City of Milpitas

PERFORMANCE APPRAISAL REPORT

OFFICE & CLERICAL
	
	
	

	
	
	

	I.  IDENTIFICATION
	
	

	
	
	

	Employee Name


	
	Classification



	Department


	
	Division



	Present Assignment


	
	Time In Assignment




	
	
	  Probationary         Months
	
	  Annual
	
	  Special

	
	Evaluation Period
	
	to
	
	
	


PROCEDURE:

Step 1:
Supervisor prepares a draft PAR and reviews it with the Department Head or designee.

Step 2:
Supervisor and employee discuss the employee's performance during the review period, identifying strengths and areas needing improvement.

Step 3:
Supervisor finalizes and signs PAR.  PAR is reviewed and signed by the Department Head or designee.

Step 4:
The final signed PAR is given to the employee for signature.  The employee may comment on the PAR form in ten (10) calendar days or submit comments separately for attachment within 30 calendar days.

Step 5:
Original is sent to Personnel for filing.  Employee and Department keep copies.

II. PERFORMANCE RATINGS – OFFICE/CLERICAL
A. PROCESSING CORRESPONDENCE, REPORTS & RECORDS
	

	
	NA
	1
	2
	3
	4
	5
	

	Reports, correspondence, documents and records are incomplete, inaccurate, require correction and are forwarded to the wrong persons.  Errors are not identified or brought to the                                 attention of a supervisor.  Files and records are not maintained
in an orderly and systematic manner.
	
	
	
	
	
	
	Reports, correspondence, documents and records are accurate, complete, prepared
in proper form, distributed to appropriate persons well ahead of schedule, and are not returned for correction.  Errors are identified and corrected, or brought to the attention of a supervisor. Files and records are kept in a systematic and orderly manner.



B. ATTENDANCE AND PUNCTUALITY
	

	
	NA
	1
	2
	3
	4
	5
	

	Work hours, meals and breaks are not observed. Fails to promptly notify supervisor when absent or late.  Does not obtain prior approval from supervisor 
for other absences.  Poor attendance record impacts negatively on performance and unit productivity.  Sick leave used for other than authorized purposes.
	
	
	
	
	
	
	Work hours are observed, including starting and quitting times, rest breaks and meals.  Sick leave is used only for authorized purposes; documentation is provided when requested. Supervisor is notified promptly when absent or late. All other absences are approved in advance by supervisor. Stellar attendance record sets example for other employees to emulate.



C. CONFORMANCE TO INSTRUCTIONS AND STANDARDS
	

	
	NA
	1
	2
	3
	4
	5
	

	Requires close supervision when following instructions and standards.  Quality and quantity of work is substandard and is not consistent with experience level and training in assigned section. Deviations from instructions and schedules are made without notifying the supervisor. City and Departmental policies are not followed.  Work rules are not understood and are not complied with.
	
	
	
	
	
	
	Instructions are followed and standards met with minimal supervision.  Work is of superior quality and quantity.  Deviations from established schedules and instructions are approved by supervisor.  Quality and quantity of work is above expected level of experience and training in assigned section.  City and Departmental policies are followed.  Work rules are understood and complied with.  Presents a professional appearance and demeanor appropriate for office work. 


C. WORKING RELATIONSHIPS
	

	
	NA
	1
	2
	3
	4
	5
	

	Difficulty in developing working with peers and supervisors.  Becomes defensive when receiving constructive feedback.  Limited ability to seek appropriate ways to resolve conflicts. Fails

to demonstrate efficiency, competence and courtesy to

the public.  Slow to adapt to changing priorities and work procedures.
	
	
	
	
	
	
	Establishes and maintains excellent working relationship with co-workers and supervisors. Accepts supervision and constructive criticism.  Uses appropriate and innovative means to resolve problems.  Personal contacts with the public demonstrate a high level of efficiency, competency and courtesy.  Demonstrates flexibility to new or changing work procedures.


D. LEADWORKER FUNCTIONS
	

	
	NA
	1
	2
	3
	4
	5
	

	Inability to delegate task in a fair and impartial manner.  Lack of awareness of employees’ qualifications and capabilities when assigning task.  Provides feedback that is subjective and prescriptive.  Slow in addressing substandard performance and taking corrective action.  Poor recordkeeping skills and employee performance documentation.
	
