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PERFORMANCE APPRAISAL FOR EXEMPT* EMPLOYEES

	Employee’s Name:      

	Department:      


	Job Title:      

	Division:      


	Date Employed in this Position:      

	Today’s Date:
     
	Period Being Appraised:

From:                                               To:       


	REASON FOR APPRAISAL (CHECK ONE)
	APPRAISED BY (PRINT/TYPE NAME)

	
	

	 FORMCHECKBOX 
  Start-Up
 FORMCHECKBOX 
  Probationary
 FORMCHECKBOX 
  Annual
	Employee should be appraised by the
     

	
	



	
	person(s) to whom (s)he reports directly.

(NAME OF APPRAISER)

	
	

	 FORMCHECKBOX 
Other (explain):
     
	the employee should complete a self-
     

	


	



	
     
	appraisal.  Appraisals are encouraged
(NAME OF APPRAISER)

	


	

	
     
	from peers or subordinates.
     

	


	



	
	
(NAME OF APPRAISER)


Purpose

The purpose of the performance appraisal is to evaluate an employee’s performance by relating observed behaviors to performance plans.  This appraisal is designed to recognize accomplishments and/or to plan improvement where deficiencies are identified.   It also may be used to support a disciplinary process to resolve continuing poor performance.

The benefits to be gained are improved and well-maintained job performance through communication, goal setting and the identification of employee training and development needs.  All of this will result in improved delivery of services to City residents.

This packet contains:
Part I – Individual Performance Plan





Part II – Work Performance





Part III – Supervisor/Management Accountabilities





Part IV – Overall Appraisal





Part V – Plan for Development





Next step – Develop workplan for next performance appraisal period

* As defined by the Fair Labor Standards Act.

	Part I:                                                Individual Performance Plan

	This section defines job duties, activities necessary to perform those duties, desired outcomes and achievements during the last review period.  This section should have been completed by the supervisor and employee before the beginning of the appraisal period and communicated so that performance expectations are agreed upon. The "Achievements" column should be completed at the end of the review period.  Written instructions and training programs are available to assist you in completing this form.  Note: An annual work plan may be substituted in lieu of Part I.

	General Responsibilities:
	Specific Tasks, Duties, Activities:
	Desired Outcomes:
	Achievements:

	     

	     
	     
	     


	Part II:                                                     Work Performance

	The descriptors listed under each behavior are guidelines to be used when rating.  It is up to the supervisor to tailor the descriptors and ratings to the performance of the individual being rated.  For each behavior, select the descriptor that best describes the behavior of the employee being rated and check the appropriate box.  If a major portion of a descriptor is most suited to the individual being rated, but the other portion does not apply, the portion that does not apply should be lined out.  If no descriptor fits the behavior you observed, write your observation in the “Comments” section.

	Behaviors:

	1.    Planning and Organizing:
 FORMCHECKBOX 

Proficient at project planning; extremely well-organized, realistic and specific; meets all deadlines; completed products are of excellent quality and include assignments and contingency plans.

 FORMCHECKBOX 

Completed projects are predictably accurate, relevant to department goals and demonstrate critical thinking and thoroughness; completes work on schedule; recognizes priorities and is well-organized.

 FORMCHECKBOX 

Meets deadlines; seeks advice in setting priorities when necessary; completed work assignments are of acceptable quality.


 FORMCHECKBOX 

Work is not planned or organized; rarely meets deadlines; has frequent problems meeting deadlines because workload is not organized; work products are incomplete or unsound.

Comments:

     


	2.   Judgment:


 FORMCHECKBOX 

Avoids making decisions; decisions lead to unpredictable results and have caused problems; needs to be closely supervised.


 FORMCHECKBOX 

Exercises common sense; normally uses sound decision making to attain required work standards; understands routine problems.


 FORMCHECKBOX 

Considers alternatives before making a decision; seeks input from critical stakeholders; uses logical reasoning; self-reliant and intuitive.


 FORMCHECKBOX 

Makes excellent decisions; demonstrates strategic thinking; devises creative methods to overcome problems.

Comments:

     


	3.  Efficiency:

 FORMCHECKBOX 

Exceeds standards for volume of work; seeks additional work assignments; meets all deadlines.


