TOPS Frequently Asked Questions
What is the time period covered for TOPS performance evaluations?
The time period covered is the calendar year from January 1 to December 31.
This applies to both the non-union and CUPE Local 1329 employee groups.
If I have recently completed a six-month probationary evaluation, do I
complete an annual performance evaluation on a probationary
employee?
You will complete the six-month report at the six month point for all
probationary employees. If you completed a probationary (six month) review
for an employee on or after October 1, it is not necessary to complete an
additional review for the period covering January - December. The six month
review will serve as a report for the year and the overall rating will serve as
the merit increase designation.
What do I do if one of my staff is currently on maternity leave and is not
expected back until June this year?
The employee would have completed six months or performance in 2009.
When the employee returns to work, complete the performance evaluation.
Any adjustments would be retroactive to January 1st.
If the employee is on maternity leave for the entire performance year (January
to December) what happens when they return? You will complete a
performance evaluation assuming satisfactory performance, with increases
retroactive to January.

What do I do if I have a CUPE employee standing in for a non-union
position?
You will complete a TOPS performance evaluation as CUPE, but will include
a review of the performance in the non-union position.
Are CUPE employee’s standing in for non-union positions eligible for
performance increases?
CUPE employees standing in for non-union positions are not eligible for
performance increases. Their stand in pay would only be adjusted if nonunion salary ranges were increased and their current rate of pay would now
fall below the new salary range minimum. Their stand in pay could also
increase if CUPE salary ranges increased.
It’s January and I am completing TOPS forms for my non-union staff. I
have a new employee who has not yet completed the 6 month probation
period. How do I handle this?
The employee will receive any salary range increases that may occur prior to
the end of the probation period. Any performance increases will be applied
when the employee has completed the probation period and of course if the
employee has received a satisfactory performance evaluation. Performance
increases are not retroactive.
There are two TOPS forms – Standard and Advanced. How do I know
which one to use?
The TOPS Advanced form with the goal setting component is primarily used
to evaluate professional and management positions. The use of goal setting
is optional with the Standard TOPS form.
Where are the TOPS documents in the system?
TOPS forms can be accessed on the HR website – www.oakville.ca/hr in the
performance management section under the Manager tab.

