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1. PURPOSE AND SCOPE 

This policy supports supervisors and managers to address unsatisfactory or sub‑standard performance 
in a fair, efficient and consistent way, with the aim of improving work performance through a 
constructive and cooperative approach. 

The policy outlines both informal and formal performance management processes, including the use of 
Performance Improvement Meetings and Performance Improvement Plans, and is designed to ensure 
employees are made aware of concerns, have clear expectations, and are given a reasonable 
opportunity to improve with appropriate support. 

This policy has been framed around the NDIS Practice Standards and the National Standards for 
Disability Services and applies to all One2One supports and services. It operates alongside other 
relevant policies and procedures, including those dealing with codes of conduct, disciplinary processes 
and workplace investigations, and must be applied consistently with applicable industrial instruments 
and the Fair Work Act  

2. POLICY CONTENT 

Informal Process 

Concerns about unsatisfactory performance are to be considered and assessed, with an open 
mind, in the first instance by the employee’s supervisor. Where the supervisor determines that 
there may be evidence supporting the concerns, they will meet with the employee to: 

• outline the nature of the alleged sub‑optimal performance; 

• explain the standards and expectations for the role; and 

• provide examples of underperformance (for example, work examples, complaints, 
performance statistics or other relevant evidence). 

The purpose of this informal discussion is to ensure the employee has a clear understanding of 
what needs to change and to identify any contributing factors, training needs or reasonable 
adjustments that may assist improvement. 

The supervisor may direct the employee to undertake any reasonable action, including 
participation in coaching, supervision, or professional development activities, to attain the desired 
standard of performance. Where the concerns are resolved at this stage, and performance returns 
to an acceptable level, no further formal action will be taken, although a brief record of the 
discussion may be kept on file. 

 
Transition to Formal Process  
Where informal steps have not resulted in sufficient and sustained improvement, or are 
inappropriate due to the seriousness of the concerns, the supervisor will advise the employee that 
a formal performance management process will be commenced. 
 
In most cases this will include: 

• a formal Performance Improvement Meeting to discuss the concerns, the standards 
required and potential support options, using One2One’s Performance Improvement 
Meeting template; and 

• where appropriate, the development and implementation of a written Performance 
Improvement Plan (PIP) using One2One’s Performance Improvement Plan template. 
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Where allegations relate primarily to misconduct rather than underperformance, they may be 
managed under One2One’s disciplinary or investigation processes instead of, or in addition to, this 
policy. 
 
Formal Process – Performance Improvement Plan 

When initiating a formal process, the employee will be notified in writing of: 
• the nature of the unsatisfactory performance,  
• the performance required (examples of where standards are not currently being met),  
• the possible disciplinary outcomes that may be instituted; and  
• what the formal process entails. 
 

The employee will be invited to a first ‘formal’ meeting with management (the supervisor may not 
be in attendance). The staff member may seek to engage a support person, and a senior/HR 
representative will attend as witness and note-taker. 

 
At, or following, this meeting the supervisor, in consultation with the HR Manager and the 
employee, will develop a Performance Improvement Plan. The Plan will: 

• detail the performance concerns and relevant examples; 
• set out the performance standards and outcomes required; 
• specify how performance will be assessed and measured; 
• describe the support, training or resources to be provided; 
• allocate responsibilities to the employee, supervisor and HR; and 
• identify the timeframe for improvement and review, usually around 6–8 weeks with at least 

one interim review. 
 
The supervisor will hold regular review meetings during the plan period to provide feedback on 
progress, recognise improvement and address any ongoing concerns. The Business Systems 
Manager will remain involved for oversight and support. 
 
The meeting outcome/s will be confirmed in writing, and the employee given reasonable time to 
improve performance (appx 6 – 8 wks). The supervisor will develop a Performance Improvement 
Plan in conjunction with the employee. The Plan will detail performance expectations, performance 
standards required, expected outcomes, methods of assessment and anticipated timelines. The 
supervisor will hold regular review meetings and may be supported by Management. 

 
Resolution and Escalation 
If the unsatisfactory performance concerns are resolved and the required standard of performance 
is achieved and sustained during the Performance Improvement Plan period, this outcome will be 
recorded and no further formal action will be taken. 
 
If, after the conclusion of the Performance Improvement Plan, the unsatisfactory performance 
concerns remain unresolved, are only partially resolved, or recur, the supervisor will: 

• prepare a report detailing the performance concerns, evidence, steps taken under the plan, 
the employee’s responses and the reasons for any findings; and 

• review the process undertaken to ensure all reasonable steps, including support and a fair 
opportunity to improve, have been provided. 

 
The supervisor will then consult with the Business Systems Manager and provide a 
recommendation to the CEO (or delegated decision-maker) on the appropriate course of action. 
This may include extending the plan, issuing a formal warning, redeployment (where appropriate), 
or taking further disciplinary action up to and including termination of employment in accordance 
with applicable law and industrial instruments.   
Before making a final decision, the CEO (or delegate) must be satisfied that: 

• the processes outlined in this policy have been followed; 
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• the employee has been given a fair opportunity to respond and improve; and 
• the employee’s actions or performance constitute unsatisfactory performance warranting 

the proposed outcome. 
 
The decision will be confirmed to the employee in writing, normally within seven (7) working days 
of the final decision being made. 
 
Casual employees 
A casual employee is generally one who has no firm advance commitment to ongoing work or a 
guaranteed pattern of hours, and who is engaged and paid as a casual in accordance with the 
applicable industrial instrument and the Fair Work Act. 
 
Casual employees: 

• have no guaranteed hours of work; 
• do not accrue paid annual or personal/carer’s leave, but receive a casual loading in lieu of 

certain entitlements; and 
• generally, are not entitled to notice of termination or redundancy pay under the National 

Employment Standards, unless provided for in a registered agreement, award or 
employment contract. 

 
Where a casual employee’s contract, the applicable award or an enterprise agreement specifies a 
minimum notice period for resignation, that notice requirement will apply. In the absence of a 
contractual or award notice requirement, casual employees are encouraged to provide reasonable 
notice (for example, 24 hours) where possible, to support continuity of service for people we 
support. 
 
Nothing in this section limits an employee’s rights under the Fair Work Act, including in relation to 
casual conversion or protections from unfair dismissal and adverse action, where those rights 
apply. Where a casual employee is dismissed for serious misconduct, One2One will pay them up to 
the time of dismissal in accordance with applicable law and industrial instruments.  
 
Records 
Documentation relating to a formal process of resolving unsatisfactory performance, including 

written notifications, meeting notes, Performance Improvement Plans, review records and outcome 

letters, will be placed on a restricted‑access HR file. 

 

Access to these records is limited to authorised staff with a legitimate business need to know. 

Records will be retained and managed in accordance with One2One’s records management, 

privacy and confidentiality policies and applicable legal requirements. 

3. POLICY REVIEW 

THIS POLICY WILL BE REVIEWED AT LEAST EVERY TWO YEARS, OR EARLIER IF THERE ARE 
SIGNIFICANT CHANGES TO THE LEGISLATIVE, INDUSTRIAL, NDIS OR ORGANISATIONAL 
ENVIRONMENT THAT AFFECT PERFORMANCE MANAGEMENT REQUIREMENTS  

Authorised:  Director – One2One 

  

 

  


