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2.4 Monitor and evaluate performance on a continuous basis 

“Monitor and evaluate performance on a continuous basis.” 

Managing performance involves more than just creating a performance plan and having a yearly 
performance review; performance management is a cyclical, continuous process in which you need 
to monitor and assess your staff members, give feedback and provide access to coaching and 
development. 

As such, each individual staff member’s performance should be tracked on a regular basis, either 
formally or informally, to ensure their performance remains on track. If required, periodic formal 
meetings can be set up throughout the year with each employee, to enable staff members and their 
managers to make assessments about performance, discuss any problems, and work out strategies 
to improve performance in the short-term. Many leading organisations now require their managers 
to schedule these sorts of meetings with their staff members on a quarterly basis, recognising that, 
in some cases, it can be extremely counter-productive to have to wait until 12 months has passed 
before an organisation’s management realises there is a problem with an employee’s performance. 

Ideally, you should also hold regular informal performance development discussions with each 
individual staff member, focusing on the performance standards and indicators documented in their 
performance plan. Held regularly, informal performance development discussions can be extremely 
productive, in that they provide a forum for both the manager and staff member to openly discuss 
performance issues in a more relaxed, non-judgmental way. These discussions help to iron out 
performance issues before they become problems, and also give managers an opportunity to 
provide positive feedback and point out those things that the staff member is doing well. Both 
parties can then focus on identifying short-term goals and challenges that the individual staff 
member can work towards. 

Some organisations encourage individual employees to take charge of their own performance by 
allowing them to access their performance plans online. This provides the employee and their 
manager with a handy mechanism to review and update the performance plan on a progressive 
basis, incorporating any changes or recommendations that arise from performance discussions 
throughout the year. These types of performance plans are sometimes called ‘live’ documents, as 
they evolve over time, and as the demands of a particular job change. 

Observational techniques to enhance performance 

The best way to keep track of your staff members’ performance between formal and informal 
performance appraisals is through a process of observation. 

When observing the performance of your staff members, it is important to focus on both their 
activities and the behaviours they display in the workplace. 



Assess performance Monitor and evaluate performance on a continuous basis 

 
 

BSBMGT502B – Manage People Performance Page 77 

The types of activities you need to identify and monitor include: 

 level of output generated by the staff member 

 revenue generated by the staff member 

 accuracy or quality of work 

 impact of the staff member’s work on others  

 special projects or achievements 

Behaviours that you need to observe on a regular basis include: 

 friendliness/professionalism in the workplace 

 enthusiasm and commitment levels 

 initiative 

 punctuality  

 teamwork 

Observation alone will not provide you with all the information you need to adequately assess 
performance; you must also communicate with your staff members frequently in order to keep 
track of how they are going on a project or task basis, or in general. Combining good observational 
techniques with a system of open communication will enable you to assess your staff members’ 
day-to-day performance and detect unproductive behaviour or activity as it occurs. 

Remember that if your staff members are not aware that what they are doing is not correct, they 
will not be in a position to make changes. They may also view the fact that you have not pulled 
them up on their performance as evidence that they are meeting your performance expectations. 

If you give your staff members regular, timely and specific feedback, they will be much more likely 
to understand what it is they are doing wrong and will be able to put improved work practices into 
action as soon as possible. 

 

 

Exercise 18: Formal and informal mechanisms to track performance 

Consider the following scenario. 

 

Martin’s job primarily involves: 

 processing mail 

 managing accounts payable 

 typing up correspondence 

 compiling the organisation’s monthly report 

 

Can you name three mechanisms (either formal or informal) that you could put in place to help 
you track Martin’s performance in all of these four areas? List them on the following page. 
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Processing mail 

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 

Managing accounts payable 

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 

Typing up correspondence 

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 

Compiling the organisation’s monthly report 

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  
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BSBMGT502 Manage people performance 
Application 

This unit describes the skills and knowledge required to manage the performance of staff who report to 
them directly. Development of key result areas and key performance indicators and standards, coupled 
with regular and timely coaching and feedback, provide the basis for performance management. 

It applies to individuals who manage people. It covers work allocation and the methods to review 
performance, reward excellence and provide feedback where there is a need for improvement. 

The unit makes the link between performance management and performance development, and 
reinforces both functions as a key requirement for effective managers. 

No licensing, legislative or certification requirements apply to this unit at the time of publication. 

Unit Sector 

Management and Leadership – Management 

Elements and Performance Criteria 

This workbook is structured according to the Performance Criteria for the Unit of Competence. Each 
major heading represents a performance criterion. All content under that heading relate to that 
competency.  
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Element 
Elements describe the 
essential outcomes. 

Performance criteria 
Performance criteria describe the 
performance needed to demonstrate 
achievement of the element. 

How will the evidence be 
gathered? 

