
TOWN OF CHEEKTOWAGA POLICE DEPARTMENT 
 

Effective: December 9, 2015 Subject:   

PERFORMANCE EVALUATIONS 

  Rescinded: 

 
GENERAL ORDER A-10-1 

 

 

Policy: 

 

 It is the policy of the Cheektowaga Police Department that all divisions actively engage 

in the regular evaluation of their assigned personnel to obtain the maximum in job performance. 

An employee performance evaluation form is to be used by all unit, platoon and division 

supervisors to evaluate the work performance of their respective employees. Access to a 

completed employee performance evaluation form is limited to the unit supervisors, division 

commander, Chief of Police or the employee's themselves. 

 

WHAT THE EVALUATION SYSTEM DOES 

 

For The Department    

 

1. Measures the overall effectiveness of staff in terms of the department's programs and goals by 

providing a profile of group performance. 

2. Serves as a check on recruitment and hiring practices. 

3. Enables the Chief of Police to pinpoint weak spots in the department by revealing problem 

areas, e.g., training, supervision, staffing, etc. 

4. Helps to evaluate supervisory ability. Many "employee" problems are really supervisory prob-

lems. A performance evaluation system helps to identify the supervisor who has difficulty in 

communicating with subordinates and is unwilling to criticize or praise them. 

5. Improves work performance by ensuring that both supervisor and employee know what the 

employee is supposed to be doing. Don't assume that every employee knows his job and its 

priorities! The employee may have been improperly trained when hired, or the job may have 

changed. 

6. Identifies training needs - Common weaknesses in employee performance may point out the 

need for new and modified training programs. 

 

For The Supervisor 

  

1. Serves as a basis for constructive communication with the employee on how well the 

employee is measuring up to the job - many supervisors find it difficult to initiate a 

discussion with the employee about work performance. The formal performance evaluation 

plan makes it easier to approach the employee by requiring annual performance evaluations. 

2. Helps to stave off disciplinary problems before they occur. Many disciplinary problems come 

about because an employee's performance is allowed to gradually deteriorate until it reaches 

the point of no return. 
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3. Forces the supervisor to periodically consider each employee in terms of their job 

performance.  Supervisors often become so bogged down in the day to day routine that they 

will not take the time to evaluate. 

4. The performance evaluation interview reminds both the employee and the supervisor that the 

supervisor is management's link with the work force. It strengthens the bond between the 

supervisor and the employee. 

 

For The Employee 

  

1. The evaluation lets the employee know how well they are doing, what are their strengths and 

weaknesses are. Contrary to popular belief, the poor employee does not always know that he 

is a poor employee. The employee may be a good employee by personal standards, because 

the personal standards may not relate to true job standards. 

2. Improves morale by letting employee's know where they stand. One of the chief causes of 

poor morale is employee uncertainty as to just what they are supposed to be doing and how 

well they are doing it. 

3. Recognizes good work: A frequent complaint of employees is the failure of supervisors to say 

thanks. The performance evaluation is an opportunity for the supervisor to express approval 

and appreciation. 

4. An employee whose performance does not meet recognized job standards should be informed 

as soon as possible and given a chance to improve before substandard performance becomes 

a habit. Furthermore, the employee is entitled to be told if their performance does not meet 

the supervisor’s standards. 

 

Evaluation Process 

 

It is the policy of the Cheektowaga Police Department that sworn members of the 

department from patrolman to police lieutenant inclusive, and public safety dispatchers be 

evaluated. The Chief of Police and his/her executive staff are exempt from this process. 

The evaluation system is based on the principle that the formal evaluation reflects and 

summarizes the observation(s) and feed back that occur throughout the evaluation period. A 

supervisor will maintain a working file on each employee that will be evaluated.  Documentation 

of an employee's performance, both well below standard, and well above standard, should be 

maintained if it is to be used when rating the employee.  Documentation of efforts made by the 

supervisor to improve an employee’s performance at the time of a below standard performance 

and the result of those efforts should be maintained.  When information from other supervisors is 

used on an employee's evaluation, said information and the supervisor contributing the 

information will be documented. 
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Evaluation Rating Period 

 

The evaluations will be conducted on an annual basis and will be completed by the following 

March of the rating period. The only exception to this will be for probationary employees.   

