	[image: ]
	
NORTHERN WAKE FIRE DEPARTMENT

STANDARD OPERATING PROCEDURES

	TITLE:  Employee Performance Evaluations
	SECTION/TOPIC:  PERSONNEL

	NUMBER:  200-28  
	ISSUE DATE:  10/16/17  

	REVISION DATES:
9/1/18
10/29/18
1/14/19
4/18/19
3/16/20


	APPROVED BY:
[image: ]
PRESIDENT – BOARD OF DIRECTORS
[image: ]
FIRE CHIEF



I.	PURPOSE

A. This Standard Operating Procedure outlines how the organization will administer the Performance Evaluation of full-time employees.   

II.	SCOPE

A. This Standard Operating Procedure applies to all Northern Wake Fire Department full-time employees. 

III. PROCEDURE

A. The employee’s immediate supervisor will conduct an Annual Employee Performance Evaluation on all assigned full-time employees.

B. All newly promoted or newly hired Full-Time Employees will serve a minimum of a 6-month Probationary Period and will receive a 6-month Probationary Employee Performance Evaluation from their immediate supervisor. 

C. A standardized form (Appendix A) will be utilized for both the Probationary Employee and Annual Employee Performance Evaluations.  

D. All Probationary Employee and Annual Employee Performance Evaluations will be reviewed and discussed with the employee by their immediate supervisor.  

E. Both the employee and the supervisor will sign the evaluation form acknowledging the review and a copy will be provided to the employee.  

F. If the employee disagrees with the results of the Employee Performance Evaluation and refuses to sign the evaluation form, he/she may utilize the appeals process as provided in SOP 200-19, Section V.

G. All immediate supervisors will then forward their completed Probationary Employee and Annual Employee Performance Evaluation forms to the next level of direct supervision for review and approval.


H. All Probationary Employee Performance Evaluations and supplemental documents will be submitted to the Division Chief prior to the ending of the employee’s 6-month employment date.  

I. All Annual Employee Performance Evaluations and supplemental documents will be submitted to the Division Chief prior to May 31st of each year.

J. After the Fire Chief and Administrative Assistant’s review and approval, newly promoted and newly hired employees that receive a “Standard” or above Probationary Employee Performance Evaluation, will be released from Probation and may be eligible for merit increases (if available).

L.	After the Fire Chief and Administrative Assistant’s review and approval, merit increases (if available) may be awarded to employees that receive a “Standard” or above Annual Employee Performance Evaluation. 
 
M. Completed copies of all final Probationary Performance Evaluations and Annual Employee Performance Evaluations will be placed in each employee’s personnel file.

IV.	PROCESS

A. The evaluation process consists of two primary components: 

1. Employee Performance Evaluation

2. Employee Development

B. Employee Performance Evaluation

1. Ratings indicate the appropriate score for each area of the evaluation form.  

2. Ratings may be from “0” to “4” in .25 point increments.

a. Outstanding:  Consistently exceeds expectations in job performance: by achieving objectives at a superior level; demonstrating exceptional skills and innovation.

b. Above Standard:  Frequently exceeds expectations in job performance by demonstrating initiative, accuracy and reliability; providing a high level of service.

c. Standard:  Consistently meets minimum expectations in job performance by being competent and providing services which are entirely acceptable.

d. Improvement Required:  Frequently does not meet expectations in job performance by not providing an acceptable level of service which is inconsistent and requires additional training. Improvements are required to meet standard job performance expectations.

e. Unsatisfactory:   Consistently fails to achieve expectations in job performance and work objectives are often not met. Significant improvement is required within a specified time frame.

3. Supervisors will provide written explanations to back up all ratings. 

4. A tabulation of the ratings will be completed at the end of the evaluation form, which will include an average of each applicable dimension.

5. Any dimension receiving an “Improvement Required” or Unsatisfactory” rating will require that the immediate supervisor implement an employee performance improvement plan.     

C. Employee Development

1. Each employee must select 3 to 5 Employee Development goals for the next annual Employee Performance Evaluation period.
 
2. The employee will provide his/her development goals to their immediate supervisor during the annual Employee Performance Evaluation.

3. In January of each year, the immediate supervisor will meet with his/her assigned employees, review the employee’s development progress and provide coaching as needed.

4. The Employee Development goals are to be professionally related and designed to contribute to the individual’s career success.  

5. “SMART” goals should be developed: (Specific, Measurable, Attainable, Realistic, and Timely) to the extent possible.  

6. At a minimum, Employee Development goals should focus on:

a. Personal Improvement 
b. Improvement of the Team  
c. Improvement of the Organizational 

7. The Employee Development goals will not be used in evaluating the employee on his/her annual job performance.  

8. During the annual Employee Performance Evaluation process, the supervisor will evaluate the Employee’s Development goals and will provide details on the evaluation form. 

9. Administration will review the employee’s efforts in improving personal, team, and organizational capabilities and based upon those efforts, may provide additional credit toward the employee’s annual performance score.






D. [bookmark: _Hlk528568908]Annual Merit Increases

1. Merit increases, if approved in the annual budgetary process, will be applied to the full-time employee’s salary beginning on the first payroll in July and will be based upon the employee’s performance evaluation for the period of July 1st through June 30th.

2. All newly promoted or newly hired full-time employees that have not completed their Probationary period prior to June 30th, are not eligible for merit increases for that fiscal year.

3. Merit breakdowns for those employees that receive “Standard” and above ratings, will be determined by the Fire Chief and the Administrative Assistant based upon budget capacity. 

