	

	Performance and Development 

Education support class

	


PERSONAL DETAILS
	Name:
	


	Record Number:
	


	Current classification, range and subdivision:
	


	School:
	


	Review period:
	1 May 20____
	to
	30 April 20____


	Date plan agreed:
	


	Employee’s signature:


	
	

	
	
	

	Principal’s (or nominee’s) signature:


	
	


This document sets out the ‘proposed performance requirement’ and ‘statement of achievement’ against the performance standards applicable for employees in the education support class. Ultimate responsibility for the performance assessment outcome rests with the principal or (principal’s nominee). However, a principal may assign the process to a nominee with the exception of the final assessment decision.
Assessment of an education support class employee’s performance against the performance standards is within the context of the duties and responsibilities of the position.

The principal or principal’s nominee will consider the statement of achievement 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 class employee has satisfied all the standards.

	Education support class performance and development plan
	


	Performance Standards


	Proposed performance requirement 
	Statement of Performance 

	1.
Be acquainted with, and effectively carry out, the responsibilities of the position as set out in the relevant position description.


	
	

	2.
Seek feedback on, and improve, their knowledge and skills.


	
	

	3.
Act in a professional manner with colleagues and, where appropriate, with students and parents/guardians.


	
	


	Performance Standards


	Proposed performance requirement 
	Statement of Performance 

	4.
Promote a safe and supportive school environment.


	
	

	5.
Understand and act in accordance with the school’s code of practice

	
	

	6.
Be acquainted, and act in accordance, with the goals and priorities as set out in the school’s strategic plan

	
	


	Professional development


	Proposed action


	Outcomes achieved



	
	
	


Mid-cycle review

The mid-cycle review is an opportunity to discuss progress and provide formal feedback on the employee’s performance to date. In light of this discussion it is also possible to refine the performance requirements identified in the plan, with agreement between the principal and employee. Comments are to be provided by the principal (or nominee) and the education support class employee and the page signed and dated.
Note:
Where it is considered likely that the employee may not meet one or more of the standards at the end of the performance cycle the employee must be advised, in writing, no later than 31 January (or 31 March if the employee has less than six months eligible service).  

	Principal’s (or nominee’s) comments:



	Employee’s comments:



	Employee’s signature:
	
	Date
	


	Principal’s (or nominee’s) signature:
	
	Date
	


Performance assessment (end of cycle)
Education support class
To be completed by the principal (or nominee).

	Performance Standards
	End of Cycle Comments
	Performance Standards met

	The employee will:
	
	Yes
	No

	1.
Be acquainted with, and effectively carry out, the responsibilities of the position as set out in the relevant position description.


	
	
	

	2.
Seek feedback on, and improve, their knowledge and skills.


	
	
	

	3.
Act in a professional manner with colleagues and, where appropriate, with students and parents/guardians.


	
	
	

	4.
Promote a safe and supportive school environment.


	
	
	

	5.
Understand and act in accordance with the school’s code of practice.


	
	
	

	6.
Be acquainted, and act in accordance, with the goals and priorities as set out in the school’s strategic plan

	
	
	


Performance assessment (end of cycle)

	Principal’s (or nominee’s) comments:



PERFORMANCE OUTCOME:

The employee must meet all six performance standards in the context of the duties and responsibilities of the position to have a successful performance outcome.
	All standards met: 
	
	
	One or more standards not met: 
	


	Principal’s signature:
	
	Date:
	


SALARY PROGRESSION:

Employees progressing through the scale who have met all the standards will be granted salary progression.

	Employee’s comments:



	Employee’s signature:
	
	Date:
	


At the completion of the review cycle a copy of this document should be provided to the employee and the original placed on the employee’s personnel file.
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