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1 Intent
The intent of this Guideline is to —

provide a full understanding of the University’s Organisational Development practices and related procedures; and

provide additional explanatory information to outline expectations, entitlements, eligibility requirements and assist decision making and the correct interpretation and application of the Organisational Development Policy. 
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(A). This Guideline is to be read in conjunction with the following —
(1). Employee Onboarding Guide for Leaders;
(2). Performance Review Service Directory entry;
(3). Staff Development and Large Grants Staff Intranet page;
(4). Academic Employees Probation and Confirmation Procedure; and
(5). Professional and General Employees Probation Procedure.
2 Alignment with Best Practice Human Resources 

This guideline forms part of a suite of documents designed to support Employees to engage in processes and activities related to organisational development.

[image: image1.png]Organisational Development Policy

Principle Based

Organisational Development Guideline

Organisational Development & Culture
Employee Onboarding & Probation
performance Management
Learning & Professional Development
Reward & Recognition

Organisational Development Procedures

Organisational Development Tools and Templates





3 Introduction to Organisational Development
Organisational Development refers to an evidence-based practice which supports organisational performance and culture.

3.1 Creating a Values-Based High Performing Culture

The University strives to build a values-based culture where Employees are expected to understand and live our values. Our values guide our decisions, behaviours and actions. Further, our values —
tell us who we are;
help us know right from wrong;
confirm whether we are on the right path and are fulfilling our goals; and
create an unwavering and unchanging guide.
Our values consist of a commitment to —
Excellence: We consistently pursue the highest levels of achievement, creating the best outcomes possible;

Integrity: We are honest and ethical and show respect for, and appreciate, each other, our partners and our communities — valuing our differences;

Innovation: We are constantly, and creatively, improving and adapting;

Collaboration: We share our collective intelligence to achieve more; and

Equity: We are committed to providing everyone at UWA equality of opportunity, experience and outcome.

Our values will be communicated, promoted and embedded into organisational development systems and practices.

Organisational Development practices will be evidence based and continually reviewed to ensure they remain relevant and align with best practice.

The Achievement Relative to Opportunity evaluative framework will be embedded into organisational development practices where appropriate. 

Change management principles will be applied when implementing organisational development initiatives. 

3.2 Roles and Responsibilities

The following outlines the roles and responsibilities of the internal stakeholders related to organisational development:


	Human Resources
	Are responsible for —
· Ensuring organisational development practices and activities meet the University’s needs and are aligned with the University’s strategic goals and values.
· The provision of specialist training and support relating to performance management. 
· The provision of specialist advice to the University on learning and professional development and responding to organisational capability development needs in a timely manner.
· Recording and using data to evaluate the impact of organisational development initiatives and programs.  
· Maintain up to date knowledge of issues, trends and good practice in organisational development.


	Supervisors/Managers
	· Demonstrating the Universities values, including being a visible role model of values behaviours.

· Championing continuous learning and development for Employees and taking responsibility for, and actively engaging in their own learning and development. 

· Supporting new Employees by providing them with a welcoming, structured and meaningful onboarding experience.

· Providing regular and meaningful feedback to Employees and seeking feedback on their own performance from a variety of sources.

· Helping Employees to identify their strengths and areas for development through the Performance Review process.

· Promoting and encourage suitable Employee learning and development through a broad range of activities.

· Actively participating in the Performance Review process, including probation.

· Recognising and rewarding high performance.



	Employees
	· Demonstrating the University’s values every day. 
· Being a continuous learner and taking responsibility for, and actively engaging in their own learning.
· Sharing information and skills within their team and across the University.
· Regularly seeking feedback on their performance and areas of development.
· Actively participating in the Performance Review process, including probation.



4 Employee Onboarding

Employee Onboarding refers to the period from commencement with the University until the end of the probationary period. 

The onboarding period is important as it provides time for new Employees to become familiar with the responsibilities and performance expectations of their role and provides the opportunity to gain an understanding of the University’s strategic objectives, values, systems and processes.

Managers and supervisors are expected to prepare for the arrival of new Employees and provide a welcoming, structured and meaningful onboarding experience.

