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1.  PURPOSE 
 

The City of Martensville has adopted this policy to ensure all staff members are provided with accurate 
and  appropriate  feedback  regarding  their  performance  within  the  organization.  By  performance 
reviews,  as per  this Policy,  the City of Martensville gains  the opportunity  to  recognize and  reward 
success, offer career planning information, and provide staff with goals and objectives for the coming 
year. 

 
The Policy will support a culture of balanced feedback by setting out the responsibilities of staff 
and  supervisors  and  specifying  the  process  to  ensure  a  consistent  approach  for  assessing 
employee competencies and behaviour against City expectations and standards. 

 
 
2.  SCOPE 
 

The Policy applies to all in‐scope and non‐scope Permanent, Casual, Temporary with a specified 
duration  of  greater  than  four  (4) months,  Temporary with  undefined  duration,  and  Seasonal 
employees. 

 
The Policy does not apply  to Temporary or Casual Employees with specified Terms of  four  (4) 
months or less. 

 
 
3.  DEFINITIONS 
 

Supervisor – Any person who is responsible, directly or indirectly, for assigning, monitoring, and 
regulating the work of another City employee. 

 
Direct Supervisor – The  first‐level Supervisor.   The person who  is  immediately  responsible  for 
assigning and assessing the day‐to‐day work of an employee.   

 
This position is often in‐scope but may be non‐scope depending on the department’s reporting 
structure. 

 
Indirect  Supervisor  – The  person who  is  immediately  responsible  for  a Direct  Supervisor  and 
maintains responsibility for the Direct Supervisor’s workers in a somewhat more distant capacity. 

 
This position is typically non‐scope but may be in‐scope depending on the department’s reporting 
structure. 

 
Employee – Any person who is employed by the City of Martensville. 
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Department  Head  –  Often  a  Director  role,  the  senior‐most  leadership  position  within  each 
department or functional line of reporting.   

 
Performance  Review  –  A  formal  assessment  in  which  a  Supervisor  evaluates  an  Employee’s 
capabilities  and  behaviours,  offers  feedback,  and  sets  goals  for  future  performance  based  on 
priorities and expectations established by City Council and Senior Leadership. 

 
 
4.  RESPONSIBILITIES 
 

All Staff: 

 All staff will treat all other parties to this Policy in a fair, respectful, and equitable manner. 
 

Employee: 

 Consult with their Supervisor and seek advice. 

 Self‐assess personal achievements against direction and priorities provided. 

 Seek clarification on job expectations. 

 Seek opportunities and take responsibility for their actions. 

 Participate  in  Performance  Evaluation,  including  completion  of  the  self‐assessment 
portion. 

 Be open to constructive feedback. 
 

Direct Supervisor: 

 Initiate and ensure Employee Performance Reviews are completed  for each Employee 
within their line of authority based on TIMING and FREQUENCY outlined in this Policy. 

 Provide  Employees  with  the  tools,  training,  and  information  they  need  to  succeed 
including  details  of  work  expectations  and  setting  performance  objectives  with 
reasonable timeframes for their achievement on a daily basis. 

 Provide  regular,  timely, and constructive  feedback,  including both positive  recognition 
and underperformance  issues,  in  relation  to  the Employee Performance Review Policy 
and on a day‐to‐day basis.  This Policy does not replace regular coaching and feedback! 

 Where appropriate, in consultation with their leadership team and the Employee, 
develop strategies for performance enhancement. 

 Consult  with  and  keep  their  Direct  Supervisor  or  non‐scope  Manager,  depending  on 
department structure, informed of all Employee Performance Review activity and issues. 
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Indirect Supervisor: 

 Provide  support  to  the  Direct  Supervisor  in  establishing  steps  to  ensure  Employee 
Performance Reviews are completed  for each Employee within  the Direct Supervisor’s 
line of authority based on TIMING and FREQUENCY set out in this Policy. 

 Mentor and coach Direct Supervisor(s) within their line of authority. 

 Consult with  and  keep  their  Direct  Supervisor  informed  of  all  Employee  Performance 
Review activity and issues, depending on department structure. 

 
Department Head: 
Each  Department  Head  is  ultimately  responsible  for  the  timely  completion  of  all  Employee 
Performance Reviews and the success of the Employee Performance Review process within their 
line of authority.  Specific responsibilities include: 

 Provide coaching and mentorship to Supervisors, Direct and Indirect, within their scope.  

