[image: image1.jpg]


KISSIMMEE FIRE DEPARTMENT
KISSIMMEE FIRE DEPARTMENT

PROBATIONARY EMPLOYEE EVALUATION REPORT







 SEQ CHAPTER \h \r 1
                 


                PERFORMANCE EVALUATION
                                                 FOR PROBATIONARY FIREFIGHTERS  

Probationary Firefighter’s Name:      


Date:          




Probationary Firefighter’s ID#:          


Quarter:      
Section I: Performance

All performance factors where the employee scored a 4 or 5 must be thoroughly documented.
A. Problem Solving: The ability to recognize, identify and evaluate a problem and its elements, and to generate and assess alternative solutions.

 FORMCHECKBOX 
 (1)   Quickly recognizes and evaluates developing problems and alternative courses of action. Gathers pertinent


information from similar or past situations or expert opinions and formulates effective decisions. Is aware of


consequences of decisions reached.

 FORMCHECKBOX 
 (2)   Upon recognizing a problem, takes time to develop alternative solutions and gather all facts. Considers events


which may occur or affect the various decision alternatives.

 FORMCHECKBOX 
(3)   Is able to recognize, identify and evaluate a developing problem and its elements. Based upon information


gathered, is able to offer reasonable solutions and/or alternatives.

 FORMCHECKBOX 
(4)   Recognizes most problems as they develop and impulsively gathers data; does not take time to consider the "big                                   
picture".  Solutions reached are feasible, but often are not the best of possible alternatives.

 FORMCHECKBOX 
(5)   Fails to recognize a problem developing and once a problem is recognized, often is not able to generate feasible


solutions or choose courses of action.

Comments:      

B.         Decision Making: The ability to review factual data, precedents and options about a problem or situation and arrive at sound or most appropriate decisions. The ability to recognize those decisions which are within the employee's own area of authority or responsibility and those that should be referred to another person.

 FORMCHECKBOX 
(1)   When appropriate, collects information concerning problems and formulates decision options, then presents this


information to the proper individuals or area for decision with specific recommendations. Decisions made by the


employee within own authority are based on factual data, precedents and/or options given.

 FORMCHECKBOX 
(2)   When a problem or situation is presented that is outside of own area of responsibility, information is collected


concerning the problem and referred to the appropriate individual for decision.

 FORMCHECKBOX 
(3)   Is willing to make decisions within own authority.  Reviews given information or options in an effort to make the


best decision. 

 FORMCHECKBOX 
(4) 
When presented with a problem or situation that is outside of own area of responsibility, employee occasionally makes decision them self, failing to refer situation to the appropriate individual for decision.  Employee is inclined to make impulsive decisions within their own area of responsibility, failing to review factual data or options, or is slow in making any decision at all.

 FORMCHECKBOX 
(5)   When presented with a problem or situation that is outside of own area of responsibility, employee consistently makes decision them self, failing to refer situation to the appropriate individual for decision, or takes no action at all.  Employee frequently makes decisions within their own area of responsibility without reviewing factual data or options.  Incorrect decisions are often made.

Comments:      

C.          Motivation/Morale/Development: The ability to build and maintain within the work group a strong sense of enthusiasm and dedication toward the accomplishment of common goals. The ability to inspire and create a work environment that fosters encouragement, spirit and growth in daily operations, as well as training and opportunities. 

 FORMCHECKBOX 
(1)
Stimulates and encourages personal growth and enthusiasm for the work group's goals. Is enthused about the


job and passes this on to the work group.  Is willing to assist peers when necessary, never "too busy" to listen to 


their concerns or suggestions. 

 FORMCHECKBOX 
 (2)   Is able to inspire and create a comfortable and positive work atmosphere. Work problems and goals are


constructively discussed with peers. Encourages peers in their assignments. 

 FORMCHECKBOX 
(3)   Is willing to interact with peers; offers encouragement, constructive criticism, and praise when appropriate.  

 FORMCHECKBOX 
(4)   Is sometimes willing to give assistance to some peers, while ignoring or criticizing others.  Is inflexible when


making decisions.  

 FORMCHECKBOX 
(5)   Shows no enthusiasm or dedication in daily functions; is not concerned with the overall spirit of the work group.


Often criticizes; rarely offers praise, encouragement or assistance. Avoids interaction with peers. Sets a poor


example for peers by criticizing directives, policies or management decisions openly and negatively.

Comments:      

D. Productivity: The ability to efficiently perform, produce and maintain quality work according to schedule and deadlines. Includes both individual and work group productivity.

