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SAMPLE PERSONAL DEVELOPMENT PLAN


This is a sample of Council’s online PDP form. It can be used to help familiarise yourself with the form before starting the online form.  It can also be used to help prepare for the annual PDP discussion.
Remember there are a range of other resources available on the PDP page of The Source.  Resources include a comprehensive user guide, quick start flow chart, the Core Capabilities document and other useful PDP tools.  
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Sample PDP form
[image: ]	
The supervisor initiates the PDP by filling out this page on the online form.  The form is found on the PDP page on The Source

This first page is completed by the supervisor. Once submit is clicked a link to the online form will be emailed to the supervisor and staff member. 
The PDP can be done together or individually. For the first time using the online form, we recommend it be done together. 
Select the relevant capability profile according to the staff member’s status, i.e. team member, people leader or manager.  This will auto populate the correct capability descriptors on the online form.  *Reminder - the capabilities are not performance measures but are intended as discussion points and may be used as development opportunities. A development goal is not mandatory for every capability. 
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Notes and discussion points on REACH capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  








	







	
	



Notes and discussion points on Relationship Management capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  
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Notes and discussion points on Planning & Organising capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  








This is the section of the PDP form where future career aspirations should be discussed and noted













Notes and discussion points on People Development capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  























Notes and discussion points on Outcome Orientation capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  



















 



Notes and discussion points on Future Focused Orientation capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  




















Notes and discussion points on Service Focus capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  


















Notes and discussion points on Safety, Health and Wellbeing capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  




















Notes and discussion points on Self Management capability – Consider if this is an area you would like to future develop. If so, use the space below to make notes and add these to your development goals which are added towards the end of the process/form  




Part 3 provides an opportunity to review the Position Description each year to ensure continued relevance. The PD template was changed to better meet organisational requirements during 2022 and it is expected that every PD over time will be moved to the new template as each PDP is done.Your position description can be found against your entry in the Source Organisation Chart. 

When you respond ‘no’ to either question, a separate process will commence.  
· You do not need to review the PD immediately
· By selecting ‘no’, a separate automated process is commenced
· [image: ]The supervisor will receive reminder emails starting from a week prior to the nominated review date.  
Discussion points re the position description. Check accreditations in PULSE and note any new/expiring accreditations that require action during the coming year here. Add them as development goals later in the form.   

































Discussion points re Child Safety– Consider if this is an area you would like to future develop. If so, make a note to add this to your development goals which are added towards the end of the process/form  





















Discussion points re Gender Equality, Diversity & Inclusion– Consider if this is an area you would like to future develop. If so, make a note to add this to your development goals which are added towards the end of the process/form  	
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Discussion points re Climate Change & Sustainability– Consider if this is an area you would like to future develop. If so, make a note to add this to your development goals which are added towards the end of the process/form  
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Only the staff member should comment on their job satisfaction & wellbeing. During the joint PDP meeting, then this can be discussed and options/supports agreed






Discussion points re job satisfaction – add any suggestions/creative solutions as development goals
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Discussion points re wellbeing

















Discussion points re accomplishments
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[image: ]When the form is completed online, a summary of all  responses will appear on this page (example below from where the form is completed jointly).  The summary assists with setting goals (next step) based on priority needs



When you have reached this point, the online form will automatically display a summary of all ratings entered to this point. Now it is time to insert personal development goals/aspirations, etc for the next 12 months. Remember to also include any expiring accreditations as development goals to ensure these are captured. You may have noted these earlier in this document. 
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List all draft development goals here.  















End of process
Each quarter, an email with a link to the PDP form will be sent to the supervisor and staff member to enable them to add comments about progress.  
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The Source

[T

Home > Working Here > Employee Benefits > Personal Development Plans (PDPs)

Personal Development Plans (PDPs)
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Here's a little more information about PDPs

A PDP (Personal Development Plan) is a plan for an individuals personal development to support work priorities for the
next year and current and future development needs.

PDPs are not used to evaluate performance, but to enable conversations about strengths and growth opportunities.
Performance concerns should be managed in a separate process - guidance from Organisational Development may be
required.

Al staff, including managers, must have an annual PDP as outlined in Council's Enterprise Agreement.

