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DEPARTMENT OF PUBLIC SAFETY 
POLICIES & PROCEDURES 

POLICY NUMBER 

PRS: 33 

EFFECTIVE 
DATE: 
10/07/2021 

ORIGINAL 
ISSUED ON: 
07/11/2006 

SUBJECT: STATE POLICE WORK PERFORMANCE 
EVALUATIONS 

REVISION NO: 

6 

1.0 PURPOSE 

The purpose of this policy is to provide guidelines for the observation, assessment and 
recording of work performance for State Police commissioned personnel.  

2.0 POLICY 

It is the policy of the Department of Public Safety to provide State Police officers with a fair and 
systematic process for evaluating employee performance.  The process will also facilitate 
recording the assessment, identifying performance deficiencies, determining training needs to 
improve performance and identifying strengths to reward superior performance. 

3.0 APPLICABILITY  

This policy applies to all State Police commissioned personnel. 

4.0 REFERENCES 

A. §29-2-10, NMSA 1978, Promotions

B. 10.5.200.8, NMAC, Personnel

C. CALEA Chapter 35 - Performance Evaluations

5.0 DEFINITIONS 

NONE 

6.0   PROCEDURE 

A. The exempt ranks of Major and above serve at the pleasure of the Chief with
concurrence of the Secretary, per NMSA 29-2-10 and NMAC 10.5.200.8, and will not
be evaluated on a Work Performance Evaluation.  Performance Standards Reports
will be completed on the ranks of Major and above when required to do so by a
Legislative Bill for the purpose of salary increases.  These reports will be completed
on an Intra-Departmental Correspondence by the office of the Chief and forwarded to
the Human Resources Bureau.

B. Work Performance Evaluations will be completed on all commissioned personnel
through the rank of Captain.  Evaluations will be completed as follows:

1. Work Performance Evaluations will be completed annually for all commissioned
personnel on the anniversary date of employment, promotion or demotion.

2. Special Work Performance Evaluations will be completed under the following
circumstances:

a. Exit Evaluations – completed when an employee transfers to another
district/bureau prior to the employees transfer date.  This evaluation will be
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forwarded to the employee’s new supervisor to be used for the annual 
evaluation.  

b. Closing Evaluations – completed when an employee is promoted or demoted to 
another rank prior to the promotion date.  This will close out the employee’s 
current rating period and a new rating period will begin in the new rank. 

c. If a supervisor has observed an employee for less than three (3) months at the 
time of said transfer, the supervisor will only complete a quarterly performance 
review evaluation, unless the employee is due for an annual evaluation.  This 
must be done prior to the transfer. 

3.  Work Performance Reviews will be completed quarterly, every three (3) months, 
for all newly hired probationary commissioned personnel. The evaluation form will 
be used for the quarterly and annual evaluations. The fourth performance review 
will be designated as the annual evaluation. Each quarterly performance review 
will be attached to the annual evaluation. 

4.  Any supervisor may complete an evaluation on a more frequent basis, if needed. 

5. Work Performance Evaluations shall cover specific periods of time, e.g., quarterly, 
annually, when transferred or promoted, as needed. 

6. Criteria used for performance evaluations will be specific to the assignment of the 
employee during the rating period. 

7. Employees whose work performance is deemed “Substandard” must be notified of 
deficiencies in a timely manner.  Supervisors shall meet with employees and agree 
on plans to alleviate any areas listed as “Substandard.”  

8. If the employee being evaluated is a supervisor, they shall be rated on their ability 
to rate and evaluate their subordinates. 

C. Work Performance Evaluations shall be completed and reviewed with the employee 
no later than five (5) days after the anniversary date of employment, transfer, 
promotion or demotion. 

D.  Supervisors shall provide justification to support ratings of “Exceptional” or 
“Substandard.” In the justification, supervisors may make reference to case numbers, 
compliments, complaints, discipline, corrective action, and/or any positive or negative 
incidents that occurred during the rating period. However, supervisors should not 
attach the supporting documentation to the evaluation.  

