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 The Commencing Performance Development Appraisal (CPDA)
 for staff new to the university or undertaking new roles 




PURPOSE OF THE CPDA

The University has as one of its Strategic objectives “to attract, develop and retain staff of the highest quality”.  The Performance Development and Appraisal (PDA) is seen as a key strategy to support the development and retention of staff. 

The CPDA is designed to assist new staff, or staff in new positions, to transition into their new roles in a smooth manner. It enables clarification of the goals, required outcomes and support that will be offered to the employee. It also provides an important forum for the supervisor and employee to develop their ongoing professional relationship. 

The objectives of CPDA are to:
	Assist staff in new roles to clarify the expectations and requirements of their position, their community and their supervisor;

Enable the supervisor to explore cultural and contextual issues with the new staff member; 
Foster staff engagement and commitment; 
	Assist staff to reach their potential; 
Identify any development or induction support that is required; and
	Enable ongoing planning to ensure individual goals align with those of the organizational unit and the University.

The CPDA is designed to support the new staff member and to ensure communication between the supervisor and employee is well established. While ongoing PDAs may be delegated to alternate reviewers, it is strongly recommended that the initial CPDA be undertaken by the direct supervisor. The CPDA should be completed within two months of commencing at the University or in a new role.  Subsequent PDAs will be based on the normal process that all staff undertake annually. 

If the reviewee is on probation, a PDA will be required in the fourth month following commencement (Professional & General Staff) and annually for Academic Staff.


THE CPDA FORM

The CPDA is intended to assist new staff or staff commencing a new role within the University which represents a significant change.  As part of your induction programme, the PDA comprises a preliminary meeting between you and your supervisor. By the end of the PDA discussion you should have clarified what is expected of you, the support available to you and how your work context operates. This meeting should be undertaken within two months of commencing employment in your new role.  It should also clarify your objectives for the first twelve months and result in a development plan.

The online form which guides you through this discussion can be prepared and is then recorded through the Employee Self Service (ESS) kiosk linked through the Human Resources website. You can work on these questions over a period of time and save your draft until you are ready to submit the form to your supervisor. The completed form should be submitted at least one week prior to your meeting and within two months of commencing at the University or new role.  If your reviewer does not receive the information in a timely manner, he/she may defer the discussion.

The template guides you through a set of questions that will help you to think about your skills and how they can be deployed in your new role.  The questions form the basis of your discussion with the Reviewer/Supervisor and will then be reviewed at the time of your next PDA. Section 1 should be completed prior to meeting with the supervisor. Please address all questions by completing the text box for each. Section 2 should be completed following that meeting. 


GUIDELINES ON COMPLETING SECTION 1 OF 
THE COMMENCING PERFORMANCE DEVELOPMENT APPRAISAL (CPDA) TEMPLATE

These guidelines offer you some pointers on the purpose and focus of each question. Please make sure you have answered each question carefully and fully.

Q1	What are your strengths?  What contributions do you believe you can make to UWA and this community in particular? What has been your initial experience of the university, this community and the role you play? Is the job working out as you expected? 

This question relates to your work context and how you are fitting in. Think about the strengths and skills that you bring to your new job.  Are there particular areas where you think you can make a contribution?  Are there areas in which you believe you may need further development in order to fulfil your responsibilities?  Has your initial experience of UWA been positive? What sort of culture are you experiencing? Do you feel you are fitting well into the community? Is the job shaping up to be what you expected? These can also be addressed further in Q4 and Q6.

UWA encourages work/life balance for all staff. Are you familiar with the flexibility in work / leave arrangements available to UWA staff? Are you clear about your manager’s obligations to offer and manager flexible work practices, wherever practicable? 

Q2	Please review the UWA Expectations of All Staff, Code of Ethics and Code of Conduct  
	and the UWA Leadership Expectations of All Staff (where relevant).  Are you clear about what is expected of you?

	The UWA Expectations of All Staff, Code of Conduct and Code of Ethics describe the behaviours expected of you as part of the UWA community.  These relate to your personal effectiveness, capacity to work collaboratively, support for others in your community, and demonstrating a focus on outcomes.  Are you clear about what is expected of you? 

	If you have leadership/supervisory responsibilities consider also the UWA Leadership Expectations.  These relate to people leadership and management, resource management, and university collaboration.  Are you clear about these expectations? You might like to share the priorities you would like to emphasise and discuss any challenges you see emerging.

	As a supervisor you need to manage the performance of your staff and ensure that they complete a PDA.  Do you have any questions about this? 

