

Exhibit R (PD-Patrol Officer)

COTTONWOOD POLICE DEPARTMENT

PERFORMANCE APPRAISAL—PATROL OFFICER

(Revised December 13, 2012)

	Employee:      
	Rank/Position:      

	Badge #     
	Evaluation Period:
From       To      

	Rating Supervisor:      
	


	Type of Evaluation
	Basis of Evaluation

	 FORMCHECKBOX 
 Merit Increase
	 FORMCHECKBOX 
 Direct Supervision

	 FORMCHECKBOX 
 Probationary
	 FORMCHECKBOX 
 Close Duty Contact

	 FORMCHECKBOX 
 Annual
	 FORMCHECKBOX 
 Frequent Observation

	 FORMCHECKBOX 
 Transfer
	

	 FORMCHECKBOX 
 Other


	


MISSION STATEMENT

Cottonwood employees are committed to providing responsive, innovative, respectful and sustainable services to our community members and visitors in an effort to effectively improve the quality of life in our community.  

OUR VALUES

Treat Everyone with Dignity and Respect

Ensure for Uncompromising Integrity

Communicate and Actively Listen

Be Responsive and Accountable

Be Innovative

Be a Professional in Attitude, Conduct, and Appearance

Strive to Provide Effective and Efficient Services
(1) Unsatisfactory:  An unsatisfactory rating is achieved when three or more categories in the “standard” section are not met OR when in the supervisor’s judgment a particular aspect of the employee’s performance is completely unacceptable for an employee of the City OR any failure to improve after counseling or reprimand.

(2) Needs Improvement:  A needs improvement rating is achieved when any two categories in the “standard” section are not met. 

(3) Standard:  A standard rating is achieved when no more than one area within the standard category is not met.
(4) Exceeds Standards:  An exceeds standards rating is achieved when all standard categories are met and at least three exceeds categories are met.

(5) Superior Performance: A superior performance rating is achieved when all standard categories are met and at least five exceeds categories are met. 
Supervisor documentation is required for any item that is not “standard”. 

An employee who receives an unsatisfactory rating in any section is not eligible for a merit increase.  An employee who receives an unsatisfactory rating in any section other than “Police Firearm and Physical Fitness Proficiency” shall be placed on a Performance Improvement Plan (PIP).  An employee who receives an unsatisfactory rating in the Police Firearm and Physical Fitness Proficiency will have remediation per Firearms Policy and / or G.O. 206.  Employees assigned to the Field Training Program are not subject to the PIP requirement due to their status as a trainee.  
Employee        Evaluation end date      
Work Habits 
Refers to the understanding of and adapting to priorities as they relate to productivity, completion of assignments, report writing, and the use and care of equipment.  Refers to one’s grooming and appearance, uniform maintenance, and the ability to complete the physical requirements of job assignments.



Standard


         Exceeds Standards/Superior

	 FORMCHECKBOX 
Meets ALL standard requirements
	 FORMCHECKBOX 
 At the start of shift, shoes are highly shined

	 FORMCHECKBOX 
 Complies with Department policy when requesting sick leave
	 FORMCHECKBOX 
 Exceptionally well organized (mailbox, filing cabinets, locker room, vehicle maintained)

	 FORMCHECKBOX 
 Complies with Department policy regarding overtime
	 FORMCHECKBOX 
 Highly self-motivated – high volume of work product (well above the average in over half the sections, compared to others in a similar assignment, supported by Patrol Statistics Reports-Spillman Activity)

	 FORMCHECKBOX 
 Submits required reports on time
	 FORMCHECKBOX 
  Develops meaningful cost or time-saving procedures for the work unit

	 FORMCHECKBOX 
 Does not abuse meal periods or work breaks
	 FORMCHECKBOX 
 Can be relied upon to lead and supervise in the absence of supervisor (i.e., daily logs, briefing and guidance)

	 FORMCHECKBOX 
 Employee is well organized
	

	 FORMCHECKBOX 
 Pursues assignments to their conclusion
	

	 FORMCHECKBOX 
 Accepts supervisory authority

	 FORMCHECKBOX 
 Volume of work product reflects consistent effort throughout the work day

	 FORMCHECKBOX 
 Voluntarily takes calls when others are busy

	 FORMCHECKBOX 
 A variety of enforcement efforts are reflected in the work product compared to others in a similar work assignment (on-view arrests, DUI’s, open doors, etc.)
Supported by Patrol Statistics Reports-Spillman Activity

	 FORMCHECKBOX 
 Arrives to work on time (is not late more than one time in the evaluation period without valid justification)

	 FORMCHECKBOX 
 Requires little or no supervision

	 FORMCHECKBOX 
 Receives no sustained complains in regards to work habits


Attach any additional documentation as may be necessary to justify the evaluation
Employee        Evaluation end date      
Relationships with People

