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The Circle  
 

Unit Objectives are Shared 

Beginning of Cycle Setting 
Meeting 

End of Cycle 
Meeting 

Mid-year Review 

Mid-year Review 
Feb-Mar 

Mid-year Review 
Sept-Oct 

Beginning of Cycle Meeting 
May-June 

Beginning of Cycle 
Meeting Sept - Oct 

FISCAL YEAR PROGRAM 
YEAR 

End of Cycle Meeting 
Feb-March 

Unit Objectives 
Shared Aug-Oct 

Unit Objectives Shared 
May-Jun 

May-June 

PLANNING 

FEEDBACK 

FEEDBACK 

PLANNING 

FEEDBACK 

FEEDBACK 

The PMSD process is a cycle of dialogue between employee and supervisor.  Regardless of 
whether you follow a fiscal year or a program year, the cycle of dialogue remains the same.  Only 
the timing will change. 

End of Cycle Meeting 
May-June 

PLANNING 

PLANNING 
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Manager/Supervisor Job Aid:  Questions to Consider or Ask For an 
Effective PMSD Meeting 

The following are a series of questions that are intended to help guide your 1:1 PMSD conversations.  
There is no requirement to ask all questions of each staff member.  Tailor the questions to the individual 
needs of your employees, their roles, interests and personalities. 

The PMSD meeting is an opportunity to:  recognize and acknowledge performance/contributions, to 
provide staff with constructive feedback and to engage in discussions and planning regarding employee 
and career development.  

Performance Management/Objective Setting  

 Do you feel like you have all the skills and tools you need to do your current job?  

 Are there any areas of your job that you are struggling with?  

 Is there anything that I could do to make your job easier?  

 Are there any areas of your job in which you feel you could grow?  

 How do you think that your position contributes to the overall goals of the business?  

 How can we improve the department’s effectiveness? What role will you play in improving the 
department’s effectiveness?  

 What does success in your position look like to you?  

 What are the key projects that you would like to be involved in this year?  What will be your role 
in those projects? Why do you see these projects as key to the success of the unit?  

 Are the objectives, which we have agreed upon for you, personal? Realistic? Interesting? 
Specific? Measurable?  

 What do you think you did well this year?  

 What do you think you could do differently next year?  

 Were the objectives set last year achievable? Why were certain objectives not, or not 
completely achieved?  What additional supports were required?  

 Are there any notable accomplishments you want to underscore?  

 How do you think that you contributed to the achievement of departmental goals?  

Staff Development (Career and Growth Opportunities) 

 What do you see as the key skills needed to do your job?  How well do you feel you perform 
them?  

 In what ways can I help you in your current job?  

 How do you see our business changing in the future?  

 What aspects of your job do you like least/best? Does your current job offer you enough 
challenge? 

 Is there something in particular you would like to continue building upon in this current year?  

 What do you think are your areas of accomplishment this year? 

 Are there any new skills, experiences, learnings that you believe you need to develop to better 
equip you for the changes in the future?  

 How do you think we could work together to help you develop these skills, experiences, 
learnings?  How do you learn/acquire new skills most effectively?  

 What activities would help you develop? How can I help you?  

 Where do you see yourself in five years? What are your career aspirations?  What skills and 
experience do you need to acquire to achieve these aspirations, and how can I support you? 

 Are the development objectives, which we have agreed upon for you, personal? Realistic? 
Interesting? Specific? Measurable? 
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Employee Job Aid:  Questions to Consider or Ask For an Effective PMSD 
Meeting 

The following are a series of questions that you can consider using to guide your 1:1 PMSD 
conversations with your manager/supervisor.  Many of the questions can be asked of yourself and of 
your manager/supervisor. There is no requirement to ask all questions of your supervisor.  Instead, 
tailor the questions to the information you feel would enable you to be more effective in your current 
and aspired future roles.  

Performance Management/Objective Setting 

 What are my key strengths and how can I leverage them? 

 What am I particularly proud of – what have been my successes? 

 What are the most important objectives/projects that we as a team need to accomplish this 
year?  

 What is my role in helping to achieve these objectives?  

 What are the key competencies (the “how”) that I need to focus on developing this year?   

 What does success look like for me, from your (manager/supervisor’s) perspective?   

 What should I start doing?  

 What should I stop doing? 

 What should I continue doing?  

 What is one area that I should focus on improving or developing that will help me be more 
effective in my current role?  

 Are the objectives that we have set personal? Realistic? Interesting? Specific? Measurable?  

Staff Development (Career and Growth Opportunities) 

 What new learnings and experience do I need to be effective in my role?   

 Are there new skills or learnings required to excel in this role?   

 Will I need to learn a new skill over the next year to support the objectives you have set for our 
unit?  

 What are the major things that I would like to accomplish this year? 

 Where do I see my career going and what skills and experience do I need to acquire to get 
there? 

 How can I accelerate my learning on my own?   

Staff Development (Career and Growth Opportunities) – continued 

 How do you see me taking an active role in my learning and development?   

 What resources does the CBC have available to support me in my development goals?   

 What career opportunities do you see for someone with my background?   

 Are my career aspirations realistic?  

 How is the world of work changing? Do I have the skills, experiences and capabilities required 
for this changing world of work?   

 What do I see as my strengths? Are there areas which, in view of the requirements of my 
current job, still have to be developed further or expanded?   

 Are there certain learnings and experiences that I would need to develop related to my future 
career aspirations?  

