Email template – Invitations to staff to attend PRD meeting – Academic staff
Dear [insert name]

I will be scheduling a PRD discussion with each of you over the next few weeks. To prepare for your performance planning conversation, please complete a reflection on your current year's performance, as well as your plans for the coming year in accordance with the Performance Expectations Framework for Academic staff, using the Preparation for PRD meeting template for academic staff attached.
Please ensure that at least two days prior to your scheduled PRD meeting that you either:

1.   Enter your 2014 performance goals into the PRD online tool under the Key Result Areas of Teaching and Learning, Research and Innovation and Service and Engagement. A short You Tube clip showing how to enter goals can be found at: http://www.youtube.com/watch?v=Sxjj8g4Q554&feature=youtu.be , or

2.   Upload the Academic template to the PRD online tool, in one of the empty goal spaces. A short You Tube clip showing how to attach a document can be found at: http://www.youtube.com/watch?v=nHjcj7nNr5w&feature=youtu.be
 

3. Identify anything else that you would like the opportunity to discuss including development activities, career plan, job structure, team dynamics, etc. Our discussion will allow time to cover any of these things that are important to you. Please complete the leadership framework self-assessment tool for us to discuss at the meeting.

 

4. During our discussion, I will ask you to provide me with feedback on my leadership style and my interactions with you. Specifically, it would be helpful if you could think about whether there is anything that you would like me to do more of, less of, or do differently in the way that I manage you, that would help you to be more effective. 

 

This will allow me an opportunity to prepare effectively for our PRD meeting.

 

The PRD Conversation template http://www.newcastle.edu.au/__data/assets/pdf_file/0009/93519/Conversation-Guide-staff.pdf  is also a useful resource to help you prepare for this conversation.

 
I look forward to our meeting.

Kind regards,

[Supervisor name]

