
Policy:  AD 06-03 
Policy Title:  Performance Planning and Evaluation 
Policy Purpose: Provide guidelines in the planning and procedures for evaluating employee’s 
performance. 
Implementation Date: 01/12/2006  
Revision Date: 2/3/2009 
 

CITY OF WESTFIELD 
PUBLIC WORKS DEPARTMENT 

 
PERFORMANCE PLANNING AND EVALUATION 

 
This policy is being set forth to provide a guideline for the planning and communication 
of employees’ performance plans and procedures for evaluating employees’ performance.  
It is written in accordance with Section 3.040, Performance Appraisals, of the City of 
Westfield Personnel Policies, Procedures, and Benefits Manual. 
 
The following six (6) strategic goals will be annotated on the departments performance 
evaluation form titled Annual Performance & Development Review, Part 1- Performance 
Goals (Attachment 1). 

• Department Goals (Goal 1): goals which are broad and encompasses each division 
as a whole. 

• Division Goals (Goal 2): goals which compliment the department goals and 
ensures their achievement. 

• Individual Goals (Goal 3): goals that are directly related to the associates division 
duties and responsibilities. 

• Key Responsibilities Goals (Goal 4): goals that are directly associated with daily, 
weekly, monthly, and yearly responsibilities of an associate. 

• Specific Goals (Goal 5): goals that are tailored to improve an associates 
performance in areas that may have been designated for improvement. 

• Project Goals (Goal 6): goals that are assigned by management that are to be 
achieved in the following year by the individual associate. 

 
Prior to December 31st of each year, the Director and supervisory staff will meet and 
determine the Department Goals (Goal 1) for the following year.   
 
Once the Department Goals have been determined the Division Heads and their 
appropriate divisions will meet separately to formulate and define their Division Goals 
(Goal 2), which will complement the Department Goals.   
 
After the Division Goals have been determined and their measures of success defined, 
Individual Goals (Goal 3) need to be established to achieve the Division Goals. 
Individual Goals will be required to be thoroughly defined and specific measures of 
success will also be required to be outlined.   
 
Management and direct supervisors will then determine the associates Key 
Responsibilities Goals (Goal 4).  These goals are directly associated to the daily, weekly, 



monthly, and yearly responsibilities of individual associates.  These goals will be 
thoroughly defined and specific measures of success will also be required to be outlined. 
 
Specific Goals (Goal 5) are then tailored to the associate and determined by management.   
This section may be utilized to focus on areas that an associate could improve. 
 
Project Goals (Goal 6) will be assigned by management and their direct supervisor.  This 
area provides a list of projects that need to be addressed throughout the coming year.  
These goals will be thoroughly defined and specific measures of success will also be 
required to be outlined. 
 
Each associate needs to determine their Career Goals, both short term (within 1 year) and 
long term (1 – 5 years) goals.  The associate along with their supervisor will determine 
the development needs and activities to help in attaining their goals along with a specified 
time frame for each.  This area will be annotated on the Annual Performance & 
Development Review , Part III, Professional Development Plan. 
 
Once the above processes are complete, the associate and their direct supervisor will have 
a one-on-one performance and development review.  During this meeting, the supervisor 
will provide the associate with what will be expected of them during the year.  They will 
talk about the twenty-four performance indicators that will be used to evaluate their job 
performance throughout the year. Performance indicators are outlined in the Annual 
Performance & Development Review, Part II, Performance Indicators.  After the one-on-
one performance and development review, the associate will acknowledge that they have 
participated in the review and sign and date the Acknowledgement of Annual 
Performance Goals sheet.  Once signed, the letter will be placed in their personnel folder. 
 
Upon completion of the above procedures for each associate their direct supervisor will 
required to finalize the Annual Performance & Development Review form.  The 
supervisor will keep a copy of the electronic document and a printed document to prepare 
for the interim and annual performance and development review.  The before mentioned 
procedures must be completed by January 31st of each year for all associates. 
 
Each associate will be required to participate in two interim reviews, the first around 
March 31st  and the second prior to August 31st of the review year.  This process is 
provided to allow both the associate and direct supervisor to discuss progress within the 
associates set forth goals and development plan.  The Interim Associate Performance 
Review Form (Attachment 2) will be utilized while conducting interim reviews.  Once 
the interim review is completed an electronic and paper copy of the interim form will be 
required to be kept on file. 
 

