. emdesl TS SETLE g e fosfia

RS _um:ﬂo_.:_m:nm Planning and Review for Professional Staff A_u_u_w__umv

_uo::m.‘_oo_.moo_ Q«m \\W ﬁ *Dl_ . Wo 2.2 \m, \\‘N

v

PPR-PS is a participative process which oo::_cﬁmm to individual, work area m:a oam:_mmﬂ_o:m_ achievement. PPR-PS facilitates a shared understanding, between the staff
member and supervisor, of performance expectations, and v8<_qmm an opportunity to discuss development opportunities and workload issues.

ch_. _umﬂm__m & Timeframes _ .
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Name Position Title Staff JB-Nu .

Library . TILS

School/Department ~ Faculty/Division Signature :
28/(8 [12 ST 02/6/12

Date plan agreed Mid-cycle review date Final review date

_W,: Manager Details & mmmzwﬂcqmm

Cameron MacLeod 4L

Position Title, Supervisor Si§rature, Supervisor Date
Helen Hobbs . Ao ks A A | «NL\U\#T ~ 12
Position Title, Head of Organisational Area Signature, Head of Organisational Area Date

Work . ,
A:m following cqmumﬁmzo: c:oﬂ to the PPR Q_mocmm_o: 3m< mmm_mﬁ you in Sm vﬂoommm
[ ] Read relevant background documents such as the QUT Blueprint, Division/Faculty Plans, work area strategic plans

[1 Read the PPR-PS Policy (located at http://www.hrd.qut.edu.au/hrinfo/hrforms/professional.jsp)
_H_O:mox no@:o:ammozcﬁ_o:*oﬁoc:m:Qm:a ﬁm_m<m:om
_u

Discuss <<_5 your supervisor any suggested changes to your position Qmmo:goz make amendments as agreed (if mv_o__om_o_mv and forward copy to HR
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¢ current duties;

_ oc and your mcnmE_moﬂ are _055\ _.mmuo:m_c_m ﬁoﬁ am<m_on_:m m@ﬁmma vm:no:sm:om objectives and mﬂm:amam It may be cmmE_ to a_mocmm

¢ how your responsibilities link with organisational and work unit planning and outcomes;

¢ development needs which will enable accomplishment of stated objectives;

¢ how you might jointly manage obstacles/problems which may arise and hinder the achievement of performance objectives.

Peirforrmance and Development Plan
Set out your performance objectives for the coming review period in order of priority/importance.

Performance Objectives — What & How?
When defining ‘how’ you'll achieve the objective, consider:
Quality: how well / what value?

Quantity: how many?

Cost: how much?

Time: by when / in what period?

Feedback and Evidence

Wha:  supervisor, co-workers, staff, students,
clients, self
What: surveys, work diaries, reports, quality system

instruments, work examples

Development activities and resources
Identify any resources, training and development that
you require to be able to meet the stated objective.

1. Complete timesheets on a daily basis.

Submit leave via Staff Connect -
» unforeseen absenteeism the next day of attendance
> anticipated leave, seek prior permission of supervisor

Ongoing

Collection Access Supervisor
Library Services Manager (LSM)

Branch Library Manager (BLM)

Staff connect

Section Diary

2. Returning and Re-shelving of Library material in an organised, safe and
efficient manner and identify multiple copies of previous editions for deselection.
o View screen when returning items for instructions — Course Reserve and
CMD item(s) to be placed on appropriate shelves within the section.

e Check L&R desk for Course Reserve returns at the start and half way
through rostered shift

¢« Use only the top shelf of re-shelving trolley’s to minimize injury
s Minimum of 2 completed trolleys shelved per rostered shift

¢« When.new editions of a title arrives. Keep all of the previous edition of
title and deselect all other editions
Ongoing

Collection Access Team Leader

Collection Access Supervisor

Client surveys

Co-workers

KPI turnaround targets as per Client Charter

Quality Shelving survey

Sectional training
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4. Maintain a high level of the client service and a welcoming environment for

Collect Access Supervisor

Presentation for excellence checklist -

clients Sectional training
© _uﬁmmm:.ﬁmzo: for Excellence (create an environment conducive to study) | LSM
o Instruct client in the use of Shelf Checkout machines Smart phone including training ,
o Help client search for ‘known items” and general ncm:mm using section BLM o
smart phone . Tour script
o  Conduct Library tours - Rostering
Ongoing Library surveys .
5. Maintain the Library collection to ensure clients are able locate available items
within the collection. Co-workers Damaged item procedures
. replace illegible call number lables on items and serial boxes Clients Sectional training
. identify damaged items, check useage and place into correct workflow
. Catalogue queries for LRS LRS staff LRS Collection maintence slips
» Serials holdings on catalogue different to on shelf
» Same call numbers on different items Library surveys

