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	INDIVIDUAL PLAN - PROFESSIONAL STAFF
PERFORMANCE EXCELLENCE

PLANNING, DEVELOPMENT & REVIEW DISCUSSION RECORD - TEMPLATE
	

	ANNUAL REVIEW PERIOD:  ____/____/20____  to  ____/____/20____
	 


[image: image1.wmf]

This form is a record of the Planning, Development and Review discussions.

The purpose of the Planning, Development and Review discussion is to: 
· Discuss areas for future development and work priorities.
· Align work activities to the University’s strategic objectives.
· Discuss and document individual development activities.
· Identify and document career aspirations.

Your Individual Plan is in three parts:

Part A: Your Work Plan
Part B: Your Professional Development Plan
Part C: Your Career Plan (optional)
Use SMART Objectives (Specific, Measurable, Achievable, Relevant, Time-based).  It is recommended that you limit the number of objectives to a maximum of 5 for the review period.  Refer to the Performance Excellence website for a comprehensive list of information and resources: http://www.adelaide.edu.au/hr/performance/pdr
Attach additional pages as required for objectives or comments, evidence of progress and/or achievements to this form.

	Staff Member:
	Supervisor:

	Name:
 ____________________________
	Name:
 ____________________________

	School/Branch:
 ____________________________
	School/Branch:
 ____________________________

	Position: 
 ____________________________
	Position: 
 ____________________________

	If your supervisor has changed during the PDR cycle please enter your new supervisor’s details here:

	
	New Supervisor:

	
	Name:
 ____________________________

	
	Position: 
 ____________________________


STATUS:
(  Objectives Set      (  Mid Term Review Held      (  Final Review Held   
	SIGNATURES:


Planning and Development Objectives:
	
	

	Staff member:
	Supervisor:
	Date:

	Mid Term Review:
	
	

	Staff member:
	Supervisor:
	Date:

	Final Review:
	
	

	Staff member:
	Supervisor:
	Date:


	PART A: WORK PLAN FOR NEXT 12 - 24 MONTHS

	When setting your Work Objectives, consider your work priorities over the next 12-24 months and accountabilities as outlined in your Position Description.
These may be related to leadership, management, specific OHS&W/technical competencies and ways for you to contribute directly to the achievement of the Faculty/Division objectives. 

	Enter your work objectives at the annual objective setting discussion.  Complete the review sections below at each review meeting. 

	Work Objectives: (max. 5 objectives)
	Outcomes or Measures (KPIs)
How will I know when objectives have been met

	Objective 1


	

	Objective 2


	

	Objective 3
	

	Objective 4


	

	Objective 5
	

	Resources and support required to achieve my work objectives, including workload considerations:


	Mid Term Feedback and Review

	Comment on progress and achievements and/or plans to complete objectives.
	Mid Term Review Comments:

What work objectives have been met?  What has been the impact?

Where objectives have not been met, identify and discuss the potential impacts and critical dependencies.


	End of Period Feedback and Review 

	Comment on completion of objectives.  If objectives were not achieved, provide reasons
	Final Review Comments:

What work objectives have been met?  What has been the impact?

Where objectives have not been met, identify and discuss the potential impacts for self and others.



	PART B: PROFESSIONAL DEVELOPMENT PLAN FOR NEXT 12 - 24 MONTHS

	When setting your Professional Development Objectives, consider your existing knowledge and current level of tasks and skills.  Identify the knowledge, technical skills, behaviours and professional requirements to successfully achieve your work objectives identified in Part A and your alignment with the University of Adelaide’s strategic objectives.  
Identify how you will apply your professional development.  


	Enter your objectives at the annual objective setting discussion. Complete the review sections below at each review meeting.

	Professional Development Objectives: (max. 5)

	Outcomes or Measures 
(how will I put the learning and development to use?)


	Resources and support required to achieve my Professional Development Objectives: 
  

	Mid Term Feedback and Review 

	Progress against Plan

List and comment on development activities undertaken.

	Mid Term Review Comments:


	End of Period Feedback and Review.

	Achieved Outcomes and Measures

List and comment on development activities undertaken

	Final Review Comments:




	PART C: CAREER DEVELOPMENT PLAN (Optional)

	This section is optional; however it is recommended that you give thought to how you want to plan your long term career to explore career development opportunities for discussion with your supervisor at Planning, Development and Review meetings.
Consider career development options and specific activities that will support you in achieving your career objectives and how you will measure your success.  

	Identify and discuss your career aspirations at the annual objective setting discussion. Complete the review sections below at each review meeting.

	Objectives: Desired future career directions 
Short to mid term 2-3 years

Longer term 3-5 years

Beyond 5yrs



	Career Development Actions

Short to mid term 2-3 years

Longer term 3-5 years



	Resources and support required to achieve my Career Objectives:


	Mid Term Review Feedback and Comments


	Final Review Feedback and Comments
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