TEXAS WOMAN'S UNIVERSITY
CLASSIFIED – COMMISSIONED POLICE OFFICERS – GROUP C

	PERFORMANCE PLAN AND EVALUATION

	This form, and any attachment, becomes part of the employee's official personnel file.
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	Performance Criteria
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	Indicate the employee's actual performance and utilization of knowledge, skills and abilities during the entire evaluation period.  
*NOTE:  Include additional comments to clarify ratings on each section. (5 = Highest, 1 = Lowest rating)



	1.
	JOB KNOWLEDGE – The information, technical, and/or specialized skills, which are required of the position.

	
	
	
	Priority
	     

	     
	5
	Knowledgeable and understanding of all phases of the position.  Superior knowledge of department and University policies and procedures.  Superior knowledge of federal, state, and local laws and ordinances.  Actively expands knowledge beyond that which is required of the position.
	
	

	     
	4
	Knowledgeable and understanding of all phases of the position.  Superior knowledge of department and University policies and procedures.  Superior knowledge of federal, state, and local laws and ordinances.  Actively expands knowledge beyond that which is required of the position.
	
	

	     
	3
	Has sufficient knowledge and understanding of most phases of the position.  Is well informed of 
department policy and procedures.  Requires minimal supervision.  Job knowledge equals expected standards.
	
	

	     
	2
	Lacking in knowledge or information required in some phases of the position.  Does not fully understand department and University policies and procedures.  Capable of handling routine matters only.  Requires above average supervision.
	
	

	     
	1
	Has little knowledge and information regarding responsibilities of the position.  Minimal knowledge of department policies and procedures.  Requires constant supervision.  Job knowledge is inadequate.
	
	

	COMMENTS:       

	

	2.
	QUALITY OF WORK – Accuracy, thoroughness, reliability, and effectiveness.

	
	
	
	Priority
	     

	     
	5
	Typically generates a superior quality of work.  Work and professional image are of highest quality.  Work produced is clearly superior and completed in a timely manner.
	
	

	     
	4
	Usually completes above average quality of work.  Rarely needs assistance in quality of work produced.  Conscientious.  Work is professional and accurate.  Errors are infrequent.
	
	

	     
	3
	Produces an acceptable quality or work with few errors.  Consistent worker.  Equals expected standards.
	
	

	     
	2
	Produces work that is frequently below average.  Omissions, errors, or corrections are often noted.  
Quality of work produced meets minimum standards.
	
	

	     
	1
	Quite often offers unacceptable quality of work.  Omissions, errors, or corrections made on a regular basis.  Makes frequent mistakes.
	
	

	COMMENTS:       

	

	3.
	QUANTITY OF WORK – Volume of work regularly produced.  Speed and consistency of output.

	
	
	
	Priority
	     

	     
	5
	Almost always exceeds standards.  Reports, citizen contacts, crime prevention efforts, and enforcement actions are clearly superior.
	
	

	     
	4
	Often produces more than required.  Above average reports, citizen contacts, crime prevention efforts, 
and enforcement actions.
	
	

	     
	3
	Volume of work is satisfactory.  Meets average performance levels in all production areas.
	
	

	     
	2
	Often does not meet average performance production standards.
	
	

	     
	1
	Rarely meets production standards.  Work volume is clearly below standards.
	
	

	COMMENTS:       

	

	4.
	JUDGMENT – Analytical and decision-making capabilities.

	
	
	
	Priority
	     

	     
	5
	Almost always makes correct decisions.  Rarely needs supervision when making decisions.  Consults supervisors when appropriate.  Decisions consistently logical and reasonable based on sound 
judgment.  Shows superior insight when analyzing problems.  Outstandingly sound and logical thinker.  Anticipates problems and prepares resolutions in advance.
	
	

	     
	4
	Usually makes correct decisions.  Seldom needs supervisory assistance with judgment decisions.  
Shows above average judgment in solving problems which rarely result in incorrect decisions.  
Decisions are consistently sound and reasonable.  Good analytical ability.
	
	

	     
	3
	Makes good decisions which are typically appropriate.  Usually asks for assistance when unsure.  Uses logic and facts at hand to make sound decisions.  Decisions made are usually sound and reasonable.
	
	

	     
	2
	Usually requires supervision when faced with a problem or situation.  Occasionally demonstrates 
decision making skills and judgment but at times is reluctant in making decisions.  At times does not 
obtain facts or information required to make good decisions.  Makes minor errors in judgment.
	
	

	     
	1
	Rarely makes independent decisions.  Needs considerable supervision when making decisions.  
Neglects or misinterprets facts resulting in poor and unacceptable decisions.  Has difficulty or is
 unwilling to analyze facts necessary for good judgment decisions.
	
	

	COMMENTS:       

	

	5.
	INITIATIVE – Ability to act independently and accept responsibility.

	
	
	
	Priority
	     

	     
	5
	Displays high degree of initiative on a daily basis.  Sets high goals and strives to achieve them.  
Exceeds job requirements.  Needs no supervision.  Knows what needs to be done and aggressively 
works towards completing goals.  Readily accepts responsibility.
	