Managers and supervisors are responsible for onboarding new Employees as per the eRecruitment onboarding portal and for providing a local induction tailored to the School / Business Area.
5 Performance Management

5.1 Performance Review 

The University systematically manages Employee performance to ensure performance standards are met and outcomes support the achievement of the University mission, vision, strategic objectives and values.

All Employees must complete a Performance Review on an annual basis. 

(A). The purpose of the Performance Review is to —
ensure Employees understand how their work contributes to the University’s vision, mission, strategic objectives and values;
gain mutual commitment between each Employee and their supervisor on performance, development and behaviour. Identify individual performance objectives and measure performance against the set objectives;
ensure Employees are provided with transparent and structured feedback on their performance and
identify relevant learning and development needs to support high performance, or to improve performance.
To provide the best possible performance review experience, a thorough approach to planning is required, allowing sufficient time to be allocated to planning and to the performance review discussion to ensure the experience is as positive as possible.

Employees should review their position description to ensure it accurately reflects the role as part of the Performance Review process.

Feedback on performance must be constructive and supported with specific examples. 

The performance review process is confidential between an Employee and their manager / supervisor. For the avoidance of doubt, Employees will not be prevented from discussing their remuneration or related matters in accordance with applicable legislative provisions prohibiting pay secrecy. 

For more information on Performance Reviews please refer to the Complete my performance review process on the Service Directory.

5.2 Managing Unsatisfactory Performance

Where an Employee is not meeting the required performance expectations, the manager / supervisor should take relevant measures to assist the Employee to improve their performance to the required standard. 
As a first step, the Manager / Supervisor should meet with the Employee to discuss performance concerns in a timely manner and provide specific feedback and support to enable the Employee to meet the required performance expectations.
Where relevant, unsatisfactory performance must be managed in accordance with the terms of an appliable enterprise agreement. For further guidance and support on managing unsatisfactory performance, please contact a member of the HR Business Partnering Team. 

5.3 Probation – Academic Employees

The probationary period for Academic Employees gives the University and the Employee time to establish whether there is an appropriate match of skills and behaviour to the requirements of the job and the work environment. 

Probation periods are determined by the term of appointment and the academic level of the Employee in accordance with The University of Western Australia Academic Employees Agreement 2017. Refer to Terms of academic probationary periods.

Before the end of the probation period, a decision must be made as to whether the employment should be confirmed as specified in the employment contract, extended or in the event that the Employee cannot meet the probation criteria, annulled.

In the case of an Employee being engaged on a fixed term contract, any second or subsequent fixed-term contract may contain a probationary period where the second or subsequent fixed-term contract is for a position where the duties are substantially different.

When an Academic Employee who has held fixed-term appointments secures an ongoing (tenurable) appointment, the relevant probation period for ongoing (tenurable) appointments will normally apply. On recommendation of the Head of School the probation period may be shortened having regard for any probation period served when employed on a fixed term basis.

If a probationary academic takes periods of extended leave of greater than three months (such as parental leave or leave without pay), the probationary period may be extended by an equivalent period. The period of extension will be determined by the progress of the academic towards satisfying the probation requirements, the length of absence, and the level, and will be in accordance with The University of Western Australia Academic Employees Agreement 2017.
For more information please refer to the Academic Employees Probation and Confirmation Procedure. 

5.4 Probation – Non-Academic Employees

Probation is applicable once to all newly appointed fixed term and ongoing Employees. 
The probationary period gives the University and the Employee time to establish whether there is an appropriate match of skills and behaviour to the requirements of the job and the work environment.
Supervisors/Managers are required to provide regular feedback to new Employees and undertake a formal performance review. 

The probationary period for Employees is outlined in the Employee’s contract of employment and the applicable enterprise agreement. 