All staff must complete PDPs between 1 July to 30 September each year (Please note for the first year of implementation
these timeframes may vary)

PDPs should all be completed using the online form. The form is started by the supervisor and can be completed jointly,
or separately by the staff member and supervisor before coming together to finalise.

Throughout the PDP process both the staff member and the supervisor will receive emails regarding the status of the
process. Please check both focused inbox and other email folders if you have not received your notifications.

Supervisors must initiate the PDP process. To start the process, please select the button below.

How do | access my PDP or update progress towards development goals?
To access your PDP, staff members or people leaders can select this link to access - Workflow Inbox.

Both staff and people leaders should regularly update the progress towards development goals by clicking the same link.
Remember to input progress comments and updates in the editable fields found in the "Comments or file notes relating to
goals, action, or learning" table, located at the bottom of each form.

More information

Contact Organisational Development via email at zzOrgDevAdmin@cgd.vic.gov.au.

Resources to help complete the form

[W) PDP FAQs - 94.9KB

[A Quick Start Guide - 206KB

[W Detailed User Guide - 2.9MB

[® PDP Reflective Questions - REACH - 68.2KB

[® PDP Reflective Questions - Position Specific - 56.2KB

[® PDP Compliance Reflective Questions - Compliance - 49.2KB
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Part 1: Preparing for your PDP

Before commencing your PDP:

* Review your position description, noting any significant changes and ensuring it accurately reflects the job you are doing. Please also check it is in Council’s current position description template.
* Check the Learning Module to confirm what accreditations, licenses and certificates are due to expire in the next 12 months.

* Familiarise yourself with Council's Capability Framework, with a view to focusing on one or 2 capabilities that you would like to develop.

* Review Council's REACH Principles and shared values and consider how these are demonstrated as part of your role.

* Think about any compliance / legislative training required to ensure up to date knowledge. Consider organisational wide topics including Child Safety, Gender Equality, Diversity & Inclusion, Health Safety & Wellbeing,
Climate Change & Sustainability. There may be some unique compliance requirements specific to the role to consider (e.g. Building Compliance, Nursing Registration etc.).

Supervisor (Required)

Please Select...

Supervisor Email (Required) Supervisor User (Required) Supervisor Position Number (Required)

Please Select...

Staff member (Required) Employee Number

Please Select... v

Business Unit Department
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How would you like to complete this PDP? (Required)
If you choose ‘together’, the supervisor and staff member are sitting together and jointly completing the form.

If you select individually, then the staff member will complete the form first.

O Together
O Individually

Please select the staff member’s capability profile (required)

O Team Member
O People Leader
O Manager
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How would you like to complete this PDP? (Required)
If you choose ‘together’, the supervisor and staff member are sitting together and jointly completing the form.

If you select individually, then the staff member will complete the form first.

O Together
O Individually

Please select the staff member’s capability profile (required)

O Team Member
O People Leader
O Manager
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Part 2: Discussion and reflections between staft member and supervisor

Select the proficiency level that best reflects the current DEMONSTRATED BEHAVIOUR. Prompting questions are attached to help. This is an
opportunity for both the staff member and the people leader to reflect about the past 12 months and look forward to the next 12 months
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REACH Vc

les

Reflect and comment on the level to which the REACH behaviours have been demonstrated,

Respectful
Engaged
Accountable
Creative
Honest

To assist, some reflective questions are attached < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977301>

Advanced

applies the capability intuitively to deal
with complex orgonisational issues

is seen as a key resource in the
organisation and coaches and mentors
others in
capabilty

e application of the

Fully proficient

an opply the capabiliy independently in
@ range of stuations including in
unpredictable and changing environments
understands how some policies and
procedures can be adapted so the
capabilty can be fully demonstrated

Shared Response  (Azquired)
© Starting Out

© Developing

© Fully Proficient

© Advenced

Final Comment

Developing

can apply the capabilty to own work with
limited guidance ond support and within
standard working policies and procedures,
demanstrates an understanding of how the
capability can enhance their work and that of
immediate teom members

Starting out

demonstrates an understanding of the key
principles on which this capabilty is bosed
often requires ossistance and supportin
applying the capabilty to their own role
even n stable and predictable situations.
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Relationship Management - Core Capability

Develops and maintains strong and enduring relationships with colleagues andor external stakeholders which are built on mutual respect and
commitment. Ensures that all people are treated with dignity and respect regardless of gender, ethnicity, religion, or sexual orientation.

