CITY OF GUSTAVUS, ALASKA
m RESOLUTION CY14-25

A RESOLUTION OF THE GUSTAVUS CITY COUNCIL ESTABLISHING POLICY AND
PROCEDURE FOR A REGULAR POSITION EMPLOYEE PERFORMANCE EVALUATION

WHEREAS, the Gustavus City Council adopted a major revision of Title 3, Personnel, by

Ordinance FY12-13 on April 12, 2012, more specifically Title 3.04.07, Performance Evaluation
of Regular Position Employees, and

WHEREAS, this Policy includes Appendix A: Employee Self-Evaluation and Development Plan,
Appendix B: Regular Position Employee Performance Evaluation and Appendix C; Notice of
Work-Performance Deficiencies and Performance Action Plan, and

WHEREAS, the Council recognizes the need to establish a consistent and impartial procedure
for the evaluation of city staff with regard to employee performance, and now therefore be it

RESOLVED, the Gustavus City Council adopts this current Policy and Procedure for A Regular
Position Employee Performance Evaluation.

PASSED and APPROVED by the Gustavus City Council this 11thday of August, 2014.

‘ Ak
m Sandi Marchbanks, Mayor

.

%ﬂg, City Clerk

City of Gustavus, Alaska
Resolution CY14-25
Page 1



CITY OF GUSTAVUS

Policies and Procedures

Evaluation
iti of
g"lt;h ofr(‘}ustawus 3.04.07 Performance Evaluation of Regular Position Employees. End
ity o , 3.04. :
probationary period; annual; special.
T to utilize an employee performance evaluation program

i i City of Gustavus ; 3 .
It:)l:sﬁ:tpt%tcéi:; til:':emallitfn;aining the highest quality employees and highest quality

i jectives:
performance. Performance evaluations share the following common objectr

X . ce

1. To optimize the application of human resources toward the achievement of City servi

: i ign the
goa}rs; provide an opportunity for the supervisor and e.mployee to review, evaluate and align
wbrking relationship between the employee gnd the City.
To provide an opportunity for the supervisor to manage p
To make effective use of employee skills. .
To facilitate skill development and performance improvements.
To provide acknowledgement of work done.
To gain new information and ideas from employees.
- To clarify job expectations and discuss opportunities for improvements, development and
goals for the next period.
9. To provide an opportunity for employees to create an individual development plan.

erformance on a scheduled basis.

NN

Procedure

1. S;pervisor schedules date for evaluation discussion at least ten working days in advance of
a periormance evaluation and asks the City Clerk to provide employee with an E -
Evaluation and Development Plan form. d mployee Self

2. Employee submit 1f- i ; . .
discussl.)io rslf mits self-evaluation form at least three working days prior to evaluation

3. Supervisor fills out Regular Position Employee Performance Evaluation form informed by

guidance from Title 3, position description, personnel memos, employee self-evaluation

5;‘3:1:3; g);;’i:l;mar;lce evaluattll;ons, gbservations during the review period, and interactions
] _ » colleagues, the public, etc. The i i i veci exam
ratings i the e ocag! se;:tion. Supervisor will provide specific ples for

4. Supervisor discusses evaluation with . .
. employee in a private city locati
a. Employee signs evaluation and receives a copyp & location.

b. Supervisor’s evaluation and em i
ervis : ployee self-evaluation are laced in
§. Employee 1s given the opportunity to respond in writing to supe?visor confxf:;:s:tr.:zn :1! :iole

Reference: City of Gustavus Ordinance 03.04.07
Adopted by Resolution CY14-25
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7. Forms to be used in the evaluation process are adopted as Appendices to this Policy and
Procedure document. Spacing within each category may be expanded or decreased as
appropriate.

Appendices
Appendix A: Employee Self-Evaluation and Development Plan

Appendix B: Regular Position Employee Performance Evaluation
Appendix C: Notice of Work-Performance Deficiencies and Performance Action Plan

Note: This form may be used by a supervisor after any meeting with an employee in
which work-performance deficiencies and remedies are discussed.

