Administrative

Procedure 400.304 Performance Review

September 2023

Background

Prairie Land Public School Division is committed to providing each employee with an
annual performance review to allow the supervisor and employee to discuss
accomplishments from the prior year, and to set goals for the upcoming year. This is
intended to be an opportunity for on—going feedback.

All employees will have an annual performance review with their supervisor. Employees
who have been placed on an improvement program as a result of a previous appraisal
may receive an appraisal more frequently as determined by their immediate supervisor.

The review process is a participatory one in which the employee and supervisor provide
input and assessment of the work carried out.

There may be positions for which input from other colleagues or supervisors will be
requested.

Procedures

1. Performance review forms are available from the employee’s immediate supervisor.

2. Once completed, the employee and supervisor will sign the completed appraisal,
acknowledging that the review has taken place.

3. The appraisal is then forwarded to the Superintendent to be filed in the employee’s
Human Resources File and a copy is provided to the employee.

4. The immediate supervisor and the Superintendent are required to sign the final
copy of a performance review.

5. Movement throughout the salary scale will be based on a satisfactory performance
review.
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