








































































































































































































FACTOR D: RELATIONS WITH CITIZENS AND THE COMMUNITY.
Performance Criteria:

Sets good example by demonstrating courtesy to others.

Valid comptaints are not received from citizens.

Problems between citizens and employees are identified and corrective action taken.

Anger and verbal abuse trom citizens do not adversely affect performance.

Composite Eyaiuation for Factor.

Cite examples of past performance to support your evafuation. Maintains a professional demeanor when
dealing with f:it.1zftns and resolves problems between citizens and officers accordia^_£Q.
departmentfll guidelines.

FACTOR E: DEVELOPMENT, APPLICATION, ENFORCEMENT OF POLICIES, PROCEDURES, AND WORK RULES.
Performance Criteria:

Village and Departmental policies are documented, communicated and kept available to affected personnel

Employees are monitored to assure compliance with policies, procedures, and work rules.

Violation of policies, procedures and work rules are identified and timely corrective action is taken.

Few and onty minor substantiated grievances occur and decisions made at the second step of the grievance procedure are normally upheld.

Actions taken which deviate from policies, procedures, and work rules are cleared in advance with appropriate Supervisor.

Composite Evaluation for Factor.

Cite examples of past periqrmance to support your evaluation;
Enjorces Policv/P^^^ in an even and fair manner.

FACTOR F: PREPARATION AND PRESENTATION OF REPORTS AND REQUIRED INFORMATION.
Performance Criteria:

_8_

_a.

Written reports are clear, concise, and rarely contain errors.

Information in reports is compfete, accurate and submitted in prescribed format at agreed upon time.

Oral reports are communicated in clear, civil, and accurate manner.

Incomplete, inaccurate reports from employees are returned for correction or completion.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. _His quarterly evluations Of the officers
assigned to him aye thoro'-ffjh, Thpy »rp used to cover ho+h t'hp nffirpr'? ^t.rnng pmnt.?
and deficiencies

FACTOR G: INVESTiGATION OF CRIMINAL ACTIVITY.
Performance Criteria:

N/A
7

Supervises investigative procedures as needed.

Conclusions are factuaity based and documented.

Reviews and monitors case files.

No valid complaints regarding investigations are registered by superior Officers or prosecuting attorneys.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Rpvipw? FARP flip? tn ensure that they are complete and correct.

FACTOR H: WORKING RELATIONSHIPS AND COOPERATION WITH SUBORDINATES AND OTHER SUPERVISORY PERSONNEL.
Performance Criteria: . .

Va)id comptaints are not received from co-workers.

Problems in work relationships are resolved.

Provides positive support for subordinates and Supervisors as required.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. ,. ; ,, ..,, —_;—-
Maintains'a professional'working relationship with his co-workers

FACTOR I: OPERATION, MAINTENANCE AND CARE OF ASSIGNED EQUIPMENT.
Performance Criteria:

Operating and safety procedures are followed in the use and maintenance of equipment.

Prescribed operator maintenance is performed on schedule.

Equipment is not lost or damaged through carelessness.

Wear, malfunctions, damages and improper care of equipment are identified and corrective action taken.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. ^-^ _;__;__.___._.__„ _^_^
Maint'ainf;'assigned department equipment 1n good working condition

FACTOR J: CONFORMANCE TO DEPARTMENTAL POLICIES, REGULARITY OF ATTENDANCE.
Performance Criteria:

Policies, rules and regufations are foltowed.

Appearance meets Departmental specifications.

No unnecessary delays in starting work at specified time.

No abuse of meal periods, coffee breaks, quitting time, or other special absences.

Supemsor is given proper notice in advance of absences. No noted abuse of sick or emergency leave.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. _Follows policy and procedure. Reports to
work on time, always prpspnts fl prnfpssinnal imagp, and sets an example for the officers
assigncfi t.o his unit..

FACTOR K: APPLICATION, ENFORCEMENT OF VILLAGE AND DEPARTMENTAL POLICIES, RULES AND REGULATIONS.
Performance Criteria:

Sets good example by adhering to policies and procedures.

Policies, procedures, and written directives are explained to employees.

Violations or misconduct are identified and timely corrective action taken.

Supervisor's reports accurately describe mfractions.

Employees meet appearance requirements

Composite Evaluation for Factor.

Cite examples of past performance to support your evaiuation. Expects compliance to policy and pro-
cedures from the officprs assignpri tn his unit and takes timRly and prnppir corTective
artinn whprp nppHpH-

FACTOR L: ASSIGNMENT, SCHEDULING, TRAINING AND SUPERVISION OF ASSIGNED PERSONNEL.
Performance Criteria:

A

Few and only minor misunderstandings in assignments occur.

Assignments and schedules correspond to Departmental needs.

Information on performance is provided to subordinates. Reports are issued to superior in an objective and timely manner.

On-the-job training needs are identified and efforts made to provide them.

Performance of employees is satisfactory or corrective measures taken.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. —^ _
nfftfprs rirp giypn dftflr -in<;+-.rurtinn as tn their assignment, and appropriate corrective
arf-inn -i<; t.RJ(pn.

FACTOR M: ASSIGNMENT AND SUPERVISOR OF SUBORDINATE PERSONNEL.
Performance Criteria:

Assignments are made in a fair and impartia! manner.

Subordinates understand instructions and job assignments with few and only minor misunderstandings.

Problems or deviations arising in established plans, schedules and work activities are confronted promptly and appropriate action fs taken.

Desired results (quantity and quality of work expected from Unit(s) are explained and accomplished through Unit personnel.

Superior is provided periodic information on subordinate's performance.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation,
Officers assigned to htm'are'given fair and reasonable goals and are expected to
mpp-f- thpm.

FACTOR N: COMPLIANCE WITH BUDGETS AND EXPENDITURE CONTROLS.
Performance Criteria:

Budget recommendations are based on substantiated needs.

Budget recommendations are justified and submitted at agreed upon time.

Expenditures are documented and in line with established needs and budget limitations.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.

FACTOR 0: OTHER FACTORS IMPORTANT TO SUPERVISOR. (List any unique duties performed by employee not apparent in Class Specification.)
Performance Criteria:

None

Cite examples of past performance to support your evaluation.



OVERALL PERFORMANCE RATING

Based upon preceding evaluations, but not necessarily an average of the factors since some are more important than
others, carefully read the criteria for each of the performance levels and check the term which best describes the employee's
overall performance for the evaiuation period.

Outstanding: Exemplar/ overal! performance deserving specia! recognition' normaiiy occurring in less than 5% of the workforce.

Exceeds Expectation: Performance exceeding the Supervisor's expectation on nearly all performance factors.

Meets Expectation: Performance generally meeting Supervisor's expectation on most performance criteria.

Below Expectation:

Unsatisfactory:

Erratic performance failing short of that expected on most factors. Special review recommended in, 60 days. USE
OF THIS OVERALL RATING REQUIRES COMPLETION OF REMEDIAL ACTiVJTIES SECTION BELOW. This
rating is not sufficient to deny Ingrade Progression.

Unacceptable performance:
ingrade Progression (or Permanent Employees may be withheld only upon submission of an unsatisfactory rating,
in accordance with the Pay and Classification Plan, Probationary Employees may be terminated immediately.
USE OF THIS OVERALL RATING REQUIRES COMPLETION OF THE REMEDIAL ACTIVITIES SECTION BELOW.

Remedial Activities (Areas Needing Improvement): Actions which Supervisor and empSoyee have agreed upon to correct performance evaluation Below

Expectation or Unsatisfactory.

Development Activities 0-ramin9 Plans): Action which Supervisor and employee have agreed upon to further develop employee capabilities and to

prepare for greater responsibility.

Recommendation: X Salary Increase

Retain in F+ Step

Other (Explain)

Retain in Present Pay Step

Termination

RATER'S SIGNATURE DATE^zs/?"?

COMMENTS OF EMPLOYEE:

SIGNATURE OF EMPLOYEE DATE:: S/35/f I request addition review D

(Signature indicates only that appraisal has been reviewed with employee.)

