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	Policy #

Performance Evaluations
	Related Policies:

	This policy is for internal use only and does not enlarge an employee’s civil liability in any way. The policy should not be construed as creating a higher duty of care, in an evidentiary sense, with respect to third party civil claims against employees. A violation of this policy, if proven, can only form the basis of a complaint by this department for non-judicial administrative action in accordance with the laws governing employee discipline.

	Applicable State Statutes: 

	KACP Accreditation Standard:  16.1, 16.2, 16.3, 16.4, 16.5, 16.6, 16.7, 16.8, 16.9, 16.10, 16.11, 16.12

	Date Implemented:
	Review Date:


I. POLICY

Performance evaluations shall be completed for all members of the Police Department on an annual basis. Probationary employees will be evaluated throughout the probationary period. 

II. PURPOSE
Performance evaluations will provide an opportunity to improve individual performance, detect deficiencies, and recognize individual strengths.
III. OBJECTIVES

A. The department evaluation system seeks: 

a. To clarify employee perceptions of department goals and objectives and to provide constructive feedback to employees regarding the degree to which they are meeting those goals and objectives.

b. To reduce the personal bias often fostered through informal evaluations by ensuring uniformity of ratings.

c. To identify areas of strength and weakness in each employee’s job performance in order to maintain or improve skills, knowledge and ability.

d. To express departmental objectives in areas considered critical to successful job performance.

e. To provide a forum for periodic supervisor-employee discussions regarding work expectations and job performance.

f. To identify training needs and career development recommendations.

g. To determine suitability for new assignments, responsibilities and promotions.

IV. PROCEDURE

Employees shall be evaluated using the following performance evaluation system:

A. Employee performance in general categories of job performance shall be documented in one of the following ratings: 

a. Not Observed 

b. Not Acceptable

c. Needs Improvement 

d. Acceptable

e. Exceeds Expectations 

f. Exceptional

B. Ratings for general categories shall be based on the Standard Evaluation Guidelines. Definitions and rating instructions are contained in the Standard Evaluation Guideline Instruction Document.

C. Ratings of Unacceptable, Needs Improvement and Exceptional require comments on the Performance and Conference Report.

D. Patrol Officers will be evaluated on the Performance Report that is specific to their job function. Supervisors will be rated on a separate Performance Report specific to their job function.

E. Patrol Officers will be rated by their immediate supervisor as determined by the Chief of Police.

F. Prior to the start of the rating period, or preceding a shift change between supervisors; supervisors will conduct shift meetings to discuss duties, tasks and responsibilities of the employee’s position, the level of performance expected and the evaluation rating criteria. Officers will be provided copies of the Standard Evaluation Guidelines, a copy of the Evaluation Document and a copy of the Standard Evaluation Guideline Instruction Document. 

G. Performance evaluations will be based solely upon the performance during the specified rating period.

H. Performance evaluations will be specific to the job description for the position held by the employee.

I. Supervisors are responsible for tracking individual officer performance during the evaluation period.

J. Supervisors will conduct quarterly progress meetings with each employee they are responsible to evaluate. 

K. Prior to completing performance evaluations, rating supervisors shall receive appropriate training regarding the department performance evaluation system, measurement standards, and rater responsibilities.  Supervisors shall be aware of the importance of impartial ratings, the rater’s role in the performance evaluation system, and how to counsel and guide employees.

L. Supervisors conducting performance ratings will base their judgments on personal observations, written reports, statistical data, feedback from employees and the public, and any other source the supervisor deems appropriate.  Whenever possible, documentation should be used to support performance evaluations.

M. Supervisors will be evaluated by the Chief of Police/or designee.  All supervisory evaluations will include the fairness and impartiality of ratings given to subordinates, the participation of the supervisor in the counseling and guidance of rated employees, and the supervisor’s ability to carry out their role in the performance evaluation system.

N.  Supervisors shall forward completed performance evaluations to the Chief of Police for review. Following the review, the rating supervisor will meet with the employee to solicit oral or written comments; have the employee sign the Evaluation Form indicating receipt; and provide the employee with a copy of the completed form.
a. Signature of the employee indicates only that the employee has read the report and not that the employee is in disagreement or in agreement of the content.

b. If the employee refuses or otherwise fails to sign the form the supervisor will make a notation on the form if there is any stated reason for the refusal.

O. If an employee disagrees with the performance evaluation report he or she may contest it in written form or add an addendum offering any explanation and documentation he deems appropriate. Upon receipt of the addendum, evidence or other information the rating supervisor may choose to change the rating or let it stand.  If the supervisor chooses not to change the rating, the Chief of Police will make the final determination.  If the Chief of Police decides not to change the rating, a copy of the addendum shall be filed and retained with the employees Evaluation Form.

P. Employees will be evaluated on an annual basis that will be specifically defined and noted on the evaluation form. Usually from January 1 through December 31, unless otherwise specified.

Q. Probationary employees will be evaluated every three months during their probation period. The evaluator will be assigned by the Chief of Police.

R. Utilization

a. Evaluations will be used to judge the suitability of probationary employees for their positions. Employees who receive an unsatisfactory rating will generally not be retained by the department.

b. Results of performance evaluations may be considered as a factor in selecting employees for special assignments and promotions.

c. Evaluations will be used to inform an employee of strengths or weaknesses in job performance, to document infractions of policy and procedures, and to record commendations of achievements.

d. Employee evaluations will provide employees with honest, relevant, and timely feedback from their supervisors to help them know what they are doing well and what needs to be changed or corrected.  

e. Performance evaluations will be used for disciplinary actions and as part of the termination process for employees who do not perform their jobs satisfactorily. 

S. Retention and Evaluation

a. Employee performance evaluations shall be kept in a file maintained by the Chief of Police and the City Clerk as long as the employee continues to be a member of the Police Department. Evaluations should be destroyed in accordance with Records Retention Laws after termination of employment of employee.
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