FLINT HILL FIRE DEPARTMENT 
GENERAL POLICY

232.02 PERFORMANCE REVIEWS                                    
PAGE 2

	[image: image1.jpg]



	FLINT HILL FIRE DEPARTMENT

GENERAL POLICY


Policy Number: 232.02
Policy Title:
Performance Reviews  
Adopted:   01/17/2014




Rescinds:  12/3/2012
Approved By:   






 (Chief)

I. PURPOSE:

This policy establishes the parameters for the performance review process used for the paid personnel of the Flint Hill Fire Department.
II. DISCUSSION:

The paid personnel of Flint Hill Fire Department (FHFD) are expected to maintain a high level of skill, competency and integrity in the performance of their duties.  A performance review process is in place which allows the department and employee to evaluate an employee’s demonstrated performance to the expectations of their job description.  This policy is applicable to both part time and career employees.
III. POLICY:

All Employees

1) Employees are rated using the following numeric scale:

a) 1 - Does Not Meet Expectations

b) 2 - Meets Expectations

c) 3 - Exceeds Expectations

d) 4 - Outstanding

2) Unacceptable performance may result in termination of employment or other corrective action deemed appropriate by the Fire Chief. See the appropriate 802 series SOG for details of the termination process. 
3) Peer reviews may be used during the evaluation process for an employee.  During a peer review coworkers of an employee are asked to provide feedback on their interaction and impressions of the employee’s performance. Peer reviews are used by a reviewer to gain additional information about an employee’s performance and are not directly used on a performance evaluation. See 232.02 PEER REVIEW FORM.

Part Time Employees

1) The performance of part time employees will be reviewed once a year during the month of January.
2) For part time personnel not assigned to a specific shift the Fire Chief is responsible for completing the 232.02 PART TIME PERFORMANCE REVIEW FORM.  Shift Supervisors will provide input so an accurate review can be developed.

3) For part time personnel assigned to a shift, the Shift Supervisor will provide evaluation feedback to the Fire Chief using the 232.02 PART TIME PERFORMANCE REVIEW FORM.  The Fire Chief will make adjustments to the initial review as needed using any additional information the Fire Chief gathers.   
4) The part time review is less formal than the career appraisal and does not require input from the employee being reviewed. Employees are rated in various categories using the aforementioned scale and an overall assessment rating is determined. See attachment 232.02 PART TIME PERFORMANCE REVIEW FORM. 

5) The Fire Chief will meet with each part time employee to review their performance. A copy of the review will be provided to the employee and the original filed in the employee’s permanent record. Employee meetings will be held during the months of January and February at the mutual convenience of the employee and Fire Chief.
6) The part time employee rating will be used by the Fire Chief when determining the number of work days assigned to part time employees. The higher the rating the more preference an employee is given in the work assignment process. Ratings will remain in effect until the next review period. 

7) Since part time employees are paid a standard hourly rate their rating will not have an effect on that rate.


Career Employees

1) The performance of career employees will be reviewed once a year during the month of May.

2) Career employees are reviewed by their immediate supervisor under the guidance of the Fire Chief. Shift Supervisors will provide input as appropriate.

3) The career review is comprehensive in nature. Numeric ratings are assigned to various categories of performance and specific examples are provided for each category. An overall summary, overall rating, supervisor comments and employee comments complete the review.  See attachment 232.02 CAREER PERFORMANCE REVIEW FORM.
4) During May the employee and supervisor work together to complete an additional section which details the goals and development plan for the employee for the next review period.  This plan is used during the review process for the following year and should be referenced thought the review period to ensure the employee is achieving (or at least progressing toward) the agreed upon goals.

5) The supervisor will meet with each career employee to review their performance. A copy of the review will be provided to the employee and the original filed in the employees permanent record. Employee meetings will be held during the month of June at the mutual convenience of the employee and supervisor.

6) The career employee rating will be used by the Fire Chief to determine any applicable merit increase.  Merit increases will take effect on July 1 of each year. The amount of the merit increase an employee may receive is based on a number of factors. These include: the availability of funds, where the employee is on their pay scale, competitive market analysis, the ratings of other employees and the rating of the employee.  Thus, yearly merit pay increases are not guaranteed and must be earned. A general guide to the effect an employee’s rating MAY have on their compensation is as follows:

a) Outstanding – Very likely to receive an increase

b) Exceeds Expectations – Likely to receive an increase 
c) Meets Expectations – May or may not receive an increase

d) Does Not Meet Expectations – Will not receive an increase
7) Career employee ratings will also be considered during the promotional process as defined in policy 232.02 CAREER PROMOTIONS.

8) If a career employee’s supervisor determines the employee is consistently failing to meet expectations an employee may be placed on a Performance Improvement Plan (PIP).  A PIP is a formal process which is documented using the 232.02 CAREER PERFORMANCE IMPROVEMENT PLAN FORM.  Each PIP is specific to a given situation and the details of the length, expectations and consequences for not meeting the expectations of the PIP are all documented on the form. A PIP will become part of the employees permanent employment file.

9) Lesser instances of poor employee performance may be handled with oral coaching sessions between the employee and their supervisor.  These sessions may be documented at the discretion of the supervisor or request of the employee. All documented sessions will become part of the employees permanent employment file.

