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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
· The Development Dialogue (DD) resource guide is available at http://www.hr.uct.ac.za/sites/default/files/image_tool/images/236/performance/management/pass/development_dialogues_and_forums_resource_guide.pdf
· Once completed, this form must be submitted to the HR Business Partner (HRBP) for submission to the Central Development Forum.
· Include all applications for Exceeds awards and attach a copy of the completed HR211 form and relevant attachments.
1. Details of faculty / department and DEVELOPMENT FORUM
	Faculty / department
	
	Chair of Forum 
	

	Dean or ED (or nominee) from another faculty / PASS department
	
	HR Business Partner (HRBP) for faculty / department
	

	Other members
	


2. performance ratings Summary
	Number of PASS PC 6 – 12 staff in faculty / department 
	

	Number of HR210 forms received
	

	Issues, concerns or principles raised 
	

	Decisions made and principles applied
	

	Distribution of performance ratings across faculty / department before faculty / department consistency check and key observations
	

	Distribution of performance ratings across faculty / department after faculty / department Development Forum and key observations
	

	Summary of performance rating adjustments and key observations
	

	Reasons for adjustment of performance ratings through faculty / department Development Forums

	


3. exceeds awards summary
	Number of applications received 
	Exceeds 1
	
	Exceeds 2
	

	Number of applications recommended for approval
	Exceeds 1
	
	Exceeds 2
	

	Issues, concerns or principles raised 
	

	Decisions made and principles applied
	

	Distribution of applications across faculty / department and key observations
	

	Distribution of awards recommended across faculty / department and key observations
	

	Summary of award recommendations and key observations
	

	Summary of applications not supported and key observations
	


4. exceeds awards application details

(Complete the table below per applicant. Copy the table as many times as necessary, include all applicants)

	Name
	
	Position Title
	

	Department / Unit
	
	Payclass
	

	Recommendation (tick)
	Exceeds 1
	
	Exceeds 2
	

	Level of support (tick)
	Strongly supported
	
	Supported
	
	Not supported
	

	Summary of performance above requirements of position
	

	Details of other reward / recognition / remuneration for these activities (e.g. overtime, acting allowance etc.)
	

	Attach a copy of the HR211 application form as well as the relevant attachments (such as the position description and HR210 form).


	Name
	
	Position Title
	

	Department / Unit
	
	Payclass
	

	Recommendation (tick)
	Exceeds 1
	
	Exceeds 2
	

	Level of support (tick)
	Strongly supported
	
	Supported
	
	Not supported
	

	Summary of performance above requirements of position
	

	Details of other reward / recognition / remuneration for these activities (e.g. overtime, acting allowance etc.)
	

	Attach a copy of the HR211 application form as well as the relevant attachments (such as the position description and HR210 form).


	Name
	
	Position Title
	

	Department / Unit
	
	Payclass
	

	Recommendation (tick)
	Exceeds 1
	
	Exceeds 2
	

	Level of support (tick)
	Strongly supported
	
	Supported
	
	Not supported
	

	Summary of performance above requirements of position
	

	Details of other reward / recognition / remuneration for these activities (e.g. overtime, acting allowance etc.)
	

	Attach a copy of the HR211 application form as well as the relevant attachments (such as the position description and HR210 form).


5. other

	Issues, concerns or principles that should be considered at the Central Development Forum
	


6. Signatures
	Dean or Executive Director on behalf of the Faculty / Department Development Forum

	Comments
	

	Name
	
	Signature
	
	Date
	


	Vice Chancellor on behalf of the Central Development Forum

	Please tick one (√)
	Approved
	
	Approved with following amendments
	
	Not approved and to resubmit
	

	Comments / Amendments
	

	Name
	
	Signature
	
	Date
	


COMPLETING A DD FACULTY / DEPARTMENT 
PERFORMANCE CONSISTENCY REVIEW REPORT
HR212
When do I complete this form?

This form is completed when a Faculty / Department Development Forum reports to the Central Development Forum on decisions made and principles applied in the faculty / departmental consistency check and review process, as part of the Development Dialogue process. This includes both performance ratings and Exceeds Awards.
Where do I send this form?

To the relevant HR Business Partner (HRBP) for submission to the Central Development Forum.
What other forms do I need to complete?

None

What other documentation must be attached?

A copy of each Exceeds Award application (HR211) received together with the supporting documentation (include the HR210 form and position description).
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