E. Evaluating Supervisors shall not take into account any performance except that which 
was demonstrated during the rating period. 

1. If an employee is the subject of an administrative investigation and a disposition 
could not be obtained during the same rating period in which the investigation was 
initiated, the annual evaluation will be held in abeyance until the disposition is 
obtained and all affected categories can be rated appropriately. 

2. The affected employee, Office of the Chief, Standards Bureau and the Human 
Resources Bureau will be notified in writing that the evaluation is being held in 
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abeyance no less than twenty (20) days prior to the affected employee’s 
anniversary date. 

3. Any employee whose annual evaluation is held in abeyance will receive retroactive 
reimbursement of their appropriate step increase if their overall evaluation rating is  
“Acceptable” or “Exceptional.”  

F. Once the evaluation has been completed, the evaluating supervisor reviews the 
evaluation with the second level supervisor before meeting with the employee.  The 
supervisors will ensure that the evaluation is complete, accurate, objective and a true 
measure of the employee’s work performance.  Both supervisors will sign (may be 
electronically) the evaluation once it is reviewed.  

G. The immediate supervisor shall conduct an evaluation review with the employee to:  

1. Explain the evaluation process. 

2. Identify areas where the employee met or exceeded performance standards during 
the rating period and provide guidance for future improvement. 

3. Identify areas where the employee was rated “Substandard” and discuss plans to 
correct deficiencies. A Corrective Action Plan shall be implemented into this 
process for an overall rating of “Substandard.”  

4. Establish goals for personal and professional growth  

5. Have the subordinate sign the evaluation. The employee must sign the evaluation 
indicating that the evaluation has been reviewed.  The employee’s signature does 
not imply agreement or concurrence with the evaluation.  

6. Provide an opportunity for the employee to make written comments to supplement 
the completed performance evaluation. 

H. A copy of the completed performance evaluation shall be given to the employee. 

I. The second level supervisor shall review, comment if necessary, sign and submit the 
evaluation to the third level supervisor. 

J. The third level supervisor shall review the evaluation, ensure it is complete and 
objective, comment if necessary and sign it.  It is the responsibility of the third level 
supervisor to ensure the work performance evaluation is placed in the employee’s 
personnel bureau file after signing it and submitting it through the chain of command. 

K. Appeals to the evaluation will be handled as follows: 

1. The employee can challenge the ratings on the annual performance evaluation 
during the initial meeting with the supervisor. 

2.  If the employee wishes to challenge the annual performance evaluation and no 
agreement can be reached between the supervisor and the employee, the 
employee may appeal in writing within three (3) calendar days of the evaluation 
review to the second level supervisor. 
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3. The second supervisor must meet with the employee and the first level supervisor 
within three (3) calendar days of the date of appeal.  The employee may present 
additional information or documents to be taken into consideration at that time.   

4.  The second level supervisor will determine the final rating with concurrence of the 
third level supervisor. 

5. The decision is final. 

L. The Chief shall utilize Work Performance Evaluations for employee promotions in 
accordance with PRS: 03 Promotional Standards.  

M. Work Performance Evaluations shall be utilized to award annual step increases. 
Those employees whose overall evaluation rating is “Acceptable”  or better will receive 
the funded step increase on their anniversary date for the specific fiscal year.  Any 
employee whose overall evaluation rating is “Substandard” will be denied the step 
increase for that fiscal year. 

7.0 ATTACHMENTS:  

A. Work Performance Evaluation 

8.0   APPROVAL 

 

APPROVED BY:         S/Jason R. Bowie                       DATE:       10/07/2021          
      DPS Cabinet Secretary 

 



Evaluation

		Evaluation Type						DEPARTMENT OF PUBLIC SAFETY 

		Annual						NEW MEXICO STATE POLICE 

		Exit						COMMISSIONED PERSONNEL

		Quarterly Eval for Probationary Officer						WORK PERFORMANCE EVALUATION 

		Other (Explain in Notes)		Title and Name:

		Yes/No		SHARE ID:

		YES		Rating Period:				From:								To:

		NO		Anniversary Date:										Years of Service with NMSP:

				Current Assignment (include location):

		Rating		Years in Current Assignment:

		Exceptional		Years at Current Rank (Supervisors):

		Acceptable		Supervisor Completing Evaluation:

		Substandard		Type of Evaluation:				Evaluation Type



				Notes: 

		Yes/No

		YES

		NO		Overall Rating:						3 - Acceptable				(see note here)

SCHUM, ERIC: Overall Rating of Exceptional – This applies when three or more categories are rated “Exceptional,” and no categories are rated “Substandard.” If three or more categories are “Exceptional,” but at least one other category is “Substandard,” then the overall rating shall be “Acceptable.”

Overall Rating of Substandard – This applies when three or more categories are rated “Substandard,” regardless of how the other categories are rated.

Overall Rating of Acceptable – This applies to any combination of ratings other than the ones described above.


		Waiver - 2 Years Military or Prior LE		Standard of conduct (ADM: 26) discussed:										Yes/No

				Completed required college credit hours:										Yes/No

				If not, number of hours the employee has:



				Officer's signature:																Date:



				Comments:

		Rating

		5 - Exceptional

		3 - Acceptable		First Line Supervisor (print/sign):																Date:

		1 - Substandard		Comments:





				Second Line Supervisor (print/sign):																Date:          



				Comments:





				Third Line Supervisor (print/sign - if applicable):																Date:



				Comments:





				Category 1: Reports and Administrative Duties. Please rate the officer on the accuracy and timeliness of their reports and administrative duties. Examples include CJIS reports, criminal complaints, CMV inspection reports, SHARE, dailies, and case reviews (supervisors only). This category also includes whether the officer responds in a timely manner to emails, phone messages, and requests for information, whether from inside or outside the department.



				Rating:		Acceptable



				Notes: 





				Category 2: Work Quality. Please rate the officer on the overall quality of their work. Examples include whether the officer uses sound tactics, respects constitutional boundaries, follows up on investigations, appears in court, keeps track of evidence, properly deals with personnel matters to include evaluation of subordinates, and implementing corrective action for substandard performance (supervisors only), thoughtfully analyzes incidents, data, and information (supervisors only), etc.



				Rating:		Acceptable



				Notes: 





				Category 3: Productivity. Please rate the officer on how well they use their time to accomplish tasks that further the mission of the department. Examples include numbers of cases, arrests, citations, inspections, community policing operations, overtime grants managed (supervisors only), or any other task that is measurable. With this rating, supervisors shall attempt to capture the totality of the officer’s performance and not focus on one or two statistical measures.



				Rating:		Substandard



				Notes: 





				Category 4: Personal Interactions and Professionalism. Please rate the officer on how they relate to others, both inside and outside the department. This category includes whether the officer acts with integrity and honesty and models ethical behavior. The category also includes whether the officer remains calm with those who have a different opinion, and whether they can diffuse tense situations and deal with people who may be angry. This category measures professionalism, which is not always the same as popularity.



				Rating:		Acceptable



				Notes: 





				Category 5: Compliance with Policies and Procedures. Please rate the officer on their compliance with policies and procedures. This includes the critical "red" policies as well as other policies, such as ADM: 24 State Police Uniforms, Grooming, and Equipment and ADM: 06 Vehicle Usage. This category also includes district-specific procedures. 



				Rating:		Acceptable



				Notes: 





				Open Category. This category is not rated. Supervisors may add notes on some area of the officer’s performance that is noteworthy but not adequately covered above. Negative comments are only permitted if the officer had a chance to correct deficiencies before the end of the rating period.



				Notes: 











				Definitions:

				The definitions of the ratings are as follows:



				Exceptional – The officer’s work is significantly better than the work of others who have a similar job. To justify this rating, a supervisor must refer to specific examples of the officer’s work, compliments the officer has received, and/or statistics that compare the officer’s productivity to that of others. A generalized impression or a non-specific explanation is not enough to justify this rating. An officer does not need to be perfect to get this rating. However, this rating should be somewhat rare. It should be reserved for the officers who truly excel in a certain category, as compared to their peers.



