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	Performance Agreement
	Protected B 
(once completed)

	
	
	




Parks Canada is now using the Public Service Management Application (PSPM application) as its formal performance management tool. All employees must use it to complete their performance agreements. If you do not have network access, you may use this form as a tool to record your performance agreement. Once you are able, please ensure that the information is recorded in the PSPM Application and signed-off.


	SECTION A – Personal Information

	Surname and given name of employee
	Job title
	Group and level
	Employment status of employee
	Period covered

	[bookmark: _GoBack]     
	     
	     
	☐  Indeterminate
☐  Term
	☐  Interim
☐  Assignment
	☐  Other 
           
	     

	Surname and given name of manager/supervisor
	Business unit
	Official languages

	     
	     
	First official language 
	Linguistic profile of bilingual position (if applicable)
	The employee meets the requirements of his or her position

	
	
	☐  French    ☐  English
	     
	☐  Yes               ☐  No



	SECTION B : Work Objectives – Employee’s Contribution to Business Priorities

	Beginning of the Performance Management Cycle
	Mid-Year Review
	Year-End Assessment Results Achieved 
(to be completed by the manager/supervisor)

	Agency or Business Unit Priorities
	Employee Work Objectives
	Performance Indicator or Standard
	
	

	[bookmark: Text6]     
	[bookmark: Text7]     
	[bookmark: Text8]     
	|_| On track to meet expectations
|_| Need for improvement
|_| Work objective no longer required
|_| N/A
	[bookmark: Text9]     

	     
	     
	     
	|_| On track to meet expectations
|_| Need for improvement
|_| Work objective no longer required
|_| N/A
	     

	     
	     
	     
	|_| On track to meet expectations
|_| Need for improvement
|_| Work objective no longer required
|_| N/A
	     

	     
	     
	     
	|_| On track to meet expectations
|_| Need for improvement
|_| Work objective no longer required
|_| N/A
	     

	     
	     
	     
	|_| On track to meet expectations
|_| Need for improvement
|_| Work objective no longer required
|_| N/A
	     

	     
	     
	     
	|_| On track to meet expectations
|_| Need for improvement
|_| Work objective no longer required
|_| N/A
	     

	Comments – Manager
	Comments – Employee

	     
	     

	Work Objectives Rating Descriptions and Assignment of Rating

	Surpassed
	Succeeded + (plus)
	Succeeded
	Succeeded – (minus)
	Did not Meet

	     
	     
	     
	     
	     

	Performance is outstanding.
The employee makes an exceptional contribution to strategic organizational goals and objectives and consistently surpasses position requirements.
The employee consistently delivers results that provide exceptional value to the team, stakeholders and the department.
(Note: When overall performance is at this level, the employee must be offered a talent management plan.)
	Performance exceeds expectations and consistently generates strong results above those required of the position.
The employee makes a significant contribution toward the achievement of organizational goals and objectives.
	Performance fully meets all expectations. 
The employee has effectively achieved all of his or her work objectives. The employee makes a positive contribution toward the achievement of organizational goals and objectives.
	Performance meets some but not all expectations.
The employee demonstrates the potential and motivation to achieve his or her work objectives; however, occasional lapses have been observed during the performance management cycle. 
Performance results indicate a need for improvement or development in some areas.
	Performance did not meet expectations.
Performance results were well below expected performance indicators or standards defined for the work objectives and/or hampered the achievement of organizational goals and objectives. Timely and significant improvement is required.
(Note: When performance is at this level for work objectives or core competencies, an action plan is required.)






	SECTION C – Competencies

	
	Competencies
(expected behaviours)
	Mid-Year Review
	Year-End Assessment Competencies Demonstrated
(to be completed by the manager/supervisor)

	Core Competencies
	Demonstrating integrity and respect
	[bookmark: Check3]|_| On track to meet expectations
|_| Need for improvement
	[bookmark: Text13]     

	
	Thinking things through
	|_| On track to meet expectations
|_| Need for improvement
	     

	
	Working efficiently with others 
	|_| On track to meet expectations
|_| Need for improvement
	     

	
	Showing initiative and being action-oriented 
	|_| On track to meet expectations
|_| Need for improvement
	     

	Functional Competencies
	[optional]
Determined by the manager/supervisor or organization (if deemed necessary).
Will not be rolled up in the overall year-end rating.
[bookmark: Text14]     
	Technical Competencies
	[optional]
Determined by the manager/supervisor or organization (if deemed necessary).
Will not be rolled up in the overall year-end rating.
     

