	City of Winchester Performance Evaluation
	2016



	Employee Name:       
	Employee ID#       

	Title:       
	Date:       

	Department:       
	 FORMCHECKBOX 
 Annual Evaluation  FORMCHECKBOX 
 End of Probation Evaluation


PART I – Core Competencies: 1-10 apply to all employees and 11 typically applies to supervisors and managers, but may be used for non-supervisory personnel where appropriate.  Examples of Performance required for all ratings and should be related to the City’s Strategic Plan as appropriate.
	Competency
	Unacceptable

Performance (1)
	Fair
Performance (2)
	Acceptable

Performance (3)
	Commendable

Performance (4)
	Exceptional Performance (5)

	
	
	
	
	
	

	1. Customer Service
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	2. Adaptability/Flexibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	3. Work Habits
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	4.   Safety
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	5.   Communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	4. Organization/Planning/

       Project Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	5. Decision Making/ Judgment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	6. General/Resource Management 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	7. Continuous Improvement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	8. Strategic Thinking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	
	

	9. Supervision/Management
        Applicable to supervisory staff 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	1. Customer Service: Treatment of internal and external customers who receive the employee’s product/service; management of difficult or emotional customer situations; response to customer needs and requests; solicitation of customer feedback to improve service; meeting commitments to customers; building constructive, cooperative and pleasant relationships shows no preconceived notions towards any individual(s).  Commitment to serve the public and co-workers; focus on finding and meeting the needs of others.

Comments/Examples of Performance:

	2. Adaptability/Flexibility: Adjustment to changing priorities, proactive thinking, pursuit of opportunities and appropriate action; accommodation of new or changing conditions; adaptation to changes in the work environment; management of competing demands; utilization of an approach or method to best fit the situation; dealing with anger, frustration and disappointment; dealing with frequent changes, delay or unexpected events.

Comments/Examples of Performance:     

	3. Work Habits: Individual behaviors which impact work and over which an employee has independent control; consistency with the vision and values of the City, department and work unit including acting in ways that are equitable, ethical and legal; treating all people with respect; keeping commitments; inspiring the trust of others; working with honesty and integrity; safety habits, appearance and personal hygiene is appropriate to the job duties performed; use of paid time off; time management; reports to work on time; confidentiality as appropriate. Maintains a positive outlook and doesn’t talk negatively to others about the department/city and coworkers to diminish work environment.  

Comments/Examples of Performance:

	4. Safety:  Executes good safety habits, cares for and maintains appropriate equipment to perform duties. Accidents to people, vehicles, machinery, and property due to carelessness or unnecessary risk are minimal.
Comments/Examples of Performance:     

	5. Communication: The exchange of information and ideas; ability to get a message across effectively as well as understand verbal messages; ability to read and interpret written information; listening without interrupting; ability to write clearly and appropriately; manner in which one verbally interacts with others; shares work related information with others as appropriate.

Comments/Examples of Performance:

	6. Organizing/Planning/Project Management: Forward focus, resulting in scheduling work, setting goals, anticipating and preparing for future assignments and establishing priorities; demonstrating initiative and follow-through, coordinating all resources to ensure work is completed on time; maintains appropriate records as needed.

Comments/Examples of Performance:     

	7. Decision-Making/Judgment: Choice of an appropriate course of action; willingness to make decisions in a timely manner; exercising sound and accurate judgement; support and explanation of reasons for decisions; learns lessons from past experiences; includes appropriate stakeholders in decision-making.

