Performance Development Plan Template (PDP Template)

	Performance Development Plan
	Version 2005

	Name:
	

	

	Your Performance Plan

	What performance is expected

	Use this page to write down your KPIs, the targets/timeframes you need to meet, and how you’ll measure them. KPIs aren’t just financial! Think about our Purpose, Vision & Values, and Strategic Themes, your clients and the competencies related to your role. 

Please note: This isn’t a role description, or a list of tasks/activities (inputs). It’s about results (outputs) that will help [org] achieve
its Business Plan. At the end of the year, what are the ‘differences’ you want to have achieved?

	KPI
	Action
	Result
	KPI Rating

	These are the 5 KPIs for [org]. Your performance will feed into the Company’s performance against its goals (note: include the weighting for each KPI)


	This describes what’s necessary or how to achieve a ‘3’ rating for each target. It may also include how you can achieve a ‘4’ or ‘5’ rating. This way everyone is clear on what is required, and when; knows the expected outcome, and how
to achieve it.


	These are any achievements and/or comments relating to
the specific targets. There should be supporting information if the performance deviates from being “on track”.

You should use this as an ongoing journal of your achievements throughout
the year.
	Your manager circles one of the numbers below to indicate a rating for each KPI for the mid-year review, and for the end of year review
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	1. (Weighting: % of total)


	Mid-year Result

End of Year Result
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	KPI
	Action
	Result
	KPI Rating

	2. (Weighting: % of total)


	Mid-year Result

End of Year Result
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	KPI
	Action
	Result
	KPI Rating

	3. (Weighting: % of total)


	Mid-year Result

End of Year Result
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	KPI
	Action
	Result
	KPI Rating

	4. (Weighting: % of total)


	Mid-year Result

End of Year Result
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	5. Competencies

    For employees

(Weighting:    % of total)
	
	
	
	
	
	
	
	

	Mid-year Rating (0–5)
	
	
	
	
	
	
	
	

	End of Year Rating (0–5)
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	6. Competencies

For managers

(Weighting:     % of total)
	
	
	
	
	
	
	
	

	Mid-year Rating (0–5)
	
	
	
	
	
	
	
	

	End of Year Rating (0–5)
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	Performance Development Plan
	Version 2005

	Name:
	


	Your Career



	Think about your career aspirations, using your manager to assist with establishing realistic goals if required.
Create a plan for how you are going to achieve your goals. Use this page to keep track of your progress during the year,
and ultimately enable you to measure your success.

Transfer any Learning & Development action points to the next page.

	Goals

What are your career aspirations
(long and/or short term)?
	Purpose 

What is your motivation to achieve
these aspirations?
	How can we help?

What do you need to do and/or what support do you need in order to achieve your career aspirations? (studies, specific projects, training, etc)

	 
	
	

	Mid-year Review

Document any changes to your
career aspirations at the mid-year
	
	

	End of Year Review

Document your and your manager’s comments about your career progress during the year
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	Your Learning & Development Plan (for the year)

	What development do you need? (i.e. developing your skills, knowledge, capabilities) 

Use this page to identify your development needs and to plan what you’ll need to do about them.

	Development Goals

Discuss with your manager what support you need to achieve your KPIs and to grow and develop in your career (also see ‘Your Career’ page)
	Action 

(Try to think of different options, not just training courses, e.g. setting goals, taking part in a project, getting a coach/mentor, reading a book)
	By when



	
	
	

	Mid-year Review

1. How well did you achieve your

    Learning & Development Goals?

2. Do you need to add any more
    goals/actions or change the timeframes 
    for the remainder of the year?
	Employee:


	Employee:



	End of Year Review

1. How well did you achieve your Learning
    & Development Goals for the year?  

2. What comments do you and your
    manager have about your progress
    during the year?
	Employee:


	Employee:
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	Your Results

	It’s useful for you to come to your mid-year and annual review with your own assessment of how well you have done so far. You and your manager can discuss your progress towards meeting your KPIs, and reach agreement on your overall performance and development needs. Your manager is ultimately responsible for making the final assessment but, if you can’t agree, then you can note this in your comments on the last page, and talk it through your manager’s manager if you wish.

	Overall Performance
	Rating
	Rating

	
	Description 


	Mid-Year 
	Tick one
	End of Year
	Tick one

	If in your role for 6 mths or more

New to role
	Outstanding performance against KPIs; results have clearly exceeded expectations; consistently gone ‘above and beyond’; competencies demonstrated at an advanced level for this role –‘Star performer’
	5


	Outstanding


	
	Outstanding


	

	
	Achieves all agreed KPIs, and regularly exceeds in some areas of performance; competencies demonstrated consistently to a high level for this role
	4


	Exceeds expectations


	
	Exceeds expectations


	

	
	Performing well; all objectives met and occasionally exceeded, competencies demonstrated consistently and to an acceptable level for this role
	3


	Meets expectations


	
	Meets expectations


	

	
	Some areas of performance do not achieve agreed KPIs and/or key competencies not demonstrated –
development plan required to improve on the basics
	2


	Needs Improvement


	
	Needs Improvement


	

	
	Key KPIs not met and/or key competencies not demonstrated – performance falls below the standard required for this role
	1


	Unsatisfactory


	
	Unsatisfactory


	

	
	Appointed to new role within past 6 months – Expected to progress quickly as learning continues and becomes familiar with the role
	0


	New to the role


	
	New to the role
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	General Comments

	This space can be used to make any comments needed to clarify statements made earlier in your PDP. It can also be used to note any agreement or disagreement that you may have with your manager’s assessment of your performance, both at Mid-year Review and at End of Year Review.
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