 FORMCHECKBOX 

Makes consistent effort to work hard; volume of work meets standards; meets deadlines; avoids delays; handles extra work easily.

 FORMCHECKBOX 

Work output satisfactory; seldom misses deadlines.


 FORMCHECKBOX 

Does not perform a standard workload; continually behind schedule; wastes time. Low productivity has caused problems or extra work for others.

Comments:

     



	Behaviors:

	4. Knowledge & Skills:

 FORMCHECKBOX 

Professional, administrative or technical knowledge is incomplete and limits task completion.  Applies outdated knowledge or skills causing poor outcomes.  Does not pursue professional or technical development, even when directed to do so.


 FORMCHECKBOX 

Demonstrates the professional, administrative and technical knowledge needed to carry out responsibilities.  Demonstrates knowledge of overall framework of city government and operations.  Gains up-to-date knowledge to achieve results. Pursues professional development activities as recommended/required.


 FORMCHECKBOX 

Demonstrates above average knowledge and skills that enhance functional responsibilities.  Can generalize professional, administrative or technical knowledge to other disciplines and the broader City goals.  Actively participates in professional development activities.


 FORMCHECKBOX 

Demonstrates breadth of knowledge and skills required in multiple professional and technical domains; uses knowledge and skills to enhance interdivisional and interdepartmental initiatives; constructively shares knowledge and skills with colleagues; demonstrates innovativeness in applying new professional knowledge and technological improvements.

Comments: 

     


	5.   Intra- and Inter-Department Relationships:
 FORMCHECKBOX 

Gets along very well with co-workers and business partners; promotes the enterprise through intra- and inter-department collaboration; team worker; positive influence on the work unit; can persuade others to produce.


 FORMCHECKBOX 

Demonstrates a willingness to cooperate with others in work unit and employees in other departments; offers constructive suggestions; encourages others to collaborate.


 FORMCHECKBOX 

Maintains respectful and positive working relationships; tactful; responds cooperatively to requests for collaboration; shows tact and sensitivity when interacting with people at all levels.


 FORMCHECKBOX 

Unwilling to cooperate at times.  Negative influence on the work unit; disrupts morale with petty complaints or offensive outbursts.

Comments:

     


	6. Communications and Customer Service:

 FORMCHECKBOX 

Has been rude to the public or department customers; communicates ineffectively with others; sometimes has difficulty dealing with the public or responding to service requests; often not available to provide service.


 FORMCHECKBOX 

Acceptable relationships with public and customers; average communication skills; responds to service requests.


 FORMCHECKBOX 

Exhibits above average communication skills; professional behavior towards the public and department customers; actively listens to customers; promotes a positive image for the City.


 FORMCHECKBOX 

Communicates in a professional and courteous manner with customers and the public; leads others to understand the enterprise model; appreciates the varied customers of municipal government.  Demonstrates effective presentation techniques; exhibits creativity and flexibility in providing services.

Comments:

     



	Behaviors:

	7.    Self-Direction: 

 FORMCHECKBOX 

Typically initiates new work; offers suggestions for improving operations and service; completes assignments independently; attends all critical meetings; excellent time manager.

 FORMCHECKBOX 

Adaptable to new methods and procedures; usually begins new work on own; needs little supervision or reinforcement; allocates time wisely.


 FORMCHECKBOX 

Performs routine work as assigned; responds promptly to coaching without reminders.


 FORMCHECKBOX 

Resists new assignments, changes and innovation; requires excessive help and direction.  Misses important meetings.

Comments:

     


	8.     Policy Compliance:

 FORMCHECKBOX 

Adheres to policies and applies them consistently; creatively looks at policies for better ways to provide service and makes suggestions for change when needed.  Assists employees and customers in understanding the purpose of policies.

 FORMCHECKBOX 

Adheres to policies; checks applicable policies before acting; helps explain rationale for policy; implements new policies within the work unit.

 FORMCHECKBOX 

Generally follows policies; able to draft policies for which responsible; implements new policies as needed.


 FORMCHECKBOX 

Does not adhere to policies, applies them when reminded or it is convenient to do so; policies drafted are poorly written; implements new policies only after a conflict has occurred.