	

	     
	4
	Displays above average degree of initiative.  Often seeks new responsibilities and completes same 
in a timely manner.  Seldom misses observable activity or fails to act appropriately.  Requires little supervision.
	
	

	     
	3
	Displays average initiative.  Usually puts forth good effort to succeed and achieve.  Accepts given responsibilities and can be counted on to complete them.  Recognizes his/her role and proceeds with little direction.  Generally completes assignments in a timely manner.
	
	

	     
	2
	Puts forth minimum effort.  Does only what the job requires.  Often requires above average supervision.  At times may be unreliable in self-directed initiatives.  Usually does not observe or recognize potential problems.  Does not involve self satisfactorily in investigations and follow-ups.  Rarely acts independently.
	
	

	     
	1
	Unacceptable level of effort produced.  Displays little effort or desire to achieve.  Unwilling or unable to perform tasks without supervision.  Does not take independent action.
	
	

	COMMENTS:       

	

	6.
	RELIABILITY– The extent to which an employee adheres to established schedule.

	
	
	
	Priority
	     

	     
	5
	Extremely reliable.  Maintains an exemplary attendance record.  Always arrives on time and fully prepared for duty.  Appears on time for meetings, court, or other off duty functions.  Readily accepts overtime and works extra hours to ensure that the job gets done.
	
	

	     
	4
	Above average attendance record.  Proper notice given for scheduled time away from work.  Takes few unplanned days off and can be counted on to work extra hours if requested.  Volunteers for overtime regularly and works well with the work schedule.  Prompt and regular in attendance.
	
	

	     
	3
	Demonstrates acceptable attendance record.  Uses an average amount of paid time off but does not establish a pattern of abuse.  Follows department policy and procedures when reporting scheduled time off from work.  Rarely late or absent from duty and is punctual for meetings, court, etc.  Meets department standards.
	
	

	     
	2
	At times deviates from policies and procedures relating to reporting time away from work.  Tendency to take an above average amount of paid time off.  Works overtime when scheduled but does not volunteer to work extra hours.  Often lax in attendance.
	
	

	     
	1
	Has little regard for time schedules.  Attendance can’t be counted on.  Frequently absent from the job for unexcused reasons.  Regularly deviates from policy and procedures regarding reporting off for duty.  Rarely volunteers for overtime and often requests off for overtime assignments.
	
	

	COMMENTS:       

	

	7.
	EXPRESSION, REPORT WRITING, INVESTIGATIONS, AND FOLLOW-UP REPORTING – Ability to express facts in written form.  Thoroughness of investigations and follow-up reporting.

	     
	
	
	Priority
	     

	     
	5
	Written assignments almost always complete, comprehensive, factual, and completed on time.  Follow-up reports and investigations done in a timely manner and are always logical, allowing the reader to fully comprehend the sequence of events.  Reports always written with excellence and are of superior quality.
	
	

	     
	4
	Written assignments are generally complete, comprehensive, factual and on time.  Neatly organized and written with few grammar or spelling errors.  Errors made are minor in nature.  Initiates follow-up investigations and generates quality reports in a timely manner.  Assignments and investigations are 
clearly above average.
	
	

	     
	3
	Written assignments are usually completed on time and are of acceptable quality.  Assignments are 
usually neat and rarely need to be redone.  Errors committed are minimal and do not affect the accuracy 
of the report.  Investigations and follow-up reporting are acceptable and meet department standards.
	
	

	     
	2
	Written assignments occasionally lack pertinent facts or information.  Reports at times appear to be rushed through and are incomplete or confusing, often requiring them to be re-written.  Usually does not initiate follow-ups or investigations, unless assigned by a supervisor.  Reports only what is initially required.
	
	

	     
	1
	Written communication very often untimely, incomplete, or not understandable.  Grammar and spelling are poor.  Reports often need to be redone.  Never initiates investigations or follow-up reports and requires constant reminders by supervision to complete written assignments.
	
	

	COMMENTS:       

	

	8.
	COMMUNITY AND INTERPERSONAL RELATIONS – The extent to which the employee works and deals with others in the community and workplace.

	
	
	
	Priority
	     

	     
	5
	Demonstrates superior knowledge and understanding of all aspects of the University.  Excellent rapport with the students, faculty, and staff.  Consistently gives more time and effort than necessary when dealing with the community.  Exceptionally courteous and well mannered.
	
	

	     
	4
	Demonstrates above average knowledge and understanding of University resources, policies, and contacts.  Friendly, considerate, and pays good attention to student, faculty, and staff concerns.  Demonstrates good people skills in professional interactions.  Very tactful and obliging.  Good self control.
	
	

	     
	3
	Has sufficient knowledge and information on University policies and regulations.  Polite and responsive towards students, faculty, and staff.  Addresses direct questions by using good people skills.  Usually maintains courteous relationships.  Relations skills are clearly of acceptable standards.
	
	

	     
	2
	Lacks knowledge in certain aspects of University policy, procedures, and resources.  At times indifferent to needs of the University community.  At times has problems dealing with the students, faculty, and staff.  May lack tact or diplomacy.  Lacks certain regulations of common courtesy.
	
