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Mid-Term Review Process

Approximately 2 - 3 months prior to your Mid-Term Review documentation due date you will receive a

notification via your UQ email address with details of your Mid-Term Review and required actions. This
notification will also advise you that a Mid-Term Review Application Form has been assigned to you for
completion in Workday.

Prior to submitting your Mid-Term Review Application Form you should ensure that your Individual
Activity Profile (IAP) is up to date.

Navigate to the Inbox and open the Employee Self Evaluation: Mid-Term Review task and select

Actions. Complete Self Evaluation  Self Evaluation: Mid-Term Review Level A-D: E % 8 =

Review Period  21/08/2023- 21/08/2023 1 minute(s) age - Due 17/09/2023; Erfectia 21/08/2023

Employee SelfEvalation: & = == . . .
1 minute(s) age - Due 17/09/2023 Effective 21/08/2023 Mid Term Review Process - Academic Staff
The Mid-Term Review process is intended to provide an Academic staff member on a 3-year probationary period the opportunity to reflect on their performance to date, articulate any concerns, and clarify focus areas required prior to Final Review.

This process is intended to support and provide probationary staff with the opportunity to obtain specific, actionable feedback from their Head/Director and the relevant Local Confirmation and Promotions Committee (LCPC).

Key Information for Mid-Term Review Applicants
The Mid-Term Review process involves preparing 2 documents for review by your Head/Director and the relevant LCPC.

1) Mid-Term Review Form
This Form provides the opportunity to outline your progress to date and seek feedback in advance of the Final Review process

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

Once submitted, your application will be sent to the relevant Head/Director for their review and comments. You will have an opportunity to review any comments/ratings and provide a response in writing prior to the documentation being provided to
the LCPC.

Once finalised, your submission wil 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 Under the ‘Reflection on progress to date’, provide a summary of your performance to date. 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.
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In the ‘Performance against Academic Criteria’ section, complete a self-evaluation of your performance
against the domains. Once complete, click

—ww | EHUQ Q seach P P

Complete Self Evaluation I+
Self Evaluation: Mid-Term
Review Level A-D: B Sl Performance against Academic Criteria

A key requirement for Academic Confirmation is to demonstrate how you have met the Academic Criteria for your Academic Level. At this mid-way point please reflect on your performance and key achievements against
each domain of the Criteria for Academic Performance provided below.

-]

For each domain where activity has occurred, please ensure you clearly articulate your contribution and outputs to date, providing evidence to support this.

O Reflecion n progres o dote Relevant information which is not included in the IAP can be provided in the corresponding sections below. For example:

Q Performance against Academic Criteria « Summary of Themes (Teaching/SOTL/Research)
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[ T ————
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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
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Complete Self Evaluation I+
‘Self Evaluation: Mid-Term

Review Level A-D:2-magm Additional Documentation (if required)
- e

Additional documentation relevant to your Mid-Term Review application can be provided here (if necessary). Only relevant information referenced elsewhere in your application should be provided in this section.

For clarity, Form A - Academic Portfolio of Achievement, should ot be attached as an alternative to updating your Individual Activity Profile (1AP).

Please note, it is not necessary to attach your Individual Activity Profile as this will be available to the Head/Director/Institute Director and the Local Confirmation and Promotions Committee (LCPC) separately.
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Need assistance, contact AskHR o

(07) 3365 2623 or via the online enquiry form
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Review the information in your application. Once you are ready to submit, click .

= meny @UQ Q search o° § a

Complete Self Evaluation I+

Self Evaluation: Mid-Term
Reflection on progress to date FE

Question  Word limit - 600 words

Please provide a concise summary of your performance to gate in support of your Mid-Term

Darticular, highlight any key achievements or issues encountered and your key focus areas in advance of Final Review.
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int occaecat cupidatat non proident, sunt in culpa qui afficia deser

ad minim veniam, quis nostrud exercitation lamco laboris nisi ut aliguip ex ea commoda o
tmolift anim d est lagorum,

quat. Duis aute irure dolor in reprehenderitin volup-

O Performance against Academie Criteria
Lerem ipsum door sit amet, cor

ur agipiscing el s
O Addtional Bocmentation (f requived) tate velit esse cillum dolore eu fugist nulla pariatur. EXcepteyr Sint OCCaeCat cupidatat NoN proident, sunt in Culpa qui officia deserunt mollit anim (d est latorum.

o eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ag minim veniam, quis nostrud exercitation ulames laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor i reprehenderit in volup-
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Employee

Answer  Lorem ipsum dolor sit amet, consectetur adipiscing eit, sed do eiusmod tempor incididunt ut labore et dolore magna sliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex e3 commodo consequat Duis aute irure dolor in reprehenderit in volup-
tate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt moliit anim id est laorum.
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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 for their input. For Level E applicants the
form will also progress to your Executive Dean who will send you a Mid-Term Review Feedback Letter
after reviewing your application.

