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Log into your Workday account, click on the mailbox in the top right corner of the landing page. 

NOTE: Approximately 2 – 3 months prior to the staff member’s Mid-Term Review or Final Review 
documentation due date they will receive a notification via their UQ email address with details of their 
Mid-Term Review or Final Review and the associated required actions. 

Prior to submitting their Mid-Term Review or Final Review documentation employees should ensure 
that their Individual Activity Profile (IAP) is up to date.  When reviewing the Mid-Term Review or Final 
Review Application Form please do so in junction with the employee’s IAP.

Head of Schools/Directors should refer to steps A – I for relevant instructions.  Executive Deans should 
refer to steps J - M for relevant  instructions (Level E Mid-Term Reviews and Final Review processes).
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Navigate to the Inbox and open the ‘Head/Director Evaluation’ task.  Once you have read the relevant 
information and instructions on the page click Get Started. 

Instructions for Heads/Directors

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
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Review the content in the Reflection on Progress to Date (for Mid-Term Reviews)/Case for 
Confirmation (for Final Reviews) section and any information presented in the performance relative to 
opportunity section. You are not required to add any comments here.  Once completed click Next.
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Please review the employee’s self-evaluation for each domain as set out in the Criteria for Academic 
Performance.  Then provide a rating and comment for each domain in the relevant boxes. 

Once complete, click Next. 

https://support.staff.uq.edu.au/app/support/type/hr
https://ppl.app.uq.edu.au/content/5.70.17-criteria-academic-performance
https://ppl.app.uq.edu.au/content/5.70.17-criteria-academic-performance
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In the ‘Additional Documents’ section, review any documents the employee has included.  There is also 
the option for you to include any relevant documents.  Once complete, click Next.
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In the ‘Head/Director Recommendation’ page, provide a summary of your overall assessment of the 
staff member’s progress and performance at Mid-Term Review.  You will also be required to list any 
other staff members you consulted with in formulating your comments and ratings. For Level E staff 
there will be an additional section titled ‘Executive Dean’ Report, please leave this section blank. 

For Final Review applications only -  you will be required to provide an overall rating of the staff 
members performance in the drop-down box provided. 
 
Once complete, click Next. 

https://support.staff.uq.edu.au/app/support/type/hr
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For Final Reviews you (Head/Director) are required to meet with the employee to discuss the 
information you have included in this document.  It is recommended that you do this before you 
submit the form.  

You can save your comments and input without submitting the form by using the ‘Save for Later’ 
function. You also have the option to send the application back to the staff member for 
corrections/updates using the ‘Send Back’ option.   Once you are comfortable with all the content, click 
Submit.
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You will receive a pop-up notification advising of successful submission.  The form will now progress to 
the employee for their acknowledgement (and optional response) to your comments.  For Level E staff 
this form will progress to the Executive Dean to complete and Executive Dean Report prior to the 
acknowledgement step. The employee’s manager will also receive an alert in Workday that a process 
has been completed for the staff member. 

https://support.staff.uq.edu.au/app/support/type/hr
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To view or create a pdf of the application, select ‘Performance’ on the Employee’s Profile, then select 
the ‘Performance Reviews’ tab.  Select View or Create New PDF.
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Instructions for Executive Deans 
For Level E Mid-Term and Final Review applications only

Navigate to the Inbox and open the Executive Dean/Director Report task.  Once you have read the 
relevant information and instructions on the page click Get Started.   

J

https://support.staff.uq.edu.au/app/support/type/hr
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Review the information contained in the submission and the staff member’s Individual Activity Profile (IAP).  

For Mid-Term Reviews follow the instructions contained in the help text to draft and send the applicant a 
Mid-Term Review Feedback Letter (letter to be sent directly via email). 

For Final Review provide your assessment in the relevant box on the ‘Executive Dean/Institute Director 
Report’ section.  

You will also be required to list any staff members you consulted with during this process. Once complete, 
click Next.  
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Mid-Term Review Screen

Final Review Screen

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
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Your input should be visible on the ‘Review and Submit’ screen. You can save your comments and input 
without submitting by using the ‘Save for Later’ function. You also have the option to send the 
application back to the staff member for corrections/updates using the ‘Send Back’ option. 

Once you have reviewed all the comments and are satisfied with the content, click Approve.
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M You will receive a pop-up notification advising of successful submission.  The submission will now 
progress to the employee for their acknowledgement (and optional response) to your comments.

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