 

Probationary Employee Evaluation Rating Period 

 

A supervisor, prior to the end of an employees probationary period will evaluate them. Officers 

with less than three (3) years seniority will be evaluated semiannually, in April and October, until 

the completion of three (3) years. These officers will then be placed on the annual evaluation 

cycle. 

 

Who Rates the Evaluation 

 

The employee's current supervisor is responsible for the evaluation. Information will be 

obtained from the other supervisor(s) who may have worked with the employee earlier in the 

evaluation year or has input into the employee’s performance. Supervisors may agree to have the 

previous supervisor write the evaluation, but the supervisor who presently supervises the 

employee is responsible for getting the evaluation completed and submitted on time. For the 

purpose of the evaluation process the patrol captain will be the immediate supervisor to the patrol 

and traffic lieutenants. The patrol sergeants will be the immediate supervisors to road patrol 

officers working on their respective shifts. The accident investigation unit lieutenant will 

evaluate the officers assigned to AIU with input from the patrol lieutenants and patrol sergeants 

when appropriate. Detectives will be evaluated by the detective lieutenant assigned to their 

platoon/ unit. Lieutenants will be evaluated by the captain assigned to their platoon / division. 

Sergeants will be evaluated by the lieutenant or captain to whom they report directly. The captain 

of administration will evaluate the public safety dispatchers with the assistance of the lead public 

safety dispatcher. Every supervisor who is involved with the personnel performance evaluation 

system will receive instruction in the rating procedures and the supervisors' responsibilities as a 

pre-condition of such involvement.  

 

Evaluation Criteria 

 

Personnel will be evaluated on the following criteria related to their job assignment: 

1. Job Knowledge  

2. Productivity  

3. Accuracy  

4. Dependability  

5. Courtesy  

6. Initiative 

7. Report writing/paperwork 

8. Attendance 

9. Driving Skills 

10. Job Performance 
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Supervisory personnel will be evaluated on the above listed criteria and the following: 

1. Planning and organizing 

2. Supervision activities 

3. Supervisory interviews 

4. Responsibility to staff, unit and agency 

 

Evaluation Steps  

 

1.  Supervisor Completes Evaluation 

 

Review your supervisory notes. Gather other pertinent information. 

Speak to other supervisors who have input on the employee. Write the evaluation. 

Sign the form. Send the form to the division commander for review. 

2.  Employee Evaluation Results Conference 

After the evaluation has been written, a meeting will be set up with the employee involved. 

The supervisor(s) will present and discuss the evaluation with the employee. This discussion 

is done in private, away from disruption, with time allotted for discussing the evaluation. 

 

3. Review Process for Contested Evaluation Reports 

 

It shall be pointed out to the employee that the employee has the option of disagreeing with 

the evaluation. The employee will, if necessary, be given time to formulate a written response 

indicating a disagreement. Employees may attach comments or other documentation to the 

evaluation. Employees may attach comments or other documentation to the evaluation. 

 

4. Evaluation Review 

 

The division commander reviews the evaluation for consistency, completeness and 

compliance with instructions. The division commander may ask for additional justification 

for a rating or comment. He may refuse to sign an evaluation until the additional justification 

is provided, but the division commander may not order you to alter an evaluation. Should 

your supervisor remain dissatisfied with an evaluation, the supervisor shall sign the 

evaluation and indicate that disagreement in the comment section provided. The employee 

will be advised of any changes or comments that are added to the evaluation form by the 

division commander. 

 

5.  The Chief of Police 

 
The Chief of Police will review and sign the evaluation of personnel in the police department. 

The evaluation will be placed into and maintained in the employee's personnel file for a 

period of 5 years. 

 

 

 

 

Amended Date: Chief of Police: 
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Addendum 
 

Instruction in Rating Procedures and Rater Responsibilities  

 

Appropriate remarks should be made in all pertinent comment sections.  Do not allow personal 

feelings to govern your evaluation.  When the term standard is used, it is important that each 

supervisor realize that they set the standard for their subordinates.   

