: NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
) EVALUATION FORM

Restorative Justice Program Assistant

Name of Employee Being Reviewed: | (' S, Q4o .\V.\M_Aﬁc,__m

Job Title: SEe [ XD

Employed Since: Meuy |, DaTF

Direct Supervisor: TN o % [{rno / &7 /7 &Zji;
Last Review Date: A b

/"irwoﬁ'gzmﬁl’p

Name of Reviewer(s):

The supervisor and the staff will comment on the areas set out below, as apphcable The staff member
shall circulate his/her comments to the supervisor at least three (3) days before the scheduled review
date.

J
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Rating Schedule ot m‘f“*‘

E = Exceptional gk &

A = Acceptable e

A/l = Acceptable with Room for Improvement B
U = Unacceptable

NA = Not Applicable

Date of This Review: bej—\'j-ﬁ—/@% { J‘:_:,. e
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PART 1

Task/Item Rating | Comments

Assist in the dissemination of Qluods maken Y ux,!i o Plhap Gmaroen Grsan ] s,
information and the preparation Dhellos wiadaaic s

of information materials

concerning the Program. The E /

Assistant will provide

information upon request to the

community members. The

Assistant will also help with
ublicizing via the media.
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A NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
, EVALUATION FORM
| Task/Item - ; Rating | Comments

The Assistant will liaise with
the Restorative Justice Workers
and assist them with travel and
other needs as well as
consulting with them about their
concerns in the absence of the
Restorative Justice Coordinator.
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Arrange for and assist at the
monthly Conference
Calls/Meetings of the
Restorative Justice Workers and
the Restorative Justice
Coordinator.

s

—_— =,
= / (J /CAM ('J T SE o
Pe

CﬂCL,.-.,u—q[ Y"‘f’*’j‘f W Theae o
ﬂhu\s_\m»/ Meod e, OLoa L norte s
LL;ST,\Q_é s ‘*‘Sm B woitr BDo; INTEERATION

@s.

iy Favsidke Modaraden Lot Hh "}“‘-‘-—’97‘ Ned

AT
C (""\*—Q\Q A f("j (WY (}‘2 (oo &Qﬂzﬂiiﬁ T Y ¢

Assist in the maintenance of a
central filing system of actual
conferences held as well as
other reports submitted by the
Restorative Justice Workers.
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Assist in the planning for and
holding of Training Workshops.
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The Assistant will perform
actual CAC circles as required.
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Education Coordinator, the
Victim Witness Advocate and
the Community Legal Workers
with any work they may be
doing in the Restorative Justice
area.

¥ 1]
NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
‘ EVALUATION FORM
Task/Item . Rating | Comments
Assist in the self-evaluation o L i §ia
program by distributing and Y w-\& --\\\\Nm\L L hooe Wa o
c_ol.lgctlng.quesnonnalres', and o= ' . Ao A s,
liaising with personnel hired to % e CA. o
complete same. X s
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Assist with the Public Legal Eoenm X Aras ovothane, tode toMn
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Assist in the development of
Proposals to possible funders.
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Develop forms to be used in the
diversion of charges and
implementation of conference
agreements.
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Assist in the development of
training materials and facilitate
training programs.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
’ EVALUATION FORM

Task/Item LG Rating | Comments :
Assist the Legal Aid B S MGER iy Aas el ey et
Department as required. ) ﬂ“_\ 1 J S . 3 .

L=
Other office related duties as T
required. — ) s
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PART I1

PERFORMANCE OBJECTIVES & REQUISITE SKILLS -
EXPECTATIONS & RESULTS

COMMUNICATION

Task/Item Rating | Comments

Keeps supervisor and others ) i ;

informed of relevant Sard ouX ErnedS oamandlen
information on a need to e Aouley & uo-ert

know and timely basis. Ensures
instructions and messages are
clear, terms are explained and
tone of voice is informative and
does not assign blame.

Ensures assertive
communication style is
practiced as much as
possible. Effectively
communicates position and
demonstrates that others
positions are respected.
Expression of feelings and
opinions is honest, and
appropriate.
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Written communication is clear,
concise, organized and
persuasive. Plain language is
used.

Communicates effectively with
callers and clients, showing
respect, empathy and being non-
Judgmental of client's lifestyle
or other matters. Preserves
client's dignity, fosters client
confidence and trust in staff
member and the clinic.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

| Task/Item

Rating

Ensures the client is updated on
all file developments, and that
instructions are always received
and documented to the client's
file.
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Comments

Responds quickly te-client-
telephone messages or other
contact.

Communicates effectively with
community groups and
representatives ensuring that the
Corporation’s reputation is
upheld and enhanced.
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Complies with Board policies L Aovdh wooll o dallC Va3 wodli e
regarding media and other \ o
contact. N\}\
v
TEAM PLAYER
Task/Item Rating | Comments
Understands the importance of :
his\her own and others jobs to —
the organization. -
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item

Rating | Comments

Assists others during peak load
times.

Takes pride in his/her own and
others' work and the results of
the organization. Collaborates
and consults with others, as
necessary, to

complete the work of the
organization.

Volunteers and makes useful
contributions in meetings and
committees.

Honours the ground rules for
working in a productive and
caring manner.
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INTERPERSONAL

Task/Item

Rating | Comments

Is attentive to others. Consults
and collaborates with others as
required. Addresses and
resolves conflict onstructively.
Uses appropriate humour and
avoids hurtful gossip.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item

Rating

Comments

Calms irate clients and uses tact
when dealing with same.

