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Introduction

The purpose of the CFDI/Comfield Property Management Performance Management Program is to achieve excellence in employee and organizational performance.

The program establishes individual goals that are aligned with CFDI/Comfield Property Management initiatives, and provides essential and timely feedback to improve and enhance employee performance.    It forms the basis on which managers recognize staff contributions, and enables staff to plan their own learning and development in their current jobs.  In addition, it will assist in career development planning.

The performance management program promotes a dialogue between the manager and employee which:

· Gives employees a better understanding of expected skills and attributes, and their role in achieving CFDI/Comfield Property Management strategic initiatives.

· Aligns and or supports individual performance goals with the organizational goals.

· Ensures a shared understanding and awareness of work priorities and performance expectations

· Provides information to employees about how well they are performing in their job

· Assists in identifying skills to be developed

· Clarifies the necessary resources and support needed by both the employees and managers

· Assists employees in planning their engagement with CFDI careers
· Strengthens the overall performance goals of the organization

Roles and Responsibilities

1. Role of Senior Leadership 
The Principals, Human Resources and Senior Managers of CFDI and Comfield Property Management establish company strategies and directions and oversee the performance management process.

It is the responsibility of the senior leadership group to:

i. Ensure that the performance management process takes place in a timely and effective manner

ii. Monitor the process across the company to ensure fairness and consistency

iii. Communicate company initiatives to the employees

iv. Ensure that objectives and measures of the company are considered in the development of individual performance management plans and goals.

2. Role of the Manager

All of the employees with the responsibility for managing employees are responsible for carrying out the management role in the performance management process.  This includes the responsibility to:
i. Initiate the performance Management process

ii. Communicate company strategies and performance expectations

iii. Document individual performance management plans

iv. Monitor performance, periodically review and update performance management plans as required during the year

v. Coach and define alternate action, if required

vi. Assess performance and recommend an overall evaluation and rating level.

3. Role of the employee

Employees partner with the manager in establishing the performance plan.  While it is the manager’s responsibility to make assessments about performance, employees also play a key role in analyzing how their actions and behaviours contribute to the achievement of the performance plan.
Employees have the responsibility to:

i. Complete their version of the performance review to prepare for the review meeting.

ii. Participate actively in establishing their performance plan
iii. Regularly assess their own performance against their plans, goals and performance measures, and their progress against their development action plans
iv. Inform their manager of their progress and to seek help in solving any problems
v. Seek directions when it appears that goals are changing, will not be met or when unforeseen problems arise
vi. Participate and actively plan for the annual performance review, the discussions about their development plans.

The Process Cycle

PHASE 1 – DATA GATHERING

The manager and employee are responsible for obtaining information or data related to the achievement of development action plans and performance of the goals and applicable measures that represent the entire performance period.  

Suggested Steps:  

1. Keep a data collection file (in paper form or electronic)

2. Review Job Description prior to completing Performance Planning and Review document.

PHASE 2 – THE PERFORMANCE MANAGEMENT PLAN AND REVIEW

The manager and employee complete the performance planning and review document individually and in advance of the performance meeting. They meet to review and rate skills and attributes, define development action plans and prepare individual performance goals and measures for the upcoming performance period. 

Steps
1. Employee completes their performance review and submits it to their manager by a given date as determined by the manager.  The employee will retain a copy for their records.  
2. The manager completes a performance review of the employee to comply with company timelines.

3. The manager will review the performance review with the appropriate Senior Manager or Human Recourses.

4. The manager schedules the performance review with the employee at least two (2) weeks in advance.  During the meeting the employee has the opportunity to provide commentary on the review and acknowledge that they have read and discussed the review with their manager.  The manager also has the opportunity to respond, in writing, to the employee’s comments.

5. The manager ensures that the Performance Management documentation is completed and that both the manager and employee have a copy.

6. The manager ensures a copy of the Performance Management documentation is sent to Human Resources for review and the employee’s file.

7. Consulting on the process and performance management is available through your Senior Manager and Human Resources.

PHASE 3 – ONGOING PERFORMANCE FEEDBACK

The performance period covers the time between September and August.  During this time, the manager provides ongoing consultation, counseling, coaching and performance feedback to the employee.  The manager and employee keep track of how the employee is doing relative to the Performance Management plan.  At minimum, a mid-year meeting should be held to review goals and discuss performance to date, and if necessary, make amendments to the performance planning and review document.
Suggested Steps

1. Conduct a mid-year meeting to review and discuss performance relative to the goals and measures established.

2. Document the date of the mid year review and any changes made on the performance planning and review document.

3. The manager ensures that copies go to the, employee, senior manager and human resources.
Performance Increases:

Will be determined based on the employee and company performance during the performance period.

Program Administration:
This performance Management Program and related documents can be found on company website (www.cfdi.ca).  Any amendments will be made as necessary and updated on the website.

Questions about this program can be directed to either the Senior Manager or Human Resources.
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