SIGNATURE OF RATER'S SUPERVISOR DATE<£^M/9 7
T f

BORMAN, CURTIS
EMPLOYEE NAME

22 May 1997
EVALUATION DATE

VILLAGE OF SKOKIE

PERFORMANCE EVALUATION AND COUNSELING FORM

POLICE L1EUTENANT/SERGEANT

19 June 1997
INGRADE PROGRESStON DATE

7 January 1988
EMPLOYMENT DATE

Fietd/Patrot
DIVISION/SECTION

Lt. R. Garcia
SUPERVISOR/REVIEWER

Probationary Employee 1st
6 Month Review

Probationafy Employee 2nd
Review for Permanent Status
& Ingrade Progression

Permanenl Employee Annual
Review D

Other (Piease Specify)

INSTRUCTIONS
Using the numerical scale below, compare the performance of the employee being rated against the performance criteria listed for each
factor. Select the number which best indicates your perception of that individuat's performance on each of the criterion and enter
it in the box provided. Then enter a number indicating a composite, or overall evaluation for the factor. Your complete evaluation
should not necessarily reflect an average of the criteria rating since some criterion are more important than others. Examples of past
performance must be cited.

EVALUATION SCALE
M

(0) Outstanding
(E) Exceeds Expectation
(M) Meets Expectation
(B) Below Expectation

(U) Unsatisfactory
(NA) Not Applicable

FACTOR A: COMMITMENT TO
Performance Criteria:

Exemplary performance far exceeding performance criteria.
Performance which exceeds the levei supervisor normally expects.
Generally meets supervisor's expectation on performance criteria.
Erratic performance on criteria, falling short of that normally expected
requires remedial attention.
Unacceptable performance which must receive immediate attention.
Evaluation of the factor or criterion is inappropriate for the employee being rated.

DEPARTMENTAL GOALS AND APPLICATION OF LEADERSHIP SKILLS.

Takes an active role in goal setting and project planning of the Department.

Departmental needs, plans and goats are communicated to subordinates.

Subordinates are properly directed and encouraged to participate in the pianning of projects and setting of work objectives.

Plans, projects and work objectives are consistent with Departmental needs, goats, and resources.

Subordinates and other Supervisors are encouraged to excel through the positive, professional attitude and action of this Supervisor.

innovative ideas are encouraged and advanced from employees in solving problems and improving the effectiveness of the Unit.

Composite Evaluation for Factor.

Cite examples of fiast performance to support your evaluation. Sgt. Borman supports the department Q0a1s.
T?-?ssi?t_ttie'o^ic?rs 1ri'atfaini"c»^hese goals, he'developsd and ma'-intain<=:/updat.p^7'
status board reflecting ongoing activ-it-ips hy 7nnp

FACTOR B: DIRECTION OF PERSONNEL ACTIVITIES UNDER EMERGENCV, UNUSUAL OR STRESSFUL CONDITIONS.
Performance Criteria:

Supervisor is present as appropriate.

Situation is correctly analyzed and appropriate actions taken.

Available resources are properly deployed.

Assistance is requested as situation dictates.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
He was commended for his actions (available offir.pr<; w^» prnppriy Hpplnypr|) in the
apprehension of an nffpnripr -in an armprf rnhhpry,

FACTOR C: SELECTION, SUPERVISION AND EVALUATION OF SUBORDINATE PERSONNEL.
Performance Criteria:

Factual, meaningful, fair, performance evaluations are prepared for employees.

Poor performance is improved or corrective action is taken.

Training is either provided or recommended where necessary to correct deficiencies or improve performance.

Personnel/performance problems are normally resolved without referral to a higher level.

Performance level of assigned Unit meets Departmental expectation.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Monitors subordinates' reports, takes correctivp actmn wh^
new officers to improve their report writing skills.

nppripd, wnrk<; w-it.h



FACTOR C: INVESTIGATION OF CRIMES OR TRAFFIC ACCIDENTS.
Performance Criteria:

All appropriate witnesses are interviewed. Field infervsew contacts are conducled.

Demonstrates working knowledge of ordinances, vehicle and criminal codes.

Investigative Seads are recorded and followed, investigations are thorough, and each stop properly documented.

Evidence is properly preserved, collected, and thoroughly described.

Statements are taken. Crime scenes and accidents are properly diagrammed.

Evidence Technicians or other Divisions or agencies are properly notified as required.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. Ofcr. Borman has continually built
jlpon recruit training knowledge to attain a very workable understanding of the IVC and
Criminal Code. Field Interviews are routinely conducted and those of substance are recorded

FACTOR D: APPREHENSION, ARREST OF CRIMINAL SUSPECTS.
Periormance Criteria:

on the Department F.I. form.

All necessary information is included in arrest reports and case files.

No unnecessary force or verbal abuse is used.

Uses correct procedures in effecting an arrest, transporting and booking of prisoners.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. Ofcr. Borman has made -it his business
to learn the booking procedure and to be as self-sufficient in this task as possible. He

provides arrestees with the fullest extent of their rights after the arrest.

FACTOR E: ENFORCEMENT OF TRAFFIC REGULATIONS.
Performance Criteria:

Citations are issued in accord with Department and Watch objectives,

Actions taken are appropriate to the offense.

Citations are rarely returned (or correction.

Traffic direction and assistance are provided as required.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. _Uses vest and assists with traffic
_w_rthout being instructed to do so. Citations issued are always above the average and
usually among the leaders, e.g. six month total - 90 arrests resulting in 147 citations .

FACTOR F: PERFORMANCE UNDER STRESSFUL, EMERGENCY OR UNUSUAL CONDITIONS.
Performance Criteria:

No serious deviation from expected performance is demonstrated under unusual circumstances

Demonstrates ability to take command of emergency situations.

Composure is maintained under stress.

Composite Evalualion for Factor.

This 1s a difficult category to measure;Cite examples of past performance to support your evaluation.
We seldom have truly critical'situations requiring extraordinary control. However, I have
noted that Ofcr. Borman does not get over-agitated with reluctant witnesses nor does he

control of his radio descriptions of
tn-progress calls.

lose

FACTOR G: RELATIONS WITH CITIZENS AND THE COMMUNITY.
Performance Criteria:

7
7

Positively relates to people and needs. Does not antagonize or insult citizens.

Knows and is responsive to community problems.

Courtesy is demonstrated in citizen conlacts.

Anger and verbal abuse from citizens do not adversely affect performance.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. Concern for competency in handling his
^assignments has had the mutual benefit of demonstrating a responsiveness to communitx-
_4U-fihl£ms. Patiencp and politeness have beftn attnbutes that servft him wfill.

FACTOR H: WORKING RELATIONSHIPS AND COOPERATION WITH OTHER PERSONNEL.
Performance Criteria:

7 Coordinates and supports other work Units and Departments.

Persona! relationships with co-workers do not impair work.

Readily assists/backs other Officers.

Irciins and guides )ess experienced OKiccrs.

Composite Evaluation (or Factor.

Cite examples of past performance to support your evaluation.
assistance to other officers.

Provides timely and adequate

FACTOR I: PREPARATION AND PRESERVATION OF REQUIRED REPORTS AND INFORMATION.
Performance Criteria:

7 Field Interview reports are used.

Reports are legible, concise and grammatically correct.

Reports are completed with required information, including a chronology of events and investigative detail and rarely returned for correction.

Reports are submitted on a timely basis.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. The strength of Ofcr. Borman's
reports is based on careful informat'ion gathering. As pointed out by our Watch Commandei
you must learn to weloh your desire to make every report as complete as possible with .th(

FA^8S J:18p^tA^,^l?^WNeCE^nDeCIA"RSEOOfF^PA^^ARE'OFDEPA ^TAL EQUIPMENT.
Performance Criteria:

Officer displays care and concern for Department equipment and buildings.

Vehicles are not abused through poor driving habits.

Weapons are clean and serviceable.

Automobiles are returned clean (interior) and serviced for the next Walch.

Equipment wear, malfunctions, damages are identified and reported.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
No problems associated with these criteria.

FACTOR K: CONFORMANCE TO WORK SCHEDULES, ASSIGNMENTS AND INSTRUCTIONS.
Performance Criteria:

^_

Instructions are followed and assignments compieted on schedule.

Work does riot have to be closely supen/ised.

Meets standards se.t by Supervisor; deviations from instructions and schedules are explained satisfactorily to Supervisor.

Unassigned time is effectively utilized, i.e., maintain citizen contact, proactive patrol. selMnitiated activity.