A
/

Demonstrates the ability to
motivate others.

E

Y

DEPENDABILITY AND FOLLOW-THROUGH

Task/Item

Rating

Comments

Responds promptly and
responsibly to supervisor’s and
co-workers’ reliance on and
requests for cooperation and
assistance. Follows through on
promises to carry out tasks etc.

O
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Assumes responsibility and
expects to be held accountable
for completing

job assignments in an efficient
and timely manner.

™

Provides supervisor with regular
and prompt updates on the
progress of work and possible
problems on an as

needed basis.




NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
Task/Item = . osinina Rating | Comments
Attends regularly and
punctually at the office (s), P

meetings, client appointments, Ij
community meetings, etc.

Ensures office security at all

times, and client confidentiality. ,

EFFORT

Task/Item Rating | Comments

Consistently and dependably
works towards the completion

of job responsibilities, assigned /
tasks, and results to the fullest L g
extent of his/her \/
responsibilities.

Maintains a regular flow of
work without undue delay and
the need for reminders. H

Work hours are used
productively. P{
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item Rating | Comments

Brings enthusiasm to his/her

work. PY _
/_

INTITIATIVE

Task/Item Rating | Comments

Identifies and takes on relevant
and appropriate tasks when
major responsibilities are
completed.

SN

Identifies and strives to solve
problems and offers innovative

suggestions for z’/
positive change.

JOB KNOWLEDGE

Task/Item Rating | Comments

Knows the Corporation’s goals,
Board policies, office practices
and procedures, and job t

responsibilities, : /




NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
Task/Item ; Rating | Comments
Possesses professional or
techr.lical'knowledg'e_ and skills - > HMBE  TEAE AT FACI AT
required in the position. 3
Az A Possibwwrs TR

D eurtof e

Shows increasing skill in
utilizing office equipment,
particularly personal g
computers. This would include E
adequate typing and word
processing skills, maintaining
up to date directories, v
understanding computer
network, backing up files
appropriately.

JUDGEMENT AND ANALYTICAL SKILLS

Task/Item Rating | Comments
Identifies problems or

opportunities within the T
parameters of his/her job. /

Sorts out peripheral issues and
sets priorities accordingly.
Collects and analyzes data
logically. Consults with others

and refers to others

appropriately. Develops and
implements sound and timely
solutions.

TIME MANAGEMENT

Task/Item Rating | Comments

Understands the importance of
using work time effectively and

productively. A




NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item b Rating | Comments

Makes appropriate priorities
between work tasks.

Delegates as appropriate.

GOALS & OBJECTIVES

Task/Item Rating | Comments

Has met or exceeded the

performance goals agreed to
during the last .
evaluation, (detail if AW
appropriate) N

to the Board.

Has met or exceeded goals
agreed to by the Corporation
and program overall, and P)
assigned to him/her.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

TRAINING

Task/Item

Rating | Comments

Undertakes, willingly, all
training opportunities, and
implements new skills and
knowledge appropriately.
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Identifies new training
opportunities needed, and
develops an action plan.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

GOALS & OBJECTIVES STATEMENT

EVALUATION FORM

Development Desired

Plan for Development (Include Timelines)
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If you need more room, please attach. .
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PERFORMANCE REVIEW SUMMARY

Supervisor’s Summary

Reviewer’s Signature Date
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PERFORMANCE REVIEW FORM

COMMENTS

We have both read the summary of the Personnel Evaluation and the Goals Statement and it accurately
reflects our review.

Employee’s Comments

p Sz ) e 19,27
Empolyee’s S%M—/ Date

&‘Q

%

Supervisor’s Slgnature
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Restorative Justice Program Assistant- Ioaser e

Name of Employe¢e Being Reviewed:

Q&ﬁ»@—m c,-\;ci,kwx-‘\w\

Job Title:

e ETh .

Employed Since:

P‘.\Ou,\ |, QalF

Direct Supervisor:

Dok £ 2 s //m m |

Last Review Date;

M A

Date of This Review:

\nw@/of (’

Name of Reviewer(s):

C&)}\a/h,@/}\

The supervisor and the staff will comment on the areas set out below, as apphcable The staff member
shall circulate his/her comments to the supervisor at least three (3) days before the scheduled review

date.

Rating Schedule

E = Exceptional

A = Acceptable

A/l = Acceptable with Room for Emprovement
U = Unacceptable

NA = Not Applicable
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PART I

Task/Ttem Rating | Comments

Assist in the dissemination of QoS maken o Plap. Comaen Grread g
information and the preparation Adan modesc

of information materials
concerning the Program. The
Assistant will provide
information upon request to the
community members. The
Assistant will also help with
ublicizing via the media.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
gpeer| Task/Hem: - ... . .no+ | Rating | Comments * - *..  : =, .5 frn
The Assistant will liaise with ot hen The BTR  Cdlon Kantaden cim fons
 the Restorative Justice Workers I L A hane, 4o (P S
*| and assist them with travel add ™ | = | 77 Do doas ,U(amaw Guiad oo,
other needs as well as ‘ Y e :_M o I
consulting with them about their N C)'L{ At .
concerns in the absence of the
Restorative Justice Coordinator.’
Arrange for and assist at the > ol Thene Co o Talli oy T oo, )
monthly Conference e J A oI
Calls/Meetings of the Psorvsen o Maeed , Odoo Linosce '
Restorative Justice Workers and A . o = RO, 1T Tior} &

g .,é_u,x') LT S EGRATION El ¢
the Restorative Justice e %M = _ ¢
Coordinator. GS. My FAavcouke f_hodf‘ucdm o th V}-‘*‘g" Ned _;5:,