 Determine Employee Performance Review schedule to achieve reporting deadlines. 

 Review and approve completed Employee Performance Reviews. 
 

Human Resources: 

 Provide coaching and mentorship to Employees and Supervisors regarding the Employee 
Performance Review Policy and process. 

 In consultation with department leadership, arrange training and development activities 
relating to the Employee Performance Review process and outcomes from it. 

 Place completed Employee Performance Reviews into Employees’ personnel folders. 

 Review, update, and administer this Policy. 
 
 
5.  GUIDELINES and IMPLEMENTATION 
 

This Policy provides opportunities for employees and supervisors to work together in a structured 
way to review performance, identify and describe work expectations, agree on future work goals, 
discuss learning and development needs, recognize achievements, provide feedback, and plan for 
future individual and organizational growth and development. 

Timing and Frequency of Employee Performance Reviews: 

i. Probationary  Employees  –  Probationary  Employees  shall  have  one  (1)  Probationary 
Employee Performance Review (Appendix A) at approximately  the midpoint, and one  (1) 
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prior to completion of the probationary period, as defined by the CUPE local 2582 Collective 
Agreement or non‐scope Letter of Offer. 
 
a. Full‐Time  Probationary  Employees  –  Probationary  Employee  Performance  Reviews 

will take place at approximately weeks nine (9) and fifteen (15) of employment. 
 

b. Less  than Full‐Time Probationary Employees  (e.g. Casual or Part‐Time) – Timing of 
Probationary Performance Reviews will vary and will be measured by “days worked”.  
They will take place at approximately forty‐five (45) and seventy‐five (75) days worked. 

 
Days worked will be measured and can be obtained from Payroll. 

 
ii. Non‐Probationary  Employees  –  Employee  Performance  Reviews  shall  be  completed 

annually (Appendices B & C). 
 
iii. Annual  Reviews  –  Employee  Performance  Reviews will  be  completed  annually  between 

February 1 and March 31, scheduled at the discretion of the Department Head. 
 

All Employee Performance Reviews shall be completed, reviewed, and submitted to Human 
Resources no later than April 30 of the review year. 

Direct Supervisor to Conduct Employee Performance Review: 

  As the person most responsible for planning, assigning, and reviewing the Employee’s day‐to‐day 
activities  the Direct Supervisor, with  support and oversight  from the  Indirect  Supervisor,  their 
leadership team, and Human Resources, shall initiate and deliver Employee Performance Reviews 
to all Employees within their direct line of authority. 

 
 
6.  GENERAL PROCEDURE 
 

 Employees complete Appendix B (worker) or Appendix C (supervisor); provide completed 
self‐assessment to their Direct Supervisor for their review. 

 Direct Supervisor, with support from their Indirect Supervisor and approval from the 
Department Head, to complete Appendix form Employer sections and meet with the 
Employee. 

 Review performance levels against goals and objectives set out during the review period. 

 Discuss self‐ratings. 
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 Discuss the assessments made during the review and identify new goals and objectives that 
will improve performance and assist in the development of the employee. 

 Discuss career planning information and develop a plan for development. 

 Identify actions required to meet new goals and objectives, the time frame that these must 
be completed within, and any new forms of training that will be required. 

 Review recommendations, including newly established goals and objectives. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

COUNCIL ADOPTING RESOLUTION 

Date:  Resolution # 
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EMPLOYEE PERFORMANCE REVIEW FORM – Appendix A (probationary) 

Employee Name: Department: Position: 

Start Date: Date of Last Review: Direct Supervisor: Manager: 

 
INSTRUCTIONS 

The Employee Probationary Performance Review is designed to rate the overall performance of the Employee 
during their probationary period of employment with the City of Martensville. This review lists the criteria 
and competencies against which the Employee is ranked. The City considers these performance factors to be 
critical to the performance of the position. 
 
In the space provided below, please rank the Employee on a scale from one to four, with one representing 
unsatisfactory performance and four representing excellent performance. 

RATING GUIDE Rating 

EXCEEDS EXPECTATIONS:  

Performance is consistently observed, without exception, in all essential areas of responsibility. Superior 
quality in all work. Initiative and self-direction are characteristic. Everyone in contact with the employee 
observes excellence. 

