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PERFORMANCE REVIEW

AND

PROFESSIONAL DEVELOPMENT PLAN

FOR MANAGEMENT

(PART 2.  APPOINTING AUTHORITY’S EVALUATION OF THE DEPARTMENT HEAD)

	DEPARTMENT


	     

	EMPLOYEE NAME


	     

	EMPLOYEE’S JOB TITLE


	     

	CURRENT CLASSIFICATION/STEP


	     

	APPRAISAL PERIOD


	     

	DATE REVIEWED BY SUPERVISOR


	     

	DATE REVIEWED BY

TOWN ADMINISTRATOR
	     


INTRODUCTION:
The purpose of this evaluation instrument is to formally appraise the Department Head’s direction of the department on an annual basis. The appraisal allows the appointing authority or administrator to assess the Department Head’s management of the Department as well as the accomplishment of long- and short-term goals. Through the evaluation procedure, the appointing authority or administrator will recognize strengths, give encouragement and commendation for work well done, and point out the need for any corrective action. The appointing authority or administrator will consider this evaluation when making compensation and employment decisions.

Please rate the Department Head’s performance relative to the following performance area using the rating scale outlined below. Comments are strongly encouraged, and a comment space is included after each goal.
DEFINITION OF RATINGS:

N/A


Not applicable

Needs Improvement
The Department Head whose performance is inconsistent or inadequate in meeting the requirements of the job in this category.

Meets Standards
The Department Head whose performance consistently and fully meets all requirements of the job in this category. In other words, the employee is doing a good job in all respects. 
Exceeds Standard
The Department Head who exceeds the requirements of the job in this category.
Note: An evaluation should help clarify the Department Head and the appointing authority/administrator’s roles. It should also serve to inform the Department Head of the appointing authority/administrator’s expectations, assess performance against established goals, identify areas needing improvement and aid in professional development. Any issue that "needs improvement" should be explained in order to determine the course of action needed for improvement. It is equally important to the process to comment on any rating, even if the performance meets or exceeds expectations. The process of improving requires that we work on those areas that have less than satisfactory results while building on our strengths.

I.  CRITICAL AREAS OF PERFORMANCE
	1.  LEADERSHIP/STAFF EFFECTIVENESS

	A
	Establishes a clear sense of direction and mobilizes the people/resources to meet those objectives. 

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Effectively and wisely delegates responsibility and authority to staff.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	C
	Motivates staff to give their best, to develop to their full potential and to perform effectively.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	D
	Develops staff as team players.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	E
	Gains the trust and respect of staff.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:
	2.  PLANNING AND ORGANIZATION

	A
	Visualizes the end results of projects and develops effective strategies for achieving those results.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Anticipates problems before they arise and plans for ways to resolve them.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	C
	Sets priorities and gets important things done first.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	D
	Involves staff and other critical people in the planning process, helping them to become better planners.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	E
	Makes assignments that utilize people's skills, coordinates their effort and follows through.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:

	3.  COMMUNICATION/COMMUNITY RELATIONS

	A
	Presents ideas, plans and instructions in a clear, concise and persuasive manner.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Is open to and directly solicits reaction and ideas of others.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	C
	Handles controversial or conflicting issues, figures out how to reconcile differences.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	D
	Writes clearly; presents information and ideas in an organized and thoughtful way.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	E
	Keeps the Board, Commission and/or Town Administrator informed on issues, needs and operations.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:

	4.  PROBLEM SOLVING, INNOVATION & DECISION MAKING

	A
	Defines problems, collects and analyzes information, generates multiple options and develops effective solutions.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Demonstrates good judgment on when and how to involve others in problems and decision making.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	C
	Makes sound decisions under difficult/pressure circumstances, takes account of time cost and human factor.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	D
	Follows through on the implementation of overall decisions.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:

	5.  BUDGET/FINANCIAL MANAGEMENT

	A
	Supervises Departmental operations insisting on competent and efficient performance.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Ensures that funds are spent wisely with adequate control and accounting.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	C
	Insures that Department property is managed and maintained appropriately.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	D
	Takes creative approach to potential savings and revenue sources (i.e. grants and procurement.)