C%Jq Qagmacd..ﬁr\ca Lan éxzcvn oo’ Lot
Assist in the maintenance of a Loentronah I Masteq Reen Lo wvnot Corm fteds
central filing system of actual To hows eLe~ i ovi T Mot coend, T ploos
conferences held as well as Lkare ademtin~x"Cls ool Con-LPull anyf
other reports submitted by the 1t oo ken C_,Q_DVDJ N Seec g
Restorative Justice Workers. g 3 i eels.
Assist in the planning for and
holding of Training Workshops.

E

The Assistant will perform BoXx U Lo ek 4o ‘bu,'(
actual CAC circles as required. .
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM .
Task/Ttem _ , Ratiné Comments.-:*- - R
Assist in the self-evaluation o A T
program by distributing and Y rﬂ& »\\Mm\éi L e o e
collecting questionnaires, and o SR ‘ L J\ A .
liaising with personnel hired to ~\ Q/\f\C»J“CL ’\D O oo
complete same. N
Assist with the Public Legal £ 102 N3 X ron ormothane, tede Mg
Education Coordinator, the \Aﬁ\'}'}\m\_l‘ CAC,-l .

Victim Witness Advocate and
the Community Legal Workers
with any work they may be
doing in the Restorative Justice
area.

Assist in the development of
Proposals to possible funders.

L o Fromol Qﬂ‘mw%@«w«oitm .
Bl Lol Lo o Recun

Develop forms to be used in the
diversion of charges and
implementation of conference
agreements.
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Assist in the development of
training materials and facilitate
training programs.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
| TaskMtem : . ...iiis. - - Rating | Cominents peita /{
Assist the Legal Aid Hoizy A m %Ap o & q 0{-
Department as required. _ MM J e / J
Other office related duties as T
required. — . -
E | Gogthng) 3 @ow-tﬁwﬂ -
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PARTIL. +

PERFORMANCE OBJECTIVES & 'REQUISITE SKILLS =" - RETEEY

it

EXPECTATIONS & RESULTS

COMMUNICATION

Arm o o~

- e e

:f.. PRI PR

Task/Item

Rating

Comments

Keeps supervisor and others
informed of relevant
information on a need to

know and timely basis, Ensures
instructions and messages are
clear, terms are explained and
tone of voice is informative and
does not assign blame.

6»“—’“'"’0 R Crnalds camosldans
e ﬁw@ffu“{-

Ensures assertive
communication style is
practiced as much as
possible. Effectively
communicates position and
demonstrates that others
positions are respected.
Expression of feelings and
opinions is honest, and
appropriate.

ot ok Ko wao o o2l
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Written communication is clear,
concise, organized and
persuasive. Plain language is
used.

Communicates effectively with
callers and clients, showing

respect, empathy and being non- |

Jjudgmental of client's lifestyle
or other matters. Preserves
client's dignity, fosters client
confidence and trust in staff
member dnd the clinic.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM
Task/Item . . | Rating Comments i

Enstres:the client is updated on
all file developments, and that

| instructions are always received
and documented to the client's
file. g

t

—

t,-_‘

Responds quickly to ¢lient
telephone messages or other
contact.

Communicates effectively with
community groups and
representatives ensuring that the
Corporation’s reputation is
upheld and enhanced.

Complies with Board policies
regarding media and other
contact.

\ OSKCYCCLNL&\LU\ AL VAGI CCNE S T S -

TEAM PLAYER

Task/Item

Rating | Comments

Understands the importance of
histher own and others jobs to
the organization.

TN
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item . . | cotse Rating | Comments. .- R L g
Assists others during peak.load |. : T

times,
/"

&

Takes pride in his/her own and
others' work and the results of
the organization. Collaborates
and consults with others, as
necessary, to

complete the work of the
organization.

(3

Volunteers and makes useful
contributions in meetings and
comumnittees.

Honours the ground rules for
working in a productive and

caring mansner. 7%,

INTERPERSONAL

Task/Item " Rating | Comments _

Is attentive to others. Consults I o CLaSudS TR o Unihon, Semedfions

and collaborates with others as
required. Addresses and 'q \
resolves conflict onstructively.
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Uses appropriate humour an .

avoids hurtful gossip. L L hmre M Ca %w .
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
Task/Item AR L Rating | Comments R o
Calms irate clients and uses tact . KT L
when dealing with same. s

A

Demonstrates the ability to
motivate others.

DEPENDABILITY AND FOLLOW-THROUGH

Task/Item Rating | Comments
Responds promptly and

responsibly to supervisor’s and

co-workers’ reliance on and

requests 'for cooperation and P(

assistance. Follows through on
promises to carry out tasks etc.

Assumes responsibility and

expects to be held accountable
for completing E
job assignments in an efficient | 'L--
and timely manner.