Signed Mayor of the City of Gustavus

. - - __ _____ . - - . . ___ - - - __ ]
Reference: City of Gustavus Ordinance 03.04.07

Adopted by Resolution CY14-25
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CITY OF GUSTAVUS

Employee Self-Evaluation and Development Plan

To be filled out by City Clerk and submitted to employee

Check one: Probationary. Annual Special

Review period: through

Discussion date with supervisor scheduled for

Self-evaluation due back in City Hall by 4 pm on

Supervisor name and title

To be filled out by employee

Please take one hour of your work time to address the following in the context of your Position
Description and performance during the review period. Return this form to the City Clerk by
the date and time indicated above.

Employee Name

Department Position Title
Date of Hire

1. Achievements

Please list three examples of your work in this review period that you find most noiieworthy.
How have these achievements contributed to your department and to the community?

2. Training during Review Period ‘ .
A. What training did you receive during this review period?

_ ference: Policy and Procedure for a Regu!ar
Position Employee Performance Evaluation
Page 3 of 10

Appendix A



B. How have you applied this training to your job?
M

3. Position-Related Personal Development Goals
In what areas of job performance and productivity would you like to improve your skills? Are
you working toward a job-related certification?

4. Training Goals

What training would you like to receive in the next twelve months? How will this training
enhance your job performance and productivity? Will this training help you attain a job-
related certification?

S. Departmental Project Goals

~

Appendix A Reference: Policy and Procedure for a Regular
Position Employee Performance Evaluation
Page 4 of 10
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CITY OF GUSTAVUS

REGULAR POSITION EMPLOYEE PERFORMANCE EVALUATION

Check one: Probationary Annual ______ Special ____ .
Review Period to .
Employee Name Department

Date of Hire Position Title

Date of Last Review Date of This Review

Name of Reviewing Supervisor

Ratings
Satisfactory (S)

The employee’s performance meets basic job expectations
and City standards.

Needs Improvement (NI)
The employee’s performance fails to meet job expectations and /or City
standards. Provide specific examples. Recommendations for

improvement will follow in the final “Summary and Recommendations”
section.

1. Accomplishments (List major job achievements of the past year or since
the last evaluation, based on observation and with reference to the employee self-
evaluation.)

2. Job Knowledge (Employee possesses a clear understanding of the

Reference: Policy and Procedure for a Regular Position
Employee Performance Evaluation
Page 6 of 10
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responsibilities and tasks s/he must perform; keeps up with developments in the field;
applies knowledge gained from time and training within the position.)

~

Rating:

Comments:

3. Job Performance (QUALITATIVE—Complies with City policies and
procedures, such as procurement, time sheets; oral and written communication skills;
neatness, thoroughness, accuracy; professional manners and comportment; customer

service; overall quality of employee’s work.)
Rating:

Comments:

4. Job Productivity (QUANTITATIVE—employee demonstrates a commitment
toward achieving results beneficial to the City; tasks are completed

efficiently and effectively in terms of time and cost. Ability
to plan, prioritize, organize. Deadlines are met. Handles pressure. Employee eliminates

unnecessary work and activities that do not add value.)
Rating:

Comments:

5. Dependability (Employee can be relied upon to complete tasks and is
conscientious about his/her attendance and timeliness. Performs tasks delegated or

assigned by supervisor and communicates results.)

( Rating:
B e . _________]
Reference: Policy and Procedure for a Regular Position

Appendix B
Employee Performance Evaluation
Page 7 of 10
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CITY OF GUSTAVUS

Notice of Work-Performance Deficiencies
and Performance Action Plan

Date:

To
Employee Name:

Position:

At our recent meeting on , 20 , we discussed your unsatisfactory
job performance. This letter is a written confirmation of that meeting. At that time you were
cautioned that your performance was not acceptable in the following respects:

As stated in the meeting you have been given an unsatisfactory performance rating, based on
the above factors. In order to retain employment with the City of Gustavus, your performance
must improve, and you must adopt the following performance action plan:

Please accept this notice as constructive advice. We expect to see continuing improvement in
your job performance.

Sincerely,

Supervisor signature

Receipt acknowledged by employee:

Employee Signature Date

Original to be placed in personnel file; one copy to employee.

Reference: Policy and Procedure for a Regular
Position Employee Performance Evaluation
Page 10 of 10
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