	
[image: image1.png]


Performance Appraisal and Planning Program for Supervisory/Management Staff

	Name:
	
	Position Title: 
	
	Date:  
	


	Part 1:  Review of Accomplishments for Review Period:

Review Period:                    January - May      or                   June – December  or             OTHER

	Specific Accountabilities for Employee’s Position
	Results and Achievements for the Review Period

	
	


Part 2: Rating of Competency Factors:

	Competencies
	Rating
	Comments on Employee’s Strengths or Areas for Improvement in Each Factor

	
	EX
	ABS
	ATS
	BES
	UN 
	Dev
	

	Analysis & Judgement


	
	
	
	
	
	
	

	Innovation & Creativity


	
	
	
	
	
	
	

	Customer Service Orientation


	
	
	
	
	
	
	

	Communication Skills 


	
	
	
	
	
	
	

	Professional Maturity 


	
	
	
	
	
	
	

	Action & Results Driven 


	
	
	
	
	
	
	

	Teamwork


	
	
	
	
	
	
	

	Leadership  


	
	
	
	
	
	
	

	Coaching & Development


	
	
	
	
	
	
	

	Integrity 


	
	
	
	
	
	
	

	Finance
	
	
	
	
	
	
	

	Health & Safety
	
	
	
	
	
	
	


In rating the Competency Factors it is important to understand the definition of each competency.

On the next page is a chart of the competencies with specific behavioural examples as well as a definition of the Ratings.
Competencies
	Analysis and Judgement
	Innovation and Creativity

	· Identifies issues early and takes corrective action.

· Makes good decisions with incomplete or uncertain information.

· Knows where to look for answers when problems arise and seeks input from those affected.

· Grasps complexities and perceives relationship among problems or issues.

· Makes sense of information by breaking down and organizing problems into a simple list of tasks.
	· Generates and promotes continuous process improvement.

· Is open to ideas that challenge the status quo.

· Accepts and effectively implements change.

· Shows good judgement regarding creative ideas that will work.

· Seeks diverse ideas and perspectives from a variety of sources.

	Customer Service Orientation
	Communication Skills

	· Emphasizes the importance of error-free results on time.

· Benchmarks and incorporates best practices.

· Acts with the customer in mind.

· Stays informed on consumer and customer needs.

· Builds and maintains customer/supplier relationships.


	· Listens for understanding.

· Manages conflict positively.

· Informs appropriate people on key issues.

· Gives and receives feedback while showing an awareness and respect for others opinions and feelings.

· Speaks clearly and expresses self well in groups and in one-on-one conversations.

	Professional Maturity
	Action and Results Driven

	· Accurately appraises own strengths and limitations.

· Takes responsibility for his/her own issues and failures without blaming others.

· Projects, poise, confidence and comfort in a leadership role.

· Is open, honest, non-political and can be trusted.

· Places the good of the organization above personal gain.
	· Goes above and beyond what needs to be done without being told to do so.

· Demonstrates energy, productivity and initiative.

· Manages the business process with a sense of urgency and follows through until completion.

· Leads and manages resources to create a high performance culture that values excellence.

· Works through ambiguous situations to ensure successful completion of assignments.

	Teamwork
	Leadership

	· Accepts joint responsibility and accountability.

· Shares information and works co-operatively with others to accomplish the groups goals.

· Builds team spirit and motives members of his/her work group to exceed goals.

· Encourages others by publicly crediting others who have performed well.

· Resolves conflict by finding areas of agreement.
	· Builds commitment around a shared vision.

· Is sensitive to diverse views and opinions.

· Builds support and enthusiasm for the accomplishment of stated goals.

· Maintains composure in difficult situations.

· Develops and uses positive approaches to influence others.

	Coaching and Development
	Integrity

	· Sets individual and team objectives and coaches employees to achieve the objectives.

· Accurately assesses strengths and developmental needs of employees.

· Clearly outlines areas of opportunities for individuals and develops action plans for improvement.

· Enables others by pushing decisions and responsibility down.

· Praises and rewards successful development efforts, as well as specific accomplishments.
	· Has the trust and respect of others.

· Follows through on commitments.

· Demonstrates consistently sound personal and business ethics

· Is truthful and forthright in communications of all kinds.

· Ensures actions are consistent with words.



	Finance
	Health & Safety

	· Meets the Financial Obligations as set out in the Departmental budget
· Is creative and flexible in financial matters while still meeting targets

· Submits appropriate, accurate financial information
	· Workplace Inspections
· Information Sessions (safety talks, staff meetings, tail gate meetings)

· Incident Investigations

· Worker Training

· Correcting substandard acts or conditions

· Commending  worker and supervisor health and safety performance 

· Appointing  competent supervision (where required(


Ratings
	Exceptional (EX)
	Above Standard (ABS)
	At Standard (ATS)
	Below Standard (BES)
	Unsatisfactory (UN)
	Developmental (DEV)

	Performance is truly exceptional in terms of the results achieved and skills demonstrated.  Truly an outstanding performer and a role model or example for others.
	Performance exceeds job requirements.  Employee demonstrates a superior performance in terms of the results achieved and the skills demonstrated.
	Performance meets job requirements in terms of results achieved and the skills demonstrated. Employee is a competent performer in their job function.  
	Performance is below expectation.  The employee does not completely meet the job requirements in terms of the results achieved and the skills demonstrated.  Improvements need to be made to meet job requirements.
	Performance is unsatisfactory.  The employee does not meet the job requirements in terms of the results achieved and the skills demonstrated.  Corrective action steps must be taken.
	Is a rating code that is only to be used when an employee is new in his/her job and consequently still in a learning or training stage.  Action plans to address the learning or training requirements must be included.



	Part 3: Development Plan for Employee:

	Development Priority/Activity
	By Whom
	By When

	
	
	


Part 4: Employee’s Comments:

	Employee’s comments on the contents of this review 

	


	Employee’s

Signature:
	Supervisor’s

Signature:
	Approval:

	Date:
	Date:
	Date:

















7
3

_1146376545.bin

