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NEW JERSEY INSTITUTE OF TECHNOLOGY

PERFORMANCE EVALUATION FORM

Police Lieutenant 

C O N F I D E N T I A L

Employee Information

	Name:


	Department:



	Job Title:

         
	Years in Position:

	Immediate Supervisor:


	Job Title:

	Review Dates From:
	To:




Evaluation Period (Check One):

 FORMCHECKBOX 
    Probationary Period (one year) 

 FORMCHECKBOX 
    Annual Review

 FORMCHECKBOX 
    Special (Please Comment)

	Comments



	

	

	


Lieutenant  PERFORMANCE REVIEW (critical performance competencies)

Planning performance at the beginning of the performance period:  Negotiated Competencies set forth as “standards” in the Collective Bargaining Agreement (CBA) are listed herein.  You may also determine additional performance competencies that are relevant to the individual position as long as those competencies are directly related to the performance standards set out in the CBA.   You may utilize the university competencies dictionary as a guideline.

	Leadership/Supervision:   As senior officers, each Lieutenant is responsible, in either a consultative or lead role, for the primary supervision, development, and evaluation of the work of subordinate personnel within the Public Safety hierarchy.  As such, he or she develops and uses strategies to influence others, defines problems/issues for employees in a straightforward manner, serves as a role model to others, demonstrating commitment to achieving challenging objectives, and establishes measurable, challenging, and achievable expectations.  The individual also holds self and other accountable for achieving established performance expectations, builds support and enthusiasm for the accomplishment of stated goals of the Public Safety Department, provides feedback regarding actual performance against goals and makes fair and consistent recommendations on performance ratings, disciplinary actions and other personnel matters.  Supervises, assigns and evaluates the work of subordinate personnel, taking necessary disciplinary actions against subordinate officers, and making effective recommendations to hire or terminate employees.

	Comments:




	Quality Assurance/Attention to Detail:  Lieutenants shall accomplish tasks through concern for all areas of Public Safety in relation to the university community.  Shows concern for all aspects of their senior officer positions.  Accurately checks for processes and tasks and follows up in a timely manner with appropriate persons, including reading police reports/investigations and observing actions in the field.  Has the desire to see things accomplished logically, clearly, and well.  It takes various forms including monitoring and checking work or information, insisting on the clarity of roles and duties, and setting up and maintaining information systems.  Makes effective recommendations to improve administrative and budgetary operations within the Department.   

	Comments:




	Honesty and Integrity:   Acts in accordance with all university and department of Public Safety policies, procedures and expectations.  Acts in accordance with the spirit and letter of the policies, practices and noticed expectations of the university.  Comports oneself with resolute honesty and without situational rendition of pertinent facts.  Will not compromise one’s responsibility to place the best interests of the department and university over personal gain. 

	Comments:




	Analytical Thinking/Problem Solving:    As senior officers responsible for public safety administration and policies, Lieutenants are responsible for maintaining operations through the exercise of independent judgment and discretion.  As such, each Lieutenant must be able to understand a situation, issue, problem, and prioritize administrative responsibilities.  Commits to actions after identifying alternative methods that are based on logical assumptions and information.  Takes into consideration available resources, constraints, public safety and university organizational values, and changing environments.  This individual breaks down problems, sees basic relationships, establishes multiple relationships, makes complex plans and analyses and occasionally creates concepts.

	Comments:




	Verbal and Written Communication:  Lieutenants must communicate effectively both verbally and in writing with superiors, peers, subordinates, and all members of the university community in order to provide direction and training, explanation of departmental policies and procedures, laws, legal rights and responsibilities, and be able to resolve, on a local level, complaints, personnel matters and disputes, as well as to disseminate information.  As such, he or she expresses ideas effectively in individual and group situations adjusting style and methods to the specific needs of the audience.  The individual also thinks through the message or material for presentation in advance and organizes the message or presentation in logical flow, and uses vocabulary and communicative concepts that are appropriate to the audience and communicative purpose.

	Comments:




	Attendance:
Punctual in arriving at work, at assigned tours in responding to regular duties and in responding to unexpected circumstances, as well as accountable for their whereabouts at all times while on shift.  Remains free from disciplinary sanctions for excessive or patterned abuse of sick leave.

	Comments:




	Appearance:   Uniforms maintained in excellent condition.   Uniform attire worn in appropriate manner and time designated.   Presents himself/herself, without deviation, in a ready, alert, neat, properly groomed, and fully uniformed manner when necessary, in formally representing NJIT.

	Comments:




	

	Comments:




	Competency:

	Comments:




SUMMARY OF OVERALL PERFORMANCE FOR THE YEAR

	Summarize the employee’s overall job performance:




PERFORMANCE PLAN

The goals and objectives for next year – needs to be closely communicated, preferably in writing.

SIGNATURES AND EMPLOYEE COMMENTS 

	EMPLOYEE’S SECTION

(If additional space is needed to answer any of the following questions, please attach additional sheet.)

This evaluation has been discussed with me and I have been offered the opportunity to comment on it.

                    Employee’s Signature: ____________________________ Date: ____________

1.  I concur with evaluation __________               I do not concur with evaluation __________

I concur, with the following comments, concerning my evaluation: _____________________________

Comments:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  How do you feel your performance can be improved?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
UNIVERSITY CERTIFICATION

NOTE:  Follow Steps 1 through 3 below prior to meeting with employee and/or obtaining employee’s signature.  After employee signature is obtained, return completed form back to Human Resources.  Human Resources will share information as necessary, with appropriate representatives of the university and/or the employee.  Formal, written, timely submitted rebuttals, will be shared as appropriate, prior to final certification and filing of the evaluation and prior to final merit award decisions.

1) Signature of Evaluating Supervisor: _____________________________Date: ________________ 

2) Signature of Department/Office/Division Head if different than above: ______________________

                                                                                                                         Date: ________________

3) Signature of Vice President: ___________________________________ Date: ________________

4) Signature of Human Resources: ________________________________ Date: ________________

* Recommendations for Merit Awards and Annual Contracts should be made in consultation with the Area Vice President. 



