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Employee Name:

________________________________________

Job Title:


________________________________________



Division/Department:
________________________________________

Date of Last Performance Review:

_______________

Performance Period Covered by this Review:
From:
________________

To:
________________

Guidelines:
1. Performance Appraisals (PA’s) are conducted once per calendar year (unless being used for progression) and are used to identify an employee’s strengths as well as areas for improvement.

2. PA’s provide resource-planning information by identifying existing skills as well as any training and development required.

3. Mutually agreed upon objectives should be set at the beginning of the year.  These constitute the key result areas (KRA’s) or appraisal criteria to be used at the year’s end.

4. The employee’s supervisor should arrange the PA meeting a minimum of one week before to allow the employee to prepare for this discussion.

5. The employee’s supervisor may wish to have the employee rate him or herself prior to the meeting to facilitate discussion.

6. The employee’s supervisor may wish to ask the employee to provide three (3) co-worker references to assist in the evaluation process (360-feedback method).  If utilized, the information received must be treated confidentially.

7. Performance appraisal meetings should be conducted in a private location, free from interruptions, and given appropriate time to allow for open and detailed conversation.

Overall Employee Ratings

Areas of Competence

Areas of competence are those areas where employees demonstrate specified behaviours that reflect NTPC’s philosophy, objectives and values.  Every employee will be rated on the CORE areas of competence and associated behavioural dimensions.  Managers and employees in designated leadership positions will be rated on the specific managerial/leadership behaviours, in addition to the CORE requirements.  Additional behavioural dimensions may be added as appropriate.

For this section of the appraisal form, consider how well the individual exhibits the behaviours required for this competency.  Use the following rating scale for your evaluation.

Key Result Areas (KRA’s)

The KRA’s will be set at the beginning of the year. The employee’s targets and objectives should be clearly laid out prior to the completion of the assessment so the next year’s potential performance can be discussed while considering this year’s actual performance. The employee’s direct supervisor shall be responsible for entering this into the form or provide the information on a separate document.

Rating Scale:
E
= 
Exceptional


N
= 
Needs Improvement



A 
= 
Above Average

U 
= 
Unsatisfactory



FF 
= 
Fully Functional

NA 
= 
Not Applicable
Scoring Competencies & Key Result Areas Table:

	Rating Scale
	
	Score

	       E
= 
Exceptional
	Employee requires minimal supervision and direction while accomplishing improvements beyond those requested. Employee clearly and consistently exceeds the performance expectations required by the job.  Performance is characterized by unusually high quality and quantity of work and proficiency in job-related skills.
	5

	       A 
= 
Above Average
	Employee requires less supervision than would be expected for the position and present experience level.  Performance is characterized by high quality and quantity of work.  Employee uses job-related skills in a manner that generates more than expected results.
	4

	       FF 
= 
Fully Functional
	Employee meets performance expectations.  Quality and quantity of work are at expected levels.  Employee demonstrates the required skills to effectively complete all required tasks and assignments. Employee requires a degree of supervision that would typically be expected for the position and present experience level.
	3

	       N
= 
Needs Improvement
	Employee is performing acceptably but could use improvement in some areas.  Employee needs additional training or experience to reach satisfactory performance.
	2

	       U 
= 
Unsatisfactory
	Employee is not performing acceptably.  Employee fails to accomplish assigned tasks and/or uses job-related skills in an inadequate manner.  This rating should be considered as a warning and if improvement is not forthcoming, demotion or termination will result.
	1

	      NA
= 
Not Applicable
	
	Not Applicable


	Area of

Competence
	Performance Expectations
	Rating
	Behavioural Feedback

	Safety

· Compliance with all corporate rules and policies;

· Promotion of safety program;
· Re-enforcing safety with subordinates and co-workers;

· Development of NTPC’s safety program to better ensure safety for all.
	· Demonstrates safety accountability by actively participating in the Corporation’s Safety Accountability Program.

· CORE Behaviours:

· Support of Safety & Safety related initiatives as the Corporation’s number one objective.

· Staff attend required number of safety meetings.

· Required number of staff/field visits completed.


