
Managers’ Guide 

Performance Development 



Table of Contents 
Administrative Information for Managers 

Step 1a: Establish Evaluation Criteria 
Step 1b: Checkpoints & Finalize Criteria 
Step 2: Self & Manager Evaluation 
Steps 3 to 5: Review Meeting, Request Acknowledgment, & Submit 

for Approval 
Complete: Review Officer Approval 

Appendices 

Appendix A – 5 Steps to Performance Document Completion 

Appendix B – Performance Development Annual Cycle  

Appendix C – Performance Development Resources 



2019-03-28 Performance Development 

Performance Development Administrative 
Guide for Managers 

This guide is designed to assist Managers in understanding basic administrative processes 
associated with the GNWT’s Performance Development Program.  

Before reading further, please log into HRIS, access the “Team Performance Documents” Tile and 
confirm if all of your current direct reports are listed.  

If you are missing any documents or require further assistance with any details in this Guide, please 
email your Human Resources Representative (HR Rep), Client Service Manager (CSM), or 
Performance_Development@gov.nt.ca (PD Team).  

Document Creation 

Performance Documents are automatically generated for term and indeterminate employees at the 
beginning of a new fiscal year, and after 90 days of employment for new employees.  

Performance Documents are not automatically generated for casual employees, but can be 
requested through an HR Rep, CSM, or the PD Team.   

If you require a Performance Document that has not yet been created, your HR Rep, CSM, or the PD 
Team will require the following information to complete the request: 

1. Employee ID #;
2. Fiscal Year or Employee Start Date; and
3. Template Level (Employee, Manager, Director, or ADM).

Document Transfer 

In the event that an employee’s supervisor changes mid-fiscal year, or a document is created with 
an incorrectly listed supervisor, the document can be transferred to the appropriate supervisor.  

To have a document transferred, contact an HR Rep, CSM, or the PD Team and include the following 
information: 

mailto:Performance_Development@gov.nt.ca
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1. Full Name of the Employee whose document needs to be transferred; 
2. Full name of the supervisor which the document will be transferred to; and  
3. Start Date/Fiscal Year listed on the document.  

Document Cancellation 

Performance Documents can only be cancelled under the following circumstances: 

• The employee reported for less than 90 days in a specified fiscal year; 
• The employee has left on extended leave (e.g. maternity, paternity, medical leave); or 
• The employee has resigned, retired, or terminated.  

To request a Performance Document to be cancelled, contact an HR Rep, CSM, or the PD Team, and 
include the following information: 

1. Full Name of the Employee;  
2. Reason for cancellation; and  
3. Start Date/Fiscal Year listed on the document.  

Employee Mid-Year Transfer, Leave or Resignation  

In the event an employee transfers positions, is going on an anticipated extended leave mid-year, or 
has resigned from their position, the Performance Document must be expedited to completion, 
prior to the employee’s last day.  

This may mean that the Performance Document Steps will be completed prior to the timelines 
outlined in the Annual Cycle.  

If you require assistance expediting a Performance Document to completion, contact an HR Rep, 
CSM, or the PD Team.  
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Step 1a: Establish Evaluation Criteria  
The first section of the Performance Document to be updated at the beginning of the fiscal year is 
the Establish Evaluation Criteria. This includes entering Objectives and Learning Plans into the 
Performance Document.  

Entering Objectives and Learning Plans 

Employees are responsible for entering the agreed-upon Objectives into their Performance 
Documents.  

If the employee is unable to enter the agreed-upon Objectives into their Performance Document, 
the Manager can do so on their behalf.  
 

1. Access the Performance Document through the “Performance Documents” Tile for 

employees, or “Team Performance” for Managers. 

 or  

2. Access the Goals and Learning Tab. 

 
a. Select “Add Objective.” 

 
b. Enter the title of the Objective in the first line; “*Objective.” 

 
c. Enter the Objective into the “Description” box. Objectives should be written 

following the SMART model; for more information on the SMART Model, please visit 

the Performance Development Website: https://my.hr.gov.nt.ca/learning-

development/performance-development/setting-work-objectives .  

