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Performance	Management	Checklist	(Sample)	


Review work goals and results 
SMART goals have specific outcomes and a deadline that is achievable.  They are clear and easy to 
revisit during the year to track progress. 


  


Safety 
Review 40‐10‐50 and any specific safety items – update ‘Supervisor Feedback’ field on Appraisal form. 


Code of Ethics http://intranet/WebFiles/HR/MYHR/en/Diversity/COE.pdf


Review code of ethics ‐ update ‘Supervisor Feedback’ field on Appraisal form 
“The provisions of this Code are mandatory and full compliance is expected of all employees as a 
condition of employment. This Code will be supplied to each employee at the time of hiring and will be 
reviewed annually by employees with supervisors during performance reviews.” 


Respectful Workplace http://intranet/corporatePolicies.asp
Review Respectful Workplace policy HR‐14 ‐ update ‘Supervisor Feedback’ field on Appraisal form 
“NB Power recognizes that employees perform better at work when they feel respected and valued by 
co-workers and the company.  NB Power is obligated and committed to providing a healthy and safe 
workplace that values inclusion, recognition and respect as a foundation for a positive work 
environment.” 


Training Assessment http://intranet/webfiles/hr/MYHR/en/Learning/index.asp


Review training assessment and ensure all requirements are identified. 
Review expiration dates of training and ensure plan is in place for all employees to maintain current in 
mandatory training modules. Update ‘Supervisor Feedback’ field on Appraisal form 


Sick Time / Attendance https://timesheet.nbpower.com/login.aspx


Review sick time and attendance with employee. 


 Print sick time report from timekeeping and review with employee, discuss in relation to sick
time targets.  Update ‘Supervisor Feedback’ field on Appraisal form 


Specific – what will the goal accomplish? How and why will it be accomplished? 
Measureable – how will you measure whether or not the goal has been reached? 
Achievable – does the employee have the knowledge, skills, abilities, and resources to 
accomplish the goal? 
Realistic – is it possible? 
Time bound – when should the goal be completed by? 


Tips for Giving Effective Performance Reviews: 
 Give accurate, honest, detailed feedback.


 Be fair and consistent.


 Take into consideration the entire performance review period, including extenuating circumstances that affected
performance.


 Feedback should summarize the verbal/written feedback given to employees during the review cycle. (There should
be NO surprises).


 Include feedback and discussion on development and career interests in the action plan and career sections.
Performance Management is taking actions that help people perform their jobs to meet or exceed business needs. 
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