 Are the objectives that we have agreed up for me personal? Realistic? Interesting? Specific? 
Measurable?  
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Other questions to think about: 

 How am I unique? 

 What are my capabilities? 

 What are my career goals and aspirations? 

 How do I take ownership of my career? 
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How do I? – Staff Development at the CBC 
 

Learning and Development is the shared responsibility of CBC/Radio-Canada, employees and managers.  
The PMSD discussion provides a key venue to explore individual learning and development needs and to 
craft the employee’s annual development plan. 

What is the Role of the Employee in Learning and Development? 

 Help managers identify  learning and development needs during the PMSD process and at other 
times of the year, as appropriate; 

 Discuss all new learning and development needs with the manager prior to submitting a formal 
request; 

 Explore development opportunities on the job, formal training and other learning and 
development in their work; 

 Follow through on any agreed upon development plans – attend any training programs for 
which they have been scheduled; perform any pre-work and post-training work required to 
maximize learning benefits; 

 Be prepared to discuss career aspirations and what is needed to accomplish them. 

What is the Role of the Manager/Supervisor in Learning and Development? 

 Identify the learning and development needs with the employees and discuss these needs as 
part of the PMSD process, and at other times of the year, as appropriate; 

 Prioritize learning and development needs, identify which can be met during this cycle, and 
explore how they can be achieved in a cost-efficient way 

 Ensure commitments can be met and that exploratory or potential initiatives are clearly 
identified; 

 Ensure that employees are given sufficient time to support learning and development plans; 

 Help employees access on-the-job and other learning and development opportunities in their 
work; 

 Follow through on any agreed upon development plans; 

 Release employees from their regular duties to attend any committed to formal training 
programs; 

 Meet with employees prior to attending the formal training program to outline the goals and 
expectations of this development opportunity; 

 Find opportunities for employees to use their new skills on the job following completion of the 
training or development opportunity; 

 Discuss employee’s career aspirations and what is needed to support these. 

How do I Know What Formal Training is Available? 

The Learning Management System contains an inventory of all training that is available from CBC/Radio-
Canada.  Simply log into HR@myfingertips , click on the “Career and Learning” tab on the top panel.  On 
the left side of the page you will see the phrase “My Learner Account” under “My Data”.  Click on “My 
Learner Account”.  This will take you to the iO! Sign-in page.  Sign-in with your Novell ID.  You will then 
be taken to the Training Home Page.   The Course Catalog is located on the bottom left panel.  Simply 
click on any of the topics links to explore available courses. 

mailto:HR@myfingertips
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So now that I Know What’s Available, How Can I Put my Training Needs Forward? 

Each year, managers have the opportunity to submit their departmental training needs in the months of 
January and February.  In English Services, these training needs are reviewed at the network level and 
once course requirements are confirmed, managers will be advised of the training options that are 
available for the fiscal year and will be invited to nominate employees for participation.  Important 
Note:  It is imperative to identify formal training needs at the PMSD meeting prior to the 
January/February deadline for formal submission of training needs to the network. 

It is important for both managers and employees to know that agreement on the need for formal 
training does not equate to an immediate delivery of the training program.  In many cases, there will 
be a delay between the time that the need for formal training is identified and the date on which the 
employee participates in the training. 

Training Funding is Limited.  How do I Develop Other than Through Formal 
Training? 

Experts agree that adults learn more on the job than in formal learning environments.  For that reason, 
the CBC/Radio-Canada advocates the 70-20-10 approach, a holistic method that includes both formal 
and informal training activities as the optimal way of ensuring the corporation’s employees learn and 
develop.  Formal training represents the smallest proportion of this approach (10%), leaving 90% of 
development to be achieved in several cost efficient ways. 

Managers/supervisors can help develop employees other than through formal training methods by 
applying the 70-20-10 approach.  Application of this approach enables managers to support 
development in a cost-effective manner and through shared ownership of the development 
responsibility. 

How do I Apply the 70-20-10 Approach? 

Approximately 70% of what employees learn should occur in the workplace by dealing with challenges, 
solving problems and other on-the-job activities that provide learning experiences.  Twenty (20%) 
percent of their learning and development should be acquired through self-directed learning, which 
involves interpersonal relationships, networking and feedback.  Finally, 10% should be acquired by 
formal means such as classroom training. Examples may include but are not limited to:  

70% - On the Job Learning 20% - Self Directed Learning 10% - Formal Learning 

 Temporary assignment 

 Job rotation 

 Self directed learning 

 Coaching 

 Job shadowing 

 Mentoring 

 Conferences 

 Formal Classroom training 

 E-Learning (eg webinars) 

 Formal Education Programs 

Interesting….Tell me More! 

Temporary assignments 

Temporary assignments involve freeing employees from their regular duties and assigning them to a 
specific project for a predetermined period (see Item 1) 

Job rotation 

Job rotation or lateral transfer is a learning and development activity that exposes learners to new 
duties, tasks and work teams on a temporary basis.  The main goal of lateral transfers is to help 
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employees develop various competencies and skills by performing and observing a variety of tasks, 
while also allowing them to develop their expertise in a given field (see Item 2) 

Self-directed learning 

Self-directed learning involves activities that employees can do on their own to increase their knowledge 
and remain abreast of new developments in their field. Examples include reading newspaper articles, 
trade journals, books and websites (see Item 3) 

Coaching 

Coaching involves providing guidance to employees in order to develop their skills, boost their 
motivation and support them through reinforcing and feedback techniques. This learning method is 
results-oriented and based in part on reflection and introspection. 

