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[bookmark: _Toc153527711]Introduction
This document is a tool to support leaders in conducting performance reviews that integrate inclusion, diversity, equity, and accessibility principles (IDEA). It provides both instructional content and practical templates for users to apply in the performance review process and is designed to facilitate an IDEA-driven approach to performance reviews. It highlights the important role employers play in supporting and guiding employee performance, emphasizes specific role expectations and assessment criteria, and provides feedback around actionable items. This tool is designed to track an employee’s journey within an organization. Its adaptation promises numerous benefits for both new and existing employees, such as: 
Getting off to a good start with new hires by setting them up for success. This performance review model works in tandem with other 50-30 recruitment and onboarding tools.
Implementing a more structured performance review centered around employee growth and maturation in a role can improve employee satisfaction and harness untapped potential.  

[bookmark: _Toc153527712]How to Use This Document
You can navigate this document using the table of contents and headings. Each section will contain instructions and fillable prompts. If you'd prefer to utilize a blank version of this entire document without instructions, please find it available to download on our website. This document will walk you through:
 
Section 1: Preparing for a Performance Review 

1. Define the role: What does a person need to excel in this position? This section will outline the expectations of the role, define what is needed for an employee to succeed, and describe potential supports, resources, and mentorship available to the employee to foster their growth.
2. Skills assessment: What does the employee bring to the role and what do they need to work on? This section will help you explore the employee’s existing skills and strengths, along with areas for growth. It encourages conversations between manager and employee about employee needs in terms of feedback, check-ins, and oversight.  
3. Goal setting: Where does the employee want to go from here? This section outlines the employee’s professional development goals and desired career trajectory. It’s also used to detail the specific skills and experiences needed to reach desired goals and trajectory. 

Section 2: Performance Reviews

1. Performance review: how is the employee progressing? During a review period, use the template provided in this section to evaluate employee performance in accordance with pre-determined benchmarks, sufficiency or training and supports, and employee progression towards their professional development goals. Consider compiling employees’ performance reviews in this document to track and guide their professional development within your organization.
 
Utilize this template for each employee under your leadership. If multiple employees hold similar roles, expectations and benchmarking may overlap, but individual needs and goals will vary. 

To facilitate effective performance review conversations, employees should have access to this document for their reference. You may choose to use or modify this template according to your needs.

[bookmark: _Toc153527713]Section 1: Preparing for a Performance Review
Use this section to:

Clearly outline the role expectations and duties on a micro and macro level. 
· New hire: this would be organized per first week, months, quarter, etc. Consult the job description (or “Creating the Role Template”, if completed), and work with employee previously in position, if applicable, to glean greater understanding of the role.
· Existing employee: the role may have evolved over time from the job description used for hiring. Work with the employee currently in the role to fill out the information below. 
To fill out the chart, list the essential skills needed to accomplish specific tasks expected in the role, or to be completed between performance reviews. 
List available resources and supports that will/may be required to ensure employee success (e.g., mentors, job shadowing opportunities, internal and external resources, and trainings). 
Note: This information will evolve over time. It should be revisited at performance reviews and/or once a candidate is hired and their skills, knowledge, and training needs are evaluated. 
[bookmark: _Define_the_Role][bookmark: _Toc153527714]Define the Role
Position: Click or tap here to enter text.
	Major areas of responsibility (i.e., the largest percentage of their workload, the most important job(s), and/or most time-consuming responsibilities): 
	Specific tasks the employee does in the role today to fulfill the responsibilities (think micro-level): 
	Essential skills needed to fulfill responsibilities:
	Resources & supports internally and externally:
	Timeline for completion of a task or duty (if applicable):

	1. Building connections within school boards across the country.
	Cold calls/emails
Research boards
Confidently discuss our brand and goals to find alignment.

	Understanding of school systems and boards.  
	Access to existing contact lists.


	20% increase in work within schools by 1 year of starting.

[bookmark: _Toc153527715]Skills Assessment
This section should be discussed with the employee and completed with their input. The completed skills assessment section can then guide performance review conversations and help manager and employee set actionable goals for their career growth. Update this document as needed during subsequent performance reviews. For new hires, this section should be discussed upon their hiring and revisited often. Having knowledge of an employee’s skills and areas for growth as they relate to the position expectations will inform their onboarding needs. 
Use this section to:

Co-identify and list the employee’s strengths and skills as they relate to the expectations of the role outlined in the “Define the Role” section of this document. 
Co-identify and list the employee’s areas for skill growth as they relate to the expectations of the role outlined in the “Define the Role” section of this document. 
Co-identify and list resources and supports needed to ensure employee success in improving upon areas for skill growth. 