	
	
	
	
	
	Assignment of tasks is fair and evenly divided.  Employees receive proper training for assigned tasks.  Feedback on performance is given in a timely and constructive manner.  Substandard performance is immediately reported to a supervisor and corrective action taken.  Maintains excellent documentation of employee activities to support employee evaluation.


E. SUPERVISION
	

	
	NA
	1
	2
	3
	4
	5
	

	Shows poor judgment in dealing with problems relating to labor and workplace laws, rules, and policies.  Insufficient knowledge of performance appraisal system and performance management. Fails to maintain adequate documentation to support employee performance. Does not promptly address substandard job performance and provide corrective action.  Inconsistent application of policies and work rules lead to issues of disparate treatment/disparate impact.
	
	
	
	
	
	
	All employees are treated equally without regard to race, color, ancestry, religion, marital status, physical handicap, medical condition, sex, national origin, age or sexual orientation; atmosphere of equal treatment is promoted and enforced.  Objective and constructive performance appraisals are given at prescribed times.  Substandard performance is addressed promptly, improved or corrective action taken.  Policies, procedures and work rules are communicated to subordinates and are applied equally. Excellent employee documentation is maintained to support employee evaluation.  Exceeds expected quantity and quality of work is accomplished by work unit.


III.
SUMMARY

	1
	2
	3
	4
	5
	OVERALL ASSESSMENT


COMMENTS:
IV.
ACCOMPLISHMENT OF PAST OBJECTIVES:
V.
OBJECTIVES FOR NEXT RATING PERIOD:
VI.
EMPLOYEE COMMENTS:
VII.
CERTIFICATION:

RATER:  This report is based on my observation and/or knowledge.  It represents my best judgment of the employee's performance and I have discussed it with the employee on this date.

SIGNED __________________________
TITLE __________________
DATE ________________
REVIEWER:  I have reviewed this report.

SIGNED __________________________
TITLE __________________
DATE ________________
EMPLOYEE:  This report has been discussed with me and I have been given the opportunity to submit comments.

SIGNED __________________________
TITLE __________________
DATE ________________
INSTRUCTIONS

I.  
IDENTIFICATION
Frequency of Reports:

Probationary - for 18-month probationary periods PAR’s are to be completed at 4, 8, 12, and 17 months.  Exempt employees are to receive PAR’s at 6 and 11 months.  All others are to receive a PAR at 3, 6, 9, and 11 months.
Annual - PAR's to be completed for all employees on the anniversary date.

Special - special PAR's may be done at any time.

II.
PERFORMANCE RATINGS
Performance standards are derived from the City Vision, Values and Goals.  Each individual standard is to be rated as follows:

NA
Not observed or not applicable.

5 - Outstanding:  

Exemplary performance far exceeding performance standards.

4 - Exceeds Expectations:  
Performance which exceeds the level normally expected.

3 - Meets Expectations:  
Generally meets expectations on all performance standards.

2 - Below Expectations:  
Falls short of normal expectations.  Requires remedial action.

1 - Unsatisfactory:
Unacceptable performance which must receive immediate attention.

III.
SUMMARY

Overall assessment in a single composite rating, taking into account each factor rating and the relative importance of each.

IV.
ACCOMPLISHMENT OF PAST OBJECTIVES
Indicate whether the maintenance, developmental and/or remedial objectives in the prior PAR were met.

V.
OBJECTIVES FOR NEXT RATING PERIOD
These are maintenance, developmental and/or remedial action steps that are to be accomplished by the next rating period.  They should be clear, specific and objectively measured.  Overall ratings of less than 3 require a follow-up PAR within 90 days.

VI.
EMPLOYEE COMMENTS
Employees may comment on the content of the PAR or the manner in which the appraisal was conducted.  Comments may be made on the PAR form within ten (10) calendar days or submitted separately within 30 calendar days for attachment.

VII.
CERTIFICATION
The rater is the supervisor completing the PAR.  The reviewer is the Department Head or designee.
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