4 

MEETS EXPECTATIONS:  

Performance is at expectation in all essential areas of responsibility, at times may exceed expectations, 
and the quality of work is overall very good. The most important goals are met. Problems or errors are 
reported and corrected quickly. 

3 

NEEDS SOME IMPROVEMENT:  

Performance does not consistently meet expectations in one or more essential areas or one or more critical 
goals are not met. Tasks are significantly late or incomplete, with serious or potentially serious 
consequences. 

2 

DOES NOT MEET EXPECTATIONS:  

Performance is consistently below expectations in essential areas of responsibility or reasonable progress 
toward critical goals are not met. Significant improvement is needed in more than one important area. 
Error rate is high requiring repetition of duty or completion by others. A plan to correct performance, 
including timelines, must be outlined and monitored to measure progress. 

1 
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PERFORMANCE FACTORS Employer 
Rating

1. ATTENDANCE and APPEARANCE 
 Punctual, rarely absent. 
 Properly observes working hours:  Reporting to work, break & lunch start/end times. 
 Provides appropriate notice and seeks approval for absences:  e.g. Sick leave, Vacation, other. 
 Maintains proper appearance – follows Employee Dress Code and other applicable City Policies. 

Comments:   

4 

3 

2 

1 

2. TEAMWORK 
 Gives and welcomes feedback. 
 Contributes to positive team spirit. 
 Supports everyone’s efforts to succeed. 
 Helps resolve conflicts. 

Comments: 

4 

3 

2 

1 

3. PRODUCTIVITY 
 Efficient and effective use of time and resources. 
 Plans, prioritizes, sets goals. 
 Completes assignments. 

Comments: 

4 

3 

2 

1 

4. ETHICS 
 Makes sound decisions. 
 Understands right and wrong. 
 Follows through on commitments. 
 Admits to errors. 

Comments: 

4 

3 

2 

1 

5. SKILL 
 Specific technical capability for the role. 

Comments: 

4 

3 

2 

1 

6. QUALITY OF WORK 
 Completes assigned tasks on or before deadlines. 
 Accurate, attention to detail, thorough completion of assigned tasks. 
 Keeps work area neat; leaves work area clean upon task completion or end of shift. 
 Completes related follow-up, including data entry or paperwork, with attention to detail. 

Comments: 

4 

3 

2 

1 

7. ATTITUDE 
 Polite, friendly, manages stress, optimistic, expresses gratitude. 

 Positive attitude toward work. 

Comments: 

4 

3 

2 

1 
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8. ADAPTABILITY 
 Adjusts to changes, initiates changes, accepts new assignments, willing to learn. 

Comments: 

4 

3 

2 

1 

9. DEPENDABILITY 
 Reliable.  Trustworthy. 
 Degree of supervision required. 
 Willingness to take on responsibilities. 
 Meets commitments. 
 Adheres to established guidelines and rules of the organization. 

Comments: 

4 

3 

2 

1 

10. INITIATIVE 
 Takes appropriate action. 
 Able to contribute, self-starter. 
 Anticipates needs and seeks out additional tasks. 

Comments: 

4 

3 

2 

1 

11. JUDGEMENT 
 Demonstrates sound judgement. 
 Knowledge of policies. 
 Willingness to comply with policies. 

Comments: 

4 

3 

2 

1 

12. SAFETY 
 Works safely at all times. 
 Demonstrates attentiveness to personal safety and the safety of others. 
 Follows Safety procedures and process, including reporting requirements. 
 Maintains a clean, safe, and incident-free work environment. 

Comments: 

4 

3 

2 

1 

SUMMARY AND OVERALL RATING Employer 
Rating

Supervisor’s Comments: 

 

 

4 

3 

2 

1

APPROVALS 

Direct Supervisor:     

Department Head:     

Employee:     
 Signature Date 

Employee signature acknowledges receipt of review and does not necessarily indicate agreement. 
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EMPLOYEE PERFORMANCE REVIEW FORM – Appendix B (worker) 

Employee Name: Department: Position: 

Date of Last Review: Current Review Date: Direct Supervisor: Manager: 

 
FEEDBACK & DEVELOPMENT  (to be completed by Employee) 

What were your top three accomplishments at work in the last year? 

1.  
 

2.  
 

3.  
 

What are your future goals and the timeline to achieve these goals? 
 
 
 
 
Were there any obstacles that prevented you from doing your job? 
 
 
 
 
Are there any personal accomplishments you would like to share? 
 