E. Promotions

1. In order to be eligible for promotion to a new position classification, full-time employees must have successfully completed the probationary period for the position that they are currently holding. 

2. Promotional increases, for those employees promoted to new position classifications, will be determined by the Fire Chief and the Administrative Assistant based upon budget capacity and the most current salary range for that position. 

1. 


























APPENDIX A

Northern Wake Fire Department
Performance Evaluation 


Employee Performance Evaluation
1. Supervisors will utilize this form for all Employee Probationary and Annual Performance evaluations. 

2. Indicate the appropriate rating score in the provided box via pull-down list. 

3. Ratings may be from “0” to “4” in .25 point increments.

4. Supervisors will provide written explanations to back up all ratings. 

5. A tabulation of the ratings will be completed at the end of the evaluation form which will include an average of each applicable dimension.

6. Ratings explanations:

	
0
Unsatisfactory

	
1
Improvement Required
	
2
Standard
(Meets Expectations)
	
3
Above Standard
(Frequently Exceeds Expectations)
	
4
Outstanding
(Consistently Exceeds Expectations)



Outstanding:  Consistently exceeds expectations in job performance: by achieving objectives at a superior level; demonstrating exceptional skills and innovation.
Above Standard:  Frequently exceeds expectations in job performance by demonstrating initiative, accuracy and reliability; providing a high level of service.

Standard:  Consistently meets minimum expectations in job performance by being competent and providing services which are entirely acceptable.
 Improvement Required:  Frequently does not meet expectations in job performance by not providing an acceptable level of service which is inconsistent and requires additional training. Improvements are required to meet standard job performance expectations.

Unsatisfactory:   Consistently fails to achieve expectations in job performance and work objectives are often not met. Significant improvement is required within a specified time frame.







Northern Wake Fire Department
Performance Evaluation

[bookmark: Text3][bookmark: Text4][bookmark: Text7]Name:                                  		Evaluation Date:      		Shift Assignment:      
[bookmark: Text5]Position Title:      			Supervisor Name:      
_____________________________________________________________________________________
[bookmark: Check1][bookmark: Check3]Type of Evaluation: 	|_|  Annual	|_| Probationary


[bookmark: Dropdown1]1.	Customer Service and Personal Conduct:					Rating: (  )
Demonstrates courtesy and professionalism when interacting with the public and with their various emergent and non-emergent needs.  Shows respect toward others.  Displays cooperative and courteous work relationships with staff members.

Comments: 
[bookmark: Text8]	     

2.	Initiative / Motivation:            							Rating: (  ) 
	Addresses problems and takes independent action as needed.  Seeks out additional responsibilities and areas for improvement.  Acts on opportunities.  Generates new ideas and suggestions.

Comments: 
[bookmark: Text10]	     

3.	Dependability / Attendance:							Rating: (  )
Meets and honors commitments.  Sets personal standards and stays focused under pressure.
Meets attendance/punctuality requirements.  Is accountable and responsible for absences (coverage).

Comments: 
[bookmark: Text2]	     

4.	Quantity / Quality of work:							Rating: (  )
Manages fair workload and prioritizes tasks.  Is attentive to detail and accuracy.  Looks for constant improvements.  Acts on issues and problems with effective solutions.

Comments: 
[bookmark: Text1]     

5.	Appearance, cleanliness, and adherence to dress code:				Rating: (  )
Member reports for duty in proper uniform and neatly groomed.  Promotes a positive appearance.

Comments: 
[bookmark: Text11]	     





6.	Leadership:									Rating: (  )
Ability to lead in assigned tasks to accomplish collective goals.  Utilizes resources available to accomplish tasks.  Is fair to colleagues and subordinates.  Encourages teamwork.  Follows administrative chain of command.

Comments:
[bookmark: Text12]	     

7.	Essential Job Performance: 							Rating: (  )
Demonstrates overall appropriate level of job knowledge and skills.  Maintains confidentiality.  Works well in teams.  Demonstrates appropriate levels of fire and EMS skills on emergency responses, consistent with their job description.

Comments:
	     

ADDITIONAL REQUIRED ELEMENTS (Captains or higher ranks):

8.	Supervision and Management:							Rating: (  )
Trains employees on new directives and the use of equipment utilized by the department. Monitors progress and evaluates subordinates’ tasks.  Provides feedback for constructive development of employees and department.  Sets a positive example for personnel to follow.  Is approachable and fair.  Performs performance evaluations effectively.  Uses the disciplinary process appropriately.

Comments:
[bookmark: Text13]	     


Ranking Tabulation Instructions:			
1. Calculate a total of the ratings for each category above.
2. Divide total of ratings by 7 for Lieutenants and Firefighters and by 8 for Captains or higher ranks.
3. Enter average final rating for employee in the space provided below.






[bookmark: Text14]Averaged Performance Rating:      
_____________________________________________________________________________________

Employee’s Comments:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Annual Goal Setting:

Goal #1:
     

Supervisor’s Comments:
     

Goal #2:
     

Supervisor’s Comments:
     

Goal #3:
     

Supervisor’s Comments:
     

Additional Goals:
     

Supervisor’s Comments:
     


Final Employee Performance Rating:      
 (Administratively Applied Score reflecting Goal Achievement reward– if applicable)


________________________________________________________________________
Employee Signature                                    			Date

________________________________________________________________________
Supervisor Signature                                   			Date

________________________________________________________________________
Administrative Assistant’s Review			Date

________________________________________________________________________
Fire Chief’s Review					Date
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