To help with your response, reflective questions are included

Team Member < https:/thesource.greaterdandenong.vic.gov.aul. flysystem/filerepo/A8977289>

People Leader < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977290>

Demonstrates respect for the wide range of views and perspectives that are expressed in their teams
Contributes effectively to team meetings
Demeonstrates commitment to team decisions

Demonstrates respect for other team members
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Thinks from a wholistic perspective and sees the patterns in the complex relationships that exist between the different parts of the organisation. Uses
these insights to ensure that the organisation’s human, physical and financial resources are effectively used in the achievement of the organisation's,
team’s or the role’s agreed priorities,
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To help with your response, reflective questions are included

Team Member < https:/thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977280>

People Leader < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977291>

Is able to explain the relationship between own work activities and the goals and objectives of the team

Prioritises work based on the needs of the team

Shares relevant information as and when appropriate

Consistently does her/his share of the work

Advanced

applies the capability intuitively to deal
with complex organisational issues

is seen as o key resource n the
organisation and coaches and mentors
others in the opplication of the
capabilty

Fully proficient

can apply the capabiliy independently in
a range of situations including in
unpredictable and changing environments
understands how some polcies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (Acquired)
© Starting Out

© Developing

© Fully Proficient

© Advanced

Final Comment

Developing

can apply the capabilty to own work with
limited guidance and support and within
standard working policies and procedures,
demonstrates an understanding of how the
capability can enhonce their work and that of
immediote teom members

Starting out

demonstrates an understanding of the key
principles on which this capabilty s bosed
often requires assistance and supportin
pplying the capabilty to their own role
even n stable and precictable situations.
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People Development - Core Capability,

Demonstrates a deep commitment to ongoing learning and development as fundamental to the organisation's sustained success and to the realisation
of the potential of its people.

To help with your response, reflective questions are included
Team Member < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977298>

People Leader < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977287>

Is active in identifying opportunities for ongoing growth and development
Seeks feedback with a view to personal and professional development
Looks for opportunities to grow skills and knowledge

Is proactive in managing own career development
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Future Focused Orientation - Core Capability

Is keenly aware of the social, political, economic and technological trends that impact the global and local environments and ensures these are factored
into the work of individuals, teams or the organisation to deliver on the needs and expectations of the Council and the community it serves.
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To help with your response, reflective questions are included

Team Member < https:/thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977302>

People Leader < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/AB977282>

Incorporates key issues impacting the broader environment into the way they undertake their work

Responds flexibly to change

Shows resilience in times of change

Seeks support during times of uncertainty

Advanced

applies the capabiliy intutively to deol
with complex organisational issues

is seen as a key resource in the
organisation and coaches and mentors
others in the application of the
capabilty

Fully proficient

can apply the capability independently in
@ range of stuations including in
unpredictable and changing environments
understands how some policies and
procedures can be adapted so the
capabilty can be fully demonstrated

Shared Response  (Aequircd)
© Starting Out

© Developing

© Fully Proficient

© Advenced

Final Comment

Developing

can apply the capabilty to own work with
limited guidance and support and within
standard working policies and procedures.
demanstrates an understanding of how the
capability can enhance their work and that of
immediate teom members

Starting out

demonstrates an understanding of the key
principles on which this capabilty s bosed
often requires assistance and supportin
pPlying the capabilty to their own role
even i stable and precictable situations.
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Future Focused Orientation - Core Capability

Is keenly aware of the social, political, economic and technological trends that impact the global and local environments and ensures these are factored
into the work of individuals, teams or the organisation to deliver on the needs and expectations of the Council and the community it serves.
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Outcome Orientation - Core Capabi

Demonstrates a strong commitment to a high-performance culture by constantly striving for high quality customer service outcomes and accepting
responsibilty for outcomes within their control

To help with your response, reflective questions are included

Team Member < https://thesource.greaterdandenong.vic.gov.aul. flysystem/filerepo/A8977269>