	Specific Tasks/Projects
	Skills Needed
	Employee Skill Level (1-4)
	Resources/Training/Supports Needed

	Building connections with school boards.	Understanding of school systems and boards	2: Moderate	Guidance from employee formerly in role.


Legend:
Growth area: Employee has no or very limited knowledge/experience/training with this skill.
Moderate: Employee has some knowledge/experience/training with this skill.
Good: Employee has working knowledge/experience/training with this skill, feels mostly confident in their abilities.
Strong: Employee has extensive knowledge/experience/training with this skill, feels this is a strength area for them.
[bookmark: _Goal_Setting][bookmark: _Toc153527716]Goal Setting	
New hire: this section should be discussed with an employee upon their hiring and revisited often/during their performance reviews. 

Existing employee: work with the employee before their performance review to set them up for success filling this out. This can then guide performance review conversations and help manager and employee track goals progress.

Use this section to co-identify and list:

Employee’s professional development goals and desired career trajectory.
Specific skills and experiences needed to reach desired goals and trajectory. 

Employee Professional Development Goals & Growth Trajectory: 
An employee should use this section in collaboration with their manager to set realistic and achievable professional development goals. These goals should support the employee’s career aspirations and can be amended as needed and after every review period. 

In 1 year, I will (internal growth, achievement of certain experience, attain a certificate, etc.):  Complete beginner French course.

To accomplish this, I need (support, training, mentorship, etc.): 

Financial support of $400 to enroll in local course.
Click or tap here to enter text.
Click or tap here to enter text.

To accomplish this, I will need to develop the following skills (e.g., project management, collaboration, grant writing, etc.): 

Beginner French proficiency.
Click or tap here to enter text.
Click or tap here to enter text.

In 2 years, I will: Click or tap here to enter text.
 

In 3 years, I will:  Click or tap here to enter text.
 
[bookmark: _Toc153527717]
Additional Supports for Facilitating Performance Reviews
As you head into performance reviews, feel free to utilize these resources to help guide your efforts and further your knowledge. 
1. Onboarding Informational Template 
2. Onboarding Checklist *Pay special attention to the suggestion of checking in with employees on how they best receive feedback and support from management. This is useful information to gather for new and existing employees! 
3. IDEA Considerations for Writing Performance Reviews
4. Addressing Biased Language in Performance Reviews
5. Inviting Feedback as a Leader microlearning (??)
6. Inviting Feedback as a Leader: Sample Questions

[bookmark: _Manager_bias_checklist][bookmark: _Toc153527718]Manager bias checklist
This checklist is for managers only to ensure reviews are structured, consistent, and accompanied by actionable feedback. 
☐ Employee goals and position metrics were revisited and considered before writing review.
☐ Each review for similar roles is compared to another to check for biases (i.e., differences in length, details and feedback provided, language used etc.). *To learn more about bias, consult Understanding Inclusive Recruitment eModule.
☐ Feedback is clear, specific and details which positive actions to repeat.
☐ Situation-Behaviour-Impact (SBI) model used when providing feedback. 
☐ When critical constructive feedback is provided, at least one piece of positive reinforcement is also provided. 
☐ Feedback is given with intention and that intention is clear to you and to the employee (i.e., it can be tied back to organizational or personal goals and outcomes).
☐ Language is checked for bias – see “Addressing Language Bias in Performance Reviews” for guidance.



[bookmark: _Toc153527719]Section 2: Performance Review
[bookmark: _Toc153527720]Instructions
This section provides guidance on conducting an employee performance review. Evaluation metrics are organized into a “STARS” response: 
	SITUATION:
	Project, skill, situation, or challenge. 
Include background information like its purpose or connection to organizational goals. 
Challenges/roadblocks with project completion or attainment of skill.

	TASK:
	Measurable outcome assigned, responsibilities, goal of the situation. 
Include difficulty or complexity of the responsibility.  

	ACTION:
	Overview of efforts made by employee to complete task or project.
Outline of skills demonstrated by employee in completing this task, if applicable.

	RESULT:
	The outcome, ideally using data or a measurement metric that demonstrates the impact of the employee’s performance (or malperformance).

	SUPPORTS:
	Identify the supports provided to the employee in helping them accomplish the task.
Specify the type of support, duration, and effectiveness.
Suggest further supports, if needed.