	Comments – Manager
	Comments – Employee

	     
	     

	Core Competencies Rating Descriptions and Assignment of Rating

	Surpassed
	Succeeded + (plus)
	Succeeded
	Succeeded – (minus)
	Did Not Meet

	     
	     
	     
	     
	     

	The employee consistently demonstrated effective behaviours in a broad range of situations including in those which were new and/or very challenging.
(Note: When overall performance is at this level, the employee must be offered a talent management plan.)
	The employee consistently demonstrated effective behaviours in a variety of situations including some situations which were new and/or challenging.
	The employee consistently demonstrated effective behaviours in typical day-to-day situations.
	The employee has shown inconsistencies in the demonstration of effective behaviours in typical day-to-day situations.
	The employee rarely or never demonstrated effective behaviours.
(Note: When performance is at this level for core competencies or work objectives, an action plan is required.)





	SECTION D – Signatures   

	Beginning of the Assessment Period

	Manager/supervisor: The employee and I have discussed the content of this performance agreement, including the commitments regarding the work objectives and the competencies (expected behaviours), and the learning and development plan. |_| Yes |_| No

	Employee: My manager/supervisor and I have discussed the content of this performance agreement, including the commitments regarding the work objectives and the competencies (expected behaviours), and the learning and development plan. |_| Yes |_| No
(Note: This statement indicates that the process has taken place; it does not indicate agreement on the content.)

[bookmark: Check2]Employee: I have read the Parks Canada Values and Ethics Code, the Policy on Conflict of Interest and Post-Employment, and our organizational code of conduct, and understand that I am required to comply with these terms and conditions of employment. |_| Yes |_| No


	Comments :      
	Comments :      

	
	

	
	

	Manager/Supervisor
	
	Date



	
	

	
	

	Employee

	
	Date




	
	

	Mid-Year Review Period

	Manager/supervisor: The employee and I have discussed the employee’s progress against the work objectives, the competencies (expected behaviours), and the learning and development plan, and have made updates to reflect any changes where applicable. |_| Yes |_| No
	Employee: My manager/supervisor and I have discussed my progress against the work objectives, the competencies (expected behaviours), and the learning and development plan, and have made updates to reflect any changes where applicable. |_| Yes |_| No
(Note: This statement indicates that the process has taken place; it does not indicate agreement on the content.)


	Comments :      
	Comments :      

		

	
	

	Manager/Supervisor
	
	Date



		

	
	

	Employee

	
	Date




	

	Year-End Assessment Period (The grid on the following page must be used to assign the overall performance rating.)

	Surpassed
	Succeeded + (plus)
	Succeeded
	Succeeded – (minus)
	Did Not Meet
	Unable to Assess

	     
	     
	     
	     
	     
	     

	Performance is outstanding. 
The employee makes an exceptional contribution to strategic organizational goals and objectives and consistently surpasses position requirements. The employee consistently delivers results that provide exceptional value to the team, stakeholders and the department.
	Performance exceeds expectations and consistently generates strong results above those required of the position. The employee makes a significant contribution toward the achievement of organizational goals and objectives.
	Performance fully meets all expectations. 
The employee has effectively achieved all of his or her work objectives. The employee makes a positive contribution toward the achievement of organizational goals and objectives.
	Performance meets some but not all expectations. 
The employee demonstrates the potential and motivation to achieve his or her work objectives; however, occasional lapses have been observed during the performance management cycle. 
Performance results indicate a need for improvement or development in some areas.
	Performance did not meet expectations.
Performance results were well below expected performance indicators or standards defined for the work objectives and/or hampered the achievement of organizational goals and objectives. Timely and significant improvement is required.
	If unable to assess, specify reason:
|_| Retired
|_| Extended leave
|_| Training 
|_| Left the core public administration 
|_| Other (specify): 
_____________________

	Manager/supervisor: The employee and I have discussed the content of this performance agreement, including the assessment against the work objectives and the competencies (expected behaviours). |_| Yes |_| No

	Employee: My manager/supervisor and I have discussed the content of this performance agreement, including the assessment against the work objectives and the competencies (expected behaviours). |_| Yes |_| No
(Note: This statement indicates that the process has taken place; it does not indicate agreement on the content.)


	Comments :      
	Comments :      

	
	

	
	

	Manager/Supervisor
	
	Date



	
	

	
	

	Employee

	
	Date









[image: ]
[bookmark: Appendix]Assigning an Overall Performance Rating
At year-end, managers/supervisors assess performance and determine ratings. Following a conversation with each employee, they assign one rating for work objectives and another for the core competencies. They then document the rating in the performance agreement.
The ratings for work objectives and core competencies combined generate an overall performance rating, based on the following grid. The overall rating appears in the box where the work objectives rating on the vertical axis meets the core competencies rating on the horizontal axis.

The rating descriptions and examples for work objectives and core competencies will give managers/supervisors and employees a better idea of what the ratings mean.
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