City of Alexandria
Draft Performance Evaluation Form
Supervisors/Managers

Employee Name Job Title

Definitions for Performance Ratings

Please use the following definitions for sections A through D.

Greatly Exceeds Requirements / Expectations: Performance/behavior consistently exceeds all or virtually all, job
requirements/expectations. The employee consistently performs outstanding work, regularly above and beyond what is
expected of employees in this job. Routinely models behavior consistent in the City’s vision and values and makes other
outstanding leadership contributions. The quality of work from this person is better than most of his/her peers. This rating
is to be used for only exemplary performance and behavior.

Exceeds Requirements / Expectations: Performance/behavior regularly exceeds job requirements / expectations. Is
able to work with little direction and produces high quality work. Adds value to the organization. Makes his/her own
decisions and is a self-starter.

Meets Requirements / Expectations: Performance / behavior meets the defined job requirements / expectations. The
employee is performing the job at the level expected for employees in this position. Requires minimal direction and
coaching. Consistently meets job requirements with few errors and minimal revision.

Does Not Fully Meet Requirements / Expectations: Performance / behavior does not fully meet the job regulations /
expectations. Capable of producing work that is of reasonable quality, but often produces work which may not be up to
standard. Does not use time or resources effectively.

Significantly Below Requirements / Expectations: Performance / behavior fails to meet the defined performance
regulations / expectations. Deficiencies must be corrected and better performance achieved and maintained in the future.
Requires significant amount of direction and coaching. The employee is not performing the job at expected level for
employees in this position. The employee does not behave / conduct himself / herself consistent with the City’s vision and
or values.




Section A: Departmental/Division/Program Area Performance Measures

Please rate the degree to which the employee directly or indirectly contributed to the Departmental, Division, or
Program Area performance measures throughout the year.
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Performance Measure 2:




Section B: Individual Performance Measures (use extra sheets as needed)

Please rate the degree to which the employee fulfilled the individual performance measures for the year.

Evaluative Comments (Mid Year and End of Year):

Performance Measure 2:

Evaluative Comments (Mid Year and End of Year):

Performance Measure 3:

Evaluative Comments (Mid Year and End of Year):

Performance Measure 4:

Evaluative Comments (Mid Year and End of Year):




Section C: End of Year Evaluation of Demonstrating City of Alexandria Competencies

Please rate the degree to which the employee demonstrated the City of Alexandria competencies throughout
the year.

O Greatly exceeds J Exceeds - O Meets O Does not fully meet | O Significantly below
Requirements / Requirements / Requirements / Requirements / Requirements /
Expectations Expectations Expectations Expectations Expectations
Comments:

O Greatly Exceeds O Exceeds 0 Meets O Does Not Fully

e

O Significantly Below

Requirements / Requirements / Requirements / Meet Requirements/ | Requirements /
Expectations Expectations Expectations Expectations Expectations
Comments:

O Greatly Exceeds O Exceeds 0 Meets O Does Not Fully O Significantly Below
Requirements / Requirements / Requirements / Meet Requirements/ | Requirements /
Expectations Expectations Expectations Expectations Expectations
Comments:

a IS
O Greatly Exceeds O Exceeds O Meets O Does Not Fully O Significantly Below
Requirements / Requirements / Requirements / Meet Requirements / | Requirements /
Expectations Expectations Expectations Expectations Expectations
Comments:

O Meets
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Greatly Exceeds
Requirements /
Expectations

- Comments:

O Does Not Fully
Meet Requirements /
Expectations

O Significantly Below
Requirements /
Expectations

O Greatly Exceeds O Exceeds J Meets O Does Not Fully O Significantly Below
Requirements / Requirements / Requirements / Meet Requirements / | Requirements /




Expectations

Expectations

Expectations

Expectations

Expectations

Comments:




Section D: Job Specific Skills and Competencies

Please rate the degree to which the employee demonstrated skills and competencies throughout the year.
Add up to 10 job specific competencies for the individual. Enter the appropriate rating to the left of each
competency. Next, obtain a Factor Rating by adding the competency ratings and dividing that number by the
number of competencies rated.

Use the following rating scale to rate each competency below:

S TR

Please insert up to 10 job specific (technical) competencies below

Comments




Section E: Overall Evaluation

Job

Competencles

28%

org

Competoncles

25%

Dept/Dlv
Measures

indiv

28%

Measures
25%

Please enter the scores from the sections above into the score sheet below.

