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1. Introduction  

1.1 Background 
 

The Progress Plan is the University’s performance review and planning process, assisting the University to 
achieve performance excellence. It engages you to manage your development and progress at ACU and 
enhances the alignment of your individual contribution towards the University’s outcomes.  
 
Your Progress Plan is yours to own, to progress your development and career at ACU. It’s designed to 
encourage a continuous feedback and development discussion between you and your supervisor.       
 
Your Progress Plan commences at the time of your appointment and continues throughout the duration of 
your employment. A snapshot is taken at least annually as part of your employment record. The Progress 
Plan provides your development and progress throughout your time at ACU. As part of your discussion with 
your supervisor, you  identify how your role contributes towards the achievement of the University's Strategic 
Plan; consider and discuss your development and strengthen your capability based on the University’s 
Capability Development Framework (CDF) and Academic Performance and Evidence (APME) Framework 
(Academic Staff only) to enable a clear view of the competencies that will support you in your progress and 
assisting the university to achieving performance excellence.   
 
The Progress Plan is maintained through Staff Connect, which is already known to and used by staff.  
 

1.2 Objective 
 
This document will provide the necessary guidance for Academic and Professional Staff to be able to view 
and manage their Progress Plan  in Staff Connect in detail.    
 
This user guide should be used in conjunction with the Progress Plan Conversation Guide for Staff that 
provides more detail on what needs to be considered and discussed with your supervisor to complete your 
Progress Plan. See Related Documents table on page 2 to locate the link to the relevant Progress Plan 
Conversation Guide. 
 
After reading section 2 (Accessing your Progress Plan) and section 3 (Navigating your Progress Plan) the rest 
of this guide largely refers to the same help that is available within the Progress Plan, either in the form 
instructions or the information bubbles. 
 

 
1.3 Application of Process  

 
The Progress Plan applies to all Academic, Professional and Senior Management/Executive/Senior Executive 
Staff (who are employed on a continuing or fixed-term basis for a period greater than 6 months).   
 
There is an additional User Guide for Supervisors to assist in the raising and completion of the feedback form, 
the Supervisor engagement in your Progress Plan. 
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2. Accessing your Progress Plan in Staff Connect 

Step  Description  
2.0.1 Login to Staff Connect with your User ID and Password (same as your ACU login). 

https://selfservice.aurion.cloud/acu/production/actionitems 

 
2.0.2 The easiest way to access your Progress Plan is shown below: 

Go to Dashboard and click on My Performance Plans: 

 
2.0.4 Click on My Progress Plan under ‘Form Name: 

 
  

https://selfservice.aurion.cloud/acu/production/actionitems
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2.0.5 You are now in your Progress Plan: 

 
2.1 Alternate method to opening Progress Plan 
2.1.1 You can also access your Progress Plan as follows:    

Go to the Talent menu at the top of the page and click on Performance: 

 
2.1.2 Click on the down arrow to the right of Performance History and then click on your Open – 

My Progress Plan 

 
2.1.3 You are now in Your Progress Plan (as per 2.0.5 above) 
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3. Navigating your Progress Plan 

Step  Description  
3.0.1 The Progress Plan form is divided into four (4) tabs, or pages, My Role, My Development, My 

Focus and My Progress Notes. You can navigate the Progress Plan form by clicking on the 
relevant tab at the top or bottom of each page. 
 

3.0.2 As shown below, the current tab you are working on will be highlighted in red. The remaining 
pages tabs will be shown in purple. 

 

 

 

 
3.0.3 Each time you move between the pages, the Progress Plan automatically saves any changes. 

 
3.1.1 Code of Conduct 
3.1.2 When you first access your Progress Plan, or after each ‘snapshot’ (a point in time capture) and 

archived, you will be asked to refresh your understanding of, and commitment to the Code of 
Conduct. 
You must tick the acknowledgement box before you can navigate away from the My Role page. 

3.1.3 If you see the Error message highlighted below, check if you have ticked CODE OF CONDUCT 
ACKNOWLEDGEMENT checkbox. 

 
  

https://policies.acu.edu.au/Human%20Resources/workplace_behaviour/code_of_conduct_for_all_staff
https://policies.acu.edu.au/Human%20Resources/workplace_behaviour/code_of_conduct_for_all_staff
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3.2 Information and Self-Help Bubbles 
3.2.1 The Progress Plan introduces information and help bubbles giving you the option to click and 

view further information, examples, instructions and links relating to a section or table. 
3.2.1 

 Purple Information bubble 
3.2.1.1 A purple information bubble  provides the option to view further information, examples and 

links relating to a particular section, if needed. 

