CITY OF OMAHA
PERFORMANCE APPRAISAL
[bookmark: Check2][bookmark: Check3]|_| Probationary	|_| Step Increase	|_| Annual Review


	Employee Name: 
	
	     

	Employee ID: 
	
	     

	Job Title:
	
	     Police Lieutenant

	Supervisor: 
	
	     

	Appraisal Period: 
	
	     

	Department: 
	
	     Omaha Police Dept

	Division: 
	
	     




PART A – ESSENTIAL FUNCTIONS AND PERFORMANCE DIMENSIONS

INSTRUCTIONS:
· Based upon your experiences with this employee during this appraisal period, evaluate this employee by giving a percentage rating (as indicated on the chart below) for each essential function and performance dimension.  The rating should reflect both the quantity of work produced and the quality of work produced.  For example, the average employee who consistently meets the minimum performance standards would be rated within the 70% - 79% range.  If an Essential Function does not apply to the employee, enter “N/A” in the rating.  Space is provided for you to identify and rate any additional essential functions which you feel are important aspects of this position.  
	Performance Standards

	Range
	Description
	Definition

	90% - 100%
	Exceptional 
	Consistently exceeds the minimum performance standards

	80% - 89%
	Above satisfactory 
	Frequently exceeds the minimum performance standards

	70% - 79%
	Satisfactory 
	Consistently meets the minimum performance standards

	60% - 69%
	Below satisfactory 
	Frequently  fails to meet the minimum performance standards

	Less than  60%
	Failing 
	Consistently fails to meet the minimum performance standards



· Rate the employee on each of the performance dimensions listed on the following pages.    The examples provided for each performance dimension should not be considered all-inclusive but are intended as a general guide for supervisors in considering what rating to give an employee.  Identify any additional performance examples that you feel are important aspects of this position in the supervisor’s comments.  If a performance example does not apply, strike through it.
· You must provide comments on your rating in the comment section listed directly below each Essential Function and Performance Dimension.  Remember, if an Essential Function does not apply to the employee, enter “N/A” in the rating.  If you do not provide comments, the form will be returned to you.  


[bookmark: Text1]       %  Rating	ESSENTIAL FUNCTION:	

Serves as shift commander:
· Develops and oversees the implementation of unit policies and procedures.
· Monitors expenditures to remain within approved budgetary limits.
· Directs, coordinates, and communicates all operations of the shift.
· Issues orders and correspondence and compiles and reviews reports.
· Qualifies annually in firing an assigned firearm.
· Interacts with members of the public, community organizations, and the media.
· Drives assigned vehicles in a defensive manner to ensure the safe and legal operation of vehicles on the road and the effective responses to all types of incidents.
· Effects arrests for all types of incidents and ensures the effective apprehension, arrest, and detention of suspects taken into custody.

Supervisor’s comments:

     


       %  Rating	ESSENTIAL FUNCTION:	

Supervises, assigns, and evaluates the work of the unit staff:
· Authorizes overtime.
· Monitors the effectiveness of the unit and addresses any performance deficiencies.
· Directs and prepares necessary investigations, reports, records and documentation.
· Obtains and analyzes information, collects physical evidence, and participates in the judicial/administrative process.
· Reports serious officer misconduct to the chain of command.
· Attends and gives presentations at neighborhood and community meetings.
· Participates in planning and oversees police operations at large-scale community events.
· Instructs subordinate personnel in patrol and investigative activities through briefing, interpreting general orders, and ensuring that personnel are properly trained to carry out their assigned roles.

Supervisor’s comments:

     


       %  Rating	ESSENTIAL FUNCTION:	

Driving:
· Drives in an emergency type manner as necessary.
· Responds to requests for assistance.
· Monitors and directs traffic, including conducting traffic stops, issuing citations, investigating accidents, and aiding motorists.

Supervisor’s comments:

     


       %  Rating	ESSENTIAL FUNCTION:	

Firing a weapon:
· Must meet State of Nebraska and departmental qualifications standards for firing a weapon.

Supervisor’s comments:

     



       %  Rating	ESSENTIAL FUNCTION:	Maintains regular job attendance in accordance with a schedule established for the position by the supervisor.

Supervisor’s comments:

     




       %  Rating	ESSENTIAL FUNCTION:	Performs other related duties as assigned or as the situation dictates within the scope of this classification.

Supervisor’s comments:

     


	

	Additional Essential Functions


	       %  Rating
	     
	

	
	Additional essential function
	

	
Supervisor’s comments:

     


	

	       %  Rating
	     
	

	
	Additional essential function
	

	
Supervisor’s comments:

     


	

	       %  Rating
	     
	

	
	Additional essential function
	

	
Supervisor’s comments:

     





PERFORMANCE DIMENSIONS

	       %  Rating	COMMUNICATION 

Performance examples:
 Speaks effectively in individual situations
 Speaks effectively in group situations
 Uses effective and appropriate gestures and nonverbal communication
 Expresses ideas clearly and effectively in writing
 Pays attention when given instructions and indicates understanding (asks questions, paraphrases, etc.)
 Reports back

	 
	     
	

	
Supervisor’s comments:

     


