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Employees with less than three (3) full years of employment are required to complete a self-evaluation and need to mark the appropriate box.  Employees with three (3) or more full years of employment have the option to complete the self-evaluation or waive the option to complete a self-evaluation.  If the employee waives the option to complete a self-evaluation, the “Waive Self-Evaluation” box needs to be checked on the supervisor’s copy of the evaluation.


Self-Evaluation


Waive Self-Evaluation

Evaluations are to be completed no later than March 1st in order to allow time for a second evaluation, if necessary.  Each area of responsibility needs to have either ‘met’ or ‘not met’ circled to reflect the employee’s ability to meet an average standard.  Individuals receiving two (2) or more ‘not met’ ratings will be re-evaluated by May 10th, following the completion of an improvement plan for the identified areas of concern.

As with any evaluation process, the intent is to provide information that will enable the employee to improve job performance.  Individuals needing to improve in an area should be given specific information as to the reasons why improvement is needed and time to correct any deficiencies.  Employees needing to complete a self-evaluation should have it finished prior to the evaluation conference and with them at the conference. 

AREAS OF RESPONSIBILITY












            RATING

1.
JOB KNOWLEDGE:  To what extent does the individual possess the knowledge, skill and ability required to perform the job?

	     


2.   QUALITY OF WORK:  Does the employee show the desire and ability to meet or exceed established quality standard?



	     


3.
QUANTITY OF WORK:  How well does the employee’s productivity meet established standard for efficient library operation?



	     


4.
INTEREST:  Does the employee demonstrate interest in providing quality library service to students and staff?

	     


5.
INITIATIVE:  To what extent does the employee show initiative in carrying out the duties of the job?

	     





6.
PERSONAL RELATIONS:  Does the employee interact with students and staff in a positive manner and contribute to the school team?




	     


7.
PERSONAL CHARACTERISTICS:  To what extent are the employee’s appearance, health and personal habits suitable to the job?

	     


8.
TECHNOLOGY:  Can the employee use library-related technology effectively, i.e., automation system, on-line catalog and on-line databases?

	     


9.
ATTENDANCE:  Is the employee conscientious about attendance and punctuality?






	     


10.
Everything considered, how well does the individual perform on the job?  (Include any additional comments.)



	     


The supervisor and employee will jointly form two (2) goals aimed at increasing job performance.

	     


SATISFACTORY JOB PERFORMANCE 
_________YES
________NO

If no:

A) Termination is recommended _____
B) Improvement plan is required _____

Employee’s signature: __________________________________________ Date: ____________________
Supervisor’s signature: __________________________________________Date: ____________________

met





not met





met





not met





met





not met





met





not met





met





not met





met





not met





met





not met





met





not met











met





not met








Copies to:  Human Resources, Supervisor & Employee     Revised 6/3/2005     
Form HR-110 Copies to:  Human Resources, Supervisor & Employee     Revised 6/3/2005     