 FORMCHECKBOX 
(1)   Routine work and special assignments, are often accomplished ahead of deadline, and are accurate, thorough


And polished.  Conditions permitting, takes on additional work.

 FORMCHECKBOX 
(2)   Work, both routine and special assignments, is accomplished by deadline. Work is above average in quality.

 FORMCHECKBOX 
(3)   Routine work is accomplished according to schedule and deadlines with minimal errors. Most other


assignments/projects are completed on schedule.

 FORMCHECKBOX 
(4)   Sometimes works within deadlines on routine assignments; however, other assignments/projects are usually


behind schedule.

 FORMCHECKBOX 
(5)   Fails to meet deadlines and/or complete assignments. Routine work is considerably behind schedule and is of


poor quality.

Comments:      

E. Job/Organizational Knowledge: The level of understanding of organizational information, job responsibilities, policy, procedures and rules and regulations possessed to independently perform duties in a Firefighter/EMT or Paramedic capacity.

 FORMCHECKBOX 
(1)   Has a thorough understanding and complete mastery of all phases and organizational aspects of the job


including detailed and rarely used information. Does not hesitate when answering questions and handling


problems.  Seeks information on new developments, procedural changes, etc. in fire fighting and EMS. 

 FORMCHECKBOX 
(2)   Well versed in all policies, procedures, contacts and related aspects of the job. Rarely needs assistance.

 FORMCHECKBOX 
(3)   Knowledgeable of policies, procedures and related aspects of the job. Is able to accomplish necessary duties


with the help of staff.

 FORMCHECKBOX 
(4)   Understands limited policies, procedures and related aspects of the job and associated policy, but lacks detailed


knowledge.

 FORMCHECKBOX 
(5)   Has minimal job knowledge and lacks fundamentals of policy, procedures and rules and regulations. Does not


seek information to improve or increase overall job or organizational knowledge.

Comments:      

F. Technical Knowledge:  The extent of technical or practical knowledge in fire fighting and EMS to efficiently perform duties in a Firefighter/EMT or Paramedic capacity.

 FORMCHECKBOX 
(1)   Has a thorough understanding and complete mastery of all technical phases and aspects of the job. Is


very familiar with the operation and use of necessary equipment.  Adapts easily to changes in equipment 


and conditions and can assist others in equipment use. Does not hesitate when answering questions and 


handling problems at the Firefighter’s level.

 FORMCHECKBOX 
(2)   Well versed in all technical phases and aspects of the job. Is familiar with the operation and use of


necessary equipment. Rarely needs assistance; answers others' technical questions. Seeks new and


advanced information in the fire/rescue field.

 FORMCHECKBOX 
(3)   Satisfactory knowledge of fire fighting, EMS, and other aspects of the job. Familiar with the operation and use of necessary equipment. Is aware of fire/rescue and other new developments in related fields. 

 FORMCHECKBOX 
(4)   Understands basic technical phases and aspects of the job, but lacks detailed technical knowledge. 

 FORMCHECKBOX 
(5)   Has minimal technical or practical knowledge. Does not retain information after explanation; repeatedly 


asks the same questions. Unfamiliar with work methods and materials. Does not seek ways to gain or


improve fire/rescue knowledge.

Comments:      

G. Communication: The ability to effectively convey, present and/or receive oral and written information in a way that is understandable and acceptable.

 FORMCHECKBOX 
(1)   Messages, facts and/or information are well organized, complete, clear and concise. Makes an effort to keep 


abreast of all job-related information and communications. Timely and efficiently relays appropriate information to 


supervisors. Documents events or information as required. Encourages shift mates to communicate and share 


job information and ideas with him/her and each other.

              FORMCHECKBOX 
2)   Messages and facts conveyed are complete, clear and concise. Keeps supervisor informed of necessary 


information.

 FORMCHECKBOX 
(3)   Presents messages and facts in an understandable manner while conveying all needed information. 

 FORMCHECKBOX 
(4)   Fails to present messages and facts clearly. Oral or written messages are ambiguous, occasionally too brief or 


too lengthy.

 FORMCHECKBOX 
(5)   Often fails to convey necessary information to supervisor and peers. Messages and facts are misleading and/or 


incomplete.

Comments:      
H. Organization and Planning: The ability to determine what needs to be done, how it should be done and to assemble and arrange resources effectively to meet objectives.

 FORMCHECKBOX 
(1)   No conflicts evident in schedules or work plans. Has alternate plans and/or schedules readily available to adapt


to circumstances or problems. Has long-range goals and objectives and works toward them. Investigates and


tries methods to better coordinate or accomplish tasks.