Provides supervisor with regular
and prompt updates on the
progress of work and possible
‘problems on an as D’
needed basis.
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NISHNAWBE-ASK] LEGAL SERVICES CORPORATION

meetings, client appointments,
community meetings, etc.

2

EVALUATION FORM
QL Task/Mtem . tiuesein Rating | Comments
Attends regularly and -
punctually at the office (s), e

Ensures office security at all

times, and client confidentiality.

EFFORT

Task/Item

Rating

Comments

Consistently and dependably
works towards the completion
of job responsibilities, assigned
tasks, and results to the fullest
extent of his/her
responsibilities.

Maintains a regular flow of
work without undue delay and
the need for reminders.

Work hours are used
productively.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item-. ., .. .o Rating | Comments . o tew G

Brings enthusiasm to his/her . : SO

work., Pf

INTITIATIVE

Task/Item Rating | Comments

Identifies and takes on relevant
and appropriate tasks when
major responsibilities are o

completed. 2_&

Identifies and strives to solve
problems and offers innovative

suggestions for E
positive change. .

JOB KNOWLEDGE

Task/Item Rating | Comments

Knows the Corporation’s goals,
Board policies, office practices
and procedures, and job f_///

responsibilities.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Mtein . cov - <

Rating.

Conimeénts ¢ Aeen

Possesses professional or
technical knowledge and skills
required in the position.

¢

Shows increasing skill in
utilizing office equipment,
particularly personal
computers. This would include
adequate typing and word
processing skills, maintaining
up to date directories,
understanding computer
network, backing up files
appropriately.

JUDGEMENT AND ANALYTICAL SKILLS

Task/Item

Rating

Comments

Identifies-problems or
opportunities within the
parameters of his/her job.
Sorts out peripheral issues and
sets priorities accordingly.
Collects and analyzes data
logically. Consults with others
and refers to others
appropriately. Develops and
implements sound and timely
solutions.

A

TIME MANAGEMENT

Task/Item

Rating

Comments

Understands the importance of
using work time effectively.and
productively.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
Task/Item.. -~ 8% .| Rating | Comnients
Makes appropriate priorities : . ok .
between work tasks.

i

Delegates as appropriate.

GOALS & OBJECTIVES

Task/Item Rating | Comments

Has met or exceeded the
performance goals agreed to
during the last

evaluation, (detail if ' @\‘O(

appropriate)

Assists in the development of
clinic's goals, including
accurately completing the report

to the Board. ‘P[ -

Has met or exceeded goals
agreed to by the Corporation
and program overall, and Pj
assigned to him/her:




. O @

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
Task/Item : Rating | Comments - T .
Undertakes, willingly, all ETONAN ,l‘a(u‘,_‘ G A A ctnhnet Wmia{ -
training opportunities, and Ve j
implements new skills and b S’*”M‘gq-"\ T
knowledge appropriately. ‘
Identifies new training . . ' -
opportunities needed, and L opahs %Wkw )
develops an action plan. pf l
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

GOALS & OBJECTIVES STATEMENT
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Development Desired

Plan for Development (Include Timelines)
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

. | Devélopment Desired : Plan for Development (Inclhide Timelines) .

If you need more room, please attach.
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PERFORMANCE REVIEW FORM : S, TR L T

_COMMENTS
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We have both read the summary of the Personnel Evaluation and the Goals Statement and it accurately
reflects our review. :

Employee’s Comments

‘Empolyee’s Signature Date

Supervisor’s Comments

Supervisor’s Signature  ** : Date




To: Chantelle Johnson, Restorative Justice Assistani/Special Projects
Assistant

Cc: Personnel File

From: Ellaree Metz, Special Projects Manager -
Derek E. Lyons, Restorative Justice Coordinator

Date: September 12, 2007

Subject: Probation Evaluation

Date of Hire: May 1%, 2007

This will confirm that your probation evaluation was conducted on today’s date with
Derek E. Lyons and Ellaree Metz, your immediate supervisors, and pursuant to sections
30 and 8 of the Personnel Manual.

Our recommendations from the evaluation include; continued use of a detailed to-do list
and that you undertake to seek out and register for a one or two day writing workshop to
enhance your writing skills.

As a result of your overall satisfactory performance since you commenced your
employment with NALSC, you are no longer considered to be probationary.

Around the anniversary of your hire, you will receive a formal written annual evaluation,
however, note that you may be evaluated at any time, if your supervisors deems it
appropriate.

As a result of the lifting of the probation, you are now entitled to take leave in
accordance with NALSC policies.

Congratulations.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Restorative Justice Program Assistant

Name of Employee Being Reviewed: ChavTeUE 2o AnSo A)

Job Title: Resiceatwue Dustue AssisTAN T
Employed Since: Moy Zeo
Direct Supervisor: Tere € Cors

Last Review Date:

Date of This Review: /U%é:’?’)/)’fﬂ./ &~200 @ [ 1< BO Am

r
Name of Reviewer(s): M b3 %v-
¥ ~

The supervisor and the staff will comment on the areas set out below, as applicable. The staff member
shall circulate his/her comments to the supervisor at least three (3) days before the scheduled review
date.

Rating Schedule

E = Exceptional

A = Acceptable

A/l = Acceptable with Room for Improvement
U = Unacceptable

NA = Not Applicable

PART I

Task/Item Rating | Comments

Assist in the dissemination of
information and the preparation
of information materials
concerning the Program. The
Assistant will provide

information upon request to the Vv
community members. The
Assistant will also help with
publicizing via the media.




NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item

Rating

Comments

The Assistant will liaise with
the Restorative Justice Workers
and assist them with travel and
other needs as well as
consulting with them about their
concerns in the absence of the
Restorative Justice Coordinator.

e

2

Arrange for and assist at the
monthly Conference
Calls/Meetings of the
Restorative Justice Workers and
the Restorative Justice
Coordinator.

Assist in the maintenance of a
central filing system of actual
conferences held as well as
other reports submitted by the
Restorative Justice Workers.

5

/365'_; ScarNIWE (A Tapee Docomen (NTB THE

C FiLune SYSTEM For B
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PNESER. TTIRE RS NETWaLE. & ArcSe HAUE

Uoser
AT o€l 1N MUY SPRRE TIME .7T6 meus
TeoThe PAFEELESS SociEBt WALTED BYTHE ED.

Assist in the planning for and
holding of Training Workshops.

/cu Row LowER Cosvs AND PUTTHEM 1ano

T MusT Do exrens IVE PLanng Fofe ALL TRAINIVE,

1 MusT ALSCmelere DA QeYs 16 Show how maen+
WUl CosX For eAcH ProreAm. Come Lp wolth Plans

EFFECT WHEN L Qoo THe ENTRE Pﬁa@.g,qms
Teave L.

The Assistant will perform
actual CAC circles as required.

Mﬁ;c.mED CGrc @ C(Zme Mies @ |
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item Rating | Comments

Assist in the self-evaluation
program by distributing and

collecting questionnaires. and k\
liaising with personnel hired to Q

complete same.

Assist with the Public Legal
Education Coordinator, the
Victim Witness Advocate and

the Community Legal Workers

with any work they may be
doing in the Restorative Justice \/
area.

Assist in the development of
Proposals to possible funders.

Develop forms to be used in the
diversion of charges and o
implementation of conference D
agreements.

Assist in the development of
training materials and facilitate -
training programs. L//




NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item Rating | Comments

Assist the Legal Aid
Department as required. 6

i

Other office related duties as
required.

T
S




NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PART II
PERFORMANCE OBJECTIVES & REQUISITE SKILLS -
EXPECTATIONS & RESULTS

COMMUNICATION

Task/Item Rating | Comments

Keeps supervisor and others
informed of relevant
information on a need to

know and timely basis. Ensures
instructions and messages are
clear, terms are explained and J
tone of voice is informative and
does not assign blame.

<N

Ensures assertive
communication style is

practiced as much as 2
possible. Effectively (43 ¢ it
communicates position and glb()“’ g0 J
demonstrates that others /%f‘q

positions are respected.
Expression of feelings and
opinions is honest, and

appropriate.

Written communication is clear, s
concise, organized and g Hok
persuasive. Plain language is L/ K¢ 10 i Y,

used. @X : o for% B 7

cotll £4 Kbé,égﬂ’l‘/') /

Communicates effectively with
callers and clients, showing
respect, empathy and being non-
judgmental of client's lifestyle
or other matters. Preserves
client's dignity, fosters client _/
confidence and trust in staff
member and the clinic.

NN
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item

Rating

Comments

Ensures the client is updated on
all file developments, and that
instructions are always received
and documented to the client's
file.

.
@

Responds quickly to client
telephone messages or other
contact.

ad .
@J\’M o #M v
0 )
oﬂq'wj Owe
G ~ }'\{\U%

Communicates effectively with
community groups and
representatives ensuring that the
Corporation’s reputation is
upheld and enhanced.

Complies with Board policies
regarding media and other
contact.

N

TEAM PLAYER

Task/Item

Rating

Comments

Understands the importance of
his\her own and others jobs to
the organization.

Y
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item Rating | Comments

Assists others during peak load

times. /
v

Takes pride in his’her own and
others' work and the results of
the organization. Collaborates
and consults with others, as
necessary, to /
complete the work of the

organization.

I[N\

Volunteers and makes useful
contributions in meetings and
committees. 6

Honours the ground rules for
working in a productive and
caring manner. 6

INTERPERSONAL

Task/Item Rating | Comments

Is attentive to others. Consults
and collaborates with others as /
required. Addresses and
resolves conflict onstructively. @\ ‘
Uses appropriate humour and
avoids hurtful gossip.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM

Task/Item

Rating | Comments

Calms irate clients and uses tact
when dealing with same.

a

Demonstrates the ability to
motivate others.

DEPENDABILITY AND FOLLOW-THROUGH

Task/Item

Rating | Comments

Responds promptly and
responsibly to supervisor’s and
co-workers’ reliance on and
requests for cooperation and
assistance. Follows through on
promises to carry out tasks etc.

5{

folt
K0 f’;ﬂ k

@‘é/‘?

A g

Assumes responsibility and
expects to be held accountable
for completing

job assignments in an efficient
and timely manner.

%

Provides supervisor with regular
and prompt updates on the
progress of work and possible
problems on an as

needed basis.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item Rating | Comments

Attends regularly and
punctually at the office (s),

meetings, client appointments,
community meetings, etc. é

Ensures office security at all
times, and client confidentiality.
]
ry

EFFORT

Task/Item Rating | Comments
Consistently and dependably

works towards the completion

of job responsibilities, assigned P(

tasks, and results to the fullest g
extent of his/her

responsibilities. y/
Maintains a regular flow of
work without undue delay and rd
the need for reminders. b

S

Work hours are used
productively. 2
3 &
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

EVALUATION FORM
Task/Item Rating | Comments
Brings enthusiasm to his/her
work.

