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PURPOSE 
 
The purpose of this policy is to ensure the expedient processing of the Employee 
Development Program Report and Plan. 
 
POLICY 
 
A. The evaluation system provides a format for an immediate supervisor to assess the 

work performance of a subordinate employee under their direction which becomes 
part of the employment record.  This format will identify strengths and weaknesses 
of each employee as well as identify any behaviors that are inappropriate, or 
behaviors that should be recognized as good work. 

 
B. The evaluation form serves to: (PLEAC 1.9.2) 

 
1. Initiate and maintain a flow of valuable communication between employee and 

supervisor.  
 

2.  Illustrate employee strengths and weakness. 
 

3.  Identify needs and to provide methods which will improve employee 
performance. 

 
4. Assist in developing employees and identifying employees suitable for higher and 

more responsible positions. 
 

5. Provide information on performance where an employee needs special training.  
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C. The measurement definitions are as follows for all employee evaluations;  (CALEA 
35.1.1a) 

 
1. Outstanding 

 
2. Exceeds Expectations 

 
3. Consistently Meets Expectations 

 
4. Improvement Needed 

 
5. Rarely Meets Expectations 

 
D. Evaluation Forms 
 

1. The evaluation forms consist of individual rated performance standards and 
guidance on a fair and impartial rating for each standard.  The evaluator will 
apply a score to each rating based on the response to the standard being 
evaluated.  (CALEA 35.1.1b) 
 

2. Employees receiving an overall positive range score will continue to be 
encouraged to advance themselves in knowledge and skill.  Supervisors will 
identify skills and tasks which may be introduced to the employee through 
training or specialization based on the needs and goals of the department.  
Employees receiving an overall score in the positive range but who also had 
individual task ratings of unacceptable will be monitored in an informal capacity 
to improve that task. 
 

E. Evaluator Responsibilities 
 

1. Evaluators shall be the immediate supervisor of the employee evaluated.  The 
evaluator should have had contact with the evaluated employee for a period 
exceeding 90 days.  Previous supervisors of an employee having been 
transferred job assignments within the evaluation period who also had contact 
with the employee exceeding 90 days shall also file an evaluation form. 

 
2. Evaluations shall be an accurate, fair and impartial representation of each 

employee’s performance for the period evaluated.  Employee reputation, 
personal relationship, or other biases shall not be considered during the 
assessment process.  Raters shall use accurate and detailed information in a 
well thought out process when filing an evaluation.  (CALEA 35.1.1c) 
 

3. After an evaluation has been completed, the evaluator shall forward the 
evaluation through the chain of command for review and approval.  The signed 
evaluation shall be forwarded to the Human Resources Department for further 
review.  Upon receiving the evaluation back from the Human Resources 
Department and the Staff and Inspections Unit, the evaluator shall review the 
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evaluation with the employee and obtain the employee’s signature as a record of 
this meeting.  During this meeting, the evaluator shall provide the results of the 
evaluation to the employee.  The evaluator shall explain the level of performance 
expected from the employee for the job description and tasks assigned.  The 
evaluator shall further discuss with the employee the personal and departmental 
goals for the new rating period.  The evaluator will discuss with the employee a 
plan regarding the employee’s advancement possibilities as well as 
specialization interests and training appropriate for the position and goals 
identified.  (CALEA 35.1.7a, b, c) 

 

4. After completion of the plan, the supervisor will provide a copy of the report and 
plan to the employee.  The original report and plan shall then be forwarded to the 
Staff & Inspections Unit.  The report will be placed in the employees’ personnel 
file. 

 
5. When an employee includes any comments on the Employee Development Plan, 

the supervisor who prepared the plan shall forward a copy of the comments 
through the chain of command to the Division Commander. 

 
6. The Staff & Inspections Unit will monitor the processing of all Employee 

Development Program Reports and Plans to ensure their completion by the 
established due date. 

