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Performance Management Guidelines 

 
Responsibilities 

It is the responsibility of the Board of Directors to ensure that managers and supervisors  
• familiarize themselves with the performance management system objectives and 

procedures; 

• continually review and refine the performance management system to ensure it will support 
the achievement of the organisation’s objectives, and which will fairly and consistently 
evaluate each individual’s performance against these objectives. 

It is the responsibility of Employees to: 
• participate openly and honestly in planning and assessing their own performance objectives 

and receiving feedback from their Manager or Supervisor. 
It is the responsibility of the Executive Director (administrative staff) and the Technical Director 
(technical staff) to: 

• set reasonable performance goals, standards and deadlines with employees; 
• consider reviewing an employee's role and changing it if workflow is becoming 

unmanageable; 
• inform employees about unsatisfactory work performance in an honest, fair and 

constructive way that allows for mutual discourse; 
• Be objective and confidential when discussing sensitive issues 
• ensure employees' position descriptions are up-to-date and reflect their current roles; 
• seek regular feedback from employees about their health and wellbeing; 
• provide employees with the resources, information and training they need to carry out 

their work safely and effectively. 
Procedures 

Performance Management and Performance Plan 
 
The Performance Plan is designed to provide the opportunity to establish targets (Indicators of 
Effectiveness) which provide a challenge to employees and which can be reviewed and modified in 
response to employee achievements. 
 
The ED/TD should develop a Performance Plan in conjunction with the employee within the first 
month of an employee commencing or during the Annual Review process.  The Performance Plan 
is to be updated during every Annual Performance Review or as required throughout the course of 
the performance year. 
 
Employees should initially draft their own Performance Plan and then arrange a discussion with 
their Director so that the Plan can be agreed and finalised. If a situation occurs in which the 
employee and Director are unable to come to an agreement, both the employee and the Director 
should attach a memo outlining their position and forward the Performance Plan to the Board for a 
final decision. 
 
The Performance Plan should outline goals and objectives for the following 12-month period. It is 
each Director’s responsibility to ensure that these are in line with the business plan.  Each objective 
should have targets and measures documented, to allow accurate assessment.    
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The Performance Plan will also include an agreement of what competencies are to be demonstrated 
in the role.   
 
Development Plan 
During the Annual Review process, or the first month of commencing employment, each employee 
should have a Development Plan established.  The Development Plan discussion should review the 
individual’s development over the previous 12 months and outline the individual’s broad career 
directions and development priorities for the following 12 months.   
 
The Director should consider what skills, knowledge and competencies are required to achieve the 
objectives outlined in the Performance Plan, and to close the gap on current and planned 
competencies.   
 
Annual Review 
Each year in the first six weeks of the new performance year, Directors must complete an Annual 
Performance Review interview with their employees.  
The Director must review the employee’s performance against his or her agreed performance 
objectives, targets and measures, as well as performance against the agreed competency levels. 
The individual’s agreed performance objectives and competencies should be reviewed against the 
set performance ratings. 
 
To ensure a degree of objectivity is apparent throughout the review process, Board will review the 
resulting documentation and sign it off. 
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