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	E
	Effectively communicates long-range budgeting and capital planning needs of the Department.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	F
	Is alert to ideas and information from similar communities and other sources.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:

	6.  SERVICE TO RESIDENTS/SERVICE QUALITY

	A
	Utilizes good customer service skills, facilitate communication between the Department and citizens regarding citizen problems/concerns.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Understands and promotes good customer service practices in the Department.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	C
	Uses tact to adjust top personalities and circumstances; gets message across.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	D
	Perceived as helpful and understanding by the public.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	E
	Regarded as responsive to needs, problems and concerns of the customer.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	F
	Ensures that staff follows good customer service skills.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:

	7.  PROFESSIONAL & ORGANIZATION INTEGRITY

	A
	Maintain high standards of ethics, honesty and integrity in all professional matters.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Exercises fair and unbiased professional judgment in providing services and arriving at decisions.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



COMMENTS:

	8.  CROSS DEPARTMENTAL ORGANIZATION

	A
	Participates in and contributes to activities which cross departmental lines.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 


	B
	Works cooperatively with other Department Heads and staff.

	
	N/A  FORMCHECKBOX 

	Needs Improvement   FORMCHECKBOX 

	Meets Standards   FORMCHECKBOX 

	Exceeds Standards   FORMCHECKBOX 



	SUMMARY:




PROFESSIONAL DEVELOPMENT PLAN:

PRIOR YEAR GOAL ASSESSMENT

	GOALS FOR PERIOD BEING EVALUATED:      /     /      to      /     /      
	SUCCESSFULLY

ACHIEVED GOAL
	PARTIALLY OR DIDN’T MEET GOAL AND REASON

	1.      
	 FORMCHECKBOX 

	     

	2.      
	 FORMCHECKBOX 

	     

	3.      
	 FORMCHECKBOX 

	     

	4.      
	 FORMCHECKBOX 

	     

	5.      
	 FORMCHECKBOX 

	     


ENSUING YEAR GOAL IDENTIFICATION:


The Department Head and the Appointing Authority have agreed on the following goals for the Department in the ensuing year.  The goals are listed in order of priority and reflect both regular, on-going duties and special assignments and projects.  Employee goals should tie back to departmental goals and the overall goals of the Town.

	GOALS FOR NEXT EVALUATION PERIOD:      /     /      to      /     /      

	1.      

	2.      

	3.      

	4.      

	5.      


SUPERVISOR’S PERFORMANCE RATING:

 FORMCHECKBOX 

New employee:  Learning the job and preceding in a satisfactory manner.


 FORMCHECKBOX 

Recommended for a TOWN MEETING APPROVED increase at current step


 FORMCHECKBOX 

And to be reevaluated at six month anniversary or

 FORMCHECKBOX 

The employee’s performance is fully satisfactory and the employee displays an adequate degree of skills to perform the job.  

 FORMCHECKBOX 

Recommended for a TOWN MEETING APPROVED increase and step increase.

 FORMCHECKBOX 

The employee has received a “Needs Improvement” in two performance areas.


 FORMCHECKBOX 

Recommended for a TOWN MEETING APPROVED increase at current step only and will be reevaluated in six months for a possible step increase.

 FORMCHECKBOX 

The employee has received a “Needs Improvement” in three or more performance areas and therefore does not meet the minimum job of requirements and/or displays a low degree of key skills required to do the job.  Employees in this category will be reevaluated in six month and may be subject to termination if his/her performance has not improved.

APPOINTING AUTHORITY SIGNATURE:
_____________________________

DATE:  ______________________

	EMPLOYEE COMMENTS

	     



I have read and discussed this performance evaluation and goals with my supervisor.  I understand that the individual goals set, in addition to my job description, and all applicable policies, Bylaws and contracts will be the basis for my next job description.

DEPARTMENT HEAD’S SIGNATURE:

_____________________________













DATE:  ______________________

PERSONNEL DIRECTOR’S APPROVAL OF THE EVALUATION:

PERSONNEL DIRECTOR’S SIGNATURE:
_____________________________














DATE:  ______________________