 
3.2.1.2 When opened the information bubble can be reviewed. Click the white X in the top right-hand 

corner to close. 

 
3.2.2 

 Red Information bubble 
3.2.2.1 A red information bubble  is specific to the Capability Development Framework (CDF) table and 

provides in-depth information on the achievement level, expectations and behaviours for each 
competency. 

3.2.2.2 

 

https://staff.acu.edu.au/tools_and_services/learning-and-development/capability-development-framework-development-guide/capability-development-framework-resources
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3.2.2.3 

 
3.2.3 

 Light Purple Question Mark Bubble 
3.2.3.1 A light purple Table Help bubble allows the option to click and view standard instructions on 

how to use a Table within the Staff Connect form – i.e. how to add, remove or move rows within 
the table. 

 
 

3.2.3.2 

 
3.2.4 Service Central links within the Information and Table Self Help Bubbles 
3.2.4.1 You can contact Service Central from within the information bubbles, by either clicking on the 

Service Central hyperlink, or via a Teams call by clicking the telephone link. 
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4. Updating the Progress Plan in Staff Connect 

The Progress Plan is yours to own, to progress your development at ACU. You and your supervisor can interact 
electronically with continuous two-way feedback. Your supervisor will have visibility of your plan and can provide 
you with feedback at any time by the Progress Plan Review form in Staff Connect. 

4.1. MY ROLE 

 
My Role identifies the specifics of your role. In reviewing this information with your supervisor, you can identify how 
your role contributes to the university’s outcomes, discuss, clarify and operationalise the expectations outlined in 
your Position Description and identify and discuss key position attributes that are essential to your role. 

 
Step Description 
4.1.1.1 Review the information contained within the My Role section 
4.1.1.2 Review the information within the information bubbles 
4.1.1.3 Click on any relevant hyperlinks and the linked web page / resource will open in a new tab – as 

per the screenshots below. 
4.1.1.4 Review the Enterprise Agreement, the relevant Policy and the Conversations Guides by clicking 

on the related hyperlink 
4.1.2 

 
4.1.2.1 Review the information contained within the Code of Conduct section 
4.1.2.2 Review the information within the bubble 
4.1.2.3 Click on any relevant hyperlinks and the linked web page / resource will open in a new tab 
4.1.2.4 Review the Code of Conduct by clicking on the hyperlink 
4.1.2.5 The first time the Progress Plan is opened, or immediately following any snapshot, you will be 

asked to acknowledge that you have reviewed the Code of Conduct 

 



 

11 | Progress Plan Form for Academic and Professional Staff – Staff Connect User Guide 

4.1.2.6 Tick the Acknowledgement box once you have reviewed the Code of Conduct 

 

 TIP 
You will not be able to navigate to other pages within the Progress Plan until you have completed 
the acknowledgement by checking the check box. 

4.1.3 

 
4.1.3.1 Review the displayed position information 
4.1.3.2 If there are any details that are incorrect, please discuss these with your supervisor during your 

conversations 
4.1.3.3 Note your CDF Achievement Level 

 
4.1.4 

 
4.1.4.1 Any (organisationally identified) role specific elements, such as authorisations (e.g., the relevant 

State’s Working with Children check); knowledge (e.g., Competition and Consumer Act); training 
(e.g. Protected Disclosure) or other essential elements identified for your position will be 
displayed in this table 

4.1.4.2 Discuss any requirements with your supervisor 
4.1.4.3 Where necessary, work with your supervisor to identify and prioritise any required development 

or authorisation / licensing requirements on the My Development page 
4.1.4.4 If there are no currently identified attributes for your position, this table will remain blank and no 

further action is required 
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4.1.5 

 

 TIP 
This section will only be viewable if you are currently within a period of probation, and there is an 
upcoming probation review date. 