1. Allocate work 1.1 Consult relevant groups and 
individuals on work to be allocated and 
resources available 

Case Study Exercise 1: Improving 
outcomes 
Exercise 2: Interacting with 
external groups and individuals  
Exercise 3: Identifying and 
consulting with key individuals and 
groups 
Exercise 4: Skills Self-assessment – 
Assess your interpersonal skills 
Exercise 5: Test your 
communication skills 
Assessment Part A 

1.2 Develop work plans in accordance 
with operational plans 

Exercise 6: Analyse an Operational 
Plan 
Assessment Part A 

1.3 Allocate work in a way that is 
efficient, cost effective and outcome 
focussed 

Exercise 7: Allocate work cost-
effectively (1) 
Exercise 8: Allocate work cost-
effectively (2) 
 

1.4 Confirm performance standards, 
Code of Conduct and work outputs with 
relevant teams and individuals 

Group Activity Exercise 9: Codes of 
Conduct 
Exercise 10: Develop performance 
standards in your workplace 
Assessment Part A 
Assessment Part D 

1.5 Develop and agree performance 
indicators with relevant staff prior to 
commencement of work 

Exercise 11: Develop performance 
indicators in your workplace 
Assessment Part A 

1.6 Conduct risk analysis in accordance 
with the organisational risk 
management plan and legal 
requirements 

Exercise 12: Analyse the risks in 
your workplace 
Assessment Part A 
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Element 
Elements describe the 
essential outcomes. 

Performance criteria 
Performance criteria describe the 
performance needed to demonstrate 
achievement of the element. 

How will the evidence be 
gathered? 

2. Assess performance 2.1 Design performance management 
and review processes to ensure 
consistency with organisational 
objectives and policies 

Group Activity Exercise 13: Impacts 
on performance  
Case Study Exercise 14: 
Pinpointing the reasons for poor 
performance  
Case Study: Managing 
Performance 
Exercise 15: Assess existing 
performance management 
processes 
Assessment Part B 

2.2 Train participants in the 
performance management and review 
process 

Exercise 16: Selecting and 
managing participants in the 
performance management and 
review process 
Assessment Part B 

2.3 Conduct performance management 
in accordance with organisational 
protocols and time lines 

Exercise 17: Conduct performance 
management in accordance with 
organisational policies and 
timelines 
Assessment Part B 

2.4 Monitor and evaluate performance 
on a continuous basis 

Exercise 18: Formal and informal 
mechanisms to track performance 
Assessment Part B 

3. Provide feedback 3.1 Provide informal feedback to staff 
on a regular basis 

Exercise 19: Mechanisms for 
gathering information about a 
person’s performance 
 

3.2 Advise relevant people where there 
is poor performance and take necessary 
actions 

Exercise 20: Dealing with poor 
performance 
 

3.3 Provide on-the-job coaching when 
necessary to improve performance and 
to confirm excellence in performance 

Exercise 21: Practical examples of 
on-the-job coaching 
 
Assessment Part C 

3.4 Document performance in 
accordance with the organisational 
performance management system 

Exercise 22: Design a progress 
report 
 
Assessment Part B 

3.5 Conduct formal structured feedback 
sessions as necessary and in accordance 
with organisational policy 

Exercise 23: Deciding whether 
formal feedback is required 
 
Assessment Part B 
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Element 
Elements describe the 
essential outcomes. 

Performance criteria 
Performance criteria describe the 
performance needed to demonstrate 
achievement of the element. 

How will the evidence be 
gathered? 

4. Manage follow up 4.1 Write and agree on performance 
improvement and development plans in 
accordance with organisational policies 

Exercise 24: Deciding on 
appropriate performance 
improvement/development 
activities 
 
Assessment Part B 

4.2 Seek assistance from human 
resources specialists, where appropriate 

Exercise 25: Deciding when to seek 
expert HR assistance 
 

4.3 Reinforce excellence in performance 
through recognition and continuous 
feedback 

Exercise 26: Providing recognition 
Assessment Part B 

4.4 Monitor and coach individuals with 
poor performance 

Exercise 27: Prepare a coaching 
plan 
Assessment Part B 
Assessment Part C 

4.5 Provide support services where 
necessary 

Exercise 28: Suggesting support 
services 
 

4.6 Counsel individuals who continue to 
perform below expectations and 
implement the disciplinary process if 
necessary 

Exercise 29: Deciding whether 
disciplining is appropriate 
 
Assessment Part D 

4.7 Terminate staff in accordance with 
legal and organisational requirements 
where serious misconduct occurs or 
ongoing poor-performance continues 

Exercise 30: Understanding 
termination 
 
Assessment Part D 
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Foundation Skills 