/

£
INTITIATIVE
Task/Item Rating | Comments

Identifies and takes on relevant
and appropriate tasks when
major responsibilities are

e
completed. lé

Identifies and strives to solve
problems and offers innovative
suggestions for

positive change. L/
JOB KNOWLEDGE
Task/Item Rating | Comments

Knows the Corporation’s goals,
Board policies, office practices
and procedures, and job
responsibilities.

AN
t
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item Rating | Comments

Possesses professional or

technical knowledge and skills
required in the position. 6

Shows increasing skill in
utilizing office equipment,
particularly personal
computers. This would include C
: 3
adequate typing and word
processing skills, maintaining /
up to date directories,
understanding computer
network, backing up files
appropriately.

JUDGEMENT AND ANALYTICAL SKILLS

Task/Item Rating | Comments
Identifies problems or
opportunities within the /

parameters of his/her job.
Sorts out peripheral issues and

sets priorities accordingly. g
Collects and analyzes data
logically. Consults with others
and refers to others
appropriately. Develops and
implements sound and timely
solutions.

TIME MANAGEMENT

Task/Item Rating | Comments

using work time effectively and

Understands the importance of é
productively. /
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Task/Item

Rating

Comments

Makes appropriate priorities
between work tasks.

L

Y
@v""’m{
C o9 ,P\f,b g

Delegates as appropriate.

v
e
2

%
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GOALS & OBJECTIVES

Task/Item Rating | Comments
Has met or exceeded the

performance goals agreed to W i

during the last

evaluation, (detail if LZ

appropriate)

Assists in the development of

clinic's goals, including s v

accurately completing the report
to the Board.

Has met or exceeded goals
agreed to by the Corporation
and program overall, and
assigned to him/her.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

O

@

EVALUATION FORM
TRAINING
Task/Ttem Rating | Comments
Undertakes, willingly, all
training opportunities, and /
implements new skills and &
knowledge appropriately.

v

Identifies new training
opportunities needed, and
develops an action plan.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

GOALS & OBJECTIVES STATEMENT

Development Desired Plan for Development (Include Timelines)
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

Development Desired Plan for Development (Include Timelines)

If you need more room, please attach.
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PERFORMANCE REVIEW SUMMARY

Supervisor’s Summary
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
EVALUATION FORM

PERFORMANCE REVIEW FORM
COMMENTS

We have both read the summary of the Personnel Evaluation and the Goals Statement and it accurately
reflects our review.

Employee’s Comments
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Malling Address:

86 5. Cumberand Street
Thunder Bay, Ontaro
P78 2v3

Tel: (8071 622-1413
Fax: (807) 622-3024

E-maill
info@nanlegal.on.ca

Websile
www.nanlegalon.ca

Head Ofiice;

150 Clty Road
Fort William Flist Nation
Thunder Bay, Onlarlo
P7J 137
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Nishnawbe-Aski Legal Services

Corporation

dofaV 4"? N<doTA AMAV-AL
LPCLA-A’

December 19, 2011

Chantelle Johnson

c/o Nishnawbe-Aski Legal Services Corporation
86 S. Cumberland Street

Thunder Bay, ON P7B 2V3

Dear Chantelle:

It has come to my attention that you have been given permission to have a cell
phone. Thave been informed that you asked Alanna Downey-Baxter who said no.
After being denied your request, you then approached Bob Albany and he told
you yes. That is not how we operate here. As the Executive Director, the request
should have come to me. After due consideration your request is denied.

Sincerely,

Celina Reitberger,
Executive Director

cc.  Bob Albany, RJ Manager
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RESTORATIVE JUSTICE

Employee Performance Review

EMPLOYEE INFORMATION -
Name %ﬂ/\/ 742/ // \/(D K/L.S O //\/ Employee ID
Job Title o r DF&/AU& o MVLCQ X/S,j[;%')ate be,c. 2O 1R

iy I
Review Period &O Og

1 = Poor 2 = Fair 3 = Satisfactory 4 = Good 5 = Excellent
Job Knowledge - [ S )
Comments
Work Quality ] X

S

Comments A/M qﬁ/(nj SJS]LQPV\ L,\f‘/ q‘—dl@f\/e_—' b DCL ‘\/b-/‘/
Attendance/Punctuality . K ]
Comments
Initiative O 1 ] X ]

Comments «mmnj MV\\LQJS larOLL\UU"?—S 3 9#\_\(@(«3 bérl QC[{:‘&}

Commumcatlon,’ Llstemng Skills O | | X 7
Dependability ] [ ] %
Comments

Overall Rating (average the rating numbers above)

EVALUATION

ADDITIONAL COMMENTS ——b[jjes% C_M[e,q o ,-7%,_ of&l{'tléase_

-l L@M 4% grem

GOALS (Jor K F[
(as agreed upon by m.cvx.»é/é— wf.ﬂ-A /OAJ\J }
employee and manager) J—d 1/?' PGS ) o o b

