GENERAL STAFF ANNUAL PERFORMANCE & DEVELOPMENT REVIEW REPORT
STAFF MEMBER

Staff Number



Name




Position Title & Number









MANAGER/SUPERVISOR


Name

Position Title/Number


REVIEW PERIOD


From (last review)

To (this review) 


Mid Year Review Date

Final Review Date


SECTION A   PERFORMANCE PLANNING (Setting of Goals & Objectives)
Part 1    (These goals and objectives should be agreed upon between Supervisor and Staff member)
No

Expected Target Date

Goals & Objectives For The Year

Standards or Performance Targets



May 2005

Example:

Effective administration of the ST Training Program.
Example:

In accordance with Program schedules, for WSP distribute training materials to all trainees on time, in the required format, with 100% accuracy rate.

1




2




3




4




5




6




ENDORSEMENT OF THE PERFORMANCE PLAN
Staff Signature/date:
Supervisor Signature/date


Part 2     AMENDMENTS TO THE PERFORMANCE PLAN
This section is to be completed if amendments have been made to the Performance Plan during the year under review.
DATE

AMENDED GOALS AND OBJECTIVES

REASONS






ENDORSEMENT BY:


Staff Member /Date

Supervisor /Date


(This section is to be completed by the Staff Member and Supervisor at the Mid and Final Review) 

Part 1  REVIEW OF POSITION DESCRIPTION 

(Please tick)

· The Position Description has been reviewed and the goals and objectives are consistent with the Position Description.

Part 2    REVIEW OF PERFORMANCE AGAINST GOALS & OBJECTIVES

No

Expected Target Date

STAFF - Indicate actual achievements against objectives agreed at beginning of the cycle and whether there were any extenuating circumstances

SUPERVISOR - Comment on extent of achievements taking into account changes in priorities and factors beyond staff 's control



May 2005

Example:
Effective administration of the ST training programme
In accordance with the Program Schedules, training materials to all trainees were distributed one week before the commencement of the training, in the required format and with accuracy.

Example:
Effective administration of the ST training programme
All training materials were sent out to the trainees one week before the commencement of training. The training materials were of high quality, in the required format and with accuracy.


1




2




3




4




5




6




Staff Signature/date:
Supervisor Signature/date:

Completion of this part is OPTIONAL.    This serves as a GUIDE to the Supervisor in evaluating staff member's management activities in arriving at the set goals and objectives. It also serves as a useful tool for staff potential assessment.

Evaluation Key:

1
2 

3

Does not meet job requirements Partially meet job requirements Meets job requirements

4
5 

N/A

Exceeds job requirements Far exceeds job requirements Not applicable


KEY MANAGEMENT AREAS


Evaluation

(Please check box)

COMMENTS




N/A

1
2

3

4

5



1

JOB SKILLS AND KNOWLEDGE
Has the relevant skills and knowledge for the position.

(
(

(

(

(

(



2

PLANNING & ORGANISATION OF DUTIES
Able to plan effectively and prioritise assignments
given and has excellent turnaround time.
Delegation of work and authority is appropriately
executed.

(

(

(

(

(

(








3

QUALITY FOCUS
Able to carry out tasks in a reliable and dependable
manner. Ensures attention to detail, minimises error
and rework, and has a high regard for standards of
excellence.

(
(
(
(
(
(


4

COMMUNICATION
Able to express views, thoughts and knowledge
effectively, both oral and in writing.

(
(
(
(
(
(


5

CUSTOMER/SERVICE-ORIENTED MANAGEMENT
Focus on customer needs, anticipates and identifies
their needs and takes action to meet the needs.
Maintain a high standard in providing prompt and
solution oriented service to internal and external
customers.
(
(
(
(
(
(


6

CONSCIENTIOUS & FOLLOW-UP
Takes pride in own work and follows through
assignments effectively with minimum supervision.

(
(
(
(
(
(


7

DECISION MAKING & PROBLEM SOLVING
Able to make timely and sound decisions. Makes
decision under conditions of uncertainty. Evaluates
short and long-term consequences when making
decisions.
(
(
(
(
(
(


8

TEAMWORK
A team player, encourages teamwork, builds consensus
and always work in the best interest of the Group as a
whole.

(
(
(
(
(
(


9

STAFF MANAGEMENT 

Able to guide and traJn_subordinates in achieving

organisations goals and objectives.
Is effective in the supervision and discipline of
subordinates while simultaneously earning their
respect.
(
(
(
(
(
(


10

LEADERSHIP
Fosters an understanding of the team's mission and
value to the organisations objectives. Provides
appropriate direction and clarifies roles and
responsibilities with team members. Makes optimal
use of their skills. Coordinates work efforts with other
groups and monitors progress.

(
(
(
(
(
(


11


Plan, schedule and coordinate project team efforts.
Make judgements and recommendations for project
direction as an aid to management. Monitor, coach and
provide direction to project members.

(
(
(
(
(
(


12

INNOVATION & CREATIVITY
Generates and champions new ideas and initiatives.
Goes beyond the status quo. Evaluates new or
modified approaches and ideas with an open mind.
Brings perspective and approaches together.

(
(
(
(
(
(


13

OTHERS (SPECIFY)

(
(
(
(
(
(


THE STAFF MEMBER'S OVERALL PERFORMANCE AGAINST AGREED GOALS AND OBJECTIVES IS:
(Please tick)
(        SATISFACTORY (Has met majority of the agreed goals and objectives)
(        PERFORMANCE REQUIRING IMPROVEMENT (Has not met majority of the agreed goals and objectives
COMMENTS & SIGNATURES
STAFF MEMBER
I have read and discussed this document with my Supervisor and I have the following comments:
*


Name:                                                 Signature:

| Date:



SUPERVISOR



I have discussed this document with the staff member and I have the following comments:


Name:                                                 Signature:

| Date:



SECTION E: RECORD OF NEXT YEAR'S PERFORMANCE PLAN
A performance Plan for 2006 has been discussed and agreed upon.


Staff’s signature:

Date:


Supervisor's Signature:

Date:
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