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CITY OF WAUPACA
Performance Evaluation Tool

City Mission Statement – “The city of Waupaca’s mission is to lead creatively, plan wisely, and spend prudently to provide the services that ensure a safe and vibrant community.”



The following are the GUIDING PRINCIPALS that all employees are encouraged and expected to internalize in support of the above mission.

	Safety – In doing their work is the employee following safe practices and techniques that ensure he/she and their workmates are safe and free from harm?
	
Customer Service – Is the employee providing the best possible service to our customers regardless if they are internal or external to our organization?  Does the employee strive to meet customers’ expectations?

	Fiscal Responsibility- Is the employee being a good steward of the funds the public has entrusted to the City organization?   If applicable, does the employee strive to base budget and financial decisions on what the organization needs versus wants or desires?

	Ethical – Does the employee behave in a manner that reflects positively on them as an individual and as a member of the organization?  How does the employee behave when no one is watching?

	Creativity – When appropriate does the employee look to approach their work in different ways that achieve the outcomes we want but in ways that are more efficient?  Does the employee question why we’ve been doing this work the same way for as long as anyone can remember or, why are we not doing the work this way?
  
	Continuous Improvement – Does the employee develop benchmarks and use them to determine if he/she is improving?  Are there goals the employee is aspiring to?  Does the employee seek out opportunities for career development by pursuing job related classes and certifications?

___________________________________________

JOB PERFORMANCE RATING DEFINITIONS 

One (1) – Job performance does not meet acceptable levels; prevents others from meeting requirements; does not take initiative and effort to improve.

Two (2) – Job performance meets acceptable levels at times and the employee is steadily improving/still learning the job and exhibits potential to become an employee that routinely does a good job.

Three (3) - Job performance consistently meets standards and requirements of the position as detailed in the job description.  Handles routine problems, challenges independently.  This is the expected and desired level of performance in a position.  

Four (4) – Job performance consistently exceeds standards and requirements of the position.  Takes on responsibilities to expand scope of job.  Anticipates and prevents unique and complex problems; exercises excellent judgment.  The excellence of the employee’s work is clearly recognized by all.










Performance Rating Comments

1) Just one score is to be provided.  The supervisor should consider the self-evaluation and 360 Review in determine the employee’s total score.

2) Supervisor.  Please use the following space to elaborate/explain any score of Zero (0) or Four (4)

_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________










APPRAISER:	This evaluation is based on my observation and knowledge and represents my best judgement of the employee’s job performance.  The employee discussed the appraisal with me.

Appraiser’s Signature ____________________________		Date:	____________________


EMPLOYEE:	This evaluation was discussed with me.  Signing this form does not necessarily mean that I agree with all the ratings.  I am attaching my comments.

Employee Signature	____________________________		Date:	____________________


APPRAISER’S SUPERVISOR:  I have reviewed this evaluation and it represents the employee’s job performance to the best of my knowledge.

Appraiser’s Supervisor Signature___________________		Date:	_____________________



Employee Name: ____________________________          Year: __________________


PERFORMANCE RATING FACTORS

	
	Self-Evaluation
	360 #1*
	360 #2*
	360 #3*
	Supervisor
	Comments

	Technical/Job Knowledge – An employee’s ability to perform the primary function of their job in accordance with the position description and the level of quality at which those functions were performed. Quality is defined as thorough, accurate, presentable, neat, attention to detail.


	
	
	
	
	
	

	Attitude/Adaptability – Displays positive attitude and enthusiasm.  Accepts criticism, supervisor decisions and new work assignments.  Flexible and willing to adjust to changes that benefit the organization; learns from mistakes.



	
	
	
	
	
	

	Initiative – Works independently without having to be told or seeking constant reassurance.  Generates new ideas; starts action and thinks creatively to handle routine and new situations. 




	
	
	
	
	
	

	Judgement – The level of analytical and constructive reasoning the employee uses in arriving at decisions.  Does the employee have the ability to think and act appropriately, calmly, consistently and in some cases rapidly to make correct choices when required?  


	
	
	
	
	
	

	
	Self-Evaluation
	360 #1*
	360 #2*
	360 #3*
	Supervisor
	Comments

	Efficiency – Volume of work produced.  Meets schedules and deadlines, uses time effectively; manages multiple priorities.






	
	
	
	
	
	

	Communication and Relationship with Others – Employee is tactful, courteous, patient and helpful to others.  Ability to act in a polite and civil manner with public and co-workers.





	
	
	
	
	
	

	Personal Work Habits – Degree to which the employee exhibits desirable and ethical work habits.  Maintains productivity.  Adheres to personnel policies and serves appropriately as a local government employee.  Maintains satisfactory attendance; is punctual and dependable. 

	
	
	
	
	
	

	
TOTAL SCORE:
	


	
	
	
	
	



*A minimum of one 360 evaluation should be completed with a maximum of three.
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