/

and Competencies

Skill/Competency 2

| Skil/Competency 3

Skill/Competency 4

Skill/Competency 5

Skill/lCompetency 6

Skill/Competency 7

Skill/Competency 8

Skil/Competency 9

Specific Skills and
Competencies
Rating/Number of
Skills and
Competencies =
Average Rating

25% = Score

Department/Division Measure 1 Total ratings for all | Average Rating x - | Score
Measures Measure 2 measures/Number | 25% = Score
Measure 3 of Measures =
Measure 4 Average Rating
Individual Measures Measure 1 Total ratings for all | Average Rating x | Score
Measure 2 measures/Number | 25% = Score
Measure 3 of Measures‘=
Measure 4 Average Rating
Organizational Interpersonal Skills Total Rating for All | Average Rating x | Score
Competencies — Competencies/6 = | 25% = Score
Communications Average Rating
Accountability and
Excellence
Mission/Service
Orientation
Teamwork
Flexibility
Judgment and
Decision Making
Job Specific Skills Skill/lCompetency 1 Total of Job Average Rating x | Score




Skill/Competency 10

Overall

Total




Section F: Development Plan

Action Plan

Signatures Indicate Completion of the Job Development Plan, Mid Year Review and End of
Year Review

Initial Plan:
Supervisor/Manager’s Signature Date:
Employee’s Signature Date:

Mid-Year Review:

Supervisor/Manager’'s Signature . Date:

Employee’s Signature Date:

S“upérilismdr]Manager Comments:

Supervisor/Manager Signature: Date:

Employee Comments (Optional):

Employee Signature (denotes review of this document and does Date:
not indicate agreement)

Reviewer Signature: ‘ Date:




City of Alexandria
Sample Performance Evaluation Form
Employees (Level 3)

Employee Name Job Title

Definitions for Performance Ratings

Please use the following definitions for sections A through C.

Greatly Exceeds Requirements / Expectations: Performance/behavior consistently exceeds all or virtually all, job
requirements/expectations. The employee consistently performs outstanding work, regularly above and beyond what is
expected of employees in this job. Routinely models behavior consistent with the City’s values and makes other
outstanding leadership contributions. The quality of work from this person is better than most of his/her peers. This rating
is to be used for only ‘exemplary performance and behavior.

Exceeds Requirements / Expectations: Performance/behavior regularly exceeds job requirements / expectations. Is
able to work with little direction and produces high quality work. Adds value to the organization. Makes his/her own
decisions and is a self-starter.

Meets Requirements / Expectations: Performance / behavior meets the defined job requirements / expectations. The
employee is performing the job at the level expected for employees in this position. Requires minimal direction and
coaching. Consistently meets job requirements with few errors and minimal revision.

Does Not Fully Meet Requirements / Expectations: Performance / behavior does not fully meet the job regulations /
expectations. Capable of producing work that is of reasonable quality, but often produces work which may not be up to
standard. Does not use time or resources effectively.

Significantly Below Requirements / Expectations: Performance / behavior fails to meet the defined performance
regulations / expectations. Deficiencies must be corrected and better performance achieved and maintained in the future.
Requires significant amount of direction and coaching. The employee is not performing the job at expected level for
employees in this position. The employee does not behave / conduct himself / herself consistent with the City’s values.




Section A: Individual Performance Measures (use extra sheets as needed)

Please rate the degree to which the employee fulfilled the individual performance measures for the year.

Performance Measure 1:

Evaluative Comments (Mid Year and End of Year):

End of Year Ratings: __ | o

0 Greatly Exceeds |'fJ Exceeds Meets O Sighificantly =
Requirements / “Requirements / quirements / ‘Below'Requirements:
Expectations Expectations . ;'Expectations *?'lffEx‘p‘gctzatidhs

Performance Measure 2:

Evaluative Comments (Mid Year and End of Year):

End of Year Ratings: : . , .

