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The work you do is essential for UNDA to achieve our organisational plans and priorities
as well as your individual performance goals. The performance development process
supports us to build a high-performance culture. 

Your Performance Development Plan (PDP) is designed to show how your contribution,
personal development and career development, aligns with the organisations' plans and
priorities. It also identifies your contribution and supports your career development and
progression

Performance Development Planning (PDP)



PERFORMANCE PLANNING CYCLE



Manager & Employee to
discuss and complete
PDP using the Word
Template 

Step 1 Step 2 Step 3

PDP PROCESS

Employee to upload
PDP on PeopleSoft after
developing the year
ahead plan and click
save

Manager & Employee
meet to have end of
year conversation and
record in the PDP Word
Template. Manager or
Employee to upload
PDP in to PeopleSoft

Manager to record
performance rating on
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reviewing and sharing
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Employee to review Manager
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for the following year
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Step 1

The first step in the planning process is to complete the front page of the
form at the start of each calendar year.

As per the planning cycle, it is also possible to complete the planning
session in the same discussion as completing the End of Year Review for
the previous year.

Front Page



Performance Goal Planning 

Step 1



Outline your Strategic Priority and link to the relevant Strategic Pillar. You should also link to your areas
Operational Plan where there is one in place. You should aim for 3-5 priorities (5 maximum)

 

Strategic Pillar / Strategic Priorities

Indicate your overarching performance goal here and the tasks that will help you to achieve the goal.
The tasks should be SMART and there is no limit on how many goals you can have to support the
Strategic Priority
 

Individual Performance Goals

Performance Goals cont.

Each task should be supported by a success measure that outlines both a quantitative and qualitative
measure accompanied by a timeframe

 

Measures of Success

Note: Strategic priorities are intended to be fluid, so should be
updated or replaced throughout the year when goals have been met.



Step 1

UNDA Guiding Principles - Ways Of Working

Identify a minimum of two Guiding Principles that you want to develop 

UNDA Guiding Principles

Once you have identified the Guiding Principles, include one or multiple
ways of how you will apply this "way of working" in the workplace. At the
end of this guide you will find UNDA Guiding Principles - Ways of Working
examples, to assist you if required 

Ways of Working



Step 1

Development Goals - Aspirational

Development Goals - Current Role
Identify any areas of development required for your current role. Goals may
be either behavioural or operational. All employees should have at least one
development goal for their current role

Development Goals - Future Role
Identify any areas of development required for your future role. Goals may  
be either behavioural or operational. This is optional

Agreed Action
Identify the training, coaching or mentoring support required to assist you in
developing your identified area of development, and the agreed action you
have with your manager. You should ensure that you use the 70:20:10
method (see above in the PDP)



Step 2

Loading your PDP on Our People Hub - PeopleSoft

Once you and your manager have completed the PDP you will then need to load
the PDP into PeopleSoft

Our People hub (PeopleSoft) Process

Using the diagrams below follow the steps to load your PDP into PeopleSoft.

Loading the PDP

Select the link sent to you via email and you will be directed to login to Our People Hub (PeopleSoft)
Once logged in you will be directed to the 'Performance Process' screen
Select 'Start' on the right-hand corner.

Employee Self Service: Performance

Optional:  You may choose to directly log in on Our People Hub (PeopleSoft). Proceed to navigate to 'Employee Self Service' and
then select the 'Performance tile'

Note: If you have already logged in on PeopleSoft that day, you will be directed to a slightly different screen called 'My Current
Documents'



Select the ‘upload PDP’ button found bottom left of ‘section 1 – Upload Performance Plan

On the Performance screen, under 'My current documents', please select 'Performance Development Plan' for
the current year

On the 'Performance Development Plan' screen you will find 'steps & tasks' menu on the left which reflects your
progress



Upload your PDP document and select 'Upload'

Once the upload is complete it will be shown under 'PDP' section, please provide a 'Description' and
under the 'Attachment Audience' drop down list select 'Employee and Manager.' 

Once you have successfully uploaded your PDP, select the 'Save' button on the top right-hand. 
Post saving, you may wish to notify your manager that you have uploaded your plan. To do this click on
notify. and add a message if you choose to

Note: Do Not Click on 'Complete' in this step, as it will end your process



Optional: If you chose to notify your manager, the 'send notification' box will open, please write a message and select the
'Send' - once complete.
Note: Do Not Change the email address as the system by default will send it to your Line Manager



Step 3
Mid-Year Review

Using the diagram below, complete the Employee section of the mid-year review and
the Guiding Principles section (see next page) then forward to your manager to
complete. You and your manager should meet to discuss the outcomes and document
your  comments in the Overall Comments page

Performance Goals - Mid-Year Review



Using the diagram below, complete the Employee section of the mid-year review at the
same time as the Performance Goals section

