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By Order of the Police Commissioner 

 
POLICY 
 

Performance evaluations are an integral part of the Baltimore Police Department’s (BPD) ongoing 
effort to encourage civilian staff to higher levels of achievement and service. Each civilian staff 
member will receive a written performance evaluation at least annually. Performance evaluations will be 
conducted within the context of a set of clear performance objectives and an individual work plan, 
which may be periodically reviewed with the staff member during the evaluation period. 
 

 
PURPOSE 
 

The purpose of an effective performance management system is to: 
 
1. Clarify and align performance objectives with BPD goals and values. 
 
2. Provide feedback and coaching concerning job performance. 
 
3. Identify training and professional development needs. 
 
4. Measure and document performance. 
 
5. Identify employees with potential for advancement. 
 

 
DEFINITIONS 
 

Agency Reviewer ─ Shall be a supervisor at least two levels (where possible) above the employee to 
be rated.  In no case shall the reviewer and evaluator be the same person.  The Agency Reviewer 
is responsible for ensuring that the evaluation form has been completed correctly and that the 
material within is accurate and unbiased. 

 
Annual Performance Evaluation ─  The supervisor should notify the employee in advance that the 
evaluation is due. The supervisor shall suggest that the employee complete a self-evaluation. The 
supervisor shall meet with the employee to discuss the performance evaluation form and if 
applicable the employee’s self–evaluation. The completed and signed evaluation shall be placed in 
the employee’s personnel file and a copy given to the employee. The employee may appeal an 
evaluation only if the overall rating is “Needs Improvement” or “Unsatisfactory”. A written request for 
an appeal must be submitted to the Division Chief or Bureau Deputy Commissioner or his/her 
designee within seven (7) calendar days of the employee’s rating meeting. 
 
Employee Evaluation Cycle ─ The employee evaluation shall be completed and reviewed within 3 to 
5 months of hire for one year probationary employees and thereafter on the employee’s Entered on Duty 
(EOD) date. 
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Interim Performance Evaluation ─  The supervisor should conduct a written interim performance 
evaluation six months prior to the annual evaluation. At this time, any areas that need improvement 
should be identified and the employee should be given assistance and direction regarding 
performance improvement. The completed and signed interim evaluation shall be placed in the 
employee’s personnel file and a copy given to the employee. 
 
Performance Evaluation Handbook ─  Throughout the performance evaluation process, supervisor 
shall adhere to the guidelines as established in the Baltimore City Performance Evaluation System 
Handbook. This handbook serves as a guideline and contains definitions and a sample rating scale, 
which is intended to assist the rater. The Performance Evaluation Handbook and evaluation forms 
can be found at http://169.156.41.26/personnel/. 
 
Planning Meeting ─ The process of performance management includes setting clear and specific 
performance expectations for each employee and providing periodic informal and formal feedback 
about employee performance relative to those stated goals. At the beginning of the evaluation cycle, 
the employee and the supervisor will meet to discuss the employee’s work plan and performance 
expectations. Work plans may be adjusted based on feedback from the employee at the discretion of 
the supervisor. The employee and supervisor shall both sign and date the work plan, and the 
employee will be given a copy of the work plan and the Performance Evaluation Handbook. 
Supervisors should schedule informal progress meetings with the employee during the performance 
evaluation cycle as necessary to address the status of his or her performance goals and to clarify and 
update performance expectation. 
 

Supervisor - The rated employee’s immediate superior. The supervisor is the individual who has 
been designated by the Director/District Commander as responsible for evaluating the employee’s 
work performance. 
 

Work Plan ─  Course of action outlining the essential responsibilities and duties consistent with the 
employee’s Position Description Form. Each employee must have a work plan within 30 days of 
starting the position. 
 
 

REQUIRED ACTION 
 

Evaluation reports must be based on the personal observation, and be solely the work of the rating 
supervisor. “Civilian Performance Evaluation System” forms shall be completed for civilian 
employees represented by the City Union of Baltimore (CUB) and the American Federation of State, 
County and Municipal Employees Union (AFSCME) and the Managerial and Professional Society 
(MAPS). Evaluation reports shall be completed by all supervisors, civilian as well as sworn, having 
CUB, AFSCME or MAPS represented civilian employees under their supervision. Reports may be 
handwritten, typed, or electronically printed. If handwritten, the reports must be neatly printed in ink 
and legible. 
 

Member 
 

1. Familiarize yourself with the Performance Evaluation System Handbook and this Policy. 
 
2. Familiarize yourself with your job specification, job description and individual work plan. 
 
3. Meet with supervisor to discuss work plan and progress. 
 
4. Participate fully and collaboratively in the performance management process. 
 

http://169.156.41.26/personnel/
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Supervisor 

 
1. Familiarize yourself with the Performance Evaluation System Handbook and this Policy before 

conducting any phase of the performance management process. 
 
2. Attend mandatory performance evaluation training. 
 
3. Develop a work plan with input from the employee, as appropriate. 
 
4. Set expectations, provide ongoing feedback, coach and document performance. 
 
5. Provide a copy of the Performance Evaluation Handbook and a signed copy of the work plan to 

the employee. Forward original signed copy to the Department’s Human Resources Section for 
inclusion in employee’s personnel file. 

 
6. Before each evaluation, give the employee an opportunity to conduct a self-evaluation. Self- 

evaluations are optional. Employees may use a blank performance evaluation form for this 
purpose. 

