
Table of Contents

ABOUT THE AUTHOR....................................................................... iii

DEDICATION .........................................................................................v

PREFACE.............................................................................................. vii

CHAPTER 1: PERFORMANCE MANAGEMENT: AN
INTRODUCTION
1.1 Introduction.....................................................................................1
1.2 Why Bother with Performance Management?..............................2
1.3 Getting Started................................................................................3
1.4 Involving Staff.................................................................................4
1.5 How to Proceed ..............................................................................5

1.5.1 Policy and Planning Routines..........................................6
1.5.2 Audit Recommendations..................................................7
1.5.3 Problem Solving ................................................................8

1.6 Manager’s Checklist........................................................................9

CHAPTER 2: PERFORMANCE APPRAISALS
2.1 Introduction...................................................................................11
2.2 Performance Appraisals as a Performance Management Tool .11
2.3 Getting Started..............................................................................12
2.4 Involving Staff...............................................................................13
2.5 How to Proceed ............................................................................14

2.5.1 The Annual Performance Appraisals ............................14
2.5.2 New Employee Probation ..............................................15
2.5.3 3608 Performance Review...............................................16
2.5.4 Performance Tracking ....................................................17
2.5.5 Pay For Performance......................................................18

2.6 Manager’s Checklist......................................................................19

ix



CHAPTER 3: BEGIN AT THE BEGINNING WITH WORK
EXPECTATIONS
3.1 Introduction...................................................................................21
3.2 Work Expectations as a Performance Management Tool .........22
3.3 Getting Started..............................................................................23
3.4 Involving Staff...............................................................................23
3.5 How to Proceed ............................................................................24

3.5.1 Job Description / Job Duties .........................................24
3.5.2 Organizational Design ....................................................25
3.5.3 The Job Ad and Employee Selection ............................26
3.5.4 Employee Manual and Employee Orientation .............27
3.5.5 Informal Contact with Employees.................................28
3.5.6 Shared Recognition.........................................................29
3.5.7 Informal Awards.............................................................30

3.6 Manager’s Checklist......................................................................31

CHAPTER 4: THE CYCLE OF REVIEW
4.1 Introduction...................................................................................33
4.2 The Cycle of Review as a Performance Management Tool ......33
4.3 Getting Started..............................................................................34
4.4 Involving Staff...............................................................................35
4.5 How to Proceed ............................................................................36

4.5.1 Annual Budget Cycle......................................................36
4.5.2 The Calendar Year .........................................................37
4.5.3 Seasonal Influences .........................................................38
4.5.4 Training Plans .................................................................39
4.5.5 Annual Awards Program ...............................................40

4.6 Manager’s Checklist......................................................................41

CHAPTER 5: WORKPLACE PROCESSES
5.1 Introduction...................................................................................43
5.2 Ongoing Workplace Processes as a Performance Management

Tool................................................................................................43
5.3 Getting Started..............................................................................44
5.4 Involving Staff...............................................................................45
5.5 How to Proceed ............................................................................45

5.5.1 Statement of Core Values...............................................46
5.5.2 Service Benchmarks ........................................................47
5.5.3 Common Performance Standards..................................48
5.5.4 Common Work Procedures............................................50
5.5.5 Monthly Reports.............................................................51
5.5.6 Internal Client Survey.....................................................53
5.5.7 External Customer Survey .............................................55

Table of Contents

x



5.6 Manager’s Checklist......................................................................56

CHAPTER 6: USE OF PROPERTY
6.1 Introduction...................................................................................59
6.2 Use of Property as a Performance Management Tool ..............59
6.3 Getting Started..............................................................................60
6.4 Involving Staff...............................................................................61
6.5 How to Proceed ............................................................................61

6.5.1 Workplace Access ...........................................................61
6.5.2 Computers .......................................................................63
6.5.3 Internet Use.....................................................................64
6.5.4 Social Media....................................................................65
6.5.5 Work Files .......................................................................66
6.5.6 Personal Benefit / Conflict of Interest...........................67

6.6 Manager’s Checklist......................................................................69

CHAPTER 7: WORKPLACE INTERACTIONS
7.1 Introduction...................................................................................71
7.2 Workplace Interactions as a Performance Management Tool ..72
7.3 Getting Started..............................................................................72
7.4 Involving Staff...............................................................................73
7.5 How to Proceed ............................................................................74

7.5.1 Human Rights Policy .....................................................74
7.5.2 Modeling Behaviour .......................................................75
7.5.3 Bullying / Personal Harassment.....................................77
7.5.4 Responding to Incidents.................................................79