The probationary period for Employees covered by The University of Western Australia ELICOS Teachers Agreement 2017 or The University of Western Australia Child Care Employees’ Collective Agreement 2015 will be in accordance with the provisions of those agreements, as is applicable. 
Probation for Employees covered by The University of Western Australia Professional and General Employees Agreement 2017 should be as follows —
(1). a probationary period of up to six months applies to all new P&G Employees with ongoing appointments and fixed-term appointments of more than 12 months. 
(2). for fixed-term appointments of less than 12 months, a reasonable probationary period may apply. A probationary period of up to half the term of the appointment is recommended. 
for more information please refer to the Professional and General Employees Probation Procedure.
6 Learning & Professional Development

6.1 Learning & Professional Development at UWA

The University will continue to focus on building and sustaining organisational capability to meet the current and emerging needs and expectations of the community.

Managers and Supervisors play an important role in helping Employees to understand their unique strengths and areas for development. It is expected that managers / supervisors will champion suitable Employee learning and development through a broad range of activities. 

Employees are expected to take responsibility for and actively engage in their learning and development.

All Employees with responsibility for academic, teaching or contribution to learning within the University, are expected to undertake two (2) days per annum of ongoing professional development.

6.2 Professional Development Opportunities

The University offers a wide variety of high quality on-campus and flexible online learning and development opportunities.

For more information on the range of learning and development opportunities available to Employees refer to the Staff Intranet: Training page.

For more information on the teaching development opportunities available to Employees refer to the Educational Enhancement Unit Capability Development Site.

6.3 Time Off for Study Purposes

An Employee may be eligible for time off with pay to complete formal study. 

For eligibility requirements and more information please refer to the Leave Policy. 

6.4 Senior Study Leave

Senior Professional and General Employees may be eligible for Study Leave. 
An Employee taking senior study leave may be eligible for a grant to assist in meeting any additional expenses.

Payment of a grant will be provided under similar conditions to the Academic Sabbatical Policy and will not exceed the total value of a Sabbatical Grant.

For eligibility requirements and more information please refer to the Leave Policy. 

6.5 Professional Development Financial Assistance

6.5.1 Full Course Fee Reimbursement

Full-time Employees may be eligible for Full Fee reimbursement for a postgraduate course following successful unit or course completion.

Part-time Employees may be eligible for reimbursement on a pro rata basis.

In order for Employees to be eligible for Full Fee reimbursement they must have —

served a minimum of 12 months service, except where a condition of employment states otherwise;
successfully completed their probation period (Professional & General staff only);
completed a Performance Review within 12 months of applying with an overall rating of Met, Exceeded or Exceptional Performance Against Expectations;
identified during their Performance Review a need for development which is relevant to their current or future employment at the University; and
a satisfactory attendance record.
Full course fee reimbursement will be funded by the School and will be provided on the recommendation and approval of the approved Delegate.

Approval for full course fee reimbursement will be at the discretion of the School.

Employees provided with full reimbursement of course fees will be required to complete a two (2) year service period with the University following course completion.

The Employee must enter into a pay-back agreement for any financial support received from the University, if any of the following events occur —
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The University may waive the service requirement where an Employee leaves the University due to redundancy.

Fixed-term Employees will not be reimbursed for units completed after the expiry date of their contract. Where a contract extension occurs, Employees may apply.

6.5.2 Employee Fee Discount Scheme

The University offers eligible Employees the opportunity to receive a 25% discount to study full-fee courses at the University.

The discount does not apply to —

domestic undergraduate degree courses which are already subsidised by Commonwealth contribution and further supported by HECS-HELP funding arrangements;
the Student Services and Amenities Fee; and
incidentals associated with undertaking the full-fee course such as travel or books.
The Employee course fee discount is applicable to all eligible courses and does not need to be aligned with the Employee's current role. However, if the course is not aligned with their current role, the Employee will not be eligible for Time Off for Study purposes. 
Eligible staff members can use the FEE-HELP loan scheme if they receive the fee reduction, refer to StudyAssist for eligibility criteria.

Eligibility for Employee discount ceases at the termination of employment.

