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            TOWN OF NORFOLK

                                          ONE LIBERTY LANE

                          NORFOLK, MASSACHUSETTS  02056

                                   ANNUAL PERFORMANCE PLAN

PURPOSE:  It is the intention of the Town of Norfolk to use a fair, objective and straightforward system for annually evaluating the performance of Town employees.

OVERVIEW:  All employees will meet annually with their respective supervisors, prior to the beginning of the fiscal year, to establish an individual “performance plan.”  The performance plan will consist of annual objectives and assignments for each employee linked to the overall goals of the department.  

This approach will provide a clear profile of each employee’s ongoing progress and development, and it will foster a climate of continuous improvement among employees of the Town of Norfolk.  With clear objectives and assignments for each employee established at the beginning of the year, it will be easier to achieve a high level of personal and professional development.

	PROFESSIONAL DEVELOPMENT & PERFORMANCE PLAN


EVALUATION PERIOD:
___________________________________

EMPLOYEE NAME:
 __________________________________ DEPT: __________________________
EMPLOYEE TITLE:
  ___________________________________ TIME IN POSITION: __________ 

EMPLOYEE’S CURRENT GRADE/STEP: _________________
CURRENT WAGE: __________

ATTENDANCE RECORD: 
SICK DAYS USED:   
_______________







DAYS TARDY:  
_______________

SAFETY RECORD:

DAYS ABSENT DUE TO JOB RELATED INJURY: _______________

	
	Criteria

	5
	Exceeds all goals and standards and shows initiative toward improving the workplace standards and productivity 


	4
	Meets all performance goal/standards and exceeds some



	3
	Meets performance goals and standards



	2
	Meets most performance goals and standards



	1
	Does not meet most performance goals and standards




PART I - PROFESSIONAL DEVELOPMENT PLAN

Identify two or more measurable professional development, performance or project related objectives that the employee has agreed to accomplish over the coming year. Outline goals for degrees, licenses or certification, task mastery or improved behavior. Define applicability of goal to job function. Specify method of learning and time frame for achievement.

Professional development objectives focus on the employee’s career growth. Examples include: attending classes, seminars or workshops or participating in on-the-job training or self-study programs (i.e. webinars, books, cds, videos…).

Performance objectives are intended to help the employee improve personal aspects of their performance or behavior/conduct. Examples of task oriented performance goals are improving computer proficiency, time management or writing skills. Or the employee can focus on correcting behavioral problems that negatively impact group morale, job performance, or job satisfaction.  Examples of such goals are developing conflict resolution or stress reduction techniques, building collaborative co-worker relationships, or reducing incidents of absenteeism or chronic tardiness.  As with professional development goals, effective performance objectives are well defined, measurable and clearly linked to specific job related outcomes.

Project objectives are specific assignments to participate in or manage ongoing or future projects. When setting project oriented goals, outline the scope of the role the employee is to play, the scope of the role the manager is to play, list resources and completion time frame, and define the desired result. 
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	Objective 2:
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PART II –CRITERIA AND PERFORMANCE ELEMENTS

Instructions:  Describe the employee’s contributions and professional strengths or weaknesses in each of the performance categories below based upon employee performance over the previous year. Illustrate specific, detailed examples of goals, results and job related behavior.  Rate each category according to the scale. Ratings must support and be substantiated by narrative comments.

	Performance Goals & Measurables/Deliverables
	Assessment
	Rating

(1-5)

	PRODUCTIVITY
Accomplishes previously established goals and objectives

Work is accomplished accurately and in a timely manner

Work assignments are planned and organized for optimum results


	
	 

	QUALITY OF WORK
Demonstrates competence in required job skills & knowledge

Implements appropriate cost and time saving measures

Demonstrates accuracy, clarity, consistency and thoroughness of work

Gives feedback for continuous improvement of their work product

Demonstrates understanding and mastery of process, methods, systems, and procedures

Exhibits good interpersonal skills

Performance Goals &

Measurables/Deliverables
	
	 

	TECHNICAL KNOWLEDGE
Demonstrates knowledge of federal, state, and local regulations as they apply to their duties

Adheres to state and municipal rules regulations and guidelines
Demonstrates knowledge of position specific technical skills required to perform job and maintains and seeks to improve that knowledge
	
	

	COMMUNICATION, TEAMWORK & PROFESSIONALISM
Open to constructive criticism on how to improve

Supportive to fellow workers and supervisors

Courteous and helpful to the public and other town departments

Anticipates needs and does not wait to be told

Maintains a professional manner & commitment to goals


	
	 

	DEPENDABILITY
Completes assigned tasked without prompting
Meets deadlines

Meets attendance, punctuality, time management standards set by the manager

	
	


	Performance Goals & Measurables/Deliverables
	Assessment
	Rating

(1-5)

	LEADERSHIP & PROJECT MANAGEMENT SKILLS 
(for managers and supervisors)

Develops short-term goals & alternatives for accomplishing tasks

Assists staff in meeting their professional development goals

Timely & proactively responds to concerns from employees or co-workers

Delegates work appropriately

Successfully completes work assignments and projects


	
	


	Significant Achievements:                                                                                                                

	     



	Manager Comments:
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	

	 


	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Comments:
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	

	OVERALL RATING
	Overall Rating

	Comments:

	 FORMDROPDOWN 

       

	

	Signatures

	Employee: _______________________________________ Date:___________________

An employee signature means performance results have been reviewed and discussed with the employee; it in no way implies the employee agrees with the contents of the performance appraisal as documented.  There is space provided for the employee to comment on their performance appraisal and/or to clarify their perception of the performance documentation
Reviewing Manager:_______________________________ Date:_______________

.

Senior Manager:______________________________________ Date:_________________

Must be signed by the senior manager before reviewing with the employee.
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