Special attention is given to high accident, crime or other targeted areas.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. Ofcr. Borman never has trouble mak-
1nq good use of unassiQned patrol time. Close supervision has not been necessary
because he works hard and seeks advice when confronted with unusual or uncharted
territory.

FACTOR C:~ C'ONFORMANCE TO DEPARTMENT POLICIES, REGULARITY OF ATTENDANCE AND PUNCTUALITY.
Performance Criteria:

Policies, rules and regulations are followed as prescribed.

Appearance meets Departmental specifications: neat, well groomed, professional.

No unnecessary delays in starting work at specified time.

No abuse of meal periods, coffee breaks, quitting time, or other special absences.

No noted abuse of sick or emergency leave.

Supervisor is given proper notice in advance of absences.

Composite Evaluation for Factor.

Cite.examptes of past performance to support your. evaluation. _ I cannot do any better than quote
H-is appearance and the Qualify of his work reflect an obvious pride in himself and

a desire to do the best job possible".

FACTOR M: OTHER FACTORS IMPORTANT TO SUPERVISOR. (List any unique duties performed by employee not
apparent in Class Specification.)
Performance Criteria:

FACTOR C: Investigation of Crimes and Traffic. Ofcr. Borman has consistently
demonstrated the desire to prepare thoroughly for each day's assignment and to
doggedly pursue criminal activity if uncovered. Traffic stops and suspicious person

checks have led to arrests for other offenses. He often will remember wanted tnforma-
tton several weeks after its disseminatlon and long after most of us have forgotten
about it.

Cite examples of past performance to support your evaluation.



OVERALL PERFORMANCE RATING

Based upon preceding evaluations, but not necessarily an average of the factors since some are more important than
others, carefully read the criteria for each of the performance levels and check the term which best describes the employee's
overall performance for the evaluation period.

Outstanding: Ekempfary overall performance desbrvihg special recognition normally occurring in !ess than'5% of (he workforce.

Exceeds Expectation: Performance exceeding (he Supervisor's expectation on nearly all performance factors.

Meets Expectation: Performance generally meeting Supervisor's expectation on most performance criteria.

Below Expectation:

Unsatistactory:

Erratic performance falling short of that expected on most factors. Special review recommended in 60 days. USE
OF THIS OVERALL RATING REQUIRES COMPLETION OF REMEDIAL ACTIVITIES SECTION BELOW. This
rating is not sufficient to deny Ingrade Progression.

Unacceptable performance:
Ingrade Progression (or Permanent Employees may be withheld only upon submission of an unsatisfactory rating,
in accordance with the Pay and Classification Plan, Probationary Employees may be terminated immediately.
USE OF THIS OVERALL RATING REQUIRES COMPLETION OF THE REMEDIAL ACTIVITIES SECTION BELOW.

Remedial Activities (Areas Needing Improvement): Actions which Supervisor and employee have agreed upon to correct performance evaluation Below

Expectation or Unsalisfactory.

None Noted.

Development Activities (Training Plans); Action which Supervisor and employee have agreed upon to further develop employee capabilities and to

prepare for greater responsibility.

Officer Borman is a definite asset to this Police Department. He is a good candidate
for any specialized training because he'11 do his best to apply the new knowledge and
skills to the benefit of our Department.

Recommendation: Salary Increase

Retain in F+ Step

„_„ Other (Explain) _.

Retain in Present Pay Step

Termination

RATER'S SIGNATURE jT/i9/9i DATE:

COMMENTS OF EMPLOYEE:

SIGNATURE OF EMPLOYEE ,l-\c^^ DATE: l£"~d~~If ! request, addition'review Lj

(Signalwe indicates only that appraisal has been reviewed with employee.)

SIGNATURE OF RATER'S SUPERViSOR ^ DATE-,2/ ^^Y

BORMAN, CURTIS S.

VILLAGE OF SKOKIE

PERFORMANCE EVALUATION AND COUNSELING FORM

POLICE PATROL OFFICER

7 January 1991 Field/Watch III
EMPLOYEE NAME

16 December 1991
INGRADE PROGRESSiON DATE

7 January 1988
DIVIStON/SECTION

Sgt. J. E. Dahlman
EVALUATION DATE EMPLOYMENT DATE SUPERVISOR/RE VIEWER

D Probationary Employee 1st
6 Month Review

Probationary Employee 2nd
Review (or .Permanent Status
& ingrade Pfogression

Permanent Empioyee Annual
Review D

Other (Please Specify)

INSTRUCTIONS
Using the numerical scale betow, compare the performance of the employee being rated against the performance criteria listed for each
factor. Select the number which best indicates your perception of that individual's performance on each of the criterion and enter
it in the box provided. Then enter a number indicating a composite, or overall evaluation for the factor. Your complete evaluation
should not necessarily reflect an average of the criteria rating since some criterion are more important than others. Examples of past
performance must be cited.

EVALUATION SCALE
M u

(0) Outstanding
(E) Exceeds Expectation
(M) Meets Expectation
(B) Betow Expectation

(U)
(NA)

Unsatisfactory
Not Applicable

Exemplary performance far exceeding performance criteria.
Performance which exceeds the level supervisor normally expects.
Generally meets supervisor's expectation on performance criteria.
Erratic performance on criteria, failing short of that normally expected . . .
requires remedial attention.
Unacceptable performance which must receive immediate attention.
Evaluation of the factor or criterion is inappropriate for the employee being rated.

FACTOR A: SUPPORT OF UNITS OBJECTIVES: PLANNING/TEAMWORK.
Performance Criteria:

Works with Supervisors and others in planning and building an effective team.

Officer's knowledge, talents and efforts are directed toward the needs o( the Department and accomplishment o( Unit's goals.

Improved methods are suggested and readily tried to improve effectiveness and solve traffic/crime/community problems.

New and ydditional assignments are accepted and performed,

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. One of .the few officers who develops
a definite plan for the patro'1 of his assigned area, taking into consideration the past
problems and current activity of that area.
aids, e.a. Identi-Kits are utilized.

Notes are maintained and investigative

FACTOR B: RESPONSE TO RADIO CALLS AND ASSIGNMENTS.
Performance Criteria:

Radio calls are not missed,

Proper radio procedures are fotlowed.

Response is made promptly, safely and appropriately.

Assistance provided is appropriate to the need or problem.

Assistance is complete and further action is rarely required

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. Response to radio assignments is
macle without delay. Radio "voice'1 is clear and transmissions are easily understood^
Assistance is freely given and adequate to the circumstances^



FACTOR C: INVESTIGATION OF CRIMES OR TRAFFIC ACCIDENTS.
Performance Criteria:

All appropriate witnesses are inten/iewed. Field interview contacts are conducted.

Demonstrates wof-king knowledge of ordinances, vehicle and criminal codes.

Investigative leads are recorded and followed. Investigations are thorough, and each s!op properly documented,

Evidence is properly preserved, collected, and (horoughiy described.

Slaloments are taken. Crime scenes and accidents are properly diagrammed.

Evidence Technicians or other Divisions or agencies are properly notified as required.

ConnpositE? Evaluation^ for Factor

Cites examples of past performance to support your evaluation, hh's accident and other investigative
_ce^m:ts..^re pvidence that he 1s more than a report taker^

FACTOR D: APPREHENSION, ARREST OF CRIMINAL SUSPECTS.
Performance Criteria:

_8-
_a.

A!l necessary information is included in arrest reports and case files.

No unnecessary force or verbal abuse is used.

Uses correct procedures in effecting an arrest, transporting and booking of prisoners

Composite Evaluation for Factor.

Minimum force "is used to effectCite examples of past performance to support your evaluation.
uT-ame.al^

FACTOR E: ENFORCEMENT OF TRAFFIC REGULATIONS.
Performance Criteria:

L-8-.

L-s--

|_8^-.

_8__,

_8-

Citations are issued in accord wilh Department and Watch objectives.

Actions taken are appropriate to (he offense.

Citations are rarely returned for correction.

Traffic direction and assistance are provided as required.

composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
_t-ions and multiple Thprp i^ nn pvidence of piling on.

Ofcr. Borman writes quality cita-
_Citat1ons are complete^

FACTOR F: PERFORMANCE UNDER STRESSFUL, EMERGENCY OR UNUSUAL CONDITIONS.
Performance Criteria:

No serious deviation from expected performance is demonstrated under unusual circumstances.

Demonstrates ability to take command of emergency situations.

Composure is maintained under stress.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.

—a^rasive arrestees and contacts.

Maintains composure with reluctant/

FACTOR G: RELATIONS WITH CITIZENS AND THE COMMUNITY.
Performance Criteria:

_8_

Positively relates to people and needs. Does not antagonize or insult citizens.

Knows and is responsive to community problems.

Courtesy is demonstrated in citizen contacts.

Anger and verbal abuse from citizens do not adversely affect performance.

Composite Evaluation for Factor

_Verv courteous in both positive andCite examples of past performance to support your evaluation.
le^cLt-ivp situations (arrest-domestic-enforcement).

FACTOR H: WORKING RELATIONSHIPS AND COOPERATION WITH OTHER PERSONNEL.
Performance Criteria:

7 Coordinates and supports other work Units and Departments.

Personal relationships wilh co-workers do no( impair work,

Readily assists/backs other Officers.

7rcims and guides less experienced Officers.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. _Volunteers

officers. Gets along well with co-wor-kers_aFi,d_.SLiperv_1.sors,.

'assist other

FACTOR I: PREPARATION AND PRESERVATION OF REQUIRED REPORTS AND INFORMATION.
Performance Criteria:

7 Field Interview reports are used.

Reports are legible, concise and grammatically correct.

Reports are completed with required information, including a chronology of events and investiQative detail and rarely returned for correction.

Reports are submitted on a timely basis.

Composile Evaluation for Factor.

Cite examples of p_ast performance to support your evaluation.
understandable.

_Reports are legible, concise and

FACTOR J: OPERATION, MAINTENANCE AND CARE OF DEPARTMENTAL EQUIPMENT.
Performance Criteria:

7 Officer displays care and concern for Department equipment and buildings.

Vehicles are not abused through poor driving habits.

Weapons are clean and serviceable.

Automobiles are returned clean (interior) and serviced for the next Watch.

Equipment wear, malfunctions, damages are identified and reported.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Assigned vehicle -is clean and weH maintained^

_Qne of our more careful drivers

FACTOR K: CONFORMANCE TO WORK SCHEDULES, ASSIGNMENTS AND INSTRUCTIONS.
Performance Criteria:

7 Instructions are followed and assignments completed on schedule,

Work does riot have to be closely supervised.

Meets standards set by Supen/isoc; deviations from instructions and schedules are explained satisfactorily to Supervisor.

Unassigned time is effectively utilized, i.e., maintain citizen contact, proactive patrol, selMnitiated activity.

Special attention is given to high accident, crime or other targeted areas.

Composite Evaluation_fpr Factor.

Keeps Supervisor infnurpd when-Cite examples of past performance to support your evaluation.
working on lengthy or unusual cases. Identif-ip? with Watrh nhjprt.iypc:.

FACTOR L: CONFORMANCE TO DEPARTMENT POLICIES, REGULARITY OF ATTENDANCE AND PUNCTUALITY.
Performance Criteria:

Policies, rules and regulations are followed as prescribed.

Appearance meets Departmental specifications: neat, well groomed, professional.

No unnecessary delays in starting work at specified time.

No abuse of meal periods, coffee breaks, quitting time, or other special absences.

No noted abuse of sick or emergency leave.

Supervisor is given proper notice in advance of absences.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.

Department
earance is at. thp tnp of the_

FACTOR M: OTHER FACTORS IMPORTANT TO SUPERVISOR. (List any unique duties performed by employee not
apparent in Class Specification.)
Performance Criteria:

Positive attitude. Professional demeanor. Willingly accepts special assignments.
One of our best officers when it comes to being productive with unassigned time.

Cite examples of past performance to support your evaluation.



OVERALL PERFORMANCE RATING

Based upon preceding evaluations, but not necessarily an average of the factors since some are more important than
others, carefully read the criteria for each of the performance levels and check the term which best describes the employee s
overall performance for the evaluation period.

Outstanding: Exempiary overa!) performance deserving special recognition normaily occurring in !ess than 5% of (he workforce.

Exceeds Expectation: "Performance exceeding the Supen/isor's expectalion on nearly all performance factors.

Meets Expectation: Performance generally meeting Supervisor's expectation on most performance criteria.

Below Expectation:

Unsatisfactory:

Erratic performance falling short of that expected on most (actors. Special review recommended in GO days. USE
OF THIS OVERALL RATSNG REQUIRES COMPLETION OF REMEDIAL ACTiVITtES SECTION BELOW. This
rating is not sufficient to deny Ingrade Progression,

Unacceptable performance:
Ingrade Progression (or Permanent Employees may be withheld only upon submission of an unsatisfactory rating,
in accordance with the Pay and Classification Plan. Probationary Employees may be terminated immediately.
USE OF THIS OVERALL RATING REQUIRES COMPLETION OF THE REMEDIAL ACTIVITIES SECTION BELOW.

Remedial Activilies (Areas Needing Improvement): Actions which Supervisor and employee have agreed upon to correct performance evaluation Below

Expectalion or Unsalisfaclory.

No deficiencies noted.

Officer Borman's Polices Procedure manual was inspected and 1t is current.

Development Activities (Training Plans): Action which Supervisor and employee have agreed upon to further develop employee capabilities and to

prepare for greater responsibility.

Officer Borman is enrolled in law school and wishes no additional training at
this time.

Recommendation: __A_ Salary Increase

Retain in F+ Step

__ Other (Explain) _.

Retain in Present Pay Step

Termination

RATER'S SIGNATURE /"\ ^ _^ J h^j/7~2-5^^
v

COMMENTS OF EMPLOYEE:

SIGNATURE OF EMPLOYEE: DATE: 7^ /f I request addition review ;.J

^^ignature indicateS^only that appraisal has been reviewed with employee.)

SIGNATURE OF HATER'S SUPERVISOR DATE2ZQ^-<t^-

5

VILLAGE OF SKOKIE

PERFORMANCE EVALUATION AND COUNSELING FORM

POLICE PATROL OFFICER

BORMAN, CURTIS S. 7 January 1991 Fteld/klatch HI
EMPLOYEE NAME

21 December 1992
tNGRADE PROGRESSION DATE

7 January 1988
DIVISION/SECTiON

Sgt. R. A. Mason

EVALUATION DATE EMPLOYMENT DATE SUPERVISOR/REV1EWER

D Probalionafy Empfoyee 1st
G Month Review

Probationary Employee 2nd
II Review for .Permanent Status

& fngrade Progression
Permanent Employee Annua!
Review D

Other (P)ease Specify)

INSTRUCTIONS
Using the numerica! scale below, compare the performance of the employee being rated against the performance criteria listed for each
factor. Select the number which best indicates your perception of that individual's performance on each of the criterion and enter
it in the box provided. Then enter a number indicating a composite, or overall evaluation for the factor. Your complete evaluation
should not necessarily reflect an average of the criteria rating since some criterion are more important than others. Examples of past
performance must be ciled.

EVALUATION SCALE
0 i E I M I B I U

(0) Outstanding
(E) Exceeds Expectation
(M) Meets Expectation
(8) Below Expectation

(U) Unsatisfactory
(NA) Not Applicable

Exemplary performance far exceeding performance criteria.
Performance which exceeds the level supervisor normally expects.
Generally meets supervisor's expectation on performance criteria.
Erratic performance on criteria, falling short of that normally expected . . .
requires remedial attention.
Unacceptable performance which must receive immediate attention.
Evaluation of the factor or criterion is inappropriate for the employee being rated.

FACTOR A: SUPPORT OF UNIT'S OBJECTIVES: PLANNtNG/TEAMWORK.
Performance Criteria:

2. Works with Supervisors and others in planning and building an effective team.

Officer s knowledge, talents and efforts are directed toward the needs of the Department and accomplishment of Unit's goals.

Improved methods are suggested and readily tried to improve effectiveness and solve traffic/crime/community problems.

New and udditional assignments are accepted and performed.

composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
t.ntirh" wit.h hi? assigned area. He knows what belongs and what
performance parallels the ideal guidelines for

One of.the few officers who is "in
1s out

a Patrol/Beat Officer.
of place. His

FACTOR B: RESPONSE TO RADIO CALLS AND ASSIGNMENTS.
Performance Criteria:

_8.

A
_8

A
_8

-8.

Radio calls are not missed.

Proper radio procedures are followed.

Response is

Assistance

Assistance

Composite

iS made promptly, safely

provided is appropriate

is complete and further

Evaluation for Factor.

and approprialeiy.

to the need or problem.

action is rarely required.

Cite examples of past performance to support your evaluation. Always alert to radio traffic,
_answers to his first call and responds without delay,.,
understandable. __ __,___._

Radio voice is clear and



FACTOR C: INVESTIGATION OF CRIMES OR TRAFFIC ACCIDENTS.
Performance Criteria:

7

7

A!) appropriale witnesses are inte^iewed. Field interview contacts are conducted.

Demonstrates working knowledge of ordinances, vehicle and criminal codes.

Investigative leads are recorded and followed. Investigations are thorough, and each stop properly documented.

Evidence is property preserved, collected, and thoroughly described,

Statements are taken. Crime scenes and accidents are properly diagrammed.

Evidence Technicians or other Divisions or agencies are properly notified as required.

Composite Evaluation for Factor.

Cije examples of past performance to support your evaluation.
officer Borman's repiocrfcs are thor'ouQh. He demonstrates that he does not just take
reports, but does complete investigations.

FACTOR D: APPREHENSION, ARREST OF CRIMINAL SUSPECTS.
Performance Criteria:

All necessary information is included in arrest reports and case files.

No unnecessary force or verbal abuse is used.

Uses correct procedures in effecting an arrest, transporting and booking of prisoners.

Composite Evaluation (or Factor.

CHe examples of past performance to support your evaluation.
Arrest'procedure and reports are always top quality^

FACTOR E: ENFORCEMENT OF TRAFFIC REGULATIONS.
Performance Criteria:

L8_
_8_.

^
_8_

Citations are issued in accord with Department and Watch objectives.

Actions taken are appropriate to the offense.

Citations are rarely returned (or correction.

Traffic direction and assistance are provided as required.

Composite Evaluation for Factor,

Cite examples of past performance to support your evaluation;
.Officer Borman cbnsistenttv exceeds Watch goals -in the area of T.L.E

FACTOR F: PERFORMANCE UNDER STRESSFUL, EMERGENCY OR UNUSUAL CONDITIONS.
Performance Criteria:

No serious deviation from expected performance is demonstrated under unusuat circumstances.

Demonstrates ability to take command of emergency situations.

Composure is maintained under stress.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Offiffir Rnnnan under the most stressful situations maintains a professional demeanor,

FACTOR G: RELATIONS WITH CITIZENS AND THE COMMUNITY.
Performance Criteria:

Positively relates to people and needs. Does not antagonize or insult citizens.

Knows and is responsive to community problems.

Courtesy is demonstrated in citizen contacts.

Anger and verbal abuse from citizens do not adversely affect performance.

Composite Eyatuation (or Factqr.

Cite examples of past performance to support your^evaluation.
Officer BomanjTas demonstrated excellent .ludaement in dealing with hostile individuals

_ls^p^p^cia'J1y effective in domestic disputes.

FACTOR H: WORKING RELATIONSHIPS AND COOPERATION WITH OTHER PERSONNEL.
Performance Criteria:

1_

1_
1
7

JL

Coordinates and supports other work Units and Departments.

Personal reiationships with co-workers do not impair work.

Readily assists/backs other Officers.

Truins and guides less experienced Officers.

Composite Evaluationi (or Factor.

Cite examples of past performance to support your evaluation. _———_-

Officer Borman vo.lunteer.s for backups and has recently been made a F.T.O,

FACTOR I: PREPARATION AND PRESERVATION OF REQUIRED REPORTS AND INFORMATION.
Performance Criteria:

7 Field Interview reports are used,

Reports are legible, concise and grammatically correct.

Reports are completed with required informalion, including a chronology of evenis and investigative detail and rarely returned for correction.

Reports are submitted on a timely basis.

Composite Evaluation for Factor.

Cite, examples of past performance to support your evaluation.
Officer Borman's reports are very'thorough and neat^.

FACTOR J: OPERATION, MAINTENANCE AND CARE OF DEPARTMENTAL EQUIPMENT.
Performance Criteria:

Officer displays care and concern for Department equipment and buildings.

Vehicles are not abused through poor driving habits.

Weapons are clean and serviceabfe.

Automobiles are returned clean (interior) and serviced for the next Watch.

Equipment wear. malfunctions, damages are identified and reported.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
No noted problems in this area.

FACTOR K: CONFORMANCE TO WORK SCHEDULES, ASSIGNMENTS AND INSTRUCTIONS.
Performance Criteria:

7

K

Instructions are followed and assignments completed on schedule.

Work does not have to be closely supervised.

Meets standards set by Supervisor; deviations from instructions and schedules are explained satisfactorily to Supervisor.

Unassigned time is effectively utilized, i.e.. maintain citizen contact, proactive patrol, self-initiated activity.

Special attention is given to high accident, crime or other targeted areas.

Composite Evaluation (or Factor.

Cite examples of past performance to support your evaluation.
A self-mottvated Officer who nepd?; lU.t.lp <;upprvis1o"

FACTOR L: CONFORMANCE TO DEPARTMENT POLICIES, REGULARITY OF ATTENDANCE AND PUNCTUALITY.
Performance Criteria:

Policies, rules and regulations are followed as prescribed.

Appearance meets Departmental specifications: neat, well groomed, professional.

No unnecessary delays in starting work at specified time.

No abuse of meal periods, coffee breaks, quitting time, or other special absences.

No noted abuse of sick or emergency leave.

Supervisor is given proper notice in advance of absences.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
An extremely'we 11 groomed officer.' A very professional apppanng nffirpr

FACTOR M: OTHER FACTORS IMPORTANT TO SUPERVISOR. (List any unique duties performed by employee not
apparent in Class Specification.)
Performance Criteria:

Newly appointed F.T.O.

Cite examples of past performance to support your evaluation.



OVERALL PERFORMANCE RATING

Based upon preceding evaluations, but nol necessarily an average of the factors since some are more important than
others, carefully read the criteria for each of the performance levels and check the term which best describes the employee's
overall performance for the evaluation period.

Outstanding: Exemplary overall performance deserving special recognition normally occurring in less than 5°/o of the workforce.

Exceeds Expectation: Performance exceeding the Supervisor's expectation on nearly ail performance (actors.

Meets Expectation: Performance generaSiy meeting Supervisor's expectation on most performance criteria,

Below Expectation:

Unsatisfactory:

Erratic pedormance falling short of (hat expected on most factors. Special review recommended in 60 days. USE
OF THIS OVERALL RATING REQUiRES COMPLETION OF REMEDIAL ACTIViTiES SECTION BELOW. This
rating is not sufficient lo deny Ingrade Progression,

Unacceplable performance:
fngrade Progression (or Permanent Employees may be withheld only upon submission o( an unsatisfactory rating,
in accordance with ihe Pay and Classification Plan. Probationary Employees may be terminated immedialefy.
USE OF THIS OVERALL RATING REQUIRES COMPLETION OF THE REMEDIAL ACTIVITIES SECTION BEIOW.

Remedial Activities (Areas Needing improvement); Actions which Supervisor and employee have agreed upon to correct performance evaiuation Below

ExpeclalJon or Unsatisfactory.

Development Activities (Training Plans); Aclion which Supervisor and employee have agreed upon to further develop employee capabilities and to

prepare for greater responsibility.

Policy & Procedure Manual reviewed.

Officer Borman is presently pursuing a law degree.

Recommendation: _.._ _. Salary increase

„ Retain in F-c Slep

„ Other (Explain) _

Retain in Present Pay Step

Termination

RATER'S SIGNATURE
' / '/"'

DATE•S3ĥ 3
COMMENTS OF EMPLOYEE:

SIGNATURE OF EMPLOYEE: ^^A^<<7^ DATE: {1^'^^>''^^5 I request addition review LJ

(Signature indicates only (hat ajJpfaisal has been reviewed with employee.)

S!GNATURE OF RATER'S SUPERVISOR .^/^

(^ ^
DATE <d^2/5^95

BORMAN, CURTIS

VILLAGE OF SKOKIE

PERFORMANCE EVALUATION AND COUNSELING FORM

POLICE PATROL OFFICER

7 January 1994 Field
EMPLOYEE NAME

19 December
EVALUATION DATE

Probalionary Empioyee
6 Monlh Review

1993

1st D

INGRADE PROGRESSION DATE

7 January 1988
EMPLOYMENT DATE

Probationary Empioyee 2nd
Review (or-Permanent Status
& fngrade Progression

Permanent
Review

DIVISION/SECTION

Sgt. B. Fowler
SUPE RVI SOR/ RE V) EWE R

Other (Please Specify)
Employee Annual |—j

INSTRUCTIONS
Using the numerical scaie below, compare the performance of the employee being rated against the performance criteria listed for each
factor. Select the number which best indicates your perception of that individual's performance on each oi the criterion and enter
it in the box provided. Then enter a number indicating a composite, or overall evaluation for the factor. Your complete evaluation
should not necessarily reflect an average of the criteria rating since some criterion are more important than others. Examples of past
performance must be cited.

EVALUATION SCALE
0 1 E 1 M ! B i U

(0) Outstanding
(E) Exceeds Expectation
(M) Meets Expectation
(B) Below Expectation

(U) Unsatisfactory
(NA) Not Applicable

Exemplary performance far exceeding performance criteria.
Performance which exceeds the level supervisor normally expects.
Generally meets supervisor's expectation on performance criteria.
Erratic performance on criteria, falling short of that normally expected . . .
requires remedial attention,
Unacceptable performance which must receive immediate attention.
Evaluation of the factor or criterion is inappropriate for the employee being rated.

FACTOR A: SUPPORT OF UNIT'S OBJECTIVES: PLANNING/TEAMWORK.
Performance Criteria:

7 Works with Supervisors and others in planning and building an effective team.

Officer s knowledge, talents and efforts are directed toward the needs of the Department and accomplishment of Unit's goals.

improved methods are suggested and readily tried to improve effectiveness and solve (raffJc/crime/community problems.

New and additionat assignments are accepted and performed.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Officer Borman in the true sense 1s a team player. He is constantly strivtnQ to
.improve himself.

FACTOR B: RESPONSE TO RADIO CALLS AND ASSIGNMENTS.
Performance Criteria:

Radio calls are not missed.

Proper radio procedures are (allowed,

Response is made promptly, safely and appropriately.

Assistance provided is appropriate to the need or problem.

Assistance is complete and further action is rarely required.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
_clffLcer_BormarL stays alert to radio traffic and responds appropnatel^



FACTOR C; INVESTIGATION OF CRIMES OR TRAFFIC ACCIDENTS.
Performance Criteria:

La-.-

^

Al! appropriate witnesses are inten/iewed, Field inlen/iew contacts are conducted.

Demonslrales working knowledge of ordinances, vehicle and criminal codes.

Investigalive leads are recorded and (offowed. Investigations are thorough, and each stop properjy documented.

Evidence is properly preserved, collected, and thoroughly described.

Statements are taken. Crime scenes and accidents are properly diagrammed.

Evidence Technicians or other Divisions or agencies are properly notified as required.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
_0fflcet Borman's reports are thorough. He demonstrates that he does not Just__bake_
reports, but makes police investigations.

FACTOR D: APPREHENSION, ARREST OF CRIMINAL SUSPECTS.
Performance Criteria:

All necessary information is included in arrest reports and case files.

No unnecessary force or verbal abuse is used.

Uses correct procedures in effecting an arrest, transporting and booking of prisoners.

Composite Evaluation for Factor

Cite examples of past performance to support your evaluation.
Arrest procedure and reports are always top quality^

FACTOR E: ENFORCEMENT OF TRAFFIC REGULATIONS.
Performance Criteria:

Citations are issued in accord with Department and Walch objectives.

Actions taken are appropriate to the offense.

Citations are rarely returned for correction.

Traffic direction and assistance are provided as required.

Composite Evaluation for Factor.

Cite examples of past performance _to support your evaluation,
.Ojfjce r_ Borman consistently exceeds goals 1n the area of T.L.E,

FACTOR F: PERFORMANCE UNDER STRESSFUL, EMERGENCY OR UNUSUAL CONDITIONS.
Performance Criteria:

_B_

No serious deviation (rom expected pecformance is demonstrated under unusual circumstances.

Demonstrates ability lo take command of emergency situations,

Composure is maintained under stress.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.. -
OfftceiLBorman always maintains a professional demeanor.

FACTOR G: RELATIONS WITH CITIZENS AND THE COMMUNITY.
Performance Criteria:

Posilivety relates to people and needs. Does not antagonize or insult citizens.

Knows and is responsive to community problems.

Courtesy is demonstrated in citizen contacts.

Anger and verbal abuse from citizens do not adversely affect performance,

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Officer Borm'an Has demonstrated excellent judgement in dealing with hostile •individuals
iie_is_especianv effective in resolving domestic disputes.

FACTOR H: WORKING RELATIONSHIPS AND COOPERATION WITH OTHER PERSONNEL.
Performance Criteria:

_8.-

_7^

A

Cooirdinales and supports other work Units and Departments.

Personal relationships with co-workers do not impair work.

Readily assists/backs olher Officers.

Trdttis and guides tess experienced Officers,

Co rnposite Evaiuation for Factor.

Cite examples of past performance to support your evaluation.
Officer Borman makes backups without_pxomp.tjjig_. _Very,good .dlspQsjtjqn

FACTOR I: PREPARATION AND PRESERVATION OF REQUIRED REPORTS AND INFORMATION.
Performance Criteria:

Field Interview reports are used.

Reports are legible, concise and grammaticaily correct.

Reports are compleled with required information, including a chronology of events and investigative detail and rareiy returned for correction.

Reports are submitted on a timely basis,

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
_Qf-ficer Borman's reports are neat, detailed and thorough.

FACTOR J: OPERATION, MAINTENANCE AND CARE OF DEPARTMENTAL EQUIPMENT.
Performance Criteria:
"8~

8
8
8
8
8

Officer displays care and concern for Department equipment and buildings.

Vehicles are not abused through poor driving

Weapons are clean and serviceable.

Automobiles are returned clean (interior) and

Equipment wear, malfunctions, damages are

Composite Evaluation for Factor.

habits.

serviced

identified

for the next Watch.

and reported.

Cite examples of past performance to support your evaluation.
Far above average in this area.

FACTOR K: CONFORMANCE TO WORK SCHEDULES, ASSIGNMENTS AND INSTRUCTIONS.
Performance Criteria:

Instructions are followed and assignments compieted on schedule.

Work does hot have to be closely supervised.

Meets standards set by Supervisor; deviations from instructions and schedules are expiained satisfactorily to Supervisor.

Unassigned lime is effectively utilized, i.e., maintain citizen contact, proactive patro!, self-initiated activity.

Special attention is given to high accident, crime or other targeted areas.

Composite Evaiualion for Factor,

Cite examples of past performance to support your evaluation.
A self-mottvated Officer who needs little direct supervisum^

FACTOR L: CONFORMANCE TO DEPARTMENT POLICIES, REGULARITY OF ATTENDANCE AND PUNCTUALITY.
Performance Criteria:

Policies, rules and regulations are followed as prescribed.

Appearance meets Departmental specifications: neat, well groomed, professional.

No unnecessary delays in starting work at specified time.

No abuse of meal periods, coffee breaks, quitting time, or other special absences.

No noted abuse of sick or emergency leave.

Supervisor is given proper notice in advance of absences.

Composite Evaluation for Factor.

Cite examptes of past performance to support your evalyation.
An extremely well groomed officer. Exemplary 1n appearance, bearing and manner.

FACTOR M: OTHER FACTORS IMPORTANT TO SUPERVISOR. (List any unique duties performed by employee not
apparent in Class Specification.)
Performance Criteria:

Newly appointed F.T.O. (a very good choice).

Cite examples of past performance to support your evaluation.

23 Feb. 94 (#94-4263) received Watch commendation letter fnr nu+.^t.anriing pnl-ice work
for arrest of auto thieves.

~77-U'une 94 0?94-15441T) Same as "above. 'Ofcr. BoriTiim was most ikiUfut i:n"e11citin g
admT^sTons~f rom -the' suspects"." —'~ ~~~—"'"'—'-



OVERALL PERFORMANCE RATING

Based upon preceding evaluations, but not necessarily an average of the factors since some are more important than
others, carefully read the criteria for each of the performance levels and check the term which best describes the empfoyee's
overall performance for the evaluation period.

x Outstanding: Exemplary overa!) perlormance deserving special recognition normally occurring in less than 5°/o of the workforce.

Exceeds Expectation: Performance exceeding the Supen/isors expectation on nearly all performance'factors.

Meets Expectation: Performance generally meeting Supervisor's expectation on most performance criteria,

Below Expectation:

Unsatisfactory:

Erratic performance falling short of that expected on most faclors. Special review recommended in 60 days. USE
OF THIS OVERALL RATING REQUIRES COMPLETION OF REMEDIAL ACTIVITIES SECTION BELOW. This
rating is not sufficient lo deny Ingrade Progression.

Unacceptable performance:
Ingrade Progression (or Permanent Empipyees may be withheld only upon submission of an unsatisfactory rating,
in accordance with the Pay and Classification Plan. Probationary Employees may be terminated immediately.
USE OF THIS OVERALL RATiNG REQUIRES COMPLETION OF THE REMEDIAL ACTIVITIES SECTION BELOW.

Remedial Activities (Areas Needing Improvement): Actions which Supen/isor and employee have agreed upon to correct performance evaluation Below

Expectation or Unsatisfactory.

None.

Development Activities (Training Plans); Action which Supervisor and employee have agreed upon to further develop employee capabilities and to

prepare (or greater responsibility.

Policy & Procedure Manual reviewed.

Officer Borman -is presently pursuing a law degree.

Recommendation: _- Salary Increase

X Retain in F+ Step

._ Other (Explain)

Retain in Present Pay Step

Termination

RATER'S SIGNATURE DATE: ^^^4.'

COMMENTS OF EMPLOYEE:

SIGNATURE OF EMPLOYEE: DATE: ^7 T^C 9f I request addilion review

(Signature indicates only that appraisal has been reviewed with employee.)

SIGNATURE OF HATER'S SUPERVISOR r-T ! ^^J^^ DATE:^.7^^^/

VILLAGE OF SKOKIE

PERFORMANCE EVALUATION AND COUNSELING FORM

POLICE PATROL OFFICER

BORMAN, CURTIS 7 January 1995 Field
EMPLOYEE NAME

24 December 1994
INGRADE PROGRESSION DATE

7 January 1988
DIVISION/SECTION

Sgt. A. J. Kloch
EVALUATION DATE EMPLOYMENT DATE SUPERVISOR/REVIEWER

Probationary Employee 1st
6 Month Review D

Probationary Employee 2nd
Review for .PerfTtanent Status
S Ingrade Progression

Permanent Employee Annual
Review D

Other (Please Specify)

INSTRUCTIONS
Using the numerical scale below, compare the performance of the employee being rated against the performance criteria listed for each
factor. Select the number which best indicates your perception of that individual's performance on each of the criterion and enter
it in the box provided. Then enter a number indicating a composite, or overall evaluation for the factor. Your complete evaluation
should not necessarily reflect an average of the criteria rating since some criterion are more important than others. Examples of past
performance must be cited.

EVALUATION SCALE
0 I E I M j B I U

(0) Outstanding
(E) Exceeds Expectation
(IVf) Meets Expectation
(8) Below Expectation

(D) Unsatisfactory
(NA) Not Applicable

Exemplary performance far exceeding performance criteria.
Performance which exceeds the level supervisor normalty expects.
Generaliy meets supervisor's expectation on performance criteria.
Erratic performance on criteria, falling short of that normaify expected . . .
requires remedial attention.
Unacceptable performance which must receive immediate attention.
Evaluation of the factor or criterion is inappropriate for the employee being rated.

FACTOR A: SUPPORT OF UNIT'S OBJECTIVES: PLANNING/TEAMWORK.
Performance Criteria:

Works with Supervisors and others in planning and building an effective team.

Officer's Knowledge, talents and efforts are directed toward the needs of the Department and accomplishment of Unit's goals.

Improved methods are suggested and readily tried to improve effectiveness and solve traffic/crime/community probiems.

New and additional assignments are accepted and performed.

Composite Eva) ualion for Factor.

Cite examples of past performance to support your evaluation.
Officer Borman is an effective team member. He
himself.

1$ COnstdntly Striving to imprnvp

FACTOR B: RESPONSE TO RADIO CALLS AND ASSIGNMENTS.
Performance Criteria:

8
8

_8_

_8_

_8_

_8_

Radio calls are not missed.

Proper radio procedures are fotlowed.

Response is

Assistance

Assistance

Composite.

:s made promptly, safety

provided is appropriate

is complete and further

Evaluation (or Factor.

and approprialely.

to the need or problem.

action is rarely required.

Cite examples of past performance to support your evaluation.
J)±f1cer Borman stays aJ^rLJ.p^mdlo traffic and responds flppropn'Btply



FACTOR D: RELATIONS WtTH CITIZENS AND THE COMMUNITY.
Performance Criteria:

Sets good example by demonstrating courtesy to others.

Valid complaints are not received from citizens.

Problems between citizens and employees are identified and corrective action taken.

Anger and verbal abuse from citizens do not adversely affect performance.

Composite Evaluationjpr Factor.

Ci^g examples of past.perfprmqnce to support ypur evaluation. , . . -
'ConipoSure <-a~ncTcourtesy' T^r'a1^ays"clemoriistratea m his contacts with people,

FACTOR E: DEVELOPMENT, APPLICATION, ENFORCEMENT OF POLICIES. PROCEDURES, AND WORK RULES.
Performance Criteria:

Village and Departmental policies are documented, communicated and kept available to affected personnel.

Employees are monitored lo assure compliance with policies, procedures, and work rules.

Violation of policies, procedures and work rules are identified and timely corrective action is taken.

Few and only minor substantiated grievances occur and decisions made at the second step of the grievance procedure are normally upheld.

Actions taken which deviate from policies, procedures, and work rules are cleared in advance with appropriate Supervisor.

Composite Evaluation for Factor.

Cite examples of .past performance to s.upport your evalu^tipn.
Policy and' proper procedures'are followed.

FACTOR F: PREPARATION AND PRESENTATION OF REPORTS AND REQUIRED INFORMATION.
Performance Criteria:

Written reports are clear, concise, and rarely contain errors.

Information in reports is complete, accurate and submitted in prescribed format at agreed upon time.

Oral reports are communicated in clear, civil, and accurate manner.

Incomplete, inaccurate reports from employees are returned for correction or completion.

Composite Evaluation for Factor.

Cite examgles of past performance to support your evat^ation.
Sqt. Borman's'reports are'clear and concise.

FACTOR G: INVESTIGATION OF CRIMINAL ACTIVITY.
Performance Criteria:

N/A

Supervises investigative procedures as needed.

Conclusions are factuatty based and documented.

Reviews and monitors case fifes.

No vafid complaints regarding investigations are registered by superior Officers or prosecuting attorneys.

Composite Evaluation for Factor.

Cite examples of past perfojrmance to support your eyaluatipp. -.
Cases'are properly momtdred'during the initial phase.

FACTOR H: WORKING RELATIONSHIPS AND COOPERATION WITH SUBORDINATES AND OTHER SUPERVISORY PERSONNEL.
Performance Criteria:

Valid complaints are not received from co-workers.

Problems in work relationships are resolved.

Provides positive support for subordinates and Supervisors as required.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
A gnnri working velattonship exists between Sat. Borman and his co-workers

FACTOR I: OPERATION, MAINTENANCE AND CARE OF ASSIGNED EQUIPMENT.
Performance Criteria:

Operating and safety procedures are foltowed in the use and maintenance of equipment.

Prescribed operator maintenance is performed on schedule.

Equipment is not lost or damaged through carelessness.

Wear, malfunctions, damages and improper care of equipment are identified and corrective action taken.

Composite Evaluation for Factor.

Cite examples of^past performance to support yqyr^evatuatipn.
Proper maintenance and care of Department equipment 1s always toNowed,

FACTOR J: CONFORMANCE TO DEPARTMENTAL POLICIES, REGULARITY OF ATTENDANCE.
Performance Criteria:

Policies, rules and regulations are followed.

Appearance meets Departmental specifications.

No unnecessary delays in starting work at specified time.

No abuse of meal periods, coffee breaks, quitting lime, or other special absences,

Supervisor is given proper notice in advance of absences. No noted abuse of sick or emergency leave.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
No problems ever noted in th'is area.

FACTOR K: APPLICATION, ENFORCEMENT OF VILLAGE AND DEPARTMENTAL POLICIES, RULES AND REGULATIONS.
Performance Criteria:

Sets good example by adhering to policies and procedures.

Policies, procedures, and written directives are explained to employees.

Violations or misconduct are identified and timely corrective action taken.

Supervisor's reports accurately describe infractions.

Employees meet appearance requirements

Composite Evaluation for Factor.

Cite examples of past performance to support yqur_evalu_ation.
Department rules are enforced fairly.

FACTOR L: ASSIGNMENT, SCHEDULING, TRAINING AND SUPERVISION OF ASSIGNED PERSONNEL.
Performance Criteria:

Few and only minor misunderstandings in assignments occur.

Assignments and schedules correspond to Departmentai needs.

Information on performance is provided to subordinates. Reports are issued \o superior in an objective and timely manner.

On-the-job training needs are identified and efforts made to provide them.

Performance of employees is satisfactory or corrective measures taken.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation. - ._._, __ - L.

Personnel activities are monitored and corrective actions taken when required,

FACTOR M: ASSIGNMENT AND SUPERVISOR OF SUBORDINATE PERSONNEL.
Performance Criteria:

Assignments are made in a fair and impartial manner.

Subordinates understand instructions and job assignments with few and only minor misunderstandings.

Problems or deviations arising in established plans, schedules and work activities are confronted promptly and appropriate action is taken.

Desired results (quantity and quality of work expected from Uni1(s) are explained and accomplished through Unit personnel.

Superior is provided periodic information on subordinate's performance.

Composite Evaluation for Factor.

Cite examples of past performance to syp&ort your.evaluation.
Assignments are made fairly and are explained as necessary to ensure achievement*

FACTOR N: COMPLIANCE WITH BUDGETS AND EXPENDITURE CONTROLS.
Performance Criteria:

M
-A_

Budget recommendations are based on substantiated needs.

Budget recommendations are j'ustified and submitted at agreed upon time.

Expenditures are documented and in line with established needs and budget limitations.

Composite Evaluation for Factor.

Cite. examples of past performance to support your evaluation.
Hot applicable.

FACTOR 0: OTHER FACTORS IMPORTANT TO SUPERVISOR. (List any unique duties performed by employee not apparent in Class Specification.)
Performance Criteria:

None

Cite examples of past performance to support your evaluation.



OVERALL PERFORMANCE RATING

Based upon preceding evaluations, but not necessarily an average of the factors since some are more important than
others, carefully read the criteria for each of the performance levels and check the term which best describes the employee's
overall performance for the evaluation period.

Outstanding; Exemplary overall performance deserving special recognition normally occurring in less than 5% of the workforce.

Exceeds Expectation: Performance exceeding the Supervisor's expectation on nearly af! performance factors.

Meets Expectation: Performance generally meeting Supen/isor's expectation on most performance criteria.

Below Expectation:

Unsatistactory:

Erratic performance failing short of that expected on most factors. Special review recommended in 60 days. USE
OF THIS OVERALL RATING REQUIRES COMPLETION OF REMEDIAL ACTIVITIES SECTION BELOW. This
rating is not sufficient to deny Ingrade Progression.

Unacceptable performance:
tngrade Progression for Permanent Employees may be withheld only upon submission of an unsatisfactory rating,
in accordance with the Pay and Classification Pfan. Probationary Employees may be terminated immediately.
USE OF THIS OVERALL RATING REQUIRES COMPLETION OF THE REMEDIAL ACTIVITIES SECTION BELOW.

Remedial Activities (Areas Needing Improvement): Actions which Supervisor and employee have agreed upon to correct performance evaluation Below

Expectation or Unsatisfactory.

Development Activities (Training Plans): Action which Supervisor and employee have agreed upon to further develop employee capabilities and to

prepare for greater responsibility.

Continue learning about the job of a Supervisor.

Recommendation; Salary Increase

Retain in F+ Step

Other (Explain)

Retain in Present Pay Step

Termination

RATER'S SIGNATU DATE: l~~lr^<?^< c<^

COMMENTS OF EMPLOYEE:

SIGNATURE OF EMPLOYEE: DATE: 6
\^/o,

,11 /^ I request addition review d

(Signature indicates only that appraisal has been. reviewed with employee.)

SIGNATURE OF HATER'S SUPERVISOR DAT^At

VILLAGE OF SKOKIE

PERFORMANCE EVALUATION AND COUNSELING FORM

POLICE LIEUTENANT/SERGEANT

BORMAN, CURTIS
EMPLOYEE NAME

11 May 1996
EVALUATION DATE

j—I Probationary Employee 1st
I—I 6 Month Review D

19 June 1996
INGRADE PROGRESSION

7 January 1988
EMPLOYMENT DATE

Probationary Employee 2nd
Review (or Permanent Status
& Ingrade Progression

Fteld/Patrol
DATE DtVISION/SECTION

Lt. P. Banks
SUPERVISOR/REVIEWER

Other (Please Specify)
Permanent Employee Annual
Review

INSTRUCTIONS
Using the numerical scale betow, compare the performance of the employee being rated against the performance criteria listed for each
factor. Select the number which best indicates your perception of that individual's performance on each of the criterion and enter
it in the box provided. Then enter a number indicating a composite, or overall evaluation for Ihe factor. Your complete evaluation
should not necessarily reffect an average of the criteria rating since some criterion are more important than others. Examples of past
performance must be cited.

EVALUATION SCALE
0 i E I M j B | U

8 1

(0) Outstanding
(E) Exceeds Expectation
(M) Meets Expectation
(B) Below Expectation

(U) Unsatisfactory
(NA) Not Applicable

Exemplary performance far exceeding performance criteria.
Performance which exceeds the !eve! supervisor normally expects.
Generally meets supervisor's expectation on performance criteria.
Erratic performance on criteria, falling short of that normally expected . . .
requires remedial attention.
Unacceptable performance which must receive immediate attention.
Evaluation of the factor or criterion is inappropriate for the employee being rated.

FACTOR A: COMMITMENT TO DEPARTMENTAL GOALS AND APPLICATION OF LEADERSHIP SKILLS.
Performance Criteria:

Takes an active rate in goai setting and project planning of the Department.

Departmental needs, plans and goals are communicated to subordinates.

Subordinates are properly directed and encouraged to participate in the planning of projects and setting of work objectives.

Plans, projects and work objectives are consistent with Departmental needs, goals, and resources.

Subordinates and other Supervisors are encouraged to excel through the positive, professional attitude and action of this Supervisor.

Innovative ideas are encouraged and advanced from employees in solving problems and improving the effectiveness of the Unit.

Composite Evaluation (or Factor.

Cite examples of^ past performance to support your evaluation.
Serqeant Bbrman directs arid encourages his unit members to attain the Department
goals.

FACTOR B: DIRECTION OF PERSONNEL ACTIVITIES UNDER EMERGENCY, UNUSUAL OR STRESSFUL CONDITIONS.
Performance Criteria:

Supervisor is present as appropriate.

Situation is correctly analyzed and appropriate actions taken.

Available resources are properly deployed.

Assistance is requested as situation dictates.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Rp?;nurces are'utilized property to control stressful situations

FACTOR C: SELECTION, SUPERVISION AND EVALUATION OF SUBORDINATE PERSONNEL.
Performance Criteria:

Factual, meaningful, fair, performance evaluations are prepared for employees.

Poor performance is improved or corrective action is taken.

Training is either provided or recommended where necessary to correct deficiencies or improve performance.

Personnel/performance problems are normally resolved without referral lo a higher level.

Performance level of assigned Unit meets Departmental expectation.

Composite Evaluation for Factor.

Cite examples of past performance to support your evaluation.
Evaluations are factual and fair.








