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INTRODUCTION 
This Best Practice Guide provides information about performance 
management as it applies to employers covered by the Fair Work Act 
2009 (Cth) (FW Act). However, the principles and practices outlined have 
application in any workplace.   

The FW Act has produced a major overhaul of the workplace relations 
system in Australia. The Act: 

 establishes the National Employment Standards (NES) which, 
together with modern awards, set the minimum wages and 
conditions for employees;  

 places an emphasis on collective bargaining and enterprise 
agreements;  

 provides greater protection for employees against unfair dismissal 
and against adverse action for having or exercising a workplace 
right; and 

 establishes a single body, Fair Work Australia, to oversee the new 
workplace relations system. There will also be an inspectorate 
headed by the Fair Work Ombudsman.  

Most of the FW Act commenced on 1 July 2009. The NES and modern 
awards commence on 1 January 2010.  

The FW Act covers employers:  

 that are incorporated under the Corporations Act 2001 (Cth) or other 
legislation and that engage in substantial trading or financial 
activities, or that are foreign corporations (‘constitutional 
corporations’ - see Master Builders Fact Sheet 2); or 

 that employ employees in Victoria, the Australian Capital Territory 
(ACT) and the Northern Territory. Tasmania and South Australia 
have announced their intention to refer their industrial relations 
powers to the Commonwealth from 1 January 2010; this means that 
the FW Act will apply to all private sector employers and their 
employees in those States from that date. 

The FW Act increases the protection for employees who have been 
unfairly dismissed. The FW Act also brings together a range of related 
protections, including freedom of association, unlawful termination, and 
other miscellaneous protection provisions into a new set of ‘general 
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protections’, effective from 1 July 2009. The general protections provide 
more comprehensive protections for employees than under the previous 
workplace relations laws. 

The general protections use the concept of ‘adverse action’. Adverse 
action is broader than dismissal – it includes discrimination between the 
employee and other employees for a prohibited reason; injuring a person 
in his or her employment; refusing to employ a person; or prejudicially 
altering the position of a person (such as demoting the person) for a 
prohibited reason. Adverse action includes threatening to take action and 
organising action.  

The general protections make it unlawful for a person to take adverse 
action against another person in the following circumstances: 

 the person has, or exercises, a workplace right;  

 the person is, or is not, a member of a trade union; 

 the person engages in, or chooses not to engage in, industrial action; 
or 

 on the grounds of race, colour, sex, sexual preference, age, 
disability, marital status, pregnancy, family or carer’s responsibilities, 
religion, political opinion, national extraction or social origin.  

Performance management connects with rights that employees have 
under the FW Act. That connection is explained in this guide.   

WHAT IS PERFORMANCE MANAGEMENT? 
Performance management is a means to improve organisational 
performance by linking and aligning individual, team and organisational 
objectives and results. It also provides a means to recognise and reward 
good performance and to manage under-performance. It can therefore 
be a tool in employee counselling prior to termination of employment. It is 
a tool that is relevant to all enterprises, no matter their size. 

Performance management principles can be used to create a system of 
management that begins when a job is defined as needed by the 
organisation, including the preparation of a job description for the 
position. It only ends when an employee leaves the organisation. 
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Performance management has three broad stages, as illustrated in 
Figure 1. 

Figure 1: 
Broad stages of performance management 

 

 

Source: Tovey & Uren, Managing Performance Improvement 2006, p.57 

There are many other components of performance management. 
However, these three processes form the foundation of any performance 
management system. 

Planning and standard setting 

Induction  

A critical part of planning is to ensure that all employees are properly 
inducted. Induction is where the firm provides information and guidance 
to new employees to help them commence productive work as soon as 
possible. Induction should be interactive, with exchanges of information 
rather than a mere explanation of a number of factual issues. 
Supervisors who deal with the employee on a day to day basis should, 
wherever possible, be responsible for the induction; at least once the 
paper work element has been dealt with the relevant supervisor should 
be involved with the balance of the process. The template at Figure 2 
includes a check list of matters that an induction session should cover. 