 
Note: If the Objective is written using the SMART model, no information is required to 

be entered into the Measurement, however, it is optional. 

d. Once the agreed-upon Objectives have been entered, the next step is to add the 

agreed-upon Learning Goals. To add a learning goal, select “Add Learning Goal.” 

https://my.hr.gov.nt.ca/learning-development/performance-development/setting-work-objectives
https://my.hr.gov.nt.ca/learning-development/performance-development/setting-work-objectives
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e. Enter the Title of the training or learning goal into the first line “Learning Goal.”

f. The remaining boxes “Type of Learning Goal” and “Timeline” are optional fields, 

but can be used to provide rationale for the training, or additional information 

with respect to the learning goal.

g. Identify the “Goal Type” in the drop down.

h. Enter the completion date of the goal; course deadline, date, or fiscal year.

i. Select “Add”.

j. For additional information on establishing a Learning Plan, please visit the

Performance Development Website: https://my.hr.gov.nt.ca/learning-

development/performance-development/establishing-learning-plan

3. Once the employee has entered the Objectives and Learning Goals, the Manager will receive

and automatic email requesting their review and approval of the Criteria entered into the

Performance Document.

4. To close off the Establish Evaluation Criteria, the Manager will select “Approve” in the top-

right of the document. This will automatically notify the employee the Criteria has been

approved, and it will automatically open Checkpoint 1.

Resources Available 
• User Productivity Kits (UPK’s)

o Managers Self-Service - “18-19 Update/Reopen/Approve Evaluation Criteria”
• Objectives and Competencies Self-Study Module
• Contact your HR Representative, Client Service Manager or

email: Performance_Development@gov.nt.ca

https://my.hr.gov.nt.ca/learning-development/performance-development/establishing-learning-plan
https://my.hr.gov.nt.ca/learning-development/performance-development/establishing-learning-plan
http://upk.fin.gov.nt.ca/sam/upk-public/HRIS%2092/Publishing%20Content/PlayerPackage/data/toc.html
https://my.hr.gov.nt.ca/courses/performance-development-objectives-and-competencies
mailto:Performance_Development@gov.nt.ca
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Step 1b: Checkpoints and Finalizing Criteria 
Checkpoints are designed to encourage and record conversations between Managers and 

Employees regarding the progress made on their Work Objectives, Learning Plans, and 

Competency development. 

GNWT ePerformance Checkpoint Due Dates 

• Checkpoint 1: August 31

• Checkpoint 2: December 31

• Checkpoint 3: February 28

How to Complete a Checkpoint 

1. Employee’s access their performance documents and share a quick check-in response on 

their progress thus far regarding their Objectives, Learning Plans and Competencies in the 

comment boxes. Once completed, they select “Share with Manager” on the top-right of the 

page.

2. Managers receive an email notification that a comment has been shared, and they can

access the employee’s document and review their comments.  The Manager then sends a

quick check-in response back to the employee and selects “Share with Employee” at the top-

right side of the page.

3. After final comments with the employee, the manager selects “Complete Checkpoint” at the

top-right of the page.

Please note: to see new selections on the left-side bar, select “refresh.”  
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What happens after the Checkpoints are completed at the end of the year? 

At the end of the fiscal year (March 31), Managers are responsible to finalize the criteria in 

Employees’ Performance Documents by reviewing and making any final changes to the Objectives 

and Learning Plans.  

Once satisfied, the Manager will select “Complete” in the top-right of the screen. This will prevent 

any further changes to the document criteria prior to evaluations.  

Once the criteria (Objectives and Learning Plan) are finalized, the evaluations will automatically 

become available.   

I didn’t complete a Checkpoint, can I still move forward with the document? 

Checkpoints can be skipped if the employee is unavailable for an extended period of time or on 

leave. 

By selecting “Skip Checkpoint,” on the top-right of the page, it will then move forward to the next 

available Checkpoint.   