4.1.5.1 Review the information contained within the Probation section 
4.1.5.2 If you are currently on probation, the next probation review date will be shown 
4.1.5.3 Ensure that any development activities / tasks associated with your probation requirements are 

noted in the Selected Development Focus section on the My Development page, or in the Key 
Activities, Goals and Career Plans table on the My Focus page 

4.1.6 

 
4.1.6.1 Review the information contained within the My Role and Contribution section 
4.1.6.2 Review the information within the bubble 
4.1.6.3 Click on any relevant hyperlinks and the linked web page / resource will open in a new tab 
4.1.6.4 If the Position Description is available (linked), click on the link 
4.1.6.5 Look for the download / Open File box at the bottom of the screen. Click on ellipsis… and choose 

open 

 
4.1.6.7 The Position Description will open in a new tab in your browser 
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4.1.6.8 Discuss the Position Description with your supervisor. Ask any questions you need to ensure you 
have a good understanding of the main duties, key activities and the expectations of the position 

4.1.6.9 If you believe that the Position Description requires updating, please flag this for discussion with 
your supervisor 

 TIP 

Not all Position Descriptions are linked yet. If yours is not available, source the original and use 
this for the discussion with your supervisor. 

4.1.7 

 
4.1.7.1 Review the information contained within the Strategic Plan section 
4.1.7.2 

Review the information within the  ibubble 
4.1.7.2 Click on any relevant hyperlinks and the linked web page / resource will open in a new tab 
4.1.8 

 
Optional When discussing the key strategic priorities that influence your role, you can choose to note 

these in the Optional Strategic Focus Discussion Points table 
4.1.8.1 Click on the Strategic Focus Element to view the sub-elements (click on the red arrow) 
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4.1.8.2 Click on the square copy icon at the end of the relevant sub-element 

  

  
4.1.8.3 Click on the table row to open the table 

 
4.1.8.4 Paste the copied sub-element into the table (Ctrl-V or right click and choose Paste) 

 
4.1.8.5 Click Done 

 
4.1.8.6 Where necessary, multiple sub-elements can be added to the table 

 
4.1.8.7 Click the check box beside the sub element to see more options. 

 
4.1.9 

 
4.1.9.1 Review the information contained within the Portfolio Plan and Unit Plan sections. 
4.1.9.2 Where the relevant plan exists, your supervisor will discuss them with you. 
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4.1.9.3 Click  to move to the next page. 
 

4.2. MY DEVELOPMENT 

 
My Development provides a resource to support you and your supervisor to discuss your progress in relation to 
the Capability Development Framework (CDF) expectations and behaviours, the ten (10) competencies that are 
the essential development blocks of all university positions and the Academic Performance Matrices and 
Evidence (APME) Framework (Academic Staff only). 
 
Step Description 
4.2.1 Academic Staff Only – This section is not visible to Professional Staff (go to step 4.2.4) 

 
4.2.1.1 Review the information contained within the Academic Performance Matrices and Evidence 

(APME) Framework and Capability Development Framework (CDF) section; 
4.2.2 

Open and review the information within the ibubble; 

 
4.2.2.1 Click on the APME to CDF Map hyperlink 
4.2.2.2 The resource will download and open in Excel 

  

https://staff.acu.edu.au/tools_and_services/learning-and-development/capability-development-framework-development-guide
https://staff.acu.edu.au/-/media/staff-site-rte-docs-only/docs/learning-and-development/cdf-expectations-and-behaviors-live.xlsx?la=en&hash=EB22B40EF896DBAB3DF0C50FFF9D931A
https://staff.acu.edu.au/human_resources/working-here/academic_working_arrangements/academic_performance_matrices
https://staff.acu.edu.au/human_resources/working-here/academic_working_arrangements/academic_performance_matrices
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4.2.2.3 Open the APME to CDF Map for your academic level and pathway 

 
4.2.2.4 Click on your Level and Academic Career Pathway - Identify, consider and discuss with your 

supervisor the academic performance standards relevant for your pathway and level 
 

 
4.2.2.5 This discussion could include the expectations and behaviours identified in any related CDF 

competencies. 

 
4.2.2.6 Development options, key work activities, goals or career plans can all be considered and 

discussed in this context. These can then be recorded in the Selected Development Focus 
section on the My Development page, or in the Key Activities, Goals and Career Plans table 
on the My Focus page 

4.2.3 
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 TIP 
The Academic Performance Matrices & Evidence Framework table is prefilled with your 
Academic Career Pathway and Level. 

 
4.2.3.1 Consider your progress and performance against the expectations and performance standards of 

the relevant APME for your pathway and level. In discussion with your supervisor, select the most 
appropriate Development Status; 
Click on the table to update Development Status.  

 
4.2.3.2 The Development Status options are: 

  
4.2.3.3 

Click  when you and your supervisor have selected your current status 
4.2.3.4 With your understanding of interrelationships between APME and CDF and a conversation with 

your supervisor, you should be able to consider and prioritise your development for this Progress 
Plan. Go to 4.2.5 below for more detail. 
 