The check list includes a range of policies that set out expected 
standards of behaviours and skill. A policy should be written so that it is 
clear - employees should know what is expected of them and the 
consequences of breaching the terms of a policy. Policies should be 
provided to all employees at induction and at regular intervals in 
particular when they are updated. It is essential that if the consequence 
of breaching the terms of a policy will result in termination of employment 
that this is emphasised when communicating the policy, at induction and 
whenever policies are amended. This communication should be 
monitored to ensure that the policies are implemented. The policies 
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should be able to be amended following feedback from employees which 
should be encouraged.  

From 1 January 2010, employers must provide each new employee with 
a copy of the Fair Work Information Statement. The Fair Work 
Information Statement will be prepared by the Fair Work Ombudsman 
and will contain information on key elements of the new workplace 
relations system including the role of Fair Work Australia and the Fair 
Work Ombudsman, the National Employment Standards, modern 
awards, agreement making and freedom of association. The Fair Work 
Information Statement will also contain information on individual flexibility 
arrangements, employee records and privacy and termination of 
employment. When an employee is inducted would be an appropriate 
time to provide the Information Statement. 

Induction should also be tailored so that employees are aware of their 
and the employer’s administrative responsibilities regarding record 
keeping and other legal requirements and how these matters will be dealt 
with in a systematic manner. 
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Figure 2: 

Induction checklist template 

 

Name: _________________________Position:______________________ 

Date employed: ____________Date of induction: _______________ 

Manager to sign items when completed. Copy for employee. 
Copy to be kept in personnel record 

 Date Employee 
signature 

Performed 
by (sign) 

Conditions of employment explained 

 ensure all necessary employment 
documentation completed 

   

General conditions of employment 
(modern award, enterprise agreement, 
common law contract, or other industrial 
instrument) 

   

Confidentiality agreements and conflict 
of interest 

   

Job responsibilities - provide job 
description 

   

Employee personal details form 
completed 

   

Banking details provided    

Tax file number declaration form 
completed 

   

Fair Work Information Statement 
provided (required from 1 January 
2010) 

   

Pre-employment medical satisfied    

Probation period of employment    

Pay procedures    

Superannuation    
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Choice of superannuation fund (if 
needed)  

 the employer has an obligation to 
provide the TFN with the first 
payment to the super fund (where 
the TFN has been supplied to the 
employer by the employee).  

   

Leave procedures explained    

Hours of work and meal breaks 
explained 

   

Overtime procedures explained    

Payroll including time sheets    

First day: 
Introduction to manager/supervisor and 
other staff 

   

Issue swipe passes, keys, etc.    

Layout of organisation/physical work 
environment 

Tour of the site/office premises and 
location of facilities/amenities including: 

 Canteen/lunch room 
 Locker room 
 Toilets  
 Security  
 Car parking 

   

Supervisor or work group employee 
appointed to assist new employee to 
settle in and familiarise themselves 

   

Details of the functions of the work 
group and how it relates to the rest of 
the company organisational chart 

   

New employee to view, read company 
information such as annual report, 
company DVD or video  

   

OH&S: 

 Construction induction training 
completed 

 National Construction Safety 
Induction white card obtained 

 On site safety requirements and 
procedures explained including: 
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 Safety procedures  
 Use of personal protective 

equipment 
 How to report incidents, injury, 

hazards 
Introduction to  

 first aid personnel 
 fire warden 
 OH&S representative 

   

 First aid kit/room 
 Emergency evacuation procedures  
 Exits  
 Assembly points for evacuation 

   

Policies and procedures  

 occupational health and safety 
policy  

 alcohol and drugs policy  
 website and computer use policy 
 equal employment opportunity 

policy 
 smoking policy 

   

All associated policies not covered 
elsewhere 

   

Expectation of work standards 

 This includes job tasks and 
responsibilities, work, dress 
policies and behaviour standards 

   

Standards of customer service and work 
quality 

   

Other  

The following will not be applicable to all 
employees 

   

Introduction to administrative support 
services personnel 

   

Introduction to technical support 
services personnel 

   

Use of company vehicles    

Location of staff bulletin boards    

Training in company software and e-mail 
systems 

   

Performance Management 9 



Outlining performance appraisal system at induction 

The checklist above envisages that the company’s performance 
management system will form part of the induction of the employee. This 
should include the company’s approach to formal and informal 
performance feedback, how performance will be measured and the 
procedures in place for employees to challenge a supervisor’s evaluation 
(for example via an endorsed grievance procedure). 

