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PURPOSE 
This direct ive aims to mandate the performance evaluation pract ices of the Houston 
Independent School District  Police Department. This directive applies  to al l  Houston 
Independent School District  Police Department Personnel .  The purpose of the HISD 
Non-Teacher Appraisal  System is to provide a systematic and consistent way to  
measure and improve the indiv idual performance to achieve the goals and pr iorit ies of 
the District .   Al l  employees appraised under the Non -Teacher Appraisa l  System must 
complete Non-Teacher Appraisal  Training .  
 

THE NON-TEACHER APPRAISAL PROCESS 
Stages in the Evaluation Process  
The Non-Teacher Appraisal  process includes three major components which have to be 
completed sequent ial ly;  
 

a)  Goal Setting Conference  
b)  Progress Conference (Optional )  
c)  End of Year Conference  

 

Performance Criteria 
Non-Teacher Employee Appraisals evaluate  performance based o n Department Goals 
and Competencies . Some employee groups have been assigned competencies that are 
specif ic  to  their role.  This includes:  "Police Department ," "Crafts Trades and 
Custodial ,"  and "Teacher Development Special ists ."  Al l  rubr ics are available on th e 
Talent  Development and Performance SharePoin t.  
 
Competencies wil l  account fo r 70% of the f inal appraisal  ratin g for al l  Non-Teacher 
Employees.  
 

Department Goals 
Police Department supervisors and m anagers wil l  assign a minimum of 2 and a 
maximum of 6 department goals to each of their direct reports  after considering which 
work is  essent ial  for departmental success.   
 
Department Goals wil l  account fo r 30% of the f inal appraisal  rat in g for al l  Non-Teacher 
employees. Goals wil l  be written in the SMART format to be evaluated at the en d of 
the appraisal  year.  For assistance in goal development,  refer to th e Department Goals 
Worksheet.  Refer to  the Department Goals Quick Reference Guide for navigation 
assistance in OneSourceMe Performance and Goals .  This reference guide and other 
resources are found on the Talent Development and Performance SharePoin t.  
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Employee Competencies 
The f irst  step in the evaluation system is to understand the department goals.  
Department goals  are  set by  the Chief  of Pol ice and must  be al igned with the goals  of 
the Distr ict .  A supervisor must set  a minimum of two goals  to a maximum of s ix goals  
for each subordinate.  
 
Employee competencies  are defined as  Non-Manager and Manager.  Employee 
competencies  for Non-Managers are;  
 

a)  Performance:  
1.  Customer Service  
2.  Judgment and Decision Making  
3.  Planning and Organization  
4.  People and Team Development  
5.  Interpersonal Effectiveness  
6.  Knowledge of Job  

 
b)  Professional  

1.    Standards Expectat ions  
2.    Ethics and Complianc e 

 
Managers'  employee competencie s use the same rubric as Non-Managers,  but the 
definit ions are dif ferent.  Review the District 's  Performance Appraisal  District  
Handbook to review the differences.   
 

FINAL RATINGS 
Performance ratings shal l  be based o n the appraisal  instrument and cumulative 
performance data gathered  by appraisers  throughout the year.  
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FREQUENCY 
A performance evaluat ion of each employee shal l  be conducted and documented on an 
annual basis in accordance with the Non -Contract Personnel Ass istance and 
Assessment;  Guidelines. Specia l  per formance evaluations shall  be performed as  
necessary;  to include personnel on probat ionary status.  
 
Al l  District  employees coded in OneSourceMe at 20 planned (standard) hours or more 
per week shal l  be annually appraised in th eir dut ies '  performance and  assisted in 
improving job performance Board Policy,  DN (LOCAL) .   
 

DEVELOPMENT PLANS 
Prescriptive Plans for Assistance (PPA)  
An appraiser may develop a Prescript ive Plan for Assistance (PPA)  for a n employee at 
any t ime when performance or behavior  becomes a concern a s ev idenced by 
observations,  work products,  or behavior al igned to  th e performance expectations as 
per Board Policy,  DN (LOCAL) .  
 
The PPA shal l  outl ine the areas for improvement identi f ied by the appraiser ,  and 
specif ic  developmental act ivit ies  within the employee's plan shall  be monitored . To 
assist  appraisers  in supporting employees during t his process,  there are resources 
available on the NTAS SharePoint.  
 

Individual Professional Development Plan (IPDP)  
The employee wil l  develop an Individual  Professional  Development Plan ( IPDP ) in  
preparation for the Goal -Sett ing Conference. The IPDP shal l  al ign professiona l  
development opportunit ies to perceived opportunit ies for growth in support o f  
department goals .  The employee and appraiser wil l  review the IPDP during th e Goal-
Setting Conference and collaboratively  make adjustments .   
 

