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ANU Focus introduction and overview
ANU Focus cycle and process
Probationary employees

Further information and resources




Based on employee feedback key
outcomes of the new process include
these changes

« Employees can consistently plan
Consistence cadence and track Focus documents
» Aligns with ANU planning cycle

Variable performance
cycle

Inflexible online tool Dynamic online tool More user friendly

Focus on effective conversations Increases employee engagement and

Emphasis on compliance and development success

Training, guidance and education

Forward looking and growth minded
focus

System focus




The ANU Focus performance process will help to drive a culture of meaningful
conversations, development and accountability

Emphasis on effective conversations

Consistent annual cycle for everyone

Dynamic online tool in HORUS

Training, guidance, education focus

Reporting: completion, status, ratings

lan Feb Mar Apr May  June  July Aug Sept  Oct Nov Dec
Goal setting

Checkpaint
End of cycle evaluation

Key features

v Academic and Professional employees to have equitable experience of role,
performance and career discussions, and frequency of how these are recorded | © Launch2 Dec (for
- Focus is a tool to record discussions and progress at least every 6 months,

with emphasis on regular discussions outside of the tool.

v Probation period follows the same process, but from employee commencement sessions 2 + 4 Dec
date, with employee and supervisor to receive reminders throughout process.

v Performance ratings for supervisor to employee (4 total): ‘Outstanding’, 'Often Feedback’ Nov
exceeds expectations', ‘Meets expectations’, or ‘Does not meet expectations’. \ 2024-March 2025

Gext steps 2024/202}

2025 cycle)
o Supervisorand
employee info

o Skill builders: ‘Goal
Setting’ and ‘Giving

-
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Evaluate past Plan for
performance Goal setting the future

Reflection and evaluation: and Goal setting:
1 October - 31 December evaluation 1 December - 31 March

All continuing and fixed-term
people employed for more
than 12 months are required
to participate in the ANU
Focus performance process.

Cycle aligned to business
planning for the College/
School/Department, not the
start-date of the employee.

Employees engage in regular,
converaations with their @1 @1
supervisor throughout the year
?fortnightly oc;gn;onthly) gs E® E® Informal quarterly check-
needed. ; ;
oariar or neve roles are.
encouraged.

Checkpoint:
1 June - 31 July

_
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ANU Focus process workflow

Goal setting

1December - 31 March

Checkpoint

1 June - 31 July

End of cycle reflection and evaluation

1 October - 31 December

notifying that the ANU Focu
‘Goal setting' period has
\_commenced.

le commences 1 December:
Email to each eligible employee

s

1 June: employees notified
that the Focus
‘Checkpoint’ period has
commenced.

vy

\ with the employee.

g Only if applicable: where the employee has had a change in
supervisor during the current Focus cycle, the current
supervisor can invite feedback from the former supervisor, if
still at ANU. This option is only used following consultation

™

-

A

~
1 0ctober: employees notified

of the commencement of the
‘End of cycle reflection and
evaluation' period.

ﬁteg 1

- Employee or
supervisor drafts
goals.

- Employee and
supervisor discuss.

- Employee notifies
supervisor {notify
function) once
drafted.

- Supervisor reviews
and completes goal

\ setting step.

~

Step 2 (employee) \

Employee enters
progress
comments against
goals.

Employee and
supervisor

discuss.

/

/éteg 2 (supervisor)

- Supervisor adds
their comments,
indicates ‘on
track’ or ‘not on
track’ and marks
Checkpoint

k complete.

/step3

- Opportunity for
supervisor and
employee to add
any new goals prior
to end cycle
evaluation.

Supervisor marks

\ /SIEQ 4 ‘EITI@!E!

& this step complete./ \

- Employee assesses
themselves against
goals, adding in
their comments to
the document.

- Employee selects

‘complete’ to submit

to supervisor.

- Supervisor
assessment and
rating of employee.

- Supervisor and
employee discuss.

- Supervisor
approves Focus

\ /éte 4 (supervisor \

/ \ document.
p

complete by 31
December once approved
the completed Focus
document is available in

\_ ‘Historical Documents’.

vy

» Regular conversations between supervisor and employee throughout the cycle.
» Supervisor and employee can add goals up to and including Step 3 throughout cycle.
» During December employee and supervisor can have reflection and goal setting at same meeting,
closing off one year and opening the next year.