Job shadowing 

By shadowing a more experienced colleague, employees and apprentices can receive on-the-job 
training. This activity may be formally structured or not (see Item 4) 

Mentoring 

Mentorship refers to a developmental relationship between a more experienced mentor and a less 
experienced partner referred to as a protégé or mentee.  Mentorships provide a development 
opportunity both for the mentor and mentee (see Item 5) 

Formal classroom training  

As the name indicates, this is any training provided by a facilitator in a formal, structured classroom 
setting. One or more pedagogical methods may be used, including: 

 lectures  

 discussion  

 audiovisual aids  

 case studies  

 role-playing  

 simulations and active learning   

E-learning 

This is a learning technique based on the use of new technologies which involves online, interactive and 
sometimes personalized training sessions conducted over the Internet, an intranet or another electronic 
medium and aims to teach new skills through a learning process that is independent of the time of day 
or the user’s location. 

Formal education program 

Formal courses delivered through accredited establishments such as colleges, universities or training 
companies. 
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How does Learning “Work” at the CBC? 

Several low/no cost development options exist for managers to support staff development.  Select the 
appropriate developmental approach after you’ve explored your staff’s development goals for their 
current role and future roles, taking into consideration operational requirements and the time 
commitments that will be required.   

1. How do I Create a Temporary Assignment? 

Managers/supervisors can support employee development through a temporary assignment by freeing 
an employee from their regular duties and assigning them to a specific project or role for a 
predetermined period of time. 

Examples of a Temporary Assignment: 

 Assign the coordination role for tri-medial municipal election coverage to a producer or reporter 
as part of their development plan, releasing him/her of their primary duties for the needed 
period of time 

2. How do I Implement a Job Rotation? 

Job rotation typically involves temporary work at a lateral level (example – reporter to reporter). Job 
rotation supports development by allowing an employee to perform and observe a variety of tasks while 
allowing them to develop expertise in a given field. 

Examples of a Job Rotation: 

 A reporter working primarily in radio news is put into the television reporter mix for four weeks 
to develop greater television craft skills.  

 A local reporter based in a region backfills a reporter based in Toronto during summer vacation. 

3. How do I Support Self-Directed Learning? 

Self-directed learning involves activities that an employee can do on his/her own time to increase 
knowledge and remain abreast of new developments in the field. 

As a manager/supervisor, you can support this form of learning and development by: 

 Suggesting further reading you feel would be of interest to your employees; 

 Subscribing your department to a particular publication in your field of activity and making it 
available to all employees; 

 Sharing articles with your employees; 

 Emailing your employees links to articles and encourage them to do the same; 

 Engaging employees about the subject-matter of the articles – this dialogue will support the 
self-directed learning the employees have undertaken 

Examples of Self-Directed Learning: 

 A News Director subscribes to Broadcast Dialogue and makes copies of it accessible to all staff 
to learn of developments within the broadcast community 

 The Communications/Partnership Manager reads an interesting article on the use of social 
media in communications and shares the article with his staff to read 

4. How do I Support a Job Shadow? 

Managers/supervisors can support a job shadow by pairing up a less experienced employee with a more 
experienced employee for on-the-job training.   

In order for this form of development to be effective, a manager/supervisor must: 
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 Ensure that the individual to be shadowed has the necessary skills to fulfill the role of 
facilitator/teacher and has adequate time allocated for the shadowing process 

 Identify all of the tasks that must be shadowed 

 Guide the Shadowee to conduct the job shadow sessions as follows: 
o Shadowee explains the tasks to be performed; 
o Shadowee demonstrates the tasks; 
o Employee performs the tasks; 
o Shadowee provides feedback; 
o Employee practices until he/she has mastered the skills involved. 

Examples of a Job Shadow: 

 A videographer shadows a resources producer for 3 weeks, first hearing about and observing 
how the tasks are performed and then executing the tasks as the primary resources producer 
until the skills are mastered. 

 A Manager of Operations and Technology sends his Switcher/Director to another location to 
observe and learn the use of new technology which will be coming to his shop at a later date in 
time. 

5. How do I Support a Mentorship? 

A mentorship refers to a developmental relationship between a more experienced mentor and a less 
experienced partner or mentee.  Managers can use informal mentorships at the CBC/Radio-Canada to 
support development by involving other employees in the sharing of knowledge with, teaching and 
guidance of staff.  

Defining the Goal(s) of the Mentorship: 

Before initiating an informal mentor/mentee relationship, explore the employee’s expectations from 
this development opportunity.  What specific developmental goals are being addressed?  Is the 
employee positioned to pursue this goal in their current job experiences?  What is the employee’s level 
of commitment to the success of the mentor/mentee relationship? 

Solicit volunteers: 

Once you have agreed upon the developmental goals that would be the focus of the mentorship, solicit 
volunteer mentors from your own network to support the interested mentee’s development.   

Does the employee have suggestions for potential mentor’s within the CBC?  Is there an individual who 
is known to have the skills/competencies which the employee wishes to develop? 

For instance, a Communications/Partnership Manager may have a Promo Producer who wishes to 
improve her development of promos but doesn’t know where to turn for this learning.  The Manager 
can send a note to his/her peer group to see if there is anyone within Communications with CBC/Radio-
Canada who could be approached to function as a mentee. 

