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	Citywide Mission Vision Values Statement
Our Mission: We provide outstanding municipal services that enhance and protect the environment, the quality of life, and the community health, safety, and welfare on Mercer Island.
Our Vision: To provide valued and effective municipal services in ways that are efficient, flexible, innovative, and creative, with an emphasis on sustainability.  
We strive to be among the best in all we do.
Our Values:  We value high ethical standards, outstanding customer service, teamwork, and leadership development.
	Employee Name:
	     

	
	Job Title:
	      

	
	Type of Review:
	     

	
	Evaluator’s Name:
	     

	
	Evaluation Period:
	     
	to
	     
	

	
	
	
	
	

	
	Division Mission Statement
	High Ethical Standards 

	
	Mercer Island Thrift Shop
Our mission is to help provide funding for Mercer Island Youth & Family Services.
Through the execution of this mission, we provide a place for Mercer Island residents to donate and recycle their household goods, quality goods for customers of all income levels, and volunteer opportunities that enable people to become an active part of the Mercer Island community, make friends and have social contact with others, gain useful skills and job experience and fulfill work or school community service.
	As the City of Mercer Island’s most important value:
· We conduct ourselves with honesty and integrity.
· We do what is best in the public’s interest.
· We conduct ourselves in all matters in a manner that precludes even the perception of impropriety.
· We do not take advantage of our job for personal gain.
· We do not accept gifts of value.
· We immediately disclose any potential ethics violation.

	Definitions for Applying Performance Ratings on Individual Criteria

	Outstanding Performance: Always carries out the examples given under the criterion. Is a solid leader, role model & takes ownership in this area. Actively seeks opportunities to make improvements & a positive difference. Anticipates needs & seamlessly handles them. No supervision or specific direction in this area is needed.
	Exceeds Performance Standards:
Often carries out all or most of the examples given under the criterion. Consistently demonstrates enthusiasm, pride & a positive attitude. Is completely reliable in this area. Little supervision or specific direction is necessary in this area.
	Meets Performance Standards:
Regularly carries out several examples under the criterion. Performance is consistently good. Demonstrates dependability in this area. May look to others for guidance or specific direction in this area.
	Improvement Needed: Performance needs to be improved in this area to be considered acceptable. May demonstrate a lack of dependability or accountability. Guidance & specific direction are regularly needed from others.
	Unacceptable Performance: Performance is at an unacceptable level in this area. Improvement is required or disciplinary action may occur. Supervisory direction is necessary.



	Performance Criteria



1.	Attendance / Dependability / Punctuality
(Arrives on time, adheres to scheduled hours and breaks, etc.)

	|_|
	Outstanding Performance
	|_|
	Exceeds Performance Standards
	|_|
	Meets Performance Standards
	|_|
	Improvement Needed
	|_|
	Unacceptable Performance



Explanation of Rating:      

2.	Technical Skills / Productivity / Quality of Work
(Completes assignments, flexible with changes in organization, does not compromise safety of others or self, etc.)

	[bookmark: Check14]|_|
	Outstanding Performance
	[bookmark: Check13]|_|
	Exceeds Performance Standards
	[bookmark: Check12]|_|
	Meets Performance Standards
	[bookmark: Check15]|_|
	Improvement Needed
	[bookmark: Check16]|_|
	Unacceptable Performance



[bookmark: Text20]Explanation of Rating:      

3.	Coworker Relations / Teamwork 
(Interactions with staff, management, and volunteers, help others without being asked (i.e., in donations), helps train volunteers, maintains good rapport through respectful and appropriate communication)

	|_|
	Outstanding Performance
	|_|
	Exceeds Performance Standards
	|_|
	Meets Performance Standards
	|_|
	Improvement Needed
	|_|
	Unacceptable Performance



Explanation of Rating:      

4.	Professionalism / Integrity
(Conducts self with honesty and integrity, consistently dependable and trustworthy, projects a professional image in appearance and work area, etc.)

	|_|
	Outstanding Performance
	|_|
	Exceeds Performance Standards
	|_|
	Meets Performance Standards
	|_|
	Improvement Needed
	|_|
	Unacceptable Performance



Explanation of Rating:      

5.	Initiative / Independent Work
(Willingness to learn new production areas, train volunteers when needed, uses creativity, works to full potential, work performed is consistent, etc.)

	|_|
	Outstanding Performance
	|_|
	Exceeds Performance Standards
	|_|
	Meets Performance Standards
	|_|
	Improvement Needed
	|_|
	Unacceptable Performance



Explanation of Rating:      

6.	Policy / Participation 
(Follows City of Mercer Island and Mercer Island Thrift Shop policies and procedures; initiates and plans for solutions to issues when faced with conflict)

	|_|
	Outstanding Performance
	|_|
	Exceeds Performance Standards
	|_|
	Meets Performance Standards
	|_|
	Improvement Needed
	|_|
	Unacceptable Performance



Explanation of Rating:      

	Goals



	Achieved goals set during last performance review?
	
	Yes |_|    No |_|

	If no, provide explanation:      

	

	Goals for the next performance review period:

	1.      

	2.      

	3.      

	4.      

	5.      



	Supervisor Comments for the Evaluation Period in Review


Specifically describe ways in which the employee can improve their rating in a particular area if applicable.
[bookmark: Text21]     

	Overall Performance Rating



	|_|
	Outstanding Performance
	|_|
	Exceeds Performance Standards
	|_|
	Meets Performance Standards
	|_|
	Improvement Needed
	|_|
	Unacceptable Performance



	Employee Comments



[bookmark: Text22]     

	Signatures and Checklist



	|_|
	[bookmark: Text23]Date set for next performance review (usually one year from the date the review is given):      .

	|_|
	New/revised performance objectives and/or goals established and communicated to employee for the next review period.

	|_|
	[bookmark: Text24]Any “Needs Improvement” performance issues were discussed with the employee and a mid-review period discussion has been established to review progress in improving performance.  The date is      .

	|_|
	[bookmark: Text25]Employee received an “Unacceptable” rating in one or more key areas, which requires a Performance Improvement Plan (PIP). The PIP is attached.  The progress review date is set for      .




EMPLOYEE: I CERTIFY THAT MY SUPERVISOR HAS REVIEWED THE INFORMATION CONTAINED IN THIS DOCUMENT WITH ME.  I UNDERSTAND MY SIGNATURE DOES NOT NECESSARILY INDICATE AGREEMENT.

	Employee Signature:
	     
	Date:
	     



	Supervisor Signature:
	     
	Date:
	     



	Director Signature:
	     
	Date:
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