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1001.1 PURPOSE AND SCOPE
This policy provides guidelines for the Greece Police Department performance evaluation system.

1001.2 POLICY
The Greece Police Department shall use a performance evaluation system to measure, document

and recognize work performance of all employees. The performance evaluation will serve as
an objective guide for the recognition of good work and the development of a process for
improvement.

The Department evaluates employees in a non-discriminatory manner based upon job-related
factors specific to the employee’s position, without regard to actual or perceived race, ethnicity,
national origin, religion, sex, sexual orientation, gender identity or expression, age, disability,
pregnancy, genetic information, veteran status, marital status, and any other classification or
status protected by law.

This policy is not applicable to the probation period of recruit officers or officers during their field
training as required for Municipal Police Training Council (MPTC) certification and by Town of
Greece.

Evaluations must be received in the Chief's Office no longer than one month after the rated
employee's anniversary date of hire, without prior authorization from the Deputy Chief in the rated
member's chain of command. Such authorization must be obtained within one month following
the rated employee's anniversary date of hire.

1001.3 TYPES OF EVALUATIONS
The Department shall use the following types of evaluations:

Regular Sworn - An evaluation completed at regular intervals by the sworn employee's immediate
supervisor.

When an employee transfers to a different assignment in the middle of an evaluation period and
less than six months has transpired since the transfer, the evaluation should be completed by the
current supervisor with input from the previous supervisor.

Probationary Evaluations- Probationary evaluations will be completed utilizing the same form
and rubric as more specifically detailed below. Additionally rgardless of the rating given, narratives
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in the Duty, Honor, and Community portions of Probation Evaluations are not required.The
Training and Objectives and Rater's Supervisor Comments sections can be omitted as well. The
summary portion of the evaluation does not need to be as extensive as a yearly evaluation but
should highlight the work completed by the (Officer, Detective, Supervisor) during that month,
along with any strengths or weaknesses they have developed.

Upon completion of a probationary evaluation, the rater's supervisor will review it before sending
it to the Deputy Chief of the probationary employee's assigned bureau. Once reviewed by the
Deputy Chief, the evaluation shall be forwarded to the Deputy Chief of Internal Standards and
Compliance.

Probationary Officer Evaluations- Monthly probationary evaluation reports will be completed as
follows: « Newly hired police officer will have monthly probationary evaluation reports completed
following FTO until 18 months after date of hire. « Lateral police officer will have monthly
probationary evaluation reports completed following FTO until 6 months after date of hire.

Probationary Detective Evaluations- Monthly probationary evaluation reports will be completed
as follows: « Detectives will have monthly probationary evaluation reports completed until 6 months
after date of promotion.

Probationary Supervisor Evaluations -Monthly probationary evaluation reports will be
completed as follows: « Supervisors will have monthly probationary evaluation reports completed
until 6 months after date of promotion.

Regular Civilian - An evaluation completed at regular intervals by the non-sworn (civilian)
employee's immediate supervisor. The process for these evaluations is different than those of
sworn member evaluations and is addressed in 1001.10.

Special - An evaluation that may be completed at any time the supervisor and Deputy
Chief or the authorized designee determine an evaluation is necessary to address less than
standard performance by a member. The evaluation may include a plan for follow-up action
(e.g., performance objectives for next rating period, remedial training, retraining, Performance
Improvement Plan, etc.).

1001.3.1 RATINGS
When completing an evaluation, the supervisor will identify the rating category that best describes
the employee's performance as defined in the attached Performance Evaluation Manual.

The Performance Evaluation Manual pertains to sworn employee evaluations only. See section
1001.10

Supervisor comments will be included in the evaluation to document the employee's strengths,
weaknesses and requirements for improvement. Any job dimension rating marked as needs
improvement, unsatisfactory, excellent, or superior shall be substantiated with supervisor
comments based of facts and observations.
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See attachment: Officer Manual2.pdf See attachment: Detective Manual.pdf See attachment:
Supervisor manual.pdf

1001.3.2 PERFORMANCE OBJECTIVES FOR NEXT RATING PERIOD

Performance Objectives for Next Rating Period identify areas that need improvement and any
measures to be implemented. A supervisor shall review a member's performance in relation to
said objectives during the Performance Objective Meeting as indicated in the Performance History
Audits Policy.

1001.4 EVALUATION PROCESS

Supervisors should meet with the employees they supervise at the beginning of the evaluation
period to discuss expectations and establish performance standards. Each supervisor should
discuss the tasks of the position, standards of expected performance and the evaluation criteria
with each employee.

Performance evaluations cover a specific period and should be based upon documented
performance dimensions that are applicable to the duties and authorities granted to the employee
during that period. The criteria upon which sworn employees are evaluated are listed in the
attached Performance Evaluation Manual and defined/listed within the evaluation form itself for
civilian employees. Evaluations should be completed by each employee's immediate supervisor. If
an employee is a member of a specific unit (i.e K-9, SWAT, Technician), the supervisor of that unit
will complete a memo documenting their performance within that unit, which will then be attached
to the final evaluation.The rating supervisor will complete the proper evaluation form based on the
member's current assignment. The rating supervisor will send the completed evaluation to their
immediate supervisor for comments in the designated section "Rater's Supervisor." If the direct
supervisor of the evaluation rater is a Deputy Chief or the Chief of Police, it is not necessary to
complete the rater's supervisor portion. The evaluation will then be returned to the rating supervisor
for review and issuance to the rated employee.

Sworn members will complete the proper pre-evaluation form, based on their current assignment,
and submit it to the rating supervisor within a week following their anniversary date of hire. The
rater will refer to the completed pre-evaluation form when completing the associated performance
evaluation.

Assessment of an employee's job performance is an ongoing process. Continued coaching and
feedback provides supervisors and employees with opportunities to correct performance issues
as they arise and to acknowledge good work. Periodic discussions with the employee concerning
performance during the course of the evaluation period should be conducted. Supervisors shall
memoarialize their observations of subordinates, including any action taken, via a Memo to File
entry in Blue Team as prescribed in §1001.4.1 of this policy.

The Platoon/Unit Commander's shall ensure meetings are conducted with member's under
their command, approximately midway through their evaluation period (Performance Objective
Meeting(s)- as noted in the attached Performance Evaluation Manual), wherein the member's
Performance History Audit Report should be reviewed with them as indicated in the Performance
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History Audits Policy. Non-probationary employees demonstrating substandard performance shall
be notified as soon as possible in order to have an opportunity to remediate the issues. Such
notification should occur at the earliest opportunity.

All supervisors shall receive training on performance evaluations within one year of a
supervisory appointment and will not conduct evaluations until such training has been received.

1001.4.1 MEMO TO FILE

A Memo to File shall be made by the supervisor at the conclusion of each rating period, the
memo to file is a way for supervisors to memorialize observations made of their subordinates
on an ongoing basis. The goals are to provide employees with a thorough and accurate
Annual Performance Evaluation, relevant coaching and feedback necessary to their professional
development. Memo to File entries are included in the Performance History Audit Report (policy
1029) made available to supervisors for members under their command. A Memo to File Entry
shall be made on

1. January 1% - last day of February
March 1 — April 30™

May 15 — June 30™

2

3

4. July 1% - August 31%

5. September 1% — October 31
6

November 1% — December 31°

Template for Two Month Memo to File entry:
Rating Period: (Insert dates)
Attendance
(@) Shift Hours Worked:
(b)  OT Hours Worked:
(c) Sick Hours Taken:
(d) Training Hours:
(e) Vacation Hours:
(H Comp Hours:
(g) Lieu Hours:
(h) Funeral Hours:
(i)  Admin Hours:

() Workman's Comp Hours:
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(k) Union Hours:
Performance
(@) Arrests:
(b) Traffic Stops:
(c) Uniform Traffic Tickets:
(d) Warnings:
(e) Reports Written:
()  Field information Forms Written:
(g) Driving While Intoxicated Arrests:
(h) Tech Jobs:
()  Parking Tickets:
()  Significant Arrests or Incidents:

(k) Comment

A Memo to file shall also be used to document the following:
(@) Whenever a supervisor observes exceptional or deficient performance; and
(b)  Whenever an employee utilizes sick time or is tardy for duty; and

(c) When none of the above is observed, the supervisor shall record a general statement
concerning the employee's status (leave of any type), attitude, goals, and training
wants and/or needs.

