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PERFORMANCE REVIEW

AND

PROFESSIONAL DEVELOPMENT PLAN

FOR DEPARTMENT STAFF

Part 2.  DEPARTMENT  HEAD EVALUATION

	DEPARTMENT


	     

	EMPLOYEE NAME


	     

	EMPLOYEE’S JOB TITLE


	     

	CURRENT CLASSIFICATION/STEP


	     

	APPRAISAL PERIOD


	     

	DATE REVIEWED BY SUPERVISOR


	     

	DATE REVIEWED BY

TOWN ADMINISTRATOR
	     


INTRODUCTION:
The evaluation of an employee's daily work activities is an important means to ensure that high standards of performance are achieved by all employees. The performance evaluation system is designed to benefit employees and the employer and to facilitate an ongoing mutual problem solving effort. The Town is committed to providing feedback to all employees on their level of performance and supervisors are expected to maintain regular communication with their employees. Performance evaluations are not a substitute for ongoing communication. Positive recognition of work well done and resolution of performance deficiencies are major components of a supervisor's responsibilities. Each performance evaluation is confidential and not public record.

PURPOSE OF EVALUATION:
As an opportunity for individual employees to set annual goals and objectives, consistent goals and objectives, based on their job description, their supervisor's expectations, and the means performance.

· As an opportunity for formal communication between employee and supervisor, but not for ongoing communication.

· As a mechanism for feedback between employee, supervisor, and the administration.

· As a tool for promotion, advancement, and career development.

· As a means to maintain and improve performance.

· As a tool for self-evaluation applicable to supervisor as well as employee.

· As a tool for early identification of problems and development of plans for their resolution

· As a tool to recognize a job well done.
DEFINITION OF RATINGS:

N/A

Not applicable

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

Meets Standards
The employee 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 employee who exceeds the requirements of the job in this category.
	1.
CUSTOMER SERVICE:  Communicates well with the public; exhibits good customer service skills.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	2.
COMMUNICATION:  Exchanges information well, both verbally and in writing; listens and processes information appropriately.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	3.
INTERPERSONAL SKILLS:  Interacts well with own department and other agencies; cooperates with colleagues; flexible; willing to adapt to the needs of the organization.


	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	4.
PROFESSIONALISM:  presents self in an appropriate manner; good work attitude and conduct.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	5.
SKILLS AND KNOWLEDGE:  Possesses or acquires necessary skills; knows procedures; meets the requirements of the job description; willing to maintain and update skills to meet changing requirements of the position.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	6.
QUALITY OF WORK:  Is accurate, thorough and neat.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	7.
RELIABILITY:  Meets deadlines; handles details; works without supervision; is punctual and dependable.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	8.
JUDGMENT:  Makes effective decisions; uses logical thought processes; handles a variety of situations well (both routine and non-routine); maintains confidentiality.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	9.
INITIATIVE AND CREATIVITY:  A self-starter; makes suggestions for improvements; seeks new challenges; takes on new tasks without direction.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	10.
PRODUCTIVITY:  Handles multiple priorities; works well despite frequent interruptions; works efficiently under pressure; completes a reasonably expected amount of work in the time allotted.

	
	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	11.
PLANNING AND ORGANIZATION:  Manages time well; plans ahead; structures work logically; identifies and resolves potential problems.


	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	12
SAFETY:  Follows safety policies and procedures; uses safe work habits; reports and corrects unsafe work conditions or practices.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	13.
SUPERVISORY CAPACITY:  Fairness; accessibility; open mindedness; understands role; ability to delegate, motivate and communicate.  Encourages professional development and teamwork.

	N/A           FORMCHECKBOX 

	Needs Improvement     FORMCHECKBOX 

	Meets Standards     FORMCHECKBOX 

	Exceeds Standards     FORMCHECKBOX 


	Comments:       



	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 employee and the Supervisor have agreed on the following employ goals for 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.
SUPERVISOR’S 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.

EMPLOYEE SIGNATURE:
 
_____________________________
DATE:  ___________

REVIEWED AND APPROVED AS TO THE SUPERVISOR’S PERFORMANCE RATING:

PERSONNEL DIRECTOR:

_____________________________
DATE:  ___________
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