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The Performance Appraisal program is intended to support the professional growth of BCGEU Support Staff employees throughout their career at BCIT.  The process is intended to provide objective feedback that will help to maximize results and assist in identifying suitable professional development options for the individual.  This performance appraisal document is not disciplinary.



Guidelines

1. Throughout the year, the supervisor will provide job related feedback to the employee on a regular basis.

2. The supervisor will complete a Performance Appraisal form for each employee annually.  The employee has five working days to review the document prior to signing it.

3. [bookmark: _GoBack]The supervisor’s manager will ensure that the signed Performance Appraisal form is forwarded to Human Resources no later than 30 days after the employee’s anniversary date in their current position.  The original will be placed in the employee’s file.

4. The original, and any copies, of the final document are subject to the provisions of FOI/POP legislation.

5. The process is governed by the language of Article 25.13 of the BCGEU/BCIT Collective Agreement.  

6. A Developing or Unsatisfactory rating in any Skill Use section must be accompanied by supporting comments and the identification of appropriate Developmental Activities to support the professional growth of the individual.
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	Employee:
	     

	Position:
	     

	School/Department: 
	     

	Period Covered:  
	From:
	     
	To:
	     

	

Accomplishments

	List the significant accomplishments for the individual during the past year:
	List any new projects or goals for the individual for the upcoming year: 

	[bookmark: Text93]     
	[bookmark: Text63]     




Skill Use
	Customer Service represents the ability to meet the needs of external and/or internal customers.
	Rating:
	

	     

	Problem Solving represents the ability to reach a conclusion that is supported by the known facts of a situation.
	Rating:
	

	     

	Flexibility represents the ability to remain open to different and new ways of operating and the ability to modify one's preferred way of operating.
	Rating:
	

	     

	Job Knowledge represents the ability to demonstrate operational proficiency in a technical area or as a result of professional development.
	Rating:
	

	     

	Initiative represents the ability to identify what needs to be done and doing it before being asked or before the situation requires it.
	Rating:
	

	     

	Quality represents the ability to ensure that work is complete, accurate and has been fulfilled within the required time frames.
	Rating:
	

	     

	Supervision represents the ability to provide effective direction and support to those in a reporting relationship.
	Rating:
	

	     

	Teamwork represents the ability to work cooperatively and constructively with others on a team.
	Rating:
	

	     

	Communication represents the ability to express oneself clearly and concisely orally and in writing.
	Rating:
	

	     



Developmental Activities
	Skill Enhancement Desired
	Training Options to be Pursued

	[bookmark: Text32]     

	[bookmark: Text38]     


	[bookmark: Text33]     

	[bookmark: Text39]     


	[bookmark: Text34]     

	[bookmark: Text40]     


	     

	     




Comments
	[bookmark: Text92]Supervisor or Manager’s Summary Comments (optional):       

	[bookmark: Text91]Employee’s Comments (optional):       

	
I have discussed this performance appraisal with the employee.


	
	
	[bookmark: Text59]     

	Supervisor/Manager
	
	Date



I concur with the performance appraisal for this employee.

	
	
	[bookmark: Text60]     

	“One up”  Manager
	
	Date

	
	
	




	
My signature acknowledges that the information contained on this Performance Appraisal form has been reviewed with me and that I:
  agree with the assessment.
  disagree with the assessment..

	
	
	[bookmark: Text57]     

	Employee
	
	Date

	
	
	



Per Article 25.13, the Employee has up to five (5) days to read, review, and sign the appraisal.
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