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A. POLICY 

 It is the policy of Bend Fire & Rescue (BF&R) to recognize that our most valuable 
resources are the members of this department: the individuals working to move 
BF&R toward our goals. In order to develop more fully, an employee needs to 
compare current performance with organizational standards and his own past 
performance. 

 It is the policy of BF&R that fair and supportive performance appraisals will be 
reviewed with each employee on a yearly basis. These appraisals will be 
conducted with employee input, will be based on job descriptions.  

 This PPI establishes the guidelines for the administration of performance 
appraisals for all BF&R employees. 

B. PURPOSE 

 The appraisal is designed to evaluate the last 12 months of performance and 
provide for future career development, training and open communications. 

 By tying the individual goals and objectives, career development, and improved 
performance, the employee and supervisor can focus on future achievements. 
The intent of BF&R is to motivate self-improvement and overall health and well-
being. 

C. PROCEDURE 

 The Annual Performance Appraisals will be provided to each BF&R employee. 
The Essential Functions found in the job descriptions of each position are the 
primary items to be assessed in the process. 

 The appraisals will be administered annually, on or near the employee’s hire 
date. The employee will participate as a partner with the supervisor in the 
appraisal. The completed appraisals will be forwarded to the Assistant to the Fire 
Chief. Each employee will meet with their appropriate supervisor for review. 

D. INSTRUCTION 

 The terms “Supervisor” and “Officer” shall be used interchangeably in this 
document. 

 The employee will receive a performance appraisal form through the electronic 
COMPLI system approximately one month prior to original hire date. The 
employee is to follow instructions on the performance appraisal form and then 
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forward to their immediate supervisor. Officers/Supervisors shall complete 
evaluations for all personnel assigned to them. This includes temporary 
assignments and/or floaters. 

 The supervisor must be open and honest about the information gathering 
process. Personnel who are asked for input are not required to provide 
information, and any input will be confidential. 

 Each section of the Performance Appraisal Form will have a section for 
written comments. 

 Once the supervisor has completed the Performance Appraisal Form, 
he/she will forward to his/her supervisor for review and comments, the 
supervisor will review and make comments if necessary and then forward 
the Performance Appraisal Form back to the Appraiser. 

 Appraiser shall set up an appraisal meeting with the employee and 
complete the appraisal per instructions. 

 The Performance Appraisal Form reviews goals and objectives, work activities 
and interpersonal relations. There are sections for overall strengths and areas for 
improvement. 

 The officer is encouraged to conduct, from time to time, a personal goal 
review and benchmark session for each individual, to ensure that goals 
are not unrealistic and unattainable. If necessary, these goals can be 
adjusted for attainability. Additionally, overall performance can be 
discussed at the time of such a review. 

 The signature of the individual does not imply agreement with the 
appraising officer’s assessment: it only indicates that the employee has 
completed and understands the process. There is an area on the form for 
comments the employee, if he/she feels that the appraisal was not fair. 
The goal is to resolve differences between employee and appraiser 
through consensus, documented in the “comments” section. 

 Individuals are encouraged to discuss any questions they may have 
concerning the process, with their supervisors. Supervisors are expected 
to research and answer any questions to the best of their ability. 

E. RESPONSIBILITIES 

 The appraising Officer shall be responsible for completing the Performance 
Appraisal and the appraisal meeting with the employee. When the appraisal is 
complete, it should be forwarded to the Assistant to the Fire Chief for filing with 
Human Resources. 

 


