Performance Development Review
Divisional PDR Reporting Form

To:
Director, Human Resources Unit
From:

Division:

____________________________________________________________________________

Total Number of Staff in Division     



Total Number of Staff who have    



completed a PDR agreement

Please attach a completion schedule if not all staff have completed a PDR agreement.
Twelve Month Review Summary

Total Number of staff who exceeded performance expectations and are recommended for reward.

Please attach details of high performance with recommendations for reward.

    










Total Number of staff who met agreed performance expectations.























Total Number of staff who did not meet performance expectations and require further assistance.

Please attach details of under performance with recommendations for remedial action.
   










Divisional PDR training and Development report attached
HR- July 2006

Performance Development Review
Divisional PDR Training and Development Report
To:

Director -  Human Resources
From:

Division:

____________________________________________________________________________

Copies of all PDR training and development reports for General Staff of this Division are attached.
    










Copies of all PDR training and development reports for Academic Staff of this Division are attached.






















HR- July 2006

Performance Development Review
Divisional PDR Training and Development Report
To:

Director -  CELTS


Director -  TEDS

From:

Division:

____________________________________________________________________________

Copies of all PDR training and development reports for Academic Staff of this Division are attached.






















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Performance Development Review
Checklist for PVC’s and Exec Directors

Action

Prepare for PDR -  

· Allocate PDR Supervisors  to staff members.

· Ensure PDR Supervisor’s are fully aware of the UC Strategic Plan, and Divisional Plans.

· Discuss Divisional performance expectations with PDR Supervisors.

· Ensure that PDR Supervisors have completed their PDR meetings and agreements with you before Divisional staff begin their meetings.

· Communicate your expectations regarding the PDR process, including timelines, to all Divisional staff.




Reporting data -  

· Ensure that all PDR Supervisors completed and submitted the PDR Reporting Form to you.

· Ensure that all PDR Supervisors compile training data and complete the PDR Training and Development Reporting Form and you have received it.
· Complete the Divisional PDR Reporting Form and return it to the Director, Human Resources.

· Complete the Divisional PDR Training and Development Form (General Staff) and return it to the Director, Human Resources.

· Complete the Divisional PDR Training and Development Form (Academic Staff) and return it to the Director, CELTS, and to the Director, TEDS.





Rewards and under performance – 
Discuss with PDR Supervisors (and if necessary, the Director, Human Resources). 

· The rewards appropriate for each individual staff member who has exceeded performance expectations.

· Remedial action appropriate for each individual staff member who has not achieved their performance expectations.

Monitor and Assess progress -  

· Ensure that staff have resources and access to developmental activities contained in their PDR agreements.
· Monitor and assess individual and group progress throughout the PDR cycle.
· Give regular feedback to all staff members.
· Discuss any issues as they arise.

· Champion PDR within your division.




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