People Leader < https://thesource. greaterdandenong.vic.gov.aul flysystem/filerepo/A8977286>

Demonstrates a willingness to take informed risks in solving client issues
Ensures tasks are consistently completed to the required standard
Responds promptly and appropriately to requests for service

Consistently follows established practices and procedures
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Future Focused Orientation - Core Capability,

Is keenly aware of the social, political, economic and technological trends that impact the global and local environments and ensures these are factored
into the work of individuals, teams or the organisation to deliver on the needs and expectations of the Council and the community it serves.
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To help with your response, reflective questions are included
Team Member < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977302>

People Leader < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977282>
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Incorporates key issues impacting the broader environment into the way they undertake their work
Responds flexibly to change
Shows resilience in times of change

Seeks support during times of uncertainty
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Future Focused Orientation - Core Capability,

Is keenly aware of the social, political, economic and technological trends that impact the global and local environments and ensures these are factored
into the work of individuals, teams or the organisation to deliver on the needs and expectations of the Council and the community it serves.
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To help with your response, reflective questions are included
Team Member < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977302>

People Leader < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977282>
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Incorporates key issues impacting the broader environment into the way they undertake their work
Responds flexibly to change
Shows resilience in times of change

Seeks support during times of uncertainty
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Service Focus - Core Capability,

Ensures there is a focus on delivering work priorities to agreed quality and timeliness standards.

To help with your response, reflective questions are included




image31.png
Team Member < https:/thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977288>
People Leader < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977292>

Is friendly and responsive to clientsicustomers

Strives to deliver quality client/customer outcomes

Deals with client/customer issues with concern and sense of importance

Advanced

applies the capability intuitively to deal
with complex organisational issues

is seen as o key resource in the
organisation and coaches and mentors
others in the pplication of the
capabilty

Fullyproficent

can apply the capability independently in
a range of stuations including in
unpredictable and changing environments
understands how some policies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (Azquired)
© Starting Out

© Developing

© Fully Proficient

© Advanced

Final Comment

Developing

can apply the capabilty to own work with
imited guidance and support and within
standard working policies and pracedures.
demanstrates on understanding of how the
capability can enhance their work and that of
immediate team members

Starting out

demonstrates an understanding of the key
principles on which this capabily is based
often requires assistance and supportin
pplying the capabilty to their own role
even in stable and predictable situations.
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Team Member < hitos:/thesource greaterdandenong.vic.gov.au/ fysystem/flerepa/AB977288>

Leader <h sreaterdandenong.vicgovaul fysystemts 16977292
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Service Focus - Core Capability,

Ensures there is a focus on delivering work priorities to agreed quality and timeliness standards.

To help with your response, reflective questions are included
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Team Member < https:/thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977288>
People Leader < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977292>

Is friendly and responsive to clientsicustomers

Strives to deliver quality client/customer outcomes

Deals with client/customer issues with concern and sense of importance

Advanced

applies the capability intuitively to deal
with complex organisational issues

is seen as o key resource in the
organisation and coaches and mentors
others in the pplication of the
capabilty

Fullyproficent

can apply the capability independently in
a range of stuations including in
unpredictable and changing environments
understands how some policies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (Azquired)
© Starting Out

© Developing

© Fully Proficient

© Advanced

Final Comment

Developing
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demonstrates an understanding of the key
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often requires assistance and supportin
pplying the capabilty to their own role
even in stable and predictable situations.
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Team Member < hitos:/thesource greaterdandenong.vic.gov.au/ fysystem/flerepa/AB977288>

Leader <h sreaterdandenong.vicgovaul fysystemts 16977292
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Safety, Health and Wellbeing - Core Capability:

Ensures that the safety, health and wellbeing of employees, contractors, service users and councillors is at the heart of organisation's culture and the
way work is organised and services delivered,

To help with your response, reflective questions are included

Team Member < https://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/A8977281>

People Leader < hitps://thesource.greaterdandenong.vic.gov.au/ flysystem/filerepo/AB977293>
Actively participates in discussions and activities aimed at improving safety, health and wellbeing

Takes responsibility for the personal safety, health and wellbeing of self and immediate others

Supports and encourages colleagues to actively participate in safety, health and wellbeing initiatives
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Self-management - Core Capabi