)
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Probation

Focus probationary document

scenarios

Focus 2025 standard Focus document (created to draft/copy from previous document)

( )
Existing probationary employee Dec-24  Jan-25 Feb-25 Mar-25  Apr-25 May-25  Jun-25 Jul-25  Aug-25  Sep-25  Oct-25  Nov-25 Dec-25
Probation end date 27 Feb 2025

\_ ,

( )
Existing probationary employee Dec-24  Jan-25 Feb-25 Mar-25  Apr-25 May-25 Jun-25  Jul-25  Aug-25 Sep-25 Oct-25 Nov-25 Dec-25
Probation end date 3 March 2025 Focus probationary document, then catch up standard Focus document April-Nov, then align to annual cycle from Dec

. _J

( )
Newstarter employee 23 Dec 2024 | Dec-24  Jan-25 Feb-25 Mar-25  Apr-25 May-25  Jun-25 Jul-25  Aug-25  Sep-25  Oct-25  Nov-25  Dec-25
Start date 3 Dec 2024 (Professional
continuing) 6 month probationary Focus until June 2025, then catch up standard Focus document July-Nov, then align to annual cycle from De

\_ _J

( )
New starteremployee 23 Dec 2024 | Dec-24  Jan-25  Feb-25 Mar-25  Apr-25 May-25  Jun-25 Jul-25  Aug-25  Sep-25  Oct-25  Nov-25  Dec-25
Start date 4 April 2025 (Professional

L continuing) 6 month probationary Focus until Oct 2025, then prepare to align to annual Focus cycle from Dec )

( )
Newstarteremployee 23 Dec 2024 | Dec-24  Jan-25  Feb-25 Mar-25  Apr-25 May-25  Jun-25 Jul-25  Aug-25  Sep-25  Oct-25  Nov-25 Dec-25|
Start date 3 Dec 2024 (Academic

L continuing) 2 year probationary period until Dec 2026, at which point would then join the standard annual Focus cycle

J
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ANU Focus process summary

Cadence
and
template

Cycle

duration

Probation

Ratings

Cadence same for all employees (once probation is complete).

Calendar year (January-December) with the flexibility to commence goal setting from 1 December through to 31 March.

Four templates total: professional non-probationary, academic non-probationary, professional probationary, academic probationary.
User experience will be one template relevant to employment status at any one time.

13 months for everyone (except probationary employees), allowing for overlap month of December (12 monthly documented conversation
plus 6 monthly check in).

If employee is a new starter post 2 December 2024, a Focus probationary template will be used, similar to the annual cycle Focus template,
which will be initiated from employee start date and go through to probation end date.
Existing employees who are currently on probation as of 2 December 2024 will fall into one of two categories:

1. Those probationary employees who have a probation end date of 28 February 2025 or earlier will have a standard annual cycle Focus document
created (either academic or professional as relevant); or

2. Those probationary employees who have a probation end date of 1 March 2025 or later will have a Focus probationary document created
(either academic or professional as relevant), in place until their current probation end date. If the probation end date is confirmed during:

O
O

March-August 2025 the employee would then go on a standard Focus document until 1 December 2025; or
September-November 2025 the employee would prepare to join the next standard annual Focus cycle from 1 December 2025.

Employee acknowledgement within the Focus document of WHS responsibilities (including if a supervisor) and ANU Code of Conduct.
Automatic reminders to employee and supervisor until action taken, specifically: start date, mid-way through probation and one month prior
to probation date.

If probation is confirmed, then the employee aligns to the usual Focus process cadence:

If probation is confirmed between December-August that employee will have another standard Focus template created on the 1st of the
month following their probation date, completing to the end of the year.

If probation is confirmed between September-November employee can prepare to align to the next annual cycle i.e. commence their next
Focus document from 1 December in line with the annual cycle.

If probation is not confirmed or there are concerns the supervisor needs to discuss with their HRBP, as early as possible during the
probation period. Existing performance management processes are used in this scenario.

Checkpoint - two ratings: performance ‘On track’ or ‘Not on track’.
End of cycle evaluation of employee - four ratings: ‘Outstanding’, 'Often exceeds expectations’, ‘Meets expectations’, or ‘Does not meet
expectations’.

-
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https://services.anu.edu.au/business-units/people-culture-division/business-partnering
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e Supervisors can
copY from their
goals.

