BCIT Performance Review Form for Probationary Employees

(Management & Excluded Employees)

This form is to be completed by the employee and the employee’s manager after the first Six (6) months.

1. Employee Information


	Employee
	
	Current Job Start Date

	
	
	

	
	
	(DD/MM/YY)

	Name
	
	

	
	
	6-month Review Date

	Department
	
	

	
	
	

	
	
	(DD/MM/YY)

	
	
	

	JobTitle
	
	

	
	
	

	Manager
	
	

	
	
	

	Name
	
	

	
	
	



2. Performance Goals


Purpose: To develop and discuss performance expectations during onboarding activities and to provide on-going, objective criteria for performance that is aligned with BCIT’s performance management process for the Management and Excluded group.

Goal Setting: In priority order, list one departmental goal and two individual goals.

· Each goal should be SMART: Specific, Measurable, Attainable with “Stretch” Effort, Relevant, and Time-bound.
· Ensure that each goal is relevant and aligned to BCIT’s strategic plan and / or department plan.

Formal / Informal Check-ins: Managers to check-in on a monthly basis on progress.

Six (6) month Review: Employee & Manager to provide comments on performance during the first six months on the job.


Organizational / Departmental Goal

Define the goal:

Define how achievement will be measured (even if it is a subjective assessment):

Employee comments:

Manager comments:


Individual Goal #1


Define the goal:

Define how achievement will be measured (even if it is a subjective assessment):

Employee comments:

Manager comments:
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Individual Goal #2

Define the goal:

Define how achievement will be measured (even if it is a subjective assessment):

Employee comments:

Manager comments:


Overall Comments on the accomplishments and Performance in the first six (6) months in the role

To be completed by both Manager and Employee after Six (6) months probationary review meeting

Overall Employee comments on their goal accomplishment:

Overall Manager comments on Employee’s goal accomplishment:


3. Competencies – Strengths and Growth Opportunities


Targeted Behaviours: Using the Competency Model Guide as a reference, identify relevant proficiency level for your role. Please assess extent to which you demonstrated BCIT’s core competencies during the review period, including areas of strength and opportunity.

Check-ins: Check in on the level of competencies demonstrated to date.

Review: Provide comments on the demonstrated level of competencies.


	Competency Title
	Definition

	Critical Thinking
	The ability to develop accurate, objective assessments of issues; solve complex problems and make sound

	
	decisions; and evaluate current practices from a strategic and long-term perspective.

	Driving Results
	Translating strategic priorities into operational reality; establishing courses of action to ensure work completion;

	
	measuring progress; and ensuring accountability against objectives.

	Building Talent
	Setting people up for success by providing clear expectations, feedback, coaching, and development opportunities

	
	to help them excel in their current or future job responsibilities.

	Collaboration
	Developing and using collaborative relationships within and across boundaries to facilitate the accomplishment of

	
	organizational objectives.

	Facilitating Change
	Leading and supporting innovative change at BCIT by challenging the status quo, taking calculated risks and

	
	leveraging creative ideas.

	Impact and Influence
	Conveying simple and complex ideas in a persuasive manner; influencing others to adopt one’s ideas and

	
	approaches; sharing the vision and strategic priorities in a compelling manner.

	Self-Management
	Understands oneself and impact on others; manages emotions and biases; and leads by example by demonstrating

	
	resilience, transparency and authenticity and BCIT values.
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Describe key strengths demonstrated throughout review period

Employee comments:

Manager comments:


Describe key opportunities for improvement demonstrated throughout review period

Employee comments:

Manager comments:


4. Signatures


	
	Employee:
	Date:

	
	
	

	
	Appraiser:
	Date:

	
	
	

	
	Appraiser’s Leader:
	Date:

	
	
	


Forward completed and signed performance review marked “Personal & Confidential” to the Associate Director, Total Compensation with a copy to the HRBP.
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