Demonstrates self-awareness through understanding own responses to a range of situations as well as understanding the impact their behaviour has
on others.
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To help with your response, reflective questions are included

Team Member < https:/thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977276>

People Leader < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977295>

Accepts personal responsibility for outcomes within their control

Demonstrates the ability to regulate and adapt behaviour according to the circumstances and the audience

Seeks out feedback with the purpose of reflecting on work performance with a view to self-improvement

Models Greater Dandenong’s ethical and organisational standards

Acts decisively during times of ambiguity and pressure

Advanced

applies the capability intuitively to deal
with complex organisational ssues

is seen as o key resource in the
organisation and coaches and mentors
athers in the application of the
capabilty

Fully proficient

can apply the capability independently in
@ range of situations including in
unpredictable and changing environments
understands how some policies and
procedures can be adapted 5o the
capability can be fully demonstrated

Shared Response  (Requied)
© Starting Out

© Developing

© Fully Proficient

© Advanced

Final Comment

Develoning

can apply the copabilty to own work with
imited guidance and support and within
standard working policies and procedures.
demanstrates an understanding of how the
copability can enhance their work and that of
immediote teom members

Starting out

demonstrates an understanding of the key
principles on which this capabily is based
often requires assistance and supportin
apPlying the capabilty o their own role
even in stable and predictable situations.
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Self-management - Core Capabi

Demonstrates self-awareness through understanding own responses to a range of situations as well as understanding the impact their behaviour has
on others.
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To help with your response, reflective questions are included

Team Member < https:/thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977276>

People Leader < https://thesource.greaterdandenong.vic.gov.aul flysystem/filerepo/A8977295>

Accepts personal responsibility for outcomes within their control

Demonstrates the ability to regulate and adapt behaviour according to the circumstances and the audience

Seeks out feedback with the purpose of reflecting on work performance with a view to self-improvement

Models Greater Dandenong’s ethical and organisational standards

Acts decisively during times of ambiguity and pressure

Advanced

applies the capability intuitively to deal
with complex organisational ssues

is seen as o key resource in the
organisation and coaches and mentors
athers in the application of the
capabilty

Fully proficient

can apply the capability independently in
@ range of situations including in
unpredictable and changing environments
understands how some policies and
procedures can be adapted 5o the
capability can be fully demonstrated

Shared Response  (Requied)
© Starting Out

© Developing

© Fully Proficient

© Advanced

Final Comment

Develoning

can apply the copabilty to own work with
imited guidance and support and within
standard working policies and procedures.
demanstrates an understanding of how the
copability can enhance their work and that of
immediote teom members

Starting out

demonstrates an understanding of the key
principles on which this capabily is based
often requires assistance and supportin
apPlying the capabilty o their own role
even in stable and predictable situations.
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Do any accreditations expire during this PDP period
OYes
oNo
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Please list any expiring accreditations, including date of expiry
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Do any accreditations expire during this PDP period
OYes
oNo
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Please list any expiring accreditations, including date of expiry
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Part 3: Position Description/ Inherent Position Requirements

Please carry out a review of the existing position description in consultation with the staff member and people leader,
Council's Enterprise Agreements specifies that all PD's be reviewed annually to ensure they reflect current role requirements
Search 'Position Descriptions' in The Source for more information and support documents -
Recrui " - ings < https: o guica . o descrinfione and.

bandings>

Discuss position specific considerations — technical skills & ‘soft skills' (personal characteristics that help us to relate and work harmoniously and
productively with others)

Is PD in the correct format, i.e. version created after October 2022  (feq
OYes

ONo

Does the PD contain an accurate description of the current duties and inherent emotional, physical and other inherent requirements of the position? (Requied)
OYes
oNo

Final Comments on Position Description
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Part 4: Other organisational responsibilities

No action required here when completing individually. This section will be completed with the staff member and supervisor when coming
together.

