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Year End Performance Evaluation Form
The Year End Performance Evaluation Form includes four sections.

Goal/Objective Evaluation

Includes the Goals/Objectives that your employee created in

the Goals screen.

Competency Evaluation

Includes the Competencies that are assigned to your

employees in the Competency screen.

Career and Development
Planning

Includes custom questions set by the Human Resources to

collect supplementary information.

Development Goal
Planning

Includes Development Goals that your employee created in

the Development Goals screen.

Performance Evaluation Rating Matrix

The header for the Review Form contains the Performance Evaluation Rating Matrix.
You can refer to the header to help gauge the ratings you record for performance.

> 2020 Year End Performance Review \ Manager Review

Amanda Petrusek
PROC - Project Coordinator, Procurement

‘Year-end Appraisal to discuss results and evaluate perfformance. It should be a re-cap of the manager/supervisor feedback
opportunities are identified and connected to performance gaps, performance enhancements, skill development or key asps

Expected
behaviours are
seldomly
demonstrated;

SMART objectives
were not set or
were not met;

Fails to meet the
criteria of the job;

Falls short of
performance
targets;

Provides
inadequate support
for the mission,
vision or strategic
objectives of the
organization;

Performs below the
beginner or
developmental
stage of
demonstrable
knowledge, skills
and abilities;

Exhibits deficient
work and
competencies.

Developmental
opportunity to
consistently
demonstrate desired
behaviours;

Delivers on some but
not all established
SMART objectives

Requires improvement to
fully meet performance
targets;

Provides basic support
to the mission, vision or
strategic objectives of
the organization;

Developmental stage of |

demonstrable
knowledge, skills and
abilities;

Exhibits some but not
all competencies and
work;

Requires guidance and
training to improve
performance.

Period
14142020 - 12/31/2020

Due Date

Expected behaviours
demonstrated
consistently;

Consistently meets |

established SMART
objectives;

Achieves results at a [

level that meets
performance targets;

Demonstrates
commendable
support to the
mission, vision or
strategic objectives of
the organization;

Demonstrates fully
proficient knowledge,
skills and abilities,
required work, and
competencies.

12/3142020

Mastered behaviours,
viewed as a role model;

Exceeds in delivering on
the established SMART
objectives;

Sustains consistent
exemplary performance
throughout the review
period;

Provides excellent service
in support of the mission,
vision or strategic
objectives of the
organization;

Consistently exceeds and
sometimes far exceeding
the criteria of the job;

Consistently
demonstrates initiative for
the benefit of the
organization, their division
and business unit;

Demonstrates full mastery
of knowledge. skills and
abilities, required work
and competencies.
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Goals/Objective 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 your employees are progressing with Goals/Objectives.

To record your comments and ratings in the form:

1.

Click on the Comments field next to your employee’s comments to add your comments.
Note: employee comments cannot be modified by supervisor.

Next to the rating your employee recorded for themselves, record a rating for
performance by clicking the slider on the scale.

Use the scroll bar to navigate to other Comment and Rating scales fields to enter
additional information for other Goals/Objectives.

To save, click Save as Draft.

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

A\ Year End Performance Review - 2020 | Seif Review poutat10 g [dommTumbery
hn Turnberry's Avg. Rati
John Turnberry Period Due Date AT IRy e RE phil walker's Avg. Rating
3 MEETS EXPECTATIONS (ME)
ERM - Environmental Technician, Erosion Risk Management  1/1/2020 -12/31/2020  12/31/2020 3 NOT RATED
[Performance Evalustion Rann ] q
. view more

Doutof10

: X — . John's Ave. Rating Phil's Avg. Rating
Section 1: Objectl\/e Evaluation 3 MEETS EXPECTATIONS (ME) 3 NOT RATED

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

iy Due Date = Complete
@ | 1.Sample Goal 1 3120200 | 0%

Use the SMART method of creating Goals/Objectives
.. view more

John's Rating Phil's Rating
o e = L] Not Rated |_ Mot Applicable

Comments Comments
v @~ Font || X
Record details of your performance in this field: For example:

* [ carried out the actions......
« My progress / completion includes
* The impact of the achievement includes,

_ Due Dats % Complete
S | 2.Sample Goal 2 6302020 | 0%

Use the SMART method of creating Goals/Objectives
. view more
John's Rating Phil's Rating
S I P st L] Not Rated | Mot Applicable
Comments Comments
= | = = = =| A~ B~ Font | =

Record details of your performance in this field: For example:

* [ carried cut the actions......
* My progress / completion includes
* The impact of the achievement includes, |

Print | | SaveasDran Cancel

Toronto and Region Conservation Authority | 3



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 your employees are progressing with Competencies.

To record your comments and ratings in the form:

1. Click on the Comments field next to your employee’s comments to add your comments.
Note: employee comments cannot be modified by supervisor.

2. Next to the rating your employee recorded for themself, record a rating for performance
by clicking the slider on the scale.

