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Professional Development Planning (PDP) Form
Manager General
EMPLOYEE DETAILS

	NAME:
	[bookmark: Lname]     

	
	

	ROLE TITLE:
	[bookmark: RoleTitle]     

	
	

	DEPARTMENT:
	[bookmark: Department]     

	
	

	MANAGER NAME:
	[bookmark: ManagerName]     

	
	

	REVIEW PERIOD
	[bookmark: ReviewPeriod]     

	(From – To):
	


	PERFORMANCE RATINGS SCALE
	EXCEPTIONAL • Performance consistently exceeds all objectives and expectations. Notable, visible and excellent contributions are widely recognised in the organisation. Produces high impact results, and provides an example to which other employees can aspire to on a continual basis.
ABOVE EXPECTATIONS • Performance consistently meets and sometimes exceeds all objectives and expectations. Produces or exceeds expected results while demonstrating expected behaviours. Performance is consistently above average and consistently goes beyond the requirements of the job.
MEETS EXPECTATIONS • Successfully meets performance standards and expectations. Is competent and fully proficient; seldom requires assistance or instruction.
MARGINALLY MEETS EXPECTATIONS • Has met some performance objectives but overall did not meet all performance and behavioural expectations. Supervision or guidance is required and immediate action is required to improve performance and/or behaviour.
BELOW EXPECTATIONS • Consistently performs below performance standards and expectations. Work requires review. Continuous supervision or guidance is required and immediate action is needed.




	GOALS / TARGETS (Maximum of 6) – Please add as required

	GOAL 1: PEOPLE MANAGEMENT
	[bookmark: Academic]     

	
	

	SUGGESTED ACTIONS:
	[bookmark: AC_Actions]     

	
	

	EMPLOYEE COMMENTS:
	Mid-Year Comments:

	
	[bookmark: AC_EmplComments]     

	
	End-Year Comments: 

	
	     

	
	

	
	

	MANAGER FEEDBACK:
	Mid-Year Comments:

	
	[bookmark: AC_MgrFeedback]     

	
	End-Year Comments: 

	
	     

	
	

	RATING:
	[bookmark: AC_Rating]





	GOALS/ TARGETS (Contd.)

	GOAL 2:
	     

	
	

	SUGGESTED ACTIONS:
	     

	
	

	EMPLOYEE COMMENTS:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	
	

	MANAGER FEEDBACK:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	RATING:
	





	GOALS/ TARGETS (Contd.)

	GOAL 3:
	     

	
	

	SUGGESTED ACTIONS:
	     

	
	

	EMPLOYEE COMMENTS:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	
	

	MANAGER FEEDBACK:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	RATING:
	




	GOALS/ TARGETS (Contd.)

	GOAL 4:
	     

	
	

	SUGGESTED ACTIONS:
	     

	
	

	EMPLOYEE COMMENTS:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	
	

	MANAGER FEEDBACK:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	RATING:
	




	GOALS/ TARGETS (Contd.)

	GOAL 5:
	     

	
	

	SUGGESTED ACTIONS:
	     

	
	

	EMPLOYEE COMMENTS:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	
	

	MANAGER FEEDBACK:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	RATING:
	





	GOALS/ TARGETS (Contd.)

	GOAL 6:
	     

	
	

	SUGGESTED ACTIONS:
	     

	
	

	EMPLOYEE COMMENTS:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	
	

	MANAGER FEEDBACK:
	Mid-Year Comments:

	
	     

	
	End-Year Comments: 

	
	     

	
	

	RATING:
	


[image: ]	




VALUES AND BEHAVIOURS (Please consider the key strengths and areas for development)
	VISION:
	[bookmark: St_CustServ]
	Manager Comments:
	     

	
	
	
	

	
	
	
	

	LEADERSHIP & RESPECT:
	[bookmark: Schol_Excell]
	Manager Comments:
	[bookmark: Mgr_comments2]     

	
	
	
	

	
	
	
	

	STRATEGIC PLANNING & DECISION MAKING:
	[bookmark: Coll_Prof]
	Manager Comments:
	[bookmark: Mgr_comments3]     

	
	
	
	

	
	
	
	

	STUDENT & CUSTOMER SERVICE:
	[bookmark: Innov_Flexi]
	Manager Comments:
	[bookmark: Mgr_comments4]     

	
	
	
	

	
	
	
	

	SCHOLARSHIP & EXCELLENCE:
	[bookmark: Plan_Org]
	Manager Comments:
	[bookmark: Mgr_comments5]     

	
	
	
	

	
	
	
	

	GENERAL MANAGER COMMENTS:
	Mid-Year Comments: 

	
	     

	
	End-Year Comments: 

	
	     

	
	
	
	

	OVERALL YEAR END RATING
	[bookmark: YrEnd_Rating]



 



	PERSONAL DEVELOPMENT PLAN

	WHAT ARE YOUR KEY AREAS FOR DEVELOPMENT IN THE NEXT 12 MONTHS?

