Administrative Employee Appraisals and Professional
Procedure 400.103 Growth Plans

September 2023

Background

The evaluation of employees is an important and necessary process to ensure
continued growth for the system and for the employee. The appraisal procedure is an
opportunity to further the goals of the Division and is a powerful tool for motivating and
encouraging employees to be productive contributors.

The performance of all employees in the Division shall be reviewed on a regular basis.
This appraisal process is to be administered by Division personnel in supervisory
positions.

Procedures

1.

The primary purposes of the appraisal process shall be to:
1.1 Improve performance.

1.2 Increase communication.

1.3 Establish clear expectations.

1.4 Reinforce good performance.

1.5 Foster a spirit of co—operation and teamwork.

2. The process will serve as one factor in making decisions regarding the following
matters:

2.1 Ensuring that goals are met.
2.2 Promotion.

2.3 Tenure.

2.4 Termination.

3. All employees are to be appraised annually, with the exception of those in short
term temporary positions.

4. Appraisals shall be completed by Division supervisory personnel, except in cases
where the Superintendent deems it desirable to seek expertise from outside the
system.

5. Each department will establish an appeal process that aligns with the values and
goals of Prairie Land Public School Division and is approved by the Superintendent.

6. This appeal process will be made available to the employee, following the formal
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written appraisal report.

7. The collected information or data will be provided to the employee in advance and
will reasonably reflect the criteria for the appraisal.

Employees will receive reasonable notice of the time of the appraisal.

All appraisals must be in writing and the written report should be provided to the
employee, which will be discussed with the individual and placed in the employee’s
Human Resources File.

10. Reports that reflect areas for improvement will be accompanied by specific
suggestions that might be utilized in addressing the issue(s).

11. Some reports may require frequent follow—up by the supervisor, without waiting for
the annual cycle.

12. Employees’ Human Resources Files will be securely stored in the Division Central
Office and on the secure eDocs system, accessible only to the employee and
appropriate supervisory personnel. Access may be granted to additional personnel
as necessary, with strict adherence to confidentiality protocols. Access to these files
will be restricted during termination considerations.

13. The appraisal process does not preclude on—going opportunities for supervisors to
make observations, to provide feedback and to share this information in writing with
the employee.

14. The appraisal cycle will be:

EMPLOYEE WHO APPRAISES HOW OFTEN
Superintendent Board Annual
Chief Deputy Superintendent Annual
Superintendent
Secretary—Treasurer Superintendent Annual
Director of Plant, HR Superintendent Annual

Administrator, Safety
Coordinator, Family
Resource Worker, Youth
Wellness Worker,
Executive Assistant

Administrative Assistant, | Secretary—Treasurer Annual
Accountant, Accounting
Technician

Network Systems Chief Deputy Annual
Analysts, Career Superintendent
Practitioner
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Maintenance Department [ Director of Plant Annual

Mechanics Transportation Annual
Coordinator

Teachers, School Principal Annual
Secretaries, Educational
Assistants, Librarians,
Foods Worker

Bus Drivers Transportation Coordinator| Annual
Custodians Principal and Director of | Annual
Plant

15. An employee who is dissatisfied with an appraisal shall have recourse through the
following steps:

15.1 A further review with the supervisor, followed by a written statement outlining
any changes the supervisor is prepared to make.

15.2 An appraisal by a different supervisor; (not applicable to the Superintendent).

15.3 An appeal to the Superintendent on the basis of potential improper
procedures, or lack of due process (not applicable to the Superintendent).

16. Appeal procedures must be instituted in writing, within one week of receiving the
report, or statement of change.

17. Supervisors may add relevant information to the employee’s appraisal at any time
and will then be placed in the employee’s Human Resources File.

18. In the case of employees with supervisory responsibilities, the annual appraisal
could form the basis for contract renewal and/or adjustments as per the
Superintendent’s recommendation to the Board.

19. Standard Appraisal forms are included in the Forms Manual? Supervisors may add
to the criteria to address unique aspects of the job.

Approved: September 2016
Reviewed: August 2023
Revised: September 2023
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