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Policy & Procedure Manual

PERFORMANCE MANAGEMENT SYSTEM - HR-IV-1

POLICY:

OPTIONS NORTHWEST takes pride in realizing it vision and ensuring the mission and
philosophy are carried out by each employee to the greatest extent possible. As such,
each employee of OPTIONS NORTHWEST shall be held accountable for his/her work
performance in relation to our vision, mission, and philosophy and his/her job
description which outlines key job responsibilities and expected standards for the
position held within the agency.

Throughout the employee’s probationary period, the Supervisor/Manager/Director will
review the employee’s orientation, performance and attendance in order to make and
communicate a decision to the employee regarding permanent employment status.
Prior to the expiration of the employee’s probationary period, the employee and the
Supervisor/Manager/Director will meet to discuss and formalize a probationary
performance review.

The performance management process shall take into account, the accessibility needs
of employees with disabilities, including existing accommodation plans and in providing
career development and advancement to employees, as may be discussed and
documented in a performance review.

Each permanent employee will have documented annual Performance Reviews with
his/her Supervisor/Manager/Director. Each contract employee will have a documented
Performance Review prior to the expiration of his contract.

All reviews shall be completed and signed in ink, and forwarded to Human Resources
for recording and filing in the personnel files.

PURPOSE:
1. To provide a written record of feedback/guidance for work performed.

2. To ensure work expectations and relevant legislation is understood and complied with
in the workplace.
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3. To identify and recognize strengths and internal opportunity for change/advancement.

4. To identify areas for development/improvement and/or training.

PROCEDURE:

A.

1.

PERFORMANCE REVIEWS FOR PROBATIONARY EMPLOYEES:

Upon hire, Human Resources will ensure a Probationary Performance Review (see
Appendix A) is forwarded to the new employee’s Supervisor/Manager/Director.

Upon orientation, the Supervisor/Manager/Director of the new employee will: meet
with the employee and review his/her key job responsibilities and expected
standards outlined in their job description, and establish a date to review and
formalize the probationary Performance Review. The Supervisor/Manager/Director
shall ensure that the probationary performance review is completed in accordance
with established probationary periods and takes into account accessibility needs of
employees with disabilities, including existing accommodation plans and when
providing career development and advancement to employees as may be
discussed and documented during a performance review.

NOTE: Supervisors/Managers/Directors wanting to extend probationary periods
must discuss with his/her Director and the Director of Human Resources before a
decision is made regarding an extension. Any extensions will be made in
accordance with any applicable collective agreement language.

Following completion of the review, the employee and Supervisor/Manager/Director
shall sign off and date the review in ink on the last page and the
Supervisor/Manager/Director will forward the document to Human Resources for
review and sign off by the Human Resources Director.

The review date will then be entered into the Human Resources Information
System and the review will be filed in the employee’s personnel file.

PERFORMANCE REVIEWS FOR PERMANENT EMPLOYEES:

In January of every year, Human Resources personnel will forward a memo to all
Supervisors/Directors reminding them to conduct an annual Employee
Performance Review (see Appendix B), for each of their employees. The
Supervisor/Director may provide the employee with a blank performance review
form (HR440) in advance in order for the employee to prepare for their annual
review.
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On an ongoing basis, the Supervisor/Manager/Director shall provide constructive
feedback to employees in a timely manner.

As may be required, the employee shall request clarification from his
Supervisor/Manager/Director in a timely manner, on matters of work performance
he is unclear about.

The Supervisor/Manager/Director will meet with each permanent employee on an
annual basis to discuss and document a Performance Review. The agency vision,
mission, and philosophy, employee’s job description and applicable legislation as
well as any applicable work/shift plans and goals may be used as a guide to review
employee work performance and conduct. The Supervisor/Manager/Director shall
complete each applicable expectation by checking off “Meets” or “Requires
completion or improvement”. The “Comments” column may be used to add
additional information. Where the “Requires completion or improvement” column
has been checked off, comments must be noted. The employee, in concert with
his/her Supervisor/Manager/Director shall complete “career goal” and objectives to
meet their goal for the year and discuss with their Supervisor/Manager/Director.
The Supervisor/Manager/Director shall ensure that the review is completed
annually and takes into account accessibility needs of employees with disabilities,
including existing accommodation plans and when providing career development
and advancement to employees as may be discussed and documented during a
performance review.

Both employee and Supervisor/Director can complete general comments regarding
work performance on the last page and both shall sign and date the review on the
last page in ink

Following completion of the Review, the Supervisor/Manager/Director will forward
the original document to Human Resources who will enter the review date into the
Human Resources Information System and file the review in the employee’s
personnel file.

PERFORMANCE REVIEWS FOR CONTRACT EMPLOYEES:

Upon hire Human Resources personnel will ensure a Probationary Performance
Review is forwarded to the Supervisor/Manager/Director.

Upon orientation, the Supervisor/Manager/Director will meet with the employee to
review his/her key job responsibilities and expected standards and establish a date
to review and formalize a performance review prior to the expiration of the contract.

The Supervisor/Manager/Director shall ensure that the review is completed in
accordance with established probationary periods and takes into account
accessibility needs of employees with disabilities, including existing accommodation
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plans and when providing career development and advancement to employees as
may be discussed and documented during a performance review.

4. Throughout the term of employment, the Supervisor/Manager/Director shall provide
to the employee, constructive feedback for work performed in a timely manner.

5. As may be required, the employee shall request clarification from his
Supervisor/Director in a timely manner, on matters of work performance he is
unclear about.

NOTE: If the contract employee works beyond one year, the Review must be
completed prior to the year end, and again at the completion of the contract.

6. Following completion of the Review the Employee and
Supervisor/Manager/Director shall sign off and date the review in ink and the
Supervisor/Manager/Director will forward the original document to Human
Resources for sign off by the Human Resources Director. The review date will

be entered into the Human Resources Information System and the review will be
filed in the employee’s personnel file.

RECOMMENDED BY: Director, Human Resources APPENDICES: 2

OPERATIONAL ACCOUNTABILITY: Administration, Finance, Human Resources,
Community Services (all)

ORIGINAL POLICY DATE: April 1993

AUTHORIZED BY: Executive Director

SIGNATURE: \O\/ﬁgg_#;-
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