Comments:

     


	9.     Safety:

 FORMCHECKBOX 

Has an excellent safety record; advocates for use of safety equipment and procedures; promptly completes accident reports; reviews workplace critically to anticipate hazards and seeks professional assistance as needed.

 FORMCHECKBOX 

Observes safety rules; assures that safety procedures are consistently adhered to in the workplace; completes accident reports promptly; seeks information about safety procedures.

 FORMCHECKBOX 

Adheres to safety procedures and use of safety gear; completes accident reports within timelines.

 FORMCHECKBOX 

Violates safety rules; is a hazard to others; enforces safety procedures haphazardly; neglects to file accident reports.

Comments:

     



	Part III:      Supervisor/Management Accountabilities

	1.    Leadership:

 FORMCHECKBOX 

Creates and communicates a clear vision for the work unit that supports City goals and values.  Functions as a guiding force to lead others toward the accomplishment of this vision.  Encourages appropriate risk-taking and takes actions that contribute to the improvement of organization and human relationships.  Serves as a role model for the department by respecting others whether they are customers, employees or other stakeholders.  Keeps commitments.  Stays current with professional trends and events that may affect the City.


 FORMCHECKBOX 

Understands the City’s goals and works hard to align the work unit’s goals and objectives with those of the organization.  Shares planning with work unit and guides the unit toward the accomplishment of objectives.  Takes appropriate risks and tolerates risk-taking in others.  Promotes respect for others.  Generally keeps commitments.  Participates in professional development activities.

 FORMCHECKBOX 

Informs employees of goals for the work unit and strategies to accomplish them.  Focuses on directing and less on guiding employees to achieve the plan, although is likely to listen and discuss if others offer ideas.  Is cautious about risk-taking.  Respects others.  Attends training as needed.

 FORMCHECKBOX 

Is comfortable with the way things are and works to maintain status quo.  Work plans lack consistency with current City goals and may not reflect department goals and strategies.  Emphasis is on making sure employees do as directed rather than on understanding the purpose for the plan.  Is uncomfortable with risk.  Does not support diversity within the work unit.  Fails to keep current with trends and events which may affect the City and work unit.


Comments:

     


	2.    Performance Management:
 FORMCHECKBOX 

Demonstrates value of effective performance communications by assuring that employees clearly understand job descriptions and performance expectations.  Communicates regularly with employees about performance, recognizing good performance and coaching for development when performance is less than it should be; motivates employees to grow. Performance concerns are dealt with in a timely and productive manner.


 FORMCHECKBOX 

Establishes clear performance expectations and standards with each staff member. Conducts annual performance discussions and mid-year updates with staff.  Recognizes both positive and problem performance on a regular basis and supports employee development; deals with performance problems in an acceptable manner.  


 FORMCHECKBOX 

Writes performance expectations for staff and reviews them with employees.  Conducts annual performance appraisals with each staff member.  Seeks advice from upper management or Human Resources staff when dealing with performance problems. 


 FORMCHECKBOX 

Fails to provide staff direction or leadership. Deals with non-performers only if directed to do so by upper management or when non-performance has become public knowledge.  Does not conduct performance appraisals with staff. Feedback is limited, negative and punitive. 

Comments:

     



	Behaviors:

	3.  Supervisory Responsibilities: 


 FORMCHECKBOX 

Oversees workers and adheres to policies inconsistently.  Resists change and conveys that resistance to employees. Bends or breaks policies for the convenience of self or employees.  Seldom hires protected class employees and fails to promote a respectful work environment for all staff members. 


 FORMCHECKBOX 

Plans for the work unit and assures that standards are met. Demonstrates a willingness to resolve productivity issues or conflicts within the work unit. Hires and promotes employees of protected class groups to meet AA goals; complies with EEO/AA guidelines.


 FORMCHECKBOX 

Working with critical stakeholders, plans work for  the unit and assigns work appropriately to maximize staff resources.  Applies policies consistently and assures that employees understand the purpose of policies. Proposes changes to policies when needed. Establishes a positive environment for meeting AA goals through hiring and promotion decisions. 


 FORMCHECKBOX 

Using City and department goals and objectives, works with critical stakeholders to develop work plans that lead to desired outcomes; uses resources wisely to attain desired outcomes.  Actively supports diversity and creates an environment where everyone feels respected and valued.  Engages staff in creatively working to improve service delivery; proposes and implements new policies or procedures to achieve desired results.