O) Greatly Exceeds | (JExceeds ~ *  |.CJMeets -  Fully 01 Significantly
Requirements / ‘Requirements / |'Requirements / 1N rements / | Below'Requirements
Expectations Expectations | Expectations -Expectations | Expectations

Performance Measure 3:

Evaluative Comments (Mid Year and End of Year):

Endof YearRatings: . . e g

[ Greatly Exceeds | 0J Exceed: |. O Meets Does Not Fully 0 Significantly
Requirements/ . | Requirements/ "Requirements [ eet Requirements / | Below Requirements
Expectations f"‘Expectatkiéﬂ‘g;',,f - . | Expectations ~7=:‘,7_Ex‘pe‘¢t‘ati0ns “|  Expectations -

Performance Measure 4:

Evaluative Comments (Mid Year and End of Year):

[ Greatly Exceeds | ] Exceeds | O'Meets . O Does Not Fully - | O Significantly -
Requirements / Requirementsi/-. ~ * ‘[ Requirements /' Meet Requirements./ - Below Requirements::

Expectations Expectations .| Expectations _Expectations | I Expectations




Section B: End of Year Evaluation of Demonstrating City of Alexandria Competencies

Please rate the degree to which the employee demonstrated the City of Alexandria competencies throughout

the year.

Communication and Interpersonal Skills —

- Involves skills and behaviors that facilitate an open: exchange ofideas and
fosters an atmosphere of open communications.

0O Greatly exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Meets
Requirements /
Expectations

O Does not fully meet
Requirements /
Expectations

O Significantly below
Requirements /
Expectations

Comments:

Teamwork —
the organization.

Involves collaborating and cooperatmg with others in order to. enhance the efficiency and effectiveness of

O Greatly Exceeds
Requirements /
Expectations

0 Exceeds
Requirements /
Expectations

O Meets
Requirements /
Expectations

O Does Not Fully
Meet Requirements /
Expectations

Cl Significantly Below
Requirements /
Expectations

Comments:

Accountability and Excellence — Involves Keéping abreast of trends and:practices to build own:skills to achieve the
City’s mission to deliver exceptional service to citizens.

O Greatly Exceeds
Requirements /
Expectations

0O Exceeds
Requirements /
Expectations

O Meets
Requirements /
Expectations

0 Does Not Fully
Meet Requirements /
Expectations

A Significantly Below
Requirements /
Expectations

Comments:

Mission/Service Orientation —

performance and.providing meaningful contributions to mission accomplishment.

Involves behaviors related to providing the quality of service essential to high

O Greatly Exceeds O Exceeds O Meets O Does Not Fully 0O Significantly Below
Requirements / Requirements / Requirements / Meet Requirements / | Requirements /
Expectations Expectations Expectations Expectations Expectations
Comments:

Flexibility — Involves maintaining focus, intensity, and optimism, even under adversity, and recovering quickly from set

backs if and when they occur and’ demonstratlng ab/l/ty to be receptive to adaptat/on in order to ensure success of the

organization.

O Greatly Exceeds O Exceeds O Meets O Does Not Fully O Significantly Below
Requirements / Requirements / Requirements / Meet Requirements / | Requirements /
Expectations Expectations Expectations Expectations Expectations
Comments:

Judgment and Decision Making —

Involves achievement of desired results by identifying priorities for action and making

sound, fact-based, t/mely decisions and.the’ recogn/t/on definition, and analysis of problems, including alternative

_solutions.

O Greatly Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

a Meets
Requirements /
Expectations

0O Does Not Fully
Meet Requirements /
Expectations

0O Significantly Below
Requirements /
Expectations

Comments:




Section C: Job Specific Skills and Competencies

Please rate the degree to which the employee demonstrated skills and competencies throughout the year.
Add up to 10 job specific competencies for the individual. Enter the appropriate rating to the left of each
competency. Next, obtain a Factor Rating by adding the competency ratings and dividing that number by the
number of competencies rated.

Use the following ratlng scale to rate each cornpetency below:

f5??Greatly;Exceeds ’ la Exc'ee’ds"ﬁeau‘iremenf Meets Reqwrementsl E 2 Does Not Fully Meet 1 S|gn|ﬂcant|y Below
2 . Expectations™ = ... Requiremenits/
e | Expectations
. . - ) . Rating
Please insert up to 10 job specific (technical) competencies below - (1=5)

Comments




Section D:

Overall Evaluation

Job

Competenciles

25%

Competencles

25%

Individual
Measures
850%

Please enter the scores from the sections above into the score sheet below.

