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	XXXXXX College, XXXXXXX
Education Support Employee
Performance and Development Review, December 201X


	


1. PERSONAL DETAILS
	Name:
	


	Position Title:
	


	Current classification and subdivision:
	
	Date of next increment:
	


	Reviewer:
	


	Review period:
	
	to
	


Education Support Employee Annual Review Requirements:

This document sets out the statement of performance against the performance standards applicable for education support employees. Ultimate responsibility for the performance assessment outcome rests with the Principal or Head of Library.
Assessment of education support employee’s performance against the performance standards is within the context of the duties and responsibilities of the position.

The Principal or Head of Library will consider the statement of performance and other relevant information in relation to each performance standard and make a decision, based on the balance of evidence, about whether the education support employees has satisfied all the standards.

2. 
SELF REVIEW ON EFFECTIVENESS IN KEY AREAS
Evaluation Key: 
Evaluation Key: 
1 very low to 5 very high            N/A Not Applicable to the current position
	KEY AREAS

Additional descriptors can included if desired
	EVALUATION

 (Please check box)
	COMMENTS

	
	N/A
	1
	2
	3
	4
	5
	

	1
	SKILLS AND KNOWLEDGE

Has the relevant skills and knowledge for the position to carry out duties as specified in the position description.

Is flexible in meeting the needs of the College.


Shows adaptability to learn and undertake a diverse range of routine tasks.

Has an understanding of College procedures, guidelines and policies relevant to the position.

Develops own skills in response to change in the work environment.

	□

□

□

□


□


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	

	2.
	PLANNING & ORGANISATION OF DUTIES

Able to prioritise tasks with efficient turnaround time.
Initiates new practices and procedures to enhance routine tasks.

	□

□


	□

□


	□

□


	□

□


	□

□


	□

□


	

	3.
	TASK COMPLETION

Able to carry out tasks in a reliable and accurate manner. 
Stays on task without supervision.


	□

□


	□

□


	□

□


	□

□


	□

□


	□

□


	

	4.
	QUALITY FOCUS

Ensures attention to detail, minimises errors and need for correction. 
Has a high regard for standards of excellence.
	□

□
	□

□
	□

□
	□

□
	□

□
	□

□
	

	Evaluation Key: 
1 very low to 5 very high            N/A Not Applicable to the current position

	5.
	CLIENT RELATIONS* 

Able to manage routine client enquiries.

Focuses on client needs, anticipates and identifies their needs and takes action to meet the needs.  

Responds appropriately when communicating with clients on any matter.

Maintains a high standard in providing prompt and solution oriented service to internal and external clients.

Approach to clients reflects spirit of [College ethos]
* client refers to students, staff, parents and community members


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	□

□

□

□

□


	

	6.
	COMMUNICATION

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



Able to convey basic information about school policy and procedures. 

Refers identified problems to appropriate personnel for resolution.
Able to listen to and understand others.
	□

□

□

□


	□

□

□

□
	□

□

□

□
	□

□

□

□
	□

□

□

□
	□

□

□

□
	

	7.
	CONSCIENTIOUS & FOLLOW-UP

Takes pride in own work and follows through tasks effectively with minimum supervision.


	□
	□
	□
	□
	□
	□
	

	8.
	DECISION MAKING & PROBLEM SOLVING
Able to make timely and sound decisions.  

Makes appropriate decisions under conditions of uncertainty or in stressful/pressure situations  

Evaluates short and long-term consequences when making decisions.


	□

□

□
	□

□

□
	□

□

□
	□

□

□
	□

□

□
	□

□

□
	

	9.
	TEAMWORK

Is a team player, encourages teamwork, builds consensus and always works in the best interest of the team as a whole.


	□
	□
	□
	□
	□
	□
	


3.
REVIEWER’S ASSESSMENT ON EFFECTIVENESS IN KEY AREAS

Checklist to be completed by Head of Library/Reviewer.  To be used for discussion in the review interview
Evaluation Key: 
Evaluation Key: 
1 very low to 5 very high            N/A Not Applicable to the current position
	KEY AREAS
	EVALUATION OUTCOME

(Please check box)
	COMMENTS
DEVELOPMENT PLAN SUGGESTIONS

AREAS FOR FURTHER TRAINING

	
	
	N/A
	1
	2
	3
	4
	5
	

	1
	Job Skills & knowledge


	□
	□
	□
	□
	□
	□
	

	2.
	Planning & organisation of duties


	□
	□
	□
	□
	□
	□
	

	3.
	Task completion


	□
	□
	□
	□
	□
	□
	

	4.
	Quality focus


	□
	□
	□
	□
	□
	□
	

	5.
	Client relations


	□
	□
	□
	□
	□
	□
	

	6.
	Communication


	□
	□
	□
	□
	□
	□
	

	7.
	Conscientious & follow up


	□
	□
	□
	□
	□
	□
	

	8.
	Decision making & problem solving


	□
	□
	□
	□
	□
	□
	

	9.
	Teamwork


	□
	□
	□
	□
	□
	□
	

	Staff member      Date:


	Head of Library/ Reviewer      Date:




4.  GOALS, OBJECTIVES and DEVELOPMENT PLAN

 (These goals, objectives and development areas should be agreed upon between Head of Library/Reviewer and Staff Member)

	
	GOALS & OBJECTIVES FOR THE YEAR -  PERFORMANCE TARGETS
	KEY POSITION SKILLS REQUIRED -
PROFESSIONAL DEVELOPMENT ACTION PLAN

	1
	
	

	2
	
	

	3
	
	


5. REVIEW INTERVIEW & SIGN OFF
The interview is an opportunity for discussion about the education support employee’s performance. Comments may be provided by the Principal or Head of Library and the Education Support Employee and the page signed and dated.

	Principal’s or Head of Library’s comments:



	Education Support Employee’s comments:



	Education Support Employee’s signature:
	
	Date
	



All standards met: 


One or more standards not met: 
	Principal’s (or nominee’s) signature:
	
	Date
	


	Date outcome entered on HRMS:
	
	Date of next review:   
	


At the completion of the review cycle a copy of this document should be provided to the education support employee and the original placed on the education support employee’s personal file.
[Type text]
[Type text]
[Type text]
CMElliott 2015