 
 
Kurt J. Wanninger, Director 
Westfield Public Works 



 
  

CITY OF WESTFIELD 
WESTFIELD PUBLIC WORKS 

 
ACKNOWLEDGMENT OF ANNUAL PERFORMANCE GOALS  

 
 

I acknowledge and agree that: 
 
 
1. I have reviewed my Annual Performance Goals for the current year as per AD-06-03 
Performance Planning and Evaluation Policy. 
 
2. My supervisor has provided the one-on-one performance and development review and 
I am aware of what is expected of me during this reporting period. 
 
 
 
 
________________________________ 
Employee Signature 
 
 
 
__________________________________________ 
Employee Name (Printed) 
 
 
 
__________________________________________ 
Date of Signature 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This letter is to be placed in the associate’s personnel file once signed. 





PRIVATE AND CONFIDENTIAL


City of Westfield
Public Works Department


Annual Performance & Development Review
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Associate Name: Position Title:


Department: Division:


Performance Period: From: To: Date assigned to current position:







PERFORMANCE GOALS-Part 1


ASSOCIATE GOALS MEASURES OF SUCCESS
Align each goal with division and/or department goals


G
O


A
L 


1


What is to be achieved: (Result)-


RATING
Results: Exceeds Meets Does Not MeetProgressing


Expectations Expectations Expectations(PR)


2


Target Completion Date:


3.1 to 4.0 2.1 to 3.0 1.1 to 2.0 0.0 to 1.0







PERFORMANCE GOALS-Part 1 (Cont.)


ASSOCIATE GOALS MEASURES OF SUCCESS
Align each goal with division and/or department goals


G
O


A
L 


2


What is to be achieved: (Result)-


RATING
Results: Exceeds Meets Does Not MeetProgressing


Expectations Expectations Expectations(PR)


3


Target Completion Date:


3.1 to 4.0 2.1 to 3.0 1.1 to 2.0 0.0 to 1.0







PERFORMANCE GOALS-Part 1 (Cont.)


ASSOCIATE GOALS MEASURES OF SUCCESS
Align each goal with division and/or department goals


G
O


A
L 


3


What is to be achieved: (Result)-


RATING
Results: Exceeds Meets Does Not MeetProgressing


Expectations Expectations Expectations(PR)


4


Target Completion Date:


3.1 to 4.0 2.1 to 3.0 1.1 to 2.0 0.0 to 1.0







PERFORMANCE GOALS-Part 1 (Cont.)


ASSOCIATE GOALS MEASURES OF SUCCESS
Align each goal with division and/or department goals


G
O


A
L 


4


What is to be achieved: (Result)-


RATING
Results: Exceeds Meets Does Not MeetProgressing


Expectations Expectations Expectations(PR)


5


Target Completion Date:


3.1 to 4.0 2.1 to 3.0 1.1 to 2.0 0.0 to 1.0







PERFORMANCE GOALS-Part 1 (Cont.)


ASSOCIATE GOALS MEASURES OF SUCCESS
Align each goal with division and/or department goals


G
O


A
L 


5


What is to be achieved: (Result)-


RATING
Results: Exceeds Meets Does Not MeetProgressing


Expectations Expectations Expectations(PR)


6


Target Completion Date:


3.1 to 4.0 2.1 to 3.0 1.1 to 2.0 0.0 to 1.0







PERFORMANCE GOALS-Part 1 (Cont.)


ASSOCIATE GOALS MEASURES OF SUCCESS
Align each goal with division and/or department goals


G
O


A
L 


6


What is to be achieved: (Result)-


RATING
Results: Exceeds Meets Does Not MeetProgressing


Expectations Expectations Expectations(PR)


7


Target Completion Date:


3.1 to 4.0 2.1 to 3.0 1.1 to 2.0 0.0 to 1.0







PERFORMANCE FACTORS--Part II-- Review and discuss applicable performance factors.  For each Performance Factor,
evaluate the IMPORTANCE to the associate's job.  The RATING CODE will be assigned at the conclusion of the appraisal year.