CHILD SAFETY
GENDER EQUALITY DIVERSITY & INCLUSION
CLIMATE CHANGE & SUSTAINABILITY

This is an opportunity for both the staff member and the people leader to reflect about the past 12 months and look forward to the next 12
months

Child Safety
Use the below questions to discuss and explore your responsibilities and obligations around Child Safety and Wellbeing under the Victoria Child Safe

Standards. For more information on about your responsibilities in relation to Child Safety at Council see Child Safety | The Source
(greaterdandenong.vic.govau) < httpsil/thesource.greaterdandenong.vic.govaulrecruitment/child=safety>

Do you understand what your responsibilities are as part of your role in relation to child safety?
Oves
oNe

Do you know Council's process for reporting child safety concerns?
OYes
ONo

Do you use child safe behaviours relevant to your role? (for example, seeking permission from a child before having any physical contact, ensure contact is in publi

< areas so other adults have oversight of the kind of contact that is being made). See Child Safe Code of Conduct for more examples of acceptable and unaccepta
nce behaviours in relation to interactions with children,
OYes
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Lo

Discuss and note below any challenges or learning that might be helpful in your role,

Discuss and note below any behaviours that you use that support child safety and how this knowledge can be shared with the team

Advanced

applies the copability intutively to deal
with complex orgonisational issues

is seen as a key resource n the
organisation and coaches and mentors
others in the applcation of the
capabilty

Fully proficient

can apply the capability independently in
a range of situations including in
unpredictable and changing environments
understands how some policies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (fequred)
© Starting Out

© Developing

O Fully Proficient

© Advanced

Final Comment

Developing

can apply the copabilty to own work with
limited guidance ond support and within
standard working policies and procedures,
demonstrates an understanding of how the
capability can enhance their work and that of
immediate teom members

Starting out

demonstrates an understanding of the key
principles on which this capabilty s bosed
often requires assistance and support in
apPlying the capabilty to their own role
even in stable and predictable situations.
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Part 4: Other organisational responsibilities

No action required here when completing individually. This section will be completed with the staff member and supervisor when coming
together.

CHILD SAFETY
GENDER EQUALITY DIVERSITY & INCLUSION
CLIMATE CHANGE & SUSTAINABILITY

This is an opportunity for both the staff member and the people leader to reflect about the past 12 months and look forward to the next 12
months

Child Safety
Use the below questions to discuss and explore your responsibilities and obligations around Child Safety and Wellbeing under the Victoria Child Safe

Standards. For more information on about your responsibilities in relation to Child Safety at Council see Child Safety | The Source
(greaterdandenong.vic.govau) < httpsil/thesource.greaterdandenong.vic.govaulrecruitment/child=safety>

Do you understand what your responsibilities are as part of your role in relation to child safety?
Oves
oNe

Do you know Council's process for reporting child safety concerns?
OYes
ONo

Do you use child safe behaviours relevant to your role? (for example, seeking permission from a child before having any physical contact, ensure contact is in publi

< areas so other adults have oversight of the kind of contact that is being made). See Child Safe Code of Conduct for more examples of acceptable and unaccepta
nce behaviours in relation to interactions with children,
OYes
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Lo

Discuss and note below any challenges or learning that might be helpful in your role,

Discuss and note below any behaviours that you use that support child safety and how this knowledge can be shared with the team

Advanced

applies the copability intutively to deal
with complex orgonisational issues

is seen as a key resource n the
organisation and coaches and mentors
others in the applcation of the
capabilty

Fully proficient

can apply the capability independently in
a range of situations including in
unpredictable and changing environments
understands how some policies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (fequred)
© Starting Out

© Developing

O Fully Proficient

© Advanced

Final Comment

Developing

can apply the copabilty to own work with
limited guidance ond support and within
standard working policies and procedures,
demonstrates an understanding of how the
capability can enhance their work and that of
immediate teom members

Starting out

demonstrates an understanding of the key
principles on which this capabilty s bosed
often requires assistance and support in
apPlying the capabilty to their own role
even in stable and predictable situations.
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Gender Equality, Diversity and Inclusion

Use the below questions to discuss and explore your responsibilities and obligations around Gender Equality, Diversity & Inclusion under the Gender
Equality Act 2020, For more information on about your responsibilities in relation to Gender Equality, Diversity & Inclusion at Council see Gender
Equality | The Source (greaterdandenong,vic.gov.au) < https://thesource,greaterdandenong.vic.gov.au/employee-support/gender-equality>

Do you understand what your responsibilities are as part of your role in relation to gender equality, diversity & inclusion? e.g. application in recruitment & selectio
n, gender impact assessments, giving consideration to flexible work requests.