How to Reopen a Checkpoint 

In the event the manager accidently completes or skips past a Checkpoint, they have the ability to 

reopen the Checkpoint.  

To do so, select “Reopen” on the left side-panel of the employee’s Performance Document. 

Resources Available 

• User Productivity Kits (UPK’s)
o “Employee Checkpoints” / “Manager Checkpoints & Finalize Criteria”

• Objectives and Competencies Self-Study Module
• Contact your HR Representative , Client Service Manager or

email: Performance_Development@gov.nt.ca

http://upk.fin.gov.nt.ca/sam/upk-public/HRIS%2092/Publishing%20Content/PlayerPackage/data/toc.html
https://my.hr.gov.nt.ca/courses/performance-development-objectives-and-competencies
mailto:Performance_Development@gov.nt.ca


2019-03-15 Step 2 GNWT Performance Development 

Step 2: Self-Evaluation and Manager 
Evaluation  

After the Criteria have been finalized in Step 1b, it will automatically open the Self and Manager 
Evaluations.  

The criteria and information to be reviewed and completed in both the Self and Manager 
Evaluations are identical.  

Quick select to review in this Guide: Self-Evaluation; Manager Evaluation 

(Employee) Self-Evaluation 
The Self-Evaluation is a chance for the employee to self-reflect and provides a chance to share 
input on their own performance. By providing an opportunity for the employee to complete their 
evaluation prior, it assists the manager in completing their evaluation on the employee.  

Note: Select “Save” at the top-right of the document at any time in the evaluation and return to 
complete at a later time.  

1. Review and Complete the Goals and Learning Tab:
a. Access the Goals and Learning Tab in the Performance Document.

b. Provide ratings and comments on each of the Objectives.

c. Provide comments on the Individual Learning Plan Summary, as required.

2. Review and Complete the Competencies Tab:
a. Access the Competencies tab

b. Provide ratings and comments for each of the Core Competencies
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i. 1 – Does not meet: No behavioural indicators listed were met.
ii. 2 – Developing: Some of the behavioural indicators listed were met.

iii. 3 – Meets: All/most of the behavioural indicators listed were met.
iv. 4 – Exceeding: All of the behavioural indicators listed were met/exceeded.

3. Review and update information as required in the Overall Comments Tab.

a. Update the Career Goals Summary, as required;

b. Provide any final or additional comments in the Overall Summary;

4. Once satisfied with the ratings and comments, select “Complete” at the top-right of the
document to finalize the Self-Evaluation.

a. This will send an auto-email to the supervisor for their review of the evaluation and
to begin their Manager Evaluation.

Manager Evaluation  
The Manager Evaluation is completed after the Self-Evaluation, and is a chance for the Manager to 
provide ratings, feedback and comments on employees’ development and performance.  

Note: Select “Save” at the top-right of the document at any time in the evaluation and return to 
complete at a later time.  
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5. Review and Complete the Goals and Learning Tab:
a. Access the Goals and Learning Tab in the Performance Document.

b. Provide ratings and comments on each of the Objectives.

c. Provide comments on the Individual Learning Plan Summary, as required.

6. Review and Complete the Competencies Tab:
a. Access the Competencies tab

b. Provide ratings and comments for each of the Core Competencies

i. 1 – Does not meet: No behavioural indicators listed were met.
ii. 2 – Developing: Some of the behavioural indicators listed were met.

iii. 3 – Meets: All/most of the behavioural indicators listed were met.
iv. 4 – Exceeding: All of the behavioural indicators listed were met/exceeded.

7. Review and update information as required in the Overall Comments Tab.

a. Review any information listed by the employee in the Career Goals Summary;
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b. Provide any final or additional comments on the employee in the Overall Summary;

8. Once satisfied with the ratings and comments, select “Share with Employee” at the top-
right of the document to finalize the Manager-Evaluation.

a. This will send an auto-email to the employee for their review of the evaluation
ratings and comments.

Note: If any of the ratings are missing for the Objectives or Competencies, it will not allow the manager 
to finalize the evaluation. 

