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Approximately 2 - 3 months prior to your Final Review documentation due date you will receive a notification
via your UQ email address with details of your Final Review and required actions. This notification will also
advise you that a Final Review Application Form has been assigned to you for completion in Workday.

Prior to submitting your Final Review Application Form, you should ensure that your Individual Activity
Profile (IAP) is up to date and that you have completed any outstanding mandatory training.

Navigate to the Inbox and open the Employee Self Evaluation: Final Review task and select
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Actons Archive “ Complete Self Evaluation  Seif Evaluation: Final Review Level A-D: * a8

Review Period  01/08/2023 - 22/08/2023 16 second(s) sga - Due 18/09/2023 Efectve 22/08/2023

| Final Review Process - Academic Staff
The Final Review process is intended to provide ¢ y staff with the opportunity to reflect on their performance during their prob y period and articulate how they have met the Criteria for
Academic Performance.

Key for Final Review Applicants
The Final Review process involves preparing 2 documents for review by your Head/Director and the relevant Local Confirmation and Promotions Committee (LCPC)

1) Final Review Form
This form provides the opportunity to outline how you demonstrate that you have met the expectations for your Academic Level articulated in the Criteria for Academic Performance. Itis critical that any feed-
back provided to you as a result of your Mid-Term Review is considered and responded to as part of your Final Review submission.

2) Individual Activity Profile (IAP)
Your Individual Activity Profile (IAP) represents the summary of your quantitative academic outputs. Your IAP will be reviewed as part of the Final Review process so please ensure this information s as up to
date as possible prior to submitting this form.

Once submitted, this will be sent to the relevant Head/Director for their review and comments. Once finalised by the Head/Director, you will have an opp to review any gs and provide a
response in writing prior to the documentation being provided to the Local Confirmation and Promotions Committee (LCPC) for feedback

c the ‘Employee ment! step will finalise your application

Once finalised, your submission will be visible under the ‘Performance’ tab of your Employee Profile in Workday.

For advice or assistance, please contact your local HR Client Partnering Team

ﬂ Complete your ‘Case for Confirmation’ in the section provided. Please also include any performance
relative to opportunity considerations you would like taken into consideration in the relevant section.
Once complete, click
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Note: You can use the button to save and return to your application at a later date.

Date Published: 29 August 2023 Need assistance, contact AskHR on
(07) 3365 2623 or via the online enquiry form



https://support.staff.uq.edu.au/app/support/type/hr
https://staff.uq.edu.au/update/projects-initiatives/people-planning-performance-p3/individual-activity-profiles
https://staff.uq.edu.au/update/projects-initiatives/people-planning-performance-p3/individual-activity-profiles
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o In the ‘Performance against Academic Criteria’ section, complete a self-evaluation of your performance
against the domains. Once complete, click

Performance against Academic Criteria

You may attach any additional documents to this section by dragging and dropping the relevant files
into the shaded area or using the ‘Select File’ function. Once you have attached your additional
documents, click

Employee Summary

Need assistance, contact AskHR on

(07) 3365 2623 or via the online enquiry form



https://support.staff.uq.edu.au/app/support/type/hr
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. Review the information in your application. Once you are ready to submit, click .
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Complete Self Evaluation |«

Seif Evaluation: Final Review
Level A-D [ Bt Case for Confirmation 5|
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Question  Word Limit - 600 words
Please provide a concise summary of the context in which you work and your compeliing case for confirmation, highiighting your contributions and impact across the key academic performance areas

Please note that while submission documents will be reviewed in detail this summary is an opportunity to articulate your case to the Confirmations Committee in a concise form.

‘ Employee

O Performance against Academic Criteria Answer  Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed 6o eiusmod tempor incididunt ut labore et aliqua. Ut enim ad v quis ullameo laboris nisi ut aliquip ex ea commedo censequat. DUis aute irure do-
ler in reprehenderit in volupiate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non preidert, sunt in culpa qui officia deserunt mollft anim id est laborum.