Match up Mentors and Mentees: 

Once a mentor is identified and agreed upon by manager and employee, the manager should make 
contact with the mentor and mentee, provide the individuals with guidelines of what is expected of 
them and how this will support the employee’s development objectives defined in the PMSD 
conversation.  Ensure both mentor and mentee have been allocated enough time to enable the process. 
Encourage the mentor and mentee to set up an exploration meeting wherein they can begin their 
mentoring relationship.  
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Managers should also encourage the participants to do periodic checks to be sure they’re on track to hit 
goals and determine if the relationship is really working. 

Follow-up: 

Prior to the start of the next PMSD year, ask the mentor and mentee to review the effectiveness of their 
mentoring relationship. 

Examples of informal mentorships within the CBC community include: 

 A mentorship between a national reporter and a local reporter who wishes to develop the 
competencies required for a national role. 

 A mentorship between a communications assistant who is skilled in social media and a senior 
communications officer who wishes to develop the skills and knowledge to better use the 
medium. 
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PMSD Form  

Performance Management and Staff Development 

CBC/CMG Joint PMSD 

Employee Name: Job Title: Reports to: 

Meeting Date: In Attendance: 

 

PMSD Year 

From: 

PMSD Year 

To: 

 

Development Objective(s) Development Activities to Support 
Objective(s) 

Next Steps Status/Progress: Next Meeting 
Date: 

 

 

 

 

 

 

 

   

Performance Objective(s) Activities to Support Objective(s) Next Steps Status/Progress: 

 

 

 

 

 

  

Please indicate with an X if this meeting was an objective setting (start of year) meeting, a mid-year or an end of year conversation. 

Objective Setting: Mid-Year: Year End: 

After you’ve drafted your objectives, take a moment to review them.  Within your performance and development objectives, are there some that are Personal? Meaningful? 
Relevant to your work? Interesting?  Are they clear? Are they specific?  Are they measurable? 

Please attach another sheet of paper if you require more room. 

Employee Signature: Date: Manager/Supervisor Signature: Date: 
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PMSD Example: Reporter 

Performance Management and Staff Development 

CBC/CMG Joint PMSD 

Employee Name:  Maria De Souza Job Title: TV Reporter, CBC 
News at Six 

Reports to:  Executive Producer, CBC News 
at Six 

Meeting Date: 

May 14, 2012 

In Attendance: 

Maria De Souza (employee) 
Cameron Sizemore (Executive 
Producer) 

PMSD Year 

From:  April 1, 2012 

PMSD Year 

To:  March 31, 2013 

 

Development Objective(s) Development Activities to Support 
Objective(s) 

Next Steps Status/Progress: Next Meeting 
Date: 

Improve my radio reporting skills through 
mentoring with experienced radio reporter 
with tv experience and through re-visiting 
Dalet training by June 30.. 

 

Speak with experienced radio reporter 
(who also has TV experience) to 
discuss platform differences and 
considerations by June 15, 2012 

Organize Dalet brush up training with 
Morning Show AP Tech by June 30, 
2012 

Backfill as Radio Reporter for two 
weeks this summer. 

  September 18, 
2012 

Performance Objective(s) Activities to Support Objective(s) Next Steps Status/Progress: 

Develop my skills around investigative 
and/or original journalism through 

Seek mentorship relationship with a 
senior reporter known for breaking 

With Executive Producer, 
determine appropriate mentor by 
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establishing a mentor relationship by June 
30 and pitching one investigative story per 
week starting in July. 

 

 

 

 

 

stories.  Schedule bi-weekly meetings 
to discuss story ideas, and obtain 
feedback 

 

 

June 10, 2012. 

Commence bi-weekly meetings 
with mentor by June 30, 2012. 

Pitch one investigative story idea 
per week starting in July 2012.   

Pitch and execute two original or 
investigative stories by March 31, 
2013. 

Please indicate with an X if this meeting was an objective setting (start of year) meeting, a mid-year or an end of year conversation. 

Objective Setting:  X Mid-Year: Year End: 

After you’ve drafted your objectives, take a moment to review them.  Within your performance and development objectives, are there some that are Personal? Meaningful? 
Relevant to your work? Interesting?  Are they clear? Are they specific?  Are they measurable? 

Please attach another sheet of paper if you require more room. 

Employee Signature: Date: Manager/Supervisor Signature: Date: 
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PMSD Example: Show Producer 

Performance Management and Staff Development 

CBC/CMG Joint PMSD 

Employee Name:  James Tuckerson Job Title: Show Producer, CBC 
News Morning 

Reports to:  Executive Producer, CBC News 
Morning 

Meeting Date:  April 23, 2012 In Attendance: 

James Tuckerson (employee) 
Tim Penney (Executive Producer) 

PMSD Year 

From:  April 1, 2012 

PMSD Year 

To:  March 31, 2013 

 

Development Objective(s) Development Activities to Support 
Objective(s) 

Next Steps Status/Progress: Next Meeting 
Date: 

Develop my leadership (coaching and 
feedback) skills using coaching and 
feedback sessions with real time examples 
between now and March 2013 

 

In order to improve coaching and 
providing effective feedback skills to 
staff, review resources on the 
Exchange and consult with News 
Management and/or HR about 
appropriate literature/websites to read 
by July 15, 2012. 

Meet bi-weekly with designated News 
Manager to practice coaching and 
feedback skills, using real time 
examples (between July and December 
2012) 

Provide weekly feedback to junior staff 
regarding story ideas between January 
and March 2013 

Backfill show senior producer between 
Christmas and New Year. 