A Memo to File entry shall not be utilized to document observations, facts, and/or circumstances
which meet the criteria for a personnel complaint, QSI, or Award Nomination.

The Memo to File entry shall be accomplished in Blue Team per policy 208 - Blue Team.

Shift/Unit commanders are responsible for insuring the Memo to File process is adhered to by
supervisors under their command.

Memo to File entries shall be purged from files and databases related to a particular member upon
completion of their Annual Performance Evaluation.

Supervisors shall treat Memo to File entries and records as confidential.

1001.5 EVALUATION FREQUENCY

Supervisors shall ensure that all employees they supervise are evaluated at least once every year
on the anniversary date of hire within the Greece Police Department. *This standard is intended
to apply to every sworn member of the department except the Chief Law Enforcement Officer and
executive staff as defined by the Chief Law Enforcement Officer.
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Those employees, including entry-level or transfer officers who are required to successfully
complete a probationary period should be evaluated monthly utilizing the Probationary Officer
Evaluation Form. Completed Probationary Officer Evaluation forms should be forwarded through
the Chain of Command.

1001.6 EVALUATION INTERVIEW

When the supervisor has completed his/her evaluation, a private discussion of the evaluation
should be scheduled with the employee. The supervisor should discuss the evaluation ratings
and respond to any questions the employee may have. The supervisor should provide
relevant counseling regarding advancement, specialty positions and training opportunities. Any
performance areas in need of improvement and goals for reaching the expected level of
performance should be identified and discussed. If the employee has reasonable objections to any
of the ratings, the supervisor may make appropriate adjustments to the evaluation. The reason
for such adjustments shall be documented.

Employees may write comments and attach the document to the evaluation. The supervisor and
employee will sign and date the evaluation. The evaluated employee will be provided with a copy
of the signed evaluation and any written comments.

The rating supervisor will ensure the rated employee completes an Emergency Contact Form if
any changes have occurred since the last evaluation meeting. The completed form will be sent
through the chain of command with the evaluation. See attachment: Emergency Contact Form.pdf

1001.7 APPEAL
An employee who disagrees with his/her evaluation may provide a formal written response that
will be attached to the evaluation, or may request an appeal.

To request an appeal, the employee shall forward a written memorandum within three days to the
evaluating supervisor's Deputy Chief or the authorized designee. The memorandum shall identify
the specific basis for the appeal and include any relevant information for the reviewer to consider.
The associated Deputy Chief will make comments regarding the appeal and submit them to the
Chief of Police. The Chief of Police will make a decision regarding the appeal and provide his
decision in writing to the employee within 30 days of his decision.

1001.8 CHAIN OF REVIEW

The signed performance evaluation and any employee attachment should be forwarded to
the evaluating supervisor's Deputy Chief or the authorized designee. The Deputy Chief or
the authorized designee shall review the evaluation for fairness, impartiality, uniformity and
consistency, and shall consider any written response or appeal made by the employee.

The Deputy Chief or the authorized designee should evaluate the supervisor on the quality of
ratings given.
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The Internal Standards and Compliance Bureau will be notified when an evaluation is complete
and will log the date of completion. The Internal Standards and Compliance Bureau will periodically
review the log to ensure evaluations are completed within thirty days of the associated member's
anniversary date of hire; deviations will be reported to associated Deputy Chief.

1001.9 RETENTION AND DISTRIBUTION
A copy of the performance evaluation and any original correspondence related to an appeal shall
be maintained by the Department in accordance with the Personnel Records Policy.

The original performance evaluation and any documentation of a related appeal shall be forwarded
to the Town of Greece Personnel Department.

1001.10 CIVILIAN EVALUATIONS
Civilian Evaluations are designed to be completed without referring to an instruction manual or
pre-evaluations completed by the rated civilian employee.

With the exception of the aforementioned, the Civilian Evaluation process will mirror that which is
outlined in this policy. The Civilian Evaluation Form will be used for Civilian Evaluations.
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In accordance with GPD Policy 1001.2, employees will be evaluated on a yearly basis that
coincides with their date of hire with the Greece Police Department. Employees are evaluated in
a non-discriminatory manner that documents the work completed in a yearly period, and serves
as a guideline for future improvement. Employees are required to submit a pre-evaluation form
to the direct supervisor completing their evaluation no later than one week prior to their
anniversary date. The pre-evaluation form will serve as a reference for the supervisor
completing the evaluation and will be attached to the final evaluation.

Detectives will be rated in three categories; Duty, Honor, and Community. Each category has
sub-categories which will be rated on the following scale: Above Standards, Meets Standards,
Below Standards. Definitions of the ratings are as follows:

“A” Above Standards: Consistently exceeds daily expectations and requirements. Makes a
conscious effort to perform duties to their fullest and sets an example for others.

“M” Meets Standards: Meets expectations and requirements set forth by the department and
assigned platoon/unit.

“B” Below Standards: Does not meet the expectations and requirements set forth by the
department and assigned platoon/unit. Is consistently lower than their peers in the category.

Each sub-category has a number assigned to it. A rating of “A” or “B” in any of the sub-
categories will need further detail in the below narrative in the category. These explanations will
be numbered to correspond to the category that requires further detail.

At the conclusion of the evaluation, performance objectives will be identified by the rater that
correlate to the employee’s daily tasks. Awards, Commendations, and PIRs (both positive and
negative) will be documented in the corresponding box. An overall summary of the employee’s
work in the yearly period will be completed as well. If an employee is a member of a specific unit
(i.e K-9, SWAT, Technician), the supervisor of that unit will complete a memo documenting their
performance within that unit, which will then be attached to the final evaluation.

Probationary Evaluations

Probationary evaluations will be completed utilizing the same form and rubric. Monthly
probationary evaluation reports will be completed as follows:



e Detectives will have monthly probationary evaluation reports completed until 6 months
after date of promotion.

Regardless of the rating given, narratives in the Duty, Honor, and Community portions of
Probation Evaluations are not required. The Training and Objectives and Rater’s Supervisor
Comments sections can be omitted as well. The summary portion of the evaluation does not
need to be as extensive as a yearly evaluation but should highlight the work completed by the
Detective during that month, along with any strengths or weaknesses they have developed.

Upon completion of a probationary evaluation, the rater’s supervisor will review it before
sending it to the Deputy Chief of the probationary employee’s assigned bureau. Once reviewed
by the Deputy Chief, the evaluation shall be forwarded to the Deputy Chief of Internal Standards
and Compliance.

DUTY

1. Attendance

Attendance values will be obtained by following the directions at the end of this manual. Hours
will be entered into the appropriate boxes. If the employee has hours listed for any category,
they will be annotated in the narrative as how many days they equated to.

A: Shows up early for duty and is ready for work. Utilizes 0-1 sick occurrences in the rating
period.

M: Shows up on time and ready for roll call. Utilizes 2-3 sick occurrences in the rating period.

