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A. The existence of a performance evaluation system ensures that employees who excel in their work will be recognized and employees who are deficient may be given the guidance required to improve. It is with these factors in mind that the Department’s performance evaluation system has been instituted.
B. The Northampton Police Department utilizes a performance evaluation system comprised of written evaluation reports with criteria specifically designed for an employee’s position within the Department, whether it is sworn, managerial, or administrative. [35.1.4]
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The objectives of the Evaluation System are as follows:

1. To standardize the nature of the performance evaluation process.
2. To ensure the public that the agency’s personnel are qualified to carry out their assigned duties.
3. To provide job incumbents with standards to allow them to maintain behaviors that are appropriate from the agency’s standpoint, and to eliminate inappropriate behaviors.

B. Evaluation of an employee’s performance shall cover a specific period. Performance of the employee prior to or following the rating period should be excluded from the rating for that period. [35.1.5a]
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All newly appointed police officers shall be required to complete a Field Training and Evaluation Program (FTEP). Upon completion of the Academy, all new employees will receive a copy of the Department’s AOMs. Those Officers are responsible for reading and signing off on each and every policy (AOM checklist). The issuance and instruction of the Use of Force policy will be documented by a certified Use of Force instructor.  During this time, their individual Field Training Officer (FTO) shall evaluate trainees on a daily basis. [35.1.3]   

1. All FTOs shall be responsible for completing a Daily Observation Report for each trainee under their instruction. These daily evaluations are completed at the end of the shift. In this way, FTOs are able to provide immediate feedback and trainees are provided the opportunity to ask questions and seek clarification not received earlier in the workday.  [33.4.3,h] 
2. During the Field Training and Evaluation Program, the Field Training Supervisor shall be responsible for completing a Supervisor’s Report every two weeks for each trainee assigned to them. These reports are useful, not only to record the trainee’s performance, but to serve as checks and balances of the FTOs’ evaluations of the trainees. The Supervisor’s Report shall reflect the supervisor’s observations rather than recapitulations of Daily Observation Reports. [35.1.8]  
Refer to the Field Training and Evaluation Program Manual for complete evaluation instructions, measurement definitions, and copies of the above reports.  [35.1.1,b]

After the successful completion of the Field Training and Evaluation Program, a written performance evaluation shall be completed monthly until the end of the probationary period. The two Sergeants and the Lieutenant in charge of a shift, working in a combined and cooperative effort, shall be responsible for completing a Performance Evaluation.

These Performance Evaluations shall be utilized by the Probationary Review Board held in the tenth or eleventh month of the Officer’s first year of employment. An overall summary of performance, to include academy, field training, and post-field training experiences, is compiled and reported to this Board.

The Probationary Review Board is held in the tenth or eleventh month of the Officer’s first year of employment. The Board shall normally be made up of the Chief of Police, Operation & Administration Division Captains, the FTEP Coordinator and an FTEP Supervisor.   
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A. All full-time, non-supervisory Police Officers, will be evaluated using the Performance Evaluation Report (P-260.a).

B. The two Sergeants and the Lieutenant in charge of a shift shall be responsible, in a combined and cooperative effort, for completing a Performance Evaluation (P-260.a) of each sworn employee under their command.  All Police Performance Evaluations must be submitted to the Captain of Operations by January 15 of each calendar year. 

C. Evaluations shall be completed on an annual basis and the rating period is January 1-December 31 of each calendar year.  All Police Performance Evaluations must be submitted to the Captain of Operations by January 15 of each calendar year.  Raters will limit the scope of the evaluation to the established time period. 

D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. All non-supervisory Detectives will be evaluated using the Performance Evaluation Report (P-260.a).
B. The Detective Lieutenant and the Detective Sergeant shall be responsible in a combined and cooperative effort, for completing twice each year, a Performance Evaluation (P-260, Appendix A).
C. Evaluations shall be completed on an annual basis and the rating period is January 1-December 31 of each calendar year.  All Police Performance Evaluations must be submitted to the Captain of Operations by January 15 of each calendar year.  Raters will limit the scope of the evaluation to the established time period.
D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. All Special Police Officers will be evaluated using the Performance Evaluation Report (P-260.a).
B. The Captain in charge of overseeing Special Police Officers shall be responsible for completing, once each year, a Performance  Evaluation Report (P-260,a) of each Special Police Officer. 
C. Evaluations shall be completed on an annual basis and the rating period is January 1-December 31 of each calendar year.  All Police Performance Evaluations must be submitted to the Captain of Operations by January 15 of each calendar year.  Raters will limit the scope of the evaluation to the established time period.
D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. All Sergeants will be evaluated using the Performance Evaluation for Sergeants, Lieutenants, and Captains (P-260.b).

B. The Sergeant’s direct Lieutenant shall complete the evaluation.

C. Evaluations shall be completed on an annual basis and the rating period is January 1-December 31 of each calendar year.  All Police Performance Evaluations must be submitted to the Captain of Operations by January 15 of each calendar year.  Raters will limit the scope of the evaluation to the established time period.

