	




Town of Westerly Employee Assessment & Development Review
	Employee Name
	
	Department
	

	Job Title
	
	Review Date
	

	Evaluation Period
	
	To
	

	Evaluator’s Name
	



I. Core Competencies and Key Behaviors
	Employee Instructions
	Rate yourself on the following core competencies.  Please be sure to provide examples/comments to explain your rating.


	Core Competency 
	Comments and Examples of Performance
	Ratings

	
	
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Below Expectations

	Accountability:
	
	
	
	
	
	

	Accepts responsibility for own actions and decisions and demonstrates commitment to accomplish work in an ethical, efficient, and cost effective manner.
	
	
	
	
	
	

	Adaptability:
	
	
	
	
	
	

	Adjusts planned works by gathering relevant information and applying critical thinking to address multiple demands and competing priorities in a changing environment.
	
	
	
	
	
	





	Core Competency 
	Comments and Examples of Performance
	Ratings

	
	
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Below Expectations

	Integrity:
	
	
	
	
	
	

	Exhibiting conduct consistent with core beliefs assuring that practices are congruent with principles and honoring and adhering to the general principles of public service ethics, and the mission and value of the organization.
	
	
	
	
	
	

	Customer / Quality Focus:
	
	
	
	
	
	

	Anticipates, monitors, and meets the needs of customers and responds to them in an appropriate manner.  Demonstrates a personal commitment to identify customers’ apparent and underlying needs and continually seeks to provide the highest quality service to all customers.
	
	
	
	
	
	

	Respect for Others:
	
	
	
	
	
	

	Acknowledging and honoring the right of those affected by official and managerial decisions to privacy and dignity and treating others with courtesy and decency.  Provide others with the information they need to make decisions about matters within the scope of their duties. 
	
	
	
	
	
	






	Core Competency 
	Comments and Examples of Performance
	Ratings

	
	
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Below Expectations

	Communication:
	
	
	
	
	
	

	Effectively conveys information and expresses thoughts and facts.  Demonstrated effective use of listening skills and displays openness to other people’s ideas and thoughts.
	
	
	
	
	
	

	Initiative / Innovation:
	
	
	
	
	
	

	Actively seeks to identify areas for personal and organizational change toward increased effectiveness, productivity, and service.  Seeks new ways of doing things that increases service.
	
	
	
	
	
	

	Safety/Wellness:
	
	
	
	
	
	

	Performs assigned work in a safe manner at all times.  Responds effectively to safety and health incidents.  Is aware of surroundings and identifies safety concerns on the job.
	
	
	
	
	
	






II. Goals – Upcoming Year
	Manager Instructions
	Employee Instructions

	Develop 3 – 6 SMART goals for your employee to achieve in the first 6 months of the upcoming year.
	Review the developed SMART goals and provide feedback on whether they are realistic and achievable during the first 6 months of the upcoming year. 

	SMART Goal

	

	

	

	






III. Individual Development Plan for Upcoming Year
	Employee Instructions
	Manager Instructions

	Identify 2 – 3 individual or professional development goals/objectives for the next review period.  Define the knowledge/skills you want to develop, rationale for why it is important to your current/future performance, actions steps to be taken, additional key resources necessary to successfully achieve each objective (e.g., required resources, tools, training or other kinds of support), and a general timeline to completion.
	Please work with the employee to assist with developing appropriate next steps.  Provide comments on how you will support the employee in these developmental opportunities.

	

	Employee Comments
	

	Manager Comments
	



IV. Overall Rating
	Employee Instructions
	Manager Instruction
	Ratings

	Provide any final comments with regard to your manager’s overall rating and assessment.
	Review your ratings for the Job Expectation/Outcomes (Section I) and Core Competencies (Section II) and whichever rating was predominantly used should be reflected in your overall rating.  Include a summary of overall strengths, necessary areas for development that support the overall rating. 
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Improvement Needed
	Below Expectations

	Manager Overall Rating & Comments:
	
	
	
	
	

	Employee Comments:




V. Employee Acknowledgement & Signatures
	Employee Instructions
	Manager Instructions

	Employee should review and sign the completed performance evaluation.
	Please sign and forward the completed evaluation to Human Resources



	Signatory Chain

	Employee Acknowledgment
	I have read this appraisal and have discussed the information with my manager.  My signature does not imply agreement, only that the appraisal discussion took place and I was advised of my performance.

	Supervisor Signature
	
	Date
	

	Department Head Signature
	
	Date
	

	Human Resources Signature
	
	Date
	

	Town Manager Signature
	
	Date
	






Performance Evaluation Instructions
The performance evaluation is comprised of five separate sections.
Section I:  Represents the 8 core competencies that all Town of Westerly staff are evaluated on.  Rate the employee on each of the eight core competencies by reflecting on their previous year’s performance and successes.  Each rating must be supported by specific examples.
Section II:  Captures any goals set between the supervisor and the employee in the first 6 months of the new review cycle.  Goals should be in SMART format and there should be a minimum of 3 goals.  Progress on goals will be reviewed at the 6 month mark.
Section III:  Captures all professional development the supervisor or employee has identified for themselves in the upcoming review cycle.  When completing this section please think in terms of budgets, operational necessity and the impact on the organization.
Section IV:  Captures the overall rating the supervisor is giving to the employee.  Supporting examples must accompany the rating.
	Rating
	Description

	Exceptional
	Far exceeds performance expectations due to exceptionally high quality of work performed in all essential areas of responsibility, resulting in an overall quality of work that was superior, and either 1) included the completion of major projects, or 2) made an exceptional or unique contribution to the Town that resulted in substantial savings, increased service, or had significant Town impact.  This rating is achievable by any employee though given infrequently.

	Exceeds Expectations
	Consistently exceeded performance expectations in most essential areas of a responsibility, and the quality and quantity of work was excellent.

	Meets Expectations
	Consistently met performance expectations in all essential areas of responsibility, at times possibly exceeding expectations, and the quality and quantity of work overall was very good.

	Improvement Needed
	Did not consistently meet performance expectations in one or more essential areas of responsibility. 

	Consistently Below Expectations
	Performance was unsatisfactory and consistently below expectations in most essential areas of responsibility.  Significant improvement is needed in one or more important areas. 
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