Comments/Examples of Performance:

	8. General and/or Resource Management: The effective use of and level of control of City resources; development, implementation and effective monitoring of a budget that is driven by the vision, principles and policies of the City Council and the overall mission of the City; accurate forecast of resource needs for operations, capital improvement and programs, taking into account the overall organizational revenue and expenditure situation.
      Comments/Examples of Performance:

	9. Continuous Improvement/Innovation: Orientation toward new or unexplored work methods, materials or equipment; looks for ways to improve and promote quality service; displays original thinking and creativity; meets challenges with resourcefulness; generates suggestions for improving work; develops innovative approaches and ideas; presents ideas and information in a manner that gets others’ attention.
Comments/Examples of Performance:     

	10. Strategic Thinking: Balance of short and long term goals with available financial assets; identification and evaluation of options and alternatives as a part of the planning process; change in plans and/or goals as conditions and situations require.
Comments/Examples of Performance:     

	

	Applicable to Management/Supervisory Staff

11. Supervision/Management/Coaching: Improving the performance of others and creating a positive work environment; helps others build self-confidence and motivation; evaluating performance and providing opportunities for growth of employees’ knowledge and skill levels; ability to achieve organizational goals through others by directing, guiding, encouraging and giving staff room to act; recognizing contributions and success.

Comments/Examples of Performance:     


PART II – Job Specific Responsibilities and Results
Five (5) primary responsibilities, typically from the position description, when coupled with the core competencies, are sufficient to evaluate an employee’s overall work performance. These contributions should be related to the City’s Strategic Plan as appropriate.
	1. Responsibility:  
Results:  
	 FORMCHECKBOX 
 Exceptional Performance (5)
 FORMCHECKBOX 
 Commendable Performance (4)
 FORMCHECKBOX 
 Acceptable Performance (3)
 FORMCHECKBOX 
 Fair Performance (2) 
 FORMCHECKBOX 
 Unacceptable Performance (1)

	2. Responsibility:  
Results:  


	 FORMCHECKBOX 
 Exceptional Performance (5)
 FORMCHECKBOX 
 Commendable Performance (4)
 FORMCHECKBOX 
 Acceptable Performance (3)
 FORMCHECKBOX 
 Fair Performance (2)
 FORMCHECKBOX 
 Unacceptable Performance (1)

	3. Responsibility:  
Results:  


	 FORMCHECKBOX 
 Exceptional Performance (5)
 FORMCHECKBOX 
 Commendable Performance (4)
 FORMCHECKBOX 
 Acceptable Performance (3)
 FORMCHECKBOX 
 Fair Performance (2)
 FORMCHECKBOX 
 Unacceptable Performance (1)

	4. Responsibility:  
Results:  


	 FORMCHECKBOX 
 Exceptional Performance (5)
 FORMCHECKBOX 
 Commendable Performance (4)
 FORMCHECKBOX 
 Acceptable Performance (3)
 FORMCHECKBOX 
 Fair Performance (2)
 FORMCHECKBOX 
 Unacceptable Performance (1)

	5. Responsibility:  
Results:  


	 FORMCHECKBOX 
 Exceptional Performance (5)
 FORMCHECKBOX 
 Commendable Performance (4)
 FORMCHECKBOX 
 Acceptable Performance (3)
 FORMCHECKBOX 
 Fair Performance (2)
 FORMCHECKBOX 
 Unacceptable Performance (1)

	Average of Part I Core Competencies:  
	
	Average of Part II Job Specific Responsibilities:  

	Overall Performance Rating (Part I Avg + Part II Avg)/2:


Part III – Employee’s Goals for Next Year 

Provide three (3) goals that are specific, measurable, achievable, results-focused and time-bound. These goals should be related to the City’s Strategic Plan.
	Specific Goal
	Completion Date
	Results

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     


	Additional information:

	     


	 FORMCHECKBOX 
 Recommend completion of probationary period
	 FORMCHECKBOX 
 Recommended Extension of Probationary Period*:  FORMDROPDOWN 
 days   * Employee Improvement Plan (EIP) Required

	Overall Statement of Performance: 

     


	Employee Comments:

     



Supervisor Signature: 








Date: 




Department Head Signature: 






______
Date: 




Employee Signature: 







______
Date: 




Note:  Employee’s signature does not necessarily indicate agreement with the rating(s) given, but confirms that the contents of this evaluation have been reviewed and discussed with the employee.