Refers to the development of working relationships with other employees, other agency personnel, and the public—includes consideration, courtesy, and respect for others
Standard


         Exceeds Standards/Superior

	 FORMCHECKBOX 
Meets ALL standard criteria
	 FORMCHECKBOX 
 Actively participates in Community activities that reflect upon the police department in a positive light (coaching, assisting, teaching, or leading events)

	 FORMCHECKBOX 
Gets along well with other employees
	 FORMCHECKBOX 
 Active and ongoing participation in a community policing project, i.e., graffiti abatement, block watch, NNO

	 FORMCHECKBOX 
 Courteous in dealing with the public
	 FORMCHECKBOX 
 Receives complimentary letters/phone calls, cards, etc. from the public, department supervisors, or other criminal justice agencies (provide documentation)

	 FORMCHECKBOX 
 Displays the ability to diffuse angry people and calm a volatile (or potentially volatile) situation
	 FORMCHECKBOX 
 Actively assists with Explorer program

	 FORMCHECKBOX 
 Strives for a positive public image for both the employee and the Department
	 FORMCHECKBOX 
 Actively instructs at the Citizen’s Police Academy, COPS, or TIPS programs

	 FORMCHECKBOX 
 Receives no sustained complaints for discourtesy, failing to meet the needs of the public, or related areas
	

	 FORMCHECKBOX 
 Develops and maintains good working relationships with other criminal justice agencies
	

	 FORMCHECKBOX 
 Develops and maintains good working relationships with other divisions within the Department

	 FORMCHECKBOX 
 Disagreements with other employees/other agency personnel are never worked out in the public’s view

	 FORMCHECKBOX 
 Maintains a positive attitude toward the Cottonwood Police Department and the City of Cottonwood


· Attach any additional documentation as may be necessary to justify the evaluation

Employee         Evaluation end date      
Police Proficiency

Refers to the development and application of knowledge, skills, and abilities during the operation of vehicles, weapons, and police equipment. Refers to officer safety tactics, criminal and accident investigation ability, and judgment used while conducting police operations.
Standard


         Exceeds Standards/Superior

	 FORMCHECKBOX 
 Meets ALL standard criteria
	 FORMCHECKBOX 
Demonstrated ability to take command of emergency situations on several occasions

	 FORMCHECKBOX 
Consistent in the use of good judgment
	 FORMCHECKBOX 
Reports are exceptionally well-written (employee displays a solid grasp of the written English language)

	 FORMCHECKBOX 
Possesses a clear understanding of the job duties, tasks, and responsibilities
	 FORMCHECKBOX 
 Assigned patrol equipment is exceptionally well maintained

	 FORMCHECKBOX 
Possesses a knowledge of and applies applicable state and city laws
	 FORMCHECKBOX 
Actively uses and instructs in specialized areas relating to police proficiency (FATS, firearms, search and seizure, DUI enforcement, radar, defensive tactics, Field Training Officer, etc.)

	 FORMCHECKBOX 
Reports are generally well-written  (contain who, what, when, where, how, and why [when possible] and are usually free of both grammatical and spelling errors)
	 FORMCHECKBOX 
 Actively taking college-level courses and/or has completed a bachelor’s degree or higher

	 FORMCHECKBOX 
Initial investigations are thorough and complete
	

	 FORMCHECKBOX 
Evidence is properly collected and preserved
	

	 FORMCHECKBOX 
Composure is maintained under stressful situations
	

	 FORMCHECKBOX 
Officer safety tactics are observed when dealing with the public

	 FORMCHECKBOX 
Properly demonstrates a pursuit and / or felony stop (simulated if not observed during the evaluation period)

	 FORMCHECKBOX 
Citations are rarely returned for correction

	 FORMCHECKBOX 
Properly secures and searches suspects

	 FORMCHECKBOX 
Assistance provided is appropriate to the problem

	 FORMCHECKBOX 
 Patrol equipment inspections and maintenance are satisfactory

	 FORMCHECKBOX 
 Received no sustained complains in regards to Police Proficiency


· Attach any additional documentation as may be necessary to justify the evaluation

Employee         Evaluation end date      
Police Firearm and Physical Fitness Proficiency

Refers to the knowledge, skills, understanding, and abilities in regards to firearm use. Refers to the employee’s physical fitness in regards to their ability to perform their daily work activities and assignments.  Probationary Status Employees are exempt from the Firearm and Physical Fitness Proficiency evaluation ratings.  They, by nature of the length of time of employment, have not yet been afforded the same number of opportunities as non-probationary employees to attain the requisite proficiency.
Standard


         Exceeds Standards/Superior

	 FORMCHECKBOX 
Meets ALL standard requirements
	 FORMCHECKBOX 
 Scored 5 points or more on POPAT, or a total score of 461 or higher


