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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Performance Management 

 

SUBJECT:           Performance Assessment 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.30 

 
PAGE:   82 

 

REVISED: 

 

PURPOSE  
To ensure the assessment of performance in sustaining an enabling work environment, creative 

leadership, best practice and organizational capacity. 

 

POLICY 

WSNCC will conduct ongoing informal and annual formal Performance Appraisals and 

dialogues/conversations to support and encourage ongoing discussion and evaluation between employees 

and supervisors.  The formal Performance Appraisal will be tied to Workplans, goals, objectives and 

professional training and development in order to advance creative leadership and organizational 

capacity. 

 

PROCEDURES 
1. Both supervisors and employees will participate in an annual formal Performance Appraisal based on 

goals and learning objectives which reflect strategic planning and organizational priorities.  

 

2. The supervisor will conduct a formal Performance Appraisal for all staff before the completion of the 

‘Trial Period’ (3 months). If the employee’s assessment indicates weaknesses that could be improved 

and/or corrected, the supervisor will make a recommendation to the Executive Director who can 

extend the ‘Trial Period’ for an additional period not to exceed three (3) months. A Performance 

Appraisal must then be conducted before the extended ‘Trial Period’ is complete.  If the employee’s 

‘Trial Period’ or extended appraisal indicates weaknesses that cannot be corrected or improved, the 

supervisor will make a recommendation to the Executive Director and the employee should be 

terminated from his/her employment before the probationary period is over.  

 

3. All permanent employees will participate in a formal annual Performance Appraisal. Supervisors will 

identify contract employees who should participate in a formal evaluation. 

 

4. For the formal annual Performance Appraisal, the supervisor will inform the employee of the pending 

performance review, provide the necessary forms for completion and establish a meeting date.  Prior 

to the meeting date, the employee and supervisor will complete their assessments and exchange them 

in order to avoid surprises at the formal meeting.  

 

5. At the formal Performance Appraisal session, the supervisor and employee review the various forms 

measuring job accountability and performance. This involves a discussion of performance ratings to 

gain mutual agreement, discuss areas requiring improvement, establish goals for the annual Workplan 

and agree on training and development actions.  The review should be balanced with both positive 

and constructive two-way discussion.  The learning plan, training and development and next year’s 

expectations/work plan can be discussed at this time or at a follow up meeting 
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6. The assessment with comments and overall performance level is signed by the supervisor and given to 

the employee to sign.  The employee’s signature acknowledges that they have read and understand the 

assessment.  It does not necessarily imply agreement. 

 

7. Periodic Performance Dialogues :  

In the spirit of building creative leadership and the capacity of the organization periodic informal 

assessments will be encouraged through a ‘performance dialogue’ between employee and supervisor.  

 

8. When the supervisor feels that an employee’s performance level has changed significantly (either 

improved or deteriorated), he/she may decide to conduct assessments more than once a year, or in the 

case of a long-term employee, performance assessments will revert to an annual schedule.  
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