To access the scheme Employees are required to complete and lodge the UWA Employee Course Discount Form. 
For more information on study at UWA, make an appointment with the Future Students team by calling 131 892.
6.5.3 Salary Packaging Educational Courses

Employees may be eligible to salary package costs associated with educational courses. Eligible courses, however, may also attract Fringe Benefits Tax liabilities. A Self Education Declaration must be completed to salary package an eligible course. 

Employees seeking a tax benefit through salary packaging on payroll, are encouraged to discuss their personal circumstances and any potential tax implications with an independent financial adviser.

For more details, refer to the Remuneration Policy and the Staff Intranet: Salary Packing page or contact benefits-hr@uwa.edu.au 

6.6 Staff Development Grants Scheme

The Staff Development Grants Scheme was established to assist Professional and General sections in meeting their staff development responsibilities.

It provides assistance to Professional and General Employees who wish to attend workshops, courses, conferences and other staff development activities (including tertiary or professionally prescribed study) which are relevant to their current employment, and which enhance skills and knowledge leading to a demonstrable contribution to the work and productivity of the University.

Professionally prescribed study may include components of vocational tertiary education, diploma or certificate courses (e.g.: through providers such as TAFE or professional affiliations), internships or articles. Grants conferred are for actual expenses indicated in the application and not a commitment for the University to fund the entirety of the tertiary or professionally prescribed study.

6.6.1 Applications 

Applications for Staff Development Grants must be authorised by the approved Delegate of the applicant(s). The approved Delegate will be a manager or supervisor at delegation level 5b or above (Manager, Associate Director responsible to a Director or Division, School Manager, Head of School Delegate, Business Manager or a Centre Director). For more information on how to apply visit: Staff Intranet: Grants
Applications will be assessed by the Staff Development Grants Committee. In appointing the Committee, the HR Director should have regard to achieving representation across gender and other diversity groups. 
Non-casual professional/general staff are eligible to apply.

Preference will be given to courses, workshops and conferences and other development activities which enhance skills and knowledge leading to a demonstrable contribution to the work and productivity of the University. Courses, workshops and conferences with wide-ranging benefits are more likely to receive favourable attention than those programs which are specific to particular projects.

Applications will only be considered where they indicate that sections support the application for funding and meet any guidelines provided by HR.

The maximum amount of an individual general grant is $2000.
Applications to attend in-house and local programs will be particularly encouraged; except in exceptional circumstances, applications for external programs are unlikely to receive funding if such programs are provided internally by, for example, Organisational Development. Travel to attend interstate and overseas programs in person will be subject to the UWA travel policy.
A member of staff may receive one full grant every year. Where there are a large number of applicants, preference will be given to applicants whose position has not been awarded a grant in the previous year.

Applications must be received by Organisational Development before the course, workshop or conference takes place. Grants are awarded in 2 rounds during the year. Closing dates are published on the staff intranet.

Generally, grants will be payable in respect of actual registration/workshop fees, rather than per diem allowances/rates. Applicants are expected to obtain the best possible prices for all of these items, in line with the UWA Travel Payments Guidelines.

If a course, workshop or conference is attended by the applicant before the application has been considered, and if the application is successful, the school/section or individual will be reimbursed the amount awarded by the Committee.

To extend the benefits of staff development activities beyond the grant recipient, Employees who receive grants are asked to share information about the staff development activity for which they receive funding on request. Details of grants awarded, activities attended and grant recipients' names and contact details will be published on the staff intranet at regular intervals. Interested staff will be encouraged to contact grant recipients for feedback on programs, access to conference proceedings, and the like.

Grant recipients may be required to submit an evaluation of the activity to the school/section, or to provide an information-sharing session for other staff members. This is at the discretion of the staff member's head of school/section or Supervisor.

Generally, only one person from a section will be awarded a grant to attend a particular program. Where there are a large number of applications in any round, and available funding in not sufficient, the Committee is likely to award only one grant per section.

6.6.2 Professional Development Large Grants

The Committee will aim to allocate 30% of the annual funds to support staff groups who may apply for support for group development activities by a subject matter expert or special purpose activities which enhance skills and knowledge leading to demonstrable contribution to the work and productivity of the university. Preference will be given to activities that benefit more than one section in the university and supports identified priorities of the University. The Committee anticipates funding five to six initiatives annually, or depending on applications, may offer more funds to fewer applicants. Grants will be provided for one year only. Applicants are encouraged to seek co-funding from other areas and/or sources.