 

7. Conduct a written interim evaluation 6 months prior to the annual evaluation. 
 
8. Conduct a timely performance evaluation at least annually for each employee. 
 
9. Communicate performance results clearly, objectively, privately and professionally. 
 
10. Provide a signed copy of the performance evaluation to the employee. 
 
11. Provide the Agency Reviewer with a copy of each performance evaluation to ensure accuracy. 
 
12. Forward original signed performance evaluation to the Human Resources Section for inclusion 

in employee’s personnel file. 
 
13. Ensure that subordinate personnel understand what is expected of them. 
 

Commanding Officer / Director 
 

1. Familiarize yourself with the Performance Evaluation System Handbook and this Policy. 
 
2. Familiarize yourself with your job specification, job description and individual work plan. 
 
3. Meet with supervisor to develop work plan. 
 
4. Participate in the performance evaluation process by providing feedback to supervisors. 
 
Agency Reviewer 

 
1. Familiarize yourself with the Performance Evaluation System Handbook and this Policy. 
 
2. Attend mandatory performance evaluation training. 
 
3. Ensure that performance reviews are conducted at least annually and in a timely manner. 
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4. Monitor the supervisor’s implementation of the performance evaluation system as outlined in the 

Baltimore City Performance Evaluation System Handbook. 
 
5. Review  performance  evaluation  prior  to  the  supervisor’s  evaluation  conference  with  the 

employee. 
 
6. Sign employee performance evaluation attesting to appropriateness. 
 

NOTE: The Agency Reviewer may disagree with and discuss areas of concern with the supervisor, 
but may not modify a supervisory evaluation. The Agency Reviewer will not serve as the 
department head’s designee during the appeal process. 

 
Commanding Officer 
 

1. Familiarize yourself with the Performance Evaluation System Handbook and this Policy. 
 
2. Attend mandatory performance evaluation training. 
 
3. Notify supervisors when performance evaluations are due. 
 
4. Monitor supervisor’s implementation of the performance evaluation program. 
 
5. Report performance evaluation problems to the City’s Department of Human Resources (DHR). 
 
6. Provide statistics on performance evaluations to DHR. 
 
7. File the evaluation form in the employee’s personnel folder. 
 
8. Enter performance evaluation data in Human Resources Information System (HRIS). 
 
 
APPENDICES 
 
A. Position Description Form 
B. Probationary Employee Evaluation Form 
C. Performance Evaluation Work Plan 
D. Non-MAPS Performance Evaluation Tool 
E. MAPS Performance Evaluation Tool 
F. Performance Improvement Plan Form 
G. Appeal Process 
H. Performance Evaluation Handbook (link) http://169.156.41.26/personnel/ 
 
 
RESCISSION 
 
Remove and destroy/recycle Policy 1722,  Civilian  Performance  Evaluations,  dated  17 July 2014. 
 
 
COMMUNICATION OF POLICY 
 
This policy is effective on the date listed herein. Commanders are responsible for informing their  
 

http://169.156.41.26/personnel/
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APPENDIX A 
 
Position Description Form 
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APPENDIX A (Cont.) 
 
Position Description Form 
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APPENDIX A (Cont.) 
 
Position Description Form 
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APPENDIX A (Cont.) 
 
Position Description Form 
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APPENDIX B 
 
Probationary Employee Evaluation Form 
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APPENDIX C 
 

Performance Evaluation Work Plan 
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APPENDIX D 
 
Non-MAPS Performance Evaluation Tool 
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APPENDIX D (Cont.) 
 
Non-MAPS Performance Evaluation Tool 
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APPENDIX E 
 
MAPS Performance Evaluation Tool 
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APPENDIX E (Cont.) 
 
MAPS Performance Evaluation Tool 
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APPENDIX E (Cont.) 
 
MAPS Performance Evaluation Tool 
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APPENDIX E (Cont.) 
 

MAPS Performance Evaluation Tool 
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APPENDIX E (Cont.) 
 

MAPS Performance Evaluation Tool 
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APPENDIX E (Cont.) 
 

MAPS Performance Evaluation Tool 
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APPENDIX F 
 
Performance Improvement Plan Form 
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APPENDIX G 
 
Appeal Process 
 

 

APPEAL PROCESS 
 

 

1. An overall rating of “Needs Improvement” or “Unsatisfactory” may be appealed. An overall rating 
of “Meets Expectations” or above may not be appealed. 

 

2. A written request for an appeal must be submitted to the Division Chief or Bureau Deputy 
Commissioner or his/her designee within seven (7) calendar days of the employee's Rating 
Meeting. 

 

3. The Division Chief or Bureau Deputy Commissioner or his/her designee will review the rating 
and investigate the appeal, in keeping with the "Civilian Performance Evaluation System 
Handbook". 

 

4. The Division Chief or Bureau Deputy Commissioner or his/her designee may make changes, 
where appropriate, to the individual factor ratings or the overall rating. 

 

5. Any changes made shall be initialed by the Division Chief or Bureau Deputy Commissioner or 
his/her designee. 

 

6. The Division Chief or Bureau Deputy Commissioner or his/her designee shall attach a letter to 
the rating form indicating the outcome of the appeal, and the reasons why the rating was changed 
or allowed to stand. The rated employee shall be given a copy of the decision. 
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APPENDIX H 
 
Performance Evaluation Handbook (link) 
 
 
 

Booklet accessed via internet link http://169.156.41.26/personnel/ 
 

http://169.156.41.26/personnel/