	If you are an academic staff member, you may wish to discuss the academic expectations that you will be reflecting in your teaching, research and service roles. Make sure you are clear about the expectations you will need to meet, as they will guide your priorities and time management. You may also wish to discuss probationary requirements at this stage. 








Q3	What are your career aspirations for the coming 3 – 5 years?

This question encourages you to think about how your career might progress at UWA. For example, 
	Are you clear about your career aspirations? 

What do you need to achieve your career goals? 
Will you need additional flexibility in your work or leave to meet your responsibilities outside UWA?

Make a note of any points you would like to discuss. Think about how your aspirations might be supported in the coming year. 

Q4	What resources and support will you require in the coming year?

As a new member of staff you may wish to discuss a range of issues related to your new role – adequacy of resources, available assistance in settling in, and workload. For example, do you have any mentorship / support strategies in place?  If this is something you would like, do you need assistance to identify a mentor or initiate a relationship?

Have you attended an orientation session? Have you attended the HR Induction?  Did you receive an induction into your work unit? Was it made clear what was required of you? What else do you need to know? Please review the UWA Staff Induction website and identify any issues you wish to explore further with your reviewer/supervisor. 

Q5	Please confirm your Qualifications that are recorded.

The form will include qualifications that are recorded on ESS.  If they are incorrect, the original document will need to be sighted by your supervisor. Please bring the original and a copy with you to the meeting. A verified copy must be forwarded to Human Resources for inclusion on your staff file.

Q6	What are your annual leave plans?

	You should use the PDA discussion as an opportunity to discuss your leave plans with your reviewer/supervisor. Taking annual leave in the year it is accrued is a means of maintaining a healthy approach to work and other demands in your life. Indicating your leave plans early also helps your Head /supervisor to plan for staff absences and the University to manage its leave liability effectively.  Early planning also avoids a negative impact on your colleagues that can arise when late applications are made or plans repeatedly changed. 

	When you open your PDA record the latest update of your annual leave balance will be indicated. If you are new to the University, your balance will be low, but you should still consider how you plan to expend your accrued leave over the coming year.  Please provide a tentative outline of when you intend to take leave. Your details can be amended later if your plans change.  All annual leave should be cleared by March following the year in which it was accrued. The Head / Manager must approve any requested carry-forwards. Academic staff and those directly supporting teaching are not normally permitted to take leave during teaching periods.  Please note that you will still need to formally register your annual leave requests through ESS and obtain approval from your supervisor.  

This section also provides you with space to outline any other forms of leave that you hope to access in the coming year. This might include Purchased Leave, Deferred Salary Schemes, leave without pay or long service leave. Please also indicate your travel plans for the coming year, that is, if you are planning to travel for work to conferences or other professional meetings etc.




Q7	What are your goals for the next 12 months?
	
	What are your personal and professional goals?  It is likely that these may relate to settling into your new role and community, as well as advancing your professional and career aspirations.

	List the major goals you plan to emphasise over the coming year. Your goals should be realistic, achievable and measurable. These will be reviewed and confirmed or amended at the PDA discussion.

	If you have leadership responsibilities you may find it useful to list two sets of goals:  one relating to your own professional / personal growth and the second relating to your unit’s outcomes and priorities including your leadership responsibilities. Goals relating to your unit’s activities should also relate to the Operational Priorities Plan, reflecting the University’s directions and priorities.

Have you identified any factors that might impact on your capacity to achieve these goals?  Please note them here so that they can be discussed and addressed. 

Q8 	What is your Development Plan for the next 12 months?
	
	Have you considered what development support you may require?  These may include courses, mentorship, and conference attendance. Organisational and Staff Development Services offers you a comprehensive list of UWA-based staff development support, including orientations, workshops and programmes. Any development plans listed here need to be realistic and within the resources of your organisational unit.  Your draft plan will be discussed and possibly amended during the meeting with your reviewer/supervisor.

As a new member of staff it is recommended that you consider attending orientation sessions relevant to you in your new work role.  These include:
	UWA Staff Orientation
	UWA Research Orientation (for research active or research support staff)
	UWA Teaching and Learning Orientation (for teaching active or teaching support staff)
	Foundations of University Teaching and Learning Programme (required of teaching active staff as part of meeting their probationary requirements within two years of commencement unless exempted at time of appointment)
	Leading Managers (for managers or leaders with staff and/or financial responsibilities
	How the University Works workshops, which explore the ways in which the university operates.



	After discussion with your reviewer/supervisor please update your goals and development plan and return it.  Your reviewer/supervisor will then lodge it with ESS.  The agreed goals and Development Plan will form the basis of your preparation for your next PDA.  

