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POUCY: HESPERIA HONORS PROGRAM AND PERFORMANCE APPRAISALS 

1.00 PURPOSE 

The purpose of this policy is to further define the City's Personnel Rules and Regulations, as 
adopted originally on September 15,1988 and which have been amended from time to timet 
by relating options for Pay for Performance incentives, a s well as providing guidance on the 
preparation and administration of Performance Appraisals. 

2.00 PROCEDURE 

A. For the purposes of this policy, a Performance Appraisal is the formal evaluation of an 
employee's performance prepared on the appropriate Perfonnance Appraisal Form 
(Exhibits 1 and 2). Disciplinary actions and counseling are not covered under this 
policy. 

B. 

C. 

With the exception of short-term temporary employees, all employees of the City shall 
receive Performance Appraisals as provided for in this policy and the City's Personnel 
Rules and Reguiatbns. 

All Performance Appraisals shall be administered on either one of the following forms, 
Senior Management/Management/Professional Supervisory (Exhibit 1) or General 
Employee (Exhibit 2), depending on the employee's positbn with the City. As only 
one form is being utilized per classification of employee. Performance Appraisals shall 
be administered under one of the fblbwing formats. 

Annual 

Six-Month 

Anv Pnobationarv Period 

The employee is to be provided the opportunity to 
complete an Employee Self-Evaluation/Feedback Form 
(Exhibit 3). The rater is required to provide comments 
under each rating category and under Supervisor 
comments, with the exception of when an employee 
receives a "Meets the City's High Expectations" rating in a 
rating category. 

An Employee Self-Evaluation/Feedback Form is not 
required. Rater comments are required only if the 
employee receives a "Does Not Meet Expectations" rating 
under a rating category and under Supervisor comments. 

An Employee Self-Evaluation/Feedback Form is not 
required. The rater is required to provide comments under 
each rating category and under Supervisor comments, 
with the exception of when the employee receives a 
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