Resources Available 

• User Productivity Kits (UPK’s)
o 18-19 Self-Evaluation
o 18-19 Manager Evaluation

• Self-Evaluation Self-Study Module
• Contact your HR Representative or Client Service Manager
• Email: Performance_Development@gov.nt.ca

http://upk.fin.gov.nt.ca/sam/upk-public/HRIS%2092/Publishing%20Content/PlayerPackage/data/toc.html
https://my.hr.gov.nt.ca/self-evaluation-module
mailto:Performance_Development@gov.nt.ca
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Steps 3-5: Review Meeting & Request 
Acknowledgment, Employee 

Acknowledgement, Submit for Approval 
Once the Self and Manager Evaluation are complete, the Manager is responsible to hold a Review 
Meeting with the employee.  

After the Review Meeting, the Manger is responsible to request the employee’s acknowledgement of 
the document. Once the document is acknowledged, the Manager is responsible to submit the 
Performance Document for final approval by the Review Officer.  

Quick-Select to review in this Guide: Definitions; Review Meeting; Request 
Acknowledgement; Employee Acknowledgement; Submit for Approval 

Definitions 
Acknowledgment 

Acknowledgment is an electronic signature. 

By acknowledging a Performance Document, the employee is confirming they have reviewed the 
Performance Document with their Manager and had a chance to share their perspective.  

Review Officer 

The Review Officer of a Performance Document is the Manager’s supervisor. 

Review Officers are responsible to review the contents of the document and either approve or deny 
the completion of the document.  

Review Meeting 

The Review Meeting is a time set aside for the employee and manager to discuss the contents of 
the Performance Document.  

Step 3: Review Meeting and Request Acknowledgment 

A. Review Meeting

The Review Meeting is one of the most important phases of the Performance Development 
Annual Cycle.  
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Once the employee has had sufficient time to review the Manager Evaluation comments and 
ratings, a Review Meeting should be held between the manager and employee. 

It is recommended to bring printed copy of the Evaluations to the Review Meeting to assist 
through the discussion.  

To print a Performance Document, select “Print” at the top-right of the screen. 

The Review Meeting is a chance to: 

• Managers to provide positive feedback and coaching;
• Develop a plan to aid in employee Competency development;
• Identify learning goals for the employee’s Learning Plan;
• Review and discuss any concerns or questions regarding the Self and Manager

Evaluations’ comments and ratings provided; and
• Begin discussing Objectives for the following fiscal year’s document.

B. Request Acknowledgement
After the Review Meeting, the Manager is responsible to request the employee’s 
acknowledgement of the document.

To request acknowledgement, access the employee’s document and select “Request 
Acknowledgement” at the top-right of the document.

This will send an automatic email to the employee requesting their acknowledgement of the 
Performance Document.  

Step 4: Employee Acknowledgement 
After the Manager has requested the employee’s acknowledgment of the Performance Document, 
the employee has 14 days to acknowledge the Performance Document.  

The employee also has the right to elect not acknowledge their Performance Document (see 
sub-section a).  

The employee may then access their Performance Document to: 

i. Make any final comments respecting the contents of the Performance Document (i.e.
“I agree with this because…” or “I disagree with this because…”) in the “Overall
Comment” tab on the document.
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ii. After making any desired final comments, the employee may select “Acknowledge” 
on the top-right of the document. Then “Confirm.”  

 
 

 
 

a. Employee Unavailable/Refusal to Acknowledge 

In the event an employee has elected to not acknowledge their Performance 
Document, or is unavailable for an extended period of time due to extenuating 
circumstances, the Manager may acknowledge the document on the employee’s 
behalf.  

i. To override the acknowledgment, the Manager may access the Performance 
Document and select “Override Acknowledgement” on the top-right of the 
document.  

 

ii. Select the reason for override; Employee Unavailable, or Employee Refusal; then 
“Confirm”  

 

 
a. If “Employee Refused” was selected, this will be flagged to the Review 

Officer once received for review and approval/denial.  
 