	

	     
	1
	Has very little knowledge and information about University procedures.  Indifferent or condescending towards students, faculty, and staff and their problems or concerns.  Deals ineffectively with the University community.
	
	

	COMMENTS:       

	

	9.
	APPEARANCE – Uniform, personal appearance and hygiene.

	
	
	
	Priority
	     

	     
	5
	Always meticulously dressed and groomed.  Always appears professional in uniform and civilian attire.  Superior model to others in manner of dress and hygiene.  Displays a superior presence.
	
	

	     
	4
	Consistently well groomed.  Takes pride in his/her appearance.  Manner of dress and hygiene is above average and   keeping with department policies and standards.  Neat and orderly.
	
	

	     
	3
	Typically presents self at work in a neat and professional manner.  Manner of dress at work, as well as extra duties and functions, is in keeping with department policy and standards.  Presents a favorable appearance.  Meets department standards.
	
	

	     
	2
	Occasionally untidy in appearance and grooming.  At times fails to wear uniform properly or fails to wear issued equipment.  Requires reminders that manner of wearing uniforms or equipment are not in keeping with department standards.  Often neglectful in appearance.
	
	

	     
	1
	Habitually fails to wear uniform properly.  Requires constant reminders that professional and personal appearance Is lacking.  Usually unkempt and careless in manner of dress and appearance.
	
	

	COMMENTS:       

	

	10.
	CARE OF EQUIPMENT – Extent to which employee maintains equipment and property. 

	
	
	
	Priority
	     

	     
	5
	Shows maximum regard for department property and equipment.  Work environment always in excellent condition.  Equipment is always clean and in superior working condition.  Properly reports deficiencies in equipment or vehicles in a timely manner and to the proper personnel.
	
	

	     
	4
	Shows above average concern for department property and equipment.  Work areas always clean and remain clean for the following shifts.  Shows above average concern for vehicles and vehicle maintenance and reports problems or concerns regarding same.  Demonstrates knowledge of department equipment through proper and effective use.
	
	

	     
	3
	Generally maintains vehicle and department equipment in a manner which is acceptable and in keeping with department policy and procedures.  Equipment is usually clean and in proper working condition.  Fully meets department standards.
	
	

	     
	2
	At times fails to maintain satisfactory level of care with department equipment.  Equipment at times is not clean or in proper working condition.  Does not always report vehicle or equipment deficiencies.  Low level of concern for department equipment or vehicles.  Needs reminders to properly keep and care for equipment and property.
	
	

	     
	1
	Shows little or no regard for department equipment or property.  Usually leaves work area untidy.  Fails to report vehicle or equipment deficiencies.  Fails inspections regularly and does not remedy indicated deficiencies.  Unacceptable manner and care for department equipment and property.
	
	

	COMMENTS:       

	

	11.
	TEAMWORK – Ability to assist and/or direct colleagues in a collective effort to accomplish results through actions of the team.

	
	
	
	Priority
	     

	     
	5
	Provides direction and creates an environment that results in the highest level of team achievement.
	
	

	     
	4
	Provides a role model and enhances the level of team achievement.
	
	

	     
	3
	Interacts effectively, mentors, and contributes to overall team results.
	
	

	     
	2
	Participates but doesn’t provide required support to team direction.
	
	

	     
	1
	Fails to contribute to team effectiveness.
	
	

	COMMENTS:       

	



	
	KEY OBJECTIVES - (Goals, Assignments, and Self-Development)
	Weighted Value:          

	

	Objective 1

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 2

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 3

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 4

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 5

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 6

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 7

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 8

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 9

     
	Priority Level
     
	Rating
     

	Results:
     

	Objective 10

     
	Priority Level
     
	Rating
     

	Results:
     



	
Outstanding


	
Exceeds
Expectations

	
Meets
Expectations
 
	
Improvement Needed
 
	
Unsatisfactory





DEFINITION OF RATINGS:  The following definitions are for the overall rating scores.

Outstanding: Employee performed job requirements with exceptional skill and knowledge. Employee clearly and consistently exceeded expectations in most areas of the job.

 Exceeds Expectations: Employee's performance exceeded expectations in many areas of the job.

Meets Expectations: Employee’s performance consistently met expectations. Employee’s work was fully effective, reliable, and of good quality.

Improvement Needed: Employee did not consistently perform all job requirements. Some improvement is needed.

Unsatisfactory: Employee’s performance was below the requirements of this position. Immediate corrective action is necessary.

	
I understand that my signature indicates only that I have read and discussed this performance evaluation with my supervisor/ evaluator. It does not necessarily mean that I agree with the evaluation’s content. 





_________________________________________________________	______________________
Employee’s Signature	Date


_________________________________________________________	______________________
Immediate Supervisor’s Signature	Date


	
Next level manager must review and sign this evaluation. He/she does this before the immediate supervisor discusses the evaluation with the employee.




_________________________________________________________	______________________
Next Level Management’s Signature	Date

	
As an employee of TWU, I understand I may attach written comments, if desired.   If comments are attached, initial here __________.




9/18/2009