Applications will be assessed by a competitive process whereby applicants submit a 1-2 page development proposal addressing the large grant criteria.  Applications may be submitted in either grants round and may be awarded in either round. The Committee may defer awarding large grants until Round 2 in a calendar year if there are a large number of applications to ensure equitable access to the annual total. 

Applications are to be submitted through Sections who should indicate their support or otherwise for this proposal.

Applications should include the following —

an outline of the proposal. The proposal should address expected outcomes and benefits to the group and to the University;
what is the nature and value of the support requested;
what, if any, other funding do you have to support this proposal;
statement of support for the application from the line manager/director/heads 
applications are to be lodged with Organisational Development;

successful applicants are required to submit a report summarising their activities and anticipated benefits along the lines of a sabbatical leave report to the Committee within three months of completing the activity; and

Successful applicants may be awarded in either round of grants, subject to section 5(B) of this policy.
7 Recognition and Reward

The University seeks to create an environment where Employees are valued and acknowledged for their contribution to the University and outstanding performance and excellence is recognised and rewarded.

Recognition of individuals and teams is actively encouraged through a range of formal and informal mechanisms. 

Reward and recognition decisions should be based on three basic principles:

Leadership - It is the responsibility of Supervisors and leaders to acknowledge and recognise the achievements of staff, to foster their engagement and to support their career development. Leaders should recognise the contribution by staff at all levels in relation to their opportunities to contribute.

Accountability - Rewards and recognition must be applied fairly and equitably within a Faculty or Division through a process which is as transparent as possible and aligned with relevant policies and procedures; and

Fiscal responsibility - Reward decisions must be made in accordance with the University's financial accountability requirements. Allowances and monetary bonuses for outstanding performance remain discretionary. 

Consideration needs to be made in relation to Fringe Benefits Tax. When University funds are expended for Employee rewards other than through the salary system, fringe benefits tax (FBT) implications may be applicable. Finance (finance-transactions@uwa.edu.au)  can provide advise based on the context of the proposed reward.

7.1 Discretionary Allowances and Payments

The University's Remuneration policy defines the discretionary allowances and payments granted to —
attract and retain Employees who have special skills or expertise;
address altered market conditions;
recognise and reward outstanding performance; and
Refer to the Remuneration Policy for conditions and eligibility requirements. 
7.2 Non-pecuniary benefits

Outstanding performance may also be recognised through a nonpecuniary reward such as payment for professional development, conference fees, or a payment to an academic's University research account. 

7.3 Local Programmes

Local areas are encouraged to devise their own reward and recognition programmes. These can range from local arrangements of the application of bonuses or performance allowances, to regular or semi-regular events where outstanding performance is recognised.

7.4 Annual and Accelerated Increments 

Employees covered by an enterprise agreement will be eligible for incremental salary progression and may be eligible for accelerated incremental progression, in accordance with the terms of the applicable enterprise agreement. 

Refer to the Remuneration Policy for conditions and eligibility requirements. 

7.5 Salary Progression

To recognise and reward exceptional performance of Professional and General Employees, the University has developed a Salary Progression Scheme to allow Employees access to the next salary level above their substantive classification level.

Refer to the Remuneration Policy for conditions and eligibility requirements. 

8 Help and Support
For more help and support please refer to the relevant contact points within. Where no alternative contact point exists contact Office_OD@uwa.edu.au
Terms used in this Guideline
Outstanding Performance for the purpose of this guideline means a current performance rating of ‘Exceeded’ or ‘Exceptional Performance Against Expectations’, as identified through the Performance Review process.
Ongoing Appointment for the purpose of this guideline means an appointment that has an indefinite period of employment.

Position Description for the purpose of this guideline means a position/role in terms of objectives, responsibilities and outcomes, capabilities and behaviours, and knowledge and experience required to successfully perform the role.
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