B: Is not ready for roll call and/or is consistently late to work, utilizes more than 3 sick
occurrences in the rating period.

2. Case Management

A: Excels in case management and closure, requiring no direction from the supervisor. Makes it
a point to find resolution in cases before closing them.

M: Effectively manages cases seeking closure and resolution.

B: Requires direction by the supervisor in managing cases. Closes cases too early when potential
leads are still available.

3. Evidence Collection and Preservation



A: Looks for new evidence that aids in investigations and handles such per policy. Maintains
chain of custody and follows procedure in turning over the evidence.

M: Follows department procedure in the collection and handling of evidence, maintains chain of
custody.

B: Does not follow chain of custody and does not handle evidence appropriately.

4. Interviews, Statements, and Documentation

A: Interviews of suspects, victims, and witnesses are thoroughly conducted and generally lead
to new information in the case. Statements and documentation in investigations are detailed
and relevant.

M: Obtains detailed statements and conducts thorough interviews of suspects, victims, and
witnesses. Reports for cases are thorough, relevant and well written.

B: Poorly conducts interviews of suspects, victims, and/or witnesses. Statements and
documentation generally contains errors and/or is lacking pertinent information.

5. Use of Technology in Investigations

A: Consistently utilizes technological resources in all investigations and looks for new ways to
develop leads using such.

M: Utilizes technological resources, media service, and MCAC to assist in investigations.

B: Rarely uses technological resources when practical that would be beneficial in investigations.

6. Analytical and Critical Thinking

A: Identifies problems and looks at all possible ways to solve them. Looks at investigations from
a broad scope and follows leads from there.

M: Has an open-minded approach with investigations and scene processing.

B: Has tunnel vision with investigations and becomes focused on one step in the investigation at
a time.

7. Detective Competency



A: Excels in detective competency, learning and retaining legal and policy changes, and applying
this in investigations. Looks for new ways to perform daily tasks and better themselves in their
performance.

M: Looks to enhance investigative skills while staying current with legal and policy changes.
Utilizes current and new methods and resources to gain information.

B: Requires regular guidance on what is needed and how to handle investigations. Does not look
to enhance their investigative ability and is complacent in their role.

8. Detective Abilities

A: Exercises excellent officer safety that safeguards self and others. Operates department
vehicles in a safe manner that does not put self or others at unnecessary risk.

M: Minimizes hazards to self and others by following department policies and procedures as
they relate to assignment, officer safety, and operation of department vehicles. Recognizes
dangerous and potentially dangerous situations and reacts accordingly to minimize them.

B: Is unaware that his or her actions pose a threat to others and/or oneself. Creates dangerous
conditions while on patrol, calls for service, and/or special assignments.

HONOR

1. Professional Appearance

A: Portrays a professional image and demeanor when interacting with the public. Dress clothing
is clean and neat, shoes are shined, and all necessary equipment is with the Detective.

M: Exercises proper care and attention to person, clothing, and assigned equipment consistent
with policy. Speaks and behaves in a professional manner.

B: Uniform is unkept and dirty. Equipment is not functional. Does not portray a professional
image to the public.

2. Personal Integrity

A: Exemplifies department values and polices without bias. Adheres to all laws and policies and
sets an example to others.

M: Possesses knowledge of organizational standards and abides by such, adheres to laws and
policies and makes ethical decisions that are not influences by personal friendships, prejudices,
or animosities, decisions made are concurrent with applicable laws.



B: Does not abide or adhere by organizational standards and policies, has been counseled on
such.

3. Attitude towards police work

A: Is eager to engage in police work and help the community. Believes their role is important
and has an overall positive outlook on tasks assigned.

M: Displays a positive attitude towards assignment, holds an interest in helping the community.

B: Portrays a poor attitude towards assignment which is reflected in the work they do.

4. Acceptance of responsibilities

A: Accepts all delegated responsibilities, completing them in an appropriate fashion, and
volunteers to take on more. Consistently is helping others with their work without direction or
prompting and is a team player. Is a contributor to the fluid functioning of the department.

M: Completes all tasks assigned in an appropriate fashion and manner, seeks out additional
tasks, volunteers when necessary.

B: Does not regularly accept responsibilities or avoids assigned tasks. Requires direction or
prompt to help others in their work. Does not volunteer for other tasks.

5. Time management

A: Diligently and efficiently completes assignments and tasks delegated to them in a timely
manner.

M: Utilizes an appropriate amount of time on calls, writing reports, and is able to prioritize and
manage assignments effectively.

B: Poorly allocates their time on calls and writing reports. Has trouble prioritizing tasks and
managing assignments. Needs direction to clear from assignments.

COMMUNITY

1. Relationship with public

A: Engages in public relations, is approachable, and looks to engage in community policing.
Builds community contacts and shows interest in improving their assigned area.



M: Portrays an attitude that is approachable and professional to the public. Communicates
effectively with citizens and shows an interest in helping the community. Reacts to problems
addressed by the community and takes appropriate steps to solve the problem.

B: Does not react to problems presented in the community, is not approachable, does not
engage in community policing.

2. Relationship with co-workers

A: Is a team player in their assigned role and works well with others. Prioritizes the
department’s/platoon’s goals, and, to accomplish these tasks, he or she often helps others with
their work without prompting. Does not engage in gossip and is respected by many for their
demeanor.

M: Communicates and works effectively with co-workers, does not partake in gossip, helps
others with their tasks when needed, has a teamwork approach to policing.

B: Engages in gossip and/or does not help others in their work without prompting, or does not
proactively back up others or assist them without direction.

3. Interaction with the courts and DA’s Office

A: Builds and maintains a professional relationship with other entities in the legal system. Does
not miss court appearances, meetings, or consultations with DA’s or the courts, and represents
the department in a positive manner.

M: Cooperates fluidly with the DA’s Office and the court with appearances, meetings,
consultations, and providing necessary paperwork.

B: Does not make a conscious effort to make appearances, meetings, consultations and/or has a
poor reputation amongst the DA’s Office and courts.

4. Coordination with Other Law Enforcement Agencies

A: Actively seeks out assistance from other Law Enforcement agencies to aid in the solving of
cases, thoroughly investigating incidents, and identifying and solving crime patterns.

M: Utilizes other Law Enforcement Agencies and resources to help identify suspects and crime
patterns. Consults Federal agencies when appropriate.

B: Does not utilize the assistance of other Law Enforcement agencies when applicable and/or
does not share information amongst them to develop crime patterns and suspects.



Directions for Obtaining Stats:
SHIFT HOURS WORKED & OT HOURS WORKED:

Open VCS software (https://login.vcssoftware.com) and select the “dashboards” tab. Then open
“view employee ledger” from the dashboard dropdown menu. Enter the employee’s name and
the date period for review. You’ll find the total hours and overtime hours worked within the

“"

table’s “worked trends” selection. Values for “days” are indicated as the number of incidences,

not whole shifts.

TIME OFF (SICK, TRAINING, VACATION, COMP, LIEU, FUNERAL, ADMIN, UNION, &
WORKMAN’S COMP):

Open VCS software and select the “reports” tab. Scroll down to “time off” and then select
“time off activity.” Enter the employee’s name and the dates for review. Click the “reasons”
button and select all. Click the “more filters” button and select “approved” and “approved
w/stip.” Click search, and the hours will be depicted on the pie chart (can also be shown on a
bar graph). Click the “reason” tab on the table, and time off will be filtered based on the
reason. To get the statistical “days” and “hours” values, count the number of occurrences for
each time off reason.
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In accordance with GPD Policy 1001.2, employees will be evaluated on a yearly basis that
coincides with their date of hire with the Greece Police Department. Employees are evaluated in
a non-discriminatory manner that documents the work completed in a yearly period, and serves
as a guideline for future improvement. Employees are required to submit a pre-evaluation form
to the direct supervisor completing their evaluation no later than one week prior to their
anniversary date. The pre-evaluation form will serve as a reference for the supervisor
completing the evaluation and will be attached to the final evaluation.

