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TRCA Performance

Year-end Performance Evaluation Form
The Year-end Performance Evaluation Form includes four sections.

Goal/Objective Evaluation | Includes the goals created in the Goals/Objectives screen.

Competency Evaluation Includes the competencies assigned to you in the
Competency screen.

Career and Development Includes custom questions set by Human Resources to collect

Planning supplementary information.

Development Goal Includes development plans you created in the Development

Planning Plans screen.

Performance Evaluation Rating Matrix
The header for the Review Form contains the Performance Evaluation Rating Matrix. You

can refer to this to help select the ratings you record for your performance.
> 2020 Year End Performance Review | Manager Review

Amanda Petrusek Period Due Date
PROC - Project Coordinator, Procurement  1/1/2020-12/31/2020  12/31/2020
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Goals/Objective Evaluation — Year-end

As part of the Performance Review cycle for Year-end, in addition to comments, you also
need to provide ratings on how you are progressing on your Goals/Objectives.

To record your comments and ratings in the form:
1. Click on the Comments field to add your comments.
Note: comments entered can be viewed by your manager.

2. Record a rating for performance by clicking the slider to move the sliding scale to the rating
you feel is reflective of your performance for each objective.

3. Use the scroll bar to navigate to other Comment fields to enter additional information for
other Goals/objectives.

4. To save, click Save as Draft.

5. Click arrow at top left corner of screen to exit Review Form.

" n Ooutof 13
CA Year End Review -- 2020 | Self Review Items reviewsd

Janet Tait Period Due Date Janet Tait's Avg. Rating.
ERM - Project Manager, Erosion Risk Management  1/1/2020-12/31/2020  12/31/2020 NOT RATED

. view more

. ” . . . Janet's Avg. Rating
Section 1: Objective Evaluation T

Employee and manager meet to establish objective setting for current year which includes alignment to TRCA’s strategic and divisional objectives, job requirements, competencies and
. view more

1R Training far bl Due Date % Complete
] . Increase Training for Employees 122020 N 0%

Descriptive information about goal / objective.
The description should follow the SMART method

S - specific

M - measurable
A - attainable

R - realistic

T- time-based
<. ViEW less

Rating
[ Mot Ratet

Comments

Due Date % Complete
(@ | 2. Improve Department Process 127312020 | 0%

Descriptive information about goal / objective.
. view more

Rating

pint | et e
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Competency Evaluation — Year-end

As part of the Performance Review cycle for Year-end, in addition to comments, you are also
required to provide ratings on how you are progressing on your Competencies.

To record your comments and ratings in the form:
1. Click on the Comments field to add your comments.
Note: comments entered can be viewed by your manager.

2. Record a rating for performance by clicking the slider to move the sliding scale to the rating
you feel is reflective of your performance for each objective.

3. Use the scroll bar to navigate to other Comment fields to enter additional information for other
Competencies.

4. To save, click Save as Draft.

5. Click arrow at top left corner of screen to exit Review Form.

. N QOoutof 13
RCA Year End Review -- 2020 | SelfReview Items reviewed
Janet Tait Period Due Date Janet Tait's Avg. Rating
ERM - Project Manager, Erosion Risk Management 1/1/2020 - 12/31/2020 12/31/2020 NOT RATED
\ n
< vl : Janet’s Avg. Rating
Section 2: Competency Evaluation T,
This secfion is used to evaluate demonsiration of TRCA's required competencies
. view more
@ 1. Integrity
Upholding a high standard of fairness and ethics in everyday words and actions. People who display this competency conscientiously and reliably behave in an ethical and honest manner in their dealings with
management, peers, direct reports and customers. They are fair in their expectations of others and behave toward others with equal faimess.
.. view less
® Isfair in his/her expectations of others.
® s worthy of the personal trust of others.
.. view less
Rating
L] Mot Rated|
Comments
2 iz sz €|= = = =| A B> font | =
e
Effectively working and collaborating with others toward a common goal. People who are competent at collaboration and teamwork build and maintain cooperative work relationships with others. They complete their
. view more
Behaviors ~
Print Save as Draft Cancel
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Career and Development Planning

As part of the Performance Review cycle for Year-end you are need to add comments to the

guestions posed in the Career section.

The questions can be answered in different ways: Yes/No answers and an explanation
should be provided to add context to your response.

. Ooutof 13
> TRCA Year End Review -- 2020 | seif Review tems reviewed
Janet Ta it Period Due Date Janet Tait's Avg. Rating
ERM - Project Manager, Erosion Risk Management  1/1/2020-12/31/2020  12/31/2020 NOT RATED
SECUon 5 Lareer ana vevelopment Fianning
~
Career
Discussions support the creation of development goals and in aid in organizational workforce planning. Managers and employees should discuss the employees career plans, areas of interest and aspirations and review the below
questions as part of the discussion
. view less
8@ |am satisfied with continuing to develop within the current position
Answer
= = = === ==| A~ B~ Ffom L)
@ |am interested in other opportunities in my current career path.
Answer
= 2 4= == = = = | A~ B~ Font w
Section 4 Development Plans m
Development Goal / Objectives are developed based on gaps and opportunities identified through the performance cycle, as well as in support of future career planning . Managers and should work
. view more
hd
frint | SaeasOraft Gancel

To record your comments in the form:
1. Click on the Comments field to add your comments.