 
F. Evaluators shall receive training on the evaluation process at a monthly Staff 

meeting designated by the agenda of the Superintendent of Police.  The Patrol 
Division Commander will conduct training.  This training does not need to occur 
more than one time unless a new supervisor is promoted into the system or forms 
and procedures change.  Evaluators will not be permitted to use these forms until 
training is received.  While evaluations can be somewhat subjective, staff will decide 
at the training session the overall criteria for the skills evaluated so that consistency 
with each employee evaluation is maintained.  (CALEA 35.1.1d) 

 
PERFORMANCE EVALUATION TO BE CONDUCTED ANNUALLY 
 
A. Performance evaluations shall be conducted annually for all employees.  (CALEA 

35.1.2) 
 
B. Supervisors will complete evaluations for all employees except for sworn 

probationary employees under the FTO process receiving daily evaluations as 
defined by departmental policy.  Sworn probationary employees attending the 
mandatory police academy shall not be evaluated by procedures set forth in this 
policy. 

 
PERFORMANCE EVALUATION OF PROBATIONARY EMPLOYEES 
 
A. Performance evaluations will be conducted on sworn probationary employees as 

provided in departmental policy.  Sworn employees successfully completing FTO 
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training and placed on patrol for platoon assignment will commence the evaluation 
process under this policy for any remaining time in the evaluation period. 

 
B. Evaluations will be performed under this policy by the Platoon Supervisor of the 

probationary employee. 
 
PERFORMANCE CRITERIA 
 
A. Performance criteria for an employee will reflect the tasks the employee performs 

relative to the job description of the position, including an assessment of adherence 
to agency policies.  The evaluation form will match the responsibilities assigned for 
evaluation.  (PLEAC 1.9.1 a) 
 

B. Supervisors will be additionally assessed on ensuring compliance with agency 
policy, legal requirements and accreditation standards. (PLEAC 1.9.1 b) 

 
EMPLOYEE APPEAL PROCESS 
 
A. The evaluator shall in each instance provide a descriptive comment on all ratings 

other than consistently meets expectations.  This can be an individual comment for a 
specific task or an overall comment from a final evaluation tally. 
 

B. Evaluations completed by supervisors shall be reviewed and approved by signature 
of the proper Division Commander. 
 

C. Employees will be given the opportunity to sign the evaluation and make any 
comments to supplement the completed performance evaluation report.  Employees 
will utilize the space provided on the evaluation form for comments and a plain sheet 
of white paper for any comments requiring additional space. 
 

D. A copy of the completed evaluation signed by the immediate supervisor shall be 
provided to the employee. 
 

E. Employees disputing the evaluation shall be afforded an appeal process regarding 
the assessment.  Employees disputing the evaluation completely, or partially, shall 
sign the evaluation in the space provided indicating a desire to speak to the proper 
Division Commander with regard to the evaluation.  The Division Commander 
receiving an appeal shall set a time and date to discuss the evaluation with the 
employee for resolution.  Division Commanders may modify evaluations with good 
cause.  Employees disputing a Division Commander’s approval of an evaluation 
shall request a review by the Superintendent of Police who shall have the final 
decision in the disposition of the evaluation. 

 
DOCUMENTING AND TRACKING PERFORMANCE 
 
A. While performance evaluations are conducted and issued annually, the supervisory 

responsibilities of communicating performance expectations and providing feedback 
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to employees are continual.  Both positive performance and performance which 
requires supplemental guidance or correction should be discussed with employees 
and documented throughout the year. 
 

B. The Personnel Tracking System (PTS) is designed to assist supervisors in their 
documentation of employee performance and their supervisory / coaching efforts.  
The positive (P) and corrective (C) PTS “Supervisor” entries, which mirror the 
performance standards rated on the evaluation form, should be utilized as a method 
of documenting noteworthy examples of employee performance.  

 
1. While other methods of supervisory notes and documentation (e.g., filing 

memos, report examples) are also acceptable, the PTS further ensures 
transparency with the employee and access to past documentation by current 
supervisors. 
 

2. Corrective (C) supervisor entries will be automatically purged from the PTS 
after five (5) years (supervisors shall not exempt entries from auto-delete).  