	
	

	Communication Skills

· Ability to communicate effectively verbally and in writing;

· Facilitates two way communication;

· Deals with complaints and sensitive issues with tact and diplomacy.
	· CORE Behaviours:

· Demonstrates common sense, tact and courtesy in all dealings with others;

· Demonstrates an ability to communicate clearly with different organizational constituents;

· Demonstrates an ability to convey information in a concise, timely fashion without loss of important detail;

· Delivers timely and direct feedback, which contributes to ongoing staff development.


	
	


	Area of

Competence
	Performance Expectations
	Rating
	Behavioural Feedback

	Adaptability

· Flexible;

· Willingness to offer and seek assistance;

· Willingness to assume additional responsibility in response to organizational demands.
	· CORE Behaviours:

· Demonstrates flexibility and a ability to compromise;

· Keeps the organization’s priorities in perspective even under pressure;

· Demonstrates a willingness to take on additional responsibility and work as required;

· Knows when to offer and ask for help.
	
	

	Problem Solving & Innovation

· Continuous improvement orientation;

· Ability to develop innovative and creative solutions to problems;

· A willingness to try new approaches and techniques;

· The initiative to create or propose alternative methods.
	· CORE Behaviours:

· Develops effective solutions to problems, bearing in mind organizational constraints;

· Is open to new ideas; demonstrates a willingness to try new approaches or methods;

· Continuously searches for ways to improve own and organization’s performance;

· Encourages creativity, innovation and adaptability in others;

· Anticipates short and long term impact of decisions.
	
	


	Area of

Competence
	Performance Expectations
	Rating
	Behavioural Feedback

	Knowledge
· Understanding own area of responsibility / expertise;

· Willingness to learn new developments within scope of responsibility and establish a suitable level of expertise;

· Willingness to search out expertise in others;

· Ability to make timely decisions based on the information available. 
	· CORE Behaviours:

· Is knowledgeable about own area of expertise / responsibility;

· Demonstrates initiative to learn about new developments related to area of expertise / responsibility;

· Demonstrates initiative to gain information not related to current area of expertise / responsibility but of importance to the organization;

· Keeps informed about the organization and its policies, and shares such information and knowledge with others.
	
	

	Supervisory Skills

· Effectively manages and responds to, staff issues;

· Define goals and objectives for subordinate staff;

· Achieve own goals and objectives by enabling subordinates to succeed;
· Demonstrate an ability to delegate tasks and monitor progress effectively.

· Maintain up to date administrative documents ie job descriptions, succession and development plans etc.
	· CORE Behaviours:

· Identifies, understands and responds appropriately to staff issues and concerns;

· Understands the division’s / department’s capabilities to deliver on customer (internal and external) needs and commitments;

· Clearly defines, articulates and communicates to staff standards of quality and performance, and expected results.

· Completes annual performance assessments thoroughly and on time.
	
	


	Area of

Competence
	Performance Expectations
	Rating
	Behavioural Feedback

	Team Work
· Genuine respect of others;

· Keeping the best interests of NTPC in mind;

· Open to others requirements and opinions;

· Fostering of team environment within and outside work group;

· Taking responsibility and accountability for actions and/or results;

· Willingness to put others requirements first;

· Willingness to ask others for assistance when needed. 
	· CORE Behaviours:

· Demonstrates respect for others and their business needs;

· Creates a team culture that encourages ownership of team goals;

· Proactively shares appropriate information and own expertise with others to enable them to accomplish group goals;

· Motivates other team members to do their best to contribute to organizational success;

· Keeps objectives that are related to company wide priorities at the top of one’s own priorities & the priorities of team members.


	
	

	Delivers Results

· Add value to the organization;

· Strive to understand customer’s needs;

· Working to remove barriers;

· Regularly monitor service levels and take appropriate actions to maintain or improve upon service.
	· CORE Behaviours:

· Clearly defines objectives and holds self and others accountable;

· Demonstrates a passion for exceeding expectations and taking ownership of new challenges;

· Sets challenging but achievable goals for self and others;

· Consciously models decisiveness and encourages it in others.
	
	


	Area of

Competence
	Performance Expectations
	Rating
	Behavioural Feedback

	Leadership

· Ability to coach and mentor staff;

· Provide regular feedback and reinforce positive behaviour 

· Develop employee’s ability to contribute in team setting;
· Recognize staff strengths and weaknesses and provide opportunities for development.


	· CORE Behaviours:

· Communicates purpose and direction;

· Communicating and behaving according to values;

· Listening and showing enthusiasm for people;

· Instilling in people the belief they are powerful;

· Being consistent in the face of adversity;

· Planning and leading change;

· Developing other leaders in the organization.
	
