
Professional Staff PDR- Start of Term- PDR Plan development

Supervisor Staff Member
Face to face meeting 
(supervisor and staff)

Receive email with 
instructions to complete the 

draft PDR plan

Supervisor/Staff member to 
arrange a PDR meeting

Supervisor and staff 
member meet to discuss 
career development plan 

and performance 
expectations for the period

Staff member to document/
edit the online PDR 

following the conversation 
in relation to Career 

Development and 
performance expectations 

PDR plan is sent from the 
staff member to the 

supervisor to review/
confirm

Staff member acknowledges 
the Performance & 

Development Review plan

Yes

Supervisor/Staff member to 
arrange a PDR meeting

Supervisor to login to e-
Form to commence the PDR  

process

Select the review term 
or 

document probation period

Select the staff member that 
the PDR is for

Supervisor to assign the 
form to the staff member 

and provide instructions for 
completion

A probation period 
duration will need to be 
completed for the first 
PDR for a new staff 
member.

The review term will be 
automated once a PDR 
assessment has been 
completed using the 
online form.

A supervisor will 
be able to provide 
instructions to the 
staff member to 
complete the PDR.

The staff member 
will receive an 
email notification 
with instruction  to 
login to the e-form 
system 

Is the staff 
member to draft 

the plan?
Yes

No

Where further changes are 
needed to the PDR plan, the 

Supervisor should discuss with 
the staff member and then 

make final changes.

Question

Process Step Task

Request

Face to 
Face 

Meeting

Amendments 
required

Approval

Legend

Start
Once a PDR is completed in the Intelledox 
form- the following year the Supervisor will 
receive reminders that staff members are 
due to complete their PDR Plan.
Reminders will be issued 3 months prior to 
plan being due

The Staff Member will be 
able to print the draft PDR 
for the face to face 
discussion.

The staff member SHOULD 
NOT submit the form at this 
point. They should save 
their progress as they will 
need to update the form 
after their face to face 
meeting.

Review draft plan and print 
copy in preparation for face 

to face meeting

Supervisor finalises/updates 
PDR plan, and the form is 

sent to the staff member for 
agreement

End of Term 
assessment

The Staff member will 
receive a reminder 3 
months prior to their mid 
term review falling due.
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Professional Staff PDR- Mid-term Review

Supervisor Intelledox Staff Member
Face to face meeting (supervisor 

and staff)

Reminder 
sent to Staff 
Member & 
Supervisor

Supervisor receives a 
reminder that a PDR 

assessment is due in 3 
months

Supervisor and staff 
member meet to discuss 

mid-term review

Mid-Term assessment 
due in 3 months

Supervisor sends form to 
the staff member for 

acknowledgement

Staff member to login to e-
Form and complete self 

assessment against 
performance objectives

Supervisor/staff member to 
arrange Performance review 

meeting

Supervisor/staff member to 
arrange Performance review 

meeting

The Supervisor will 
receive an automated 
email from Intelledox to 
remind them that the 
mid-term review for a 
staff member is due in 3 
months. 

This is the prompt for the 
Supervisor to request that 
the staff member 
completes the self 
assessment and  arrange 
a meeting to discuss the 
staff members 
performance.

Supervisor to review Staff 
Member self assessment 

and print document for face 
to face discussion

Mid-term review 
completed

Question

Process Step Task

Request

Face to 
Face 

Meeting

Amendments 
required

Approval

Legend

Supervisor to
Document outcomes of 

performance review 

Staff Member receives a 
reminder that the mid-term 
review is due in 3 months, 

and is prompted to 
complete self assessment.

Staff member acknowledges 
review

The Supervisor will be able 
to add any additional 

information and print the 
PDR mid-term review for 

the face to face discussion.

The Supervisor SHOULD 
NOT submit the form at this 

point. They should save 
their progress as they will 
need to update the form 

after their face to face 
meeting.

The Staff member will 
receive a reminder 3 
months prior to their end of 
term review falling due.
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Professional Staff PDR- End of Term Assessment

Supervisor Intelledox Staff Member
Face to face meeting (supervisor 

and staff)

Reminder 
sent to Staff 
Member & 
Supervisor

Supervisor receives a 
reminder that a PDR end of 

term review is due in 3 
months

Supervisor and staff 
member meet to discuss 

end of term review

End of Term 
assessment due in 3 

months

Supervisor sends form to 
the staff member for 

acknowledgement

Supervisor to document end 
of term comments and 

performance rating 

Staff member to login to e-
Form and complete self 

assessment against 
objectives.

Supervisor/staff member to 
arrange Performance review 

meeting

Supervisor/staff member to 
arrange Performance review 

meeting

The Supervisor will 
receive an automated 
email from Intelledox to 
remind them that the end 
of term review for a staff 
member is due in 3 
months. 

This is the prompt for the 
Supervisor to request that 
the staff member 
completes the self 
assessment and  arrange 
a meeting to discuss the 
staff members 
performance.

Supervisor to review Staff 
Member self assessment 

and print document for face 
to face discussion

PDR Assessment 
Complete

Question

Process Step Task

Request

Face to 
Face 

Meeting

Amendments 
required

Approval

Legend

Staff Member receives a 
reminder that the end of 
term review is due in 3 

months, and is prompted to 
complete self assessment.

Staff member acknowledges 
review

The Supervisor will be able 
to add any additional 

information and print the 
PDR for the face to face 

discussion.

The Supervisor SHOULD 
NOT submit the form at this 

point. They should save 
their progress as they will 
need to update the form 

after their face to face 
meeting.

Where performance does 
not meet required 

standards, the form will 
be directed to the Local 

HR area before the review 
can be finalised.   

The Staff member will 
receive a reminder that 
their new PDR plan is due

The Staff Member may 
choose to provide final 

comments regarding the 
PDR
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