PERFORMANCE FACTORS RATING CODE
(3.1 - 4.0- Exceeds Expectations)  (2.1 - 3.0- Meets Expectations)  (1.1 - 2.0- Progressing)  (0.0 - 1.0 Didn't Meet Expectations)


Rating Comments


Communications- Communicates information in a timely fashion; gives appropriate


rationale; communicates clearly; possess good listening skills; promotes communications


from bottom-up, top-down, and across the organization.


Cooperation/Team Effectiveness- Generates cooperative solutions to conflicts;


works effectively with others, internally and externally.


Decision Making- Makes decisions, renders judgements, takes action or makes


commitments after considering available courses of action and their consequences.


Developing Others- Provides condid, objective feedback about performance; acts as


a resource to others; effectively enhances others performance.


Public Relations- Shows a commitment to positive first impression and positive


perception of public works.


Diversity/Flexibility/Adaptability- Optimizes the use of team members' talents;


leverages positive diversity in work styles and values, shows a passion for improving services


processes and achieves or surpasses results.  Adjusts and accepts behavior, style or


schedule as situations dictate.


Customer Focus- Works well with customers (internal/external) to translate needs


into value added-services.


Positive Influence- Asserts own ideas and persuades others, and gains support and


commitment; mobilizes people to take action using creative approaches to motivate in line


with department policy, procedures, and vision.
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Relationship Building- Establishes rapport easily; develops and maintains a network of


key contacts; provides information access to other people and influences decisions.


Job/Technical Knowledge- Knowledgeable in job disciplines; keeps informed of current


information related to job.


Public Works Knowledge- Understands and/or is learning the operational and financial


aspects of the business; knows the industry; continually develops ideas.


Quality/Quantity of Work- Results oriented; follows through on commitments; work


is accurate and timely; searches for methods to improve; commitment to excellance.







PERFORMANCE FACTORS--Part II-- Review and discuss applicable performance factors.  For each Performance Factor,
evaluate the IMPORTANCE to the associate's job.  The RATING CODE will be assigned at the conclusion of the appraisal year.


PERFORMANCE FACTORS RATING CODE


Rating Comments
Initiative- Originates actions; offers suggestions without waiting to be asked; goes


beyond the status quo.


Planning/Time Management- Individually demonstrates ability to set and achieve goals,


manages priorities, establishes limits and meets them.
Problem Solving/Resourcefulness- Identifies problems and generates resolutions.


Process/Task Management- Holds self and others accountable for commitments


and results; effectively manages quality, cost and time to meet department objectives.


Safety- Works to ensure compliance of all applicable regulations and Department


safety policies; attitude to maintain safe work environment is evident at all times.


Proactive- Acting in advance to deal with an expected difficulty; controlling a situation


by causing something to happen rather than waiting to respond after it happens.


Financial Decision Making- Demonstrates the ability to effectively analyze financial


information and make sound decisions.


Mission Vision- Creates a clear vision of the organization's mission; demonstrates


ability to share and accept vision; continually works to promote department's vision.


Dependability/Attendance- Reliable, meets commitments; attendance is within


Department guidelines.
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(3.1 - 4.0- Exceeds Expectations)  (2.1 - 3.0- Meets Expectations)  (1.1 - 2.0- Progressing)  (0.0 - 1.0 Didn't Meet Expectations)


Creative Innovation- Generates novel and valuable ideas and uses these ideas to


development new or improved approaches or services.


Big Picture Thinking- Views situations from a broad perspective and uses one's


knowledge of all aspects and areas of the business rather than just one's expertise.


Change Leadership- Initiates, manages, accepts, and supports change within the


organization and takes steps to remove barriers and accelerate its pace.







PROFESSIONAL DEVELOPMENT PLAN-Part III


Career Goals                   Short-
term (within 1 year) Development Needs Development Activities


Time
Frame


Outcomes
(results from previous plan)


Career Goals                   Long-
term (1-5 years) Development Needs Development Activities


Time
Frame


Outcomes
(results from previous plan)
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PERFORMANCE SUMMARY- PART IV


Overall Summary Rating (Check one)


Exceeds Expectations- Performance results exceeded planned goals Evaluation Feedback (check yes or no for all of the following)


and achievements consistently went well beyond expectations.
Yes ____ No ____ I participated in interim reviews


Meets Expectations- Performance results fully met planned goals, throughout the year.
and good, solid performance had been consistently demonstrated.


