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1.  PLANNING – DEFINING EXPECTATIONS 2. MONITORING PERFORMANCE 3. MANAGING PERFORMANCE

INFORMAL PERFORMANCE 
ASSESSMENTS
Continuous feedback 
throughout the year
Review/discuss targets and 
training activities

Review NEA/Letter
File on Employee Profile

Submit to Payroll for processing

End

Letter confirming Annual Performance Ratings and 
Management Action

[Submit copy to OPSC with NEA where 
remuneration rewarded]

Recognition/
Reward
Leadership/
Talent 
Development

Recognition
Staff Award

Performance 
Improvement 
Plan (PIP)

Exemplary 
performance

Performance 
Meets 

Expectations

Performance 
Below 

Expectations
Set  performance targets and measures 
linked to Agency Business Plan

 Assess competencies & 
professional development

 Assess Agency needs
 Reaffirm Agency values & conduct 

expected
 Agree training & Development 

needs

Professional Development Plan 
(PDP)

Performance Appraisal (PA)
Development Plan (DP)

Update PDP

Employer/
Employee agree & 

sign

Mid-Year Progress Review
 Review Progress challenges 

and risks
 Impact of training provided
 Review targets (adjust If 

required)
 Rate Performance & Conduct 

(of employee then overall)

Professional Development Plan (PDP)
Self Review and 

Rating of Performance and Conduct
Discuss and agree mid-year ratings

Update PDP

Employer/
Employee agree 

& sign

Management Action

Annual Performance 
Appraisal
 Rate Performance and 

conduct
 Provide Evidence
 Discuss and agree final 

ratings

Employer/
Employee agree 

& sign

Professional Development Plan 
(PDP)

Self Review and 
Rating of Performance and conduct

Discuss and agree annual  ratings
Update PDP
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