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Performance Development Online Process Step 3 
 
The following example employees will be referred to throughout the performance development online training 
documentation: 
 

 Maxine Richards (staff member) 
 Cynthia Rodders (supervisor) 
 Laurence Warren Charger (unit head) 

 
Step 3 of the performance development process is owned by the staff member 
 

 
 
 
Step 3 of the performance development process is for the staff member to complete their own mid-cycle self-
review. Once the staff member has entered comments into their performance development plan and submitted it to 
the next step (step 4), the staff member should arrange to meet with their supervisor to discuss the staff member’s 
comments and progress to date. PDO provides for comments regarding progress in each of the areas of Career 
Aspirations, 3 Year Goals, Leadership Goals and Workload Allocation as well as for overall comments in a new tab 
called ‘Comments’. 
*This step is compulsory for probationary staff. 
 
 
Step: 3 Staff member completes mid-cycle self review Maxine Richards 
 
Sign into PDO and in the ‘My To Do List’, click on the step description or ‘Do’ under the word ‘Action’ for the task at 
Step 3: Staff member completes mid-cycle self review Maxine Richards. 
 

 
 
At this step, a new tab called ‘Comments’ is populated. It will remain visible for the remainder of the performance 
development process. 
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Overview tab 
 
The ‘Overview’ tab will show the performance development process as being at step 3.  
 

 
 
 
Career Aspirations tab 
 
Career aspirations entered at step 1 are no longer editable. They will remain this way for the remainder of the 
process and will be copied into the next year’s plan. 
 

 
 
 
3 Year Goals tab 
 
3 year goals entered at step 1 are no longer editable. They will remain this way for the remainder of the process 
and the goal and strategy content will be copied into the next year’s plan.  
 
A new text box is populated under each individual goal called ‘Staff member’s mid-cycle comments’. Enter  
comments documenting progress made against each goal. 
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Leadership tab 
 
Leadership goals entered at step 1 are no longer editable. They will remain this way for the remainder of the 
process and the goal and strategy content will be copied into the next year’s plan. 
 
A new text box is populated under each individual goal called ‘Staff member’s mid-cycle comments’. Enter 
comments documenting progress made against each goal. 
 

 
 
 
Workload Allocation tab 
 
Workload allocation information entered at step 1 is no longer editable. It will remain this way for the remainder of 
the process and will not be copied into the next year’s plan. 
*Throughout the 9 step performance development process, portfolio attachments can be viewed, added and/or 
deleted from the performance development plan via the overview tab. 
 
A new text box is populated called ‘Staff member’s mid-cycle comments’. Enter mid-cycle comments documenting 
progress made and/or changes to workload allocation. 
 

 
 
 
Comments tab 
 
During the mid-cycle review (steps 3 and 4), the staff member and supervisor should discuss and document overall 
progress made against agreed goals. Enter mid-cycle comments regarding overall progress for the performance 
development plan. 
*Probationary staff must complete a mid-cycle review. 
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Submitting the plan to Step 4 
 
Once all comments have been entered, the plan should be submitted to the next step in the performance 
development process. Step 4: Supervisor provides mid-cycle feedback.   
 
Click on the ‘Submit’ button.  
 

 
 
 
A confirmation will populate. Click on ‘OK’ to continue in submitting the plan. 
 

 
 
 
A second confirmation will populate. Click on ‘Return to Dashboard’ 
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When returning to the dashboard, the plan will no longer be visible since it has been moved to step 4 of the 
performance development process. 
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