O Additional Documentation (f required)
T

O Review and Submit Question  Word limit - 300 words
Please articulate any p elative 10 opportunity fons you would like taken by your Heady and the Confirmations Committee.
Employee

incididunt ut labore et aliqua. Ut enim ad v quis ullamco laboris nisi ut aliquip ex ea commaodo consequat. Duis aute irure do-
Dteur SNt occaEcat cupidatat non proident, sUnt in culpa qui officia deserunt molit anim id est laborum.

Answer  Lorem ipsum dolor sit amet, conse
laf in reprehenderit in voluptate vel

etur dipiscing elit, sed do eiusmod tempor i
esse cillum dolore eu fugiat nulla pariatur. Exc:

Performance against Academic Criteria H m
Lems AR-noBE
Competency Descrption Employee Evauation
1. Teacning Domain a) Teaching profile: cemonstrates an established re0oMd of  Comment
ffective coniribution to a range of teaching responsibiliies | Lorem ipsum dolor sit ames, consectetur adipiscing i, sed Go eiusmod lemper Incididunt ut labore et dolore

magna aliqua. Ut enim ad minim veniam, d exercitation ullamco laboris nisi ut aliquip ex ea commoda
continuous improvement in curricular design and consequat. Duis aute irure dolor in fugiat nulla pariatur
ez Excepteur sint ogeaseat cupidatat non proident, suntin culpa gui officia deserurt mollit anim id est laborum.

s teaching and learning approaches
motivate studems' participation and
achieve enhanced learming outoom
d) Engagement: builds and maintai
education collaborations and
professional leaming in teaching
&) Leadership: leads programs, disciplines; plans, courses,
An/or stirent rnhorts
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. You will receive a message to confirm the application has successfully progressed to the next step.

*
Success! Event submitted
Up Next: Overall process still in progress

View Details
. Your application will now progress to your Head/Director (and Executive Dean for Level E staff) for their
input.

Following this, you will receive a Workday inbox task to complete an Employee Acknowledgement.
Select to commence the acknowledgment step.
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Actioms achive ‘ Provide Employee Review Comments  Manager Evauston: Final Review Level AD

Evabuaned By

Bedew Perod

Please review and acknc e the assessment and comments provided by your Head,  as part of your Final R

Need assistance, contact AskHR on
(07) 3365 2623 or via the online enquiry form



https://support.staff.uq.edu.au/app/support/type/hr
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Review the comments that have been made by the Head/Director (and Executive Dean for Level E
staff). After reviewing the information, click
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Provide Employee Review Sammary
Comments

Manager Evaluation: Final

Manager Employee

Manager Employee

Performance against Academic Criteria

n Select an acknowledgement status from the drop-down menu. You may also include a response to any
comments made by the Head/Director (and Executive Dean for Level E staff) in the comment box.
Please note these comments will be visible as part of your Final Review documentation.

Click to finalise your Final Review application.
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Acknowledgement

Employee

Need assistance, contact AskHR on

(07) 3365 2623 or via the online enquiry form



https://support.staff.uq.edu.au/app/support/type/hr

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Final Review Process

Ml You will receive a message to confirm the application has been successfully submitted. If your
Supervisor is not the Head/Director, they will receive an alert to notify them that a Final Review
Application Form has been submitted available for them to view in Workday.

X

Success! Event submitted

Up Next: To Do: Setup 'Confirmation and Promation Committee’
agenda item | Due Date 18/09/2023

View Details

'@ To view or create a pdf of your application select ‘Performance’ in your Employee Profile, then select
the ‘Performance Reviews’ tab. Select or
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All Final Review Outcome Letters will be emailed directly to applicants via their UQ email
address.

Need assistance, contact AskHR on

(07) 3365 2623 or via the online enquiry form



https://support.staff.uq.edu.au/app/support/type/hr
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