 

  September 17, 
2012 
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Performance Objective(s) Activities to Support Objective(s) Next Steps Status/Progress: 

Improve reflection of diversity on the 
morning show during the upcoming 
programming cycle by adding to the list of 
diverse on air guests by May 30, 2012.   

 

 

 

Expand pool of diverse on-air guests by 
tapping into local university/colleges 
and community media outlets to find 
experts in commonly booked subject 
areas (economy, politics, weather, etc). 
Add two new contacts to our diversity 
list each month and ensure that at 
least one gets on air each month. 

Develop list of diverse on-air 
guests by May 30, 2012. 

Create a tracking spreadsheet to 
document diverse on-air guests 
(actual), areas of specialty (for 
future use), and whether or not 
we would use them again, by June 
30, 2012. 

 

Please indicate with an X if this meeting was an objective setting (start of year) meeting, a mid-year or an end of year conversation. 

Objective Setting: X Mid-Year: Year End: 

After you’ve drafted your objectives, take a moment to review them.  Within your performance and development objectives, are there some that are Personal? Meaningful? 
Relevant to your work? Interesting?  Are they clear? Are they specific?  Are they measurable? 

Please attach another sheet of paper if you require more room. 

Employee Signature: Date: Manager/Supervisor Signature: Date: 
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Guidelines for Giving Positive Feedback 
 

 

 Be positive 

 Be specific 

 Talk in the first person 

 Be sure to say what you liked, or what worked 

 Comment on the idea, action or behaviour – not the person 

 Make suggestions for how to change or improve 

 Where appropriate, draw on your own experience 

 Before you begin, put yourself in the receiver’s shoes 

 Use humour, where appropriate 

 Check to be sure the receiver wants feedback 

 Smile! 



CBC and CMG Performance Management and Staff Development Toolkit P a g e  | 18 

 

 

Guidelines for Receiving Feedback 
 

 

 Say what you want feedback about – you will get more useful reactions by 
asking for feedback on specific things. 

 Listen to the feedback – where necessary, ask questions to clarify what was 
intended. But do NOT explain or defend until the person giving feedback has 
finished. 

 Check what you have heard – confirm that you understand the message. 
Paraphrase what’s been said. Because the feedback is about your own 
behaviour, action or idea, you may not always take the time necessary to 
really hear what was intended. 

 Don’t take it personally – try not to take any criticism as a personal attack. 
If you react emotionally, the person giving feedback will be less willing in 
future to give feedback.  

 Share your reactions to the feedback - Because your own feelings are 
involved, you may forget to share your reactions to the feedback. Knowing 
what was and was not helpful assists the person giving feedback in 
improving his/her skills.  

 Say thanks – remember to thank the person offering the feedback. It can be 
as difficult giving it as receiving it. 

 

 

(Source:  CMG Education)  
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PMSD Survey:  National questionnaire – Employees  
 

Introduction: 

Thank you for taking the time to complete the survey below.  The PMSD process essential to the success 
of our organization, as it is the vehicle through which we develop our greatest asset - our people. We are 
looking to continually enhance the PMSD process and these surveys are critical for helping us to identify 
what works and what doesn't. The data in these surveys will be seen by the CBC's Research Department 
and the National Joint PMSD Committee but only consolidated data and themes will be shared more 
widely (i.e. with established Local Joint PMSD Committees, with Senior Management, with CMG 
leadership, etc.).  We strongly encourage you to use the space at the end of the survey to add in any 
additional thoughts and comments beyond the questions in the survey and again, thank you for taking 
the time to complete the survey. 

Below are a number of statements about the PMSD process and the meeting that you had with your 
supervisor/manager. Please indicate whether you strongly agree, somewhat agree, somewhat disagree 
or strongly disagree with each.  

PMSD Meeting  

Thinking about your personal objectives and professional development and the meetings you have had 
with your manager, please indicate if you strongly agree, somewhat agree, somewhat disagree or 
strongly disagree with the following statements. 

1. I feel that the PMSD meeting was customized to my department’s function 

2. I feel that the PMSD process is relevant to my day-to-day roles and responsibilities 

3. I had a quality meeting with my manager/supervisor 

4. The PMSD discussion I had with my manager was relevant to me 

5. I understand what the expectations are for my current role 

6. I feel that my objectives are linked to my specific role 

7. I understand how my role fits into our department goals 

8. I understand how my role fits into the broader organization 

9. My manager/supervisor explained relevant objectives to me 

10. My manager/supervisor provided me with constructive feedback on my performance 

11. My manager/supervisor and I discussed my personal development plans 

12. My manager/supervisor and I arrived at a plan to support my personal development 

13. My manager/supervisor and I agreed on next steps 

14. My manager/supervisor and I have planned our follow-up discussion 

15. [Check box] What types of developmental opportunities are you exploring during your PMSD 
conversations with your manager/supervisor? Check off those that apply;  

Temporary assignments   Job rotation 
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Self-directed learning   Coaching 

Job shadowing    Mentorship 

Conferences    Formal classroom training 

E-learning    Formal educational programs 

Other (specify) ______________ 

16. Any final comments? 
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PMSD Survey: National questionnaire – Manager/Supervisor 
 

Introduction: 

Thank you for taking the time to complete the survey below.  The PMSD process essential to the success 
of our organization, as it is the vehicle through which we develop our greatest asset - our people. We are 
looking to continually enhance the PMSD process and these surveys are critical for helping us to identify 
what works and what doesn't.  The data in these surveys will be seen by the CBC's Research Department 
and the National Joint PMSD Committee but only consolidated data and themes will be shared more 
widely (i.e. with established Local Joint PMSD Committees, with Senior Management, with CMG 
leadership, etc.).  We strongly encourage you to use the space at the end of the survey to add in any 
additional thoughts and comments beyond the questions in the survey and again, thank you for taking 
the time to complete the survey. 

