Performance Review and Development — Supervisor

Academic Guided

After

workday.

an employee has submitted their PRD, the manager needs to review

and approve through Workday. You will receive the below Workday
notification. Click Approve Staff Performance Review

Flinders

= MENU University Q Ssearch

-.1 lln n:.:1 r

Let's Get Started

Awaiting Your Action

Approve Staff Performance Review:Ji*: PR g @

=

Inbox - 53 second(s) ago

Click Get Started to review the PRD submitted

Complete Manager Evaluation | Manager Evaluation: Academic Research - Upload ( H - s (oo

Review Period ~ 05/03/2024 - 26/03/2024 3 minute(s) ago - Effective 26/03/2024

The Performance Review & Development (PRD) process is an opportunity for staff members and their supervisors to:

Review achievements over the past 12 months

Discuss goals for the coming year to ensure clarity of expectations and alignment with college/portfolio priorities
Ensure performance and behaviour aligns with university values

Identify any support or capability development needed to perform successfully in the role

Provide two-way feedback

Your staff member has submitted their PRD for your review. Please take some time to review the sections that have been completed.

Review and Submit
You can edit review activities or select ‘Send Back' from this section to request changes be made by your staff member.

Selecting 'Submit’ will finalise the review. Your staff member will be notified that the review has been completed.

Click 'Get Started’ when you are ready to commence your review.

Flinders

U n |ve I‘S |ty organisational.development@flinders.edu.au

For further help, contact staff.flinders.edu.au/workday
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Performance Review and Development — Supervisor
Academic Guided

workday.

Use the below navigation menu to move through the PRD. Some sections
will change to align with the relevant academic profile

= e
1 1
Complete Manager - i 1
. 1 ese sections 1
Evaluation I wi : 1
i will be adjusted to A
Jl‘:lan:gerl E;aluatin:: Suided H a”gn to the 1
cademic Research - Guide 1 employees 1
[ ermbor bl Do e . | X 02
| academic profile
I o
1
05/03/2024 - 15/04/2024 I---T----del
B & For the nex
" Please refe
Research Qutputs and Achievements - Go...
Research Outputs and Achievements - Qu...
Goal *
Service and Leadership - Goals
O Service and Leadership - Questions
(®) Training and Development
Due Da
O Supporting Documents
Catego
(®) Additional F (if req )
(®) Review and Submit Organii
Relates

Optional Goals and Questions. Review all goal and question sections
provided by the staff member and leave comments at the bottom of the page
using the free text field

Complete Manager le

Eval Goal*|Fomst v B I U Av iE %
lan: ation:

cal earch - Guide

To research the PRD process.

05/03/2024 - 15/04/2024

Research Outputs and =
Achievements

Category

Rescarch Outputs and Achier - Organization Alignment I = ]

Research Outputs and Achier Relates To l % Knowledge (Competency) = ]

stae
and Leadership - Questions

o=
i
-

Training and Development

Icommem* Format v B I U &v | B % " Commen t T
Supporting Doct d

Additional Feedback (if requested) 4

(" sack ‘w save for Later Close
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Academic Guided

workday.

Training and Development. Review the Training and Development
Activities identified by the staff member.

Complete Manager l«
Evaluation

Manager Evaluation: Training and Development

Academic Research - Guided

| i e e e § Lo P After completing the detailed professienal development plan using the following template: Pr
05/03/2024 - 15/04/2024
R & —
Development Item * | PRD Training

Research Outputs and Achievements - Go... Fomat ~ B I U A «

1]
@

Additional Information

Research Outputs and Achievements - Qu...

Service and Leadership - Goals

Status % | X Not Started =
Service and Leadership - Questions
Status Note
I Q Training and Development I
? Supporting Documents
i ) Start Date DD/MM/YYYY [
Additional Feedb if req d
z Review and Submit Completion Date | DD/MM/YYYY [5]
> History
Add

@] ) Co)

Then click Next
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Supporting Documents. Review any supporting documents provided by the
employee.

Supporting Documents

Please uplead following documentation:

= Current CV

+ College supplied Performance Review data
» Professional Development Plan

» Research Plan as per College template

~

Manager Employee
prd-example-template (3) docx
Uploaded by B [ ==
Drop files here Upload Date  07/03/2024 02:48 pm
o Comment

Select files

Click Next to move to the next page.

Supporting Documents (optional)
Feedback Received

Review and Submit

E ( Save for Later ) ( Close )

Flinders A it finders.edu.au/workd
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Unlversrty organisational.development@flinders.edu.au

V.11.03.24



mailto:organisational.development@flinders.edu.au

Performance Review and Development — Supervisor
Academic Guided

workday.