Position descriptions 

Each firm seeks to achieve certain objectives e.g. making a profit, 
providing a livelihood for its stakeholders, contributing to the community. 
It has specific business objectives that need to be achieved. Those 
objectives cannot be achieved without the work of the employees. Their 
specific objectives should be clear to them and to the company. Hence, 
all employees should be provided with individually tailored position 
descriptions.  

Position descriptions do not need to have a particular format. One format 
for setting out a position description is set out below at Figure 3. The 
objective of all position descriptions is to provide an ongoing, accurate 
picture of the responsibilities required within specific job roles, the 
authority levels attached to specific roles and a clear explanation as to 
how the output of the role is to be measured. Drafting a position 
description also assists the organisation to properly reflect how a specific 
job function assists the business.  

The position description should be updated during regular feedback to 
the employee about their performance - both formal and informal.  
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Figure 3: 
Position description template 

Job specification 
 
Position Title:                                                        Reports to:  
 
Date prepared:  
 
Date revised:                                     (with Manager’s signature) 
 
Purpose: Describe how this position assists the organisation to achieve its goals and 
its relationship to other areas of the business 
 
 
 
Content: Describe the main duties, responsibilities and tasks 
 
 
 
 
Accountabilities: What are the targets and performance standards required?  
 
 
 
 
Performance criteria: How will performance be measured? 
 
 
 
Supervision: The amount of supervision that is normally given and any reports to the 
position 
 
 
 
Skills: Skills and/or qualifications needed  
 
 
 
Customers: Indicate the people (internal and external) this job provides a service to  
 
 
 
 
Suppliers: Indicate the people (internal and external) that provide input to this job. 
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Action statements 

There may well be action statements prepared for a particular position or 
job within the organisation. This is particularly the case where 
occupational health and safety considerations mean that a safe work 
method statement (SWMS) should be prepared for a particular task. 
Action statements are not performance standards; they are the means by 
which the work is undertaken rather than the result to be achieved. 
Adherence to the SWMS may, however, assist to achieve the result: 
undertaking the work in a safe manner. Accordingly, preparation of these 
action statements, where they assist with the achievement of an 
individual or organisational goal, is recommended. 

Focus on results 

Planning for appropriate performance means focusing on the required 
outputs or results that are expected of an employee. This is different from 
devising a specific method of undertaking a task. For example, the result 
relating to occupational health and safety may be expressed as “carrying 
out the work safely” or “carrying out the work without injury to company 
personnel or others” rather than “adherence to the SWMS” for the task. 

Case study 

Bruce Jackson is a carpenter responsible for erecting roof trusses and is 
employed by a medium to large sized domestic home builder. A safe 
work method statement is in place. The carpenter must not only follow 
that statement but go beyond it to ensure that the work is undertaken 
safely. The work also involves erecting trusses in accordance with the 
manufacturer’s recommendations and in accordance with the Building 
Code of Australia. The remainder of the requisite performance standards 
derive from meeting the detail of the plans for the roof truss lay-out and 
implementing the company’s overall construction standards e.g. for 
timber quality and bracing and fixing, as well as in following any time and 
other requirements. 

Once a specific result or results have been set a standard that relates to 
the performance of work should be selected. Performance objectives 
should set out in detail what must be achieved and have four 
components: a result, a measure, a condition and a time limit.1     

                                                      

1  Tovey & Uren, Managing Performance Improvement (2006) p.117  



How these concepts operate is best illustrated by following up on the 
detailed results sought from the carpenter responsible for erecting roof 
trusses in the example above: 

Performance: safely installing roof trusses as part of a team of three 
and a crane/hoist operator, with responsibility for supervising the 
apprentice’s work. 