3. Use the scroll bar to navigate to other Comment and Rating scales 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 the Review Form.

Items reviewed

‘ Year End Performance Review - 2020 | Selif Review DRl Joha Tumberry -

John Turnberry Period Due Date Lo TUmbey e, e phil walker's Avg Rating

3 MEETS EXPECTATIONS (ME]
ERM - Environmental Technician, Erosion Risk Management  1/1/2020 - 12/31/2020  12/31/2020 3 45, NOT RATED
8 1. Accountability £
Maintains a high level of commitment to personally getting things done and taking responsibility for actions, behaviours and results. Assumes personal responsibility for effectively achieving outcomes. Honours work
view more
Behaviors
® Complies with established control systems (i.e. Code of Conduct, policies and procedures) to achieve high quality and cost-effective results. @  Holds self-accountable to a high standard and will do whi
. view more
John's Rating Phil's Rating
N — — (] Not Rated | Mot Applicable
Comments Comments
T €|l= = ==|A~ B~ Font |
Record details of your performance in this field: For example:
* | carried out the actions_.. ..
* My progress / completion includes
+ The impact of the achievement includes.
T 2. Collaboration
Effectively works with others across the organization and external to the organization toward a commeon goal. Works with the organizations best interest at the core. Builds and maintains broad cooperative work relationships

.. view more

Behaviors

# Builds and maintains cooperative work relationships with others.  ® Openly shares relevant and important information with appropriate individuals to assist in achievement of common goals. ~ ®

. view more
John's Rating Phil's Rating
) Mot Rated [ Not Applicable
Comments Comments
T == = = = | A B~ Fnt ||

Record details of your performance in this field: For example:

* | carmied out the actions.....
* My progress / completion includes
+ The impact of the achievement includes.

Prine Save 22 Draft Cancel
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Career and Development Planning

As part of the Performance Review cycle for Year End you are required to provide comments
on Additional Questions posed to your employees.

. Doutof 10
‘ Year End Performance Review - 2020 | Self Review toms revieweg | o Tumbery B
John Tumnberry's Avg. Rating .
John Turnberry . ) Period Due Date 3 MEETS EXPECTATIONS (ME) Phil Walker's Avg. Rating
ERM - Environmental Technician, Erosion Risk Management  1/1/2020-12/31/2020  12/31/2020 3 NOT RATED
. view more
A
John's Rating Phil's Rating
N — — L] Not Rated | Mot Applicable
Comments Comments
= = | = = = =| A~ B Font (| =
Record details of your performance in this field: For example:
* | carried out the actions......
* My progress / completion includes
* The impact of the achievement includes.
Section 3: Additional Questions
[ | 1am satisfied with continuing to develop within the current position.
John's Answer Phil's Answer
| feel | can contribute more in my role. | wish to improve my skills by taking a course. = o I U|E = 92 &|= = = =| A~ B~ ..~
@ 1am interested in other opportunities in my current career path.
John's Answer Phil's Answer
I am interested in growing and eventually becoming a manager. | would like to job shadow. | also want the - ! u £ = T &= = = =| A B~ -
opportunity to be acting manager in m manager's absence.
v
Prnt | Saveas Dran Cancel

To record yvour comments in the form:

1. Click on the Comments field next to your employee’s comments to add your comments.
Note: employee comments cannot be modified by supervisor.

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

3. To save, click Save as Draft.

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

As part of the Performance Review cycle for Year End you are required to create
development objectives collaboratively with your employee. These are captured in the

evelopment Plan section on the form
= " Ooutofll
Year End Performance Review - 2020 | Seif Review Moms reviewed |00 Tumbery
% John Turnberry's Avg. Rating ’
John Turn berry period Due Date 3 MEETS EXPECTATIONS (ME) Phil Walker's Avg. Rating
ERM - Environmental Technician, Erosion Risk Management 1/1/2020 - 12/31/2020 12/31/2020 3 NOT RATED

John's Answer Phil's Answer ~
I feel | can contribute more in my role. | wish to improve my skills by taking & course I UlE = sz &€= = = = | A~ B~ _~

78 Iam interested in other opportunities in my current career path.
John's Answer Phil's Answer
I'am interested in growing and eventually becoming a manager. |would like to job shadow. | also want the u = = = = | = = = A B~ .~
opportunity to be acting manager in m manager's absence.

Section 4: Development Plan

-— . Due Date Activities % Complete

© 1. Leadership Development 12312020 071 | 0%
Improve skills and competencies for desired pramotion ta Manager role
John's Comments Phil's Comments

[ Not Applicable
I wish to development my communication skills. 1 am currently enrolled in a 1 = u E = = 4= | = = = = | Av B> Font - w
course. | am more canfident in addressing crowds and chairing large meetings
v
Prine Save 55 Drsft Cancel

To record your comments in the form:

1. Click on the Comments field next to your employee’s comments to add your comments.
Note: employee comments cannot be modified by supervisor.