Guiding Principles - Mid-Year Review



Step 4
End-of-Year Review

 Using the diagram below, your manager will ask you to complete the Employee section of the end-of-
year review and the Guiding Principles section (see next page). Once complete forward to your
manager so they can complete their section. You and your manager should meet to discuss the
outcomes and document your comments in the Overall Comments page. Your manager will also record
your rating of "meets expectations" or "does not meet expectations"

Performance Goals - Mid-Year Review



Using the diagram below, complete the Employee section of the end-of-year review at
the same time as the Performance Goals section  

Guiding Principles - End-of-Year Review



Step 5

Using the instructions below, you and your manager will complete the loading of the End-of-
Year Review 

End-of-Year Review - Employee

Loading the  PDP Review in to PeopleSoft

Login to Our People Hub (PeopleSoft) - Employee Self Service screen and select the Performance
tile

On the Performance screen, under 'My current documents', please select 'Performance Development
Plan' for the current year (please ensure you read the document details provided: type, status, period
begin - end, and next due date)
Proceed to click on the arrow on the right end

 



Proceed to upload your up-to-date PDP (end of year review) and add comments in the 'Employee
comments' box if you wish to

Ensure to attach the up-to-date file, and select 'upload' button
Note: you can add additional Performance related files if you wish to



Post upload your PDP, please ensure to write a 'Description' box and select 'Employee & Manager' in the
Attachment Audience drop-down list

You may now proceed to select the 'Complete' button on the top right - hand, proceed to select 'Confirm'

Post selecting the 'Complete' & 'Confirm' option - your Line Manager will provide feedback and
performance rating and share it with you within Our People Hub (PeopleSoft) - you will receive an auto
email notification once this has been actioned by your Line Manager, and you may now proceed to the
last step 'Employee Acknowledgement.'



Please ensure you navigate back to your Performance Development Plan in the system and review
the feedback provided, post which you are required to select the 'Acknowledge' button on the top
right, and 'Confirm'

Employee Acknowledgement

Note: If you fail to 'Acknowledge' your Line Managers feedback in the system - your Performance Development
Plan will remain incomplete in the system. Hence, this is a highly important step

Post receiving a notification via email regarding your pending acknowledgement, please ensure to log
back on Our People Hub (PeopleSoft), and via the Performance tile, under 'My current documents.'
you will see 'document status' showing as 'Pending Acknowledgement.' 

Note: If you fail to 'Acknowledge' your Line Managers feedback in the system - your Performance Development
Plan will remain incomplete in the system. Hence, this is a highly important step.



Using the instructions below, you and your manager will complete the loading of the End-of-
Year Review 

End-of-Year Review - Manager

Step 6 

Line Manager to log in on Our People Hub (PeopleSoft) Manager Self Service, and select the 'Team
Performance' tile

Our People Hub (PeopleSoft) - Manager Self Service

       Note: Managers will receive a auto email notification once the employee has completed their self-evaluation.
       This notification will also have a URL link for you to navigate to Our People Hub

The Team Performance page will provide a list of your team members PDPs, ready for your
evaluation- please select relevant row to proceed



Manager will be able to view the PDP uploaded by their team member, along with upload additional
documents if required. 

Manager must proceed to select the 'Performance Rating' tab and select the 'Manager Rating' drop-
down list to view rating options



Managers can view the 'Rating Model' and select the appropriate option, and confirm

Manager must now proceed to select 'Save' and 'Share with Employee' - this will then trigger an auto
email notification to your employee to review your feedback and complete the 'Employee
Acknowledgment' step.

Note: Please ensure you have reviewed all your attached documents, comments, and performance rating prior to
selecting 'Share with Employee'.

The Performance Development Plan and Review process is now complete



Appendix

Below are the Five Pillars of the Strategic Plan. The next five diagrams provide
additional detail on how we are going to achieve each of these pillars. Once you have
identified your strategic priority, either through your areas’ Operational Plan or through a
discussion with your manager, you can identify which pillar best aligns with your
strategic priority.

UNDA Strategic Plan









To demonstrate how the UNDA Guiding Principles will be applied in practice, the
following provides a guide for staff and managers on how to complete the Guiding
Principles component of the PDP.

Suggested “Ways of Working” have been developed for each Guiding Principle to
assist staff completing their PDP. Staff and managers are encouraged to identify
the most appropriate “Ways of Working” for their role and to use the following only
as examples of what might be possible in their portfolio. 

UNDA Guiding Principles 







https://www.notredame.edu.au/staff/assets/UNDA-Academic-Excellence-Framework.pdf

Academic Excellence Framework

https://www.notredame.edu.au/staff/assets/UNDA-Academic-Excellence-Framework.pdf

