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From: Sonya Hayes
To: Foster Hughes
Subject: Performance Evaluations
Date: Thursday, December 5, 2019 9:38:04 AM
Attachments: Parks & Recreation.pdf


Peformance Evaluation Guidelines January -December 2019.pdf
Accessing and Downloading Performance Evaluation Templates.pdf


Good Morning,
 
The following documents have been attached to assist you in completing Performance Evaluations
for the rating period to include January 1, 2019 through December 31, 2019:
 


·         Performance Evaluation Guidelines (January 2019 – December 2019)
·         Department Position List and Corresponding Performance Evaluation Forms
·         Accessing and Downloading Performance Evaluation Templates


 
To access the template, open a web browser (Google Chrome, Internet Explorer, etc.) and navigate
to https://newbernnc.sharepoint.com .
 
The Supervisor Comment and Employee Comment sections following each Core Competency will
only allow for three (3) lines of text.  If additional space is needed for comments, please attach a
Word document.
 
When the Supervisor Rating for each Core Competency is entered, the rating will populate in the
Score Summary table.  The table is set to calculate Total and Overall Scores.
 
Completed Performance Evaluations cannot be saved in SharePoint.  When the necessary edits are
made, the file should be saved in your Documents location.
 
Please do not submit handwritten Performance Evaluations.
 
If you have questions, please do not hesitate to contact me.
 
Thanks!
 
Sonya
 
 


 



mailto:HayesS@newbernnc.gov

mailto:hughesf@newbernnc.gov

https://newbernnc.sharepoint.com/






Parks & Recreation



Performance 



Evaluation Form



Administrative Support Supervisor C (S)



Athletic Coordinator B (NS)



Athletic Supervisor C (S)



Building & Grounds Maintenance Superintendent F



Custodian E



Enrichment Program Assistant B (NS)



Facility Manager C (S)



Office Assistant III A



Parks Crew Leader F



Parks Maintenance Specialist E



Parks Superintendent F



Recreation Program Athletic Assistant B (NS)



Recreation Program Coordinator B (NS)



Recreation Superintendent C (S)



Senior Maintenance Worker E



Special Programs &  Events Coord. B (NS)



Special Project Coord. C (NS)



S = Supervisory



NS= Nonsupervisory













  



PERFORMANCE EVALUATION GUIDELINES  



(January 2019 – December 2019) 



  
  



  



Performance Evaluation Requirements   
  
The performance evaluation rating period includes January 1, 2019 through December 31, 2019.  



A formal evaluation must be completed for all regular full-time and regular part-time employees.  



 
If an employee will not complete his/her probationary period as of December 31, 2019, a 



performance evaluation should not be completed until the conclusion of the probationary period. 



If an employee completed his/her probationary period at any time during 2019, a performance 



evaluation must be completed for the 2019 rating period. 



 



Performance evaluations must be completed for Police and Fire personnel who complete the first 



six (6) months of the twelve (12) month probationary period as of December 31, 2019. 



 



If an employee has not completed his/her six (6) month adjustment period as of December 31, 



2019, a performance evaluation must be completed for their present position.  A performance 



evaluation must also be completed at the conclusion of the adjustment period. 



 



 



Performance Based Increases 



 
Performance Evaluations will aid in determining eligibility for performance based increases.  As 



noted, these evaluations are based on calendar year activities and any salary increases will be 



determined and approved by the Board of Aldermen during the annual budget process and 



effective during the next fiscal year.  



 



    



Due Dates  
  



All completed performance evaluations are due to the Human Resources Department by 



Monday, February 3, 2020 at 5pm.   



  



Spreadsheets will be provided to each Department Head in the next couple of weeks.  Department 



Heads will be required to include the Performance Evaluation overall score on the spreadsheet 



and submit to Human Resources Department by Monday, February 3, 2020 at 5pm.  



Spreadsheets should be emailed to digiuliod@newbernnc.gov.  



  



You may contact the Human Resources Department at (252) 639-7571 for questions regarding 



Performance Evaluation Guidelines.  













Accessing and Downloading Performance 
Evaluation Templates 
Steps: 



1. Open a web browser (Google Chrome, Internet Explorer, etc.) and navigate to: 



https://newbernnc.sharepoint.com 



2. Click the City Forms link on the left hand portion of the page 



 
 



3. Click the Evals link. 



 
 



4. Find the appropriate Evaluation Template in the list and click to the left of the item to place a 



check mark in the selection box and then click the Download link in the toolbar. 





https://newbernnc.sharepoint.com/








 
 



5. Open the file that was downloaded by clicking the filename in the download toolbar at the 



bottom of the page. 



 
 



6. Make the necessary edits to the file and then save the file in your Documents location. 












NOTE: Please be advised, City of New Bern email addresses changed to
user@newbernnc.gov as of October 23rd 2018. Please update your address book accordingly.
Thank you for your assistance with this change. -------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------- If you are not the intended recipient,
you must destroy this message and inform the sender immediately. This electronic mail
message and any attachments, as well as any electronic mail message(s) sent in response to it
may be considered public record and as such subject to request and review by anyone at any
time. It also may contain information which is confidential within the meaning of applicable
federal and state laws.





