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Library Performance Appraisal EMPLOYEE – Annual Review

Appraisal Period:  ___________  to _______________  Date:  ________________

Name: ____________________________

Title: _____________________________

Hire Date: _________________________

Job Knowledge:						Rating:

Knowledge of policies, procedures, materials 

Comments:  
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Quality of Work:					Rating:

Freedom from errors and mistakes.  Accuracy, quality of work in general.  

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Quantity of Work:					Rating:

Work output according to need.

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Initiative and Innovation				Rating:

The ability to plan work and go ahead with a task without being told every detail and the ability to make constructive suggestions.  Creative regarding work improvements and efficiencies.

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Judgment:						Rating:

The extent to which the employee makes decisions which are sound.  Ability to base decisions on fact rather than emotion.  

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Cooperation and Communication:			Rating:

Willingness to work harmoniously and communicate appropriately with others in getting a job done.  Readiness to respond positively to instructions and procedures.

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Attendance:						Rating:

Coming to work daily and works all scheduled work hours.

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Customer Service:					Rating:

Supporting patrons, co-workers and others to meet needs in a pleasant and helpful manner.

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Definition of Performance Ratings:

Exceptional:  Employee consistently exceeds performance objectives with little detected preventable/controllable errors.  Makes significant contributions well beyond normal job responsibilities.  Required little direction or supervisions.  

Exceeds Objectives:  Employee exceeds performance objectives on a regular basis.  Employee is making a valuable contribution to the organization.  Errors are infrequent and are typically detected and corrected by the employee.

Expected Performance:  Employee consistently meets but does not exceed performance objectives.  Employee is fully competent and is satisfactorily performing the job.

Marginal/Needs Improvement:  Employee does not adequately accomplish objectives nor fulfill all responsibilities; must improve performance with a designated time period.  

Unsatisfactory:  Unacceptable performance; below expectations.  Employee does not accomplish more or all position objectives.  

Not Applicable/NA:  Category does not apply.  

Goal setting for the upcoming year:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________














__________________________________________________		__________________________
	Employee Signature							Date


Comments:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





__________________________________________________		__________________________
	Supervisor Signature							Date

Comments:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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