Second level review process
Step 1: Request
· The employee informs their supervisor by email that they would like to proceed with a second level review.
· The employee must clearly express the area of disagreement as it relates to the performance management process or the requirements within the Directive.
· The supervisor will forward the request to the SLR, including the employee in carbon copy (cc).
· The employee should add comments to their performance agreement within the Public Service Performance Management Application (PSPM App) to ensure that they are recorded.
Step 2: Analysis
· The SLR, as the manager one level up, may review the employee's performance agreement directly by accessing it in the PSPM App.
· The SLR is responsible for reviewing the request in a timely manner and, while each request is unique and review times may vary, it should be completed within fifteen (15) working days.
· To ensure that the analysis is free from any potential bias, the SLR is responsible for selecting a Third Party from another Directorate or Branch who has not worked with the employee who will be able to assist with the analysis.
· Please refer to the "second level review checklist" on this page for guidance when reviewing the process and requirements within the Directive.
Step 3: Conversation
· To better understand the complaint, it is recommended that the SLR and Third Party discuss matters with the requesting employee and supervisor, separately.
· The SLR is encouraged to consult with Labour Relations for additional guidance should they feel they need support prior to engaging in these conversations.

Step 4: Action
· The following are examples that illustrate when due diligence of the performance management process was not followed and action is required:
1. When there is a lack of evidence to support an associated rating and assessment; or
2. When the requirements of the Directive were not met.
· Modifications to the employee's performance agreement may be required (e.g. removal of non-constructive language, additional documentation to capture content from a subsequent conversation held between the supervisor and employee, and /or alignment of ratings assigned with rating descriptions etc.)
· If the performance agreement must be re-opened, the SLR will send an email to the departmental PSPM Administrator (pmtm-grgt@hc-sc.gc.ca), copying both the supervisor and employee, specifying either mid-year or year-end is to be re-opened for amendment.
· The departmental PSPM Administrator will respond within 48 hours. In cases where Treasury Board involvement is necessary to reopen a mid-year performance agreement, the departmental PSPM Administrator will notify all parties that the request has been forwarded to Treasury Board for action within the 48 hour response window.
NOTE: PSPM Administrators cannot view information within performance agreements. They are only able to view the status.
Step 5: Documentation
· The SLR must document the process they followed, including information related to dates of conversations held and documents that may have been reviewed.
· The information must be formally recorded by the SLR under "Second Reviewer Comment Box" section of the employee's performance agreement found in the PSPM App.
· This box is activated only when the year-end assessment's status is "completed".
Second level review checklist
Use this checklist to structure the review of an employee's performance agreement with objectivity. Remember it is the immediate supervisor's responsibility to manage their employee's performance, including the content in their performance agreement, follow-up conversations and related decisions, including the assignment of ratings. The following questions have been structured to help ensure that both the performance process and requirements found in the Directive are upheld.
Ensure that the employee has a performance agreement established.
· Were work objectives, performance indicators, and performance expectations discussed with the employee at the beginning of the performance evaluation or when starting in a new position?
· Were the performance expectations reasonable and within the norm of what would ordinarily be expected for the position?
· Was a targeted learning and development plan established as part of the agreement?
Ensure that the employee was provided feedback by a supervisor who was aware of the employee's performance.
· Was the employee provided with support and guidance to meet performance expectations?
· Was the employee informed of any required adjustments to their work and/or priorities?
· Were performance discussions provided in a timely manner?
· If required, in situations involving duty to accommodate, were appropriate steps taken to support the employee in sustaining performance?
Ensure that the employee received feedback on each work objective and core competency at mid-year.
· Was the employee provided with appropriate feedback at mid-year to ensure they were "on-track" towards meeting their work objectives and core competencies?
· Was the employee given the opportunity to discuss their concerns with their performance or assigned work objectives?
Ensure that the employee was provided with a year-end assessment and rating (conversation and individual ratings for work objectives and core competencies) and that a proper written record was maintained over the performance cycle and documented within the employee's performance agreement.
· Were the comments written and the ratings assigned in alignment with descriptions provided in TBS' rating descriptions?
· Were the specific behaviours and work examples provided in alignment with the assigned ratings as described in TBS' rating descriptions?
· If the employee meets any of the eligibility criteria, can they be offered a talent management plan that aligns with an organizational need?
· If the employee was assigned a "Did not meet" rating for either work objectives or core competencies, was an action plan in place to improve performance or will one be developed?
· Were work expectations, in terms of work objectives and performance indicators, documented?
· Were the comments in the employee's performance agreement professionally and objectively written? For guidance, please refer to the TBS document "Tips for writing effective comments."
· Ensure that there is no reference to any accommodation made as a result of a human rights issue.
· Ensure that comments or references related to disciplinary actions are not included within the employee's performance agreement (e.g. DO NOT write "employee was disciplined 3 times this year for subordination" however, DO write "employee experiences difficulty working with others and frequently challenges authority in an inappropriate manner, using loud and confrontational language.")
In cases of unsatisfactory performance, ensure the employee is provided with the opportunity to discuss their performance; provided with written feedback on shortcomings, as well as areas to improve; possible consequences; and to demonstrate their ability to perform the duties of their position.
· Was the employee informed of issues surrounding their performance during the performance cycle (informally throughout the year or formally at mid-year)?
· Was a written explanation provided to the employee that described the areas where they could improve their performance?
· Were specific and concrete examples used that would help them understand areas to improve their performance?
· Was the difference between their performance and the indicators and behaviours that were expected outlined? Was the employee informed of the consequences related to not meeting the requirements of the position?
· Were any specific reasons for the employee's underperformance identified? If so, did their manager provide them with support?
· After feedback was provided, was the employee provided with the opportunity to demonstrate competence in performing the duties associated with their position?
· Was the employee provided with the necessary support and guidance to foster a satisfactory performance outcome?
· To improve performance, was an performance improvement plan (action plan) implemented? If so, was it implemented in a timely manner?
· Was the employee provided with regular follow-ups and continuous feedback?
· Were other attempts were made to assist the employee in improving their performance?
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