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	City of San José Performance Appraisal Form

(Please type this form.  For Instructions Refer to Section 4.03 of the City Policy Manual)

	Last Name, First Name, Initial:
      
	Employee ID #:
      
	Action:
(Check any applicable)


	Department:
      
	Type of Appraisal:
(Check one)
	  FORMCHECKBOX 
 Retention/Permanent Status

  FORMCHECKBOX 
 Rejection During Probation

  FORMCHECKBOX 
 Extension of Probation

	Class Title/Number:
      
	  FORMCHECKBOX 
 Second Probationary

  FORMCHECKBOX 
 Final Probationary
	  FORMCHECKBOX 
 Extension of Probation 

  FORMCHECKBOX 
 Step Increase

	Beginning/Ending Period:
                          to       
	  FORMCHECKBOX 
 Annual

  FORMCHECKBOX 
 Special
	  FORMCHECKBOX 
 Merit Increase 

  FORMCHECKBOX 
 Withhold Step Increase



	KEY ELEMENTS OF JOB PERFORMANCE

(Please complete this section last)
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Job Expertise
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Customer Service
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Communication Skills
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Teamwork and Interpersonal Skills
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Judgment/Problem Solving
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Reliability 
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Supervisory & Leadership Skills (supervisors only)
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	      
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	OVERALL RATING
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



	Employee
	 FORMCHECKBOX 

I accept the evaluation.
 FORMCHECKBOX 

I disagree with the evaluation.
       (To appeal, see information below, there is no appeal for Probationary Appraisals)
	

	
	SIGNATURE  __________________________________________         DATE
	DATE 

	Supervisor
	PRINT NAME ________________________________________

SIGNATURE ________________________________________              DATE ___________________________________

	Dept director or designee


	PRINT NAME ________________________________________

SIGNATURE_________________________________________
DATE         ___________________________________



	PERFORMANCE TARGETS:  Prior to the start of the rating period, the supervisor should define performance expectations for the employee.  During the review period, the supervisor, jointly with the individual, should define results to be achieved in various phases of the job.  The process should be a dynamic and changing one, where the supervisor evaluates progress on a continual basis.  Expectations and targets should be clearly understood by the supervisor and the employee.  For the evaluation to be effective, the employee must have an active and integral role in both its initial establishment and the methods used to reach the targets.  These targets should be consistent with and in support of the adopted City goals and departmental objectives. 

	REVIEW AND APPEAL:  For MEF, OE#3, ABMEI, CEO, and POA, consult the applicable Memorandum of Agreement (MOA) for more information regarding the appeal process.  For other permanent employees, consult the Civil Service Rules 3.04.1700 for appeal information.  In most cases, a permanent employee may have the right to appeal overall performance ratings which are below meets standard.  Such appeal shall be made first to the Department Director or Designee.  If the employee is dissatisfied with the decision of the Department Director or Designee, he or she may appeal further.  The process for further appeal is defined in either the Memorandum of Agreement of the employee's bargaining unit or in the Civil Service Rules.  There are generally two avenues of further appeal, one directed to the City Manager and the other to the Civil Service Commission.  

	ORIGINAL – Employee Services
	COPIES (3) - EMPLOYEE, SUPERVISOR, AND EMPLOYEE'S DEPARTMENT PERSONNEL FILE


	1. Job Expertise
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Permit Processing w/in IiR Guidelines
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Microsoft Office Suites Knowledge
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Permit, USA, Project Database Competency
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Computer Literacy
	
	
	
	
	

	 Permit Application Review w/ Completeness/Accuracy
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Initial/Preliminary Plan Review
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Timely and Accurate Processing of Invoices 
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Assignments/Workloads Prioritization 
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Permit and Document Management
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	File Maintenance
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Familiarity with Engineering Staff Functions
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	
	
	
	
	

	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:

	2. Customer Service
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Timely and Accurate Response from Citizen Complaint and Inquiries
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Timely and Accurate Response from Internal and External Clients
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Prompt and Courteous Response to Telephone and E-mail Inquiries
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:
	3. Communication Skills
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Effective Written and Oral Communication
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Ask Appropriate Questions to Assist in Resolution of Problems
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Keep Supervisor Apprised of Administrative Issues
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Inform Engineering and Inspector Staff of Work Related Issues as They Arise
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:
	4. Teamwork & Interpersonal Skills
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Positive Attitude in the Workplace
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Work well with Fellow Employees
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Proactive Approach in Assisting Team Members
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:

	5. Judgment/Problem Solving
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Addressing Public Concerns
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Review Work for Compliance in Procedure
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Review for Completeness of the Application Form and Plan
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Evaluate Inquiries for Assignment to Appropriate Parties
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Diagnose Problems for Correct Assignment to Engineering and Inspection Staff
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Use of Communication Skills to Aid in Problem Resolution
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Obtain Detail Information of Problems or Complaints
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:

	6. Reliability
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Punctuality
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Timely Task Delivery
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Ability to Meet Deadlines
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Ability to Follow Directions
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Provide Accurate Staff Work
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Repeat Previous Described Task with Little or No Further Information or Direction
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:

	7. Supervisory & Leadership Skills 

(for Supervisors/Managers only)
	Exceptional
	Above Standard
	Meets Standard
	Needs Improvement
	Unsatisfactory



	Proactive Self-Motivation
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Lead by Example
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Mentorship
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Provide Clear Direction
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Encourage Career and Educational Advancement
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Encourage Work Related Improvement
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Average Rating
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Comments:
OVERALL COMMENTS:

	


FUTURE ACTION PLAN TO BE ACHIEVED PRIOR TO NEXT REVIEW:

	


This is not a comprehensive list of City of San Jose policies.  There are additional City, department and/or division policies employees should know.  Please contact your department Employee Services Liaison and/or the Office of Employee Relations for more information.  By providing a signature below and your initials in each box next to each policy, you will indicate that you have read and understood the key City policies listed.
 FORMCHECKBOX 
  Harassment and Discrimination Policy



(City Policy Manual, Section 1.01) (www.csj.gov/oer)
 FORMCHECKBOX 
 Workplace Violence Policy

 FORMCHECKBOX 
 Substance Abuse Policy and Guidelines

      (Refer to applicable employee Memorandum of Agreement)
 FORMCHECKBOX 
 Code of Ethics


-Gift and Lobbyist Ordinance


-Conflict of Interest

 FORMCHECKBOX 
 Public Works Department Gift Policy



 FORMCHECKBOX 
 Outside Employment Policy


      (City Policy Manual, Section 3.02) (www.csj.gov/oer)
 FORMCHECKBOX 
 Employee Photo Identification Badge Policy

      (City Policy Manual, Section 3.03) (www.csj.gov/oer)
 FORMCHECKBOX 
 Use of E-mail, Internet Services, and Other Electronic Media



      (City Policy Manual, Section 3.01) (www.csj.gov/oer)
      For further information on these policies, please contact the Office of Employee Relations at 277-4486.

I have read and understood my responsibilities regarding the policies listed above:
_________________________________________________



Employee Signature



Date

I have witnessed the above employee initial and sign this document:
_____________________________________________




Supervisor Signature



Date
Key Policies and Procedures Checklist








  (Continued on back of form)