Score Sheet (Example)

Use the following scale to rate each element W|th|n the table below

5 Greatly Exceeds:;
Requlrements !

4 Exceeds Requn
Expectatlons

Not FuIIy Meet

Expéctations B Expectatlons
Pie Slice Rating | Average'Rating | Score - Score
Average Ratmg*,w‘ s
s | ~ X Welght) 12

Individual Measures Measure 1 Total ratings for aII Average Rating x| Score

Measure 2 measures/Number | 50% = Score

Measure 3 of Measures.=

Measure 4 Average Rating
Organizational Interpersonal Skills Total Rating for Ail | Average Rating x | Score
Competencies Communications Competencigs/G = | 25% = Score

Average Rating

Accountability and

Excellence

Mission/Service

Orientation

Teamwork

Flexibility

Judgment and

Decision Making
Job Specific Skills Skill/Competency 1 Total of Job Average Rating x | Score
and Competencies Skill/Competency 2 Specific Skills and | 25% = Score

SkillCompetency 3 Competencies

Skill/Competency 4 g:ltlllgga/:g mber of

Skill/lCompetency 5 Competencies =

Skill/Competency 6 Average Rating

Skill/Competency 7

Skill/Competency 8

Skill/Competency 9

Skill/Competency 10
Overall Total




Section E: Development Plan

1. Development Goals: -

A e, 2. ActionPlan. . -

- "3.Results. -

Signatures Indicate Completion of the Job Development Plan, Mid Year Review and End of

Year Review

Initial Plan:
Supervisor/Manager’s Signature

Date:

Employee’s Signature

Date:

Mid-Year Review:

Supervisor/Manager's Signature

Date:

Employee's Signature

Date:

End of Year Review

Supervisor/Manager Comments:

Supervisor/Manager Signature:

Date:

Employee Comments (Optional):

Employee Signature (denotes review of this document and does Date:

not indicate agreement)

Reviewer Signature:

Date:




City of Alexandria
Draft Performance Evaluation Form
Leadership (Level 5)

Employee Name Job Title

Definitions for Performance Ratings

Please use the following definitions for sections A through E.

Greatly Exceeds Requirements / Expectations: Performance/behavior consistently exceeds all or virtually all, job
requirements/expectations. The employee consistently performs outstanding work, regularly above and beyond what is
expected of empioyees in this job. Routinely models behavior consistent in the City’s vision and values and makes other
outstanding leadership contributions. The quality of work from this person is better than most of his/her peers. This rating
is to be used for only exemplary performance and behavior.

Exceeds Requirements / Expectations: Performance/behavior regularly exceeds job requirements / expectations. |s
able to work with little direction and produces high quality work. Adds value to the organization. Makes his/her own
decisions and is a self-starter.

Meets Requirements / Expectations: Performance / behavior meets the defined job requirements / expectations. The
employee is performing the job at the level expected for employees in this position. Requires minimal direction and
coaching. Consistently meets job requirements with few errors and minimal revision.

Does Not Fully Meet Requirements /.Expectations: Performance / behavior does not fully meet the job regulations /
expectations. Capable of producing work that is of reasonable quality, but often produces work which may not be up to
standard. Does not use time or resources effectively.

Significantly Below Requirements / Expectations: Performance / behavior fails to meet the defined performance
regulations / expectations. Deficiencies must be corrected and better performance achieved and maintained in the future.
Requires significant amount of direction and coaching. The employee is not performing the job at expected level for
employees in this position. The employee does not behave / conduct himself / herself consistent with the City’s vision and
or values.




Section A: City-Wide Performance Measures

Please rate the degree to which the employee directly or indirectly contributed to the City-wide performance
measures throughout the year.




Section B: Departmental/Division/Program Area Performance Measures

Please rate the degree to which the employee directly or indirectly contributed to the Departmental, Division, or
Program Area performance measures throughout the year.




Section C: Individual Performance Measures (use extra sheets as needed)

Please rate the degree to which-the employee fulfilled the individual performance measures for the year.

%
Sy bl

Performance Measure 1:

Evaluative Comments (Mid Year and End of Year):




Section D: End of Year Evaluation of Demonstrating City of Alexandria Competencies

Please rate the degree to which the employee demonstrated the City of Alexandria competencies throughout
the year.