 FORMCHECKBOX 
(2)   Organizes and plans work assignments to accomplish individual and group goals. Adapts to changes in 


schedules or resources easily. Work assignments generally function smoothly with few conflicts or coordination


problems.

 FORMCHECKBOX 
(3)   Satisfactorily arranges and coordinates work to accomplish individual and group goals.

 FORMCHECKBOX 
(4)   Does not follow assigned work plans or schedules properly; occasionally conflicts occur due to poor coordination 


or scheduling. Makes or understands plans but fails to stick to them.

 FORMCHECKBOX 
(5)   Does not effectively prepare or follow work plans to accomplish goals and objectives. Does not prioritize tasks


effectively.

Comments:      
I.    Interpersonal Relations: The extent to which respect for and consideration of others is expressed. The ability to 

interact and relate with the public and/or others in a polite, pleasant, and tactful manner. Consider willingness to assist and/or cooperate with others.

 FORMCHECKBOX 
(1)   Is very concerned for and respectful of others' feelings. Is very pleasant, polite, courteous and helpful even when


dealing with irate or argumentative persons. When disagreeing, does so tactfully. Is willing to assist and/or


cooperate with others even when very busy or otherwise preoccupied.

 FORMCHECKBOX 
(2)   Is polite, courteous and considerate. Hears both sides before forming an opinion. Is willing to assist and/or 


cooperate with others. Takes time to explain logically the reasons for actions or events.

 FORMCHECKBOX 
(3)   Shows concern for others' feelings. Is polite, courteous and respectful; does not interrupt when others are 


speaking. Works well with others.

 FORMCHECKBOX 
(4)   Is moody; occasionally shows lack of concern for others' feelings. Interrupts others frequently. Sometimes abrupt, 


especially when under pressure.

 FORMCHECKBOX 
(5)   Shows little concern for others' feelings. Is often abrupt, blunt, rude and/or discourteous to others. Is annoyed 


when work is interrupted; unwilling to assist and/or cooperate with others. Frequent complaints are received 


regarding this employee's behavior.

Comments:      

J:    Initiative: The ability to originate or develop constructive ideas and take necessary steps for their implementation. Consider level of ingenuity, resourcefulness and self-reliance exhibited and the willingness to carry out responsibilities. Includes attempts to solve problems, volunteering for training, suggesting improvements and requesting additional work.

 FORMCHECKBOX 
(1)   Shows enthusiasm and concern for the job and the organization. Volunteers for additional work or assignments. 


Promotes the City organization to the public and other peers. Seeks responsibilities over and above those 


required of the job.

 FORMCHECKBOX 
(2)   Works efficiently and confidently with minimal supervision. Performs work in a manner consistent with


Department and City goals and policies. Is interested in work and the Department and reveals this by volunteering suggestions or asking questions concerning ways to improve service or efficiency.

 FORMCHECKBOX 
(3)   Takes responsibility and action when identified as part of objective or assignment. Goes ahead with familiar


work, occasionally offers practical suggestions.

 FORMCHECKBOX 
(4)   Does only what he/she is directly told or assigned to do, ignoring other related work; objects to being assigned 


some jobs.  Puts forth little effort to assist peers or the public unless specifically told. Requires close 


supervision to prevent inefficient use of time or resources. Needs to be reminded and urged to complete


assignments.

 FORMCHECKBOX 
(5)   Complains frequently about issues and procedures, even after the rationale for them is explained. Abuses breaks 


or other privileges. Makes no attempt to correct errors or resolve problems.

Comments:      
K. Flexibility: The modification of one's actions based upon obtained information and the ability to adapt to different situations and apply appropriate strategies.

 FORMCHECKBOX 
(1)   Frequently draws up or presents alternate strategies or methods for task accomplishment. Willing to explore new 


concepts and implement changes in current procedures. Gives up own goals to achieve group goals.

 FORMCHECKBOX 
(2)   Alters or modifies own position or procedures in order to better coordinate activities or functions. Willing to


change or adapt unless he/she feels others' positions are ineffective or counterproductive. Is willing to adjust own 


schedule to accommodate others.

 FORMCHECKBOX 
(3)   Has "standard" procedures and methods which are generally applied, but will alter these if better results would be 


obtained from different methods. Alters decisions when appropriate based upon new information.

 FORMCHECKBOX 
(4)   Resists changes in procedures, duties or assignments. Likes to do things "the way they've always been done"; 


however, will change after encouragement or continued direction.

