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ANNUAL PERFORMANCE REVIEW and DEVELOPMENT PLAN

FOR AUPE STAFF

	EMPLOYEE
	     
	EMPL ID #
	     

	JOB CODE
	     
	BUSINESS TITLE
	     

	DEPARTMENT/UNIT
	     
	REVIEW DATE
	     

	COMMENCEMENT DATE IN POSITION
	     
	JOB PROFILE UCPL#
	     


Refer to the Performance Management Process Outline located at: www.ucalgary.ca/hr/staff/support_staff/compensation_performance/performance_management
PERFORMANCE REVIEW AND DEVELOPMENT PLAN CHECKLIST

	· Preparation

· Staff member prepares a Self Assessment
	 FORMCHECKBOX 


	· Review Job Profile and discuss amendments

· Target date for completion and update to UCPL:       
	 FORMCHECKBOX 


	· Collaboratively discuss performance review and development plans
	 FORMCHECKBOX 


	· Comments that reflect both the supervisor and staff member perspectives are documented on the Performance Review and Development Plan Form
	 FORMCHECKBOX 


	· Create a final copy of the Performance Review and Development Plan Form for the signature of the staff member, supervisor, and Dean/Director/Department Head
	 FORMCHECKBOX 


	· Signed copies distributed to the staff member, supervisor, and Human Resources
	 FORMCHECKBOX 



RATING SCALE DEFINED

	Improvement is Essential for Success
Performance does not meet what is required.  Immediate improvement is essential.
	Development is Necessary for Successful Performance
Development is needed to achieve competency expectations.  The staff member at this stage may be new to the job and/or learning and developing skills.  Progress toward full competence is expected.
	Successful Performance

Performance is what would be expected of an employee who is fully experienced and qualified.  The staff member who reaches this stage is dependable and can be consistently relied upon to successfully achieve expected outcomes.
	Advanced Performance

Performance and competency modeling consistently excel in achieving high quality results which exceed expectations.

	I
	D
	S
	A


ACCOMPLISHMENTS AND DEVELOPMENT ACTIVITIES FROM THE PAST YEAR

(May also include situational factors which may have influenced the results attained)

     
PERFORMANCE RELATED TO ACCOUNTABILITIES AND / OR GOALS ESTABLISHED IN THE PREVIOUS YEAR

(Refer to Job Profile for accountabilities and previous year's development plan)

     
PERFORMANCE RELATED TO THE EIGHT CORE COMPETENCIES

(Refer to the Job Profile for specific Competency attributes and descriptors)

	Job Profile

Relative Weighting

 FORMDROPDOWN 

	COMMUNICATION:  Ability to share information in an effective and collaborative manner.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	INNOVATIVENESS/INTIATIVE:  Ability to be creative, challenge and demonstrate initiative to generate improvements and foster positive outcomes.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	TEAMWORK:  Ability to function effectively in team situations both within and across departments and other organizations to achieve optimal collective results.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	KNOWLEDGE & TECHNICAL SKILLS:  Ability to demonstrate proficiency in technical and job knowledge aspects of the position to achieve a high level of performance.  An ability and a desire to learn.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	PERSONAL EFFECTIVENESS:  Ability to demonstrate respect, dignity and integrity in interpersonal relationships and to demonstrate positive personal coping and wellness strategies.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	UNIVERSITY UNDERSTANDING:  Ability to demonstrate effectiveness within the University environment and demonstrate an understanding of the University context.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	LEADERSHIP:  Ability to achieve positive outcomes by encouraging, supporting, coaching, developing and mentoring others.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


	Job Profile

Relative Weighting

 FORMDROPDOWN 

	FLEXIBILITY:  Ability to adapt and respond to the changing environment and to constructively create opportunities fro change through active participation.

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


OVERALL PERFORMANCE AND OUTCOMES

(Should reflect overall performance of accountability outcomes in relation with demonstrated competencies)

	RATING
	Supervisor Rating:   FORMDROPDOWN 
    Self Assessment by Staff Member:   FORMDROPDOWN 


	COMMENTS
	     


KEY GOALS FOR THE NEXT YEAR

(Personal goals should integrate with department/unit goals. For Goal Setting Tips please refer to the website at: www.ucalgary.ca/hr/staff/support_staff/compensation_performance/performance_management)
     
     
LEARNING AND DEVELOPMENT PLAN

	Objective
	Target Date

	     
	     

	     
	     

	     
	     

	     
	     


SUPERVISOR / MANAGER COMMITMENT TO SUPPORT PERFORMANCE DEVELOPMENT

     
EMPLOYEE COMMENTS

     
	Staff Member*:
	     
	Date:
	     

	Supervisor:
	     
	Date:
	     

	Please Print 
	     
	
	     

	Dean/Director/Department Head
	     
	Date:
	     

	Please Print
	     
	
	     


*The signature of the staff member indicates that s/he has had the opportunity to review and discuss their performance review with their supervisor.  It does not imply agreement.

Please send original copy to Human Resources

