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POLICY 
 
Employee performance reviews will be provided for all Brain Injury Services employees 
with the intent that the process will be both a constructive and positive experience.   
 
Aside from the recognition of the importance of providing regular and on-going 
feedback regarding performance related to job expectations, the employee 
performance review will explore whether an employee is meeting the key demands 
relative to their job description. In addition it will provide an opportunity to explore each 
employee’s career goals and objectives so that collective involvement in future career 
development is both possible and achievable.   
 

PROCEDURE 
 
1. Employees will be informed on an on-going basis of their successes and areas to 

improve. This will allow employees to know where they stand in relation to their job 
effectiveness and help them to be in a position of control with their own professional 
growth.  

 
2. The employee performance review will provide an opportunity for the employee and 

his or her supervisor to review job descriptions.  This process will help to shift the 
employee focus to the job description and job standards and to the maximum 
achievement of the responsibilities and duties therein. At the time of the 
performance review, employees and or their supervisors collectively will have an 
opportunity to suggest revisions to the job description, and submit them to the 
human resource department.  

 
3. The employee performance review is intended to be participatory in nature. Its goals 

are primarily threefold: 
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 To challenge employees to continually improve their personal 
effectiveness. 

 To emphasise employee goals and initiate the process of employee driven 
career planning so that its development can be agency supported within 
the guidelines of pre-existing policies and procedures. 

 Provide a tool for supervisors to assess employee strengths and areas for 
improvement. Be able to use this information for future planning and 
organizational needs. 
 

4. Employee performance reviews will be conducted within the following timetable: 
 

 For new hires and employees who have been in their role less than 2 years, 
performance reviews will be conducted at the end of the probationary period, 
the six month anniversary, the one year anniversary and two year anniversary 

 For employees who have held the same position for more than two years, 
performance reviews will be conducted every two years on the anniversary of 
the employee’s date of hire 

 Employee reviews may be conducted more frequently than the above 
scheduled basis at the request of the employee or at the discretion of the 
supervisor and Manager, Human Resources 
 

5. For direct care employees, the employee performance review will itemise the job 
standards that are formed from the job description and align with the agency’s 
strategic goals.  Achievements and performance that align with the standards and 
strategic goals will be reviewed.  
 
Employees who are not in direct care positions will have their performance reviewed 
against a number of key results specific to their particular job description.  The key 
results within each position have been identified as a result of their importance 
within the scope of the position and its relation to other positions within the service 
and the operation of the entire agency as a whole. 

 
6. Direct care employees will be provided with a form one month prior to the 

performance review date to complete a written self assessment, which they will then 
forward to the supervisor one week prior to the performance review meeting.  The 
supervisor will provide written comments on every section in the supervisor’s portion 
of the performance review form.  The employee and supervisor will then meet and 
discuss both the employee’s and supervisor’s comments and finalize the review.  
The employee’s self assessment and supervisor’s section will form the completed 
review, which will be forwarded to human resources for the employee file.  The 
employee will be provided with copies of both sections. 
 

7. Employees not in direct care positions, will be provided with a performance review 
form that outlines the key results areas to provide their written self assessment.  
This will be forwarded to the supervisor, who will add his or her comments. A 
meeting will be held to review the employee self assessment and supervisor 
comments to finalize the review.  General expectations and employee 
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characteristics will be discussed according to a number of core competencies such 
as teamwork, problem solving, and communication to facilitate further dialogue and 
information sharing between the supervisor and the employee The finalized 
performance review form will be forwarded to human resources for the employee 
file.  The employee will be provided with a copy. 

 
 
The performance review process is intended to be participatory and to provide the 
employee with feedback on his or her performance, strengths and areas of 
development.  It is also provides an opportunity to review the current job 
responsibilities and any clarify expectations which will increase awareness and 
facilitate future achievement and success. 

 
 
8. The employee performance review will explore stated employee goals from the 

previous review, if applicable, and also highlight a maximum of three new goals. 
When reviewing previous goals the employee will assess if he or she selected 
appropriate and achievable goals. The supervisor will assess what the service or the 
agency offered to help support the employee with goal achievement. A similar 
process will occur for the newly stated goals but in the present and future tense. 

 
9. Interest in talent development opportunities will be identified by supervisors and 

staff.  Staff who identify advancement as a personal goal will be offered 
opportunities to develop the skills necessary for the position to which they aspire. 

 
10. Employee performance review results are not directly related to compensation. 
 
11. Employee performance reviews will be administered during the month of the 

anniversary of the original date of hire. 
 


