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Staff Performance Evaluation:
Guide
The following evaluation form is designed to formally document the performance of an employee during a specified period of review.  It is also expected that informal communication between the supervisor and employee regarding job performance will be ongoing throughout the review period.
The performance evaluation process should allow employees to further understand what is expected from them, how well they are doing and how they can improve job-related performance.   Finally, the supervisor and employee will together decide on development goals for the upcoming year. 



( Procedures 
· The employee and supervisor will each review the employee’s current Job Description (to be attached to this evaluation form).  

· Supervisors will assign one overall rating for each of the five Performance Factors.  Ratings for each performance factor should be considered according to the needs of each department and the employee’s job description.  The possible ratings are as follows:
· Does Not Meet Expectations—Performance is significantly below expectations.
· Meets Expectations—Proficient in the performance factor.
· An employee’s notable achievements, outstanding work performance and/or job-related strengths can be formally documented in the Notes/Comments section of the relevant performance factor.  Work on special projects may also be noted.   A supervisor should also use this section to substantiate a “Does Not Meet Expectations” rating with specific examples of job performance that were unsatisfactory, and/or comment on how the employee could improve their job performance.    

· The Action Plan & Development Goals section provides an opportunity for the employee and supervisor to identify and discuss up to three training, education and/or professional growth priorities for the upcoming evaluation period, as well as review any previously established goals.  

· The Comments & Signatures section offers both the employee and supervisor a formal opportunity to include their written comments regarding the employee’s performance evaluation.  Signatures of the employee, supervisor and system director are required before the performance evaluation is added to the employee’s personnel file.  
( Timeline  
· Evaluations are required following an employee’s probationary period and on an annual basis.  The annual evaluation process will generally be performed in all departments during the month of January.  

· A workday is defined in this context as an employee’s regularly scheduled work day, excluding weekends, vacations, holidays and scheduled time off.
· The supervisor and employee will meet and discuss the employee’s performance evaluation.  This meeting will be held no later than five workdays after the evaluation form has been filled in by the supervisor.
· A copy of the evaluation form filled in by the supervisor will be provided to the employee within five workdays of the meeting.  

· An employee who does not agree with a rating received in any area of the evaluation may submit a statement of rebuttal in the space provided for employee comments, or as an attachment.   The employee has up to 15 workdays in which to respond to the evaluation and return the form to the supervisor.

· When the evaluation form is turned in to the supervisor, both the employee and supervisor will sign and date the form.  The supervisor will then immediately pass the form on to the system director.  

· The system director will have five workdays to review, sign and return copies of the evaluation form to the employee and the supervisor, and a copy will be placed in the employee’s personnel file.  
This evaluation form was developed in August 2002 by a seven-member committee,
with the participation of representatives from the STLS Staff Organization and STLS Administration.
Staff Performance Evaluation


Employee: 
 
Position Title: 
        

Evaluating Supervisor: 

Date Report Prepared: 

Type of Evaluation:  ( Probationary    ( Annual    ( Other:  


Evaluation Period: From __________ To ____________Date of Meeting:  

( Review of Attached Job Description  

· The employee’s current job description should be reviewed by both ( supervisor and ( employee. 
( Review of Performance Factors
One overall rating should be assigned for each performance factor.
Bulleted items provide examples of some behaviors which may be considered.
	Factor


	Does Not Meet Expectations
	Meets Expectations
	Notes/Comments

	Job Knowledge

· Has clear understanding of the policies, procedures and skills pertinent to job.
· Gathers background information, identifies priorities and establishes realistic deadlines.
· Thinks beyond the details of the job and contributes to meeting system goals.
· Accepts and uses new system standards, procedures and guidelines as they are introduced.

	
	
	

	Job Performance

· Meets deadlines or expected production level without compromising thoroughness, neatness or accuracy.
· Accepts responsibility for job duties, new challenges and problems encountered.
· Strives to provide high quality service.
· Makes reasoned decisions about areas affecting job functions.

	

	      
	


	Problem-Solving & Initiative

· Uses relevant information for decision-making and for anticipating, analyzing and problem-solving.
· Volunteers for tasks and responsibilities; actively seeks ways to contribute to the organization.
· Seeks out and participates willingly in training opportunities.
· Shares resources and information to help identify and solve problems; responds rapidly and courteously to requests; resolves problems as they arise.

· Demonstrates willingness to refocus efforts when new directions better enable the accomplishment of the organization’s mission.

	
	
	


	Teamwork

· Seeks to make everyone in the organization successful.
· Interacts well with staff and/or member libraries to cooperatively solve problems.
· Works with peers, supervisors and subordinates toward common goals; fills in and backs up as needed.
· Coordinates work with others.

	
	      
	

	Work Rules/Regulations

· Arrives on time to begin work. 
· Obtains supervisor approval for planned or emergency leave.
· Punctual in attending meetings and appointments.

· Maintains equipment and building according to accepted standards.
· Observes appropriate time for breaks.

	
	
	

	Other 

· Additional factors of particular significance, as needed.  Factors specified: 

	
	
	


( Action Plan & Development Goals
· Review of Past Year’s Development Goals
· Goal #1:  


· Actions/Comments:

· Goal #2:  


· Actions/Comments:


· Goal #3:  


· Actions/Comments:


· Identification of Development Goals for Upcoming Year

· Goal #1: 


· Associated Action/Training Plans: 


· Goal #2: 


· Associated Action/Training Plans: 


· Goal #3: 

· Associated Action/Training Plans: 


( Comments & Signatures
· Supervisor’s Comments:  
print or type name
signature
position title



date




· Employee’s Comments
I met with my supervisor on ______________ to discuss my work performance during the stated review period.  I have read this evaluation and discussed it with my supervisor.  My signature does not necessarily signify that I agree with this evaluation.  

My written comments concerning this evaluation, desires for future work, or anything that should become part of my personnel record follow.  (Additional comments may be made on a separate paper and appended to and made part of the evaluation form.)   

print or type name
signature
position title



date





· Review by System Director
This performance evaluation is now a permanent record in the employee’s personnel file.

print or type name
signature
position title
date
Distribution of Final Evaluation
Original: Personnel File

Copy: Employee

Copy: Supervisor
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