PRISM 

      Annual Performance Appraisal Form

Master Template

	Employee Name
	Date of Hire
	Type of Evaluation
	Department/Division
	Position Title

	     
	     
	  3 month probation
  6 month probation

  Extended probation

  Annual w/Merit-Step

  Annual w/o increase
	     
	     

	Rating Period

From – To
	Date Last Evaluated
	
	Name of Supervisor
	How Long Under Your Supervision

	            -          
	     
	
	     
	     


CORE COMPETENCY – LEADERSHIP

	Performance Expectations
	Achieves Expectations Description
	Exceeds Expectations
	Achieves Expectations
	Does Not Meet Expectations
	Comment


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Mission, Vision, Values & Strategic Plan
	Demonstrates understanding by words and actions; Supports efforts to achieve applicable elements of the strategic plan; Takes an active role in moving the strategic plan forward.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Initiative & Innovation
	Takes responsibility and moves forward; Willing to accept change;  Shows creativity and innovation in work; Willingness to do more than required; Willing to be an agent of positive change; High Performance Advocate.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Relationship w/ Assigned Commissions/ Committees and Community
	Actively communicates and provides guidance and liaison support; Develops and maintains effective professional working relationships; Consistently and appropriately represents city administration's position; Accessible and responsive to requests for information.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Professional Growth & Development
	Fosters excellence among all staff; Stays on top of industry trends by reading trade journals, attending meeting, conferences, etc; Identifies areas for improvement and addresses needs through professional development.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	Performance Expectations
	Achieves Expectations Description
	Exceeds Expectations
	Achieves Expectations
	Does Not Meet Expectations
	Comment

	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Leadership Perception
	Positive and productive relationships w/ other departments; Encourages inter-departmental cooperation; Volunteers for leadership assignments;   Leads by example and motivates others to achieve potential;  Solicits input from others.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


CORE COMPETENCY – MANAGEMENT

	Performance Expectations
	Achieves Expectations Description
	Exceeds Expectations
	Achieves Expectations
	Does Not Meet Expectations
	Comment


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Steward of City Resources
	Demonstrates citywide resource accountability and responsibility; Demonstrates effective and efficient use of city property; Seeks opportunities for shared efficiencies of city resources.
	
	
	
	

	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Staff Management
	Provides appropriate supervision of staff, including planning and appropriate delegation of duties to ensure high level of productivity; communicates performance expectations and City business to employees.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Staff Development
	Conducts performance evaluations on a timely basis;   coaches/mentors; recognizes strengths and provides encouragement; supports the growth and development of staff through development and support of performance and development goals.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Work Environment
	Creates and sustains positive and safe work environment;   demonstrates inclusive and minimizes exclusive behaviors; manages conflict and discipline issues effectively.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Accountability
	Holds self and others, if applicable, accountable for timely and quality performance; demonstrates ethical behavior.

	
	
	
	
	
	
	Ee 
	     


	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Department and individual goals and objectives
	Links individual work plan to departmental goals and objectives; completes and achieves established goals on a timely basis.
	
	
	
	
	
	
	Ee 
	     


	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Budget Preparation and Management
	Aware of city-wide economic and financial issues; has a working knowledge of departmental budgetary accounts; promotes cost savings and revenue generation; effectively manages and monitors budgetary expenditures and revenues; operates within budgetary limits; provides input toward the development of the budget as necessary for position; understands purchasing procedures and policies; utilizes opportunities to gain efficiencies by sharing resources with co-workers or other departments.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Planning and Organizing
	Understands and interprets the strategic direction of the City, Department and Division and translates into individual performance goals and objectives; considers short and long-term strategies when planning; manages priorities and schedules effectively.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Judgment and Decision-making
	Decisions are based on creative problem solving through open and honest communication, collaboration and commitment to excellence; includes the appropriate people in the decision making process; decisions are based on ethical and legal considerations that are consistent with the organization's values and policies; willing to take acceptable risks in decision making and to accept responsibility for the actions of self & others if applicable.


	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Knowledge and use of Operational Guidelines
	Maintains basic knowledge of City Ordinances, labor agreements, personnel policies &procedures, department rules /regulations/orders/procedures; consults and employs City's various operating guidelines and policies to assist in day-to-day work; When information is unknown, or additional information is required, demonstrates an ability to identify and locate necessary resources in order to take appropriate action.
	