Feedback. Managers have an opportunity to request feedback using the
below steps

Feedback Received

You have the opportunity to request feedback from others before finalising the review for your staff member.

If you would like to request feedback, follow the steps below:

Select "Save for Later’ from the menu at the bottom of your screen before proceeding to ensure any
review details entered are saved.

Select 'Menu' in the top left-hand corner of your screen.

Select the 'Performance Review and Development - Manager' Dashboard.

From the Manager Dashboard, select the task ‘Get feedback on worker'.

You will have the option to share this feedback with your staff member. If feedback is shared with the staff member,
comments will be displayed here when you return to complete the review.

Please note that you will not be able to finalise this review until feedback has been received.

Click ‘Next’ to continue to the next review activity.

Click Next to move to the next page

(;) Feedback Received

@ Review and Submit

Do) Com)

Flinders For further help, contact staff.flinders.edu.au/workday
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Review and Submit. Undertake a final review of the sections of the PRD

Complete Manager -
Evaluation
Manager Evaluation: Research Outputs and Achievements - Goals

Academic Research - Guided
i aEee ) Mesares

Goal Toresearch the PRD process.

05/03/2024 - 15/04/2024 Due Date (empty)
B & Category Research Outputs and Achievements
? Research Outputs and Achievements - Go... Organization Alignment  (empty)
(8) Research Outputs and Achievements - Qu... Relates To Knowledge (Competency)
Status (empty)
(®) Service and Leadership - Goals
Manager
(®) Service and Leadership - Questions 9
Comment
(®) Training and Development

(®) Supporting Documents

o Additional Feedback (if requested)
Research Outputs and Achievements - Questions

Question  Provide examples of your leadership of research initiatives where you led ott

This may include leading successful research teams (j.e., gaining external gra
policy, fostering collaborative links across the University, with Industry and otf

Manager

Answer

a ( Send Back )( Save for Later )

Comments. Make comments for the staff member using the free text field.

Ienter your comment l

Process History

AmEsg mem =

Approve Staff Performance Review— Awaiting Action

FI : |_1ders_ For further help, contact staff.flinders.edu.au/workday
U n |Ve rs |ty organisational.development@flinders.edu.au
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workday.

Optional - Send Back. Click Send Back if the PRD requires further edits or
discussion. This will return the PRD to the staff member for edits

Send Back. The below pop up will appear after clicking Send Back.
Complete the below information:

To: Select the person to send back to. It can only be returned to the staff
member.

Reason: Provide a reason for retuning the PRD to the staff member and
click submit

Send Back
# | [pearch =

w il Dl — Complete
Performance Review

Reason *
e

Flinders T it findors. odu auorkd
. . or turther help, contac stari.rflinders.eau.au/workaay
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workday.

Save for Later. During the PRD review, Managers can save the process and
return later. Click Save for Later to continue editing at a later time.

m < Send Back ) ( Save for Later >

Submit. Once the PRD has been reviewed and finalised it can be submitted.
Click Submit to finalise the PRD and finalise the process in Workday

( Send Back ) ( Save for Later )

Flinders .
. . For further help, contact staff.flinders.edu.au/workday
U n |ve I‘S |ty organisational.development@flinders.edu.au

V.11.03.24

8


mailto:organisational.development@flinders.edu.au

Performance Review and Development — Supervisor
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workday.

Up Next. There are still two steps to be completed after you submit the
approval for the PRD. First, the PRD will go to the Employee for them to
complete the Final PRD Acknowledgement. Once they submit that task, the
PRD will go back to you to complete the Finalise PRD task.

>
Success! Event submitted
Up Next: | Final PRD Acknowledgement 4]
View Details

X

Success! Event submitted
Up Next: | Finalise PRD

View Details

The Employee will receive a notification in Workday to let them know the
PRD has been finalised.

PRD Activity status in my team. Completed PRDs will show as
Successfully Completed on your dashboard

PRD activity status in my team &
Review Period Review Period Awaiting Action Feed
Worker Employee Review - Start Date - End Date Review Template Status BP Step By Rece
Academic Performance Review | 12/12/2022 30/06/2023 Academic Performance Review @ successfully Completed n/a No
for Tied Funded Research Staff: for Tied Funded Research Staff
Bl T Academic Research - Guided 05/03/2024 15/04/2024 Academic Research - Guided In Progress Complete Performance Review Employee No
[ o ek (smoke testing)
e T Academic Performance Review | 12/12/2022 30/06/2023 Academic Performance Review .Suc:essfully Completed n/a No
for Tied Funded Research Staff: for Tied Funded Research Staff
Flinders
% Universit For further help, contact staff.flinders.edu.au/workday
y organisational.development@flinders.edu.au
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