Officers will be rated in three categories; Duty, Honor, and Community. Each category has sub-
categories which will be rated on the following scale: Above Standards, Meets Standards, Below
Standards. Definitions of the ratings are as follows:

“A” Above Standards: Consistently exceeds daily expectations and requirements. Makes a
conscious effort to perform duties to their fullest and sets an example for others.

“M” Meets Standards: Meets expectations and requirements set forth by the department and
assigned platoon/unit.

“B” Below Standards: Does not meet the expectations and requirements set forth by the
department and assigned platoon/unit. Is consistently lower than their peers in the category.

Each sub-category has a number assigned to it. A rating of “A” or “B” in any of the sub-
categories will need further detail in the below narrative in the category. These explanations will
be numbered to correspond to the category that requires further detail.

At the conclusion of the evaluation, performance objectives will be identified by the rater that
correlate to the employee’s daily tasks. Awards, Commendations, and PIRs (both positive and
negative) will be documented in the corresponding box. An overall summary of the employee’s
work in the yearly period will be completed as well. If an employee is a member of a specific unit
(i.e K-9, SWAT, Technician), the supervisor of that unit will complete a memo documenting their
performance within that unit, which will then be attached to the final evaluation.

Probationary Evaluations

Probationary evaluations will be completed utilizing the same form and rubric. Monthly
probationary evaluation reports will be completed as follows:



e Newly hired police officer will have monthly probationary evaluation reports completed
following FTO until 18 months after date of hire.

e Lateral police officer will have monthly probationary evaluation reports completed
following FTO until 6 months after date of hire.

Regardless of the rating given, narratives in the Duty, Honor, and Community portions of
Probation Evaluations are not required. The Training and Objectives and Rater’s Supervisor
Comments sections can be omitted as well. The summary portion of the evaluation does not
need to be as extensive as a yearly evaluation but should highlight the work completed by the
officer during that month, along with any strengths or weaknesses they have developed.

Upon completion of a probationary evaluation, the rater’s supervisor will review it before
sending it to the Deputy Chief of the probationary employee’s assigned bureau. Once reviewed
by the Deputy Chief, the evaluation shall be forwarded to the Deputy Chief of Internal Standards
and Compliance.

DUTY

1. Attendance

Attendance values will be obtained by following the directions at the end of this manual. Hours
will be entered into the appropriate boxes. If the employee has hours listed for any category,
they will be annotated in the narrative as how many days they equated to.

A: Shows up early to roll call and is ready for work. Utilizes 0-1 sick occurrences in the rating
period.

M: Shows up on time and ready for roll call. Utilizes 2-3 sick occurrences in the rating period.

B: Is not ready for roll call and/or is consistently late to work, utilizes more than 3 sick
occurrences in the rating period.

2. Self-Initiated Activity

A: Proactively enforces all laws, completes tasks, and focuses on hot spots without direction of a
supervisor. Proactive work has resulted in arrests and FIFs.

M: Completes tasks without direction, is proactive during down time, focuses on hot spots in
assigned area.



B: Rarely engages in proactive enforcement of laws and focused policing of hot spots in assigned
area. Needs to be encouraged to engage in self-initiated enforcement.

3. Overall Yearly Statistics
Numbers are compiled throughout the year as followed:
Arrests: Total amount of juvenile and adult arrests.

DWIs, Traffic Stops, UTTs, Warnings, Tech Jobs, FIFs, Parking Tickets: Total amount in each
category the officer has personally made (does not include two-badge details).

Reports Written: Cumulative number of case reports, case supplementals, DIRs completed.
Statistic values will be obtained by following the directions at the end of this manual.

A: Leads or is towards the top of the platoon in these areas. Performs above quality police work.
M: Is an average officer on their platoon who completes quality work.

B: Does not produce quality work and/or is on the low end of the platoon in these areas.

4. Preliminary Investigations

A: Exceeds in investigative measures, thoroughly investigates leads in cases and documents such
appropriately. Maintains scene integrity and doesn’t need to be directed to establish a scene.

M: Conducts thorough criminal/non-criminal investigations, documents information received
and investigative steps taken, exercises proper scene management and evidence handling.

B: Poorly investigates leads in cases and requires direction to identify them. Doesn’t document
efforts appropriately and handles scenes poorly.

5. Investigative Follow-Ups

A: Without direction, follows up on leads and exhausts all leads in pursuit of effecting an arrest
or finding closure in a case.

M: Follows up on leads and with witnesses, pursues arrests and warrants, documents
investigative efforts and closes cases appropriately.

B: Needs direction to follow up on leads or speak with witnesses. Doesn’t document efforts
appropriately and leaves cases open.

6. Problem solving and application of law



A: Diligently solves problems and utilizes other resources when necessary. Applies laws
appropriately and without error or direction from a supervisor.

M: Applies the law appropriately, is able to solve problems effectively, is up to date on changes
to the law.

B: Is poor in applying the laws and solving problems on their own, needing assistance often
from supervisors or other officers.

7. Officer Abilities

A: Exercises excellent officer safety that safeguards self and others. Operates department
vehicles in a safe manner that does not put self or others at unnecessary risk.

M: Minimizes hazards to self and others by following department policies and procedures as
they relate to assignment, officer safety, and operation of department vehicles. Recognizes
dangerous and potentially dangerous situations and reacts accordingly to minimize them.

B: Is unaware that his or her actions pose a threat to others and/or oneself. Creates dangerous
conditions while on patrol, calls for service, and/or special assignment.

8. Performance Under Stress
A: Is a leader in stressful situations and effectively performs all tasks required of them.

M: Effectively communicates in stressful situations, is able to balance multiple tasks, controls
emotions and shows poise.

B: Does not communicate efficiently during stressful situations which leads to poor handling of
situations. Has problems multi-tasking and develops tunnel vision under stress.

9. Report Writing

A: Reports are consistently free of grammatical errors, flow appropriately, and are a relevant
portrayal of events. Accusatory instruments and depositions contain all the relevant information
and “paint the picture” of what transpired.

M: Reports are well written with relevant and accurate information. Accusatory instruments and
depositions are sufficient.

B: Reports consistently contain errors and/or lacks relevant information, do not flow well which
impacts reading the report, or accusatory instruments/depositions lack required information for
use in court.



HONOR

1. Professional Appearance

A: Portrays a professional image and demeanor when interacting with the public. Uniform is
clean and neat, boots are shined, all necessary equipment is with the officer.

M: Exercises proper care and attention to person, clothing, and assigned equipment consistent
with policy. Speaks and behaves in a professional manner.

B: Uniform is unkept and dirty. Equipment is not functional. Does not portray a professional
image to the public.

2. Personal Integrity

A: Exemplifies department values and polices without bias. Adheres to all laws and policies and
sets an example to others.

M: Possesses knowledge of organizational standards and abides by such, adheres to laws and
policies and makes ethical decisions that are not influences by personal friendships, prejudices,
or animosities, decisions made are concurrent with applicable laws.

B: Does not abide or adhere by organizational standards and policies, has been counseled on
such.

3. Attitude towards police work

A: Is eager to engage in police work and help the community. Believes their role is important
and has an overall positive outlook on tasks assigned.