7.6 Manager’s Checklist......................................................................80

CHAPTER 8: LABOUR RELATIONS AND GRIEVANCE
MANAGEMENT
8.1 Introduction...................................................................................81
8.2 Labour Relations as a Performance Management Tool............82
8.3 Getting Started..............................................................................83
8.4 Involving Staff...............................................................................83
8.5 How to Proceed ............................................................................84

8.5.1 The Collective Agreement ..............................................84
8.5.2 Settlement of Disputes / Grievances..............................86
8.5.3 Labour-Management Meetings......................................87

8.6 Manager’s Checklist......................................................................89

CHAPTER 9: HEALTH AND SAFETY
9.1 Introduction...................................................................................91
9.2 Health and Safety as a Performance Management Tool...........91

Table of Contents

xi



9.3 Getting Started..............................................................................92
9.4 Involving Staff...............................................................................93
9.5 How to Proceed ............................................................................93

9.5.1 Health and Safety Plan...................................................93
9.5.2 Personal Responsibility...................................................95
9.5.3 Training ...........................................................................96
9.5.4 Emergency Procedures....................................................98
9.5.5 Management Responsibility ...........................................99

9.6 Manager’s Checklist....................................................................100

CHAPTER 10: ALTERNATE WORK ARRANGEMENTS
10.1 Introduction.................................................................................103
10.2 Alternate Work Arrangements as a Performance

Management Tool.......................................................................104
10.3 Getting Started............................................................................105
10.4 Involving Staff.............................................................................105
10.5 How to Proceed ..........................................................................106

10.5.1 Work at Home ..............................................................106
10.5.2 Off-site Work ................................................................108
10.5.3 Part-time and Job Sharing ...........................................110
10.5.4 Compressed or Flex-time .............................................111

10.6 Manager’s Checklist....................................................................112

CHAPTER 11: EMPLOYEE DISCIPLINE
11.1 Introduction.................................................................................115
11.2 Employee Discipline as a Performance Management Tool .....115
11.3 Getting Started............................................................................115
11.4 Involving Staff.............................................................................116
11.5 How to Proceed ..........................................................................116

11.5.1 Workplace Expectations...............................................117
11.5.2 Record of Reviews........................................................118
11.5.3 Verbal Warning / Written Warning ............................118
11.5.4 Reassignment for Non-Performance ...........................119
11.5.5 Termination...................................................................120

11.6 Manager’s Checklist....................................................................121

CHAPTER 12: CRIMINAL OFFENCES
12.1 Introduction.................................................................................123
12.2 The Criminal Code as a Performance Management Tool.......123
12.3 Getting Started............................................................................124
12.4 Involving Staff.............................................................................124
12.5 How to Proceed ..........................................................................125

12.5.1 Conflict of Interest........................................................125

Table of Contents

xii



12.5.2 Fraud and Theft............................................................126
12.5.3 Assault ...........................................................................127
12.5.4 Sexual Assault ...............................................................128
12.5.5 Child Pornography .......................................................129
12.5.6 Unauthorized Use of Computers.................................130

12.6 Manager’s Checklist....................................................................131

CHAPTER 13: CONSOLIDATING PERFORMANCE AND
MANAGING UPWARDS
13.1 Introduction.................................................................................133
13.2 Consolidating Performance Management .................................134

13.2.1 Set Goals .......................................................................135
13.2.2 Apply a Range of Techniques......................................135
13.2.3 Involve Staff ..................................................................135
13.2.4 Do Regular Reviews.....................................................135
13.2.5 Recognize Achievements ..............................................136

13.3 Managing Performance Upwards in the Organization ............136
13.3.1 Look Beyond the Day to Day .....................................137
13.3.2 Keep Records ................................................................137
13.3.3 Report Regularly ..........................................................138
13.3.4 Have Your Own Plan...................................................138
13.3.5 Adapt to the Corporate Style ......................................139

13.4 Conclusions .................................................................................139

BIBLIOGRAPHY ................................................................................141

INDEX ..................................................................................................143

Table of Contents

xiii


	45800_SINGH_HRGDETOMPW1ED.text 9
	45800_SINGH_HRGDETOMPW1ED.text 10
	45800_SINGH_HRGDETOMPW1ED.text 11
	45800_SINGH_HRGDETOMPW1ED.text 12
	45800_SINGH_HRGDETOMPW1ED.text 13



