Province of Nova Scotia
Performance Management Form

For Excluded Employees Levels 1-5
2011/2012
	Employee Name
	

	Position Title
	

	Classification
	Excluded Employees – EC 1-5

	Department
	

	Division/Section
	

	Manager’s Name
	

	Review Period
	April 1, 2011 – March 31, 2012

	Interim Review Dates
	Q1

	Q2
	Q3
	Q4


Section A: Performance Expectations
Performance Goals – We recommend a maximum of 6 goals.
Goals should follow the SMART format: Specific, Measureable, Achievable, Relevant, Time-bound
	Goal

	

	

	

	

	

	

	Please go to the next page to sign off on your performance goals


Sign-Off

Please sign-off on your performance expectations (Section A) for 2011/2012
Employee:       





Manager:   

[image: image1.emf]
Date:






Date:         

[image: image2.emf]

Section B:  Performance Results
Please enter the achievements/results of the Performance Expectations you set in Section A. 
	Results

	

	

	

	

	

	


Section C:  Career Development Plan

Important: Career Development Plans (CDP) are for individual employee development purposes only. 

CDPs are not to be rated or assessed in any way.
	Short-Term Career Goals (1-3 years)

	Review your career interests and abilities to determine short-term career goals. 



	Long-Term Career Goals (3-5 years)

	Review your career interests and abilities to determine long-term career goals. 



	 Areas of Strength  (Knowledge, skills and competencies)
	Areas for Development

	
	Based on your past performance, strengths and career goals, identify and prioritize your areas for development.


Planning For Your Development Goals

Use this section to capture your development goal(s), steps to achieve that goal(s), time frames, potential obstacles and solutions, and how to tell when you’ve succeeded.

	Development Goals


	Action Steps


	Date


	Obstacles and solutions


	Evaluation



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section D:  Overall Performance Evaluation

Place X mark in appropriate box.  

	
	Meets Expectations


	
	Developmental



	
	Exceeds Expectations


	
	Unacceptable

	
	Greatly Exceeds Expectations


	
	


	Description
	For Overall Performance

	Meets Expectations
	This rating reflects performance results that fully met the expectations of the department and may even have exceeded expectations on occasion. 

	Exceeds Expectations
	This rating reflects superior performance results that exceeded and surpassed the expectations of the department.

	Greatly Exceeds Expectations
	This rating reflects outstanding performance results that far exceeded the expectations of the department.

	Developmental
	This rating reflects performance that approached, but did not meet, the expectations of the department.

	Unacceptable
	This rating reflects a situation where the employee’s performance was far below the expectations of the department.


Section E: Comments
	Manager Comments


	

	Employee Comments


	


· I have reviewed the Values, Ethics & Conduct pamphlet, I understand it, and I agree to comply with it.
Please sign-off to indicate that the performance review for 2011-2012 has been discussed
Employee:       





Manager:   
[image: image3.emf]
Date:






Date:         
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Send completed original form to Human Resources to be put in the Employee’s personnel file.  Employee and Manager keep a copy. 
8
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