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	                           Casual Employee Work Plan
                                      “Reach your Potential”
	                 


	NAME:  
Staff Members name here
	POSITION TITLE:   
Position Title here

	FACULTY / CENTRE:

Facilities & Services / Commercial Services
	SCHOOL/BRANCH: 
Sports & Recreation

	CAMPUS:  
Joondalup       
	SUPERVISOR'S NAME:  
Supervisors Name here

	DATE OF LAST FEEDBACK DISCUSSION: 00/00/0000
	DATE OF THIS FEEDBACK DISCUSSION: 
00/00/0000


This Professional Development discussion is an opportunity to align your professional and 
personal goals with the ECU Sports operational plan.
This is a shared responsibility between you and your supervisor where you are encouraged to participate fully and promote an on-going discussion that is honest and meaningful.  
Preparing for My MPS Discussion
The Management for Performance System (MPS) is an initiative that supports the University's goal of strengthening the leadership skills of its staff.

In preparation for the MPS discussion, supervisors and staff are responsible for the following activities:

	Preparing
	· Review your position description


	Reviewing the past 12 months
	· Has there been any significant changes in your workload or duties during the past 12 months Reasons why any work objectives were not met
· Suggestions for improvement or enhancement to your workplace
· Training and development undertaken


	Moving forward during the next 12 months
	· List any key activities/ tasks/projects you would like to focus on.
· Think about how you will measure your success in the above
· Any problems encountered in your workplace
· Training and development opportunities you would like to explore
· Your workplace accomplishments



Setting My Work Objectives, Indicators & Targets

Work objectives, indicators and targets should be:

· Specific, Measurable, Achievable, Realistic and Timely (SMART);
· Clearly aligned with ECU Sports operational plan.
· For this review period your work plan will be completed in partnership between you and your supervisor.
	
	 ‘SMART’ Work Objectives
	 ‘SMART’ Indicators and Targets


	1
	Provide support to ECU Sports Management by promoting to customers the monthly promotions
	Strategies (how)
Verbally communicating and where possible distributing flyers for promotional events to clients.


	
	
	Outcome (measure)
Increase awareness by clients of promotional events

	2
	Support ECU Sports in continuous improvement and assist in identifying a way to streamline any of the current Front Reception processes
	Strategies (how)

Review current front reception procedures

	
	
	Outcome (measure)

Propose 1 new improvement recommendation

	3
	Support the implementation of a regular ShapeHer member’s social program.
	Strategies (how)

Assist in the development of the ShapeHer social programs

	
	
	Outcome (measure)

2 successful ShapeHer social events in 2010


  General Comments by Staff Member (Optional)

	


General Comments by Supervisor (Optional)
	


End of Year Review - My Performance

Review your previous year’s performance outcomes against agreed objectives and indicators you made at the start of the review period.  The staff member should complete the relevant sections below (including rating your own performance)
	Objective Number
	Actual Performance

Record actual performance against work objectives and indicators set at the beginning

To be completed by
Staff Member
	Assessment of Performance Outcomes

Scored out of 10

	
	
	By Staff Member
	By Supervisor

	1
	
	
10
	
10

	2
	
	
10
	
10

	3
	
	
10
	
10

	 FORMCHECKBOX 

The staff member is currently under probation. 


General Comments by Staff Member (Optional)

	


General Comments by Supervisor (Optional)
	


Training and Personal Development 
Identify short term training activities or opportunities to assist you in achieving your work objectives and reaching your potential. You are encouraged to refer to the Professional Development website (on Staff Kiosk) to look at course offerings for ideas and training opportunities.
	Capabilities to be maintained and developed
	Last Completed
 (if applicable)
	Proposed actions

(Who will take what responsibility/action)
	By when?

(Indicate specific time frames)

	Senior First Aid or

 Work Place First Aid

 (CPR refreshed annually)
	?? /??/????
	
	

	Ergonomics and Manual Handling

(refreshed annually)
	?? /??/????
	
	

	Defibrillator / Oxygen Training

(refreshed 6 monthly)
	?? /??/????
	
	

	Armed hold-up / Bomb Threat

(refreshed annually)
	?? /??/????
	
	

	Emergency Evacuation Training

(refreshed annually)
	?? /??/????
	
	

	Staff participation in ECU Sports Group Fitness class and or Program
	?? /??/????
	
	

	
	
	
	


Desired future career direction

· Mid-range (around 2-3 years)

	


· Longer range (4-5 years)

	


Individual staff members and supervisors each retain a copy of the My Work Plan. The documentation is used as a basis for ongoing feedback and review discussions. The original signed will be placed on the individual staff member’s file. 
	I acknowledge that I have read and understood ECU’s Code of Conduct & ECU Sports 10 Commandments

	I have participated in the MPS and acknowledge 

the comments from my supervisor.
	Constructive feedback and support has been 

provided to the staff member.

	Signatures


	Staff Member


	Supervisor


	Date
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