Email Template - Invitation to staff to attend PRD meeting - Professional Staff
Dear [Staff member name],

I will be scheduling a PRD discussion with each of you over the next few weeks. In preparation for this discussion, can you please do the following:

 

1. Provide comments within your PRD folder in the on-line system for [enter year] on your achievements and outcomes. If you had goals in place, you should provide comments against these goals.  If you didn’t have goals in place, please write a paragraph or two that outlines the key areas that were expected to be delivered during the past year and what you have delivered against these key areas. You may also like to reflect on your performance overall and what you believe you did well and what you are still working on to continue to improve as part of your development.

2. Within your [enter year] folder, please set up 3-5 goals for [year]. Relate your goals to the [enter area] corporate plan, your position description and/or any other key outcome areas. 

 

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.

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 our conversation.

 

I look forward to our meeting.

Kind regards,

[Supervisor name]