Ol
ﬁf&waﬁ%g*‘” ] /%/M
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RESTORATIVE JUSTICE
Employee Performance Review
s T " 5 s
Name C/? dk_j1 -{7\__@ d) /UO/U Employee ID
Job Title Ass s brf ete Doe 20 / /L,

Department | @O’j - Y’_z: - ,7]C \/S | Manager \JOU"‘L C,@_)@rf/
Review Period CS)O O %

RATINGS

1 = Poor 2 = Fair 3 = Satisfactory 4= y 5 = Excellent
Job Knowledge [ ¢

M
t

Comments
e _—

S [‘m;o&i(, Y™ /‘é”j J‘OU)#-,L, op o Conps Aet-s) j, P w( é J’“’“‘"B ow3
Attendance/Punctuality g

Comments

Initiative M 3 o f/‘/ ] /Z)
01,,,_,_4 e - ) ey gy :
—— @/Zé:g‘- J //L#""\«] /h Mﬂl / b/l /7 /'g j 7 / Of-,
Commumcahonanstemng Skills O / . 0 )
Confm 1LLAs Cﬁﬁ'a, Acﬂ./w& Val ?(«4—«9]/«— }wﬂﬂ(aﬂk ,L.ﬂ/o /ﬂj.f?/?;mdrfﬁ

Comments a /‘) (/’t

Dependabillty )

Oiéﬁ /CZ-.aéL Fo f’f’a‘v‘- "Vj_ G ¢ /%fﬁ ’./Lﬂ-—ééff—z) I}M%

Comments /’VZ X‘-’ y 9 R : 4'& C‘o‘m——ﬂ;’b s A-Z Cﬂ-—e_,u.,_,s‘l;ﬁ D Vil e 64’1«..
A /»e.ai_ /Leifc» Conppian AZ(J

Overall Rating (average the rating numbers above)

EVALUATION -~ (. . L
ADDITIONAL COMMENTS %f' 4o by bp b (Q""/'” ~ ﬂgw) .

-S I« Imatl M?/c[;' /)’VM. }&34{(,.4, T sz ot e MNergee
. f%b:./(uq_)(m dﬁ?" 3 s Monch-ff3 B( ) Co G‘/LM‘A__@QQO
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_, /5’7,!1,6 m{b/ug«éﬂt’-j.



Mailing Address:
86 S. Cumberand Street

Thunder Bay, Ontario
P78 2v3

Tel: (807) 622-1413
Fax: (807) 622-3024

E-mail
info@nanlegal.on.ca

Website
www.nanlegal.on.ca
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Head Office:

150 City Road
Fort William First Nation
Thunder Bay, Ontario
P7J1J7
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Nishnawbe-Aski Legal Services

Corporation

dofaV 4"P N<do-9-A ‘AlMAV-Ad
LPCLAA

To:  Chantelle Johnson
From: Joyce Crawford, Restorative Justice Manager

Re:  Suspension without pay

Date: January 10, 2014

Notice of Immediate Suspension

This letter is to inform you that effective January 10, 2014, you are being
suspended without pay for 1 work day. This action is being taken as a result of
your violation of the company rules regarding Employee Conduct. You will return
to work on Tuesday, January 14, 2014.

On January 9, 2014, I came to speak to you in your office. I was surprised
by your reply as you shouted at me and became very upset.You are fully aware of
the code of conduct, which you need to follow in the workplace as no individual
has the right to speak to his/her supervisor in this manner. This behaviour 1s not
tolerated at Nishawbe-Aski Legal Services as yelling is not a part of the scenario,
and it disrupts others” work and mental equilibrium.

This suspension should serve as a strong warning that your conduct will
continue to be monitored and that another incident of this nature will result in
more severe disciplinary action, up to and including discharge.

Acknmvm\‘hﬁge’fr%;ipt (Employee’s Signature)
@ //4// [ ’3'/

Manag IkS Si gnatu?é
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ADMINISTRATION

Employee Performance Review

EMPLOYEE INFORMATION

Name CF\O{_\% \’ﬂ [\ . Employee ID
sobTite R Y / YL / mc /S [3]3(&)(5(7,\_? Date Prpu lgk
Department S Marager J(; 3 - . Cﬂ/{ wé\cj\/

Review Period @,/Q G[//S /%f;p_,( /3/ 16

RATINGS | L ‘f’/
1 = Poor 2 = Fair 3 = Satisfactory 4=Good 4 5= Excellent

Job Knowledge [
Comments
Work Quality 1 ) Lf'f) O
Comments

: ~
Attendance/Punctuality ] A %
Comments
Initiative Il L/ . (

Comments
Communication/Listening Skills W {1 7 ] }f 5 1
Comments

Dependability | oo é/ o

Comments

Overall Rating (average the rating numbers above) 3 é { / g D

EVALUATION

ADDITIONAL COMMENTS ( /Mf/);kdﬁ /{ﬂﬂ WI_.« /L 7 Qx(/’u z 4/5/% ey
[fmm.aéj JNOAAYAS £ v D f..,L.wL e é/,_g,&_ lo SLa ,37&/ é}éf
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Self-Evaluation Form

Employee Name: Job Title:

Wi e

4 {
|

Date: | o ' Supervisor:

|

Please complete the following information to help prepare for your performance review. Use
the spaces provided to include appropriate comments about your job and your performance.

1. What do you consider to be the top three to five priorities of your job as you understand
them?

Al

2. What do you see as your greatest accomplishment or successful efforts since the beginning
of your employment with Nishnawbe-Aski Legal Services Corporation?

