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PHILADELPHIA POLICE DEPARTMENT DIRECTIVE 12.3

Issued Date: 11-22-19 Effective Date: 11-22-19 Updated Date:

SUBJECT: PERFORMANCE REPORTS

1. POLICY

A. All members of the Police Department with permanent civil service status, up to and
including the rank of Chief Inspector, are to be rated at least once in every calendar
year by their immediate supervisor. Probationary employees are to be rated at the end
of the second (2™) and fifth (5") months during their probationary period.

2. PERMANENT EMPLOYEES
A. Police Personnel

1. Personnel are to be rated “Satisfactory or Unsatisfactory” on individual factors
and an overall rating by their immediate supervisor on Performance Report for
Employee Represented by FOP Lodge #5 (73-277).

2. Personnel are to be rated on factors 1 (Quality of Work), 3 (Work Habits),
4 (Relationship with People), 5 (Initiative), 6 (Dependability), and 10
(Promotional Potential).

3. In addition to those listed above, Sergeants and Corporals will also be rated on
factor 8 (Ability as a Supervisor).

4. Lieutenants and above will be rated on every factor except 2 (Quantity of Work).
B. Civilian Personnel

1. Personnel represented by District Council 33, including School Crossing Guards,
will be rated “Satisfactory or Unsatisfactory” on individual factors and an overall
rating by their immediate supervisor on the Performance Report for Employee
Represented by District Council 33 (73-28B).

2. Personnel represented by District Council 47 will be rated “Unacceptable,
Improvement Needed, Satisfactory, Superior, or Outstanding,” on individual factors
and an overall rating by their immediate supervisor on the Performance Report for
Permanent Employee Represented by District 47 (73-28A).
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3. Non-Represented personnel will be rated “Unacceptable, Improvement Needed,

Satisfactory, Superior or Outstanding,” on individual factors and an overall rating
by their immediate supervisor on the Performance Report for Non-Represented
Employee (73-275). In addition, factor percentage weights must be assigned to
each factor rated and equal 100 percent. Ratings should be consistent with the
Quarterly Progress Reviews.

. All employees will be rated on factors most applicable to their position.

On all ratings, except District Council 33 (73-28B), the additional factor of
"Attendance" will be entered and rated in block #10.

C. Procedure

1.

The rater will prepare the rating on the Performance Report for Permanent
Employee Represented by FOP Lodge #5 (73-277), Permanent Employee
Represented by District Council 47 (73-28A), Permanent Employee Represented by
District Council 33 (73-28B), or Non-Represented Employee (73-275).

a. On factors rated other than “Satisfactory,” comments must be used to
substantiate the rating. Performance Report for Employees Represented by
District Council 33 (73-28B), must have comments on the report, and have
ratings for a minimum of eight (8) factors.

. Ratings will be typed on the Performance Report for Permanent Employee

Represented by FOP Lodge #5 (73-277), Permanent Employee Represented by
District Council 47 (73-28A), Permanent Employee Represented by District
Council 33 (73-28B) or Non-Represented Employee (73-275).

The reviewing officer will sign the report.

The reviewing officer will discuss the report with the employee and have them sign
the form.

If requested by the employee, the reviewing officer will discuss the report with the
employee. After the discussion, the reviewing officer will sign and date the form in
the appropriate block.

a. Employees assessed with an overall rating of “Unsatisfactory, Unacceptable or
Improvement Needed,” after a discussion with their reviewing officer, may
request a further review of their rating. The request for this review will be
directed in writing to the Police Commissioner, through the chain of command,
within fifteen (15) days after discussion with the rater.
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The employee will be given the original copy of the report. One (1) copy will be
submitted to Police Personnel. A copy may be retained for the district/unit files.

a. Performance reports will be submitted, as a complete packet, to Police
Personnel only when the entire unit has been completed.

b. In the event that an employee is not receiving a report, it is the immediate
supervisor’s responsibility to note the reason on the unit roster before returning
it to Police Personnel.

c. The performance reports will be sorted alphabetically, by last name,
irrespective of rank.

The required date of submission for these reports will be dispatched annually via
computer message.

3. PROBATIONARY EMPLOYEES

A. Police Personnel

1.

4,

5.

At the end of the second (2"%) and fifth (5™) months of the probationary period,
personnel are to be rated “Satisfactory or Unsatisfactory” on individual factors and
an overall rating by their immediate supervisor on the Performance Report for
Probationary Employee Represented by FOP Lodge #5 (73-276).

Personnel are to be rated on factors 1 (Skill), 2 (Knowledge), 3 (Work Habits),
4 (Relationship with People), 5 (Initiative), 6 (Dependability) and 7 (Analytical
Ability).

Sergeants and Corporals will also be rated on factor 8 (Ability as a Supervisor) in
addition to the above listed factors.

Lieutenants and above will be rated on every factor.

The rater will follow the rating procedure as listed in Section 2-C (1-7).

B. Civilian Personnel

l.

At the end of the 2" and 5™ months of the probationary period, personnel
represented by District Council 33, including School Crossing Guards, will be rated
“Unsatisfactory or Satisfactory,” on individual factors and an overall rating by their
immediate supervisor on the Performance Report for Employee Represented by
District Council 33 (73-28B).
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2. At the end of the second (2") and fifth (5™")months of the probationary period,
personnel represented by District Council 47 and Non-represented personnel, will
be rated “Unacceptable, Improvement Needed, Satisfactory, Superior, or
Outstanding,” on individual factors and an overall rating by their immediate
supervisor on the Performance Report for Probationary Employee for District 47
and Non-Represented (73-29).

3. The rater will follow the rating procedure as listed in Section 2-C (1-7).
4. Employees will be rated on factors most applicable to their position.
C. At the end of the fifth month performance review, the rater will recommend by

checking the appropriate box, whether the employee should be granted permanent civil
service status.

4. SPECIAL REPORTS

A. A special report will be prepared whenever there is a change in the employee's
performance that is sufficient enough to change the overall rating on their last annual
report. This special report will remain effective until the next annual report, unless
another report is filed prior to the submission of the subsequent annual report. Special
reports may not be filed earlier than three (3) months following the effective date of
the last annual or special report of the employee, nor may subsequent reports be filed
more frequently than periods of three (3) month durations.

BY COMMAND OF THE POLICE COMMISSIONER
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