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PROFESSIONAL STAFF PERFORMANCE DEVELOPMENT PLAN (PDP)
	Employee Name:
	
	Manager Name: 
	

	Position Title: 
	
	PDP Year: 
	

	Faculty/Division: 
	
	Date Performance Goals agreed:
	

	Performance Development Plan  

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 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.  

The Performance Development process includes:

 ongoing, quality discussions to ensure you have the support you need to do your job and achieve your career development goals

 performance goals to ensure your efforts are aligned to the organisational goals and Faculty/Division priorities, and to provide you with the measures that will be used to evaluate your performance

 UNDA Guiding Principles – Our Ways of Working
 a personal development plan which helps you map your career and personal development aspirations


	To help you write your Performance and Development goals:
Ask yourself the question

Resource 

How does my role contribute to the achievement of the strategic plan?

UNDA Strategic Plan, Faculty/Division priorities, operational plans or any project plan objectives


Are there any goals which carry over to this year’s plan? 

Last year’s Performance Development Plan 
What level of capability is required? 
What development might I need?

Your current position description




PERFORMANCE GOALS
Effective Goals are SMART – Specific, Measurable, Achievable, Relevant, and Timeframed.

	Strategic Pillar/ Strategic Priorities
	Individual Performance Goals
	Measures of Success

	Link your strategic priority to one of the Strategic Pillars (see PDP Guide for Strategic Pillar Information)
	Outline your goals which support your Faculty/ Division’s priorities. What will you achieve?
These should be specific, achievable, and relevant. Your specific tasks should also be time-bound
	How will you measure your success?

Describe the measures, targets and timeframes for each of your goals?

	Example: (this is an example only and does not reflect the requirement of this area)
Pillar – Universality and Education for the Common Good
Priority – Increase student admission rates
	· Remove admission barriers for students and provide opportunities for students to take advantage of the UNDA curriculum
· Conduct a review of current admission processes by end of Q1, 2023

· Incorporate processes to assist students, that have English as a second language (ESL), navigate the admission process by end of Q2, 2023

· Admissions Standard Operating Procedures revised and updated by end of Q3, 2023
	· An increase in percentage positive scores for Learner Engagement items evidenced by 2024 QILT scores
· An increase of 15% the number of students enrolled that have English as a second language by Q4, 2023

· Increase in student support satisfaction rates by 15% by end of Q3, 2023

· Admissions Standard Operating Procedures implemented and in use by all relevant staff by end of Q4, 2024

	
	
	

	
	
	

	
	
	

	
	
	


PERFORMANCE GOALS – Mid-Year Review
Comment here on progress on performance goals. 
	Strategic Priorities
	Individual Performance Goals and Success Measures
	Outcomes
	Mid-Year Review

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:


PERFORMANCE GOALS – End of Year Review
Comment here on the outcome of the performance goal, identify successes and lessons learnt.
	Strategic Priorities
	Individual Performance Goals and Success Measures
	Outcomes
	End of Year Review

	Eg. Educating for the Common Good
	Incorporate what the goals and measures of success you were working towards
	What were the outcomes?
	Comment on overall achievement & action required for work performed to date.

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:

	
	
	
	Employee:

Manager:


UNDA GUIDING PRINCIPLES
Comment on how you have displayed behaviours in achieving your performance goals. The expectation is to focus on a minimum of two Guiding Principles
NB. Refer to the Performance Development Guide for assistance when setting your goals
	UNDA Guiding Principles 
	Mid-Year Review
	Final Review

	
	Provide demonstrated examples of behaviour
	Provide demonstrated examples of behaviour

	Building Community

We are a connected, welcoming, and collaborative University that treats everyone with respect and dignity
	Employee:

Manager: 
	Employee:

Manager:

	Ways of Working:
eg. I will show mutual respect, have sincere dialogue, and protect the rights of individuals

	
	

	Service Excellence

We are a community of service that strives for excellence
Ways of Working:

eg. I will demonstrate professionalism during interactions with students and/or internal customers

	Employee:

Manager:
	Employee:

Manager:

	Developing Wisdom

We continuously build our knowledge and experience as lifelong learners
	Employee:

Manager:
	Employee:

Manager:

	Ways of Working:

eg. I will be discerning with the actions I take, by using both experience and knowledge when making decisions

	
	

	Supporting Creativity

We imagine what is possible and foster creativity to challenge constraints and drive progression
	Employee:

Manager:
	Employee:

Manager:

	Ways of Working:

eg. I will champion process and system changes to improve efficiency and effectiveness

	
	


DEVELOPMENT GOALS - Aspirational
An effective development plan will include a variety of learning activities and approaches. Consider different ways you can learn, grow and develop. 70% of learning occurs through experience on the job, 20% learning from others and 10% from training. Development goals should link to capability development - helping you reach your performance goals and behaviours.
Actions for development could include working on a special project; shadowing someone in a different area or role; becoming a subject matter expert; coaching others as they develop; becoming a mentor; completing an online learning course on LinkedIn Learning; undertaking formal classroom training; conferences; other developmental activities.
	
	Development Goals
	Agreed Action 
	Mid-Year review
	Year End Review 

	
	Reflecting on your performance goals, your behaviours and capability required, what knowledge, skills and behaviours do you need to develop to be successful?
	Describe the type of development you require e.g. 

projects & assignments, coaching, training etc.
	Discuss the progress of your development

goal - is further support required?
	Discuss if your development goal was achieved?

	
	Eg. Improving my communication skills focusing on building trust


	· Shadow an employee with a high level of capability in this area

· Lead a project that involves working with key stakeholders
	
	

	Current Role
	
	
	Employee:

Manager:
	Employee:

Manager:

	Future Role


	
	
	Employee:

Manager:
	Employee:

Manager:


OVERALL COMMENTS 
	Mid-Year Review Comments:

	Employee:
	Manager:

	
	


	End of Year Review Comments:

	Employee:
	Manager:

	
	


2
2

[image: image1.png]