City of Milpitas

PERFORMANCE APPRAISAL REPORT

POLICE CLASSES
	
	
	

	
	
	

	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-POLICE CLASSES 

	1
	2
	3
	4
	5
	A.
APPEARANCE


	
(circle one)

–

+
1.
Clothing, shoes and issued equipment are clean and presentable.


–

+
2.
Acceptable personal hygiene and grooming habits.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	B.
ATTENDANCE AND PUNCTUALITY


	
(circle one)

–

+
1.
Work hours are observed, including starting and quitting times, rest breaks and meals.


–

+
2.
Sick leave is used only for authorized purposes; documentation is provided when requested.


–

+
3.
Use of leave does not adversely effect employee’s or department’s productivity.


–

+
4.
Supervisor is notified promptly when absent or late.


–

+
5.
All other absences are approved in advance by supervisor.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	C.
DRIVING


	
(circle one)

–

+
1.
Practices good defensive driving techniques.


–

+
2.
No preventable accidents, Vehicle Code violations or unnecessary Code 3.


–

+
3.
Maintains control of vehicle; evaluates driving conditions and reacts properly.


–

+
4.
Reasonable knowledge of most locations and can use map quickly to find streets; uses fastest routes to destinations; acceptable response times.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	D.
CONFORMANCE TO INSTRUCTIONS & STANDARDS


	
(circle one)

–

+
1.
Instructions are followed and standards met without close supervision.


–

+
2.
Work is of sufficient quality and quantity; work does not require correction.


–

+
3.
Deviations from established schedules and instructions are approved by supervisor.


–

+
4.
Quality and quantity of work is consistent with experience and training in assigned section.


–

+
5.
Actively attempts to keep current on job knowledge and skills through own effort.


–

+
6.
City and Department policies and procedures are followed


–

+
7.
Work rules are understood and complied with.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	E.
DECISION QUALITY


	
(circle one)

–

+
1.
Demonstrates working knowledge of appropriate codes, policies and procedures.


–

+
2.
Can apply knowledge to work situations and arrive at logical independent conclusions


–

+
3.
Makes valid decisions under stressful or tactical situations.


–

+
4.
Displays a willingness to explore innovative and non-traditional solutions to problems which pose a substantive community and police concern.
	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	F.
REPORT WRITING


	
(circle one)

–

+
1.
Understands and properly uses standard forms


–

+
2.
Prepares narratives that are detailed, complete and in logical sequence


–

+
3.
Uses correct grammar, spelling and punctuation.


–

+
4.
Reports are completed in average time without rewrites.


–

+
5.
Maintains accurate progress reports on Community Policing projects.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	G.
WORKING RELATIONSHIPS


	
(circle one)

–

+
1.
Is able to relate in a courteous, friendly and professional manner with all members of the public; projects positive police image.


–

+
2.
Accepts supervision and constructive criticism.


–

+
3.
Functions effectively as a member of a team.


–

+
4.
Observes the chain of authority.


–

+
5.
Establishes and maintains positive working relationship.


–

+
6.
Uses appropriate means to resolve problems.


–

+
7.
Demonstrates flexibility to new or changing work situations.


	COMMENTS AND EXAMPLES





	1
	2
	3
	4
	5
	H.
CASE MANAGEMENT (TRAFFIC INVESTIGATOR, DETECTIVE)


	
(circle one)

–

+
1.
Appropriately prioritizes assigned cases.


–

+
2.
Case dispositions are factually-based and documented; submits timely follow-up reports.


–

+
3.
Pursues leads to identify, locate and recover property.


–

+
4.
Attends meetings of common investigative interest (i.e. checks, homicide, robbery, etc.) and contributes when appropriate.


–

+
5.
Successfully solicits participation or cooperation from victims, witnesses and suspects when appropriate.


–

+
6.
Maintains an acceptable level of additional follow-up requests from the district attorney on cases submitted for complaint.


–

+
7.
Maintains acceptable clearance level.


–

+
8.
Keeps victims adequately informed.


–

+
9.
Seeks out additional witnesses and records such information.


–

+
10.
During follow-up contacts, identifies C.O.P. issues and takes appropriate action.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	I.
FIELD PERFORMANCE-GENERAL (TRAFFIC, PATROL)


	
(circle one)


–

+
1.
Recognizes and follows up on suspected criminal activity.


–

+
2.
Uses information from briefings and watch bulletins.


–

+
3.
Makes arrests according to policies and procedures.


–

+
4.
Uses proper radio techniques.


–

+
5.
Understands and applies principles of officer safety.


–

+
6.
Demonstrates the ability to identify and respond to problems by facilitating the formulation of a plan of action involving non-police public agencies and other community resources.
	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	J.
FIELD PERFORMANCE-STRESS CONDITIONS (TRAFFIC, PATROL)


	
(circle one)


–

+
1.
Maintains calm and controlled attitude.


–

+
2.
Displays awareness of potential danger and maintains a position of advantage according to training.


–

+
3.
Maintains control without excessive force.


–

+
4.
Uses appropriate voice command, posture and tools to control a given situation.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	K.
KNOWLEDGE AND PRACTICE OF COMMUNITY POLICING


	
(circle one)


–

+
1.
Clearly demonstrates a knowledge and understanding of the City's and Department's Mission Statement and Organizational Values.


–

+
2.
Employee is self-motivated in initiating community contacts and developing beat knowledge.


–

+
3.
Exhibits an awareness of the department's commitment to developing and maintaining a community partnership for the purpose of improving the quality of life and promoting a safe and secure neighborhood through the delivery of quality service.


–

+
4.
Employee is responsive to the needs of the community as demonstrated by actively soliciting community input in order to facilitate problem solving.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	L.
SUPERVISION


	
(circle one)


–

+
1.
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


–

+
2.
Objective, constructive performance appraisals are given at prescribed times.


–

+
3.
Substandard performance is addressed promptly, improved or corrective action taken.


–

+
4.
Policies, procedures and work rules are communicated to subordinates and are applied equally.


–

+
5.
Training is provided or recommended as required.


–

+
6.
Adequate documentation is maintained to support employee evaluation.


–

+
7.
Expected quantity and quality of work is accomplished by work unit.


	COMMENTS AND EXAMPLES




	1
	2
	3
	4
	5
	M.
SUPERVISION/C.O.P. PROBLEM SOLVING MANAGEMENT


	(circle one)


–

+
1.
Encourages members to think in terms of problem-solving as a primary unit of work and supports appropriate risk taking.


–

+
2.
Develops a team approach and encourages members to think beyond traditional responses.


–

+
3.
Demonstrates a willingness to evaluate and improve work performance or otherwise take appropriate action.


–

+
4.
Facilitates the employee's problem solving efforts by; removing obstacles; assisting in the coordination of problem-solving activities; acting as a resource for the problem solving; and facilitating resource allocation from the Police Department, the City  and the Community.


–

+
5.
Supervisor develops a liaison with community residents and merchants to learn about community concerns and perceptions of police performance.


	COMMENTS AND EXAMPLES




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 ________________
SIGNED __________________________
TITLE __________________
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 (indicated by a numeral) are derived from the job classification, current assignments and responsibilities.  Each individual standard is to be rated as follows:



+
standard exceeded



(
standard met



-
standard not met



NA
standard not applicable during this rating period or for this assignment

Each rating factor (indicated by a letter) receives a composite rating as follows:

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.

Comments and examples are required for all rating factors.

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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