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<Company Name> is dedicated to improving the growth and development of its employees through training and support.  We recognize the benefits of regular and open communication between employees and Managers, especially in relation to job tasks, expectations, targets, and performance.  Managers are responsible for translating business goals into individual and team performance targets, helping employees understand what is required, why they are doing each task, and how to do it.  

This policy applies to all employees at <Company Name>. 

Policy 

Each employee is expected to accept personal responsibility for the ongoing quality of their work as well as the maintenance and development of their skills and abilities related to their employment with <Company Name>.   It is important for all employees to perform to the best of their ability in order to ensure the highest level of productivity, quality, and customer service. 

To provide performance feedback and ensure that performance standards are understood and being met, each employee will receive, at a minimum, an annual performance review as well as a mid-year ‘check-up’ related to year-to-date performance and achievement against performance and self-development goals.  The performance review will occur annually <in the month of the anniversary of an employee’s start date with the Company / at the end of our fiscal year>.  
Procedure
Managers can use a number of tools to manage performance, including the following:

Ongoing Feedback and Coaching

All employees will receive coaching from their Manager throughout the year.  Managers should schedule regular coaching sessions with employees.  In these sessions, employees will have the opportunity to work through challenges and opportunities, create personal development plans, and plan for their future career.  These sessions should occur at least monthly.  
Performance Appraisal 
The Performance Appraisal process establishes a shared understanding between the company and employees of what is to be achieved, and for managing and developing the performance of all employees.  This tool provides employees with a clear idea of how well they are doing in relation to their Manager’s expectations, as well as includes developmental goals for continued growth.

When evaluating performance, employee job performance should be considered in three areas:  meeting key objectives, meeting job standards, and demonstrating strong skills (or competencies).

Performance expectations are better defined if they are clearly written, kept simple and designed attainable, yet challenging.  Employee goals and objectives should be tied to the company’s key business objectives and have assigned target dates of completion.

Performance Improvement Plans
It is expected that all employees will perform their job to the best of their ability and at a level that is satisfactory to the Company.  When performance is deemed to be below an acceptable level, an individual performance improvement plan may be initiated.  The goal is to reveal the source of the issue and find the solution as soon as possible through training, coaching, and communication.  

A Performance Improvement Plan documents in writing, gaps in performance and required behaviours to close gaps.  Manager and the employee jointly determine how to best improve the required performance by setting goals, timelines and defining obstacles.  

Continued failure to meet or maintain company standards will result in disciplinary action up to and including termination of employment.  

<Company Name> reserves the right to alter, modify, amend or change human resources policies at its sole discretion.  Employees will be provided appropriate notice of any changes to policy.
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