M: Displays a positive attitude towards assignment, holds an interest in helping the community.

B: Portrays a poor attitude towards assignment which is reflected in the work they do.

4. Acceptance of responsibilities

A: Accepts all delegated responsibilities, completing them in an appropriate fashion, and
volunteers to take on more. Consistently is helping others with their work without direction or
prompt and is a team player. Is a contributor to the fluid functioning of the department.



M: Completes all tasks assigned in an appropriate fashion and manner, seeks out additional
tasks, volunteers when necessary.

B: Does not regularly accept responsibilities or avoids assigned tasks. Requires direction or
prompting to help others in their work. Does not volunteer for other tasks.

5. Time management

A: Diligently and efficiently completes assignments and tasks delegated to them in a timely
manner.

M: Utilizes an appropriate amount of time on calls, writing reports, and is able to prioritize and
manage assignments effectively.

B: Poorly allocates their time on calls and writing reports. Has trouble prioritizing tasks and
managing assignments. Needs direction to clear from assignments.

COMMUNITY

1. Relationship with public

A: Engages in public relations, is approachable, and looks to engage in community policing.
Builds community contacts and shows interest in improving their assigned area.

M: Portrays an attitude that is approachable and professional to the public. Communicates
effectively with citizens and shows an interest in helping the community. Reacts to problems
addressed by the community and takes appropriate steps to solve the problem.

B: Does not react to problems presented in the community, is not approachable, does not
engage in community policing.

2. Relationship with co-workers

A: Is a team player in their assigned role and works well with others. Prioritizes the
department’s/platoon’s goals, and, to accomplish these tasks, he or she often helps others with
their work without prompting. Does not engage in gossip and is respected by many for their
demeanor.

M: Communicates and works effectively with co-workers, does not partake in gossip, helps
others with their tasks when needed, has a teamwork approach to policing.



B: Engages in gossip and/or does not help others in their work without prompting, or does not
proactively back up others or assist them without direction.

3. Media/Technology

A: Utilizes department provided technology and MCAC for every applicable case. Uses these
resources to aid in investigations and help solve cases.

M: Uses department technology resources effectively to accomplish tasks. Consistently uses
MCAC and social media to aid in investigations.

B: Rarely, if ever, uses department technology resources or MCAC. Relies on direction from
others to use such.

4. Citizen Interactions

A: Engages with all members of the public with respect and in a professional manner. Portrays a
positive image of a police officer.

M: Is consistently professional with all members of the public and takes steps to minimize
complaints. Responds to calls for service appropriately without showing bias or prejudice, and
follows up with complainants, victims, witnesses, and citizens when needed.

B: Is discourteous towards the public and/or shows bias while policing. Doesn’t engage the
community in a positive manner.

5. Dispute Mediation

A: Offers all possible resources and alternatives, finding resolutions in non-criminal disputes.
Listens to either party’s complaint and looks to solve the problems fairly and efficiently.

M: Mediates non-criminal disputes effectively. Offers other possible avenues of resolution or
additional resources to solve dispute.

B: Does not make an effort to solve or offer appropriate resources in non-criminal disputes to
the parties involved.

6. Teamwork



A: Promotes teamwork amongst others and advocates for a group effort to solve problems and
accomplish goals. Identifies any shortcomings amongst subordinates working as a team and
rectifies the problem.

M: Builds and maintains a teamwork approach among assignment. Works together with co-
workers and other entities to solve problems, accomplish goals, and promote fluid operation of
the department.

B: Does not pursue a teamwork approach and/or does not fix any issues amongst subordinates
while they work as a team.

Directions for Obtaining Stats:
SHIFT HOURS WORKED & OT HOURS WORKED:

Open VCS software (https://login.vcssoftware.com) and select the “dashboards” tab. Then open
“view employee ledger” from the dashboard dropdown menu. Enter the employee’s name and
the date period for review. You’ll find the total hours and overtime hours worked within the
table’s “worked trends” selection. Values for “days” are indicated as the number of incidences,
not whole shifts.

TIME OFF (SICK, TRAINING, VACATION, COMP, LIEU, FUNERAL, ADMIN, UNION, &
WORKMAN’S COMP):

Open VCS software and select the “reports” tab. Scroll down to “time off” and then select
“time off activity.” Enter the employee’s name and the dates for review. Click the “reasons”
button and select all. Click the “more filters” button and select “approved” and “approved
w/stip.” Click search, and the hours will be depicted on the pie chart (can also be shown on a
bar graph). Click the “reason” tab on the table, and time off will be filtered based on the
reason. To get the statistical “days” and “hours” values, count the number of occurrences for
each time off reason.

ENTERPRISE LAW ENFORCEMENT “MFR” (CASE REPORTS, CASE SUPP REPORTS, DIRS, FIFS, &
TRAFFIC WARNINGS):

Open the Enterprise Law Enforcement Mobile application and select the “field reports” tab.
From the left column, open the search feature. In the “report criteria” section, enter the date
range and the officer’s IBM (ex. GRE####) in the “created by” box. Click the “search” box, then



select the “report type” tab. This will arrange the reports by type. Review each report category
and take note of the dates the reports were created.

MHTS:

Open Monroe County’s MHT/OD webpage (pf.monroecounty.gov). Select the “view mental
health transports” box. Enter the date range, the agency, and user, then click “apply.”

ARRESTS:

Open LERMS and click the “arrests” tab. Select the “arrest reports” pop-out tab. Select “arrest
by officer report.” Enter the date range and arresting officer’s name, then click the “search”
button. Print or do a preview of the results. The total number of arrests will be on the bottom
of the last page. DWI arrests can be tallied from the list.

TECH REPORTS, TRAFFIC STOPS, & PARKING TICKETS:

Open LERMS and click the “incidents” tab. Select the “incident search” tab from the pop-out
menu. Enter the date range and the officer’s ID. Check the “primary box.” From the “incident
type” box’s drop-down, select “TECH,” “TSTOB,” or “PARKB.” Click the search button and review
the results. Take note of how each incident’s disposition. Data over 1,000 results will not show.
If this occurs, modify the date range to separate, segmented searches.

UTTS & MVAS:

Open TraCS and enter the officer’s name in the user ID box. Enter the search’s date range and
the form type (UTTs or MVAs) in the “form” box. Click the search box. The number of results
will be at the page’s bottom, listed as “forms returned.”
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In accordance with GPD Policy 1001.2, employees will be evaluated on a yearly basis that
coincides with their date of hire with the Greece Police Department. Employees are evaluated in
a non-discriminatory manner that documents the work completed in a yearly period, and serves
as a guideline for future improvement. Employees are required to submit a pre-evaluation form
to the direct supervisor completing their evaluation no later than one week prior to their
anniversary date. The pre-evaluation form will serve as a reference for the supervisor
completing the evaluation and will be attached to the final evaluation.

Officers will be rated in three categories; Duty, Honor, and Community. Each category has sub-
categories which will be rated on the following scale: Above Standards, Meets Standards, Below
Standards. Definitions of the ratings are as follows:

“A” Above Standards: Consistently exceeds daily expectations and requirements. Makes a
conscious effort to perform duties to their fullest and sets an example for others.

“M” Meets Standards: Meets expectations and requirements set forth by the department and
assigned platoon/unit.

“B” Below Standards: Does not meet the expectations and requirements set forth by the
department and assigned platoon/unit. Is consistently lower than their peers in the category.

Each sub-category has a number assigned to it. A rating of “A” or “B” in any of the sub-
categories will need further detail in the below narrative in the category. These explanations will
be numbered to correspond to the category that requires further detail.