Measure: all roof trusses installed in accordance with technical and 
OH&S specifications, straight, level, fixed and braced as per the 
manufacturer’s instructions and in accordance with all 
approved/certified documentation available on site.  

Conditions: under normal working conditions as part of a small 
team. 

Time limit: in accordance with the agreed construction 
programme/critical path for each site.  

Obviously, these performance objectives could be written in much 
greater detail. In essence, the objectives should have the function of 
establishing for the employee and for management exactly the result that 
is to be achieved in the specific time frame so as to advance the interests 
of the employee and the firm. Identifying the result and the standard at 
which the result must be achieved is the essence of planning for good 
performance. 

Establishing standards of behaviour 

In addition to the specific criteria that relate to an individual position, 
induction and other procedures should ensure that the employee is 
aware that part of the standard of performance required is adherence to 
the firm’s human resources policies such as those relating to drug and 
alcohol use, discrimination, harassment and bullying and a range of 
policies that set standards for conduct and behaviour whilst at work. The 
result sought is for employees and others to adhere to standards of 
behaviour that advance the organisation’s objectives and to apply those 
policies as part of their daily work routine. 

In the planning process, it is vital that the standards set and expectations 
about behaviour are properly communicated to employees. The process 
will be meaningless unless it involves communication with and from 
employees. The communication process should start with the employee 
being fully aware of the expectations arising from the position 
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description. As indicated earlier, the employee should also be inducted 
properly so that all of the firm’s policies relating to standards of behaviour 
and minimum legal requirements are made known.  

PERFORMANCE AND APPRAISAL 
The objective of the performance appraisal system is to monitor progress 
of the capabilities and achievements of employees, to facilitate the 
ongoing development of team members and to identify when an 
employee has demonstrated readiness for greater responsibility. The 
objective of individual performance appraisals is to review work 
performance on the basis of both capabilities and achievement of 
specific performance objectives.  

Performance appraisal is not just a formal process once a year but 
involves constant feedback. This ensures that employees have a chance 
to rectify any areas of underperformance. There are some workplace 
standards, particularly those that impinge upon the health and safety of 
employees, which must be dealt with immediately. 

When giving both formal and informal feedback, the application of the 
appraisal criteria must be undertaken with fairness and, so far as is 
possible, using objective measures. Where possible, use examples to 
back up the feedback (whether that feedback is positive or negative). 

Formal performance appraisal  

All employees should undergo performance appraisals with their 
immediate managers with timing that is based on the level of their role 
(maximum time between reviews: 12 months). The formal performance 
appraisal discussion is the point at which individual performance against 
the established standards is measured and feedback to the employee is 
delivered.  

The aim of managers should be to provide feedback on performance 
which will support ongoing learning and development. There should be 
no surprises for the employee (so for example, a formal performance 
appraisal discussion should not be the first time that the employee 
becomes aware of concerns about their performance).  

All performance appraisals should be timed from the date employment 
commenced. Timing should be set in order to ensure that performance 
management is a regular management responsibility. Performance 
appraisals are separate from remuneration reviews, although the 
outcome of the two processes should be aligned. Performance based 
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pay is often used to encourage results at the individual level where they 
clearly impact upon the firm’s profitability or other success. 

The process does not need to be complex or overly bureaucratic. The 
form below at Figure 4 sets out a three stage process that can be used 
for all personnel. 

Figure 4: 
Performance appraisal review and development plan 

Name:    Position:  

Date of appraisal: 

PURPOSE:  

The purpose of this review is to formally identify the individual’s standard of work 
performance, isolate the individual’s strengths as a basis for encouragement and identify 
those areas of work performance which need further improvement. 

OBJECTIVE: 

To formally agree on a set of objectives for the coming year which can be achieved through 
support, training, and personal application. 