Step 1: Take each task/project/skill for this review period and break it down according to this format to create ease of tracking progress for both employee and employer. Consider making notes on progress in this document between reviews to keep it as accurate as possible. Encourage the employee to do the same. Use this information to inform your recommendations for the employee’s next steps (i.e., if they should receive more responsibility or less, a pay raise, require further supports, and so on).   
Step 2: Fill out the Professional Development & Supports Review. Consult employee as needed. 
Step 3:  After writing a performance review, manager will:
Provide a new or updated forecast of tasks, duties, projects for which the employee will be responsible until next review. This forecast will be amended based on employee and manager’s agreement, employee training needs, the complexity of role performance, and any need for additional supports. The forecast should be created in consultation with employee and with reference to employee skill development and professional development goals.
Co-establish deadlines with employee, including built-in mechanisms, such as timely check-ins, for employee to request an extension or amendment.
If applicable, work with employee to review their goals and update their professional development goals and desired career trajectory.
Consult the “Manager Bias Checklist” to ensure reviews are structured, consistent, and accompanied by actionable feedback. 
Step 4: Discuss performance review with employee. Implement recommendations, as appropriate. 
[bookmark: _Toc153527721]Performance Review Template
This section provides a performance review template. Edit this template to suit your organization’s needs and keep it blank. It can then be copied and pasted each review within this document for ease of reference and to track progress.
Employee name: Click or tap here to enter text.
Position: Click or tap here to enter text.
Department: Click or tap here to enter text.
Reviewing manager: Click or tap here to enter text.
	SITUATION:
	Project, skill, situation, or challenge. 
Include background information like its purpose or connection to organizational goals. 
Challenges/roadblocks with project completion or attainment of skill.

	TASK:
	Measurable outcome assigned, responsibilities, goal of the situation. 
Include difficulty or complexity of the responsibility.  

	ACTION:
	Overview of efforts made by employee to complete task or project.
Outline of skills demonstrated by employee in completing this task, if applicable.

	RESULT:
	The outcome, ideally using data or a measurement metric that demonstrates the impact of the employee’s performance (or malperformance).

	SUPPORTS:
	Identify the supports provided to the employee in helping them accomplish the task.
Specify the type of support, duration, and effectiveness.
Suggest further supports, if needed.
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	SITUATION:
	Build connections within school boards across country with the goal of expanding the organization’s work within each board. Challenge: Employee came into the role mid-year.
	TASK:
	20% increase in work within schools.
	ACTION:
	Created lists of school boards/schools across country, input contact information, and emailed introductions. Met with boards to introduce organization and inform them on what is offered.
	RESULT:
	5% increase by quarterly review.
	SUPPORTS:
	Previously, a summer intern supported former employee in creating a contact list. This was requested by current employee for upcoming summer to help support them accomplish their goal.
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	Recommended next step
	
	Explanation

	Employee be assigned greater opportunities or less.
	☐	Click or tap here to enter text.
	Employee be awarded a performance-based salary increase or maintain current compensation rate.  
	☐	Click or tap here to enter text.
	Employee be promoted, maintain current position, be demoted, or terminated.
	☐	Click or tap here to enter text.
	Employee be provided an acting or secondment opportunity in a role desired, for which employee is qualified or qualifiable, or not.
	☐	Click or tap here to enter text.
	Employee be appropriately identified and developed for key positions as per terms of [Organization]’s Succession Planning Policy.
	☐	Click or tap here to enter text.
	Other
	☐	Click or tap here to enter text.
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	Desired Skill
	Progress
	Tasks/projects/experiences provided to employee to develop above skills:

	Support/training/mentorship provided to employee to develop above skills:


	Beginner level French proficiency.
	Completed level one French course. 
	French class.

	Financial support and time during the day to practice/attend. 
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By next year, I will (internal growth, achievement of certain experience, attain a certificate, etc.):  Complete beginner French course.
To accomplish this, I need (support, training, mentorship, etc.): 
Financial support of $400 to enroll in local course.
Click or tap here to enter text.
Click or tap here to enter text.
To accomplish this, I will need to develop the following skills (e.g., project management, collaboration, grant writing, etc.): 
Beginner French proficiency.
Click or tap here to enter text.
Click or tap here to enter text.
In 2 years, I will: Click or tap here to enter text.
 
In 3 years, I will: Click or tap here to enter text.

[bookmark: _Toc153527725]Forecast of Task, Projects & Skills
To be completed (or progressed on) before employee’s next performance review. 
	Specific Tasks/Projects
	Skills Needed
	Employee Skill Level (1-4)
	Resources/Training/Supports Needed

	Budgeting.	Familiarity with Excel.	1: Growth area	Online 2-day course.
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