Step 5: Manager Submits for Approval to Review Officer  
Once the Performance Document has been acknowledged, the Manager is responsible to send the 
document to the Review Officer for final review and approval.  

To complete this task, select “Submit for Approval” on the top-right of the document.  

 

This will send an automatic email to the Review Officer requesting their final review and approval 
of the Performance Document.  

Resources Available 

• User Productivity Kits (UPK’s)  
o 18-19 Manager Evaluation 
o 18-19 Employee Acknowledge Evaluation 
o 18-19 Submit Performance Documents for Review Officer Approval 

• Self-Evaluation Self-Study Module 
• Contact your HR Representative or Client Service Manager  
• Email: Performance_Development@gov.nt.ca  

http://upk.fin.gov.nt.ca/sam/upk-public/HRIS%2092/Publishing%20Content/PlayerPackage/data/toc.html
https://my.hr.gov.nt.ca/self-evaluation-module
mailto:Performance_Development@gov.nt.ca
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Review Officer Approval and Completion 
After the Manager has submitted the Performance Document to the Review Officer (Manager’s 
supervisor) for final approval the Review Officer will receive an automatic email requesting their 
final review and approval.  

1. To access the approval, the Review Officer will select the “Approvals” Tile under Manager 
Self-Service.  

 
2. Select the approval request, and then review the document by selecting “View Performance 

Detail.” 

 
3. After reviewing the Performance Document contents, the Review Officer may make any 

final comments in the “Approver Comments” box.  

 
4. The Review Officer may then select “Approve,” or “Deny” at the top-right of the screen to 

finalize the document.  

 
a. If the Review Officer denies the approval, it will push the document back to the 

Manager and Employee to go back to the Review Meeting and make any final 
changes required.  

5. Once the document is approved by the Review Officer, the document will automatically 
complete and move to historical documents.  

 

Resources Available 

• User Productivity Kits (UPK’s)  
o 18-19 Review Officer Approval  

• Contact your HR Representative or Client Service Manager  
• Email: Performance_Development@gov.nt.ca  

 

http://upk.fin.gov.nt.ca/sam/upk-public/HRIS%2092/Publishing%20Content/PlayerPackage/data/toc.html
mailto:Performance_Development@gov.nt.ca


Employee enters Objectives and Learning Plan. 

Complete All Checkpoints 

(3) and Finalize Criteria 

(1) 

Complete Self-Evaluation 

& Manager-Evaluation  

Submit for Approval 

Establish Evaluation Criteria Step 1a 
Manager reviews and selects “Approve.” 

Step 1b 

Manager meets with Employee at checkpoints x3. 

Manager reviews and completes checkpoints x3. 

Step 3 

Manager reviews and completes Finalize Criteria (last edits).  

Step 4 

Employee completes the Self-Evaluation.  

Step 5 

Manager completes the  Manager-Evaluation.  

Review Officer Approves 

Document  Document auto-completes & moves to historical. 

Manager requests acknowledgement.  

Employee acknowledges document.  

Manager submits to Review Officer.   

5 Steps to Performance Document Completion 

Manager meets with Employee to review. 

Step 2 

Review Meeting &       

Request                   

Acknowledgement 

Employee                 

Acknowledgement 

Complete 



Performance Development Annual Cycle 

Complete Checkpoint 3 & 

Finalize Criteria 

Review, Update, and 

Approve Criteria 

Complete Checkpoint 2 

Review  and Update: 

 Objectives, Learning Plan, 

&  

Competencies 

Steps 2 to 5 

Complete Document for 

Previous Fiscal Year 

Evaluations,  

Employee Acknowledgement, 

Review Officer Approval 

Define Evaluation Criteria 

for New Fiscal  Years’    

Document 

Entry of Objectives, 

Learning Plan, and 

Review Competencies 

April 1 to June 30 

Complete Checkpoint 1 

Review  and Update: 

 Objectives, Learning Plan, 

& 

Competencies 

June 1 to June 30 

Step 1a 

August 1 to 31 

Step 1b 

February 1 to 

March 31 

December 1 to 31 

Ste
p 1b 

Ste
p 1b 



Performance Development (ePerformance) Resources 

Online Self-Study Modules   

Online self-study modules are available on the My HR Learning Development Calendar. All that 
is required is registration. 