	 FORMCHECKBOX 
 Scored 384 or higher on POPAT
	 FORMCHECKBOX 
 Scored 10 points or more on POPAT, or a total score of 499 or higher

	 FORMCHECKBOX 
 Scored 384 or 346 to 383 on POPAT
	 FORMCHECKBOX 
 Scored 15 points or more on POPAT, or a total score of 538 or higher

	 FORMCHECKBOX 
 Scored 384 or 307 to 345 on POPAT

	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 230 or higher

	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 225 or higher during evaluation rating
	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 240 or higher

	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 220 or higher during evaluation rating
	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 250

	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 215 or higher during evaluation rating
	

	 FORMCHECKBOX 
 Passed Handgun Qualification First attempt score of 210 or higher during evaluation rating

	 FORMCHECKBOX 
 Has not scored less than 210 on Duty weapon qualification


· Attach any additional documentation as may be necessary to justify the evaluation

Employee         Evaluation end date      
Policies and Procedures

Refers to the knowledge, understanding, and application of Department policies and procedures to the employee’s daily work activities and assignments
Standard


         Exceeds Standards/Superior

	 FORMCHECKBOX 
Meets ALL standard requirements
	 FORMCHECKBOX 
 Often cleans / organizes the patrol work station area and Booking Area

	 FORMCHECKBOX 
Accidents/Injuries are reported promptly to a supervisor
	 FORMCHECKBOX 
 Uses technology advancements at the department to improve work product and reduce other’s work load

	 FORMCHECKBOX 
 Proper radio procedures are always followed 
	 FORMCHECKBOX 
 Has actively worked to establish, improve or write Policies and Procedures and forward information to a supervisor 

	 FORMCHECKBOX 
 Radio calls are not missed without valid cause 
	 FORMCHECKBOX 
 Scores 100% on all Power DMS policies assigned during the year

	 FORMCHECKBOX 
 Response to calls is made promptly and in accordance with policy
	 FORMCHECKBOX 
 Identifies Safety issues or concerns, and / or cost-saving measures and presents them to supervisor

	 FORMCHECKBOX 
 Demonstrates ability to correctly interpret, apply, and follow policy
	

	 FORMCHECKBOX 
 Is current on all Power DMS policies and updates
	

	 FORMCHECKBOX 
 No at-fault vehicle collisions caused by careless or negligent behavior
	

	 FORMCHECKBOX 
 No sustained complaints (not previously listed elsewhere in this evaluation), i.e.,  if an officer has a sustained complaint for not properly handling evidence, that violation would be noted in the Police Proficiency section under “Evidence if properly collected and preserved”

	 FORMCHECKBOX 
 Takes the time to routinely clean / organize the patrol work station area and Booking Area


· Attach any additional documentation as may be necessary to justify the evaluation

Employee         Evaluation end date      
Summary Evaluation of Employee:


This is an overall conclusion based on the preceding evaluating factors      required for the position.

Work Habits and Physical Factors Rating………………………………….      (1-5)

Relationships with People Rating……………………………………………      (1-5)

Police Proficiency Rating……………………………………………………...      (1-5)

Police Firearm and Physical Fitness Proficiency Rating………………..      (1-5)

Policies and Procedures Rating……………………………………………...      (1-5)

Total Rating (Total of above five categories divided by 5 and then rounded if appropriate)      
Forthcoming Year’s Goals/Developmental Activities

	New Goals
	Objective
	Timeline

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Special Comments (recommendation for merit increase, recommendations for probationary employees, etc.):      
Employee Comments​​​​​​​​​​​​​​
MERIT INCREASE
Employees Name:        Evaluation End Date:      
To complete merit increase, take the Total Rating Score from the Summary Evaluation. This will give you a number between 1-5. The evaluation number will equate to a merit increase percentage on the chart below.
Summary Evaluation Score = Achievement Level:      
	Achievement Levels
	1
	2
	3
	4
	5

	Merit Increase Percent
	0
	0
	3
	4
	5


Merit Increase (%):     

     
No Merit Increase Due at This Time
     
Merit Increase for Completion of Six-Month Orientation Period (1/2 Merit Increase)


     
Merit Increase for Completion of First Year of Employment (1/2 Merit Increase)

     
Annual Merit Increase
Effective Date:      
Evaluator’s Signature: __________________________________________   Date: __________

Department Head Signature: _____________________________________    Date: __________

HR Signature: _________________________________________________   Date: __________

City Manager Signature: _________________________________________   Date: __________

I understand the contents of this appraisal and it has been discussed with me.  

Employee signature: ____________________________________________    Date: __________

Do you wish to make an appointment with HR to discuss your evaluation?  Yes ____     No____



