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POLICY 
Title:  EMPLOYEE DEVELOPMENT / JOB PLANNING POLICY 

   FOR NON-UNION EMPLOYEES Number:  8019 

Reference: 
Personnel Policy Manual 

Adopted by City Council: 
April 5, 1988 

Supersedes: 

Prepared by:  PERSONNEL SERVICES DEPARTMENT 

STATEMENT 

THE CITY OF MEDICINE HAT HAS A COMMITMENT TO ATTRACT, DEVELOP AND 
RETAIN A WELL QUALIFIED, MOTIVATED AND COMMITTED WORKFORCE.  EACH 
EMPLOYEE AND MANAGER SHALL DEVELOP STANDARDS AND OBJECTIVES 
ESTABLISHED WITHIN THE REQUIREMENTS OF THE JOB DESCRIPTION. 

PURPOSE 
1. To provide a forum for feedback to employees on their individual job standards and

objectives.

2. To identify and establish an appropriate employee development plan to enhance employee
self-esteem and improve or maintain future performance.

3. To provide a basis for management and personnel decisions (e.g. training, career
development and promotional opportunities).
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1. DEFINITIONS 

1.01 Non-Union Personnel 
Any person occupying a position, approved by the Wages & Personnel Committee, 
which is designated non-union, and not covered by a bargaining unit. 

 
1.02 Anniversary Date 

The date (day and month) on which the employee commenced in the position.  The 
anniversary date shall be adjusted following any leave of absence without pay 
exceeding fourteen (14) calendar days. 

 
1.03 Annual Performance Review 

A meeting held to review performance and develop standards and objectives for a 
twelve (12) month period. 

 
1.04 Interim Performance Review 

A meeting held to assess an employee’s ability to satisfactorily meet standards at the 
three (3) month and six (6) month intervals during the first year of employment, and 
at six (6) month intervals between annual performance reviews. 

 
1.05 Planning Meeting 

A meeting to discuss the responsibilities of the employee’s position and outline the 
employee’s standards and objectives for the initial twelve (12) month period.  
Subsequent planning meetings are held in conjunction with the annual performance 
review. 

 
1.06 Job Parts 

The major duties and responsibilities assigned to a position. 
 

1.07 Standards 
The level of performance expectation established by the employee and the person 
carrying out the performance review.  The standards describe when performance is 
satisfactory for each job part. 

 
1.08 Objectives 

The results an employee endeavors to achieve. 
 

1.09 Job Description 
A statement of the major duties and responsibilities of a position, its organizational 
relationships, the necessary knowledge and skills required and the desirable training 
and experience. 

 
2. RESPONSIBILITIES 

2.01 City Council 
(a) Receive, review, amend and adopt any recommended changes to the 

Employee Development/Job Planning Policy. 
 
2.02 Mayor 
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(a) Carry out planning meetings and performance reviews with each employee 
reporting directly to City Council. 

(b) Review planning meetings and performance reviews completed by the 
employees reporting to City Council as the Mayor deems necessary. 

(c) Ensure that the employees reporting to City Council receive training and 
development as identified through the planning process. 

 
2.03 Board of Commissioners 

(a) Make recommendations to City Council regarding any amendments to the 
Employee Development/Job Planning Policy. 

(b) Review and adopt Procedures which are utilized to implement the Employee 
Development/Job Planning Policy. 

 
2.04 Each Commissioner 

(a) Carry out planning meetings and performance reviews with each employee 
reporting to the Commissioner. 

(b) Review planning meetings and performance reviews completed by employees 
reporting to the Commissioner, if deemed necessary by the Commissioner. 

(c) Ensure that the employees reporting to the commissioner receive training and 
development as identified through the planning process. 

 
2.05 Department Heads/Managers 

(a) Carry out planning meetings and performance reviews with each employee 
reporting to them. 

(b) Review planning meetings and performance reviews completed for each 
employee within their department, as they deem necessary. 

(c) Ensure that the employees reporting to them receive training and development 
as identified through the planning process. 

 
2.06 Personnel Services Department 

(a) Administer, interpret and monitor the effectiveness of the Employee 
Development/Job Planning Policy and Procedures. 

(b) Administer a bring-forward system to advise all parties carrying out planning 
meetings and performance reviews of review dates, pursuant to the Employee 
Development/Job Planning Policy. 

(c) Collect and retain on file completed job planning forms for a period of five (5) 
years. 

(d) Provide advice with respect to the Employee Development/Job Planning Policy 
and Procedures. 

(e) Provide advice with respect to employee’s training and development needs as 
identified through the planning process. 

(f) Co-ordinate training of employees as to the Employee Development/Job 
Planning Policy and Procedures. 

(g) Provide reports as requested by The Board of Commissioners. 
(h) Make recommendations to The Board of Commissioners regarding 

amendments to the Employee Development/Job Planning Policy and 
Procedures. 