 
C. Supervisors recognizing unsatisfactory performance in an employee task shall 

evaluate whether the action was a rare occurrence requiring a one-time correction or 
rather a pattern of performance which is unsatisfactory.  Minor, single occurrences 
which are quickly corrected, or are not repeated, do not necessarily require an 
“Improvement needed” rating.  Employees should immediately be apprised of any 
poor performance, and when feasible, should be given sufficient opportunity to 
improve before a substandard rating or formal discipline is issued.  Such efforts by 
supervisors and the response of the employees shall be documented appropriately. 

 
PERSONNEL EARLY WARNING SYSTEM 
 
A. This agency recognizes the need for a system which provides early warning for 

employee behaviors which may indicate some potential problems that may become 
detrimental to the employee’s career or personal life.  Combined with an Employee 
Assistance Program, these resources help employees and the agency in meeting 
our established goals and mission.  (PLEAC 1.9.3) 
 

B. Immediate supervisors are the primary source for monitoring performance and the 
behavior of their personnel on a daily basis.  Supervisors shall be alert to and 
monitor the strengths and weaknesses of employees assigned to their unit or 
platoon.  Examples of behaviors and actions symptomatic of personnel difficulties 
include, but are not limited to:  (CALEA 35.1.9 f) 

 

• Uncharacteristic or repeated citizen’s complaints 

• An increase in Use of Force incidents 

• Abrupt changes with regard to tardiness, absenteeism, erratic mood swings, 

unreasonable irritability or aggressiveness, or repeated instances of failure to act 

or overreaction in the line of duty 
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• Indications of alcohol and/or substances abuse 

• Significant negative changes in the employee’s annual performance review 

 

C. Any employee who becomes aware of a fellow employee exhibiting any of the 
described symptoms shall bring their concern to the attention of their supervisor. 
 

D. The PTS will automatically trigger an Early Warning flag for the performance 
indicators listed below.  When any employee has been the subject of the following 
listed criteria within a twelve-month time period (unless otherwise noted), the 
supervisor will evaluate and document a Personnel Early Warning System Report 
in the PTS.  (CALEA 35.1.9 a, b, d) 
 

• 3 Sustained, Not-Sustained, or Partially-Sustained Personnel Incidents or 

• A combination of 2 Inappropriate or Excessive Use of Force or 2 Inappropriate 

Vehicle Pursuits or 

• 5 Sick Occurrences or 

• 3 Uses of Force (not including handcuffing without arrest or implied weapon). 

• A combination totaling 5 of any of the above indicators in a 6-month period. 

 
E. Personnel Early Warning System Reports will not draw any conclusions nor make 

any determinations about the involved employee.  These reports are designed to 
assist in a review that will evaluate and guide the employee.  Personnel Early 
Warning System Reports alone do not form the basis for disciplinary action.  
(CALEA 35.1.9 b) 
 

F. Supervisors identifying a pattern of behavior or singular concerns that must be 
addressed shall notify the appropriate Unit Commander who shall review the 
incoming Personnel Early Warning System Report.  (CALEA 35.1.9 f) 
 

G. The Unit Commander may decide to handle potential or pattern behavior problems 
by the following methods:  (CALEA 35.1.9 c, g, h) 
 
1. Refer employee to a resource in the Employee Assistance Program 

2. Additional or remedial training to include FTO training 

3. Informal Counseling by a Supervisor 

4. Referral for a psychological fitness-for-duty evaluation 

5. Re-assignment or transfer 

6. No action if not needed or concerns were unjustified (mark “no action” in the PTS 
entry) 

 
H. Subsequent performance indicators in the same category of an Early Warning entry 

will generate another Early Warning flag if the threshold is still met.  In such 
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instances, the supervisor shall again review and document the Early Warning 
System report in the PTS. 
 

I. Annually, the Superintendent will designate a Division Commander to submit a 
written evaluation of the system.  (CALEA 35.1.9 e) 

 
RESPONSIBILITY 
 
It is the responsibility of all supervisory personnel to ensure that all personnel under 
their immediate supervision comply with this policy. 



 

 


