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	Performance Management for Casual Staff

PLANNING AND EVALUATION FORM

	Staff Member - Name
	
	Staff No.

	Location
	

	Work Unit
	

	Nominated Supervisor
	

	Assistant Supervisor
	

	Casual Contract Period 
	From
	To


	
SECTION 1: PERFORMANCE PLANNING


At the beginning of the contract period, the supervisor lists, in priority order, the tasks to be completed by the staff member during the Employment Period and indicates an expected completion date. 
	Task
	Description of Task
	Expected completion date

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


	For each of the eight factors listed is Section 3 (see list on page 2 of this Form), please indicate at the commencement of the Employment Period, how IMPORTANT it is for the employee to display these characteristics (on the scale of 1Low to 5 High).


	
SECTION 2: PERFORMANCE SUPPORT


What activities/learning tasks need to be completed by or provided to the staff member so that the tasks can be completed as required?

	Name and Description of Activity
	Expected completion Date

	
	

	
	

	
	


	Staff Member Name
	
	Nominated Supervisor

	Signed
	
	Signed

	Date
	
	Date



	
SECTION 3: PERFORMANCE EVALUATION


At the conclusion of the Employment Period, the supervisor meets with the staff member to discuss performance achievements and outcomes during the contract period.  At this stage, the supervisor rates the degree to which the casual staff member met expectations (PERFORMED) during the Employment Period (using the scale below)…..
	STEP P(ii): IMPORTANCE
	
	STEP E(i): PERFORMANCE

	1 Low
	2 L- M   
	3 Med
	4  M -H
	5   High
	NA
	Performance Factors
	1     Did not meet expectations
	2     Met some, but not all expectations 
	3     Met expectations
	4  Exceeded expectations
	5 Consistently exceeded expectations

	1
	2
	3
	4
	5
	
	Contribution to the work unit’s productivity
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	Ability to develop relationship with co-workers
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	High professional and ethical standards
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	Ability to identify causes of problems and generate practical solutions
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	Ability to express ideas effectively in both verbal and written communication
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	Willingness to participate as a team member
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	Ability to display initiative
	1
	2
	3
	4
	5

	1
	2
	3
	4
	5
	
	Knowledge of ACU strategies, policies and procedures
	1
	2
	3
	4
	5



OVERALL ASSESSMENT - Please indicate (by circling the appropriate number below) your assessment of the staff member’s overall performance during the Employment Period with regard to the tasks listed on page 1…..
	1
	2
	3
	4
	5

	Did not meet expectations
	Satisfied some, but not  all expectations 
	Satisfied expectations and made satisfactory contributions in the role
	Exceeded most expectations and made a valued contribution
	Consistently exceeded expectations and made an outstanding contribution

	Supervisor’s Overall Comment:



	
Staff Member’s Comments


	Staff Member Name
	
	Nominated Supervisor

	Signed
	
	Signed

	Date
	
	Date






Attachment 1





Step P(i)





Step P(ii)





Step P(iii)





After endorsement, the nominated supervisor retains the original Planning and Evaluation form and provides the staff member with a copy. The nominated supervisor also sends a copy to Human Resources, North Sydney at � HYPERLINK "mailto:HR@acu.edu.au" �HR@acu.edu.au� for filing.





Step E(i)





Step E(ii)





Step E(iii)





At the conclusion of the Employment Period, the nominated supervisor sends the completed original Planning and Evaluation form to Human Resources, North Sydney at � HYPERLINK "mailto:HR@acu.edu.au" �HR@acu.edu.au� for filing. The nominated supervisor retains a copy and provides the staff member with a copy.









