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Carbon County Library System

Performance Review Instructions

Per Personnel Manual Policy 5.6: 

Supervisors and employees are strongly encouraged to discuss job performance and goals informally any time.

Additional formal performance reviews will be conducted to provide both supervisors and employees with the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.
1. Formal appraisals are completed once a year.  Appraisal dates are based on job start dates.  The dates are posted on the library’s staff website.

2. The manager will fill out part 1 and 2 of the EMPLOYEE PERFORMANCE REVIEW before the appraisal meeting.

3. The manager will arrange a meeting with employee to review the appraisal and complete part 3 and 4 together at the meeting.

4. The manager will make two copies.  

Send the original to the Director to be filed in the employee personnel file.  

Give one copy to the employee.


Give one copy to the manager.

Performance appraisals are confidential personnel matters.

Carbon County Library System

Employee Performance Review

Employee:  __________________________
Work Location:  __________________
Appraisal Period:  _________________
 to __________________

Manager: ___________________________


1-Unsatisfactory    2-Needs Improvement    3-Satisfactory    4-Above Average    5-Exceeds Expectations

Comments are not necessary for each section but are appreciated.  Comments are required for ratings of 1 or 2.

The extent to which employee consistently:  
Communication 

Expresses ideas and thoughts verbally 
_____




Expresses ideas and thoughts in written form
_____




Exhibits good listening and comprehension
_____




Keeps others adequately informed
_____



Comments:  


Cooperation 

Exhibits tact and consideration
_____

Displays positive outlook and pleasant manner
_____

Offers assistance and support to co-workers
_____

Works actively to resolve conflicts
_____

Comments:  


Dependability 

Responds to requests for service and assistance
_____

Follows instructions, responds to management direction
_____

Takes responsibility for own actions
_____

Commits to doing the best job possible
_____

Meets attendance and punctuality guidelines
_____
Comments:  


Initiative 

Volunteers readily
_____

Undertakes self-development activities
_____

Seeks increased responsibilities
_____

Looks for and takes advantage of opportunities
_____

Asks for help when needed
_____
Comments:  


Job Knowledge


Competent in required job skills and knowledge
_____

Exhibits ability to learn and apply new skills
_____

Keeps abreast of current developments
_____

Requires minimal supervision
_____

Displays understanding of how job relates to others
_____
Comments:  


Judgment

Displays willingness to make decisions
_____

Exhibits sound and accurate judgment
_____

Supports and explains reasoning for decisions
_____

Includes appropriate people in decision making process
_____

Makes timely decisions
_____
Comments:  


Planning and Organization 

Prioritizes and plans work activities
_____

Uses time efficiently
_____

Integrates changes smoothly
_____

Sets goals and objectives
_____

Works in an organized manner
_____
Comments:  


Quality

Demonstrates accuracy and thoroughness
_____


Displays commitment to excellence
_____

Looks for ways to improve and promote quality
_____

Monitors own work to ensure quality
_____
Comments:  


Quantity 

Completes work in timely manner
_____

Strives to increase productivity
_____

Works quickly
_____
Comments:  


Use of Technology

Demonstrates required skills
_____

Adapts to new technologies
_____

Troubleshoots technological problems
_____

Uses technology to increase productivity
_____

Keeps technical skills up to date
_____
Comments:  


Problem Solving 

Identifies problems in a timely manner
_____

Gathers and analyzes information skillfully
_____

Develops alternative solutions
_____

Resolves problems in early stages
_____

Works well in group problem solving situations
_____
Comments:  

TOTAL POINTS:
_____

OVERALL SCORE: (total points divided by 50)
_____

Employee’s greatest strengths:

Specific areas of needed improvement:

This form is to be completed together at the appraisal meeting.

What do you consider your biggest accomplishments for this year?

What would you like to accomplish or develop this next year?  Please list a minimum of 2 goals.  How can your supervisor help you accomplish this goal?

Suggested job description changes:
Employee comments:

I have reviewed the above documents and discussed the contents with my manager. My signature means that I have been advised of my performance status and does not necessarily imply that I agree with the evaluation. 

________________________________________                ______________________

Employee Signature




        
 Date
________________________________________                ______________________ 

Manager Signature





 Date

Received in Personnel File:  _______





































PART 4:  EMPLOYEE ACKNOWLEDGEMENT








PART3:  DEVELOPMENT PLAN














PART 2:  NARRATIVE








PART 1:  PERFORMANCE COMPETENCIES
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