OYes
oNo

sment?
OYes
ONo

Do you know Council's processes for reporting and/or responding to allegations of inappropriate workplace behaviour including instances of alleged sexual haras

Discuss and note below any challenges or learning that might be helpful in your role,

Discuss and note below any behaviours that you use that support Gender Equality, Diversity & Inclusion and how this knowledge can be shared with

the team,

Advanced

applies the capability intuitively to deal
with complex orgonisational issues

is seen as o key resource in the
organisation and coaches and mentors
others in the pplication of the
capabilty

Fullyproficent

can apply the capability independently in
a range of situations including in
unpredictable and changing environments
understands how some policies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (Aequied)

Developing

can apply the capabilty to own work with
limited guidance and support and within
standard working policies and procedures,
demanstrates on understanding of how the
capability can enhance the work and that of
immediate teom members

Storting out

Gemonstrates an understanding of the key
principles on which this capabily is based
often requires assistance and supportin
pplying the capabilty to their own role
even in stable and predictable situations.
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Gender Equality, Diversity and Inclusion

Use the below questions to discuss and explore your responsibilities and obligations around Gender Equality, Diversity & Inclusion under the Gender
Equality Act 2020, For more information on about your responsibilities in relation to Gender Equality, Diversity & Inclusion at Council see Gender
Equality | The Source (greaterdandenong,vic.gov.au) < https://thesource,greaterdandenong.vic.gov.au/employee-support/gender-equality>

Do you understand what your responsibilities are as part of your role in relation to gender equality, diversity & inclusion? e.g. application in recruitment & selectio
n, gender impact assessments, giving consideration to flexible work requests.

OYes
oNo

sment?
OYes
ONo

Do you know Council's processes for reporting and/or responding to allegations of inappropriate workplace behaviour including instances of alleged sexual haras

Discuss and note below any challenges or learning that might be helpful in your role,

Discuss and note below any behaviours that you use that support Gender Equality, Diversity & Inclusion and how this knowledge can be shared with

the team,

Advanced

applies the capability intuitively to deal
with complex orgonisational issues

is seen as o key resource in the
organisation and coaches and mentors
others in the pplication of the
capabilty

Fullyproficent

can apply the capability independently in
a range of situations including in
unpredictable and changing environments
understands how some policies and
procedures can be adopted so the
capabilty can be fully demonstrated

Shared Response (Aequied)

Developing

can apply the capabilty to own work with
limited guidance and support and within
standard working policies and procedures,
demanstrates on understanding of how the
capability can enhance the work and that of
immediate teom members

Storting out

Gemonstrates an understanding of the key
principles on which this capabily is based
often requires assistance and supportin
pplying the capabilty to their own role
even in stable and predictable situations.
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ate Change & Sustainability

Use the below questions to discuss and explore your responsibilities and obligations around to help support Council's response to the climate
emergency by helping facilitate a whole-of-organisation approach where climate change mitigation and adaptation is embedded into all Council
services, assets, operational and decision-making processes. For more information on about your responsibiliies in relation to Climate Change &
Sustainability at Council see Sustainability and Climate Change | The Source (greaterdandenongivic.gov.au) <
https://thesource.greaterdandenong,vic. gov.au/asset-management/sustainability-and-climate-change>

Do you understand what your responsibilities are as part of your role in relation to climate change & sustainability?
OYes

oNo

Discuss and note below any challenges or learning that might be helpful in your role,

Discuss and note any behaviours that you use that support climate change & sustainability and how this knowledge can be shared with the team.




image54.png
ate Change & Sustainability

Use the below questions to discuss and explore your responsibilities and obligations around to help support Council's response to the climate
emergency by helping facilitate a whole-of-organisation approach where climate change mitigation and adaptation is embedded into all Council
services, assets, operational and decision-making processes. For more information on about your responsibiliies in relation to Climate Change &
Sustainability at Council see Sustainability and Climate Change | The Source (greaterdandenongivic.gov.au) <
https://thesource.greaterdandenong,vic. gov.au/asset-management/sustainability-and-climate-change>