* Supervisors can
copy goals from an
existing team
member Focus
document.

o S u pe rV | S O rS C a n Team Documents Delegated Documents

add a participant
l.e. a previous
supervisor from the ...
current Focus cycle,

‘:Se_-.'.:n by Name... ‘ ‘ ” ‘ ‘ v ‘

following _ AN OGS P« 1m-31 Dt
ConSUltatlon Wlth Amy Team-Member

ANU Officer 7 (Technical)

e m p loye e " ANU FOCUS (Professional) » 1 Jan - 31 Dec 2024
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Employee logs in through HORUS,
via Employee Self Service and
clicks on Focus (Performance).

The tile displays the Next Due
Date coming up for actioning the
next stage.

Employees cannot copy goals or
add participants i.e. past
SuUpervisors.

Note: for professional employees
they can view past PDRs on the
Historical eForm PDRs tile. For
Academic employees they can
view/update their Academic
workload split, as well as view past
PRDs on the Academic Workload
Summary tile.

Employee Self Service v

ANU Delegations Approval Proxy ( University Staff Directory | ( Absences
2 2 (v
£ & i
& & 00O
Personal Details Talent Profile Focus (Perform: ) Banking
2 ot 3
Next Due Date 01/03/2024 pocourt
Training ( Payroll and Remuneration HR Forms ( Historical eForm PDRs
]
& S - B= A~ I
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Employee logs in through HORUS, via
Employee Self Service and clicks on
Focus (Performance).

The tile displays the Next Due Date
coming up for actioning the next
stage.

Employees cannot copy goals or add
participants i.e. past supervisors.

Note: for professional employees
they can view past PDRs on the
Historical eForm PDRs tile. For
Academic employees they can
view/update their Academic
workload split, as well as view past
PRDs on the Academic Workload
Summary tile.

Employee Self Service v

Academic Workload Sur

aafny

ANU Delegati 1 P University Staff Directory
o
Le oy =
88 000
Details Talent Profile ocus (Performance)
& 0
2 o
Training Payroll and Remuneration HR Forms
=]
& e =
= f &=
=

Performance Management (ESS)

71 Edit Academic Workload

[ Historical eForm PDRs

Empl ID: :Empl Rec: 0

RerotsTo: [ Sypervisor role and name |

| Employee name |
Academic Workload - Summary

Service/

Research Eaucation | SO e WO

StartDate . 4 Leadership/Public .. = Comments
06/04/2022 80 10

Add new Workload split

Return to Job Selection page
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For noting

« Supervisors and employees can add goals to the Focus
document until the final evaluation step of the process.

* Notifications are triggered when Complete.
 Audit records are available for up to 3 years.

 For Professional employees: Historical PDRs in the
Historical eForm s tile.

 For Academic employees: Historical PDRs and
Academic workload split within Academic Workload
Summary tile.
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Key next steps for the Focus cycle

« Skill builder sessions (online): ‘Goal Setting’ and ‘Giving Feedback’ from late November
2024 through to March 2025.

« 2025 Focus launch from 2 December 2024. Supervisor and all employee info sessions 2
and 4 December 2024, respectively.

 Employees and supervisors ensure that 3-5 goals are set for the employee - open from 2
December 2024, with deadline 31 March 2025.

« Set SMART goals that align with the University’s strategic priorities.

» Performance conversations should be forward-looking with a focus on future
development.

* Experiment with regular feedback conversations rather than once or twice-yearly
performance discussions.



https://anu365.sharepoint.com/sites/PerformancePathwaysConversations/_layouts/15/Events.aspx?ListGuid=7ff4b98b-4acf-4187-8b19-2ac7fe08da2a&AudienceTarget=false
https://services.anu.edu.au/human-resources/supporting-development/anu-focus-performance

We are on an iterative journey with you

» This change is one part of our effort to create the ANU we all want.

 We have incorporated best practices and employee feedback to shape the ANU
Focus design.

* There will be things in the ANU Focus process to be improved during
implementation - please keep giving us feedback on what works well, and what
needs improvement.

* We will work together - we need your help to champion this change.
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Resources and contacts for guidance
throughout the ANU Focus process

 Focus website
 Focus SharePoint site
 Email: HRD.Development@anu.edu.au
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https://services.anu.edu.au/human-resources/supporting-development/anu-performance-focus
https://anu365.sharepoint.com/sites/PerformancePathwaysConversations
mailto:HRD.Development@anu.edu.au
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