At the conclusion of the evaluation, performance objectives will be identified by the rater that
correlate to the employee’s daily tasks. Awards, Commendations, and PIRs (both positive and
negative) will be documented in the corresponding box. An overall summary of the employee’s
work in the yearly period will be completed as well. The rater’s supervisor will then complete the
Rater’s Comments portion of the evaluation. If the direct supervisor to the evaluation rater is the
Chief of Police, it is not necessary to complete the rater’s supervisor portion. If an employee is a
member of a specific unit (i.e K-9, SWAT, Technician), the supervisor of that unit will complete a
memo documenting their performance within that unit, which will then be attached to the final
evaluation.



Probationary Evaluations

Probationary evaluations will be completed utilizing the same form and rubric. Monthly
probationary evaluation reports will be completed as follows:

e Supervisors will have monthly probationary evaluation reports completed until 6 months
after date of promotion.

Regardless of the rating given, narratives in the Duty, Honor, and Community portions of
Probation Evaluations are not required. The Training and Objectives and Rater’s Supervisor
Comments sections can be omitted as well. The summary portion of the evaluation does not
need to be as extensive as a yearly evaluation but should highlight the work completed by the
Supervisor during that month, along with any strengths or weaknesses they have developed.

Upon completion of a probationary evaluation, the rater’s supervisor will review it before
sending it to the Deputy Chief of the probationary employee’s assigned bureau. Once reviewed
by the Deputy Chief, the evaluation shall be forwarded to the Deputy Chief of Internal Standards
and Compliance.

DUTY

1. Attendance

Attendance values will be obtained by following the directions at the end of this manual. Hours
will be entered into the appropriate boxes. If the employee has hours listed for any category,
they will be annotated in the narrative as how many days they equated to.

A: Shows up early to roll call and is ready for work. Utilizes 0-1 sick occurrences in the rating
period.

M: Shows up on time and ready for roll call. Utilizes 2-3 sick occurrences in the rating period.

B: Is not ready for roll call and/or is consistently late to work, utilizes more than 3 sick
occurrences in the rating period.

2. Application of Law/Policy Adherence and Enforcement

A: Follows laws and procedures with little to no errors and takes a proactive approach in
ensuring subordinates do the same.

M: Follows the proper laws and procedures and ensures subordinates abide by the same.

B: Doesn’t follow laws or procedures as required. Has consistent errors in the application of
either.



3. Staying Current with legal changes

A: Ensures subordinates under their command are well versed in the changes to the laws and
are applied correctly.

M: Understands changes in the law and communicates and explains these to subordinates.

B: Frequently has issues understanding law updates and conveying this to subordinates.

4. Staying current with Investigative Techniques and Technology Trends

A: Proactively utilizes new investigative techniques and trends and encourages subordinates to
use them to aid in their investigations.

M: Has a working knowledge of new investigative techniques and technological advances,
communicates and explains these to subordinates.

B: Does not or rarely encourages subordinates to utilize new techniques or technology that
would help in investigations.

5. Handling of Sensitive Information/Personnel Matters

A: Ethically maintains confidentiality with sensitive information and personnel matters in the
interest of all involved. Sets an example when dealing with personnel matters and looks to
resolving them in a practical fashion.

M: Maintains confidentiality with sensitive information relative to personnel matters and
investigations, able to resolve personnel matters.

B: Does not maintain confidentiality with sensitive information or personnel matters and/or
does not resolve personnel matters in an appropriate manner.

6. Planning and Resource Allocation

A: Is budget conscious while planning and executing details that are pertinent to the
department’s function. Proactively plans details that aid in the reduction of crime and/or
promote community policing.

M: Forward thinking. Coordinates and executes details and handles other issues pertaining to
the department’s day to day function effectively.

B: Is not budget conscious and/or does not plan details without direction of a superior.



7. Supervisor Abilities

A: Exercises excellent officer safety that safeguards self and others. Operates department
vehicles in a safe manner that does not put self or others at unnecessary risk. Promotes officer
safety amongst subordinates.

M: Minimizes hazards to self and others by following department policies and procedures as
they relate to assignment, officer safety, and operation of department vehicles. Recognizes
dangerous and potentially dangerous situations and reacts accordingly to minimize them.

B: Is unaware that his or her actions pose a threat to others and/or oneself. Creates dangerous
conditions while on patrol, calls for service, and/or special assignments.

8. Performance Under Stress

A: Is a leader in stressful situations and effectively performs all tasks required of them. Handles
large scenes fluidly with the goal of resolving the problem at hand.

M: Effectively communicates in stressful situations, is able to balance multiple tasks, controls
emotions and shows poise.

B: Does not communicate efficiently during stressful situations which leads to poor handling of
situations. Has problems multi-tasking and develops tunnel vision under stress.

HONOR

1. Professional Appearance

A: Portrays a professional image and demeanor when interacting with the public. Uniform is
clean and neat, boots are shined, all necessary equipment is with the officer.

M: Exercises proper care and attention to person, clothing, and assigned equipment consistent
with policy, speaks and behaves in a professional manner.

B: Uniform is unkept and dirty. Equipment is not functional. Does not portray a professional
image to the public.

2. Personal Integrity

A: Exemplifies department values and polices without bias. Adheres to all laws and policies and
sets an example to others.



M: Possesses knowledge of organizational standards and abides by such, adheres to laws and
policies and makes ethical decisions that are not influences by personal friendships, prejudices,
or animosities, decisions made are concurrent with applicable laws

B: Does not abide or adhere by organizational standards and policies, has been counseled on
such.

3. Attitude towards police work

A: Is eager to engage in police work and help the community. Believes their role is important
and has an overall positive outlook on tasks assigned.

M: Displays a positive attitude towards assignment, holds an interest in helping the community.

B: Portrays a poor attitude towards assignment which is reflected in the work they do.

4. Leadership

A: Is a leader to their respective subordinates and motivates them to operate at their highest
potential. Accomplishes goals and promotes the fluid operation of the department on a daily
basis.

M: Sets a positive example amongst the department. Demonstrates the ability to lead, inspire,
train, and develop subordinates.

B: Has trouble leading, inspiring, training, and developing subordinates and/or does not set a
positive example in the department.

5. Distribution of assignments

A: Analyzes and executes efficient delegation that leads to a positive output of work within the
department.

M: Distributes assignments and tasks appropriately amongst subordinates that promotes the fluid
operation of the department.

B: Poorly assigns tasks and assignments and/or doesn’t follow up with subordinates to ensure
tasks are completed as required.

6. Time management/Report Review



A: Diligently manages assigned tasks and subordinates that allows for the smooth functioning of
the department. Reviews reports and other documents in a timely manner that abides by
department and/or legal policy.

M: Is able to prioritize and manage assignments and subordinates effectively. Reviews reports
and other department documents in an effort to reduce errors.

B: Has trouble prioritizing tasks and managing subordinates that creates unnecessary issues
and/or does not review reports in a timely manner.

6. Taking corrective action

A: Proactively monitors subordinates, identifying any issues that developing or are already
present, and addresses them accordingly to rectify the problem.

M: Identifies and addresses issues amongst subordinates and takes appropriate corrective action
to remedy the matter.

B: Does not address problems present amongst subordinates and needs to be
encouraged/reminded to confront problems. Lack of taking correction action by the supervisor
has led to further issues developing amongst subordinate/platoon/unit.

COMMUNITY

1. Relationship with public

A: Engages in public relations, is approachable, and looks to engage in community policing.
Builds community contacts and shows interest in improving their assigned area.

M: Portrays an attitude that is approachable and professional to the public. Communicates
effectively with citizens and shows an interest in helping the community. Reacts to problems
addressed by the community and takes appropriate steps to solve the problem.