4.2.4 Professional Staff Only – This section is not visible to Academic Staff (go to 4.2.5) 

 
4.2.4.1 Review the information contained within the Capability Development Framework (CDF) section 
4.2.4.2 Review the information within the bubble 
4.2.4.3 Click on any relevant hyperlinks and the linked web page / resource will open in a new tab. 
4.2.4.4 With your understanding of CDF and other frameworks and through a conversation with your 

supervisor, you should be able to consider and prioritise the competencies that will become your 
development focus for this plan. Go to 4.2.5 below for more detail. 
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4.2.5 Visible to Academic and Professional Staff 

 
4.2.5.1 Review the information contained within the Capability Development section; 

Review the information within the  ibubble 

 
4.2.5.2 With reference to your current Achievement level, click on the red  bubble beside each 

Competency 

 
4.2.5.3 Review the Expectations and Behaviours for YOUR level 
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4.2.5.4 After reviewing the expectations and behaviours of the competencies and in discussion with your 
supervisor select the three competencies for development in your plan by checking the 
Development Focus check box in the competency table. 

 
You should have three competencies selected: 
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4.2.5.5 The corresponding competency will become dynamically available underneath the table. 

 
4.2.5.6 Prior to adding content to the three new tables, review the information contained within the 

Selected Development Focus section and click on the  ibubble (see 4.2.5.5 above). 
Review the information relating to the Staff Learning Program Catalogue and the 70:20:10 
Toolkits and Model for Learning via the hyperlinks. The relevant web pages will open in a new 
tab and can be left open as you build up your content. 

 
4.2.5.7 To review available courses linked to competencies click the blue ‘here’ hyperlink 

 
4.2.5.8 Record your Development Option by clicking on the Development Focus table or by clicking the 

Add row button. 
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4.2.5.9 Select the DEVELOPMENT TYPE you will utilise. 

 
4.2.5.10 Select the ACTIVITY type you will utilise 

 
4.2.5.11 Enter the DEVELOPMENT OPTION as a free text entry 

 
4.2.5.12 Enter the TARGET DATE and the DEVELOPMENT STATUS 

 

 TIP 

These options are not static. You can come back into your entries any time and update them and 
add detail, remembering however a form is archived at least annually. When a DEVELOPMENT 
OPTION is completed the DEVELOPMENT STATUS can be updated to Completed. Completed 
items will be removed from the Progress Plan on the anniversary on the plan. 

4.2.5.13 Click Done when you have completed your entry. 
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4.2.5.14 You can add as many entries as required to each competency: 

 

 TIP 

You can view upcoming professional development activities and submit a request to book a 
course (or submit an EOI) all from within your Progress Plan via the Learning & Development 
Opportunities  on the My Development page and the Key Activities, Goals and Career 
Plans  on the My Focus page. Important note – if accessing your Progress Plan off campus, 
you will need to be connected to the VPN for the Learning and Development report to open and 
be accessible 

 
4.2.6 

 
4.2.6.1 Review the information contained within the Essential Position Attributes section 
4.2.6.2 Click on any relevant hyperlinks and the linked web page / resource will open in a new tab 
4.2.6.3 In discussion with your supervisor, identify and prioritise any essential position attribute activities 

or development that may be required. 
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4.2.6.4 Any development or activities  identified to complete required training or authorisations can be 
recorded in the Key Activities, Goals and Career Plans table on the My Focus page 

Detailed 
Example 

If Protected Disclosure Whitleblower training was identified against your position as an essential 
training requirement and you have not previously completed it then in the Key Activities, Goals 
and Career Plans table on the My Focus page you can record a task to enrol for Whistleblower 
training when it becomes available. This is to ensure you retain visibility of the requirements to 
undertake the development.  

 TIP 

If no essential position attributes were identified for your position (on the My Role page), then the 
two tables will be blank and no further action / development relating to position attributes is 
required at this time 

 
4.2.7 

 
4.2.7.1 Review the information contained within the Refresh Position Attributes section 
4.2.7.2 Once you have completed the required development or activity and it has been recorded as 

completed in Staff Connect (e.g. a completed development course or a new Working with 
Children check), you can refresh the Essential Position Attributes – Development and the 
Position Authority/Licensing table (see 4.2.7.3 below). 