D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. All Lieutenants will be evaluated using the Performance Evaluation for Sergeants, Lieutenants, and Captains (P-260.b).
B. The Operations Division Commander shall complete the evaluation.
C. Evaluations shall be completed on an annual basis. The assessment period is from January 1-December 31 of each year.  The Captain of Operations shall submit these to the Chief of Police by January 15 of each calendar year.
D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. Both Captains will be evaluated using the Performance Evaluation for Sergeants, Lieutenants, and Captains (P-260.b).
B. The Chief of Police shall complete the evaluation.
C. Evaluations shall be completed on an annual basis. The assessment period is from January 1-December 31 of each year.  

D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. All full-time civilian personnel shall be evaluated using the Performance Evaluation Report for Civilian personnel (P-260.c).
B. Employees working in specific positions shall be evaluated as follows:
1. Court Administrator:  Evaluation shall be completed by the Detective Lieutenant.
2. Records Supervisor:  Evaluation shall be completed by the Captain of Administration.
3. Principle Clerk:  Evaluation shall be completed by the Records Supervisor.
4. Senior Clerk:  Evaluation shall be completed by the Records Supervisor.
5. Administrative Assistant:  Evaluation shall be completed by the Captain of Administration.
6. Training & Accreditation Coordinator: Evaluation shall be completed by the Captain of Administration.
7. Animal Control Officer(s): Evaluation shall be completed by the Captain of Operations. 

C. Evaluations shall be completed on an annual basis. The assessment period is from January 1-December 31 of each year.  All Performance Evaluations must be submitted to the Captain of Administration by January 15 of each calendar year.  Raters will limit the scope of the evaluation to the established time period.

D. The rating method includes categories of: Unacceptable, Needs Improvement, Meets Standards, and Exceeds Standards.
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A. Raters shall refer to the Performance Evaluation Standards (P-260.h) to evaluate employees. 

1. Measurement Definitions: [35.1.1,a]
	U= Unacceptable: Performance is clearly unacceptable and requires improvement.

	NI= Needs Improvement: Performance is deficient and improvement is needed.

	MS= Meets Standards: Performance meets all job requirements and expectations.

	ES= Exceeds Standards: Performance clearly exceeds job requirements and expectations.  Performance is of superior quality and is consistently achieved.

	NA= Not Applicable:  Employee’s job duties do not require assessed area.

	NO=Not Observed: Was not observed during this assessment period.



B.   Rating Supervisor’s Responsibilities [35.1.1,c]

1. The Supervisory Officers conducting the performance evaluation have the responsibility to complete a fair and impartial evaluation of the employee. [35.1.5,b]. Prior to completing any performance evaluation, raters will receive training on the City of Northampton’s Performance Evaluation System. [35.1.1,d]   See P-260.h.
2. Raters shall supply an explanation for any rating of Unacceptable, Needs Improvement, or Exceeds Standards in the narrative section of the evaluation.
3. Raters shall ensure that the Personnel Evaluation Report is complete and shall submit it to the appropriate administrator for review. [35.1.8]  

a. After the administrator has reviewed the report, raters shall meet with the officer being evaluated, in order to ensure that the officer has the opportunity to review, discuss, and sign their evaluation form and to make written comments in the section provided within the Personnel Observation Report. [35.1.5,d][35.1.7] 
Additionally, the content of this meeting will consist of such topics as advancement, specialization, or training appropriate to the officer for the next evaluation period. Raters shall also discuss the employee’s goals and expectations for the upcoming rating period. [35.1.7]  
b. Such signature by the employee being evaluated does not imply agreement with the contents.

C. Shift/Bureau Commander Responsibilities

Upon receipt of the evaluation, the Shift/Bureau Commander will review the evaluation to ensure that the rating supervisor conducted the evaluation in a fair, uniform, and impartial manner.  If so, they will then sign off on the evaluation form so as to approve the rating.  [35.1.8]  

D. Operations Division Commanders’ (ODC) Responsibilities
1. Upon receipt of the performance evaluations, the ODC shall review the evaluations in order to ensure that the rating officer conducted evaluations with fairness and impartiality. [35.1.8] 
a. The ODC shall give their approval or shall make recommendations for change regarding the Performance Evaluation Report, before it is submitted to the officer being evaluated.
b. Ensure that after review and signature by the officer being evaluated, the Performance Evaluation Report becomes a part of the employee’s permanent personnel file and that the employee receives a copy.  [35.1.5,e] [35.1.5,g]
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The performance evaluation may be referred to if necessary, to gather information relevant to suitability for assignments, training needs, promotional recommendations, and employee effectiveness. The performance evaluations will be kept in each employee’s personnel file at the police department for the duration of their employ. 

A. Notice of Unacceptable Performance [35.1.6]  

1. If it appears that any employee’s job performance is unsatisfactory, then that employee shall be notified at least 90 days prior to the end of the evaluation period.

a. The purpose of this directive is to ensure that the employee has an opportunity to improve their performance before their evaluation is committed to writing.

2. The Supervisory Officer shall conduct a review of the employee’s performance with that employee to identify specific methods and actions needed to improve. [35.1.7]  
3. Performance counseling may occur at any time during the rating period, as deemed necessary by the immediate supervisor.  [35.1.7] [35.1.9]
4. If unsatisfactory performance continues after the employee has been informed and counseled, this information shall be included in the evaluation report.

B. Rights of the Employee Being Evaluated 

The employee being evaluated has the right to attach comments about their evaluation by attaching a written memo to the Performance Evaluation Report, and may speak with the ODC and/or the Chief of Police regarding any evaluation matters. However, there shall be no formal appeal process.  [35.1.5,f] 
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