• The Supervisor will indicate overall satisfaction in the job performance of the employee. 

• If not previously stated in other comment sections this area should be used to state what the 

employee and the supervisor are going to do to improve the employees performance 

• A scheduled date for a follow-up meeting or the next evaluation will be set. The follow-up 

meeting would be used to discuss the progress of an employee who is attempting to improve 

substandard areas of performance 

• The supervisor who wrote the evaluation must sign and date that evaluation. The date of the 

employee interview will also be recorded. Comments made by the employee as they pertain 

to the evaluation will be documented in the space provided and the employee will then sign 

and date the form 

• The employee’s signature is only verification that the evaluation has been discussed with the 

employee. It does not indicate that the employee agrees with the evaluation. If an employee 

refuses to sign the evaluation form the supervisor should note that refusal, and sign the form 

• The Division Commander will sign and comment on the evaluation prior to the conference, 

as per Evaluation Steps paragraph two of these instructions 

• The Chief of Police or his designee will sign and date the employee evaluations 

 

Definition of Check Box Terms: 

 

Excellent – The officer seldom or never needs assistance and the officer accomplishes the job in 

a manner that brings credit to the police department. 

 

Above Average – The officer needs assistance only in matters that are unique and he 

accomplishes the job in a manner that brings credit to the police department. 

 

Satisfactory – The officer is working at an acceptable level but has the capacity and potential to 

attain higher goals. 

 

Needs Improvement – The officer needs supervision while performing routine tasks and 

sometimes works in a manner that is not in the best interest of the police department. 

 

Unacceptable – The officer is performing in a manner that is not in the best interest of the police 

department. 
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Rating Criteria 

 

Job Knowledge 

 

Rates the employee on how well the requirements and the duties of the assigned job are 

understood.  The evaluator should take into consideration the following: 

• Is the officer’s knowledge equivalent to his/her length of time and experience as a police 

officer? 

• Does the officer keep current with new laws, procedures, policies, and equipment? 

• Is the officer self-motivated to learn new skills? 

• Is the officer able to draw on his/her knowledge and experience to solve problems in a variety 

of ways? 

Is the officer able to use his/her knowledge to adapt a solution to a problem he or she is facing?  

 

Report Writing/Paperwork 

 

Appraises the overall quality of an employee’s work:  

• Routine paperwork such as police reports, domestic incident reports, uniform traffic tickets, 

parking tags, court paperwork, property receipts, worksheets, etc.  

 

Job Performance 

 

Rates the quantity of work or service that meets expectations.  Include in this area both 

enforcement and community policing areas such as: 

• VTL uniform traffic tickets issued and/or arrests made. 

• Parking tags issued. 

• Warrant Service. 

• Police Reports, Domestic Incident Reports, and Accident Reports completed. 

• Calls for service answered. 

• Penal Law and other arrests made. 

• Checkpoints. 

• Referrals: Building Inspector, Senior Services, etc. 

• Neighborhood involvement: problem solving, school liaison, interaction with 

businesspersons, park and walk, etc. 

• Community Service: Ride alongs, Do the right thing, Community Meetings, Station tours, 

DARE, interviews with the media. 

• Involvement in various details: Bailiff, Tax office, etc. 

• Officer’s practice of using good safety techniques. 

• Officer’s performance under stress conditions.  

 

Dependability 

 

• Ability to assume responsibility and carry out instructions in a reliable manner. 

• Does officer respond to calls for service in a reasonable manner? 
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Driving Skills 

 

• Does the officer operate the police vehicle in a safe manner? 

• Has the officer been involved in motor vehicle accidents during the rating period? 

• Has the officer been the subject of complaints concerning his operation of a motor vehicle? 

 

Courtesy 

 

• Willingness to be courteous with the public, co-workers, and supervisors. 

• Acts in a professional manner when transmitting on the radio or other telecommunications 

device. 

• Acts in a professional manner when dealing with the public. 

 

Initiative 

 

• Originates action beyond the scope of responsibilities. 

• Willingness to volunteer and participate in departmental activities and initiatives. 

 

 

 


