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ACTIVITY STATEMENT 

PERFORMANCE PLANNING AND REVIEW FOR ACADEMIC STAFF 


Name:       
Position:        
Appointment type:   FORMCHECKBOX 
 Ongoing     FORMCHECKBOX 
 Fixed Term 

Name of supervisor:        

Year:       





The Activity Statement has five sections with an optional section for career and development planning:  

Career and Development Planning (Optional): where staff may indicate their long term academic career goals.

Section A:
where staff indicate their goals for the next twelve months under each of the three academic areas of achievement and identify resources they may need to achieve these goals.  

Section B:
which is completed by the staff member and supervisor after the interview to provide an accurate record of action to be taken. 
Section C:
where the staff member and supervisor agree on the joint outcomes of the discussion.  

Section D:
where the supervisor documents and provides performance feedback to the staff member, and the staff member makes a self-assessment.

Section E:
where the supervisor and staff member sign as a note of the supervisor’s assessment.

Additional forms for supervisor action relevant to or arising from PPR-AS may also need to be completed. Such forms are relevant to the processes for withholding of an increment, probation, renewal of fixed term appointments and conversion from fixed term appointed prior to 5 February 1999 to ongoing.

Note:  Sections D and E will not be completed the first time staff participate in PPR-AS.

Process for completion of the Activity Statement:

1. A time for the formal interview between the staff member and supervisor is agreed.

2. Section A, and Career and Development Planning if desired, are completed by the staff member and a copy forwarded to their supervisor one or two weeks before the formal interview.

3. The first meeting is held and focuses on reaching agreement on the staff member’s goals, activities and performance standards for the next twelve months.

4. Section B of the Activity Statement is then completed by the supervisor and the staff member specifying what actions have been agreed during the interview, and by the staff member, outlining his or her career plans.  

5. Section C is signed by the staff member and his or her supervisor.

6. Section D will only be completed by the supervisor and the staff member after twelve months.  At the same meeting the supervisor and staff member sign Section E as a note of the supervisor’s assessment.

CAREER AND DEVELOPMENT PLANNING (OPTIONAL)
Staff have the option of completing this section prior to developing their goals for each of the academic areas in Section A.

The purpose of providing staff with the opportunity to articulate their career and development goals is that these overall goals provide the framework for planning over the next 12 months (as articulated in the Planning Proposal in Section A).

Staff may wish to articulate their longer term career goals (possibly for the next 3 to 5 years) as a consequence.

Finally consider any development implications associated with your career planning.

What are your development goals for the next 12 to 18 months?

	


A. PLANNING PROPOSAL

	In completing this section it is important to reflect on the quality of teaching including student feedback in CEQ; teaching and unit evaluations; planned responses to outcomes of University approved evaluations of teaching; and the communication of responses to students.

1.1 Current teaching performance and leadership activity:

1.2 Teaching performance and leadership activity goals:

1.3 Support/resources required to achieve goals:




	In completing this section it is important to reflect on the quality of performance outcomes including, for example, grants; RHD supervision outcomes and the quality of publications.

2.1 Current research, scholarship and creative activity:

2.2 Research, scholarship and creative work activity goals:

2.3 Support/resources required to achieve goals:



A. PLANNING PROPOSAL (CONTINUED)
	In completing this section it is important to reflect on the quality of performance outcomes including, for example, the level of leadership and impact of contributions to professional bodies whether they be at a local, state, national or international level.

3.1 Current service activity:

3.2 Service activity goals:

3.3 Support/resources required to achieve goals:




B. SUMMARY OF DISCUSSION 
	1. Supervisor’s summary of agreed points of action, including criteria for measuring achievement of goals:




	2.  Staff member’s summary of agreed points of action, including criteria for measuring achievement of goals:




C. AGREEMENT
We agree that the above represents an accurate record of our performance planning discussion. We understand that there may be circumstances which prevent the achievement of these goals or the provision of resources, and if so we agree to meet and discuss how such circumstances will impact on the plan. This may lead to a revision of the plan.
Staff  member’s signature:……………………………………………….


Date:………………... 
Supervisor’s signature:…………………………………………………...


Date:………………...
D. REVIEW OF PERFORMANCE
	Supervisor’s evaluation against agreed goals:

Staff member’s evaluation against agreed goals:




Supervisor to complete:
 FORMCHECKBOX 
  Performance against agreed goals is rated as exceptional for reasons provided above.

 FORMCHECKBOX 
  Performance against agreed goals is rated as satisfactory for reasons provided above.
 FORMCHECKBOX 
  Performance is rated unsatisfactory for reasons provided above.  Procedures for managing unsatisfactory performance have been initiated in accordance with Clause 43 of the QUT Enterprise Bargaining Agreement (Academic Staff) 2005-2008.

E.   CONFIRMATION OF PERFORMANCE FEEDBACK DISCUSSION

Supervisor’s signature:………………………………………………………

Date:…………………………

I have participated in the review of my performance and noted the supervisor’s assessment.

Staff member’s signature:……………………………………………………

Date:…………………………
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