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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.
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	Department Mission Statement
	High Ethical Standards 

	
	
Youth and Family Services 

Provide, coordinate, and advocate for affordable, high quality human services for the community of Mercer Island.
	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 & continuously 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 in order 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.



	Citywide Values & Performance Criteria



1.	Professionalism / Work Ethic
· 
· Conducts self with honesty and integrity
· Always does what is in the public’s best interest
· Excellent attendance and observance of work hours
· Consistently dependable and trustworthy
· Displays pride and the desire to do the best job possible
· Conscious of public perception regarding decisions/actions
· Displays self-motivation to do the right thing
· Shows dedication to the job and the department
· Politically savvy
· Projects a professional image in appearance and work area
· Neatness, accuracy and completeness are consistently shown


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



Explanation of Rating:      

2.	Customer Service
· 
· Treats everyone with dignity, respect, and in an equitable manner
· Communicates in ways that are friendly, honest, open, and candid
· Listens and finds ways to help, rather than excuses to not help
· Uses tact, respect, diplomacy, and courtesy
· Refers and assists customers to contact other staff as appropriate
· Looks at situation through customer’s eyes
· Works to anticipate and respond to the needs of our customers/community
· Looks for ways to improve processes and create efficiencies
· Exhibits extra effort to resolve customer’s problems
· Actively seeks opportunities to serve and educate the customer
· Consistently maintains cohesive relationship with other departments
· Uses common sense in attempting to meet customer’s needs
· Treats his/her customer as he/she wants to be treated


	[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.	Teamwork / Interpersonal / Communication Skills
· 
· Collaborates and regularly offers support to others
· Does not allow department lines to become barriers (no silos)
· Contributes to ideas leading us to our vision/goals
· Looks for non-traditional ways to create new & better services
· Does things that need to be done regardless of job description
· Works effectively with a variety of personalities to achieve common goals
· Exercises self-control of emotions
· Is an honest, respectful, and active listener
· Patient and understanding of other viewpoints
· Uses tact, respect, diplomacy and courtesy
· Recognizes and accepts his/her role as equal part of team
· Tactful, patient, compassionate, and understanding under stress
· Displays calm demeanor, self-confidence, and self-composure
· Uses negotiation skills to achieve consensus toward common goals
· Speaks and writes in a legible, logical, succinct, & understandable manner
· Demonstrates and promotes good inter/intra agency relations


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



Explanation of Rating:      

4.	Leadership Attributes & Skills
· 
· Encourages others to become the best they can be
· Motivates and inspires through mentoring and coaching
· Provides inspiration and motivation, and leads by example
· Treats everyone with fairness, understanding, and consistency
· Provides both praise and constructive feedback timely and regularly
· Makes a positive difference in the professional lives of employees/customers
· Demonstrates a “continuous improvement” philosophy
· Is respected as a “Leader” by peers and subordinates
· Displays positive, caring attitude and fair, non-discriminatory treatment
· Actively engages in practices that encourage others to be better
· Demonstrates leadership by being flexible, open and empathetic
· Solicits new ideas/methods, uses empowerment appropriately
· Demonstrates high standards and expects the same from others
· Accepts responsibility and admits mistakes
· Consistently solves, rather than ignores problems
· Has earned respect of supervisors, peers, and subordinates
· Addresses performance issues and/or behavioral issues promptly


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



Explanation of Rating:      

5.	Decision Making / Problem Solving
· 
· Gathers facts and makes decisions that are time and situation appropriate
· Willing to make hard decisions when best for the department or organization
· Uses good judgment and does not jump to conclusions
· Considers all factors using training, experience, and common sense
· Retains composure under stressful situations
· Keeps own emotions under control, even when others do not
· Tactful, patient, compassionate, and understanding under stress
· Timely decisions made with a rational though-process
· Objectively evaluates information available to make the best decision 
· Objectively evaluates other’s ideas and opinions before deciding
· Adaptable, flexible, and can adjust to changing situations
· Measures impact of decision and future potential ramifications
· Does not compromise safety, efficiency, or service delivery


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



Explanation of Rating:      

6.	Initiative / Planning / Organization
· 
· Self-starter and solves problems with little direction
· Establishes goals & objectives, prioritizes, & delegates appropriately
· Recognizes needs and finds solutions
· Positive attitude regarding training, new job skills, and new responsibilities
· Practices effective time-management skills
· Delivers quality work, in an appropriate time frame, with little supervision
· Plans ahead to overcome unforeseen occurrences
· Does not procrastinate and meets or beats deadlines/due dates
· Coordinates tasks and schedules to use time effectively
· Continually strives to make improvements to his/her own job
· Neatness, accuracy, and completeness consistently shown
· Uses tools available to increase efficiency whenever possible


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



Explanation of Rating:      

7.	Performance of Goals, Objectives & Job Responsibilities
· 
· Displays positive attitude regarding training & job responsibilities
· Actively works to remain proficient in responsibilities
· Delivers quality work with little supervision
· Completes work projects/tasks in a timely fashion
· Applies a continuous improvement philosophy 
· Effectively applies experience and training where and when needed
· Challenges self to find efficiencies within his/her job
· Keeps current in job-related knowledge and/or specialized tools
· Met the goals and objectives set for the review period


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



Explanation of Rating:      


	Supervisor Comments for the Evaluation Period in Review


Specifically describe ways in which the employee can improve his/her rating in a particular area if applicable.
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	Overall Performance Rating



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



	Employee Comments
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	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’s Signature:
	
	Date:
	     



	Supervisor’s Signature:
	
	Date:
	     



	Director’s Signature:
	
	Date:
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