Below are a number of statements about the PMSD process and meeting that you had with your 
employees. Please indicate whether you strongly agree, somewhat agree, somewhat disagree or 
strongly disagree with each.  

PMSD Meeting with Employees  

1. How many CMG represented direct reports do you have?  

2. How many PMSD meetings have you conducted with CMG represented employees? 

Overall, thinking about the PMSD meetings you had with your staff, please indicate if you strongly agree, 
somewhat agree, somewhat disagree or strongly disagree with the following statements. 

3. I was able to tailor the PMSD process to my department 

4. I feel that the PMSD process is relevant to my staff’s day to day roles and responsibilities 

5. I had quality meetings with my employees 

6. Employees were prepared for their PMSD discussion 

7. The PMSD discussions I had with my employees were relevant to their roles 

8. The objectives set with my employees are linked to their individual functions 

Below are a number of statements about the PMSD process and the meeting that you had with your 
CMG direct report(s). Please indicate Yes or No for the following: 

9. I provided performance feedback  

10. I have set objectives with all of my employees 

11. My employees and I discussed their personal development plans 

12. My employees and I arrived at a plan to support their personal development 

13. My employees and I agreed on next steps 

14. My employees and I have planned our follow-up discussions 

15. [Check box] What types of developmental opportunities are you exploring during your PMSD 
conversations with CMG represented employees? Check off those that apply;  
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Temporary assignments   Job rotation 

Self-directed learning   Coaching 

Job shadowing    Mentorship 

Conferences    Formal classroom training 

E-learning    Formal educational programs 

Other (specify) ______________ 

16. Any final comments? 
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PMSD, Improvement Plan and the Disciplinary Process 
 

When is the Performance Management & Staff Development process appropriate?  

(Collective Agreement – Article 39 and Appendix W) 

Performance Management is a collaborative process that requires a shared commitment to high 
performance.  Staff Development is a multi-faceted process intended to motivate employees, recognize 
their contributions to the organization and enhance job satisfaction.  It also enhances overall job 
performance and broadens an employee’s skills and experience in the context of organizational needs.  
It is used to assist employees in identifying career paths and developing mutually agreed-upon plans. 

The PMSD process is intended to encourage dialogue between an employee and his/her supervisor.   

The objectives of PMSD are to: 

 provide individual performance planning and joint clarification of performance expectations to 
enhance individual and organizational performance;provide constructive feedback to assist with 
performance improvement and the identification of individual developmental needs and goals; 

 enhance the effectiveness, objectivity and consistency of process for recognizing and 
acknowledging performance, identifying possible unsatisfactory performance; and  

 validating and updating employees’ skills and experiencesAll permanent, contract and 
temporary employees, engaged for one year or more, and represented by the CMG are to 
participate in the PMSD process including at least one objective setting meeting and a midyear 
review. 

When is the Improvement Plan process appropriate?  

(Collective Agreement – Article 40) 

 Primary purpose is to help an under-performing employee succeed.  The improvement plan is 
the vehicle used to deal with non-culpable performance issues where the employee is struggling 
in the performance of his/her regular job.  

 The Improvement Plan is based on the understanding that an employee, given clear direction 
and support, should be able to improve his or her performance.  When an employee is not 
working at a satisfactory level of performance he/she will be given reasonable time and 
assistance to improve. 

 The Improvement Plan is a structured remedial process that is not disciplinary in nature.   

 If an employee is on an Improvement Plan, the Performance Management and Staff 
Development (PMSD) process is suspended until the Improvement Plan process is complete. 
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When is the Disciplinary process appropriate?  

(Collective Agreement – Article 11) 

 Primary purpose is to ensure employees perform their duties in a manner that does not 
interfere with the Corporation’s right to conduct its business or rights of other employees. 

 Focus is on correcting inappropriate behaviour/rehabilitation 

 Discipline is the appropriate response when the behaviour is culpable (i.e. 
deliberate/intentional).  Examples of culpable behaviour may include:  dishonesty, theft, and 
insubordination.    

 The employee knows what is expected and is capable of performing his or her duties but is 
choosing not to/choosing to behave inappropriately. 

 For purposes of clarity, should an issue arise that could lead to discipline, it will be dealt with 
first through the disciplinary process and the PMSD process will be postponed or stopped if 
already engaged.  The PMSD process can resume once the disciplinary process is complete. 

For more information, please refer to the attached examples, Appendix W of the 2009-2014 Collective 
Agreement or speak with your HR business partner for examples of when PMSD, IP or Discipline is the 
appropriate response. 

Scenarios: 

The following examples are intended as guidelines to assist in determining what is and is not 
appropriate for the PMSD process.  They are not meant to encompass all eventualities.  It is understood 
that real-life situations will be considered carefully and that there may be overlap between processes. 

Scenario 1: An employee is behaving badly in a meeting. 

Immediate action and correction is required.  This is not about performance; it's about behaviour.  
Therefore the conversation will take place outside the PMSD process. 

