Province of Nova Scotia
Performance Management Form

For Excluded Employees Levels EC6-17
2011/2012
	Employee Name
	

	Position Title
	

	Classification
	Excluded Employees – EC 6-17


	Department
	

	Division/Section
	

	Manager’s Name
	

	Review Period
	April 1, 2011 – March 31, 2012

	Interim Review Dates
	Q1

	Q2
	Q3
	Q4


Section A: Performance Goals and Results

Performance Goals – We recommend a maximum of 6 goals.
If you manage people and/or budgets, you must have a Financial and/or Human Resource goal.  You can use the goals provided or modify to meet your needs.  If you are an EXCLUDED employee without these responsibilities do NOT include them in your performance goals.

Enter your results at the end of the performance cycle in the 2nd column.

	Goal
	Results
	Rating

	1. Required Financial Goal (for EXCLUDED Employees who manage budgets): The budget prepared is realistic, achievable, and consistent with the departmental business plan. An operational plan has been developed which supports the business plan.  Deviations in budget are reported promptly with a realistic, achievable action plan. This would include both expenditures and revenues/fees/recoveries, as well as deviations of both a positive or negative nature.
	
	0

	2. Required Human Resource Goal (for EXCLUDED Employees who manage people): Maintains effective human resource practices (including fair hiring, performance, succession management, Occupational Health and Safety, and training and development) and ensures these practices are occurring in the unit/division.
	
	0

	3. 
	
	0

	4. 
	
	0

	5. 
	
	0

	6. 
	
	0

	
	Average Rating for Goals:
	0

	Please go to the next page to sign off on your performance goals
	Please go to the last page for sign off on the evaluation.
	


Sign-Off

Part 1: Please sign-off on your performance goals (Section A) for 2011/2012
Employee:       





Manager:   

[image: image1.emf]
Date:






Date:         

[image: image2.emf]
Section B:  Leadership Competencies
Excluded employees from Levels 6-17 are responsible for demonstrating all of the Leadership Competencies.  Refer to the Competency Level grid on page 10 to see the level you are required to display.
	Competency
	Expected Level of Performance
	Examples
	Self-Rating
	Final Rating

	1. Decisiveness
	
	
	
	

	2. Strategic Orientation
	
	
	
	

	3. Development of People
	
	
	
	

	4. Team Leadership
	
	
	
	

	5. Achievement Orientation
	
	
	
	

	6. Self Confidence/ Courage of Convictions
	
	
	
	

	7. Impact and Influence
	
	
	
	

	8. Relationship Building
	
	
	
	

	Average Rating for Leadership Competencies:
	0


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

Overall Performance Evaluation: place X mark in appropriate box.  Use the Performance scoring grid at on page 11 to obtain the overall rating.
	
	Meets Expectations


	
	Developmental



	
	Exceeds Expectations


	
	Unacceptable

	
	Greatly Exceeds Expectations


	
	


	Description
	For Overall Performance

	Meets Expectations
	This composite rating reflects performance results and competencies that fully met the expectations of the department and may have exceeded expectations in one of the two areas.

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

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

	Developmental
	This composite rating reflects performance ratings and/or the competency ratings that approached, but did not meet, the expectations of the department.

	Unacceptable
	This composite rating reflects a situation where one or both of the performance rating and competency rating were 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.

Part 2: Please sign-off to indicate that the performance review for 2011-2012 has been discussed

Employee:       





Manager:   
[image: image3.emf]
Date:






Date:         

[image: image4.emf]
Send completed original form to Human Resources to be put in the Employee’s personnel file.  Employee and Manager keep a copy. 

In 2010, the NS Government updated the classification system for Excluded employees. You will be assessed on the level selected for your Excluded level ONLY, not on all levels. See the Guide to Filling out the forms for more information on using leadership competencies: http://www.gov.ns.ca/psc/v2/pdf/hrCentre/resources/ode/PerformanceManagementGuide.pdf
Note: Excluded employees from Levels 6-17 will be responsible for demonstrating leadership competencies. Excluded employees from Levels 1-5  will not be evaluated on leadership competencies for 2011-2012.

	
	Levels


	
	Deputy Ministers


	Strategic Leadership
 (EC 15-17)
	Leadership/ Authority
(EC 12-14)
	Management/ Professional
(EC 9-11)
	Supervision/ Practitioner
(EC  6-8)

	Competency
	Expected Level of Performance
	Expected Level of Performance
	Expected Level of Performance
	Expected Level of Performance
	Expected  Level of Performance

	Decisiveness 
	D
	C
	C
	C
	C

	Strategic Orientation 
	F
	E
	D
	D
	C

	Development of People 
	E
	E
	E
	D
	C

	Team Leadership
	E
	E
	D
	D
	C

	Achievement Orientation 
	E
	E
	D
	D
	C

	Self-confidence/ Courage of Conviction 
	D
	D
	C
	C
	C

	Impact & Influence 
	E
	D
	D
	C
	C

	Relationship Building 
	E
	E
	E
	D
	C


Directions: Find the average performance goal rating in the left column. Find the average competency rating along the bottom. Use the overall rating found at the intersection of both. Example: An employee has an average performance score of 4 (Surpassed) and an average competency score of 2 (Almost Attained). The final overall rating for this employee is Developmental. 
	Average

Performance Goal
Rating

Scale
(Rounded to Whole Number)
	(5)

Greatly Exceeded
	Unacceptable
	Developmental
	Exceeds

Expectations
	Greatly 

Exceeds Expectations
	Greatly Exceeds Expectations

	
	(4)

Surpassed
	Unacceptable


	Developmental
	Meets

Expectations
	Exceeds

Expectations
	Greatly Exceeds Expectations

	
	(3)

Attained
	Unacceptable


	Developmental
	Meets

Expectations
	Meets

Expectations
	Exceeds

Expectations

	
	(2)

Almost Attained
	Unacceptable
	Developmental
	Developmental
	Developmental
	Developmental

	
	(1)

Failed 

to Attain
	Unacceptable
	Unacceptable
	Unacceptable
	Unacceptable
	Unacceptable

	
	(1)

Failed to 

Attain
	(2) 

Almost 

Attained
	(3)

Attained
	(4) 

Surpassed
	(5) 

Greatly Exceeded

	
	Average Competency Rating Scale
(Rounded to Whole Number)




10
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