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I. PURPOSE:

This procedure describes the annual performance review processes for the paid personnel of the Flint Hill Fire Department.
II. DISCUSSION:

The paid personnel of Flint Hill Fire Department (FHFD) are formally reviewed annually. The review process is different for part time and full-time employees. Each of these processes are described in this procedure.
III. PROCEDURE:


Part Time Employees

1) In January, the shift captains review all part time firefighters using the appropriate form and forward the completed forms to the deputy chief by the 20th of the month.
2) The deputy chief reviews and consolidates the captain’s input into a single document that is submitted to the fire chief by the end of January. 
3) If the fire chief identifies performance issues with a part time employee, the fire chief will meet with the employee in February to review their performance. The fire chief will establish an improvement plan or take other corrective actions as necessary. In extreme cases an employee may be terminated due to a poor performance review. 

Full Time Employees

1) The full-time review process begins in March when an employee and their supervisor work together to complete an employee development plan for the next review period.  This plan is referred to throughout the next review period to ensure the employee is achieving (or at least progressing toward) the agreed upon goals.

2) During April and May, supervisors and department management complete the employee reviews and add the employee’s development plan to the review.
3) In June supervisors meet with their employees to review their performance. A copy of the review is provided to the employee. The original is forwarded to the fire chief and filed in the employee’s permanent record. 

4) The fire chief meets with employees in June to discuss any merit increase that results from their annual performance appraisal.

