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Performance and Conduct Management
	Document Identifier:
	Effective Date:  
	Version No: 



Purpose
(Company) will create a positive working environment and encourage employees to perform all tasks in accordance with workplace expectations. Managers and employees will engage in (Company) Performance Appraisal program to identify performance expectations and discuss development goals to achieve business objectives. In performing work-related duties, all employees are expected to comply with their employment contract, (Company) Code of Conduct and all relevant Policies and Procedures.

Statement
This is achieved by:
Ensuring that all employees have an understanding of the business’s expectations and the specific requirements of their position by taking part in the annual Performance Appraisal (PA) program
Providing ongoing feedback to employees to recognise and/or enhance their skills and knowledge
Reviewing each employee’s PA program to track progress and identify opportunities for improvement
Providing suitable training relevant to the position requirements to ensure that all employees have the qualifications and skills to perform their role effectively
Ensuring that policies and procedures are available to all employees and that new policies and significant amendments to existing policies and procedures are discussed at team meetings to ensure everyone understands the requirements
Effectively managing unacceptable conduct. Misconduct may result in disciplinary outcomes up to and including termination of employment
Ensuring that disciplinary matters are dealt with promptly through the interview and investigation process and that employees are kept well informed throughout the process
Maintaining documentation of all relevant interviews and written correspondence.  Copies of all documents pertaining to disciplinary actions will be filed in the employee's personnel file
Implementing fair and consistent practices when dealing with unsatisfactory work performance and/or acts of misconduct.

Management of Employee Performance and Conduct
Employee Performance and Conduct Management is divided into two categories;
Unsatisfactory Performance; and
Employee Misconduct

‘Unsatisfactory Performance’ is where an employees’ performance is considered to be unsatisfactory due to their failure to meet the requirements of their position (as set out in the employee’s job description, and PA program).
Where an employee’s performance is unsatisfactory, the employee’s manager will identify the problem as soon as practicable and clearly communicate the corrective action required.

The performance management process should be continuous. If the employee’s performance has improved sufficiently, the formal process should stop. However, if the employee reverts to their previous unsatisfactory work performance, the process should be re-instituted. It might be reasonable to continue the performance management at the stage it was previously terminated, depending on the length of time since the last formal stage.  

‘Employee Misconduct’ is unacceptable employee behaviour contrary to an employee’s contract of employment, (Company) Code of Conduct or any other applicable (Company) policy and procedure or lawful work instruction.  
Misconduct can be divided into two levels depending on the severity of the misconduct:
‘Misconduct’ by an employee that if established could result in a written warning.  This type of misconduct requires the manager to follow a process similar to that for unsatisfactory performance and, if not remedied, may result in dismissal.
‘Serious and/or Wilful Misconduct’ is misconduct that is so serious that it fundamentally breaks down the employment relationship and could result in summary (without notice) dismissal from employment.

Both forms of misconduct are serious matters and need to be dealt with in conjunction with the Human Resources department, in accordance with either the Unsatisfactory Performance Procedure or the Employee Misconduct Procedure.
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SCHEDULE A

PERFORMANCE AND CONDUCT MANAGEMENT POLICY UNDERSTANDING ASSESSMENT



Employee Name:		


Site/Department:		

Management of Employee Performance and Conduct

What are the two catergories of the Employee Performance Management

1. 	

2.		

True or False

(Circle the correct answer for each question)

1. The annual Performance Appraisal is completed every two years.	True  /  False
	
1. Disciplinary matters should be dealt with promptly 	True  /  False
	
1. Employee’s Performance Appraisal’s will not be reviewed	True  /  False

1. Suitable training that is relevant to the position, should be provided 	         True /  False


Finish the Sentence

1. Unsatisfactory Performance is where an employees’ performance is	
		……
	……	……
	……	……
	……	……

2. Employee Misconduct is	
		
	…………	……
	……	……
	……	……

3. Serious and/or Wilful Misconduct is	
		
		……	…………	……
	……	……
		



Employee Signature: 		

Date: 		 /	 /	





HUMAN RESOURCES ONLY

Human resources must confirm that the Employee has demonstrated an understanding of the Policy in answering the questions correctly.  Where an Employee has demonstrated this, Human Resources must sign off below and a copy must be placed in the Employee’s training records and personnel file.

Where an Employee has not demonstrated the requisite understanding, the Employee must be directed to the area of the policy that they must review and complete the Understanding Assessment again.

HR Name:		

HR Signature:		

Date: 		 /	 /	
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