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

I will be scheduling a PRD discussion with you over the next few weeks. In preparation for our discussion and with reference to the Performance Expectations Framework for Academic Staff (PEF), can you please do the following:

1. Complete a reflection on your [enter year] performance, as well as your plans for the coming year using the preparing for your PRD conversation (academic staff) template and upload it to the PRD online tool. The template can be uploaded by choosing the upload/change file option displayed within designated key result areas. A short youtube clip may assist you with this option.
2. Complete the leadership framework self-assessment tool in PRDonline for us to discuss at the meeting. Further information on the Leadership Framework is available on the PRD website.

3. Identify any other areas you would like the opportunity to discuss including development activities, career plan, team dynamics, etc. 
The staff performance review conversation form provides further guidance on how to participate in quality performance review and goal setting conversations.
Please complete the above steps at least two days prior to our scheduled PRD meeting, this will allow me an opportunity to prepare effectively for our meeting.

 

Please let me know if you have any queries in relation to the above.

I look forward to our meeting. 
Kind regards,

[Supervisor name]

