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 FORMCHECKBOX 

Other

Employee: (First)                                    
(MI)       .                 (Last)                             
Date:                           
Class Title:                                               


Work Area:                                               

Summary of Performance for (Start Date)                         to (End Date)                        
Evaluator: (Name)                                    

(Title)                                                                   
INSTRUCTIONS

The Performance Summary Form is designed to describe an employee’s job related performance for a specified period of time.  At the beginning of the performance period, a supervisor and an employee should meet to review the employee’s class specification and supplemental job description and discuss the performance expectations specific to the position or the work unit to which the employee is assigned. 

Supervisors are responsible for clearly communicating their performance expectations so that employees understand how their job performance will be evaluated.  During the performance period, communication between the employee and immediate supervisor about the employee’s job performance should occur on a regular basis, and the ratings provided in the performance summary should be reflective of this communication.

· Fill out all areas of the form completely and accurately.  If a particular area does not apply, please write “N/A”.

· Read the explanation of each performance topic carefully. Using the benchmarks provided, mark the employee’s level of performance by placing an “x” in the box over the relevant description.

· For each performance topic, please relate your rating to specific examples of performance to share with the employee when you meet with him or her.  Comments are strongly recommended to support each rating on the performance appraisal; however, you must provide specific examples of performance if you check boxes in “Below Expectations” or the highest rating available under “Exceeds Expectations”.  Prior to meeting with the employee, have your department head review the completed form.

· Attach the employee’s current Supplemental Job Description, Class Specification and the Domestic Violence in the Workplace Policy. Review the documents with the employee, who should then sign the special acknowledgement at the end of the evaluation form. 

· Arrange a face-to-face meeting to discuss the employee’s performance rating.  This meeting should be conducted privately, without interruptions and allow enough time to assure that satisfactory communication has taken place.

· If improvement is required in any area(s), be sure to discuss an action plan that will help assure such improvement.  This should include any additional training required, a schedule of periodic meetings to check progress as well as specific details about expected performance.  It is required that you put such details in writing and attach them to this form.

· At the end of the meeting, the employee should sign the form to acknowledge that the meeting took place.  There is also room for the employee to write any comments.
PERFORMANCE LEVELS:

BELOW EXPECTATIONS: The employee must improve in the area in order to meet the supervisor’s expectations for satisfactory performance.  It should always be accompanied by a plan for the employee and supervisor to work together to bring performance up to a satisfactory level in an appropriate amount of time.  If performance is jeopardizing employment, the employee should also be given a letter of warning. Contact your Human Resource Office for further information.
MEETS EXPECTATIONS:  The employee has met the requirements of the position.  This does not relate to what the supervisor thinks the individual may be capable of, but rather it is specifically related to the way the individual performed the job duties or accountabilities of that position.

EXCEEDS EXPECTATIONS:  Consistently performs above and beyond routine expectations and standards.  Demonstrates high degree of initiative and positive work attitude.  Performs job functions in an exemplary manner with minimum supervision or follow-up required.

 PERFORMANCE CRITERIA

1.   ACHIEVEMENT OF GOALS AND RECOMMENDATIONS FROM LAST PERFORMANCE REPORT: List all goals and/or recommendations for improvement stated in the last evaluation report; note officer’s performance in meeting the goals and efforts taken to address any recommendations for improvement.  


   Below Expectations                                                        Meets Expectations

                                Exceeds Expectations

	
	
	
	                                     
	                                                                

	Failed to meet any of the stated goals and/or address any of the recommended areas of improvement.
	Met some of the goals; made some progress in recommendation(s) for improvement.
	Met all goals; showed some progress in addressing areas of improvement.
	Met or exceeded all stated goals; showed progress in addressing all recommendations for improvement.
	Exceeded all stated goals; showed tremendous progress in addressing recommendations for improvement.


Comments: 

2.  QUALITY OF WORK AND RELIABILITY:  Consider his/her sense of reliability and responsibility in the execution of the job duties the capacity to work thoroughly, accurately and to learn from mistakes.


Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Makes frequent errors; thorough work review is constantly required; rarely learns from mistakes. Misses dead-lines; not dependable.  Does not take duties seriously. Requires close supervision.
	Makes recurrent errors; above normal work review required; seldom learns from mistakes.  Needs reminders and date-specific reminders.  Needs more than average amount of supervision.
	Makes average number of mistakes; normal work review required.  Attends to most duties promptly and in an acceptable manner.  A dependable individual who performs well.  Some supervision needed.
	Is exact and precise most of the time; only spot reviews required; keeps mistakes to a minimum.  Goes out of his/her way to turn in excellent work.  Thoroughly reliable.  Occasional supervision necessary.
	Is consistently exact and precise; requires absolute minimum of review; learns from mistakes.  Extremely high sense of duty. Rarely requires supervision.  Justifies complete confidence.

	
	
	
	
	


Comments: 

3.  QUANTITY OF WORK:  The amount of satisfactory work output; include activity results (from 103 Front) for previous evaluation period, current evaluation period and district average for current evaluation period.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Unacceptable level of output.
	Level of output is marginal; inconsistent.
	Volume of work is satisfactory.
	Output is more than is required; industrious.
	Exceptionally high output.





Previous Evaluation Period
Current Evaluation Period

District Average (current period)


	License Checks
	
	
	

	OHRV Checks
	
	
	

	S/W
	
	
	

	Calls for Service
	
	
	

	MV Miles
	
	
	

	OHRV Miles
	
	
	

	Snowmobile Miles
	
	
	

	Boat Hours
	
	
	

	Outdoor Ed Classes
	
	
	


Comments:   Note any Initiative (Extra Projects or Assigned Duties) completed during evaluation period. 

4.  JOB KNOWLEDGE:  The total knowledge and information possessed about all types of work that an employee should know to carry out work duties satisfactorily, including staying current on technical developments and maintaining job-related professional or continuing education requirements for licensure.  Consider the requirements of the job and compare them to the Officer’s knowledge.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Serious gaps in his/her knowledge of fundamentals of the job.
	Lacks knowledge and information of some phases of the job.
	Sufficient knowledge and information to perform job.
	Has excellent knowledge of all phases of his/her job.
	Has exceptional understanding of his/her job.  Is extremely well informed.


Comments:  Include all Specialized Skills utilized at any time in Department service.
5.  INTERPERSONAL SKILLS:  Consider his/her capacity to get along with co-workers and the public and to express job-related information effectively; also consider verbal and listening skills.  

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Unable to effectively communicate with the public or fellow employees.  Has serious difficulty considering other views or opinions.
	Has difficulty communicating with the public and fellow employees.  Has trouble considering differing views and opinions.
	Conveys information and instructions well; converses with the public and fellow employees effectively.  Receptive to differing points of view.
	Above average ability to communicate with the public and fellow employees.  Consistently open to differing points of view.
	Very articulate; expresses thoughts clearly and concisely; skillful in public presentations. Excellent ability to communicate with fellow employees and the public. 

	
	
	
	
	


Comments: 
6.  ATTITUDE AND PERSONAL RESPONSIBILITY:  Consider the individual’s interest in his/her job; consider his/her self-restraint, ability to control temper, respect and regard for others.


Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Complains or acts unconcerned. Surly, touchy, or quarrel-some; antagonizes others. Not completely dependable.  Does not take duties seriously. Requires close supervision.
	Sometimes indifferent; goes about his/her work half-heartedly. Founded complaints occasionally received.  May not be overly tactful or considerate.  Occasionally looses self-control. Attends to most duties promptly an in an acceptable manner.  Needs more than average amount of supervision.
	Average interest; likes most phases of his/her job.  Handles routine contacts with fair success. Usually maintains courteous, effective relations.
A dependable individual who performs well.  Some supervision needed.
	Definite interest in his/her work.  Tactful and obliging, good self-control.  Goes out of his/her way to turn in excellent work.  Thoroughly reliable.  Occasional supervision necessary.
	Enthusiastic, whole-hearted, active interest.

Exceptionally courteous and well mannered. Extremely high sense of duty. Rarely requires supervision.  Justifies complete confidence.

