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MINDEN HNLLS

Policy # 28 - HR

Procedures for Conducting Employee Performance Appraisals

August 31 , 2017-A
May 25, 2017-A

February 26, 2015-A
September 29, 2011-A

August 28, 2003-A
August 29, 2001

Definitions and Interprpt*tion Rules

Wherever a word is used in this Policy with its first letter capitalized, the term is
being used as it is defined in this section. Where any word appears in ordinary case,
its regularly applied meaning in the English Ianguage is intended. Defined terms
may be used throughout this policy in different grammatical contexts.

"Council" shall mean the members elected as the legislative body of the Township of
Minden Hills Council.

"Department Head" shall mean members of the Senior Management Team.

l "Employee" shall mean Full-Time employees, as well as Volunteer Firefighters,
Seasonal, Temporary and Part-Time positions held for a period of one (1) year or
longer.

?Performance Appraisal" shall mean to include a "wellness check", as it relates to
employee job satisfaction, growth, participation, training, etc.

?Personnel Committee" shall mean a committee appointed by Council.

"Township" shall mean the Corporation of the Township of Minden Hills.

Purpose

The purpose of this policy is to establish the procedures for conducting Employee
Performance Appraisals.

General

The Township of Minden Hills is committed to building a skilled, knowledgeable,
collaborative and respectful organization that thrives on innovation and quality customer
service. The Township is also committed to supporting the growth and development of
employees through effective performance management.
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The Township's performance management process is designed to align employee
performance with Township and departmental goals and objectives. It is further
intended to provide a positive developmental approach that will help the employee set
and achieve desirable performance standards and attributes for his/her job within the
overall organizational goals, policies, and obligations established by Council; and to
identify areas where training could be beneficial.

?

Council (through the Personnel Committee), the CAO and each Department Head will
evaluate the position descriptions and the performance of those employees under their
direct supervision. In addition to those conducted during probationary periods,
evaluations will be conducted for all employees of Minden Hills, including those in
seasonal, temporary and part-time positions held for a period of one (1 ) year or longer.

Guiding Principles

a. Position Descriptions
The CAO will ensure the annual review of position descriptions of all employees,
as part of the annual performance review process. This will be a collaborative
endeavour that includes the CAO, department heads and the current
employee(s) holding the respective position.

Department Heads will be responsible for the review of position descriptions for
those employees under their direct supervision, and will advise the CAO of any
changes or issues, including the requirement for a pay equity maintenance
reVIeW.

The CAO will review Department Head position descriptions and will advise
Council, through the Personnel Committee, of any changes or issues, including
the requirement for a pay equity maintenance review.

b. Performance Appr*iralsr-t p P l &l l %? l

All employee performance appraisals shall be conducted on prescribed
forms, as amended and approved by the CAO from time to time. A
separate form will be used for the appraisal of the CAO, as approved by
Council.

a. Through the Personnel Committee, Council members may express any
concerns or provide feedback regarding any employee, so that the CAO is
made aware of this concern/feedback. This is to ensure immediate

attention and direction is given at the time of an incident/occurrence, by or
against any staff member, and not deferred until the end of the year when
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