 
 
 



Policy 8019 – Employee Development/Job Planning Policy  
                      For Non-Union Employees PROCEDURE
Authority: 
 

Adopted by City Council:  
April 5, 1988 Page 4 of 4

 

This policy is subject to any specific provision of The Municipal Government Act or other relevant 
legislation or union agreement. 

 
 
 
3. PROCEDURES 

3.01 General 
(a) Employees shall participate in the establishing of standards, setting of 

objectives and the assessment of results achieved within the requirements of 
their job description. 

(b) Informal reviews of standards shall occur on an on-going basis, as required 
during the review period. 

(c) At each planning meeting and annual performance review, the employee and 
the person carrying out the performance review shall identify and define the 
requisite standards and objectives.  These standards and objectives may be 
revised at any time during the twelve (12) month review period. 

(d) At each performance review, the employee’s ability to meet established 
standards and objectives shall be assessed. 

(e) Planning meetings and performance reviews shall be completed as per 
instructions on the appropriate form. 

(f) Planning meetings and performance reviews due while an employee is on a 
leave of absence shall be completed prior to the leave where possible. 

 
3.02 Time Frames 

(a) Each annual performance review shall be carried out within twenty-one (21) 
days of the employee’s anniversary date. 

(b) Each interim performance review shall be carried out within seven (7) days of 
the three (3) month or six (6) month interval, as the case may be. 

(c) Part I of the completed Job Planning Form shall be forwarded to the Personnel 
Services Department by the person carrying out the performance review: 
(1) In the case of an annual performance review, within thirty (30) days of the 

annual performance review. 
(2) In the case of an interim performance review, within fourteen (14) days of 

the interim performance review. 
 

4. ATTACHMENTS 

4.01 Administrative Details for Employee Development/Job Planning Review 
 
4.02 Employee Development/Job Planning Review Guide 
 
4.03 Employee Development/Job Planning Form 
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PERSONNEL SERVICES DEPARTMENT 
 
 
 
 
 

ADMINISTRATIVE DETAILS 
 

FOR 
 

EMPLOYEE DEVELOPMENT / JOB PLANNING 
 

REVIEW 
 
 
 
 
 

April, 1988 
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EMPLOYEE DEVELOPMENT / JOB PLANNING REVIEW 

 
 

FREQUENCY OF JOB PLANNING REVIEWS: 
 

1. Annual Performance Review – prepare every twelve (12) month period and 
completed in relation to the employee’s anniversary date. 
 

2. Interim Performance Review – prepare at the three (3) month and (6) month interval 
during the first year of employment in the position and at the six (6) month interval in 
subsequent years. 

 
TIME FRAME: 
 
 PERSONNEL SERVICES TO: 
 

1. Access the bring-forward system the first working day of each week to determine 
annual performance reviews due sixty (60) days thereafter for each day of that week, 
and advise the designated reviewer that Part 1 of the Job Planning Form must be 
completed and received by the Personnel Services Department within thirty (30) 
days of the annual performance review date. 
 

2. Also determine interim performance reviews due forty (4) days thereafter for each 
day of that week, and advise the designated reviewer that Part 1 of the Job Planning 
Form must be completed and received by the Personnel Services Department within 
fourteen (14) days of the interim performance review date. 

 
PAYROLL TO: 
 
1. Advise the Manager of Personnel Services of the following employee status 

changes: 
(a) newly hired employees 
(b) transfers (provide the name of the new Manager to whom the employee will be 

reporting): 
• lateral 
• demotion 
• promotion 
• intra/inter-departmental 

(c) leaves of absence 
(d) terminations 
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DISTRIBUTION OF FORMS: 
 

1. Initially, the Personnel Services Department will provide all departments with 
Employee Development/Job Planning Forms. 

 
RECORD RETENTION AND ACCESSIBILITY: 
 

1. All original completed Job Planning Forms (Part 1) shall be retained for a period of 
five (5) years from the date of completion (one file for every non-union employee). 

 
2. All original completed Job Planning Forms (Part 1) shall be retained in the individual 

Employee Development / Job Planning Review file. 
 

3. All employees shall have access to their own Job Planning Review records. 
 

4. The employees’ Manager shall be able to access such records. 
 

5. If the employee applies for another position in the City, the records shall be made 
available to the Manager of the position being applied for. 

 
6. If an employee is being considered for another position in the city which he / she has 

not applied for, file access shall be requested by the interested Commissioner.  
Approval for access to the file shall be secured from the Commissioner of the 
Division in which the employee works. 

 
PERSONNEL SERVICES DEPARTMENT FORMS: 
 
Attachment I Employee Status Changes form to be completed by Payroll for every new 

hire, transfer, leave of absence or termination. 
 
Attachment II Form Memorandum advising reviewer and appraiser of due date for annual 

and interim reviews. 
 
Attachment III Follow-up Memorandum regarding overdue reviews – to be sent one week 

following review due date. 
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