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Performance Development Review System (PDRS) Review form


This PDRS form is used to record review meetings between the staff member and their supervisor.
	EMPLOYEE DETAILS

	Name
	[bookmark: Text77]     
	Review Period
	[bookmark: Text88]     

	Position title 
	[bookmark: Text78]     
	Date of review meeting
	[bookmark: Text81]     



	REVIEW / UPDATE POSITION PROFILE (Part A of Planning form)

	[bookmark: Check1]|_|   Position Profile has been reviewed, and no change required at the time of this PDRS (move on to Key Accountabilities).

	[bookmark: Check2]|_|   Position Profile has been reviewed, and changes are required (respond to questions below).

	[bookmark: Check3]|_|   Agreed changes have been made to Position Profile (consult with OPC).
[bookmark: Check4]|_|   The updated Position Profile has been sent to OPC via email at humanresources@cdu.edu.au




	KEY ACCOUNTABILITIES AND STANDARDS OF PERFORMANCE (PART B of Planning form)

	Accountabilities and Standard of Performance  
	Evidence of Competency Development

	1. [bookmark: Text73]     
	[bookmark: Text38]     

	2.      
	[bookmark: Text40]     

	3.      
	     



	REVIEW OF GOALS FOR THE PERIOD (PART C of Planning form)

	Description of the Goal
	Evidence of targets met

	1.      
	[bookmark: Text26]     


	2.      
	[bookmark: Text28]     


	3. [bookmark: Text29]     
	[bookmark: Text30]     


	4. [bookmark: Text31]     
	[bookmark: Text32]     





	REVIEW OF DEVELOPMENT PLAN (PART D of Planning form)

	Development Activity
As identified on PLANNING form
	Evidence of development
(Did the employee engage in the specified activity, if not, why? Were they able to use this in their work?)

	PD required to improve skills gap. (Part B of Planning form)
     
	[bookmark: Text51]     

	PD required to achieve goals.  (Part C of Planning form) 
     
	[bookmark: Text54]     

	Personal Development (Career)
     
	[bookmark: Text56]     




	LEAVE PLAN (PART E of Planning form)

	|_| Leave Plan reviewed / updated
	Entered via StaffOnline:    ☐Yes     ☐No



	COMMENTS

	Supervisor comments
	     




	Employee comments
	     



	SIGNATURES

	Employee’s signature
	     
	
	
	
	Date
	    /       /     

	Supervisor/Team Leader name
	     
	Signature
	     
	
	Date
	    /       /     



Records Management 
After all parties have signed, the original must be filed by the supervisor and a signed copy kept by the employee.
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