Skill Performance 
Criteria 

Description Workbook page 
reference 

Learning 2.2, 3.3, 4.4  Consolidates and improves own knowledge 
and skills by coaching, mentoring or training 
others 

86, 101–102 

Reading 1.2, 1.6, 2.4  Gathers, interprets and analyses texts in 
organisational documents to facilitate 
performance management 

22–29, 35, 64, 
110–113 

Writing 1.2, 1.4, 1.5, 
1.6, 2.1, 2.3, 
2.4, 3.4, 3.5, 
4.1, 4.7 

 Plans and prepares documents for allocating 
work and managing performance suitable for 
the target audience and in accordance with 
organisational requirements 

27, 37–43, 56–57, 
66–67, 87–88, 94–
95, 107 

Oral 
communication 

1.1, 1.4, 1.5, 
2.2, 2.3, 3.1, 
3.2, 3.3, 3.5, 
4.2-4.7 

 Uses language and structure appropriate to 
context and audience to explain expected 
standards of performance, provide feedback 
and coach staff 

17, 76, 80, 84, 89–
91, 99, 101, 106–
107 

Numeracy 1.3, 1.4, 1.5, 
1.6, 2.1, 2.4, 
3.4, 4.1 

 Extracts and evaluates mathematical 
information embedded in a range of tasks 
and text relating to performance standards 
and risk analysis 

24–25, 40–47 

Navigate the 
world of work 

1.2, 1.6, 2.1, 
2.3, 3.4, 3.5, 
4.1, 4.7 

 Appreciates the implications of legal and 
regulatory responsibilities related to own 
work and the organisation as a whole 

46, 59, 110–113 

 Monitors adherence to organisational 
policies and procedures 

59–60, 63–64, 
110–111 

Interact with 
others 

1.1, 1.3, 1.4, 
1.5, 2.2, 3.1, 
3.2, 3.3, 4.2-
4.6 

 Recognises and applies the protocols 
governing what to communicate to whom 
and how in a range of work contexts 

8, 15–17, 39, 60–
61, 80–83 

 Collaborates with others to achieve joint 
outcomes, influencing direction and taking a 
leadership role on occasion 

8, 15, 37, 60 

Get the work 
done 

1.2, 1.3, 1.5, 
1.6, 2.1, 2.4, 
4.1, 4.2 

 Sequences and schedules complex activities, 
monitors implementation and manages 
relevant communication 

30–31, 64–67, 72–
77, 106–107 

 Seeks advice, feedback and support as 
required to assist in the decision-making 
process 

37, 82, 97, 108–
113 

 Uses experiences to reflect on the ways in 
which variables impact on performance 

51–52 
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Assessment Requirements v1.0 
Performance evidence 

Evidence of the ability to: How will the evidence be 
gathered? 

 consult with relevant stakeholders to identify work requirements, 
performance standards and agreed performance indicators 

Exercise 3: Identifying and 
consulting with key individuals 
and groups 
Assessment Part A 

 develop work plans and allocate work to achieve outcomes 
efficiently and within organisational and legal requirements 

Case Study Exercise 1: Improving 
outcomes 
Assessment Part A 

 monitor, evaluate and provide feedback on performance and 
provide coaching or training, as needed 

Exercise 11: Develop 
performance indicators in your 
workplace 
Exercise 18: Formal and informal 
mechanisms to track 
performance 
Exercise 19: Mechanisms for 
gathering information about a 
person’s performance 
Exercise 21: Practical examples 
of on-the-job coaching 
Exercise 27: Prepare a coaching 
plan 
Assessment Part B 
Assessment Part C 

 reinforce excellence in performance through recognition and 
continuous feedback 

Exercise 26: Providing 
recognition 
Assessment Part B 

 seek assistance from human resources specialists where 
appropriate 

Exercise 25: Deciding when to 
seek expert HR assistance 

 keep records and documentation in accordance with the 
organisational performance management system. 

Exercise 12: Analyse the risks in 
your workplace 
Exercise 22: Design a progress 
report 
Assessment Part A 
Assessment Part D 
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Knowledge evidence 

To complete the unit requirements safely and effectively, the 
individual must: 

How will the evidence be 
gathered? 

 outline relevant legislative and regulatory requirements Exercise 30: Understanding 
termination 
Assessment Part A 
Assessment Part D 

 outline relevant awards and certified agreements Assessment Parts A–D 

 explain performance measurement systems utilised within the 
organisation 

Assessment Part B 
Assessment Part D 

 explain unlawful dismissal rules and due process Exercise 30: Understanding 
termination 
Assessment Part D 

 describe staff development options and information. Exercise 21: Practical examples 
of on-the-job coaching 
Exercise 24: Deciding on 
appropriate performance 
improvement/development 
activities 
 
Exercise 27: Prepare a coaching 
plan 
Assessment Part C 

 