Detailed 
Example 

If Protected Disclosure Whitleblower training was identified against your position as an essential 
training requirement and you complete the ACU Whistleblower training, your development record 
will be updated in Aurion. You should see the outcome in the Transcript Report (see 4.2.8 
below) when your training record has been updated. You can then refresh your position attribute 
record (see 4.2.7.3). 

4.2.7.3 Check the REFRESH POSITION ATTRIBUTES check box 

 
4.2.7.4 

Click the  button at the bottom of the page.  
4.2.7.5 The Essential Position Attributes – Development and the Position Authority/Licensing 

tables will then be refreshed with the latest information. 
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4.2.8 

 
4.2.8.1 Review the information contained within the My Development History section 
4.2.8.2 Click on  hyperlink 

 
 A copy of your previous development transcript will open in another tab; 

Important note – if accessing your Progress Plan off campus, you will need to be connected to 
the VPN for the Transcript report to open. 

 
To proceed to the next page, click on the  tab. 
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4.3. MY FOCUS 

 

My Focus is an area where you and your supervisor can outline and discuss your career and development goals 
and/or activities, both within your current role and for your potential career growth within ACU. The use of this 
section can be varied. For example, you may choose to utilise this section for: 

• Recording and tracking particular goals or objectives that are required for a role; 
• Noting key work activities, or a key work focus; 
• To track key work outcomes; or 
• Identifying career development activities to assist with progressing your career. 

 

 

Step Description 

4.3.1.1 Review the information contained within the Key Activities, Goals and Career Plans 
section. 

4.3.1.2 Review the information within the information bubble. Click on the blue hyperlinks for 
additional resources and information. 

 

4.3.1.3 After reviewing the information record the Development Type & Activity in the table provided: 

  

4.3.1.4 To add an activity / focus / goal / development / career development item, click on the table 
for first use, or click Add row for an additional entry; 
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4.3.1.5 The following dialogue box will open: 

 

4.3.1.6 Select the Development Type from the drop-down options; 

 

4.3.1.7 Select the Activity type from the drop-down options 

 

4.3.1.8 Enter a free text description of the activity / focus / goal / career development activity 

 

4.3.1.9 Optional – select a relevant or related CDF competency  
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4.3.1.10 Select a target date for completion 

 

4.3.1.11 Select the Development Status from the drop-down options 

 

4.3.1.12 Click Done to finalise. 

 

4.3.1.13 

 

4.3.1.14 
Click  to add another row for data entry 

 



 

28 | Progress Plan Form for Academic and Professional Staff – Staff Connect User Guide 

4.3.1.15 Complete additional entries as needed 

 

4.3.1.16 
To proceed to the next page click on the  tab at the bottom of the page. 
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4.4. MY PROGRESS NOTES 

 
My Progress Notes provides a place to record comments, updates, noted achievements, or to highlight areas 
for further opportunity and discussion with your supervisor, across any aspect of your role and career at ACU. 

 
Step Description 
4.4.1.1 Review the information contained within the My Progress Notes section; 
4.4.1.2 To add an entry / comment in the table click on the table for first use, or click Add row for an 

additional entry: 

 
4.4.1.3 The MY ACHIEVEMENTS, CHALLENGES, DISCUSSION POINTS dialogue box will appear: 

 
4.4.1.4 Select the DATE of the entry 
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4.4.1.5 Select the PLAN AREA that the entry relates to from the drop-down options; 

 
4.4.1.6 Select the TYPE of entry from the from the drop-down options: 

 
4.4.1.7 Enter a free text comment / entry: 

 
4.4.1.8 Click Done to finalise: 

 
 

4.4.1.9 The completed entry looks like this: 
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4.4.1.10 
Click the  button and add as many entries as needed: 

 
 
4.4.2 

 
4.4.2.1 Your supervisor will get a quarterly reminder to provide feedback in relation to your plan. They 

can raise a Progress Plan Feedback form that shows them what has been recorded in your 
Progress Plan to date. They can then document their feedback and when the review form is 
finalised, the feedback will appear in the Supervisor Feedback section of your Progress Plan. 
Initially the table above (4.4.2) will appear blank as no feedback has been provided by the 
supervisor yet. 

4.4.2.2 Once your supervisor submits the feedback form, it will become viewable at the bottom of your 
My Progress Notes page: 

 
4.4.2.3 Review your supervisor’s feedback and update your plan as needed. 

 

 TIP 

Return to your plan regularly and update it. Note down anything you want to discuss with your 
supervisor and record your activities and any learnings as you progress your plan. 

Finish 
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