	
       %  Rating	WORK STANDARDS

Performance examples:
 Self-starter (independently recognizes what needs to be done and takes appropriate action)
 Completes work neatly, accurately, thoroughly and in a timely manner
 Provides quality service to customers and citizens
 Produces consistent volume of acceptable work based on required standards and deadlines
 Demonstrates a high level of competence in performing one’s work
 Has acceptable attendance rate
 Performs consistently under time pressure, conflict, group pressures, and task difficulty
 Demonstrates accountability for one’s work
 Displays actions and appearance that present a positive image to our customers and citizens
 Adheres to division safety standards

	 
	     
	

	
Supervisor’s comments:

     





	       %  Rating	INTERPERSONAL 

Performance examples:
 Puts group interests above individual interests 
 Effectively works with others toward accomplishing a goal
 Adjusts to change in light of different points of view or additional facts
 Considers the feelings and needs of others 
 Displays tact and diplomacy and exercises good judgment
 Appropriately stands up for own ideas
 Works effectively with individuals of different ethnic groups, the opposite sex, and different physical and mental abilities

	 
	     
	

	
Supervisor’s comments:

     


	

	       %  Rating	PROBLEM-SOLVING

Performance examples:
 Can identify problems
 Evaluates and presents workable solutions
 Displays readiness to make appropriate decisions and/or take actions
 Proposes new/better ways of accomplishing tasks and projects
 Acts in the best interests of the City in performing one’s function

	 
	     
	

	
Supervisor’s comments:

     





	       %  Rating	JOB KNOWLEDGE 

Demonstrates an ability to apply accepted technical or professional knowledge

Supervisor’s comments:

     


	

	       %	OVERALL RATING
Rate this employee’s overall performance.  This rating is not necessarily an average of the above listed ratings.

Supervisor’s comments:

     




PART B - DEVELOPMENT/TRAINING PLAN

INSTRUCTIONS: In this section, please describe at least one specific action that would help the employee strengthen skills in his or her current position or help prepare for promotional opportunities.  This may include outside attendance at classes, seminars, and workshops, as well as specific training available within the department or through the City of Omaha.  Although both the supervisor and employee may suggest specific actions, the employee is ultimately responsible for performing the essential functions of his/her current job classification, at a satisfactory level at the minimum, and for preparing for promotional opportunities.   
Examples:
· Enroll in a credit or non-credit course
· Attend a workshop or seminar
· Ask a coworker or supervisor for learning assistance (may involve HRD specialist)
· Read books or magazine articles on job related subjects
· Join a professional organization such as the City's Toastmasters Club.

	Area for Development/Training – Goal #1:
	
	Time Frame:

	     
	
	     

	Development/Training Plan:

	     












	Area for Development/Training – Goal #2
	
	Time Frame:

	     
	
	     

	Development/Training Plan:

	     








	Area for Development/Training – Goal #3
	
	Time Frame:

	     
	
	     

	Development/Training Plan:




PART C - IMPROVEMENT PLAN

INSTRUCTIONS: In the Area For Improvement section itemize each item in Essential Functions and Performance Dimensions (PART A) for which you gave a rating of 69% or less.  Also provide an Improvement Plan (explain how the deficit in performance is to be eliminated) and identify a Time Frame for accomplishment.  Use additional sheets if necessary.  The improvement plan should detail activities that can be realistically performed by the employee within the given time frame and also detail how the supervisor can support and provide assistance.  
Examples:
· An employee is interested in attending a course at a university or technical school, but the department does not have funding in its budget to pay for the course.  The employee may elect to pay for the course and the supervisor may allow a flexible work schedule to accommodate daytime class attendance.
· An employee needs improvement in leadership and communications skills.  The employee may choose to join the City's Toastmasters Club.  The supervisor may allow a flexible work schedule to accommodate participation.
· An employee needs to improve data entry skills.  The supervisor may temporarily reassign job duties to give the employee additional experience with data entry.
	Area for Improvement – Goal #1:
	
	Time Frame:

	     
	
	     

	Improvement Plan:

	     



	Area for Improvement – Goal #2
	
	Time Frame:

	     
	
	     

	Improvement Plan:

	     



	Area for Improvement – Goal #3
	
	Time Frame:

	     
	
	     

	Improvement Plan:

	     




	SIGNATURES & COMMENTS

	

	This documentation is my complete and accurate evaluation of this employee for the stated appraisal period.  I understand that my responsibility as a supervisor requires that I monitor adherence to the development/improvement plan(s) outlined and that I provide to this employee support and assistance within my authority to achieve those goals.

	

	

	

	
	Supervisor’s Signature
	
	Date

	

	

	Reviewer’s Comments

	[bookmark: Text24]

	

	

	

	

	

	

	

	
	
	
	

	
	Reviewer’s Signature
	
	Date

	

	

	Employee Comments (use additional sheets if necessary)

	

	

	

	

	

	

	

	

	

	

	

	

	|_|
	I accept this performance appraisal and have received a copy for my records.  If an improvement plan is identified, I understand that I am responsible for following the plan.

	|_|
	I do not concur with this review.  See comments above.  My signature indicates only that I have read and received a copy of this document.

	

	
	
	
	
	

	

	Employee Signature
	
	Date
	



Distribution:	[  ] Personnel Department, HRIS	[  ] Evaluating Supervisor	[  ] Employee