Set a date for a progress meeting within three months.  

Attachments for Review (OPTIONAL)

You may wish to submit relevant supporting documentation to assist your supervisor or reviewer understand your development needs.  It is not expected that new staff will have developed these documents, particularly if in the early stages of their career.  Attachments are optional. 

Supporting documents could include:
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	Current position description ( professional staff or where one exists)
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	Academic Portfolio (maximum 15 pages: five pages each for the teaching, research and service folios). The portfolio should describe your progress and development strategy, including any relevant evidence. Your sources of evidence might include Socrates / c
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	itation indices [as appropriate], SPOT teaching and SURF unit evaluation reports, peer reviews/feedback on performance, grants, recognitions / awards. It is recommended that these be presented as summaries. Appendices should not be included with the submitted portfolio, although the reviewer may request them.  Further guidance on Academic Portfolio development can be obtained through the PDA website or via workshops provided by OSDS or CATL.
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	Professional Portfolio (for senior professional staff wishing to review their career strategy and outcomes). Guidelines on this portfolio can be found on the 
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	PDA website. 
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	Curriculum Vitae.
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	Other attachments that you feel are pertinent to the discussion. Please ensure the material will add value to the review process.  



CPDA  Guidelines 
July 2014		6



Please provide links to these documents in Section 1. 

You can work on Section 1 and save drafts until you feel it is ready to forward to your reviewer. Make sure you have provided the reviewer with sufficient time to read the material.  When you have submitted Section 1, you will be able to request a print-ready format suitable for taking to your PDA discussion. 

Once you are ready to forward your document/s to the reviewer, simply click the Submit button.  You will still be able to access the information or to print a version for your use during the meeting.

Reviewer Preparation



The reviewer will be provided with a link to review or print a copy of Section 1 and any attachments. The reviewer should consider all submitted material carefully. 

If your reviewer is not your supervisor, they should consult the supervisor to clarify likely performance goals prior to and following the meeting with the reviewee. 


GUIDELINES ON COMPLETING SECTION 2 OF 
THE COMMENCING PERFORMANCE DEVELOPMENT APPRAISAL (CPDA) TEMPLATE

Section 2 should clearly summarise two areas of the PDA discussion: 

	Goals and objectives for the coming year;

A Development Plan to support achievement of personal and professional goals.

To assist, the online PDA allows ready transfer of the draft goals and development plan prepared in Section 1 by simply clicking on the transfer button. These proposed plans and goals can then be amended as per the discussion. This summary should be completed within two weeks of the PDA being undertaken. 

Various parts of this section will be completed by different people. The Reviewee should take responsibility for drafting a brief summary of the agreed Goals and Development Plan stemming from the PDA discussion. If you feel reluctant about preparing this summary, however, please discuss this with your reviewer. The ESS template allows you to transfer your previously drafted Goals and Development Plan which may then be edited and amended as required. The reviewer will also have the facility to amend your summary of the discussion as required. Section 2 should then be sent to the reviewer for confirmation and any additional comments within two weeks of the CPDA discussion. It is essential that you make time for this critical step in progressing your CPDA. 

The reviewer can amend the goals and development plan to ensure the summary accurately reflects the agreed outcomes of the discussion. 

Where the reviewer is also the supervisor they should then complete the remainder of Section 2 and confirm the final record.  If the reviewer is not the Supervisor the final parts of Section 2 will be forwarded to the Supervisor to confirm the overall goals, the development plan and associated resourcing and register it in your record.  

Finalisation of Section 2 indicates that the Supervisor accepts the goals and objectives as well as the development plan, including the necessary resourcing to ensure the agreed Development Plan can be implemented.  Section 2 also confirms that leave arrangements for the next twelve months have been discussed and agreed. The reviewee will still need to formally confirm leave plans through the HR Information System. 

The reviewee may add a final comment or simply confirm or acknowledge its contents prior to the document being saved in ESS. Section 2 forms the basis of your preparation for your next PDA and will be accessible as an archived document for this purpose.




Monitoring Progress

Your goals and development plan should be reviewed again within three months. An ESS prompt will be sent to you and your supervisor two months after the discussion has been held.  The follow up meeting should explore how you are progressing and any issues that may have arisen.  The agreed goals or development plans may be varied at that time. 

In the case of professional staff the meeting also provides an opportunity for review prior to confirming whether probationary status should be converted to ongoing.  This confirmation also requires completion of a Performance Appraisal Report. Academic staff may also find it useful to request a Performance Appraisal Report in their first year to gain feedback on their initial performance.



