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This PDRS form is used to record the initial planning and development discussion between the staff member and their supervisor.

	EMPLOYEE DETAILS


	Name
	
	
	

	Position title 
	     
	Supervisor/Team Leader name
	     

	College/Department/Team
	     
	Date of planning meeting
	     


	PART A –  POSITION PROFILE (Review/Update Position Profile, select applicable box)

	 FORMCHECKBOX 
   Position Profile has been reviewed, and no change required at the time of this PDRS (move on to part B).

	 FORMCHECKBOX 
   Position Profile has been reviewed, and changes are required (respond to questions below).

	 FORMCHECKBOX 
   Agreed changes have been made to Position Profile (consult with OPC). 
 FORMCHECKBOX 
   The updated Position Profile has been sent to OPC via email at humanresources@cdu.edu.au

	RELATED DOCUMENTS:

· Performance Development Review System (PDRS) User Guide (includes ePDRS assistance for supervisors) 
· CDU and Union Enterprise Agreement 2018




	PART B – KEY ACCOUNTABILITIES AND STANDARDS OF PERFORMANCE (List the most important tasks of this job. For each, identify the skills and knowledge necessary to satisfactorily perform the task from your Position Profile. Add rows as required.) 

	Accountability
	Skills
	Knowledge

	1.      
	     
	     

	2.      

	     
	      

	3.     

	     
	     

	SUPERVISION (All staff supervising others must address this.)

	4.     

	     
	     

	PART C – GOALS (goals that if attained, have a positive impact on the way the area/school/division and/or the University conducts its business).  

	Goals 
(What will be achieved?)
	Tasks 
(What will I do to achieve this objective?)
	Outcomes or Measures
(What is the expected level of achievement and how will it be measured?)
	Justification/ Relevance to CDU Strategic Plan

Strategic Plan
	End date 
(When will it be completed?)

	1.      
	     
	     
	     
	     

	2.      
	     
	     
	     
	     

	3.      
	     
	     
	     
	     

	4.      
	     
	     
	     
	     


	PART D – PROFESSIONAL DEVELOPMENT PLAN (In setting your Professional Development Plan, check what is required in your role (Part A) then consider your existing knowledge and current level of tasks and skills.  Are there any gaps?  This is your starting point for identifying Professional Development Activities, eg. Leadership programs, conference attendance, completion of VET/undergraduate / postgraduate courses, short courses, research work, etc.)

	Development Activity 
	Skills / Goals to be achieved
	Professional Development Activities
	Level of competency to be achieved

	Professional Development required to improve skills gap. (Part B)
	     
	     
	     

	Professional Development required to achieve goals. (Part C) 
	     
	     
	     

	Personal Development (Career)
	     
	     
	     

	

	PART E – LEAVE PLAN (The Leave Plan is an important tool for supervisors to coordinate staffing levels across the organisational area. This is to ensure there are adequate staffing levels to cover organisational requirements and commitments).

	Type of Leave
	     
	Start date
	     
	End date
	     
	No. of days
	     
	Entered via StaffOnline:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

	Type of Leave
	     
	Start date
	     
	End date
	     
	No. of days
	     
	Entered via StaffOnline:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

	Type of Leave
	     
	Start date
	     
	End date
	     
	No. of days
	     
	Entered via StaffOnline:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

	Type of Leave
	     
	Start date
	     
	End date
	     
	No. of days
	     
	Entered via StaffOnline:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

	Type of Leave
	     
	Start date
	     
	End date
	     
	No. of days
	     
	Entered via StaffOnline:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

	Type of Leave
	     
	Start date
	     
	End date
	     
	No. of days
	     
	Entered via StaffOnline:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No


	SIGNATURES

	Employee’s signature
	     
	
	Date
	 
	    /       /     
	

	Supervisor/Team Leader name
	     
	Signature
	     
	Date
	 
	    /       /     
	

	
	
	
	
	
	
	


Records Management 

After both parties have signed, the original must be filed by the supervisor for the purpose of regular and continuous review, and a signed copy kept by the employee.

ePDRS - After connecting to the VPN the Supervisor should then login into http://smartsystems.cdu.edu.au/epdrs to confirm that the PDRS has been completed.
PDRS Planning form (insert employee name)
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