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Performance Development Online Process Step 9

Performance Development Online

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 9 of the performance development process is owned by the staff member

Plan Mid-cycle feedback End of year review
Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step §
Staff member Supervisor reviews Statf member Supervisor Staff member Supervisor reviews Unit head adds Supervisor views Staff member
prepares and approwves completes mid- provides mid-ciycle completes end of annual performance rewiel Gomments final plan acknowledges
perfonmance performance cycle self rewview feedback wear zelf rewiaw and achievemerts revview completion
development plan dewelopment plan

Step 9 of the performance development process is for the staff member to acknowledge the plan. It is then
submitted for the final time in the current performance development cycle. The plan will continue to be visible and
printable from the ‘Plans’ tab on the ‘Home Dashboard'.

The following information from the plan will also be automatically populated into the next years plan:

e Career Aspirations
e 3 Year Goals and strategies
e Leadership Goals and strategies

Step: 9 Staff member acknowledges review comments 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 9: Staff member acknowledges review completion Maxine Richards.

My To Do List GRS
Task Status Due Date = Action

= Performance and Goals (1 Ttem)

Step 9: Staff member acknowledges review completion Maxine Mot Started 140472011 Do
Richards
Performance Development Online Page 1 of 6

vl.l



MONASH University

Performance Development Online

A new tab is populated called ‘Acknowledgement’.

MONASH Univ Welcome Maxine Richards

Performance Development Online

Home | Reports
|aDashboard| 2" Plans
2009 - Monash Performance Development Online [Employee: Maxine Richards / Review Period: 2009]

H Save Draft @ Submit @ Send Back L_“ Print Preview D Notes m Spell Check

| Overview || Career Aspirations || 3 Year Goals || Leadership || Workload Allocation ” Cnmmﬁ ” Acknowledgement || Sehack & Input History
\ S 7

v

Overview tab

The ‘Overview’ tab will show the performance development process as being at step 9.

v N‘ONASH Uniy i Welcome Maxine Richards

Performance Development Online
Home || Reports |
|xDashboard| 2" Plans

2009 - Monash Performance Development Online [Employee: Maxine Richards / Review Period: 2009]

b save Draft (£ Submit (3 Send Back (54 Print Preview [] Notes <% Spell Check

| Overview ” Career Aspirations ” 3 Year Goals ” Leadership ” Workload Allocation ” Comments ” Acknowledgement ” Send Back & Input History

Academic performance development process

| Plan | | Mid-cycle feedback l

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8
Staff membar Supsrvisor reviews Staff member Supervisor provides Supervisor reviews Unit head adds Supervisor views Staff member
prepares and approves completes mid-cycle  mid-cycle feedback annual performance review comments final plan acknowledges review
performance performance ==lf review =nd schizvements sompletion
v elop plan slopment plan

Career Aspirations tab

Career Aspirations

Q The University is committed to developing its staff in line with their career aspirations and University goals.
More information to help you complete this section of the plan can be found on the Career Aspirstions link.

You can also look on the Parformznce Development websita.

What are your career aspirations over To strengthen international standing as an eminent scholar and a leading researcher in the field of genetic engineering
the next 3 years?

Summarise how you will contribute to  * Increase research impact through publications, supervision and grant success to contribute towards the faculty’s objective of improving its
your faculty / department [/ school / research ratings amongst the Go8 universities. L .
centre / campus measures and targets  * Identify and implement strategies to contribute to the faculty’s objective of strengthening the flow on from undergraduate courses to HDR courses.
over the next 3 years?
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3 Year Goals tab

Performance Development Online

2 Year Goals - Goals, strategies and annual achievement indicators: 1 of 2

Please select the applicable area Education
of academic activity

performance goals to enable you
to achieve the University's
objectives and your career
aspirations?

strategies and what development
and/or support de you require to
achieve the performance goals?

annual targets and measures will
_ demonstrate that you have
achieved the performance goals?

comments
Supervisor's mid-cycle « Well done on your progress so far.
comments

comments

comments

3 year goals - What are your e Attract more HDR students wia the faculty scholarship program.

Strategies - What are your # Investigate potential collaborative arrangements to maximise the use of new technologies and student learning options.

Achievement indicators - What » Mewly introduced major to attract a sustainable cohort of student enrolments.

Staff member's mid-cycle e« Progressing well on introducing a new major to attract a sustainable cohort of student enrolments.

Actual annual achievements and * The new major will be introduced in two months time. A substantial amount of interest has been received in regards to enrolments.

Supervisor's end of year Maxine's HDR completion rate is good with a high rate in Honours completions.

Leadership tab

Leadership Role - Goals, strategies and annual achievement indicators: 1 of 1

Please select the applicable area Education - standing
of academic activity

3 year goals - What are your e« Improve the faculty's educational outcomes and benchmark to be at least 3rd in the GOS.

performance goals to enable you
to achieve the University’s
objectives and your career
aspirations?

Strategies - What are your * Introduce new courses consistent with strategic direction and scope the implementation of courses in overseas campuses.
strategies and what development e Strengthen the flow on from undergraduate courses to HDR courses.

and/or support do you require to
achieve the performance goals?