	
	
	
	
	
	Ee
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Recognition and acknowledgement of Staff and Co-workers
	Shows appreciation for and acknowledgement of job well done; recognizes work of staff and gives credit as appropriate for task completed.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Public Safety Judgment and Decision Making
	Make sound decisions in emergency and non-emergency scenes consistently with department values, policies and procedures; willing to take acceptable risks in decision making and to accept responsibility for the actions of self and others.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


CORE COMPETENCY – TECHNICAL
	Performance Expectations
	Achieves Expectations Description
	Exceeds Expectations
	Achieves Expectations
	Does Not Meet Expectations
	Comment


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Skills & knowledge required of position
	Maintains an awareness and competency in the skills and knowledge required of the position; adapts to changing skill requirements of position; is knowledgeable of all policies & procedures which apply to the position; if applicable, acquires and maintains necessary licensure/certifications. 
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Skills & knowledge required of position (EMS- Firefighter)
	Demonstrates knowledge and understanding of St. Francis SOP’s in the field; understands the use of BLS and ALS equipment; displays proper procedure for communicating and transmitting EMS calls to Emergency Department Staff; writes and documents accurate reports. Treats all patients with kindness and respect.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Skills & knowledge required of position (EMS- Captain)
	Demonstrates knowledge and understanding of Region X Multiple Patient Management Plan; understands when to implement  Evanston MABAS Box #3-21-E-626; ensures quality care is provided and patients are treated with respect by personnel on all EMS calls;  Ensures paramedics provide accurate documentation; provides direction to subordinates and ambulance personnel on EMS assignments; ensures safety of EFD personnel on EMS assignments.  
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Incident Command 

(Shift Chief)
	Ability to manage and direct multi-company response to emergencies, fire, EMS, hazardous material, rescue and other situations; relieves subordinate officers of command upon arrival and assesses emergency situation requesting additional companies as appropriate.  Able to direct and coordinate the location and work of incoming companies; briefs Fire Chief on the situation, explain strategy and tactics being employed; maintain command of emergency operations until relieved.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Incident Command 

(Captain)
	Able to manage and coordinate company activities on fire, EMS, hazardous material, rescue and other situations applying appropriate SOGs.  Able to provide proper size-up of situation.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Understanding of how job relates to the organization
	Displays understanding of how job relates and interacts with other jobs in the organization; interacts appropriately with other departments as needed.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Use of resources & tools available
	Uses resources, equipment and technology available to effectively complete work assignments; effectively uses supportive software, if applicable, to be efficient in the execution of work.


	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Works independently with minimum supervision
	Completes responsibilities with minimum supervision in timely and effective manner.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Safety
	Follows safe work procedures as stipulated in applicable policies; recognizes and reports unsafe working conditions; reports injuries in a timely manner; uses appropriate safety equipment for tasks assigned; keeps work area free of debris and in safe working order.


	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Quality & Quantity of Work
	Completes assignments in thorough, accurate and timely manner; achieves established goals; displays commitment to excellence.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Dependability
	Follows policies regarding attendance; absences/tardies do not adversely affect the work of others; requests time off in the appropriate manner.  
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Appearance
	Employee meets standards of dress and grooming, which are appropriate for the position or work assigned.  
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


CORE COMPETENCY – TEAM

	Performance Expectations
	Achieves Expectations Description
	Exceeds Expectations
	Achieves Expectations
	Does Not Meet Expectations
	Comment


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Communication Skills
	Communicates effectively individually and in groups both in oral and written form.  Uses appropriate body language.  Maintains composure in stressful situations.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Cooperation & Teamwork
	Is open minded and receptive to viewpoints and ideas of others; takes appropriate level of action for conflict resolution /problem solving; demonstrates inclusive behaviors in the workplace; makes reasonable efforts to promote harmony in the workplace through establishing and maintaining positive / effective working relationships with staff.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


	
	
	Ee
	Su
	Ee
	Su
	Ee
	Su
	
	

	Customer Service
	Responds to internal and external customers with respect; validates their concerns and addresses service requests as appropriate for the situation and in a timely manner.
	
	
	
	
	
	
	Ee 
	     

	
	
	
	
	
	
	
	
	Su
	     


PERFORMANCE GOALS:

	Goal #1
	     

	6 Month 

Status
	     

	Goal #2
	     

	6 Month 

Status
	     

	Goal #3
	     

	6 Month 

Status
	     

	Goal #4
	     

	6 Month 

Status
	     


PROFESSIONAL DEVELOPMENT GOALS:

	Goal #1
	     

	6 Month 

Status
	     

	Goal #2
	     

	6 Month 

Status
	     

	Goal #3
	     

	6 Month 

Status
	     

	Goal #4
	     

	6 Month 

Status
	     


Performance Summary:  Summary of the individual’s performance for the evaluation period.
	Total Achieves Expectations:                
	      

	Total Exceeds Expectations:         
	      

	Total Does Not Meet Expectations:      
	      


Individual must have 80% (__ of __) factors at Achieves or Exceeds Expectations in order to be eligible for Merit Increase.

	SUPERVISOR COMMENTS:       



	EMPLOYEE COMMENTS:       



	HR COMMENTS:      



	     
	




  

	Name of Evaluating Supervisor  
	Signature of Evaluating Supervisor/Date

	
	

	     
	






	Name of Department Head
	Signature of Department Head/Date

	
	

	     
	






	Name of Employee
	Signature of Employee/Date

	
	(I have received a signed copy of this evaluation)

	
	

	     
	






	Name of HR Representative
	Signature of HR Representative/Date

	
	

	     
	

	Date of Appraisal Discussion
	


