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 POLICY 
 

This General Order shall ensure that each 
employee’s performance is evaluated on a 
regular basis during the employee’s course of 
employment. Supervisors shall train, 
evaluate, and recommend actions necessary to 
improve the employee’s performance.  An 
employee who receives a rating of less than 
Satisfactory in any of the major task areas of 
their performance appraisal will receive a 90-
day follow-up appraisal for each category that 
is so rated.  Ninety-day follow-up appraisals 
will also be prepared for employees who have 
been promoted to a higher level position to 
ensure that they are performing their newly 
assigned duties in a satisfactory manner. 
 
 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Provisions 
 
At the time of an employee’s annual 
performance appraisal, or 90 days following 
an employee’s promotion to a higher level 
position, supervisors shall rate employees on 
each task area of their position description. 
Any task area of the employee’s performance 
that receives a rating below Satisfactory is to 
be noted, and a 90-day follow-up appraisal 
for re-assessment of the employee for those 
areas will be required. Periodically during the 
90-day period prior to the re-assessment, the 
supervisor shall confer with the employee to 
assess the employee’s progress in meeting the 
performance standards.  Assistance and 
recommendations for improvement may be 

offered to the employee in improving their 
performance.  
 
Upon completion of the 90-day follow-up 
appraisal, if the employee’s performance has 
improved sufficiently to meet the applicable 
standards, a Performance Appraisal form 
shall be completed stating that the employee 
now meets Departmental standards 
(Attachment #1).  On the other hand, if upon 
completion of the 90-day follow-up appraisal, 
the employee’s performance still does not 
meet the applicable standards, a Performance 
Appraisal form shall be completed stating 
improvements made, if any, and that another 
follow-up appraisal will be conducted at the 
next 90-day interval (Attachment #2).  
Follow-up assessments will continue at 90-
day intervals until the employee’s 
performance meets established standards.   
 
Each Performance Appraisal form completed 
shall be forwarded through the chain-of-
command for appropriate signatures and to be 
placed in the employee’s personnel file. 
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
Attachment #1 - Performance Appraisal form 
 
Attachment #2 - Follow-up appraisal 
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Attachment #1 
PERFORMANCE ASSESSMENT FORM 

 
A.   Probationary Midpoint (Mandatory) 
B.   Periodic Performance Assessment (Optional)    90-day Follow-up 
C.   Rating Justification (Mandatory for Above or Below Satisfactory Appraisals) 
 
 
NAME         
 
 
ASSESSMENT PERIOD       DEPT.    Fire/EMS Department  
 
CLASS TITLE/GRADE      
 
 
 
PERFORMANCE ASSESSMENT: (Supervisor must refer to appropriate duties/tasks described in employee’s position description 
which constitute the basis for this assessment.) 
 
 
         SAMPLE                      SAMPLE                                    SAMPLE                          SAMPLE                          SAMPLE 
 
Fire Fighter Smith was given a needs improvement for “Fulfills Employment Requirements” for being above the County standard for 
height in proportion to weight.  Fire Fighter Smith has been engaged in a regular physical fitness program and now meets the required 
standards.  . 
 
 
 
 
 
 
 

(Use Additional Sheets If Necessary) 
 
 

SUPERVISOR’S RECOMMENDATIONS: 
 
 
 
   1.    Continue to maintain or increase the levels of participation in physical fitness related activities. 
   2.    Continue to adhere to a dietary guideline to maintain weight. 
 
 
 
 
 
 
 

 
 

NOTE: An employee may submit written comments to be attached to this form if received within five working days of its issuance. 
 
 
 
 
Supervisor’s Signature                                                       Date        Employee’s Signature    Date 

 
 

       PG.C. Form #2247 (6/93)         Distribution: White – Personnel   
             Yellow – Department 
             Pink – Employee 



Attachment #2 
PERFORMANCE ASSESSMENT FORM 

 
A.   Probationary Midpoint (Mandatory) 
B.   Periodic Performance Assessment (Optional)    90-day Follow-up 
C.   Rating Justification (Mandatory for Above or Below Satisfactory Appraisals) 
 
 
NAME         
 
 
ASSESSMENT PERIOD       DEPT.    Fire/EMS Department  
 
CLASS TITLE/GRADE      
 
 
 
PERFORMANCE ASSESSMENT: (Supervisor must refer to appropriate duties/tasks described in employee’s position description 
which constitute the basis for this assessment.) 
 
 
         SAMPLE                      SAMPLE                                    SAMPLE                          SAMPLE                          SAMPLE 
 
Fire Fighter Smith was given a needs improvement for “Fulfills Employment Requirements” for being above the County standard for 
height in proportion to  weight.  Fire Fighter Smith has been engaged in a regular physical fitness program and is making progress.  
Although this progress is slow, I feel that he will overcome this obstacle. 
 
A 90-day follow-up appraisal will be conducted for this employee to ensure continued progress. 
 
 
 
 
 

(Use Additional Sheets If Necessary) 
 
 

SUPERVISOR’S RECOMMENDATIONS: 
 
 
 
   1.    Maintain or increase the levels of participation in physical fitness related activities. 
   2.    Adhere to a dietary guideline for continued weight loss. 
 
 
 
 
 
 
 

 
 

NOTE: An employee may submit written comments to be attached to this form if received within five working days of its issuance. 
 
 
 
 
Supervisor’s Signature                                                       Date        Employee’s Signature    Date 

 
 

       PG.C. Form #2247 (6/93)         Distribution: White – Personnel   
             Yellow – Department 
             Pink – Employee 