Note: comments entered can be viewed by your manager.

2. Use the scroll bar to navigate to other Comment fields to enter additional information for

other Career questions.
3. To save, click Save as Draft.

4. Click arrow at top left corner of screen to exit Review Form.
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Development Goal Planning

As part of the Performance Review cycle for Year-end you and your supervisors are to
identify 2-3 development goals to focus on in the upcoming performance year. Development
goals are a tool to aid employees in career and professional development with the primary
purpose of improving employee job performance. Remember these need to be SMART goals.

. Qoutof 11
> TRCA Year End Performance Review - 2020 \ Self Review Items reviewed
Janet Tait Pperiod Due Date Janet Tait's Avg. Rating
ERM - Project Manager, Erosion Risk Management  1/1/2020 - 12/31/2020  12/31/2020 NOT RATED
5 | 1am satisfied with continuing to develop within the current position. A
Answer
U | g = #= = = = =| A B font )
@ 1am interested in other opportunities in my current career path.
Answer
B | U|E £ o &=|= = = = | A~ B~ ront|ans -
Section 4: Development Plan
— N Due Date Activities % Complete
© | 1. Leadership Development 12312000 071 | %
Improve skills and competencies for desired promotion to Manager role.
Comments
B I U|E 4= = | = = = = | A~ B~ Fontfanal | o
v
prin: Save as Draft Cancel

To record your comments in the form:

1. Click on the Comments field to add your comments.

2. Use the scroll bar to navigate to other Comment fields to enter additional information for
other Development Plans.

3. To save, click Save as Draft.

4. Click arrow at top left corner of screen to exit Review Form.
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Approval/Signature Process

The signature of the completed PDP is similar to the mid-year, where once your supervisor has
completed their comments and ratings, the PDP will be sent to you for signature. The only difference
with year-end is that Human Resources is required to approve the PDP once the supervisor has
finalized prior to the sign-off step.

To complete the sign-off of the PDP you:
1. Open the Year-end Review form.

2. Click Preview:

. Goutof 11
> TRCA Year End Performance Review - 2020 | seif feview Items reviewed
Janet Tait pariod Due Date Janet Tait's Avg_Rating
ERM - Project Manager, Erosion Risk Management  1/1/2020-12/31/2020  12/31/2020 NOT RATED
T8 | 1am satisfied with continuing to develop within the current position. ~
Answer
U|E £ = == =4 By Fon L)
™  1am interested in other opportunities in my current career path.
Answer
B | U|E = 92 4&|= = = =| &~ B~ rontlam A
Section 4: Development Plan
— N Due Date Activities % Complete
© 1. Leadership Development 1231200 001 | %
Improve skills and competencies for desired promotion to Manager role.
Comments
B I U|E s = = = = = | Av B rontjan | =
hd
prine So a5 Dt ER -
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3. Click Submit:

2 a2 2 2 A da's Avg. Ral
Section 1 - Objective Evaluation PARTIALLY MEETS EXPECTATIONS (PME)

1. Procurement Database

Rating
PARTIALLY MEETS EXPECTATIONS (PME)

Comments
The procurement database project was partially completed. Here are the steps | took to achéeve the positive cutcome of the project:

2. Information Management Framework
Rating

MEETS EXPECTATIONS [ME]
Comments

® | wars able to imy a new and f t inf il f e at TRCA:
& Liatsed wath City of Toronto key contacts to understand framework, key processes and data poants required for implernentation
o Collaborated with Procurement manager and presented project action plan highlighting action items, key owners, imelines and possible roadblocks and risks
& Action plan was socialized with internal key stakeholders (e, ITRM, Risk) to ensure that their key processes were captured and properly documented

. . -~ . Amanda's Avg, Rating
Section 2 - Competency Evaluation MEETS EXPECTATIONS (ME) ”

4. The status of your Year-end review changes from Self-Review to Manager Review:

Status

2020 Year End Performance Review Due in 74 day(s) Manager Review

5. Once your manager has reviewed and submitted — the status of the form changes to Pending Approval:

Status

2020 Year End Performance Review N/A Pending Approval

Toronto and Region Conservation Authority 8



TRCA Performance

6. Once that has been completed — the forms review will change to Employee Signature. At this point you
will be required to provide your sign-off:

a. Access and display the Review Form. Scroll to the bottom.

=3

Check the ‘I Agree’ box.

o

Enter any comments.

d. Click Complete Review.

> 220 Mid-year Performance Review | Srpiopes Sgnsre Ooucord

TR e

ol
0]
i
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n
T

#  Motch copedind behevios and remsns comaslen] with words and actans. & B fhes athical gractioes aied perional inlegrdy. @  Demenilrale i wncee il e in he dresogmm asd eien of oihe

jmrwi & Commeni janst Tait's Commants

7. The Review form status now changes to Manager Signature. Once your manager approves sign-off, the
process is complete.
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