PROCESS FOR COMPLETING THE ONLINE PDP FORM A To pause and resume later, use the “SAVE FOR LATER” button. To resume/re-enter any form, any time, click here

OR https://forms.greaterdandenong.vic.gov.au/admin-pages/personal-development-plan-workflow-inbox/

Supervisor actions — Start at 1 if the PDP will be completed individually. If only doing together, start at 3

—— Click Submit & DO NOT Click Submit FORM
Part 4: Org_a_n.lsatlonal CLOSE FORM N CAN NOW BE
Completes Part 1 of the online form & Responsibilities. No B \llow page to refresh then CLOSED Arrgnge
selects ‘individual action required here v meeting to

Part 2 - Selects a rating for REACH scroll to the bottom of the

Start Resume d h bility. C t B e | finalise
Here ! e and each capability. Comments are orm to add goals Supervisor & PDP
i optional but encouraged ST BT AT o

| 1 D Link'is Part 6 - Click ‘Add Goal’ sent an email
ﬁ, Stafftmember_;s By Pause in email Part 5: Comment on any indicating both
Sent &l emal Part 3 — Selects yes/no to indicate if special achievements or SUBEEs & dev_elopment, individual
they think the position description is recognition or awards to action or learning goal reviews are
accurate. If no is selected, then highlight. Documents can [illfor next 12 months. Keep complete.

comments should be added be uploaded clicking ‘Add goal’to add Includes link to
additional goals resume

Staff Member actions

— Part 6: Click ‘Add Goal’
®—|_, Part 2 - Selects a rating for REACH Part 4: Organisational Click Submit Supervisor is
and each capability. Comments are Responsibilities. No DO NOT Suggests development, sent an email.
Start optional but encouraged action required here CLOSE actions or learning
here FORM goals for next 12 ——
N Allow page
i .. . Part 5: Select the level to refresh CGD Council Staff & Councillor
1I‘_0”r1r|r(1 tlz Part 3 - Selects y_e_s/no to |n_d|c_:ate_ if of job satisfaction then scroll to Keeps clicking ‘Add
in email they think the p(_)smon description is (comments optional). the bottom of goal’ to add each CLOSED
?gﬁfﬁfﬁ;s'Lﬁgﬁfbee'e;;z‘ijhe” Comment on the form to Il additional goal Getting this error message?
achievements, add goals Just click on the Login button
recognition to highlight.

Supervisor and Staff Member together

Part 4: Organisational Responsibilities Click Submit

Part 2 — Discuss, agree and select a DO NOT CLOSE FORM

Questions

final rating for REACH and each Part 5: Personal Reflections BN 0w page to refresh then scroll Click Submit
Start Here ’ capability. Check PULSE > People Management > 2 Bl GOMVENSELE ElDIi G Sl to the bottom of the form to add [NRENEHELACY
If doing Resifu(rjnoeneere Learning > Accreditations. Answer Yes/No member’s wellbeing. Is there any more goals Later.
together individually rzg.c:]\gdggs;ggptst;ij:]%?gg:'gsl if any expire during the next 12 months. support that ggrli:%gﬁtgﬁered' Insert
Link to part- Ing. Y y Also add as development goals later in the : . ;
completed relevant development goals to add Form . Part 5: Development Goals
SR Ee e PR AL 6 formis in later in the form The staff member’s current level of job oi dit and
upervi email f : iscuss, edit and agree on
: : satisfaction flows through from when the , 9
m the online form & chooses Add a shared rating/comment on each: staff member com Igted their PDP development, actions or
Child Safety, Gender Equality, Diversity & P

learning goal for next 12 —
months

‘together’ Part 3 — Position Description / Inherent

Requirements

independently.

Copy
automatically

Inclusion; Climate Change &
Sustainability. Discuss, agree and select a
final rating for REACH and each
capability.

If only doing the form together, then the
job satisfaction and wellbeing questions
can be completed during the meeting.

saved on P file in
Objective

Keep clicking ‘Add goal’ to add
each additional goal

Answer each question. If the answer is ‘no’ to
either question, you must insert a proposed review
date. If you answer ‘yes’ to both questions, you
must certify that the PD is correct.

Click ‘submit’. Email
containing a link to
resume the PDP
included

Separately, take note of any areas that
could become development goals to add
later in the form

Finalise special accomplishments,

" To re-enter any form, anytime, click here OR
recognitions, awards, etc

https://forms.greaterdandenong.vic.gov.au/admin-

Comments made during the independent stage .
pages/personal-development-plan-workflow-inbox/

are included for reference.
A9687012
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