 
 
 
What professional development or training would you like to see for yourself in the next year? 
 
 
 
 
Please provide any thoughts you may have that could be implemented to improve the workplace: 
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RATING GUIDE Rating 

EXCEPTIONAL: 

 Consistently performs all duties in an exceptional manner. 
 Significantly exceeds expectations with exceptional quality, quantity, and timeliness of 

work. 
 Significantly exceeds all objectives. 
 Always achieves exceptional results well beyond those expected of the position.   

 

Note – usage of this category is highly limited. 

 

5 

EXCEEDS EXPECTATIONS: 

 Consistently exceeds the normal expectations for the position. 
 Exceeds expected criteria for quality, quantity, and timeliness of work. 
 Consistently exceeds goals and objectives. 
 Achieves results beyond those expected for the position. 

 

4 

MEETS ALL EXPECTATIONS: 

 Consistently performs all duties of the position in a fully capable manner. 
 Meets all expected criteria for quality, quantity, and timeliness of work including 

meeting goals and objectives. 
 

3 

MARGINAL or NEW EMPLOYEE:  (not yet meeting all expectations) 

 Performs many duties in a capable manner. 
 Meets some goals and objectives but requires improvement in quality, quantity, or 

timeliness of work to achieve overall satisfactory performance. 
 May require more supervision than expected for assignment. 
 Could be the performance level of those new to a position. 

 

2 

UNSATISFACTORY: 

 Unacceptable performance suggesting lack of willingness and/or ability to perform the 
requirements of the position. 

 Requires excessive supervision. 
 Separation or reassignment is indicated unless performance improves significantly. 

 

1 
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PERFORMANCE FACTORS Self-
Rating 

Employer 
Rating

1. ATTENDANCE, CONDUCT, and APPEARANCE 
 Punctual, rarely absent. 
 Observance of working hours. 
 Maintains proper appearance and conduct – follows Employee Dress Code and other 

applicable City Policies. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

2. KNOWLEDGE 
 Extent of knowledge of procedures. 
 Exhibits necessary job knowledge and technical skills. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

3. ORGANIZATION and PLANNING 
 Uses time effectively. 
 Prioritizes assignments to avoid crises. 
 Keeps work area orderly. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

4. TIME and RESOURCE MANAGEMENT 
 Allocates time and resources effectively.   
 Follows work and related action steps through to completion. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

5. DECISION MAKING and PROBLEM SOLVING 
 Presents and weighs alternatives before making decisions.   
 Consults with their Supervisor and others when appropriate.   
 Anticipates and prevents problems.   
 Generates alternative solutions and selects optimal solution. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

6. ADAPTABILITY / FLEXIBILITY 
 Demonstrates flexibility in responding to change and shifting priorities. 
 Willingly accepts new tasks. 
 Enthusiasm for work. 
 Able to perform with minimum work instructions.  Works independently. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 
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7. DEPENDABILITY 
 Accepts responsibility. 
 Follows through on commitments. 
 Reliable.  Trustworthy. 
 Stays focused under pressure.   
 Adheres to established guidelines and rules of the organization. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

8. INITIATIVE 
 Sees beyond immediate assignments and seeks out additional opportunities.  
 Initiates activities to stay busy and productive when necessary.   
 Demonstrates persistence and resourcefulness. 
 Anticipates needs.   
 Generates new ideas and practices self-development. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

9. SAFETY 
 Works safely at all times. 
 Demonstrates attentiveness to personal safety and the safety of others. 
 Follows Safety procedures and processes, including reporting requirements. 
 Maintains a clean, safe, and incident-free work environment. 

Comments:   

 

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

PERFORMANCE RESULTS Self-
Rating 

Employer 
Rating 

10. QUALITY OF WORK 
 Completes assigned tasks on or before deadlines. 
 Accurate, attention to detail, thorough completion of assigned tasks. 
 Keeps work area neat.  Leaves work area clean upon task completion or end of shift. 
 Completes related follow-up, including data entry or paperwork, with attention to detail. 