	When completing this section, please include the following in your considerations:
Have you undertaken internal training, workshops and online resources offered by RCSI? 
What technical training may support you to successfully delivery your role and responsibilities? 
Consider areas for further development associated with the value and behaviours outlined on previous page.
Other areas for development that you have identified.

	     

	

	WHAT IS YOUR ACTION PLAN TO ADDRESS THESE?

	[bookmark: ActionPlan]     

	

	WHAT ADDITIONAL SUPPORT DO YOU NEED FROM YOUR MANAGER?

	[bookmark: AddSupport]     

	

	EMPLOYEE COMMENTS (ANY ADDITIONAL COMMENTS NOT CAPTURED IN PREVIOUS SECTIONS)
	Mid-Year Comments:

	
	     

	
	End-Year Comments:

	
	     

	

	MANAGER COMMENTS (ANY ADDITIONAL COMMENTS NOT CAPTURED IN PREVIOUS SECTIONS)
	Mid-Year Comments:

	
	     

	
	End-Year Comments:

	
	     

	Employee
I have reviewed this document, and discussed the contents with my Manager.
	[bookmark: Empl_confirm]|_| Please confirm
	Date
	[bookmark: Empl_date]     

	Manager
I have reviewed this document and discussed the contents with my Team member
	[bookmark: Mgr_confirm]|_| Please confirm
	Date
	[bookmark: Mgr_date]     
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	RCSI General Competencies

	[image: ]





	RCSI Leadership Competencies

	[image: ]
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Understands who the student/ customer is.

Displays empathy - seeks to see things from student/customer point
of view

Identifies student/ customer needs and matches them to
appropriate solutions, strives to exceed expectations.

Meets timeline for delivery of products/services

Drives quality and excellence interms of work practices/ products.
Deliversoutputs within prescribedtime, cost and quality standards
Actively seeks out opportunities toimprove, learnand develop self
Stays current in own field of expe
Contributesto the learning of colleagues
Seeks feedbackto learn and improve

Works collaboratively with colleagues to achieve College goals;
contributesto effective workteams

Builds and maintains relationships and networks

Treats others with dignity and respect

Communicates effectively—speaking, writing, listening
solicitsinputand iswillingto learn from others.

Generatescreative ideas, techniques, solutions

Actively seeks to improve programmes or services

strong problem solving orientation

Demonstratesinitiative/ self-direction

Flexible, adaptive and positive attitude tochange

Keepsabreast of available technology and shows willingnessto learn
newtechnology

Plansand prioritises effectively for future events; establishes
realisticmilestones

Foreseesrisks and allows for contingencies when planning
Displays appropriate sense of urgency

Manages time and resources effectively

‘Takes ownership of all responsibilities and honours commitments
Makes decisions effectively and decisively
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Clearlyallgnsand communicates inks betweenthe organisation'sstrategy
and the work unit's goals

‘Generates and communicates broad and compelling organisational irection,
inspiring others to pursue that direction

Conveys enthusiasm about future possibilities

Servesas a role model that others wan to follow
Is prosctive indeveloping trategesto accomplish goals

Establishes and maintains elationships witha range of peoplein order to
understand needs and gain support; reats all with dignity and respect
Anticipates and resolves conflitby pursuing agreeable solutions; persuasive
and skilled negotiator

Shows the courage to take unpopular stands

Nurturesand develops team members to be the best they can be.

Empowers others- delegates responsibility, larifies expctations, andgives.
staffautonomy in important areas of their work

‘Actively supports the development and career aspirationsof staff
Regularlydiscusses performanceand provides feadbackand coaching
‘Operateswith transparency; builds trust and has no hidden agenda

Shows appreciation and rewards effort & achievements
Givesproper credit to others

‘Genuinelyvalues staffinput and expertise

Understands who the student/ customeris and instils the importance or tis
Into theirteam; makes it a key focus inall activities

Displays empathy - seeksto see things from student/customerviewpoint
Identifies student/ customerneeds and matches them to appropriate.
solutions, strives to exceed customer expectations.

Ensures timeline for delivery of products/services s met by team

Drivesquality and excellence nterms o team work practices/ products
Delivers outputs within prescribed time, cost and quality standards

Actively seeks out opportunities tolmprove, learn and develop selfand team
members

Stays current in own field of expertise; encouragesteamto do the same
Contributesto the learningof collesguesand team members

Identifies trategicissues, opportunities and isks
Plans and prioritises ffectively, establihes realisticmilestones

Manages time and resources effectively

Drivesdelivery of results, regularly reviewing progress, and effectively
managing identified isuesandrisks

Considers positive and negative impacts of decisions, on others and on the.
‘organisation, before making them. Checks assumptions against facts
Makes tough decisions when necessary
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