Ongoing

Career/Development Plan

You and your supervisor. may wish to discuss your future career aspirations and/or development opportunities you would like to pursue. If you are seeking financial assistance for any development programs (eg

conference leave or study assistance scheme), iti is important to note this as it will assist your supervisor in budgeting for ncwm:nm\ costs. Note additional development obbol::&mm that may arise during the year, after

discussion with your supervisor.
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it w meeting is held approximately 6 months into the cycle and provides an opportunity o discuss your progress to date and any difficulties that you have
encountered. It's also an opportunity to reassess the Performance Objectives established in your initial plan. Prior to participating in the interim review, it may be useful to
reflect upon the following questions: _

« What progress have | made towards achieving my performance objectives?

»  What progress have | made towards achieving my Qo<m_ov3m3 objectives?

« What obstacles or issues have impacted upon my ability to meet those objectives?

* Have my area’s priorities/directions changed? How does this impact on my objectives?

Staff member comments

Supervisor comments \\
s
) o
[l Progress towards meeting objectives is satisfacfory. L1 I have participated in the review of my performance and noted my supervisor's

B \ assessment.

Progress towards meeting oE.mQEm\m\ﬁ not satisfactory for reasons noted above.
However, performance is rated sati

Sfactory.
\

[ ] Progress and vmlo::m:mm\m_,m rated unsatisfactory for reasons noted above.

[ Summary comments by staff member attached (i required)

Procedures for managing unsatisfactory performance have been initiated.
\\
Supervisor signature Date Staff member signature Date

\

4
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This section is oo:%_mﬁma by the mcnmE_moﬂ and mox:oé_ma@ma as read and c:amﬁmﬁooa by ﬂro staff SmBUm_, At the end of the review cycle (usually 11 months after the initial

plan was agreed) you and your supervisor will meet to discuss performance and development over the cycle. At this meeting you should:
e discuss in detail the results achieved against the agreed performance objectives (include impact of any obstacles);

¢ note progress towards any professional development achieved during the cycle; and
« identify any objectives that need to be carried over to the next cycle.

Evaluate whether each oEmQEm has been achieved against the &m:qm&m set in the Performance and
Development Plan.

1. Madelin completed her timesheets on a daily basis and submitted leave and shift
allowance requests via Staff Connect as required.

Identify what worked well and any areas for development.

2. Madelin carried out all tasks related to the returning m:a re-shelving of Library materials
efficiently and safely.

4. Madelin has constantly maintained a high level of client services by helping clients
search for ‘known’ items and general queries both in person and by using the smart
phone. Madelin did not have the opportunity to conduct a library tour as the tours
occurred at the beginning of semester before her contract began.

5. Madelin performed the task of maintaining the Library collection by carrying out all the
required processes, including replacing call numbers of items as directed by LRS.

Overall comments, including special achievements and outstanding performance.

In the three months that Madelin has been with the Collection Access team, she has proven to be a valuable team member. She has consistently performed her work efficiently
and to a high mﬁm:ama. Madelin is reliable and quick to learn new procedures, which has enabled her to take on any extra tasks very effectively.

During her employment, Madelin oan_mﬁma STEPs with the Learning & Research Desk and
Delivery team to @m_: an understanding of the process.

Unfortunately, due to mﬁmm.:m budget constraints we are unabie to renew Madelin’s contract.

both the Business and SEF teams. She also shadowed and mmm_mﬁma the Document
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Performance Assessment

[L] Performance objectives have been exceeded and performance is rated _M\ | have participated in the review of my performance and noted my supervisor's
exceptional. assessment.
I Performance objectives have been met and nm;o::m:ow is rated satisfactory. [] (Optional) | have attached summary comments.
[] Performance objectives have not been met: |
[ for reasons noted above, however, performance is rated satisfactory.
[] and cmlo:ﬁm:om is rated unsatisfactory for reasons noted above. Procedures
for mapaging c:mmzmﬁmoﬂoé performance have been initiated. ~\ ,
i 20 /612 \Wf@ 1l >2
Su 8260@:&:6 Date Staffiember signature Date
B, GO, R U — N iy 26/ VL.

Position Title, Head of Organisational Area

Administrative Actions

Signature, Head of Organisational Area

Date ’

Supervisors should ensure that the following actions occur after the Final Review discussion

Forward completed form to the Head of O@mimm:.o:m.\ Area for sign-off

Forward a copy of the form to the staff member for their records.

OO0

Set a date for discussion to commence new PPR cycle.

Forward original documentation to the Human Resources Department for retaining on staff member’s personnel file.
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