Performance Development Review
Checklist for PDR Supervisors
Action

Prepare for PDR meeting -  

· Ascertain which staff members you will have PDR Supervisor responsibility for.

· Ensure staff have access to PDR documentation, UC Strategic Plan, and Operational Plan.

· Gather objective evidence of each staff member’s performance and its consequences.

· Plan the PDR discussions.
· Identify areas of strength to be commended as well as areas for improvement/development.
· Prepare feedback that will be constructive and useful for each staff member.
· Inform staff about meetings and ask them to prepare several weeks in advance.

· Allocate appropriate time for the meetings, and ensure a private environment free of disturbances.





Meet with each staff member to conduct the annual performance development review -
· Invite the staff member to provide a self-assessment of their achievements.

· Encourage the staff member to talk by asking open questions to elicit information.

· Review their achievements against the agreed goals.
· What has been achieved? What could be improved? Were there any special circumstances?
· What did the staff member learn?
· Discuss areas of strength to be commended as well as areas for improvement/development.
· Provide feedback that will be constructive and useful for each staff member.
· Focus on facts and concentrate on job performance, not personality issues.

· Discuss priorities and goals for the following year.

· Decide how performance will be measured against the goals.

· Develop a learning/development plan that will meet individual and organisational goals.

· Document agreed goals, measures and development activities on the PDR form.  Ensure that each page is dated and signed by you and the staff member.

· Ensure that the staff member leaves the discussion clear about what is expected of them, and what help and support you will provide them.

· Store completed PDR forms in a secure place, and give a copy to the staff member.




Reporting data -  

· Complete the PDR reporting Form. 

· Compile training data and complete the PDR training and development reporting form.
· Keep a copy of the completed reporting forms and send the originals to your PDR Supervisor and PVC (do not forward individual PDR agreements).




Monitor and Assess progress -  

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

To:

From:

PDR Workplace:

This form should be completed by PDR Supervisors and sent to the Divisional PVC or Executive Director

____________________________________________________________________________

Total Number of Staff     



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.
   










PDR training and Development report attached
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PDR Training and Development Report
To:

From:

PDR Workplace:

This form should be completed by PDR Supervisors and sent to the Divisional PVC or Executive Director

____________________________________________________________________________

Training Summary (Academic Staff)

Please advise how all staff training and development needs identified in PDR documents will be addressed.
CELTS and TEDS

Where there are development needs that can or could be met by CELTS, or TEDS, please advise the topics/needs, and number of staff requiring development/training during this year. 
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Performance Development Review
PDR Training and Development Report
To:

From:

PDR Workplace:

This form should be completed by PDR Supervisors and sent to the Divisional PVC or Executive Director

___________________________________________________________________________

Training Summary (General Staff)

Please advise how staff training and development needs identified in PDR will be addressed.
General Staff Training Calendar

The General Staff Training Calendar consists of short courses covering general training subjects relevant to staff across the university.  Where there are development needs that can or could be met by the General Staff Training Calendar, please advise the subject areas, and number of staff requiring development during this year.  This information will be used to develop the training calendar. 
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