Comments: 

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

11. QUANTITY OF WORK 
 Produces an acceptable quantity of work. 
 Completes work assignments on time, as expected. 
 Works at a steady pace. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 
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INTERPERSONAL SKILLS Self-
Rating 

Employer 
Rating

12. SUPERVISION 
 Accepts direction in a positive manner.   
 Compliance with work instructions. 
 Keeps supervisor informed of issues and changes when they arise. 
 Accepts suggestions for work improvements. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

13. TEAMWORK 
 Ability to get along well with others.   
 Enhances department morale. 
 Provides assistance when needed.   
 Helps de-escalate and resolve conflicts. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

14. PUBLIC RELATIONS 
 Effectiveness in dealing with the public. 
 Always pleasant, courteous, and diplomatic with the public.   
 Gives appropriate and accurate information. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

15. INTEGRITY and ACCOUNTABILITY  
 Makes sound decisions that support the City’s direction. 
 Freely admits to errors and takes the necessary steps to rectify the situation. 
 Assumes personal responsibility for the accuracy of actions taken and materials produced. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

SUMMARY AND OVERALL RATING Self-
Rating 

Employer 
Rating

Supervisor’s Comments: 
 

 

 

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

EMPLOYEE FEEDBACK 

Is there anything else you would like to discuss or comment on?  
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REVIEW OF CITY POLICIES 

 
☐ Review of HARASSMENT PREVENTION POLICY (Number: 110/21) 
 
☐ Review of City of Martensville EMPLOYEE CODE OF CONDUCT 
 
☐ Review of any other City Policies (at the Department’s discretion) 
 
 List of Policies Reviewed:   
 
    
 
    
 

 
 

APPROVALS 

Direct Supervisor:     

Department Head:     

Employee:     
 Signature Date 

Employee signature acknowledges receipt of review and does not necessarily indicate agreement. 
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EMPLOYEE PERFORMANCE REVIEW FORM – Appendix C (supervisor) 

Employee Name: Department: Position: 

Date of Last Review: Current Review Date: Direct Supervisor: Manager: 

 
FEEDBACK & DEVELOPMENT  (to be completed by Employee) 

What were your top three accomplishments at work in the last year? 

1.  
 

2.  
 

3.  
 

What are your future goals and the timeline to achieve these goals? 
 
 
 
 
Were there any obstacles that prevented you from doing your job? 
 
 
 
 
Are there any personal accomplishments you would like to share? 
 
 
 
 
What professional development or training would you like to see for yourself in the next year? 
 
 
 
 
Please provide any thoughts you may have that could be implemented to improve the workplace: 
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RATING GUIDE Rating 

EXCEPTIONAL: 

 Consistently performs all duties in an exceptional manner. 
 Significantly exceeds expectations with exceptional quality, quantity, and timeliness of 

work. 
 Significantly exceeds all objectives. 
 Always achieves exceptional results well beyond those expected of the position.   

 

Note – usage of this category is highly limited. 

 

5 

EXCEEDS EXPECTATIONS: 

 Consistently exceeds the normal expectations for the position. 
 Exceeds expected criteria for quality, quantity, and timeliness of work. 
 Consistently exceeds goals and objectives. 
 Achieves results beyond those expected for the position. 

 

4 

MEETS ALL EXPECTATIONS: 

 Consistently performs all duties of the position in a fully capable manner. 
 Meets all expected criteria for quality, quantity, and timeliness of work including 

meeting goals and objectives. 
 

3 

MARGINAL or NEW EMPLOYEE:  (not yet meeting all expectations) 

 Performs many duties in a capable manner. 
 Meets some goals and objectives but requires improvement in quality, quantity, or 

timeliness of work to achieve overall satisfactory performance. 
 May require more supervision than expected for assignment. 
 Could be the performance level of those new to a position. 

 

2 

UNSATISFACTORY: 

 Unacceptable performance suggesting lack of willingness and/or ability to perform the 
requirements of the position. 

 Requires excessive supervision. 
 Separation or reassignment is indicated unless performance improves significantly. 