	

	Planning & Organization Skills
· Effectiveness in managing time, priorities and planning work. 

· Complete strategic initiatives within committed timeframe.

· Anticipate the requirements of the group and plan accordingly.
	· CORE Behaviours:

· Follows through on specific projects until completion, adhering to agreed upon timelines;

· Demonstrates the ability to set priorities when faced with competing or conflicting demands and varying conditions;

· Maintains appropriate degree of perspective, even under pressure;

· Acts as a role model for others in the ability to set priorities when faced with conflicting demands.
	
	


Key Result Areas (KRA’s)

	Key Result Areas

Choose 4 Strategic Plan Components &  
2 Projects (if possible)
	Specific Objectives

Related to Key

Results Area
	Results Achieved


	Factors Affecting

Performance
	Rating

	Employee Excellence:

· Emphasizes safety first;
· Empowers employees to make appropriate decisions and drive innovation;

· Provides clear roles and responsibilities to subordinates;

· Promotes career development;

· Creates a positive & healthy team environment;

· Encourages open dialogue;
· Enables a culture of continuous improvement.
	
	
	
	

	Operational Excellence:

· Demonstrates efficient and effective planning;

· Facilitates interdivisional coordination;

· Adopts best practices;

· Emphasizes environmental performance;

· Ensures legislative compliance;
· Manages risks effectively;

· Benchmarks against leading utilities.
	
	
	
	


Key Result Areas (KRA’s)

	Key Result Areas

Choose 4 Strategic Plan Components &  
2 Projects (if possible)
	Specific Objectives

Related to Key

Results Area
	Results Achieved


	Factors Affecting

Performance
	Rating

	Customer Service Excellence:

· Communicates effectively with external and internal customers;

· Delivers on commitments made;

· Promotes the NTPC brand in public forums;

· Manages customer issues such that they are not elevated to higher levels;

· Works to improve customer processes;

· Demonstrates commitment to public safety;
	
	
	
	

	Financial Excellence:

· Demonstrates fiscal responsibility;

· Develops and manages budgets effectively;

· Utilizes resources efficiently to ensure value;

· Demonstrates shrewd negotiation skills;

· Strives for best financial practices in work processes;
· Projects within scope, schedule and budget.
	
	
	
	


	Key Result Areas

Choose 4 Strategic Plan Components &  
2 Projects (if possible)
	Specific Objectives

Related to Key

Results Area
	Results Achieved


	Factors Affecting

Performance
	Rating

	Project:


	
	
	
	

	Project:


	
	
	
	


Scoring Summary

	Competencies & Key Result Areas 
	Performance Rating
	Score
	Maximum Score

Achievable

(Column B)

	Safety
	
	
	5

	Communication Skills
	
	
	5

	Adaptability
	
	
	5

	Problem Solving & Innovation
	
	
	5

	Knowledge
	
	
	5

	Supervisory Skills (if applicable)
	
	
	5 or NA

	Teamwork
	
	
	5

	Delivers Results
	
	
	5

	Leadership
	
	
	5

	Organization Skills
	
	
	5

	Employee Excellence
	
	
	5

	Operational Excellence
	
	
	5

	Customer Service Excellence
	
	
	5

	Financial Excellence
	
	
	5

	
	
	
	

	
	
	
	

	GRAND TOTALS
	
	70 or 65

	AVERAGE SCORE (of All Individual Scores)
	

	OVERALL RATING ASSESSMENT
	


Upcoming Key Result Areas (KRA’s)

The next part of the PA is to be completed by the supervisor at the time of the performance appraisal.  These KRA’s will become the criteria for the following year’s  PA.

	 Upcoming Key Result Areas

(Choose Strategic Plan Components, Job Description Duties,
 Projects, or Performance Development Objectives)
	Specific Objectives Related to Key Result Areas

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	


	Comments/Objectives/Improvement Opportunities for Employee & Company/Training Requested (Supervisor / Employee)



Employee Signature:
______________________________________________________
Date:
__________________________________

Review Completed By:
______________________________________________________
Date:
__________________________________

Approved:

______________________________________________________
Date:
__________________________________






       
Manager of Human Resources
Approved:

______________________________________________________
Date:
__________________________________








President
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