Following this, you will receive a Workday inbox task to complete an Employee Acknowledgement.
Select to commence the acknowledgment step.
= menu @UQ Q Search EP é a

Actions Archive Provide Employee Review Comments  Manager Evaluation: Mid-Term Review Level A-D % 3 =B @
Viewing: All SortBy: Memest v Evaluated By

1 minute(s) ago - Due 04/09/2023 Effective 21/08/2023
e ATk e e - Review Period  21/08/2023-21/08/2023
1 minute(s) ago - Due 04/00/2023; Effective 21/08/2023

% Please review and acknowledge the assessment and comments provided by your Head/Director who has undertaken this evaluation as part of your Mid-Term Review.

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

Should you wish to provide a written response to the ratings, comments or reflections provided by your Head/Director, please include these comments in the text box on the following page. Any com-
ments provided through this acknowledgement process will form part of the formal application and be visible to your supervisor, Head/Director and Local Confirmation Committee (LCPC)

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

Need assistance, contact AskHR o

(07) 3365 2623 or via the online enquiry form
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= menu Q  search

Provide Employee Review I Siman

Comments

Reflection on progress to date

rEae .-
Evaluated By: Bl B

& provide you

Question  Word limit - 600 words.

o Manager
Summary
Answer Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisiut aliquip ex ea com-
modo consequat. Dus aute irure dolor i reprehenderit i voluptate velt esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt n culpa quiofficia deserunt mollt anim id est
Iaborum.

O Acknowledgement

Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea com-
modo consequat. Duis aute irure dolor in reprehenderit n voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est

magna aliqua. Ut enim ad quis nostrud Iaboris nisi ut aliquip

modo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt i culpa qui officia deserunt mollit anim id est
Taborum.

Close

Review the comments that have been made by the Head/Director. Click .

in support of your Mid-Term review. In particular, highlight any key achievements or issues encountered and your key focus areas in advance of Final Review.

Employee

Answer  Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad ut aliquip ex ea com-
in reprehenderitin esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim d est

Lorem ipsum dolor sit amet,
magna aliqua. Ut enim ad

tempor in t ut abore et dolore
ut aliquip ex ea com-
esse cillum dolore eu fugiat nulla

quis nostrud
i reprehenderitin

pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim d est

Taborum. Iaborum.
Question  Word limit - 300 words
2 you would like taken into consideration by your Head)/Director and the Confirmations Committee.
Manager Employee
Answer  Lorem ipsum dolor sit ame, consectetur ad) it sed do eiusmod tempor Answer  Lorem ipsum dolor sit amet, consectetur ad; it tempor incididunt ut

magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea com-
modo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est
aborum.

- 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 Feedback Letter for Level E staff) in the
comment box. Please note these comments will be visible as part of your Mid-Term Review documentation.

Click to finalise your Mid-Term Review application.
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Comments
Manager Evaluation: Mid-Term Acknowledgement
Review Lovel A-D
- Employee
Status % | x Formal conversation has

b i B el
Evaluated By: s

-]

ocourred with Supervisor (APD)
or Head/Director
(Promation/Confirmation)

B I URA

Comment | Nome!
O swnmary Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad miim veniam, quis nostrud exercitation ullamco laboris isi ut aliquip

do consequat. Dus

e dolor in reprehenderitin voluptate velit esse cillum dolore

eu fugiat nulla pariatur, Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia de-
serunt mollit anim id est laborum.

Process History

. Due 04/09/2023

Save for Later

Need assistance, contact AskHR o

(07) 3365 2623 or via the online enquiry form
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I8 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 Mid-Term 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 Committes’
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
=we  BHUQ Q search i =

AichiiedGlsl  PerformanceReviews | DevelopmentPlans  FeedbackReceived  Competencies

InProgress 2items ap= 26
e

Completed 3 fems ag+- =0
Review Period

G (CremenOr )
= R

Please note: Level A — D staff will receive their Mid-Term Review Feedback Letter after submitting their
acknowledgement step (step 1), while Level E staff will receive their Mid-Term Review Feedback Letter
directly from the Executive Dean (Step G).

All Mid-Term Review Feedback 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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