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	Employee Name:
	     
	Employee ID:
	     

	Position:
	     
	Faculty/Section:
	     

	Supervisor Name:
	     
	Date Review Conducted:
	     


The process of planning and reviewing for individual employees will normally consist of three parts:
· The Goal Setting Plan (Form A), is the mutual agreement between employee and supervisor of activities goals and development plans to be undertaken during the nominated period.
· The Interim Review (Form B) is to be conducted during the year, normally mid-way through the year. The Interim Review is completed by both the employee and the supervisor, against the activities goals and development plans as agreed in the preceding Goal Setting Plan.   Unless the review is required for probationary purposes, completing the Interim Review is optional.
· The Performance Management & Development Review (Form C) is a review which is completed by the employee and supervisor which focuses on the activities and achievements of goals of the employee during the prior year.  It also incorporates a Goal Setting Plan for the following year.
· Goals and accountabilities outlined in the Goal Setting Plan are to be consistent with the position description and standards for the relevant classification level.
· This Form A is primarily used for new/probationary employees as this Goal Setting Plan is included in Form C for existing employees.
USQ collects personal information to assist the University in providing tertiary education and related ancillary services and to be able to contact you regarding enrolment, assessment, employment or associated USQ services.  Personal information will not be disclosed to third parties without your consent unless required by law.
	 activity goals -  As agreed by employee and supervisor




	SPECIFIC GOAL OR ACCOUNTABILITY:
	(What is to be done?)

	     

	STRATEGY TO ACHIEVE GOAL:
	(How do I intend to pursue and achieve this goal?)

	     

	PERFORMANCE OUTCOME:
	(How can achievement be measured or confirmed?)

	     

	TIMELINE:
	(Short-term, long-term or on-going?  Include estimated completion dates if possible)

	     


	SPECIFIC GOAL OR ACCOUNTABILITY:
	(What is to be done?)

	     

	STRATEGY TO ACHIEVE GOAL:
	(How do I intend to pursue and achieve this goal?)

	     

	PERFORMANCE OUTCOME:
	(How can achievement be measured or confirmed?)

	     

	TIMELINE:
	(Short-term, long-term or on-going?  Include estimated completion dates if possible)

	     


	SPECIFIC GOAL OR ACCOUNTABILITY:
	(What is to be done?)


	     

	STRATEGY TO ACHIEVE GOAL:
	(How do I intend to pursue and achieve this goal?)

	     

	PERFORMANCE OUTCOME:
	(How can achievement be measured or confirmed?)

	     

	TIMELINE:
	(Short-term, long-term or on-going?  Include estimated completion dates if possible)

	     


	DEVELOPMENT GOAL/S FOR NEXT TWELVE MONTHS (as negotiated with your supervisor): 

	     


	COMMENTS FROM REVIEWER’S IMMEDIATE SUPERVISOR (if applicable): 

	     

_________________________________



________________
  
Signature






Date




GOAL SETTING PLAN AGREEMENT
This Goal Setting Plan is an achievable and reasonable set of activities to be undertaken in the nominated period.  For probationary employees, the supervisor must flag by asterisk, goals that are required to be met before the appointment is confirmed, particularly when conditions are stated in the letter of offer.

________________________________



______________________________


Employee Signature





Supervisor Signature


___________________





___________________


Date







Date
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