Scenario 2: The meeting is ineffective. 

This could well be addressed during PMSD, although it is expected that a problem of this nature would 
also be addressed in a timely fashion.  The discussion would be framed in a positive manner and would 
focus on how to improve the meeting and what supports were needed. 

Scenario 3: An employee is not performing at the level required for the job.  

Assuming this is not deliberate, the problem might be first identified in the PMSD process, then move to 
Improvement Plan if deemed appropriate.  The PMSD process would be suspended until completion of 
the Improvement Plan. 

Scenario 4: The employee engages in deliberately unacceptable behaviour. 

If this is culpable behaviour, the discipline process is engaged.  This is not part of the PMSD process and 
PMSD will not take place until the matter is resolved. 

Scenario 5: An employee has gone off track from the original agreed-upon objectives. 

Assuming this is the result of either changing priorities or a misunderstanding of what was intended, this 
matter would be addressed within the PMSD process, most likely as a mid-term realignment. 
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PMSD:  Summary of Key Changes 
 

Performance Management is a collaborative process that requires a shared commitment to high 
performance.  Staff Development is a multi-faceted process intended to motivate employees, recognize 
their contributions to the organization and enhance job satisfaction.  It also enhances overall job 
performance and broadens an employee’s skills and experience in the context of organizational needs.  
It is used to assist employees in identifying career paths and developing mutually agreed-upon plans. 

Key Changes to the PMSD Program for CMG affiliated staff: 

 Focus on the Conversation – A renewed emphasis on the quality and content of the PMSD 
conversation. 

 Development Opportunities and Skills Expansion - The PMSD discussion will be a vehicle 
through which employees and their manager/supervisor can explore career path and 
developmental opportunities that are achievable within budget and time constraints.  
Development and expansion of skills will emphasize learning through enhanced experiences on 
the job (e.g. secondary assignments, projects etc.) and formal training. 

 Individualized and Relevant Connection of Objectives  - Manager/supervisors will connect 
objectives to the individual’s function, focusing on the objectives that are relevant to the 
individual’s work, rather than simply cascading the totality of all objectives in absence of 
relevance.  Agreed upon objectives will strike the balance between the individual’s needs and 
aspirations and those of the business unit.   Managers/supervisors and employees will review 
objectives to ensure that in their totality, there are objectives that are personal, relevant, 
interesting, specific and measurable. 

 Cycle Flexibility - Each department will identify the PMSD cycle that best suits their needs and 
will adhere to this annual cycle going forward. This will alleviate workflow/workload issues and 
permit a sharing of objectives and individual discussions at a time that aligns with the unit’s 
realityA simplified form – a new PMSD form has been developed to identify both performance 
and development/skills expansion goals for the performance year.Auditing the Conversation – 
the Research department has developed tools that will enable participants to the PMSD process 
to provide valuable input in the quality and content of the PMSD conversation.  A baseline will 
be established during the first year of the rollout from which we hope to measure ongoing 
improvements. 

 Enhanced PMSD specific training for managers/supervisors: The PMSD program will be 
supported by training for managers/supervisors that bridges the foundational learning on 
effective conversations with the specific needs of performance management and staff 
development for CMG represented staff
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Manager/Supervisor Responsibilities 

 To suspend cynicism and give this process a chance. 

 Be an active participant – sharing and listening 

 To be trained in the new philosophy of the PMSD and effective communications 

 To connect objectives from higher levels in the organization to employees in a way that is 
relevant to their daily activities 

 To hold a conversation at least semi-annually on performance management and staff 
development 

 To help craft meaningful objectives with employees that can be affected in their current role 

 To agree to realistic development plans with employees 

 To act responsibly and respectfully 

 To encourage employees to complete the confidential online survey following the 1:1 PMSD 
meeting 

 

Employee Responsibilities: 

 To suspend cynicism and give this process a chance. 

 To prepare for the conversation with Managers/Supervisors by considering their development 
and performance objectives and career aspirations, and being able to provide realistic objectives 
for discussion and mutual agreement 

 To meet at least semi-annually with the manager/supervisor and to have a conversation 
regarding their performance, development, growth and career goals. 

 To act responsibly and respectfully 

 To complete the online survey following the 1:1 PMSD meeting 
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PMSD Frequently Asked Questions 
 

What is Performance Management and Staff Development (PMSD)? 

First and foremost, Performance Management and Staff Development is about communication.  It’s a 
conversation between you and your manager/supervisor about goals:  your goals, your department’s 
goals, and the corporation’s goals. See Article 39 and Appendix W of the Collective Agreement for more 
information. 

What’s in it for me? 

Lots!  PMSD provides: 

 A chance to be heard 

 An opportunity to recognize contributions 

 A chance to work on common goals 

 An opportunity to help shape your future 

Is PMSD mandatory? 

Yes.  It’s in the collective agreement (article 39).  Both management and the CMG agree that PMSD is 
valuable to the employees and the corporation. 

As a temporary employee, do I participate in PMSD? 

All permanent, contract and temporary employees, engaged for one year or more, and represented by 
the CMG, are to participate in the PMSD process including at least one objective setting meeting and a 
midyear review.Can my supervisor use my PMSD meeting to discipline me? 

No.  The collective agreement clearly differentiates between PMSD, the Improvement Program and 
Discipline.  Look to appendix W of the collective agreement for helpful examples. 

If I have a problem with my PMSD meeting, what can I do? 