Achievement indicators - What « Number of courses developed with other universities

annual targets and measures will
~ demonstrate that you have
achieved the performance goals?

Staff member's mid-cycle * Progressing of the development of two courses.

comments

Supervisor's mid-cycle « Well done on your progress so far.
comments

Actual annual achievements and « Two new courses have been developed this year. A third one will be worked on in the following year.

comments

Supervisor's end of year Maxine has made excellent progress towards improving the faculty's education outcomes.

comments
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Workload Allocation tab

Research (for example, outputs, 2009 Research Workload Allocation spreadsheet attached.
grants and HDR super\«'lsmnj

Education (for example, teaching 2009 Education Workload Allocation spreadsheet attached.
improvement, leadership,
innowation, standmgj

Service (for example, internal, 2009 Service Workload Allocation spreadsheet attached.
external, Ieadersh\pi

Staff member's mid-cycle » There are no changes to report on my workload allocation.
comments

Supervisor's mid-cycle « Please keep vour plan updated should the circumstances change around this area.
coemments

Staff member's end of year -II hawve managed to keep on track with my worlkload allocation this year. Next year may have some challenges and I will document these in the next year's
comments plan.

Supervisor's end of year Excellent progress by Maxine in keeping on track with her workload allocation. This has been fairly steady this year, however, there will need to be some
comments flexibility next year which Maxine is aware of.

Comments tab

Staff member's mid-cycle » I feel like [ am making good progress towards all areas of my performance plan.
comments

Staff member's end of year « Overall I am quite happy with the cutcomes I have achieved this year. Having had good support from my immediate supervisor has also helped.
comments

Supervisor's mid-cycle comments  * Congratulations on your achievements =o far.

Supervisor's end of year Owerall, Maxine has had a very productive year and should be considered an asset to her department and the University. I am sure her committment will flow
comments through to 2010 and beyond.

Unit head's end of vear I agree with Cynthia's comments and commend Maxine on her hard work and persistence in achieving the required outcomes.
comments

Staff member's level and step [Level: LEVEL B] [Step: 0S]

Supervisor's pay increment A salary increment is not applicable for this staff member.
statement

I have met with my staff member [
to provide mid-cycle feedback.

I have met with my staff member
to conduct an end of year review.

Acknowledgement tab

The ‘Acknowledgement’ tab contains an area for the staff member to acknowledge that they have read and
understood their review. The plan is then submitted for the final time which then completes the current performance
cycle.

Owerview H Career Aspirations ” 3 Year Goals ” Leadership H Workload Allocation ” Comments ” Acknowledgement ” Send Back & Input History |

) Plzss= dick on the ‘Sign’ button to confirm that you have read and undarstoad your raview and then submit your plan to complat this years parformance developmant cycle. This section
alza scknovledges that you have understood and complied with University requirements for:

Intellectual property

Conduct and compliance

Research conduct

Staff member

Staff member

Sign Clear
Acknowledgement date
staff member comments
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Click on the ‘Sign’ button to have the staff member’s name and today’s date automatically populate into the ‘Staff
member’ and ‘Acknowledgement Date’ fields.
*You will not be able to directly enter text into this field.

Sign Clear

Staff member

Staff member Maxine Richards

Clear

Acknowledgement date | 08/09/2009

Staff member comments

Enter acknowledgement comments into the ‘Staff member comments’ field, or copy and paste from an external
source document.

Staff member
Staff member Maxine Richards
Sign Clear
Acknowledgement date | 08/09/2009

Staff member comments |1 consider the past vear to have been very productive with the majority of my annual achievement indicators being met. Cynthia has been a great
support and has always provided open and honest communication.

If you click the ‘Clear’ button, only the ‘Staff member’ and ‘Acknowledgement Date’ fields will be cleared. The
comments will remain.

Sign E@r

Staff member

Staff member
Sign Clear
Acknowledgement date

Staff member comments |I consider the past year to have been very productive with the majority of my annual achievement indicators being met. Cynthia has been a great
support and has always provided open and honest communication.
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Submitting the plan for conclusion of the performance development cycle

Click on the ‘Submit’ button.

4 MONASH Urli\.ﬂ.':":{aib,-’ Welcome Maxine Richards

Performance Development Online
Home Reports
|c=yDashboard| " Plans

2009 - Monash Performance Development Online [Employee: Maxine Richards / Review Period: 2009]

HSave aft @ Submit @S nd Back (5 Print Preview D Notes mSpell Check
| Overview || M ” 3 Year Goals ” Leadership ” Workload Allocation || Comments ” Acknowledgement ” Send Back & Input History

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

Windows Internet Explorer

\:.:j Are wou sure you wank to submit the plan bo the next skep?

(04 l [ Cancel

A second confirmation will populate. Click on ‘Return to Dashboard’

System Confirmation

System Confirmation

The information you entered was sucoessfully submitted.

Return to Dashboard

When returning to the dashboard, the plan will no longer be visible since it has been submitted for the final time to
conclude the current performance development cycle.

Home Dashboard
My To Do List 3 | -
Task Status Due Date = Action
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