METHOD: 

The appraisal form should be give to the employee two weeks prior to the interview and the 
agreed date of the interview should be written on the front of the form.  

The employee should be invited to complete this form prior to the interview, so that they 
may be better prepared to gain positive outcomes from the appraisal  

Step 1: The key result areas of the job 

Results established should be compared with results achieved. 

Step 2:  Performance appraisal 

Did the employee achieve the results established in the relevant job description 
and in the related performance objectives set for the role? 

Step 3: Aims and objectives 

Must be agreed by the parties at the conclusion of the interview and the support 
that is available or required should be clearly identified to make the objectives 
valid. The forms must be signed by both parties in recognition of formal 
understanding of agreed responsibilities and objectives. 

Performance Management 15 



The process involves the relevant manager evaluating the employee’s 
performance by examining the employee’s work behaviour and the 
results achieved when compared with the performance objectives set for 
the role. There should be an objective basis for the measurement of the 
employee’s performance e.g. punctuality, number of tasks to the agreed 
standard undertaken within the required time limit, ability to work within 
the designated team, and any individual or team productivity measures 
e.g. reducing the time for completion of work set out in the construction 
programme. 

Using the prior example relating to a carpenter responsible for erecting 
roof trusses, the following pro forma assessment scenario may assist, 
completed after an interview with the employee by his supervisor. 

Case study continued: Appraisal scenario 

Steps 1 and 2: Results achieved with appraisal comments: 
Employee’s comments: have performed all work assigned to me on time. 
Have contributed to successful completion of 75 homes throughout the 
state. Have looked after Joe the apprentice who is now in second year 
and doing well at trade school. 

Employer’s comments: Following interview I am confident that Bruce 
Jackson has a good grasp of the need to check all approved documents 
before commencing erection and has good technical skills which are 
applied to achieve satisfactory results, albeit not in advance of 
construction programme and on two occasions well behind required 
schedule.  

Mr Jackson has not performed in accordance with safety standards. He 
has consistently walked the top plate despite warnings from a site 
supervisor on three occasions and fell about two to three meters on 
Southside Boulevard job with cracked ribs and a need to have an 
emergency admission to hospital. Temporary work platforms had not 
been constructed. Two weeks absence noted which was discussed with 
Mr Jackson who refused to acknowledge that he was acting in an unsafe 
manner. Said this was a traditional practice and that he was just unlucky 
on one occasion.  

Southside job well behind time, so Mr Jackson’s perception that he is an 
“on time” worker is not accurate. When asked about this he mentioned 
that again he had just had bad luck on that job. Site supervisor has 
reported that since the date of the fall by Mr Jackson he has noticed that 
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empty bottles and cans of beer are noticeable at sites where Mr Jackson 
and his team work. Mr Jackson during interview denied that these were 
his responsibility.   

Step 3: Aims and objectives 
Have enrolled Mr Jackson in Master Builders OH&S safety course for 
revision of OH&S knowledge. Attendance paid for by the firm. Have 
asked site supervisor to liaise with Mr Jackson on next site as to 
concerns over empty alcohol containers to check all team members’ 
sobriety. Stressed with Mr Jackson the company’s drug and alcohol 
policy which was communicated: zero tolerance whilst on site. Have 
asked site supervisor to instruct on alternative means of crossing the 
roof, including temporary work platforms that are available for erection at 
each site but have not been utilised. I will recommend a company wide 
review of this issue. Mr Jackson suggests allowing further time in 
construction programme for erection of temporary work platforms. 
Agreed would be addressed at the planning level. Good progress with 
apprentice who has passed all subjects at TAFE. Allocated a rating of 2 
“needs improvement”. 
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Figure 5: 
Evaluation-rating scheme 

A rating mechanism, referred to in the scenario, which can be adapted 
for most businesses, follows: 

UNSATISFACTORY 
1. Poor performance requirements 

Not meeting performance requirements 
of position the jobholder has not met the 
agreed goals. To contribute to the 
company’s results, urgent improvements 
are needed. 