B: Does not react to problems presented in the community, is not approachable, does not
engage in community policing.

2. Relationship with co-workers

A: Is a team player in their assigned role and works well with others. Prioritizes the
department’s/platoon’s goals, and, to accomplish these tasks, he or she often helps others with
their work without prompting. Does not engage in gossip and is respected by many for their
demeanor.



M: Communicates and works effectively with co-workers, does not partake in gossip, helps
others with their tasks when needed, has a teamwork approach to policing.

B: Engages in gossip and/or does not help others in their work without prompting, or does not
proactively back up others or assist them without direction.

3. Coordination with Other Law Enforcement Agencies and department units

A: Encourages and utilizes other agencies and resources to efficiently solve problems and
accomplish goals. Works seamlessly with CID on investigations.

M: Utilizes other Law Enforcement Agencies and department resources to help solve problems
and accomplish goals. Consults with CID on investigations when necessary to ensure proper
handling of tasks at scenes.

B: Rarely, if ever, uses other resources to solve problems or accomplish goals when they are
practical and/or does not coordinate with CID efficiently on investigations which hinders the
overall resolution.

4. Communication with Superiors

A: Creates and maintains open communication with superiors which allows for the timely
notification on all relevant matters. Keeps superiors informed of necessary information and
consults when needed.

M: Maintains clear and concise communication with superiors. Makes proper notifications and
consults when needed.

B: Does not effectively communicate with superiors and/or complete notifications when
required. Should consult superiors on matters more often that would aid in resolving the issue
present.

5. Teamwork

A: Promotes teamwork amongst subordinates and advocates for a group effort to solve
problems and accomplish goals. Identifies any shortcomings amongst subordinates working as a
team and rectifies the problem.

M: Builds and maintains a teamwork approach among assignment. Works together with co-
workers and other entities to solve problems, accomplish goals, and promote fluid operation of
the department.



B: Does not pursue a teamwork approach and/or does not fix any issues amongst subordinates
while they work as a team.

Directions for Obtaining Stats:
SHIFT HOURS WORKED & OT HOURS WORKED:

Open VCS software (https://login.vcssoftware.com) and select the “dashboards” tab. Then open
“view employee ledger” from the dashboard dropdown menu. Enter the employee’s name and
the date period for review. You’ll find the total hours and overtime hours worked within the
table’s “worked trends” selection. Values for “days” are indicated as the number of incidences,
not whole shifts.

TIME OFF (SICK, TRAINING, VACATION, COMP, LIEU, FUNERAL, ADMIN, UNION, &
WORKMAN’S COMP):

Open VCS software and select the “reports” tab. Scroll down to “time off” and then select
“time off activity.” Enter the employee’s name and the dates for review. Click the “reasons”
button and select all. Click the “more filters” button and select “approved” and “approved
w/stip.” Click search, and the hours will be depicted on the pie chart (can also be shown on a
bar graph). Click the “reason” tab on the table, and time off will be filtered based on the
reason. To get the statistical “days” and “hours” values, count the number of occurrences for
each time off reason.
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GREECE POLICE DEPARTMENT
6 VINCE TOFANY BOULEVARD
GREECE, NY 14612
(585) 865-9200

CHIEF OF POLICE
Michael R. Wood

GREECE POLICE DEPARTMENT EMERGENCY CONTACT FORM

Employee Name: IBM:
Address:
Cell#: Other (Specify#):

EMERGENCY CONTACT #1:

Name: Relationship:
Address:
Cell #: Work #: Other #:

EMERGENCY CONTACT #2:

Name: Relationship:

Address:
Cell#: Work #: Other #:

CLERGY CONTACT:

Name:

Address:
Telephone #: Cell #:

DEPARTMENT CONTACT:

(Department contact may be responsible for notification of your family and may be a liaison between the police department and your family)

Name:

Address:
Cell #: Other Contact #:
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T'he Town of

) Greece

TOWN OF GREECE EMPLOYEE PERFORMANCE EVALUATION

Employee Name: Date of Hire/Anniversary Date:
Job Title or Titles (list all that apply) Supervisor:
Date of Evaluation: Evaluation Period:

From to
Department or Departments FT/PT:
(list all that apply):

Evaluation Period: [Check the one that applies]

____ 3 Month ____ 9 Month (only PT)
____ 4 Month (only PT) ____Annual
6 Month ____ Other

Check whether this evaluation determines a pay increase:

Yes a salary adjustment accompanies this review.

____ No salary adjustment accompanies this review.

Comments Regarding Pay Increase:




[he Town of

B Greece

PURPOSE:

An employee evaluation recognizes strengths and weaknesses, identifies training needs and
encourages growth in job performance. All employees benefit from evaluation because feedback
is necessary for employee engagement and productivity. Periodic performance reviews are also
important for employee development and growth, whether or not they are associated with a salary
increase.

The most critical aspect of a performance evaluation is the discussion of the formal assessment
between the supervisor and the employee. The review session provides an opportunity for a
candid discussion of performance, for feedback on specific skills and abilities, and for the
development of plans, and for employee growth and improvement.

Setting goals for the next review period (whether that be the period between a three and four
month evaluation, between a 6 to 12 month period, or a 12 month period) will provide the
employee with clear direction regarding duties, responsibilities, goals, and productivity
requirements with identifiable performance standards.

INSTRUCTIONS:

Listed are a number of factors, which are important in order to achieve success on the job. Place
a check ( ¢/ ) next to the phrase under each factor that best describes the employee being rated.
If the factor is especially important for your work unit, or for the employee’s assignment, marking
“‘Double-Rated” should indicate this. This will assist the employee in concentrating on these
factors.

The comment section should be used for each job factor to explain the appraisal designation.
Specific examples of performance should be cited whenever possible.

If the employee has been judged to have successfully completed this probationary period, (s)he
will be given permanent Civil Service status in his/her current title. (Any future discipline will be
subject to a Civil Service hearing and/or arbitration.)

If, following earlier reviews and counseling sessions, you have concerns about the individual’'s
ability to perform at the required standards, please contact me so that we can discuss this
determination.

If a decision is made to terminate the employee, written notice must be given to the
employee at least two (2) weeks prior to the end of their probationary period.

After each rating area, there is a question regarding an overall employee rating. This rating should
be completed by the employee’s immediate supervisor. Using the rating key below, describe the
employee’s performance in each of the listed performance categories, referring to the examples
listed in each category that are relevant to the employee’s position. For each category, include
specific, detailed examples illustrating your rating.



[he Town of

Greece

Greatly exceeds expectations (5): The employee regularly goes beyond what is
normally expected of employees in this job. The employee has mastered the skills needed
for the job and is highly motivated to achieve desired objections.

Exceeds expectations (4): The employee’s performance meets the defined job
expectations and in many instances, exceeds job expectations. Errors are infrequent and
typically detected and corrected by the employee before they create a problem. The
supervisor is aware that there are areas for improvement, but the employee is performing
significantly above the satisfactory level.

Meets expectations (3): The employee meets performance standards expected for
employees in this job. The employee is a solid performer who rarely exceeds or falls
below performance standards.

Partially satisfies expectations (2): The employee meets some of the job expectations
but doesn’t fully meet the remainder. The employee is doing the job at a minimal level or
is performing less than a good job. The employee’s rating must improve at the next review
to avoid corrective action or discipline.

Fails to meet expectations (1): The employee consistently fails to meet minimum
standards, frequently makes errors, and requires close supervision. The employee must
move to the “meets expectations” level at the next review or else face discipline.