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 the Review Form.
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Year End Performance Evaluation Form Step and Approval Process

The steps and related approval in the process are as follows:

Year-year 1. Self-Review
Performance Review Manager Review
Human Resources Approval (Pending Approval)

Employee Signature

a M DN

Manager Signature

You take the same steps for approval of your employee’s Performance Evaluation Review
Form under Year End Performance Evaluation as facilitated for the Mid-year Performance
Evaluation.

The difference in the process is that Pending Approval (i.e., “Human Resources Approval”) is
slotted in between Manager Review and Employee Signature.

Approval/Signature Process

1. Once your employee has submitted their review - the status of the review changes to
Manager Review.

2. Once you have finalized your Year-end comments, submit the review by:
a. Open the Year-end Review form
b. Click Preview:

b Goutof 11 ~
> TRCA Year End Parformance Review - 2020 | Seif fenew e R —
ot Tutraenry's Ao, Hating .
John Turnberry Pasiod Bus Dats 3 MEETS EXPECTATIONS (ME) Pl Walkers Avg. Rating
v tal Technician, Drosion Risk Management 172020 - VLAV 0N NI 3 NOT RATED
jonn's Anvwar Phil's Answer ~~
I feel | can contrbiute more in my role. | wish to improve my skills by taking & course A~ B~ -

interested in other opportunities in my current career path.

Phil's Answer
Decorming & manager. | would like o gl thacow. 1 Sl want the A BA- -

3g
3.F

€ 1. Leadership Development 12143020 001 [

--------------
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c. Click Submit:

11 outof 11
Items reviewed

> 2020 Year End Performance Review ] Manager Review Amanda Petrusek -

@ ‘ Preview

MR | period Due Date Linda Martin's Avg. Rating
‘ 1/1/2020 - 12/31/2020 12/31/2020 MEETS EXPECTATIONS (ME)

Amanda's Avg. Rating Linda's Avg. Rating

Section 1 - Objective Evaluation MEETS EXPECTATIONS (ME) MEETS EXPECTATIONS (ME)

1. Procurement Database

Amanda's Rating Linda's Rating
MEETS EXPECTATIONS (ME) MEETS EXPECTATIONS (ME)
Comments Comments

The procurement database project was partially completed. Here are the steps | took to
achieve the positive outcome of the project:

a.

b.

c.

2. Information Management Framework

Amanda's Rating Linda's Rating
MEETS EXPECTATIONS (ME) MEETS EXPECTATIONS (ME)
Comments Comments
+ | was able to implement a new and more efficient information management
framework at TRCA:

= liaised with Citv of Toronta kew contacts to understand framework e

e Once the review has been submitted, it is routed to Human Resources Approval and the status of the review
changes Pending Approval.

Amanda Petrusek

PROC - Project Coordinator, Procurement 2020 Year End Performance Review © Pending Approval

Employee Signature and Manager Signature

o After Human Resources approves your employee’s Year-end Review Form — it is
routed to employee for their acknowledgment. The status of the form will display
Employee Signature:

2020 Year End Performance Review 1/1/2020 - 12/31/2020 o Employee Signature
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¢ Once your employee has acknowledged the Year-end Review Form — the form is

routed to you for acknowledgment. The status of the form will display Manager
Signature.

Amanda Petrusek ' .
PROC - Project Coordinator, Procurement 2020 Year End Performance Review o Manager Signature

e To provide manager acknowledgment:

1. Open the respective Year-end Review Form.
2. Scroll to the bottom of the Form.

2. Check the ‘I Agree’ box.

3. Enter any Comments.

4, Click Complete Review.

: c BauiolB
I 2020 Mid-year Parformance Review | U Sygras arnt rempeq | otm Turmbary
Jahn Turnberry Farzg DurDiie
ERM . Ene rormentsl Techeidas, Erosion Rk N.v-.:'_g‘pu et TH0A0 . REATI0 S0
~
5. Respec
-------- v, ACTRpE And 1L e iyl cfcerren, Treafs people wih e it e e ae, I ' v OF Pt Ve, pthers [or the i sl moshie a5t
e
Behaviors
& Respecys ol peaple, regardless of race, gender, stanus, place of arigin or asner cpurce o dflerence. @ fzopen and quniass m learn abogt differences smong people. @ Treass peopls with ronrery
vt
Jshn's Cemmann Fhif's Commancs
I
Wa raager's cooTETIET
Sscord detsdn of your parformance ntha fisid: For seanple
* | comed out the acaonu
+ Wy pragres ¢ porplehan incudas
< The Wnpad of 118 Aoesamen ndudes
Signature
Jabn Turnbenys Sgmatues v i ali] Wianager's Sgaahurs [ fagres
jubn Turnbemy's Commments Winaper's Commenty
En pityee omments TR E E|E = m = A B -
Manager cammanin
W
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o The status of Year-end review Form changes to Completed. The Year-end review is now complete:

Amanda Petrusek

i e 2020 Year End Performance Review Completed
PROC - Project Coordinator, Procurement
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