NEEDS IMPROVEMENT 
2. Sufficient but needs improvement 

Performance has met some but not all 
standards. The jobholder has not fully 
met the agreed goals. His/her 
contribution to the company’s result is 
below the level of good, well-motivated 
and able jobholders. 

Requires guidance   

Further training   

ACCEPTABLE PERFORMANCE 
3. Effective level of performance 

Successfully achieves key requirements 
of position. The jobholder has achieved 
the agreed goals.  His/her contribution to 
the company’s results has been well up 
to expectations 

VERY GOOD 
4. Commendable achievement 

Always meets standards requirements 
and the jobholder has often exceeded the 
agreed goals.  His/her contribution to the 
company’s result is above the level of 
good, well-motivated and able jobholders. 

OUTSTANDING 
5. Outstanding achievement 

Consistently exceeds standards and 
expectations of position and has made 
significant contributions to development 
and scope of the position  

The jobholder has, by far, exceeded the 
agreed goals.  His/her contribution to the 
Company’s results is well above the level 
of good, well-motivated and able 
jobholders. 
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Next steps 

The employee should sign the document and the results of the appraisal 
should be properly communicated, together with the uses to which the 
firm will put the appraisal. There should be the opportunity for the 
employee to challenge the supervisor’s evaluation via the endorsed 
grievance procedure. The employee should also be clear as to the 
outcome that will arise from the aims and objectives that have been set.  

Case study continued: Appraisal scenario 

In the example used, the need for training as a result of less than 
satisfactory OH&S performance must be clearly communicated, with 
follow-up on site of the outcome of the assessment, eg that the training is 
being applied and that safe methods of work are being followed and are 
in operation.  

The issue with alcohol identified by the site manager in the pro forma 
appraisal set out above should not have awaited the performance review 
of Mr Jackson but should have resulted in action within 24 hours of the 
notification by the site supervisor. A meeting should have been held with 
Mr Jackson and the team with whom he worked to discuss safety and 
alcohol use and to gather information from those working on the relevant 
sites to determine if anyone (and if so, who) was consuming alcohol 
during working hours.  

The case study illustrates the importance of dealing with workplace 
standards that impinge upon the health and safety of employees 
immediately rather than waiting for a formal performance appraisal 
discussion. It wasn’t until the formal performance appraisal that Mr 
Jackson pointed out that a management issue is the likely cause of the 
unsafe practice which was highlighted at his interview. This was the lack 
of time built into the construction programme/critical path for the 
construction of temporary work platforms. Best practice appraisal is thus 
able to be used for the benefit of the organisation as well as to advance 
the interests of the individual.   

Performance Management 19 



DEALING WITH UNSATISFACTORY 
PERFORMANCE 
Poor performance or a standard of work performance below that required 
and communicated should be acted upon quickly. The longer 
unsatisfactory performance remains uncorrected, the more complex is 
the ultimate resolution. The management of unsatisfactory performance 
is made easier by having a performance management system in place 
along the lines set out in this guide. 

There is no law which makes it compulsory for employers to have in 
place a performance management system. However, some enterprise 
agreements or awards contain such requirements. In addition, acting 
fairly prior to taking disciplinary action against an employee, including 
terminating the employee's employment, is useful where unfair dismissal 
or unlawful termination of employment may be alleged by employees. 
Operating fairly, including providing a fair performance management 
system has a beneficial effect on staff morale. Just as the appraisal 
system should be applied fairly, so should the steps that might follow 
performance management eg termination of employment.  

Case study continued: Dealing with unsatisfactory 
performance 

Despite raising concerns about the consumption of alcohol on site, Mr 
Jackson’s manager finds that the issue has escalated. The steps that 
now need to be taken by the firm need to be in accordance with the 
established alcohol and drugs policy and performance management 
policy. 