No basis (N/A): Insufficient opportunity to observe or not relevant to the job.



[he Town of

) (Greece

Accuracy/Quality of Work: | Skill and correctness in performing duties.

Makes frequent errors and omissions

Careless; needs to utilize past experience in learning to perform tasks

Usually accurate; learns from previous errors and assignments

Exact and precise most of the time; takes care in performing new duties; is alert
to details; concerned with quality of work

Very careful and particular in performance of duties; develops systems for
insuring that details are checked and quality of work is high

Double Rated:

Comments:

Overall Rating: Does the employee complete all assignments; perform work according to
current policies, guidelines and directives; pay attention to detail; produce work that
matches expectations; produce work that is organized, presented professionally,
thorough, complete, accurate and free of errors. Rate 1-5:

Job Knowledge: Information concerning work duties, which an
employee should know for a satisfactory job
performance.

Has acquired minimum knowledge of work duties which an employee should
know for a satisfactory job performance

Lacks knowledge of some phases of job; does not always seize opportunities
to develop or expand knowledge

Moderately informed regarding duties and office activities; asks questions and
shows interest in broadening knowledge.

Understands most phases of work presented during the review period and
applies knowledge correctly in most situations

Has unusual mastery of many phases of job and department activities;
independently continues to search for new topics and learn from previous
experience

Double Rated:

Comments:

Overall Rating: Does the employee understand Town policies and procedures; have
appropriate analytical skills and problem-solving skills; proficient in area(s) of expertise.
Rate 1-5:




[he Town of

B Greece

Motivation/Job Attitude: Amount of initiative and interest shown in

work; acceptance of responsibility and
authority.

Poor attitude; lacks initiative in accomplishing tasks

Limited interest in setting and achieving goals; disregards instructions and work
rules on occasion

Accepts direction and follows instructions; shows favorable job interest

Enthusiastic about job; seeks added responsibility and accepts direction

Responsible, independent worker; extraordinary degree of interest; accepts
responsibility and supports authority within department

Double Rated:

Comments:

Overall Rating:

Does the employee willingly accept a variety of responsibilities; adapt to new situations in
a positive manner; display openness to learning and applying new skills; is resourceful;
generally seeks work process improvements. Rate 1-5:

Does the employee plan work and accomplish tasks effectively and of own accord; act
independently while keeping supervisor informed; make constructive suggestions;
continually look for ways to improve and promote quality; look for opportunities to take on
more responsibility; actively seek performance feedback. Rate 1-5:

Stability/Flexibility: Ability to withstand pressure and changes in

working conditions, and to remain calm in
difficult situations. Ability to adapt to changes
in deadlines and assignments.

Very sensitive to office pressure; overreacts to new assignments and deadline
changes; spreads personal anxiety to others in office

Occasionally shows anxiety, especially regarding new duties or changes in
working conditions and deadlines

Has moderate tolerance for crises; usually remains calm in difficult working
conditions

Tolerates most pressure situations; can handle crises and accept changes in
deadlines; adapts to new assignments and projects

Works well under pressure; enjoys solving problems and working through new
projects; easily adapts to changes in deadlines and new assignments

Double Rated:

Comments:
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Overall Rating: Consistently works well under pressure and can be flexible with changes.
Rate 1-5:

Dependability: Completion of required jobs with minimum
supervision.

Unreliable; needs close supervision and follow-up

Requires some prompting on deadlines, details, and less interesting duties

Usually completes tasks with reasonable promptness; alerts supervisor to
problems with work load and time limits

Reliable; requires little supervision or follow-up; alerts supervisor to variations
in work load and potential problems

Requires minimum of supervision; alert to overall office operations and works
with supervisor to prevent problems and crisis situations

Double Rated:

Comments:

Overall Rating: Consistently meets deadlines; is punctual and can be relied on for
planning purposes; displays effective planning and organizational skills.
Rate 1-5:

Quantity of Work/ Organizational | Amount of work accomplished; ability to set
Ability: task priorities, meet established deadlines,
and develop orderly work habits.

Volume unacceptable; frequently behind in work; many tasks left incomplete

Below acceptable standards; completes simple, low priority tasks first; lacks
skill in organizing duties

Volume of work satisfactory; can adequately set priorities for assigned tasks

Accomplishes more than minimum; completes assigned tasks on time; has
developed good organizational habits

Uses time effectively to allow for changes in priorities and volume of work;
strong organizational skills contribute to the accomplishment of an exceptional
amount of work

Double Rated:

Comments:

Overall Rating: Does the employee manage work volume and meets priority deadlines.
Rate 1-5:
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Relations With Others: Ability to establish and maintain effective
working relations; sensitivity to feelings of co-
workers and public.

Inconsiderate of others; occasionally antagonistic

Sometimes tactless; some difficulty in working as a team with co-workers

Generally adapts to a variety of work situations; pleasant; works in satisfactory
manner with others on team projects

Contributes to good morale; gets along well with others; very cooperative in
working with others on joint projects

Promotes good morale; exhibits leadership qualities with other workers

Double Rated:

Comments:

Overall Rating: Does the employee have appropriate verbal and written communication
skills, including, for example, listening skills and appropriate in communications with co-
workers and the public. Rate 1-5:

Overall Rating: Works well with others to achieve Department goals; accepts constructive
criticism; reacts positively to instructions and procedures; effectively resolves conflict.
Rate 1-5:

Leadership/Supervisory Skills: (If appropriate) Ability to plan, direct, and
review the work of other employees;
contribution to smooth operation of
department.

Fails to accept responsibility for problems within unit; shows little interest in
planning and directing work activities

Attempts to plan and direct work flow, but falls short of satisfactory performance;
permits problems to recur without corrective action

Assists in planning work activities, and satisfactorily reviews assignments of
employees

Initiates new procedures to improve operations of units; utilizes assigned
personnel effectively

Shows unusual interest in developing an efficient and effective work unit;
continually works to improve employee skills and increase output of unit

Double Rated:

Comments:

Overall Rating: Provides clear direction and purpose; models ethical workplace behavior;
sets clear goals; empowers co-workers to achieve objectives; displays effective decision-
making skills. Rate 1-5:
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Appearance: Are the employee’s appearance and grooming
appropriate for position and work location?

Overall Rating: Does the employee have a professional demeanor; maintain professional
appearance appropriate to the job; exhibits sound judgment; maintains a high level of
character and professional attitude; has positive relationships with managers. Rate 1-5:

Attendance: Is the employee’s overall attendance
acceptable? Does employee maintain the
established working hours for the unit? Does
employee give sufficient notice when
requesting sick time for appointments, or when
requesting vacation?

Overall Evaluation:

Unsatisfactory

Substandard, but making progress
Satisfactory, but with areas requiring attention

Performs above satisfactory
Outstanding

Comments:
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Comments/Recommendations:

Are employee’s skills and abilities best suited to the present job classification?

Has employee demonstrated growth and a readiness for greater responsibility?

Supervisor, what are your recommendations for (1) training, and (2) specific goals and

projects for the coming year?

Is a Performance Improvement Plan (PIP) needed? If so, when?

The following section should be completed by the supervisor with the employee’s input
during the performance review meeting.

Goals

Training and Development Needs
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Employee Comments: To be completed by Employee

What are your overall comments on this appraisal? What suggestions do you have for
further developing your work skills and employee growth and improvement? (Relate to
supervisor's comments, if appropriate.)

By signing this form, you confirm that you have discussed this review in detail with your
supervisor. Signing this form does not necessarily indicate that you agree with this evaluation.

Employee Signature Date
Supervisor Signature Date
Approved By: Date

10