	
	
	
	
	

	
	
	
	
	


Comments: 

7.  JUDGEMENT AND DECISION MAKING:  The demonstrated ability to make decisions that are timely and responsible in light of available facts, circumstances, and applicable standards; the capacity to develop appropriate solutions, make recommendations for improvements, and seek guidance when necessary.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Timeliness of decisions is undependable; reflects inadequate analysis of facts, circumstances or application of standards.  Level of effort unacceptable; failure to develop appropriate solutions.
	Decisions are frequently untimely or inconsistent with facts, applicable standards and circumstances.  Below average effort at developing appropriate solutions; recommendations for improvements are unreasonable.
	Decisions are generally made in a timely fashion, in harmony with pertinent facts, applicable standards and circumstances.

Makes satisfactory effort to develop appropriate solutions or recommend improvements; seeks guidance when necessary.
	Makes decisions promptly, with careful consideration of relevant facts, applicable standards and circumstances.  Frequently attempts to develop appropriate solutions; makes viable recommend-ations for improve-ments; understands when to seek guidance.
	Decisions are consistently sound and timely, reflecting balanced consideration of the individual as well as organizational interests.  Diligently strives to develop appropriate solutions; recommendations are beneficial to the organization; actively seeks collaborative guidance.


Comments: 
8.  COOPERATION / TEAMWORK AND LEADERSHIP QUALITIES:  The extent to which the employee contributes input, adapts to new methods, and works effectively with peers, supervisors and subordinates, including performing back-up work; consider his/her abilities in organizing and obtaining the cooperation of others and in directing their efforts effectively.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Inclined to be quarrelsome, uncooperative; has a negative attitude; refuses to perform back-up work.  Fails to command, unable to exert control.  Cannot make a decision.
	Sometimes has difficulty in working with others; reluctant to perform back-up work.  Manages in some instances to obtain effective cooperation.  Indecisive.
	Responsive and cooperative; works effectively with others; performs back-up work when requested.

Capable leader.
	Relates to others well; above average ability to work with others; willingly performs back-up work.  A consistently good leader.  Commands respect.  Sound decisions.
	Works extremely well with others; demonstrates exceptional interpersonal skills; recognizes the need and performs back-up work.  Outstanding skill in directing others.  Sound and firm decisions.

	
	
	
	
	


Comments: 

9.  WRITTEN COMMUNICATIONS / RECORD KEEPING Consider the demonstrated ability to produce required reports or other written communications, which are timely, complete and understandable, and also to maintain any necessary records pertaining to the work of the unit.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Written communications very often are untimely, incomplete or not understandable; record keeping is haphazard or non-existent.
	Occasionally has difficulty in completing reports timely, completely or clearly; records somewhat disorganized or not kept current.
	Written communications are typically on time, sufficiently complete and understandable; records are kept current and organized satisfactorily.
	Written communications are consistently on time, very complete and readable; records are kept current and very well organized.
	Employee excels in all forms of written communications and record keeping; excellent retrieval system maintained. 




Comments: 
After inspecting the officer's diary of official activities kept in accordance with RSA 206:25, answer the following questions:

Is this officer's diary comprehensive and up-to-date?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
  If no, what errors, omissions or inaccuracies were observed, and what action have you taken?

Comments:      
After inspecting the officer's Manual of New Hampshire Fish and Game Department Rules (FIS) answer the following questions:

Is this officer's FIS Manual complete, current and in satisfactory condition?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
  If no, what errors, omissions or inaccuracies were observed, and what corrective action have you taken?

Comments:      
After inspecting the officer's Conservation Officer Manual, answer the following questions:

Is this officer's Conservation Officer Manual complete, current and in satisfactory condition?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
  If no, what errors, omissions or inaccuracies were observed, and what corrective action have you taken?