GOAL SETTING CONFERENCE 
The Goal-Setting Conference is  a required component of the appraisal  process .  It  is  the 
perfect opportunity to establish or develop relat ionships wit h employees based on 
feedback and support.  At the Goal -Sett ing Conference, the appraiser wil l :  
 

a)  Discuss the competencies that  wil l  account fo r 70% of the employee's  
appraisal  rating.  

b)  Share the Department Goals that wi l l  account fo r 30% of the employee 's  
f inal  appraisal  rat ing .  

c)  Align the employee 's  development plan ( IPDP or PPA) to Departmen t 
Goals.   

d)  Ident ify professional development act ivit ies .    
e)  Review the employee 's performance from the previous year 's  appraisal  

( i f  avai lable) .   
f)  Set performance expectations for the current a ppraisal  year .  
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PROGRESS CONFERENCE 
Progress Conferences are an optional component of the Non-Teacher Appraisa l  System. 
Progress Conferences are an opportunity to :  
 

a)  Communicate areas of  success .   
b)  Discuss opportunit ies for improvement .  
c)  Review progress on department goals .  
d)  Review the development plan to determine if  goals have been met  and 

ident ify addit ional opportunit ies for professional growth .  
 

END OF YEAR CONFERENCE 
End-of-Year  Performance Appraisals and Conferences are a required component  of the 
Non-Teacher Appraisal  Process.  Prior  to the conference, the appraiser wil l  complete 
the employee's  performance document ,  including ratings  on competencies  and 
department goals.  The appraiser may refer to th e appropriate  Competencies Rubric for  
guidance regarding the assignment of performance levels .  
 

EMPLOYEE REVIEW PERIOD 
Following the deadlines above ensures that  the employee wil l  have f ive workin g days 
to review the appraisal  document. This  is  a recommended best practice .  At the End-of-
Year Conference, the appraiser may :  
 

a)  Discuss employee 's performance appraisal  ratings for competencies an d 
department goals .   

b)  Review progress on Development Goals .   
c)  Discuss goals and performance expectat ions for next year .  

 

TRANSFER/NEW HIRES 
No appraisal  is  required for employees hired within 90 days of the end of th e appraisal  
period.   
 

THIRD-PARTY INPUT 
The appraiser shal l  ver ify and document third -party information that the appraise r  and 
employee want to  use as cumulative data . Any documentation that wil l  inf luence the 
employee's annual appraisal  ratings must be shared i n writ ing within ten working days 
of the appraiser 's  knowledge of the occurrence . Input gathered via the "Ask for  
Feedback" feature in OneSourceMe Performance and Goals may be inc luded as  third -
party input.  
 

EMPLOYEE RESPONSE  

Employees may submit a written response or rebuttal  to their appraiser within te n 
working days of receipt of a written document. Employees may submit a writte n 
response or rebuttal  v ia the employee comments section of the appraisa l  document 
and as an attachment in the e lectronic appraisal  tool or the form of a hard copy. The 
appraiser wil l  ensure that the rebuttal  is  attached to th e appraisal  document .  
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MISSED DEADLINES 
Per Board Policy DN(LOCAL),  "In the event an appraisal  deadline is  missed b y either  
the employee or  appraiser ,  the appraiser  shall  document the reason i n a memorandum 
to the employee, and a copy shall  be sent  to the appraiser 's  manager.  The appraisal  
process shall  continue . A missed deadl ine shall  no t invalidate an appraisal  document. "  
 

LATE HIRES/PROTECTED LEAVES 
Central  Off ice and campus-based non-teachers hired one week before th e Goal-Setting 
Conference date or one week after the Goal -Setting Conference date, based on the 
respective duty  schedule,  and returning central  off ice  and campus-based non-teachers  
who take a protected leave as designated b y Human Resources in compliance with 
Board Policy and applicable law: Receiv e appraisal  tra ining and complete an Individual  
Professional  Development Pla n within 15 working days from t he start  or return-to-duty 
date.  
 

EMPLOYEE ACKNOWLEDGEMENT 
Once a formal evaluat ion has been completed, the employee shal l  s ign the document 
indicating receipt of the evaluation, and the employee shal l  receive a copy of the init ial  
evaluation. If  the employee refuses to s ig n, the supervisor should note and record the 
reasons is  g iven.  
 

APPEAL PROCESS  
Any appeals for contested evaluations shal l  be forwarded in memorandum format to 
the next level in the chain of command within ten working days. If  there is  no 
satisfactory resolution at  that  level,  the appeal request may be forwarded to the 
Assistant Chief of Police for a f inal  decision.  
 

RETENTION OF EMPLOYEE APPRAISALS 
Employee appraisals  shall  be retained in accordance with Section 203.042, Retention 
Schedules l .  
 
 
 

Approved By   

 Pedro Lopez Jr. ,  Chief  of Police  
 
 


