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SUBJECT: OFFICER PERFORMANCE APPRAISAL 

I. PURPOSE 

The purpose of this Directive is to provide a procedure to conduct annual job 

performance appraisals.  This procedure provides the officer with a valid guide to 

his/her overall job performance and provides the knowledge of whether or not 

he/she is performing his/her duties correctly.  This affords the officer the 

knowledge that the work he/she performs is considered worthwhile and essential.  

The process also affords him/her the knowledge that his/her efforts to perform the 

duties and responsibilities of the job are appreciated and are an important part of 

the work objectives of the Department.   

II. POLICY 

The policy of the Department shall be that all officers shall be evaluated on their 

job performance by the last day of December of each calendar year.  This job 

performance appraisal shall be completed using the Haverford Township Police 

Department Performance Appraisal Report (Appendage “A”).  The assessment of 

an officer’s job performance is an ongoing process and the annual job performance 

appraisal is not the only time an officer’s performance may be evaluated.  On their 

most recent performance appraisal, all officers who receive an unsatisfactory or 

below standard rating in a particular appraisal factor (category) shall be evaluated 

on a supplemental performance appraisal solely in regard to that particular 

appraisal factor (category).  The performance appraisal shall be marked as 

supplemental in the top left hand corner of the Haverford Township Performance 

Appraisal Report (Appendage “A”). 

III. PROCEDURES  



Haverford Township Police 

Operations Manual – Directive 6.1.12 
2 

A. Responsibilities 

1. Officer Responsibilities 

a) It shall be the responsibility of each officer who has been 

evaluated to attend an evaluation interview scheduled with 

his/her supervisor (rater). 

b) At the evaluation interview the officer should review and 

discuss the appraisal report with the rater. 

c) The officer shall, at the conclusion of the interview, sign the 

appraisal report form where indicated. In the event the 

officer wishes to discuss the report with a Reviewer the 

officer shall check the appropriate box on the form then sign 

the form. 

(1) The Officer may explain his/her disagreement on a 

plain sheet of paper and attach it to the appraisal 

report form.  This shall become a permanent part of 

the record.   

2. Rater Responsibilities  

a) Rater - is defined as a supervisor who has the authority to 

exercise control over his/her officers or has direct 

responsibility for their work. The rater shall be responsible 

for the completion of the Performance Appraisal Report 

(Appendage “A”).  

b) Civilian personnel shall be evaluated by their immediate 

supervisor. 

c) Sergeants shall evaluate officers under their command. 

d) Lieutenants in each Division shall evaluate sergeants under 

their command. 

e) The Deputy Chief of Police shall evaluate Division 

Commanders. 

f) The Chief of Police shall evaluate the Deputy Chief of 

Police. 

3. Reviewer Responsibilities 

a) The Reviewer shall be determined in the following manner: 

(1) The Division Commander shall be the reviewer for 

officers who have been evaluated by Sergeants.   
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(a) The Commander of the Patrol Division shall 

be the reviewer for officers assigned to the 

Patrol Division. 

(b) The Commander of the Special Services 

Division shall be the reviewer for officers and 

investigators assigned to the Special Services 

Division. 

(c) The Commander of the Staff Services 

Division shall be the reviewer for officers 

assigned to the Staff Services Division. 

(2) The Deputy Chief shall be the reviewer for Sergeants 

who have been evaluated by Division Commanders. 

(3) The Chief of Police shall be the reviewer for 

Lieutenants who have been evaluated by the Deputy 

Chief. 

(4) The next level supervisor shall be the reviewer for 

civilians who have been reviewed by their immediate 

supervisor. 

b) The Reviewer shall carefully review the appraisal reports of 

all officers assigned to his/her Division and indicate by 

checking the appropriate box on the form as to whether 

he/she concurs with the conclusions of the rater or not. 

c) In the event the Reviewer disagrees with the Rater’s 

conclusion the following action shall occur: 

(1) The Reviewer shall indicate his/her disagreement by 

checking the appropriate box on the form. 

(2) Explain his/her disagreement on a plain sheet of 

paper and attach it to the appraisal report form.  This 

shall become a permanent part of the record.   

(3) Forward a copy to both the Rater and the officer, of 

his/her explanation for disagreement with the Rater’s 

evaluation of the officer. 

