YOUR PERFORMANCE & DEVELOPMENT (YPD) 
PROFESSIONAL STAFF


This is Your Performance and Development (YPD) planning document that captures your 2022 annual Performance Goals, and Development and Career Aspirations.

Between November and January, you should have a discussion with your line manager around achievements and performance in 2021, together with a conversation around 2022 performance goals and development opportunities. For completeness, we recommend these conversations occur concurrently. 

Your 2022 YPD will be compiled and discussed with your line manager by the end of January, and revisited at the mid and year-end performance cycle check-ins. Whilst formal check-ins are required, ongoing discussion throughout the year is encouraged to help track goals progress and address any challenges.

Please note:
· Upload year-end comments, summary and reflections in your 2021 YPD form and submit by the 31 January 2022
· For the start of year, discuss and compile your 2022 YPD form with your line manager and also submit this form by 31 January 2022.
· Your career aspirations will be discussed at the start of year, and a more in-depth career conversation should take place by mid-year check-in with your line manager
· Update your YPD plan as required after each check-in. Then send to your line manager to review/comment – who will return to you to submit
· At the 2022 year-end check-in reflect on overall performance and upload comments, summary and reflections in your 2022 YPD form. Then send to your line manager to complete their comments and return to you to:
 
	SUBMIT YOUR FORM



	Personal Details 

	Name
	

	Title
	

	Line Manager
	

	Department 
	









1. 2022 Performance Goals

Goal setting is the process in which you define and agree with your line manager the key goals or objectives that you will focus on and achieve throughout the performance cycle. 

Please outline at least two goals that are specific to your role. These should align with the University’s strategic direction.

Goals should have SMART characteristics:

· Specific – you and others understand what it is
· Measurable – you should be able to tell whether or not you have attained it
· Attainable – challenging but achievable 
· Relevant – realistic and reasonable
· Time bound – specify deadlines and milestone

Please comment on these goals or objectives at mid-year and year-end check-ins.
	Goal (1)
	Action
	Measurement

	


	
	

	Mid-Year check-in (June – July)

	(Employee Comments):



	(Line Manager Comments):



	Year-End reflection (November – January)

	(Employee Comments):



	(Line Manager Comments):


















		
	Goal (2)
	Action 
	Measurement

	


	
	

	Mid-Year check-in (June – July)

	(Employee Comments):



	(Line Manager Comments):



	Year-End reflection (November – January)

	(Employee Comments):



	(Line Manager Comments):





(copy and paste the above tables to add more goals if you wish)

2. Development and Career Aspirations - (to be completed at the start of year check-in when setting goals)

Discuss with your line manager your broader development objectives and career aspirations and the development activities required to support you. Consider all competencies and skills required, including functional, technical and leadership capabilities.  It’s important that these aspirations also help support Swinburne’s strategic direction.

Development should be aligned to the 70:20:10 learning model (70% - Experience, 20% - Exposure, 10% - Training). 

· 70% of your development effort on day to day experiential learning. That is developing your skills through experience. This could be taking on a new challenging task, improving or mastering the way you currently do something, solving a problem, tackling something challenging within your current role. Taking on a role or task that is outside of your comfort zone.
· 20% of your development effort on social learning such as engaging in communities of practices, networks, coaching, mentoring and receiving feedback. 
· 10% of your development effort on formal learning such as structured training courses. 

While the ratios are flexible, the model recognises that significant learning and development happens outside of formal training.

	Development Objectives
What are the key areas for development that you hope to work on this year?

	




Please note: Your career aspirations will be discussed at the start of year check-in in (November – January). A more in-depth career conversation should take place by mid check-in in (June – July) with your appropriate line manager.

	Career Aspirations (optional) – to be completed by the staff member.
Where do you see yourself in 1-5 years?  Is there a particular role you aspire to or a certain type of work that you wish to pursue?

	




	Development Activities
What are the key activities you plan to undertake to support your Development Objectives and Career Aspirations? What assistance do you need to achieve your career aspirations and development objectives?

	




Leave (anticipated for the year)
	Leave type
	Potential impact on YPD goals/aspirations

	
	



3. Summary and Reflections (to be completed at the mid-year and year-end check-ins)

Consider your major contributions and challenges faced since the start of this performance cycle and reflect on goals progress and achievements. To assist, consider relevant feedback and achievements to help demonstrate performance and goal success.

	
	Mid-Year check in (June – July)
	Year-End reflection (November – January)

	Employee comments
	
	

	Line Manager comments
	
	



Some staff like receiving an overall Performance Rating. Please refer to the “Helpful Resources” section of the YPD Intranet Page to download the template for this optional step if required.



4. Swinburne Behaviours 

All staff are expected to demonstrate the Swinburne Behaviours in the way we work with others.  The Swinburne Behaviours should underpin each of your goals or objectives set. 

Ensure you have taken the opportunity to demonstrate the Swinburne Behaviours when completing your goals (objectives).   

	Please complete at the end of the 2022 YPD cycle:


	Your reflections

	

	

	Line Manager feedback 
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