 

1 
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PERFORMANCE FACTORS Self-
Rating 

Employer 
Rating

1. ATTENDANCE, CONDUCT, and APPEARANCE 
 Punctual, rarely absent. 
 Observance of working hours. 
 Maintains proper appearance and conduct – follows Employee Dress Code and other 

applicable City Policies. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

2. KNOWLEDGE 
 Knowledge of job-based and City Policies and procedures. 
 Exhibits necessary job knowledge and technical skills. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

3. ORGANIZATION and PLANNING 
 Uses time effectively. 
 Effectively prioritizes assignments to avoid crises. 
 Keeps work area orderly. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

4. TIME and RESOURCE MANAGEMENT 
 Allocates time and resources effectively.   
 Follows work and related action steps through to completion. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

5. DECISION MAKING and PROBLEM SOLVING 
 Presents and weighs alternatives before making decisions.   
 Consults with their Supervisor and others when appropriate.   
 Anticipates and prevents problems.   
 Generates alternative solutions and selects optimal solution. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

6. ADAPTABILITY / FLEXIBILITY 
 Demonstrates flexibility in responding to change and shifting priorities. 
 Willingly accepts new tasks. 
 Enthusiasm for work. 
 Able to perform with minimum work instructions.  Works independently. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 
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7. DEPENDABILITY 
 Assignments or commitments are completed when promised – personal & departmental. 
 Discusses concerns but ultimately follows organizational and/or management direction 

(unless legally or ethically wrong). 
 Keeps their manager and/or team updated on tasks, deadlines, problems & successes. 
 Reliable.  Trustworthy. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

8. INITIATIVE 
 Sees beyond immediate assignments and seeks out additional opportunities.  
 Initiates activities to keep themselves and their staff productive when necessary.   
 Demonstrates persistence and resourcefulness. 
 Anticipates needs of their staff and the workplace. 
 Generates new ideas and practices self-development. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

9. SAFETY 
 Is a leader and champion of safety.  Models positive safety behaviours. 
 Recognizes and takes steps to eliminate safety hazards before incidents occur. 
 Ensures themselves and all others are working safely at all times. 
 Follows Safety procedures and processes, including reporting requirements. 
 Maintains a clean, safe, and incident-free work environment. 

Comments:   

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

PERFORMANCE RESULTS Self-
Rating 

Employer 
Rating 

10. QUALITY OF WORK 
 Produces high quality work and has a high level of attention to detail. 
 Notices errors and brings forward concerns. 
 Looks for ways to improve internal processes or practices. 
 Takes action and/or makes suggestions to correct errors. 

Comments: 

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

11. QUANTITY OF WORK 
 Results oriented; they and their workgroup produce an acceptable quantity of work. 
 Sets reasonable goals and objectives for themselves and their staff. 
 Deals well with shifting priorities. 
 Looks for ways to streamline and simplify tasks. 
 Asks questions and seeks clarification in order to successfully meet requirements. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 
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SUPERVISION and INTERPERSONAL SKILLS Self-
Rating 

Employer 
Rating

12. TEAMBUILDING and MORALE 
 Fosters positive morale, both within and between departments. 
 Seeks to gain different perspectives when looking at problems or issues. 
 Anticipates how others will feel and respond to various situations. 
 Acknowledges and responds to others in a manner that shows respect and concern. 
 Offers to help team members and/or work colleagues. Acts as a coach to direct reports. 
 Helps de-escalate and resolve conflicts. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

13. INTEGRITY and ACCOUNTABILITY  
 Makes sound decisions that support the City’s direction. 
 Follows through on verbal and written commitments. 
 Freely admits to errors and takes the necessary steps to rectify the situation. 
 Assumes personal responsibility for the accuracy of actions taken and materials produced. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

14. TRUST, RESPECT, and PROFESSIONALISM 
 Accepts direction and suggestions for work improvements in a positive manner.   
 Listens to other people’s concerns, opinions, or suggestions. 
 Keeps confidential information secure. 
 Is forthright and honest in communications. 
 Always pleasant, courteous, and diplomatic with the public.   
 Gives appropriate and accurate information. 

Comments:  

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

SUMMARY AND OVERALL RATING Self-
Rating 

Employer 
Rating

Supervisor’s Comments: 
 
 

 

5 

4 

3 

2 

1 

5 

4 

3 

2 

1 

EMPLOYEE FEEDBACK 

Is there anything else you would like to discuss or comment on?  
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REVIEW OF CITY POLICIES 

 
☐ Review of HARASSMENT PREVENTION POLICY (Number: 110/21) 
 
☐ Review of City of Martensville EMPLOYEE CODE OF CONDUCT 
 
☐ Review of any other City Policies (at the Department’s discretion) 
 
 List of Policies Reviewed:   
 
    
 
    
 

 
 

APPROVALS 

Direct Supervisor:     

Department Head:     

Employee:     
 Signature Date 

Employee signature acknowledges receipt of review and does not necessarily indicate agreement. 

 
 