Comments:      
10.  APPEARANCE:  Consider not the physical stature of the individual, but the personal effort to achieve perfect grooming.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Appearance is often less than favorable in any of the following: Uniform is dirty, improperly worn or fits poorly.  Boots, leather and brass are dirty. Unshaven or ungroomed hair in violation of policy. Offensive breath and/or body odor. 
	Sometimes neglectful in appearance: Uniform is not neat and clean.  Boots, leather and brass are not maintained.  Hair is ungroomed.  Body odor and/or poor breath are noticeable.
	Generally presents a favorable appearance.  Uniform fits and is properly worn. Boots are clean.  Duty gear is clean.  Hair is within regulations.  
	Regularly well-groomed, takes pride in appearance.  Uniform is neat, clean and tailored.  Boots, leather and brass are shined.  Hair is groomed. 
	Always meticulous.  Uniform looks sharp. Boots, leather and brass are polished daily.  Always clean and fresh shaven with well groomed hair.    


Comments: 
11.  ATTENDANCE:  Please comment on employee’s overall attendance record.  Consider the number and frequency of total days absent; the number and timing of unplanned absences; reason(s) given for absences; relationship of absences to weekend, holiday, and other scheduled days off.

Comments: 
12.  USE AND MAINTENANCE OF ISSUED EQUIPMENT:  Consider proper use, maintenance, and readiness of all issued equipment.

Below Expectations
Meets Expectations

     Exceeds Expectations

	
	
	
	
	

	Uses equipment irresponsibly; fails to maintain equipment.
	Proper care in use but fails to maintain properly.
	Maintains properly, but exhibits poor judgment in proper utilization.
	Proper care in use of equipment and performs necessary maintenance.
	Exhibits pride in use and meticulous care of equipment.


CRUISER:

YEAR/MAKE/MODEL:                        

EQUIPMENT NUMBER:                   


Is exterior of vehicle consistently clean?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
     

Is interior of vehicle consistently clean and orderly?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

Indicate the position and extent of vehicle damage.
Specify:                                         
List any missing parts or accessories.  
Specify:                                         
Miles traveled since previous oil and filter change:                                        
General Condition of tires (Good, Fair, Poor):  RF  [              ]  RR  [              ]  LF  [              ]  LR  [              ]

Odometer Reading:                                      
SNOWMOBILE: 
YEAR/MAKE/MODEL:                        

EQUIPMENT NUMBER:                   

Is this officer's snow traveling vehicle and trailer properly maintained and/or stored?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
   If yes, where are they stored?

Was snow machine serviced for storage? Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
    
ATV: 


YEAR/MAKE/MODEL:                        

EQUIPMENT NUMBER:                   


Is this officer’s All Terrain Vehicle and trailer properly maintained and/or stored?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
   If yes, where are they stored?

Was All Terrain Vehicle serviced for storage?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
    
BOAT: 


YEAR/MAKE/MODEL:                        

EQUIPMENT NUMBER:                   


Is this officer’s Boat(s) and trailer properly maintained and/or stored?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
    If Yes, where are they stored?

Was Boat serviced for storage?  Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
    
COMMENTS:
GOALS AND RECOMMENDATIONS FOR IMPROVEMENT FOR THE NEXT EVALUATION PERIOD:

OVERALL SUMMARY

Based on the above performance factor ratings, the employee’s overall performance for this performance period was (the rating to be consistent with the above individual ratings):

	
	
	

	Below expectations.
	Meeting expectations.
	Exceeding expectations.


General comments by the supervisor (please make any comments job related and specific to job performance): 
     
CHIEF OF LAW ENFORCEMENT COMMENTS:

A meeting to discuss this performance summary with the employee was held on (date)      
EMPLOYEE COMMENTS:

SIGNATURES:
Evaluator:                                     Date: 
Department Head/Reviewer:                                     Date:      
DISCLAIMER STATEMENT:  Signature indicates that the performance appraisal has been read and discussed with me.  Signature does not necessarily indicate agreement or disagreement with the content of this appraisal.

Employee:                                     Date:      
ACKNOWLEDGEMENT STATEMENT:  Signature indicates that I have received and reviewed copies of my Supplemental Job Description, the Class Specification, the State Domestic Violence in the Workplace Policy, the State Sexual Harassment Policy and the Department Internet and E-Mail Use Policy.

Employee:                                     Date:      
When completed and fully signed, forward a copy to your Department’s Human Resource Office. Performance Summary Forms must be completed and received in the Human Resource Office prior to anniversary/increment dates.

(Rev. 09-01-2014)