Comments:

     


	4.   Labor Contract Administration:

 FORMCHECKBOX 

Thoroughly understands and consistently applies provisions of all applicable union contracts. Proposes improvements to union contract for next round of negotiations. Works closely with employees and union representatives to solve problems and to anticipate problem areas (e.g. past practices). Always enforces both the letter and spirit of the union contract in close cooperation with employees and union.

 FORMCHECKBOX 

Informs immediate supervisor of labor problems or contract administration issues and seeks direction and support. Respects the role of the union representatives and seeks quick resolution to problems.


 FORMCHECKBOX 

Deals with the facts of a grievance rather than personalities. Treats union representatives as employee representatives rather the “enemy.” Treats grievants with respect. Complies with terms and conditions defined in union contract.


 FORMCHECKBOX 

Does not abide by the union contract; treats union representatives as the "enemy." Rarely consults union representatives or appropriate authorities to resolve problems. Takes grievances personally and views grievances as "us" against "them” in a win-lose situation.

Comments:

     



	Behaviors:

	5.  Fiscal Responsibility:

 FORMCHECKBOX 

Depends on staff for budget development; avoids questions on budget or delegates response; attempts to disguise information potentially damaging to budget request; is unaware of status of budget compared to actual expenditures.  Does not accept responsibility for use and management of City resources. 
 FORMCHECKBOX 

Assigns budget preparation and reviews periodically; understands the budget and its relationship to department and City goals; monitors expenditures for consistency with plan and notifies supervisor or subordinates of significant variances; holds subordinates responsible for spending within budgetary constraints.

 FORMCHECKBOX 

Involved in developing budget; comprehends budget and its relationship to department and City goals; responds to requests for information and alternatives.  Reviews financial status reports for consistency with budget plan and notifies supervisor and subordinates of significant variances; manages and uses City resources with care and accountability.

 FORMCHECKBOX 

Actively involved in developing budget and thoroughly understands its relationship to department and City goals. Helps department management, as appropriate, in considering proposed budget and alternatives; regularly reviews financial status of work unit for consistency with budget plan and resolves variances. Takes positive action to assure staff has adequate resources to maximize productivity.

Comments:

     


	Part IV:  Overall Appraisal:

Please describe the overall performance of this exempt employee.  Does the employee perform all the job functions acceptably? Does the employee carry out his or her role within the goals of the department? What are the greatest strengths and weaknesses in job performance?  What other comments would you like to share about the employee’s performance and achievements?

     
​​​​​​​​​​​​​​​_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________




Part V:  Plan for Development

A. REMEDIAL DEVELOPMENT PLAN: Outline a plan for development which must occur in the next appraisal period to correct areas where performance is not satisfactory as identified in Parts I or II of this form.

     
B. EMPLOYEE DEVELOPMENT PLAN: Outline a plan for development for the next appraisal period.  State what development is planned or desired to enhance employee capabilities and how that will happen.

     
C. SUPERVISOR’S ROLE IN PLAN FOR IMPROVEMENT:  This section includes coaching, training needs and any other form of employee development assistance.

     
__________________________________
__________________________________
___________________________________

Immediate Supervisor’s Signature

Supervisor’s Title



Length of Time Supervising this Employee

__________________________________
__________________________________
___________________________________

Today’s Date



Date of Last Appraisal


Date of Next Appraisal

_____________________________________________________________________________

Reviewed by Supervisor’s Supervisor (Signature and Title)

I have read and had an opportunity to discuss the contents of this form, including Part I or a workplan which I also have signed, with my supervisor.  I understand that in signing this review I retain the right to prepare and submit positive and/or negative comments on any areas of this evaluation.  I understand that any comments should be presented in writing within three weeks to the Appraiser and/or the Department Personnel Officer and that my written comments will be attached to this appraisal form when received.  My signature does not necessarily mean that I agree with this rating.

_________________________________________________

________________________

Employee’s Signature





Date

NOTICE:  The Supervisor is required to maintain this document under the City’s Record Retention Schedule.

The employee shall be given a complete copy of the performance appraisal document.








                      1