 FORMCHECKBOX 
(5)   Is very rigid, rarely changes mind or alters decisions. Little or no variation in procedures or methods as situations 


change.  Sticks with own methods and habits, even when policy or procedures dictate otherwise.

Comments:      



L.  Safety: The practice and observation of safety procedures in an effort to prevent accidents, injury or endangerment to  
self and others. Includes providing instructions in proper safety procedures.

 FORMCHECKBOX 
(1)   Actively promotes safety practices and sets an example by following them. Recommends and/or implements new 


procedures or practices to increase safety; devotes immediate attention to correcting unsafe practices or 


conditions.

 FORMCHECKBOX 
(2)   Corrective action is taken when accidents occur to prevent their recurrence. Work area and equipment is


properly maintained and used with proper safeguards.

 FORMCHECKBOX 
(3)   Ensures that safety practices are observed and proper equipment is utilized.

 FORMCHECKBOX 
(4)   Enforces only "major" or obvious safety procedures, ignoring minor infractions or omissions. Ignores or fails to 


correct unsafe conditions after he/she becomes aware of them. 

 FORMCHECKBOX 
(5)   Does not personally adhere to safety practices and procedures.  Work area is not kept free of potential hazards


(grease, loose equipment, dirty conditions or tools, poorly sharpened or maintained equipment, etc.). Resists the 


adoption or enforcement of safety procedures or equipment.

Comments:      
M. Care and Maintenance of Work Area, Equipment and Supplies: The ability to properly care for and maintain work area, equipment and supplies. Consider the responsible and reasonable operation of equipment including necessary maintenance and repair, and the proper use of supplies and materials.

 FORMCHECKBOX 
(1)   Exercises exceptional care and practices good preventive maintenance. Work area and equipment are properly 


maintained and required maintenance records are current, complete and maintained. Equipment and supplies 


are easily located.  Ensures that equipment is periodically tested and kept in excellent working condition. 


Equipment and tools remain in service and in good working order longer than anticipated.

 FORMCHECKBOX 
(2)   Equipment is maintained, adjusted and kept in above-average working condition. Follows preventive


maintenance programs; takes corrective action immediately when negligence or carelessness occurs. Keeps


appropriate and accurate maintenance records.

 FORMCHECKBOX 
(3)   Follows good maintenance procedures. Preventive maintenance is performed; maintenance records are current. 


Takes corrective action promptly when necessary. Equipment and supplies are properly stored. Uses supplies 


appropriately, without waste or shortage.

 FORMCHECKBOX 
(4)   Must be reminded occasionally concerning the care and maintenance of equipment. Maintenance performed on 


an as-needed basis; maintenance records are not always current. Corrective action taken only after being 


reminded on several occasions.

 FORMCHECKBOX 
(5)   Maintenance performed only when equipment is "down"; maintenance records are not kept up-to-date; corrective 


action taken only after prodding. Often misplaces or fails to maintain equipment in an operable condition. When 


equipment or supplies are needed, they are not easily located. Equipment is often not tested to ensure it is in 


good working condition before it is used. Supplies are not used in moderation and are often depleted when 


needed.

Comments:      
	Lieutenant’s Supporting Remarks:  Please include suggestions to the Firefighter to encourage him/her to become more efficient and productive and some specific areas of training and self-development that the Firefighter needs improvement and how will he/she receive that training.  Also, thoroughly document any sections where the employee scored a 4 or 5. 
Check one of these in the Fourth Quarter: 

I  FORMCHECKBOX 
do     FORMCHECKBOX 
do not recommend that the Probationary Firefighter be granted permanent status.

	         
	
	

	Name Of Lieutenant (printed)
	Signature of Lieutenant
	Date

	Firefighter:  Are there any issues that the Lieutenant can help you with that will help you to become a more efficient and productive Firefighter/EMT or Paramedic? 




I  FORMCHECKBOX 
do   FORMCHECKBOX 
do not agree with the ratings and comments of my Lieutenant. 

 FORMCHECKBOX 
  I wish to discuss this report with my Battalion Chief. 

	     
	
	     

	Name of Firefighter (printed)
	Signature of Firefighter 
	Date

	Battalion Chief

I  FORMCHECKBOX 
do   FORMCHECKBOX 
do not agree with the ratings and comments of the Lieutenant.

 FORMCHECKBOX 
  I have discussed this report with the employee and the Lieutenant. 

Comments 



 

	     
	
	     

	Name of Battalion Chief (printed)
	Signature of Battalion Chief 
	Date

	Administrative Review

Name:       





Title:       

	

	Signature:       
	Date:       
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