Performance Management Procurement Policy and Procedure
(HR1)
Policy Statement
The purpose of the Performance Management Policy at Banksia Care is to support the development and skill of our staff and provide them with the opportunity to acquire professional development and receive real-time feedback regarding their performance. We aim to ensure the highest quality of service to all stakeholders through our support systems for managers and staff (including volunteers).
Scope
This policy applies to auxiliary staff, management and educators at Banksia Care.
Background
Our Performance Management Policy aims to support the effective leadership and management of our service that contributes to quality environments for residents’ care and wellbeing.
High-quality internal systems comply with regulatory requirements and clearly set out how our service should operate. Furthermore, they guide and support managers and staff members to enable them to focus on delivering quality care. An ongoing cycle of planning, review and evaluation, driven by strategic leadership and effective administrative systems, enables our service to engage in continuous quality improvement.
Banksia Care understands its responsibilities for meeting the needs of its stakeholders. This includes ensuring that we continue to deliver high-quality care and support to residents. As a service, we also need to be prepared if a staff member breaches one of our regulations or policies and can manage and support all those included.
Legislative Requirements
· Public Service Act 1999
· Racial Discrimination Act 1975
· Sex Discrimination Act 1984
· Workplace Health and Safety Act 2011
· Age Discrimination Act 2004
· Disability Discrimination Act 1992
· Fair Work Act 2009
· The Work Health and Safety Act 2011
Principles that Inform our Policy
All decision-making about our Performance Management Procedure is carried out in accordance with the principles of our Performance Management Policy.
· It is recognised that every member of our team impacts the health and wellbeing of others.
· We all have a role in creating an environment that supports and promotes this within the service as a whole and as individuals.
· We understand that physical and mental health is a continuum that moves up and down individually and as a group. Our procedures strive to support all staff within that continuum.
· Staff who are safe and well and working in supportive environments can provide the best possible care to residents.
· Our commitment to governance and leadership is enabled through our service philosophy, policies and procedures.
· General Considerations
· Banksia Care views our staff as our greatest assets, and in order to ensure we deliver high-quality care, we need to support our staff in continued learning and development.
· As a service, we are also responsible for ensuring all staff are meeting their requirements and completing their set duties.
· Our service must ensure all staff comply with legal requirements and Banksia Care’s policies and procedures.
· The service will respond immediately when a breach has been identified and implement the performance management process.
· Staff development and support include:
· professional development.
· staff annual appraisal.
· performance management process (In the event a breach has accrued).
Key Terms
	Term
	Meaning
	Source

	Performance management
	The process of continuous feedback and communication between managers and their employees to ensure the achievement of the strategic objectives of the organisation.
	www.toolbox.com

	Grievance
	A cause of distress (such as an unsatisfactory working condition) felt to afford reason for complaint or resistance.
	Merriam-Webster Dictionary


Links to other Policies and Documents
· Staff Wellbeing and Support Policy and Procedure
· Confidentiality Policy and Procedure
· Skills Development Policy and Procedure
· Continuous Improvement Policy and Procedure
Induction and Ongoing Training
Banksia Care requires that induction and ongoing training of all staff include the Performance Management Policy to enable staff to fulfil their roles effectively. In addition, Banksia Care promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and consultation at policy review sessions.
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Monitoring, Evaluation and Review
This policy will be reviewed annually or on the occurrence of any relevant legislative change. Management of Banksia Care will conduct reviews in consultation with staff at staff meetings.
Performance Management Procedure
Professional Development
Professional development refers to formal or informal training and may include:
· networking with other services and professionals
· mentoring and coaching programs
· in-house or external training (workshops, courses)
· sharing information gained from formal studies
· conferences
· visitors from local areas
· reading professional publications and websites
· viewing professional DVDs
· engage in professional reflection (journals)
· further formal study.
Professional development within Banksia Care:
· Management will arrange a variety of professional development opportunities throughout the year.
· A variety of professional development types will be provided to suit all staff.
· Concepts and topics will be decided based on the staff and manager’s needs at the time.
· Professional development will not be at the cost of Banksia Care employees or volunteers.
· Managers and staff must engage in three professional development opportunities per year.
· Managers and staff are encouraged to implement new skills and knowledge within the service.
· Managers and staff must engage in professional and respectful practice during professional development – such as respectful behaviour and arriving on time.
Staff Annual Appraisal
Staff appraisals are an opportunity to reflect on your role and duties, highlight achievements, and consider your strengths and areas to continue to work on to meet your full potential. Staff will meet with management and gain positive and constructive feedback through a genuine and collaborative discussion regarding your role.
· All staff will undergo a staff appraisal every year. This will be conducted at the same time each year.
· New staff will be introduced to the formal performance management system during orientation.
· An initial performance appraisal will take place within three months of appointment to ensure new staff are clear about their responsibilities and their services expectations, and thereafter at least every 12 months.
· Staff will be informed two weeks before appraisal and will be given a self-reflection template to fill out and return before the appraisals.
· The appraisal will include the Residential Manager, the Care Coordinator, the Education Coordinator and yourself.
· During the appraisal, you can expect to discuss strengths and achievements, challenges, concerns and areas you would like to develop in and areas management would like to support you with.
· In order to facilitate a review of overall performance, reference will be made to each staff member’s job description.
· In determining the objectives, what might reasonably be expected of any staff member at the stage in their career, their aspirations and work-life balance, should be borne in mind.
Performance Management Process (in the Event a Breach has Occurred)
· Informal complaints management happens when staff receive feedback about their performance from their work colleagues, a resident or a visitor but does not include a breach.
· Issues or concerns will be addressed straight away, thus preventing the development of conflict or major problems.
· Banksia Care will comply with the ‘Customer Complaints Policy’ in order to manage the complaint.
In the event a staff member makes a breach of a Regulation or Policy, the following will be implemented:
· A proposed breach has been indicated to the management team.
· The Residential Manager will inform the accused that an investigation is underway and provide them with time to prepare for an interview.
· The Residential Manager will interview the accused, discuss the allegations, and allow the staff member to state their side. This will be unbiased and fair and in pursuit of the truth.
· The accused staff member will be allowed to have one person sit with them in the meeting.
· The agreed time for resolving the issue will be confirmed.
· The Residential Manager will start an immediate investigation. This will include interviewing all parties, gathering evidence, and mediating between parties if needed.
· The Residential Manager will come to an outcome regarding whether a breach has occurred.
· If a breach occurs, the Residential Manager will give the staff member an official written warning (unless it is a fireable offence).
· The Residential Manager and staff member will devise a Performance Management Action Plan to ensure the staff member develops the skill and knowledge required around the area where the breach occurs.
· The staff member and the Residential Manager will meet every two weeks to discuss the training plan until Residential Manager is satisfied with the learning outcome.
· If the Residential Manager is unavailable, the Care Coordinator may be required to manage the above process.
Termination
· Banksia Care holds the right to terminate an employee immediately if they engage in a misconduct offence and is deemed by the law.
· In most cases, employees will not have their contract terminated unless management has implemented three written warnings within a reasonable timeframe and provided adequate feedback and training that has not improved the performance of the employee.
· Please refer to documentation from https://www.fairwork.gov.au/employee-entitlements/managing-performance-and-warnings#warnings-and-unfair-dismissals.