Yes ____ No ____ I understand my department's overall
Progressing- Some goals were met but overall performance has been goals and how my job contributes.
below expectations and improvement is required.  This rating is appropriate
for associates new to the department, in a significantly different assignment Yes ____ No ____ I had an opportunity to provide feed-
or had a realignment of goals during the appraisal period. back to my supervisor during the


appraisal period.
Does Not Meet Expectations- Performance yielded unsatisfactory


results.  Immediate and substantial improvement in critical performance areas Yes ____ No ____ I concur with this performance
are necessary to continue employment. review and my ratings.


Associate Comments:


A) List performance factors that your supervisor currently utilizes that enhances your productivity:


B) List the performance factors not currently utilized by your supervisor that could enhance your productivity:


C) Other Comments:


Director's Comments:


Associate Signature: Date:


Apprasing Supervisor's Signature: Date:


Director's Signature: Date:
11





Annual Performance Review Template.xls

jdean

D:20060105144530- 05'00'

D:20060105144534- 05'00'

PRIVATE AND CONFIDENTIAL

City of Westfield

Public Works Department

Annual Performance & Development Review

1

PERFORMANCE GOALS-Part 1

ASSOCIATE GOALS

MEASURES OF SUCCESS

Align each goal with division and/or department goals

GOAL 1

What is to be achieved: (Result)-

RATING

Results:

Exceeds

Meets

Does Not Meet

Progressing

Expectations

Expectations

Expectations

(PR)

2

3.1 to 4.0

2.1 to 3.0

1.1 to 2.0

0.0 to 1.0

PERFORMANCE GOALS-Part 1 (Cont.)

ASSOCIATE GOALS

MEASURES OF SUCCESS

Align each goal with division and/or department goals

GOAL 2

What is to be achieved: (Result)-

RATING

Results:

Exceeds

Meets

Does Not Meet

Progressing

Expectations

Expectations

Expectations

(PR)

3

3.1 to 4.0

2.1 to 3.0

1.1 to 2.0

0.0 to 1.0

PERFORMANCE GOALS-Part 1 (Cont.)

ASSOCIATE GOALS

MEASURES OF SUCCESS

Align each goal with division and/or department goals

GOAL 3

What is to be achieved: (Result)-

RATING

Results:

Exceeds

Meets

Does Not Meet

Progressing

Expectations

Expectations

Expectations

(PR)

4

3.1 to 4.0

2.1 to 3.0

1.1 to 2.0

0.0 to 1.0

PERFORMANCE GOALS-Part 1 (Cont.)

ASSOCIATE GOALS

MEASURES OF SUCCESS

Align each goal with division and/or department goals

GOAL 4

What is to be achieved: (Result)-

RATING

Results:

Exceeds

Meets

Does Not Meet

Progressing

Expectations

Expectations

Expectations

(PR)

5

3.1 to 4.0

2.1 to 3.0

1.1 to 2.0

0.0 to 1.0

PERFORMANCE GOALS-Part 1 (Cont.)

ASSOCIATE GOALS

MEASURES OF SUCCESS

Align each goal with division and/or department goals

GOAL 5

What is to be achieved: (Result)-

RATING

Results:

Exceeds

Meets

Does Not Meet

Progressing

Expectations

Expectations

Expectations

(PR)

6

3.1 to 4.0

2.1 to 3.0

1.1 to 2.0

0.0 to 1.0

PERFORMANCE GOALS-Part 1 (Cont.)

ASSOCIATE GOALS

MEASURES OF SUCCESS

Align each goal with division and/or department goals

GOAL 6

What is to be achieved: (Result)-

RATING

Results:

Exceeds

Meets

Does Not Meet

Progressing

Expectations

Expectations

Expectations

(PR)

7

3.1 to 4.0

2.1 to 3.0

1.1 to 2.0

0.0 to 1.0

PERFORMANCE FACTORS--Part II-- 

Review and discuss applicable performance factors.  For each Performance Factor, 


  evaluate the IMPORTANCE to the associate's job.  The RATING CODE will be assigned at the conclusion of the appraisal year.  