				Acceptable – The officer’s work is generally acceptable and is roughly comparable to the work of others who have a similar job. An officer may make occasional mistakes and still deserve this rating. Or, the officer may occasionally do something extraordinary but still fall into this rating. This is the default rating, since the department presumes that employees are competent and can do their work at an acceptable level. Most officers should get this rating in most categories.



				Substandard – The officer’s work is significantly worse than the work of others who have a similar job. To justify this rating, a supervisor must refer to specific examples of the officer’s work, complaints the officer has received, and/or statistics that compare the officer’s productivity to that of others. A generalized impression or a non-specific explanation is not enough to justify this rating. Ideally, this rating is used when the officer has chronic problems that have not improved despite corrective action by supervisors.



				Notes and Instructions:



				In this evaluation, the evaluated employee is often referred to as an “officer.” That term applies regardless of the employee’s rank or actual job title.



				Some work examples could fall under two categories; however, supervisors shall only count specific examples towards a single rated category. For instance, an officer with multiple sustained complaints for rudeness could be rated as substandard in either Category 4 or Category 5. But the complaints cannot be used twice to rate the officer as substandard in both categories.



				The following are the only documents that may be attached to this evaluation:

						One page of additional notes

						The one-page EEO/Grievance/Discrimination policy acknowledgement form

						Exit or special evaluations that covered a period of time within this overall rating period



				For other documents, supervisors should refer to them in the notes without attaching those documents to the evaluation. Examples include a reference to a case number or a reference to a compliment that was received on a certain date. 





Additional Notes

		Title and Name:				0

		Rating Period:				From:		December 31, 1899						To:		December 31, 1899



		Additional Notes: 





		Supervisor (print/sign):																Date:







EEO Form



		DEPARTMENT OF PUBLIC SAFETY



		NEW MEXICO STATE POLICE



		ANTI-DISCRIMINATION, SEXUAL HARASSMENT AND RETALIATION

		WORK PERFORMANCE EVALUATION REVIEW FORM



		EMPLOYEE:																										0																																																																																						SUPERVISOR:																																0





		1. ADM:03 –  Grievance Policy:

																								I briefed the employee concerning the Grievance Policy.



																								The employee was able to describe the Department’s policy concerning fair and equitable treatment, providing each employee a procedure for expressing dissatisfaction with work-related issues in order to promote sound employee/supervisor relation through communication and resolution of work-related problems.









		2. ADM:07 – Equal Employment Opportunity Policy:

																								I briefed the employee concerning the Equal Employment Opportunity Policy.



																								The employee was able to describe the Department’s policy on discrimination dealing with refusal to hire, discharge, promotion, demotion, compensation, terms, condition or privileges or employment of any person due to race, age, religion, color, national origin, ancestry, sex, physical or mental handicap or medical condition.









		3. ADM:34 – Sexual and Racial Harassment and Retaliation Policy:

																								I briefed the employee concerning the Sexual Harassment Policy.



																								The employee was able to describe the Department’s policy on sexual harassment generally defined as unwelcome sexual advances, verbal or physical behavior of a sexual nature when:



																														1. Such conduct is made either explicitly or implicitly a term or condition of an individual’s employment.



																														2. Rejection of such conduct by an individual is used as a basis for employment decision affecting such individual.



																														3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.





		I met with the above-named employee as part of the evaluation process.  The policies listed above were discussed and reviewed.  The employee was also asked if he/she was aware of problems or had concerns involving sexual harassment or discrimination regarding any Department of Public Safety employee.  The response was (check one). By checking yes employee has expressed problems or concerns of sexual harassment or discrimination. (If yes, use an additional page to detail what actions were taken by the supervisor to address the concerns.)











																																																																																																								Yes																										No









		Employee Signature/Date																																																																																																																																Supervisor Signature/Date
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