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Confidential
Government of Nunavut
Performance Review Form
    Instructions: 
 
         1.          This report is considered  confidential at all times.
 
         2.          The original copy of the completed form is forwarded to the Department of Finance, where it is placed
                  in the employee's personal file.  A copy of the form is given to the employee at the time the employee signs it.  An 
                  additional copy is returned to the employee by the Department of Finance if significant comments are 
                  added.
 
         3.         For more information on how to complete this form please ask your department's Human Resources Coordinator or 
                  your department's Employee Relations Consultant.
    Rating Scale:
 
         5  =  Outstanding (far exceeds expectations)
         4  =  Excellent (exceeds expectations)
         3  =  Good (meets expectations)
         2  =  Fair (falls slightly short of expectations)
         1  =  Poor (falls far short of expectations)
         N  =  Not Applicable  (the factor is not applicable for the position's level/duties)
 
 
    Note:
         
         The above stated "expectations" must be in line with the tasks and the responsibilities mentioned in the job description of 
         the position, and based on the predetermined (and agreed upon) objectives.  For employees who receive a (1-2)  or a (4-5)
         for their performance, the supervisor must explain in the remarks area why the employee has received this rating.
 
 
 
 
 
          Please check (X) for each factor component
 
 
Factor 1: Goal Achievement
N
5
Achieves predetermined or expected goals/objectives
Performs work at desired level of quality
Meets timelines on assigned tasks/objectives
4
1
2
3
Factor 2: Planning and Organizing
N
5
Develops clear plans that are consistent with goals
Identifies & organizes priority activities
Uses time efficiently
4
1
2
3
Factor 3: Teamwork
N
5
Works collaboratively to achieve organizational goals
Solicits & incorporates good ideas from others
Supports & acts in accordance with final group decisions
4
1
2
3
Factor 4: Communication
N
5
Speaks clearly and effectively
Writes clearly and effectively
Interprets messages correctly & responds appropriately
4
1
2
3
Demonstrates openness in sharing information
Factor 5: Client Orientation
N
5
Identifies and understands client needs
Provides timely and quality client services	
Establishes and maintains pleasant relations with clients
4
1
2
3
Factor 6: Professionalism
N
5
Demonstrates professional competence and expertise 
Operates within professional and organizational standards	
Is punctual and has good attendance record
4
1
2
3
Factor 7: Creativity
N
5
Actively seeks to improve methods, programs and services
Offers new and different ideas / options to solve problems
Supports changes and new approaches
4
1
2
3
Factor 8: Commitment to Continuous Learning
N
5
Keeps abreast of new developments in own profession 
Actively seeks professional and personal development
Contributes to the learning of colleagues and subordinates
4
1
2
3
Factor 9: Respect of Diversity
N
5
Works effectively with people from all backgrounds
Treats all people fairly, with respect and in a friendly manner 
Promotes and practices Inuit societal values and principles 
4
1
2
3
N
5
4
1
2
3
Makes decisions based on merit / demerit of alternatives
Analyses information and assumptions objectively 
Identifies key issues and root problems 
Factor 10: Judgement / Decision Making
Factors 11 and 12 are most applicable to employees in supervisory positions 
Factor 11: Leadership
N
5
Demonstrates understanding of goals and current issues
Provides direction and environment for achieving goals 
Reacts with calm and certainty in difficult situations 
4
1
2
3
Factor 12: Managing Performance
N
5
Ensures clarity of roles and responsibilities to staff members
Delegates and monitors staff performance appropriately 
Provides regular performance feedback and coaching to staff
4
1
2
3
Position No.
Position Title
Name of Incumbent
Performance Review Completed  
for Current Fiscal Year
Factor 13 is most applicable to employees in positions of financial responsibility
Factor 13: Financial Management
N
5
Maintains and documents an accurate account of finances
Processed documentation is correct and properly allocated
Ability to plan and budget finances allocated 
4
1
2
3
General Comments by Supervisor
Comments / Feedback by Employee
I have read and discussed this performance review with my supervisor and
Other Comments
Employee Signature
Date
Supervisor Signature
Date
Next Level Manager Signature
Date
8.0.1291.1.339988.308172
	PrintButton1: 
	TextField1: 
	DropDownList1: 
	DateTimeField1: 
	: 
	TextField2: 
	Remarks4: 
	Remarks5: 
	Remarks6: 
	Remarks7: 
	Remarks8: 
	Remarks9: 
	Remarks10: 
	Remarks11: 
	PosNoField: 
	PosTitleField: 
	IncumbentField: 
	Yes_No_List: 
	Use this button to delete this row if you do not need it.: 
	Remarks12: 
	Do you need another row? Use this button to add one.: 
	Remarks13: 
	SuperComments: 
	EEComments: 
	OtherComments: 
	TextField3: 