PERFORMANCE FACTORS

RATING CODE

(3.1 - 4.0- Exceeds Expectations)  (2.1 - 3.0- Meets Expectations)  (1.1 - 2.0- Progressing)  (0.0 - 1.0 Didn't Meet Expectations)

Rating

Comments


  Communications- Communicates information in a timely fashion; gives appropriate  

rationale; communicates clearly; possess good listening skills; promotes communications

from bottom-up, top-down, and across the organization.


  Cooperation/Team Effectiveness- Generates cooperative solutions to conflicts;  

works effectively with others, internally and externally.


  Decision Making- Makes decisions, renders judgements, takes action or makes  

commitments after considering available courses of action and their consequences.


  Developing Others- Provides condid, objective feedback about performance; acts as  

a resource to others; effectively enhances others performance.


  Public Relations- Shows a commitment to positive first impression and positive  

perception of public works.


  Diversity/Flexibility/Adaptability- Optimizes the use of team members' talents;  

leverages positive diversity in work styles and values, shows a passion for improving services

processes and achieves or surpasses results.  Adjusts and accepts behavior, style or

schedule as situations dictate.


  Customer Focus- Works well with customers (internal/external) to translate needs  

into value added-services.


  Positive Influence- Asserts own ideas and persuades others, and gains support and  

commitment; mobilizes people to take action using creative approaches to motivate in line

with department policy, procedures, and vision.
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  Relationship Building- Establishes rapport easily; develops and maintains a network of  

key contacts; provides information access to other people and influences decisions.


  Job/Technical Knowledge- Knowledgeable in job disciplines; keeps informed of current  

information related to job.


  Public Works Knowledge- Understands and/or is learning the operational and financial  

aspects of the business; knows the industry; continually develops ideas.


  Quality/Quantity of Work- Results oriented; follows through on commitments; work  

is accurate and timely; searches for methods to improve; commitment to excellance.

PERFORMANCE FACTORS--Part II-- 

Review and discuss applicable performance factors.  For each Performance Factor, 


  evaluate the IMPORTANCE to the associate's job.  The RATING CODE will be assigned at the conclusion of the appraisal year.  

PERFORMANCE FACTORS

RATING CODE

Rating

Comments


  Initiative- Originates actions; offers suggestions without waiting to be asked; goes  

beyond the status quo.


  Planning/Time Management- Individually demonstrates ability to set and achieve goals,  

manages priorities, establishes limits and meets them.


  Problem Solving/Resourcefulness- Identifies problems and generates resolutions.  


  Process/Task Management- Holds self and others accountable for commitments  

and results; effectively manages quality, cost and time to meet department objectives.


  Safety- Works to ensure compliance of all applicable regulations and Department  

safety policies; attitude to maintain safe work environment is evident at all times.


  Proactive- Acting in advance to deal with an expected difficulty; controlling a situation  

by causing something to happen rather than waiting to respond after it happens.


  Financial Decision Making- Demonstrates the ability to effectively analyze financial  

information and make sound decisions.


  Mission Vision- Creates a clear vision of the organization's mission; demonstrates  

ability to share and accept vision; continually works to promote department's vision.


  Dependability/Attendance- Reliable, meets commitments; attendance is within  

Department guidelines.
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(3.1 - 4.0- Exceeds Expectations)  (2.1 - 3.0- Meets Expectations)  (1.1 - 2.0- Progressing)  (0.0 - 1.0 Didn't Meet Expectations)


  Creative Innovation- Generates novel and valuable ideas and uses these ideas to  

development new or improved approaches or services.


  Big Picture Thinking- Views situations from a broad perspective and uses one's  

knowledge of all aspects and areas of the business rather than just one's expertise.


  Change Leadership- Initiates, manages, accepts, and supports change within the  

organization and takes steps to remove barriers and accelerate its pace.

PROFESSIONAL DEVELOPMENT PLAN-Part III

Career Goals                   Short-

term (within 1 year)

Development Needs

Development Activities

Time 

Frame

Outcomes                   

(results from previous plan)

Career Goals                   Long-

term (1-5 years)

Development Needs

Development Activities

Time 

Frame

Outcomes                   

(results from previous plan)

10

PERFORMANCE SUMMARY- PART IV


  Overall Summary Rating (Check one)  


  Exceeds Expectations- Performance results exceeded planned goals  

Evaluation Feedback 

(check yes or no for all of the following)

and achievements consistently went well beyond expectations.