O Greatly exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Meets
Requirements /
Expectations

cC at

O Does not fully meet
Requirements /
Expectations

3 Significantly below
Requirements /
Expectations

Comments:

O Greatly Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

an

O Meets
Requirements /
Expectations

O Does Not Fully
Meet Requirements /
Expectations

O Significantly Below
Requirements /
Expectations

Comments:

O Greatly Exceeds
Requirements /
Expectations

O Exceeds

Requirements /
Expectations

O Meets

Requirements /
Expectations

O Does Not Fully

Meet Requirements /
Expectations

O Significantly Below
Requirements /
Expectations

Comments:

3 Greatly Exceeds
Requirements /
Expectations

O Exceeds

Requirements /

Expectations

Requirements /

Expectations

3 Does Not Fully
Meet Requirements /
Expectations

O3 Significantly Below
Requirements /
Expectations

Comments:

O Greatly Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Meets
Requirements /
Expectations

O Does Not Fully
Meet Requirements /
Expectations

3 Significantly Below
Requirements /
Expectations

Comments:

act ti
O Greatly Exceeds

Requirements /
Expectations

O Exceeds

Requirements /
Expectations

0 Meets
Requirements /
Expectations

0O Does Not Fully
Meet Requirements /
Expectations

O Significantly Below
Requirements /
Expectations

Comments:



Section E: End of Year Evaluation of Demonstrating City of Alexandria Guiding Principles

Please rate the degree to which the employee demonstrated the City of Alexandria Guiding Principles
throughout the year.

Requirements /
Expectations

Requirements /
Expectations

Requirements /
Expectations

Requirements /

o t

Requirements /
Expectations

(6)

Requirements /
Expectations

O Greatly Exceeds

O Greatly Exceeds

3 Greatly Exceeds

a

O Greatly Exceeds

O Greatly Exceeds

O Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

0O Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Exceeds
Requirements /
Expectations

O Meets

Requirements /
Expectations

O Meets
Requirements /
Expectations

O Meets
Requirements /
Expectations

O Meets
Requirements /

Expectations

O Meets
Requirements /
Expectations

d

0 Meets

Requirements /
Expectations

O Meets
Requirements /
Expectations

e i

O Does not fully meet

Requirements /
Expect’ations

(0 Does Not Fully
Meet Requirements /
Expectations

O Does Not Fully
Meet Requirements /
Expectations

O Does Not Fully
Meet Requirements /
Expectations

3 Does Not Fully
Meet Requirements /
Expectations

O Does Not Fully
Meet Requirements /
Expectations

oal

O Does Not Fully
Meet Requirements /
Expectations

O Significantly below

Expectations

Expectations

Requirements /
Expectations

8SS.
O Significantly Below
Requirements /

O Significantly Below
Requirements /

O Significantly Below
Requirements /
Expectations

3 Significantly Below
Requirements /
Expectations

O Significantly Below
Requirements /
Expectations

O Significantly Below
Requirements /
Expectations

Comments:

\



Section F: Overall Evaluation

Gulding
Principles City Measures
25% 20%

¥ pept/DIv

: Meoasures
Org Individual  20%
Competencies
28509 Measures )
10%

Please enter the scores from the sections above into the score sheet below.

Score Sheet (Example)

i&ly s

Use the following scale to rate each element within the table below.
% g o : o )

City-wide Measures Measure | Total ratings for all | Average Ratingx | Score
Measure 2 measures/Number | 20% = Score
Measure 3 of Measures =
Average Rating
Department/Division Measure 1 Total ratings for all | Average Rating x | Score
Measures Measure 2 measures/Number | 20% = Score
Measure 3 of Measures =
Average Rating
Individual Measures Measure 1 Total ratings for all | Average Rating x | Score
Measure 2 measures/Number | 10% = Score
Measure 3 of Measures =
Average Rating
Organizational interpersonal Skills Total Rating for All | Average Rating x | Score
Competencies — Competencies/6 = | 25% = Score
Communications Average Rating
Accountability and
Excellence
Mission/Service
Orientation
Teamwork
Flexibility
Judgment and
Decision Making
Guiding Principles Ethical Behavior Total of Job Average Rating x | Score
Innovation Specific Skills and | 25% = Score
Leadershi Competencies
Professio:alism Rating/Number of
Skills and
Respect Competencies =
Responsibility Average Rating
Teamwork




Skill/lCompetency 8

Skill/Competency 9

Skill/Competency 10

Overall

Total




Section F: Development Plan

Signatures Indicate Completion of the Job Development Plan, Mid Year Review and End of
Year Review

Initial Plan:
Supervisor/Manager’s Signature Date:
Employee’s Signature Date:

Mid-Year Review:

Supervisor/Manager’s Signature Date:

Employee’s Signature Date:

Supervisor/Manager Comments:

Supervisor/Manager Signature: Date:

Employee Comments (Optional):

Employee Signature (denotes review of this document and does Date:
not indicate agreement)

Reviewer Signature: Date:




