CITY OF PACIFIC GROVE

Individual Development Plan
For Future Job Performance of Employee
	Name (Last, First, Initial):

                                                                     Rating Period from _____________    to _______________
	Date of This Performance Discussion:

	Department:
	Classification Title:
	Employee #:
	Date of Last Performance Discussion:


	PERFORMANCE OBJECTIVES – Goals for future improvements in job performance during the next year in order to meet or exceed expectations for the employee’s present job or to develop employee skills
	PLANS FOR ACHIEVING OBJECTIVES – Specific methods by which the employee can work towards accomplishing his or her performance objectives (in-service training courses, college courses, rotation, special work assignments for training purposes, etc.)

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	SIGNATURE OF EMPLOYEE
	DATE
	I would like to discuss this report with the Reviewing Officer.

                                 (  YES         (  NO

	SIGNATURE OF RATER

	TITLE
	DATE

	I concur in the ratings given by the Rater.  I have made no changes in this report.

SIGNATURE OF REVIEWER
	DATE
	As requested, the Reviewer Officer discussed report with the employee on:

DATE                        INITIALS
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CITY OF PACIFIC GROVE

Report of Past Job Performance of Employees

	PERFORMANCE FACTORS
	I
	M
	E
	COMMENTS*

	QUALITY OF WORK:  Consider the extent to which completed work is accurate, neat, well organized, thorough, and effective.
	
	
	
	

	QUANTITY OF WORK:  Consider the extent to which the amount of work produced compares to quantity expectations for the job.
	
	
	
	

	WORK HABITS:  Consider the employee’s effectiveness in organizing and using work tools and time, in caring for equipment and materials, in following good practices of vehicle and personal safety, etc.
	
	
	
	

	RELATIONSHIPS WITH PEOPLE:  Consider the extent to which the employee recognizes the needs and desires of other people, treats others with respect and courtesy, inspires their respect and confidence, etc.
	
	
	
	

	TAKING ACTION INDEPENDENTLY:  Consider the extent to which the employee shows initiative in making work improvements, identifying and correcting errors, initiating work activities, etc.
	
	
	
	

	MEETING WORK COMMITMENTS:  Consider the extent to which employee completes work assignments, meets deadlines, follows established policies and procedures, etc.
	
	
	
	

	ANALYZING SITUATIONS AND MATERIALS:  Consider the extent to which the employee applies consistency, good judgment in analyzing work situations and materials, and in drawing sound conclusions.
	
	
	
	

	*SUPERVISING/LEADING THE WORK OF OTHERS:  Consider the employee’s effectiveness in planning and controlling work activities, motivating and developing subordinates, improving work methods and results, encouraging and supporting employee suggestions for work improvements, applying policies, selecting and developing subordinates in accordance with City policies.
	
	
	
	

	*PERSONNEL MANAGEMENT PRACTICES:  Consider the extent to which the employee understands and applies good personnel management practices, including upward mobility.  Does the employee contribute effectively to the implementation of the City’s Equal Employment Opportunity policies and to the attainment of a diverse workforce?
	
	
	
	

	GENERAL COMMENTS OR COMMENTS ON OTHER FACTORS:




*Categories may be used for lead workers.

The supervisor may make “Comments” only, or may use rating categories only, or may use either or both methods of appraisal on any performance factor, as he or she prefers.  The rating categories are:


I
Improvement needed for performance to meet expectations of the position.



M
Performance fully meets the expectations of the position.



E
Performance consistently exceeds the expectations of the position.
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