1. Performance Development - Objectives and Competencies

This 10 minute online self-study training module is designed to assist all employees in
completing the first stage, Establish Evaluation Criteria, of their Performance Documents.

Topics covered in this training module include: the Performance Development Annual Cycle,
how to write SMART Objectives, understanding Competencies, and developing Learning
Plans. Each of the topics covered will be followed by a demonstration in the ePerformance
system.

This online module should be everyone’s first resource when having difficulty completing
your Performance Document Establish Evaluation Criteria.
https://my.hr.gov.nt.ca/objectives-and-competencies-module

2. Performance Development – Self-Evaluation

This 10 minute online self-study training module is designed to assist all employees in
completing the evaluation stage of their Performance Documents.

Topics covered in this training module include: the Performance Development Annual Cycle,
an explanation of the Self-Evaluation, the Manager Evaluation and Review Meeting,
Acknowledgement, and an overview of the final steps to document completion. The topics
covered will be followed by a demonstration in the ePerformance system.

This online module should be everyone’s first resource when having difficulty completing
your Performance Document Evaluations.
https://my.hr.gov.nt.ca/self-evaluation-module

https://my.hr.gov.nt.ca/objectives-and-competencies-module
https://my.hr.gov.nt.ca/self-evaluation-module


3. Competencies 101

Competencies are a grouping of related abilities, knowledge, and skills that enable 
employees to work effectively in their job. Within the GNWT’s Competency-
based Performance Development Program, employees are evaluated on 6 Core 
Competencies.  

Competencies 101 will provide an overview of the GNWT 6 core competencies and the 
ratings based on position level.  At the completion you will understand why competencies 
are important, how they can assist an employee in career advancement, and how they are 
critical to succession planning.  

Online ePerformance  Tutorials (See it, Do it, Try it, Print it) 

At the following link, you will find User Productivity Kits (UPK's) for both employees and 
supervisors, including step-by-step ePerformance instruction: how to enter Objectives and 
Learning Plans, how to complete Checkpoints and Finalize Criteria, how to complete a self-
evaluation, and how to complete a manager evaluation.  

Request  Additional Assistance: 

Should you require assistance in addition to the resources noted above, our staff are available 
to help over the phone or respond to your emailed questions:  

1. Reach out by email to your Human Resources Representative; or
2. Email Performance Development at performance_development@gov.nt.ca.

http://upk.fin.gov.nt.ca/sam/upk-public/HRIS%2092/Publishing%20Content/PlayerPackage/data/toc.html
mailto:performance_development@gov.nt.ca


In-person or WebEx training: 

Managers can reach out to their Human Resources Representative to arrange for a group 
learning session on any or all of the above topics.  Groups should be from 6-12 participants 
(Divisional Managers, or a Division’s Unit including the Manager).  

Performance Development for Managers – 1.5 hours (Max. 12 participants) 

This session is for managers to provide an overview of the value of Performance 
Development, including creating and entering SMART objectives, Competencies and 
Learning Plans. An emphasis is placed on the importance of quarterly checkpoints, 
evaluations and review meetings to help tie in the development of employees through 
positive feedback and coaching throughout the fiscal year.  

Performance Development for Employees – 1.5 hours (Max. 10 participants) 

This session is for employees and their manager(s) to provide an overview of the 
Performance Development cycle from start to completion with an emphasis on value of 
Performance Development, including creating and entering SMART objectives, 
understanding Competencies and developing Learning Plans. Employees are shown how to 
complete a self-evaluation through to the final steps to document completion. 

Additional Resources  

For further information on Performance Development, please visit our website 
at: https://my.hr.gov.nt.ca/learning-development/performance-development 

https://my.hr.gov.nt.ca/courses/performance-development-managers
https://my.hr.gov.nt.ca/learning-development/performance-development
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