(4) The Reviewer shall then sign the appraisal report 

form. 

d) In the event an interview has been requested by an officer 

who has been evaluated, the Reviewer shall schedule a 

convenient time and date for the interview. 
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(1) The results of this interview shall be placed in writing 

and attached as part of the appraisal report. 

e) If the Reviewer, in his/her best judgment, concludes that the 

appraisal report is biased, or is not consistent with the 

performance put forth by the officer, the Reviewer may order 

a reevaluation at the end of a three month period. 

f) The Reviewer shall forward all appraisal reports from his/her 

Division to the Chief of Police. 

 

 

B. Appraisal Factors 

1. The following factors shall be part of the appraisal report form, 

however not every factor shall apply to all officers, supervisors, or 

commanders being evaluated.  The appraisal report form shall 

indicate which factors are appropriate for the evaluation of the 

subject officer, supervisor or commander. 

a) Care of Equipment - The extent to which the employee 

exercises proper operation and maintenance of equipment. 

b) Team Building - The extent to which the employee is a team 

player and is willing to assist others to get the job done and 

promote harmony and good relationships. 

c) Courtesy - The extent to which the employee is polite, 

respectful, tactful, considerate and dignified. 

d) Diligence - The extent to which the employee can be relied 

upon to complete assignments. 

e) Initiative - Extent to which the employee displays the 

motivation necessary to produce without urging. 

f) Judgment - The extent to which the employee considers all 

available facts before acting and is logical in conclusions and 

actions. 

g) Leadership - The extent to which the employee is able to 

accept the responsibility of leadership.  Has the ability to 

organize, control and guide the work of others to obtain 

satisfactory results. 

h) Dedication - The extent to which the employee supports the 

department and its policies; the quality of rendering faithful 
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and willing service towards the attainment of department 

goals, principles, and values. 

i) Personal Appearance - The employee’s ability to maintain a 

standard of personal appearance and neatness in keeping 

with the demands and prestige of the position. Complies with 

agency policy. 

j) Personal Development - The extent to which the employee 

strives for self-improvement and skill development through 

education. 

k) Job Knowledge & Skills - This factor measures the 

employee's demonstrated knowledge of relevant job 

information such as: work practices, procedures, resources, 

policies, and technical information.  Possession of essential 

skills required to perform the job also are measured. 

l) Quality of Work - The extent to which the employee 

completes work in a thorough, legible, accurate and effective 

manner. 

m) Problem Solving - This factor measures the employee's 

ability to determine what needs to be done within available 

resources and to pursue appropriate means of accomplishing 

tasks. 

n) Safety Skills - The extent to which the employee practices 

safety techniques in both routine and emergency situations. 

o) Communications - This factor measures the employee's 

demonstrated ability to exchange information with others 

clearly and concisely, to provide information to others on a 

timely basis within and outside the organization, and to 

listen, organize, and present thoughts logically and in a clear, 

concise manner, both orally and in writing. 

p) Self Control - The extent to which the employee displays 

poise and controls emotions in routine or adverse situations. 

q) Community Relations - The extent to which the employee is 

involved in developing and furthering positive relationships 

between the community and the department. 

2. Additional Appraisal Factors for Supervisors 

a) Inspection - The extent to which the employee conducts 

ongoing inspections to reveal areas where improvement or 

correction is needed. 
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b) Personnel Development - The extent to which the employee 

is involved in the professional development of subordinates 

through evaluation, training and discipline. 

c) Planning & Organizing - The extent to which the employee 

plans and organizes work, utilizing available resources. 

 

C. Guide for Rater’s Preparing to Evaluate Officers 

1. Before beginning the completion of the appraisal report form, the 

Rater should consider the following: 

a) Familiarize yourself with the contents of the appraisal form. 

b) Understand thoroughly the duties and requirements of the 

particular position held by the person being evaluated. 

c) Be objective in evaluating each factor.  Eliminate personal 

prejudice, bias or favoritism. 

d) Don’t assume that excellence in one factor implies 

excellence in all factors. 

e) Base your judgment on demonstrated performance. 

f) Consider unusual circumstances, such as an officer you have 

observed for a short period; officers who have done poorly 

as a result of temporary ill health or other unavoidable 

conditions.   

 

 

 

BY ORDER OF THE CHIEF OF POLICE 
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Appendage “A” 
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