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I – POLICY 
  
The performance appraisal process consists of three sessions.  Information for the 
performance appraisal is gathered from the employee’s self appraisal, “co-workers” feedback, 
reviewer’s observations, and a review of employee’s current performance goals (where 
applicable). 
 
 

II – PROCESS 
 
Initially, employees will be informed that their performance appraisal is due. An individual 
appointment will be made. The employee will be given the self appraisal questions and/or the 
performance evaluation form to prepare for the first appointment and they will be asked to 
submit recommended names (individuals they have worked with/served) for feedback.  Co-
workers are others that can adequately review the general contribution / approach to 
completing position duties. 
 
The focus of the first session is on self appraisal.  Prepare for the session by reviewing / 
answering the questions under section III, below.  This interview consists of discussion with the 
“Reviewer”: concerning the questions and general aspects of performance.  An employee may 
take a performance evaluation form to complete a comprehensive self evaluation. 
 
The second session will involve the reviewer discussing the complete performance appraisal 
form. Feedback from co-workers will also be summarized on the appraisal form.  The 
employee’s self evaluation, if completed, will also be discussed.  Performance goals will be 
discussed generally with recommendations for objectives. 
 
The third session may be held to confirm/review the employee’s performance goals.  This 
meeting may not be necessary; however, the employee must complete the goal/objective 
section of the performance appraisal form, respond with comments, sign and submit to reviewer 
for signature. 
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III - INITIAL QUESTIONS 
 

 What are the most rewarding aspects of the position(s)? 

 What are the most frustrating aspects of the position(s)? 

 In what aspects of your work is your performance strongest? 

 Which aspects of your work do you feel need the greatest improvement? 

 What have you been doing to improve your work performance and satisfaction? 

 What are some specific changes that would increase your job satisfaction? 

 What changes have you seen in yourself since your last performance appraisal and how 
have you progressed with the goals set at that time? 

 
 

IV – REVIEWER 
 
Board member; normally President or designate 
 
Co-worker, member of Nova Scotia Curling Association or Sport Nova Scotia community with 
whom the employee has had direct involvement. 