Step 1 – Ensure that suspicion of drinking on the job is investigated 
immediately 

Management needs to act promptly to ensure that site supervisors do not 
merely report the presence of empty alcohol containers when dealing 
with a particular individual’s appraisal. Rather, suspicion of drinking on 
the job must be investigated immediately, given the potentially disastrous 
effects on occupational health and safety, with resultant costs to the firm 
and, importantly, potential life threatening consequences for the 
individual and others. If the relevant site supervisor feels unable to 
undertake the necessary investigation, then other personnel should be 
directed to undertake the task, for example the manager who completed 
the appraisal.  
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The firm’s policy should be reviewed to ensure that the practice of 
drinking on the job is treated as serious misconduct with the 
consequences clearly set out (for example, that it will result in instant 
dismissal, or that a disciplinary procedure will follow with a subsequent 
repetition of the behaviour leading to termination). The policy should be 
properly communicated to all employees.  

Step 2 – Monitor application of the policy 

Monitor the application of the policy with additional feedback sought from 
site supervisors.  

Step 3 – Undertake a specific investigation 

If the unacceptable practice of drinking on the job occurs again, the third 
step would be to undertake a specific investigation.  

The investigation should follow a clear report from the site supervisor. 
The employer should investigate the allegations contained in the report 
to find out who on the site was drinking on the job.  

All of Bruce Jackson’s team should be interviewed about who was or was 
not drinking. The investigation should be conducted so that employees 
are permitted to have a support person present if they wish and that any 
allegations are openly discussed with and frankly put to the employees 
concerned. All affected employees should be asked to respond to the 
allegations because the feedback process is equally important at this 
point as it is in the normal conduct of performance appraisals. 

A written report following the investigation and the outcome of the 
process should be retained in the company’s records and, where 
appropriate, provided to the employees.  

Step 4 – Provide employees who are found to have been drinking on the 
job with a reasonable opportunity to answer any allegations in the report.  

All of the detail of the evidence need not be given to the employee but 
the employer must provide sufficient details so that the employee 
understands the allegations that are made against the employee and 
how serious those allegations are, including the consequences if the 
allegations are substantiated. 
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Step 5 – Make a decision re action 

Once the employee’s response has been considered by the employer, 
the employer should make a decision about action to be taken. For 
example, if each team member had admitted to drinking during the lunch 
break, then the employer should discipline each of the employees in the 
team by providing the employee with a written warning that a repetition of 
the conduct would lead to a dismissal. Much closer monitoring of the 
situation by the relevant site supervisor would also be appropriate.  

If the investigation revealed that team members were drinking on site, 
with the knowledge and/or permission of Mr Jackson, more serious 
disciplinary action may be justified in relation to Mr Jackson, because of 
his position (and responsibilities) as a supervisor. 

If the investigation revealed that it was only Mr Jackson who was drinking 
and that he had confessed to this (or that allegation was corroborated by 
the other employees) as a result of stress following his workplace fall, 
consideration could be given to sending the employee to psychological or 
other counselling with a warning that following counselling and return to 
work a repetition of drinking on the job would result in termination of 
employment. 

It is recommended that termination of an employee’s employment should 
not be considered unless an employer is clearly satisfied that it would be 
fair to terminate the employment of the employee. Once an employer 
forms the view that the failure to maintain the performance standard or 
that particular serious misconduct is of such a kind that termination of 
employment should occur, the employee must be advised of this fact and 
should be given a final opportunity to offer any alternative approaches to 
termination.  

See Master Builders Fact Sheet on Termination of Employment and the 
Best Practice Guide: Termination of Employment (August 2009) for 
information about unfair dismissal.  
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CONCLUSION 
An effective performance management system integrates organisational, 
business and individual planning and performance. This includes: 

 planning and clarifying performance objectives and linking individual 
and business plans with organisational plans; 

 regular feedback on performance and appraisal of individual 
performance against the achievement of agreed objectives; 

 recognition and reward for performance; 

 counselling and effective management of poor performance; 

 leaning and development to build individual and organisational 
capability; and 

 evaluating the contribution of individual and organisational 
performance.  

