What factors (if 
any) have hindered your progress? 

4. What changes (if any) need to be made to your performance plan so that the 
performance objectives are achievable and relevant? 

5. What changes (if any) need to be made to your professional development plan so 
that the professional development objectives are achievable and relevant? 

6. What changes (if any) need to be made to the planned resources and  support so 
that you can achieve your performance objectives and professional development 
objectives? 
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How is unsatisfactory performance managed? 

If your receive a rating of ñunsatisfactory performanceò, then the Performance Management 
Scheme ceases and your supervisor consults the Division of Human Resources for advice 
on implementing ñCSUôs Guidelines on the Management of Unsatisfactory Performanceò. 
 
This procedure involves: 

Ʒ counselling you about the performance issue(s) 

Ʒ setting a timeframe for improving performance to the expected level, and 

Ʒ reviewing performance at the end of that period. 
 
If your performance improves to a rating of ñmeets requirementsò within the specified 
timeframe, then, from  the date of interview meeting you are again eligible for: 

Ʒ salary/remuneration progression and 

Ʒ participation in CSUôs professional development schemes. 
 
If the performance problems are not resolved within the specified timeframe, then  
disciplinary action is taken, e.g. counselling, formal censure, withholding of a salary step, 
demotion by one or more salary steps, demotion by one or more classification levels, or 
termination of employment. 
 
When the specified performance problems have been resolved or appropriate disciplinary 
action (excluding termination of employment) has been taken, you may participate in the 
Performance Management Scheme. 
 

Where can I get extra information and assistance? 

All policies, procedures, guidelines, forms and support documents can be accessed from the 
Division of Human Resourcesô web page:  
http://www.csu.edu.au/division/humres/org-dev/performance/policies.htm 

 
Performance management workshops and information sessions are provided for staff and 
supervisors.  Details of scheduled sessions are located in the Staff Development Calander 
and advertised on Whatôs New & News.  Individual consultancies are also available on 
request to supervisors. 

http://www.csu.edu.au/division/humres/org-dev/performance/policies.htm
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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 

Submission of Staff Participation Report to the VC 31 July  

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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