The first point of contact should be with the other individual involved.  If you are unable to resolve the 
problem, then get in touch with a representative from your local joint PMSD committee.  They’ll be able 
to point you in the right direction. 

What’s the point of discussing staff development when training funds are so limited? 

The Collective Agreement (Appendix W) suggests many alternatives to formal training courses, such as 
secondments, job shadowing, mentoring, projects, etc as alternatives to formal training when funds are 
limited.  It may take extra creativity on the part of both the manager/supervisor and the employee but 
there are many ways to learn.  

How can PMSD help me with my career goals at the Corporation? 

PMSD provides a venue to discuss career goals and aspirations and to create a development plan that 
includes the steps to accomplish these goals. 

Where do I find information about development opportunities? 

Development opportunities come in many forms – from formal training to on the job learning.  The 
Learning Management System contains an inventory of much of the formal training that is available 
from CBC/Radio-Canada.  Simply log into HR@myfingertips, click on the “Career and Learning” tab on 

mailto:HR@myfingertips
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the top panel.  On the left side of the page you will see the phrase “My Learner Account” under the 
words “My Data”.  Click on “My Learner Account”.  This will take you to the iO! Sign-in page.  Sign-in 
with your Novell ID.  You will then be taken to the Training Home Page.   The Course Catalog is located 
on the bottom left panel.  Simply click on any of the topic links to explore available courses. However, in 
some departments, other formal training may be available. Think about what your needs are and discuss 
with your supervisor/manager in your PMSD meeting. 

Also talk to your supervisor/manager about ways to explore learning and development on the job.  This 
can include temporary assignments, job shadowing, job rotation, as well as informal coaching and 
mentoring opportunities. 

What is an objective? 

In the context of PMSD, an objective refers to a activity, project or goal that you want to accomplish in a 
particular period of time. 

Do I have to have objectives to match all departmental goals? 

No.  It is better to focus on a few specific objectives that are relevant to your work and that support the 
specific goals for the department.  As well, you should have some objectives that relate to your career 
and development aspirations. 

Are written objectives still required? 

Absolutely.  You should aim to write objectives that support both your performance as well as your 
personal development. 

Do objectives have to be “SMART”? 

The National Joint PMSD Committee has shifted away from use of the previous “SMART” acronym. The 
main thing is that objectives are well thought out, and among your objectives there should be some that 
are personal, relevant, interesting, specific, and measurable. Remember, although written objectives are 
still required, the emphasis in the process needs to be on a meaningful conversation 

The focus used to be about ‘cascading’ corporate objectives to me.  What’s changed? 

Your manager/supervisor should now be sharing with the business priorities that are relevant to you 
and that connect with your work.  The expectation is not for managers and supervisors to share all of 
their objectives with you without showing how these objectives connect to your individual work and 
reality. 

Is PMSD confidential? 

Yes. Your PMSD conversations themselves are confidential. However, the record of the PMSD 
conversations (the PMSD forms) may be shared for limited and specific PMSD purposes (see the 
Collective Agreement, Article 39.4.6). The forms may be reviewed by: 

 the National PMSD Committee to ensure that the PMSD process is being completed and is being 
done in a proper manner; 

 your supervisor or manager, to support your development plans and to review the progress 
from previous PMSD meetings (i.e. performance history). 

Should workload be discussed as part of PMSD? 

Issues involving workload should be identified but excessive workload is a topic better dealt with 
through the Workload process described in Article 44 of the Collective Agreement. Letting your manager 
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or supervisor know you have workload issues during a PMSD meeting is OK but a comprehensive 
discussion would take away from the primary reasons for the meeting. 

Will these objectives increase my workload? 

Objectives shouldn’t increase your workload. The purpose of setting objectives is to focus your thinking 
about what work has to be done, how you are going to do that work, and when it will be completed – It 
is not about how much more you can do in a day, but rather are you doing the work that needs to be 
done, and are you doing it the best way possible. PMSD may help you acquire the skills you need to do 
your existing job better, which may, in turn, actually reduce your workload. 

How long will my PMSD meeting take? 

That will all depend on how much you and your supervisor/manager come prepared to talk about!  Most 
PMSD meetings will last between 20 and 60 minutes. 

Is PMSD just another Performance Appraisal process? 

No. Although there are some similarities, there are distinct differences also. “Performance Appraisal” is 
a scoring system to measure performance against previously set performance standards. There is little 
forward thinking about what changes need to be made or what tools need to be provided to improve 
future performance. “Performance Management” is proactive and is more concerned with how things 
can be improved in the future through an ongoing process of discussions. There is no scoring mechanism 
in the PMSD process.  In “Performance Appraisal” systems, the manager/supervisor acts as a judge of 
performance. For “Performance Management”, the role is more as a coach or mentor. And remember, 
the PMSD system we have at CBC is not just “Performance Management” either. This system clearly 
links “Staff Development” as an equal part of the process. Typical performance appraisal systems do not 
have this link. 

How will the NJPMSD committee know if the PMSD process is working? 

Managers/supervisors and employees are expected to provide feedback on the quality of the 
conversation following their individual meeting through a confidential online survey. Local PMSD 
committees will also communicate what they hear, positive and negative, to the National Joint PMSD 
(NJPMSD) committee. The NJPMSD committee is committed to following up on this feedback, to audit 
the quality of these meetings and to review/adjust the program as needed. 

Where do I find out more? 

You can find more information on PMSD in the CBC-CMG Collective Agreement, article 39 as well as 
Appendix W.   

 