Performance Management 23 



 Performance Management 24 

 

FOR FURTHER INFORMATION 
 

Master Builders Australia 
Level 1, 16 Bentham Street Yarralumla ACT 2600 
PO Box 7170 Yarralumla ACT 2600 
Telephone: (02) 6202 8888, Fax: (02) 6202 8877 
Email: enquiries@masterbuilders.com.au 
Website: www.masterbuilders.com.au  
 
Master Builders Association -  
Australian Capital Territory  
1 Iron Knob Street, Fyshwick ACT 2609 
PO Box 1211, Fyshwick ACT 2609 
Telephone: (02) 6247 2099, Fax: (02) 6249 8374  
Email: canberra@mba.org.au   
Website: www.mba.org.au   
 
Master Builders Association - Newcastle  
Level 1, 165 Lambton Road  
Broadmeadow NSW 2292 
PO Box 266 Hunter Regional Mail Centre NSW 2310   
Telephone: 02 4953 9400, Fax: 02 4953 9433 
Email: enquiries@newcastle-mba.com.au  
Website: www.newcastle-mba.com.au   
 
Master Builders Association - New South Wales  
52 Parramatta Road Forest Lodge NSW 2037 
Private Bag 9 Broadway NSW 2007  
Telephone: (02) 8586 3555, Fax: (02) 9660 3700  
Email: enquiries@mbansw.asn.au 
Website: www.mbansw.asn.au   
 
Territory Construction Association -  
Northern Territory  
Cnr Winnellie Road and Hickman St Winnellie NT 0820 
PO Box 37121 Winnellie NT 0821  
Telephone: (08) 8922 9666, Fax: (08) 8922 9600  
Email: info@tcant.com.au,  Website: www.tcant.com.au   

Master Builders Association - Queensland  
417-419 Wickham Terrace Brisbane QLD 4000  
Telephone: (07) 3225 6444, Fax: ((07) 3225 6545  
Email: ask@masterbuilders.asn.au   
Website: www.masterbuilders.asn.au   
 
Master Builders Association - South Australia  
47 South Terrace Adelaide SA 5000 
PO Box 10014 Adelaide SA 5000  
Telephone: (08) 8211 7466, Fax: (08) 8231 5240  
Email: buildsa@mbasa.com.au   
Website: www.mbasa.com.au   
 
Master Builders Association - Tasmania  
34 Patrick Street Hobart TAS 7000 
GPO Box 992K Hobart TAS 7001  
Telephone: (03) 6234 3810, Fax: (03) 6234 3860  
Website: www.mbatas.org.au   
     
Master Builders Association - Victoria  
332 Albert Street East Melbourne VIC 3002 
GPO Box 544 Melbourne VIC 3001  
Telephone: (03) 9411 4555, Fax: (03) 9411 4591  
Email: mbassist@mbav.com.au   
Website: www.mbav.com.au   
 
Master Builders Association - Western Australia  
35-37 Havelock Street West Perth WA 6005 
PO Box 167 West Perth WA 6872  
Telephone: (08) 9476 9800, Fax: (08) 9476 9801  
Email: mba@mbawa.com   
Website: www.mbawa.com  
 

 

 

Disclaimer:  This information is provided as general advice on Australia’s workplace relations 
system. It does not constitute legal advice and it is always advisable to seek further information 
regarding specific workplace relations issues. 

mailto:enquiries@masterbuilders.com.au
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mailto:canberra@mba.org.au
http://www.mba.org.au/
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mailto:info@tcant.com.au
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mailto:buildsa@mbasa.com.au
http://www.mbasa.com.au/
http://www.mbatas.org.au/
mailto:mbassist@mbav.com.au
http://www.mbav.com.au/
mailto:mba@mbawa.com
http://www.mbawa.com/


 



Master Builders Australia
Level 1, 16 Bentham Street
(PO Box 7170)
YARRALUMLA  ACT  2600
T 61 2 6202 8888
F 61 2 6202 8877
enquiries@masterbuilders.com.au
www.masterbuilders.com.au
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