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University of Otago Management Band
Performance and Development Review Form 2019
This form should be completed by reviewer with the management band staff member as part of the formal PDR review.
Please refer to the policy available on the web at www.otago.ac.nz/humanresources/pdr 

	Name:
	
	Employee No:
	

	Position Title:
	
	Department:
	

	School & Division:
	
	Date of Review:
	


	

	
	
	
	
	

	Reviewer and MB member prepare
	Review performance with outcomes and competencies
	Agree expected outcomes
	Reviewer completes form in agreement with MB staff member and both sign the form
	Divisional Head completes salary section and comments and signs the form
	Reviewer and MB staff member add their comments and sign completed form


	Section A - Review the outcomes from the previous year 


Refer to the job description, the previous PDR and other expected outcomes.  Use the competency descriptions as a guide to help describe and assess the performance level.

	Outcomes & Competencies: evidence of performance level and summary of PDR discussion

	

	Section B - Overall Assessment of Performance Level (Mark One in Bold or Circle)

	Requires Improvement
	Working Satisfactorily towards Full Competence
	Fully Competent
	Exceeds Expectations
	Outstanding

	Comments:




This is a true record of the discussion regarding performance, 

	
	
	

	Name of Staff Member
	Signature of Staff Member
	Date

	
	
	

	Name of Reviewer 
	Signature of Reviewer
	Date


	Section C - Expected outcomes and professional development planning for the coming year

	Agreed Outcomes and Professional Development Goals 2019/2020
Support and training required to achieve outcomes and professional development goals including an action plan: who will do what and when.
Agreed dates to formally review progress towards expected outcomes and professional development goals with the staff member over the next 12 months (a minimum of two is required).



This is a true record of the discussion regarding expected outcomes and professional development planning for 2019/2020
	
	
	

	Name of Staff Member
	Signature of Staff Member
	Date

	
	
	

	Name of Reviewer 
	Signature of Reviewer
	Date


	Section D - Salary Review (Management Band)

The reviewer must complete the salary approval process before confirming the new salary.  If a salary increase is being awarded, the Divisional Head will provide the management band staff member with a confirmation letter by 1 December.

	Management Band Level
	
	FTE Salary at 1 August
(as per the 1 July 2019 salary rates)
	$
	FTE Salary at 1 February)
	$

	
	
	

	Name of Head
	Signature of Head
	Date


	Section E - Additional Comments (optional)

	Divisional Head (if not the reviewer)

________________________________________
Signature of Head (if comments added)


Reviewer (if not the Divisional Head)
________________________________________
Signature of Reviewer (if not the Divisional Head)


Staff Member

________________________________________
Signature of Staff member



The completed form will be signed by all parties then copied to the reviewer, the staff member and the departmental personnel file. 
	Notes from Progress Reviews 2019/2020
Please bring the completed form to refer to during progress review meetings throughout the year and use this space to make notes
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