Do you understand what your responsibilities are as part of your role in relation to climate change & sustainability?
OYes

oNo

Discuss and note below any challenges or learning that might be helpful in your role,

Discuss and note any behaviours that you use that support climate change & sustainability and how this knowledge can be shared with the team.
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Part 5: Personal Reflections

Job Satisfaction

What is your current level of job satisfaction?
1=Extremely dissatisfied 10=Extremely Satisfied

o
Extremely Satisfied

o

Satisfied

Satisfied

Satisfied

Neutral

o

Neutral

o

Dissatisfied
Dissatisfied
Dissatisfied

°

Extremely Dissatisfied
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‘What is your current level of job satisfaction?
1=Extremely dissatisfied 10=Extremely Satisfied

Discuss and note below any challenges or learning that might be helpful in your role.

Explore suggestions/creative solution to improve job satisfaction (if required) and note below and/or add to your goals.
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Wellbeing

Reflect on how you are currently tracking in terms of wellbeing. Invite discussions around work and life including
exploring, and then noting below, any agreed supports that might be helpful

noticing and celebrating things that are working well

Final Comment

Reminder: You, or @ member of your immediate family, can access Council's Employee Assistance Program at no cost to you, 24 hours a day, 7 days a
week. Council offers 7 streams of support - Career Assist, Conflict Assist, Employee Assist, Family Assist, Manager Assist, Money Assist, Nutrition &
Lifestyle Assist. More information at https://thesource.greaterdandenong.vic.gov.au/safety-health-and-wellbeing/employee-assistance-program <
https./fthesource.greaterdandenong.vic.gov.au/safety-health-and-wellbeing/employee-assistance-program>
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Special accomplishments, recognitions, awards

List or upload any special accomplishments, recognitions, awards that should be highlighted

Celebration of achievements

Celebration of achievements Upload

Max. file size: 40 MB,

Drop files here or

Select files
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Save for Later
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Summary of Ratings
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Capability

REACH

Relationship Management
Planning & Organisation

People Development

Future Focused Orientation
Outcome Orientation

Service Focus

Safety, Health and Wellbeing
Self-management

Child Safety

Gender Equality, Diversity and Inclusion
Climate Change & Sustainability

Job Satisfaction

Staff Member Responses

Satisfied

Supervisor Responses

Shared Responses
Fully Proficient
Advanced
Fully Proficient
Developing
Fully Proficient
Starting Out
Starting Out
Advanced
Starting Out
Developing
Developing

Starting Out
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Part 6: Development Goals

This is where all personal development goals, actions and learning and development opportunities for the coming financial year should be added. Try
to limit these to the 5-6 most important activities or godls. You should write them as 'SMART' goals that are specific, measurable, achievable, realistic
and timely'. This section should include:

personal and professional development actions (consider areas of interest or improvement identified above in relation to Council's Core Capabilities

and REACH values)

job specific technical skills training required for current role

consideration should also be given to succession planning

soft skills’ (personal characteristics that help us to relate and work harmoniously and productively with others)

any learning, development or training required for future roles

any professional registration or accreditation requirements including mandatory accreditations expiring in this next 12 months and required for the

current position. (check Learning module)

Key deliverables relevant to the position

any compliance / legislative training required to ensure up to date knowledge. Consider organisational wide topics including Child Safety, Gender

Equality, Diversity & Inclusion, Health Safety & Wellbeing, Climate Change & Sustainability. There may be some unique compliance requirements

specific to the role to consider (e.g. Building Compliance, Nursing Registration etc.)

Remember that learning can take many forms, including but not limited to formal training and on-job training (including multi-skilling, job rotation and
job shadowing). Please ensure the actions required to progress training, learning & development activities are allocated to either the staff member or
supervisor, For example, "Attend dealing with difficult customer training conducted by Proteus by April. Staff member to research and recommend
options to Supervisor." Please note, this information will also be used by Organisational Development to do a training needs analysis to determine if
there are training requirements not being addressed by courses currently being provided.
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Add Goal

Details of goals, action or learning

Due Date

dd/mmiyyyy ™

Comments

Who is responsible

Status

Not Commenced
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