Yes ____

No ____

I participated in interim reviews


  Meets Expectations- Performance results fully met planned goals,   

throughout the year.

and good, solid performance had been consistently demonstrated.

Yes ____

No ____

I understand my department's overall


  Progressing- Some goals were met but overall performance has been  

goals and how my job contributes.

below expectations and improvement is required.  This rating is appropriate

for associates new to the department, in a significantly different assignment

Yes ____

No ____

I had an opportunity to provide feed-

or had a realignment of goals during the appraisal period.

back to my supervisor during the

appraisal period.


  Does Not Meet Expectations- Performance yielded unsatisfactory  

results.  Immediate and substantial improvement in critical performance areas

Yes ____

No ____

I concur with this performance

are necessary to continue employment.

review and my ratings.

Associate Comments:

A) List performance factors that your supervisor currently utilizes that enhances your productivity:

B) List the performance factors not currently utilized by your supervisor that could enhance your productivity:

C) Other Comments:

Director's Comments:

Associate Signature:

Date:

Apprasing Supervisor's Signature:

Date:

Director's Signature:

Date:
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WESTFIELD PUBLIC WORKS


INTERIM ASSOCIATE PERFORMANCE REVIEW


Associate Name: Supervisor:


Date: Review Period: to


Division:


•


•


•


•


•


•


•


•


•


•


•


•


•


STRENGTHS AND AREAS FOR IMPROVEMENT


ACHIEVEMENTS-ACCOMPLISHMENTS


GOALS AND OBJECTIVES DURING THIS REVIEW PERIOD


ASSOCIATE INFORMATION







Customer Focus


Public Relations


Communications


Cooperation/Team Effectiveness


Relationship Building


Decision Making


Job/Technical Knowledge


Public Works Knowledge


Diversity/Flexibility/Adaptability


Quality/Quanitity of Work


Positive Influence


Developing Others


Initiative


Creative Innovation


Proactive


Process/Task Management


Big Picture Thinking


Change Leadership


Safety


Financial Decision Making


Mission Vision


Dependability/Attendance


Comments:


Name: Name:


Date: Date:


ASSOCIATE SIGNATURE SUPERVISOR SIGNATURE


PERFORMANCE FACTORS
(4.0 - 3.1) Exceeds


Expectations


(3.0 - 2.1) Meets
Expectations


(1.0 - 0.0) Doesn't


Meet Expectations


(2.0 - 1.1) Progressing


Problem Solving/Resourcefulness


Planning/Time Management





Annual Performance Review Template.xls

jdean

D:20060111105342- 05'00'

D:20060111105342- 05'00'

WESTFIELD PUBLIC WORKS

INTERIM ASSOCIATE PERFORMANCE REVIEW

Associate Name:

Supervisor:

Date:

Review Period:

to 

Division:

•

•

•

•

•

•

•

•

•

•

•

•

•

STRENGTHS AND AREAS FOR IMPROVEMENT

ACHIEVEMENTS-ACCOMPLISHMENTS

GOALS AND OBJECTIVES DURING THIS REVIEW PERIOD

ASSOCIATE INFORMATION

Customer Focus

Public Relations

Communications

Cooperation/Team Effectiveness

 

Relationship Building

Decision Making

Job/Technical Knowledge

Public Works Knowledge

Diversity/Flexibility/Adaptability

Quality/Quanitity of Work

Positive Influence

Developing Others

Initiative

Creative Innovation

Proactive

Process/Task Management

Big Picture Thinking

Change Leadership

Safety

Financial Decision Making

Mission Vision

Dependability/Attendance

Comments:

Name:

Name:

Date:

Date:

ASSOCIATE SIGNATURE

SUPERVISOR SIGNATURE

PERFORMANCE FACTORS

(4.0 - 3.1) Exceeds 

Expectations

(3.0 - 2.1) Meets 

Expectations

(1.0 - 0.0) Doesn't 

Meet Expectations

(2.0 - 1.1) Progressing

Problem Solving/Resourcefulness

Planning/Time Management
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