3. Complete the following sentence. 7 believe that my greatest contribution to Nishnawbe-Aski
Legal Services Corporation is:

4. In what area or areas would you like to gain more experience, training or education?

[ 4

Self-Evaluation Form Page 1




5. What activities or trainings have you participated in over the last review period in order to
develop yourself professionally?

6. What could you do to perform your job duties and assigned tasks more efficiently?

7. Please complete the following. / believe my goals and objectives for the coming year should
be'.

8. What kinds of professional development activities would you like to do during the coming
year?

e e L ol i £ s 0 TV i 6 s s A 3 S BGPTSR, L s e i S .
Self-Evaluation Form Page 2
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RESTORATIVE JUSTICE MANAGER

Eﬁployee Performance Review

EMPLOYEE INFORMATION R .-
e el Foors

XbTe Lot tioe Tasliie Sh oy Sor vate  etober /?//3 |

Department Manager ey temn ///m’}‘;{d

Review Period /@r// /3 //7 - ﬂcfdé&f /7 //3
| RATINGS ) - ) ‘

1 = Poor 2 = Fair 3 = Satisfactory 4 = Good 5 = Excellent

 Job Knowledge 0 i1 { 4 [‘3/

comments

Work Quality [ rl (N [ "

Comments

Attendance/Punctuality 0 L“J a {3 el

Comments

Enitiative O ] 0 3 i"P/

Comiments

Communication/Listening Skills 0 I 0 3 V

Comments

Dependability 0 0 o O e

Comments % & /I.ﬁa execlleg 5 atl ares of hep roork VCQ/MMS(&!/ e
Gted Cotftnuse Fo -$0ek 740?'1“1_ Y Libhomtearimny f S&C@#‘;éknd[d'gt et all aree—
Overall Rating (average the rating numbers above) 39 / _?',9

{EVALUATION

ADDITIONAL COMMENTS v r 2 L

“ Sestear roreogound ¥ bonlod Jolom Ao oAt A C:A'-‘“ffcex’ ean (uts Ve fm«“.?
resoevess +or #Ze Pevpose confinacd FELNS Frothiry

1

NV e ek e = et e areiem o aea PR P,

GOALS - 46 con?‘fn\u So M;t’lélf‘h “he successes of Hhe ropoue
(as agreed upon by / /9 mf S

, employee and manager) / ‘:" re ci:m,gg[, ﬁr : . .
— 76 see entiangonrsny &7 hM%;k/ Skl 67 /'7@!76734?0

ﬂﬁﬂ'&y’! o/ ley mmz-mhf; wiey ArCpAS I~ ﬂd-&uoi-? /0;74484-"4 '

— Mot cmncuiﬁ U/S\ arsg ooy Jeerbrbfove U/ﬂ z?J‘: }’ / * )‘J

. .Sfrgs. .

! VERIFICATION.OF REVIEW ‘

t -~ e . - [

By signing this form, you confirm that you have discussed this review in detail with your supervisor. Signing this form does not necessarily
indicate that you agree with this evaluation.
y |

i Employee Signature C%?f{xm\ Date k- . / ? / /g B

Manager Signature U/(A/W& Date Qf_‘f'nﬁ*ff l‘[“ﬁ .
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RESTORATIVE JUSTICE MANAGER

Employee Performance Review

EMPLOYEE INFORMATION

Name C’/l e 7;{ //ZF‘ \7o—£n Sz Employee ID
X0 Pock mtuie Tatice . So yoeru) Ser bate  etober /2,08
Department Manager  Je v teont M&VF‘M

Review Period /@r/’/ /3 N7 - Detober /7 //8

RATINGS
1 = Poor 2 = Fair 3 = Satisfactory 4 = Good 5 = Excellent

\

Job Knowledge

Comments

Work Quality

Comments

Attendance/Punctuality

Comments

Initiative

Comments

R

Communication/Listening Skills

Comments
Dependability I ] ‘/
Cloretelle 4 axe e/ ; ( ar # IR
Comments a " ‘a:o exccug th et aras of hap work Vts‘/'msrlvf/tha/
@t CotftNuss Fo Mﬂmﬁmwg Jét(.b'ﬁéwfnlgcma_l(w@__}
Overall Rating (average the rating numbers above) 39 / 2
EVALUATION
ADDITIONAL COMMENTS

resoaeecss fer #le puvpose em#cm.u( sécls W""Y

GOALS ~ fo contmue Fo maintain Fhs successes of Fhe rogrand
(as agreed upon by [y rESpOMS - 4 7A 74r
employee and manager) [on ¢
— 7 Seel eniangomeni OF ﬁfd«a7m-v~/ séellr 45‘7 198 s bipo
Hhrevg 4 a/‘oy P cus accredi et ﬁ"“"""? fectre ‘
— Moy cmﬂuaﬁ u/s d»ﬂt?' ooy JwiFofoe U/ﬂ ’?f }’f/ "'YJ
Sﬁszf.
VERIFICATION OF REVIEW

By signing this form, you confirm that you have discussed this review in detail with your supervisor. Signing this form does not necessarily
indicate that you agree with this evaluation.

Employee Signature &_ = Date Q:RT)( /? /g

Manager Signature UWW& o Date O(_{d)—p{ H‘




