KENOSHA PUBLIC LIBRARY

Performance Appraisal for Non Supervisory Library Staff
The Mission of the Kenosha Public Library is to provide the highest quality

library resources for information, recreation, and lifelong learning for

residents of all ages in the City and County of Kenosha.

Name:  


Position Title:  


Last Review Date:  


Present Review Due:  


Instructions
	Supervisor

1.
One month prior to employee’s review date, give employee a copy of the KPL Self Evaluation form. Employee should return it to you within one week.

2.    Read a copy of the employee's current job description to make sure that it is current and accurate.

3.
Read the rating definitions (below) carefully before beginning to write your performance appraisal.  Circle or underline the rating of your choice.

4.
At least 2 days prior to meeting with the employee send them a copy of the performance appraisal with the Self Evaluation attached.

5.
Discuss each section of the performance ap​praisal with the employee.  Employees have five working days to sign the performance appraisal.  Employee comments should be at​tached to the appraisal at the time they sign it.

6.
After the performance appraisal form has been signed by the employee, forward it to your supervisor and/or manager.

7.
The managers will forward these materials on to the Director, and the Director will forward on to the Head of Administrative Services.
	
	Employee
1.
One month prior to your performance review, you will receive a copy of the KPL Self Evaluation form from your supervisor. Complete and return the form to your supervisor within one week.

2.    About two days prior to your meeting with your supervisor, you should receive a copy of your performance appraisal.

2.
Meet with your supervisor to discuss this performance appraisal.  

3.
Within five working days of this meeting, you are required to sign the appraisal in the space provided at the end of the form to acknowl​edge receipt of it.  Failure to sign the appraisal and return it to your supervisor may result in disciplinary action. If you have comments to add, please check the box “Comments attached” next to your signature.  Any comments you have should be on a separate piece of paper that will be attached to the appraisal.  

4.
After the appraisal is signed by your supervi​sor, and their supervisor and/or manager re​view and sign it, it goes to the Director and the Head of Administrative Services for their review and signature.  Within two weeks you should receive back this original copy of the performance appraisal. A copy will be kept in your personnel file.


Rating Definitions

Exceeds Requirements

Work performance is consistently above the requirements for the position. 

Meets Requirements

Work performance consistently meets the requirements for the position.  

Needs Improvement
Work performance does not consistently meet the requirements for the position.  Effort is needed to improve performance.

POSITION KNOWLEDGE


· Understands basic principles, techniques, practices and procedures of position

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Understands and supports overall mission of the Library 

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Follows Library policies and procedures

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Ability to operate Library equipment as required

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Ability to follow oral and written instructions

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Position Knowledge”
Exceeds Requirements     Meets Requirements     Needs Improvement

QUALITY OF WORK


· Is diligent about completing tasks with minimum guidance and direction
· Exceeds Requirements     Meets Requirements     Needs Improvement

· Accuracy in work 

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Work consistently meets standards set by supervisor

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Ability to develop plans, set priorities, and establish procedures and schedules
· Exceeds Requirements     Meets Requirements     Needs Improvement

· Completes assignments in a timely fashion

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Contributes new ideas for improvements in existing techniques and procedures

· Exceeds Requirements     Meets Requirements     Needs Improvement
· Overall “Quality of Work”
Exceeds Requirements     Meets Requirements     Needs Improvement

COMMUNICATION


· Communicates effectively 

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Expresses ideas and opinions in appropriate venue and manner

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Supports organizational decisions

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Communication”
Exceeds Requirements     Meets Requirements     Needs Improvement

CUSTOMER SERVICE


· Welcoming and courteous to customers

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Offers assistance to customers

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Patient and empathetic with customers

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Customer Service”
Exceeds Requirements     Meets Requirements     Needs Improvement

JUDGEMENT

· Demonstrates ability to weigh alternatives and arrive at logical conclusions

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Makes appropriate decisions

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Assumes responsibility when necessary

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Judgement”
Exceeds Requirements     Meets Requirements     Needs Improvement
INTERPERSONAL RELATIONS


· Works effectively and courteously 

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Fosters a cooperative work environment
· Exceeds Requirements     Meets Requirements     Needs Improvement

· Offers assistance to others
· Exceeds Requirements     Meets Requirements     Needs Improvement

· Demonstrates a willingness to achieve common goals

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Accepts constructive suggestions

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Interpersonal Relations”
Exceeds Requirements     Meets Requirements     Needs Improvement

Attendance


· Conforms to a regular work schedule

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Reports to work on time

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Notifies supervisor promptly about any absences

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Attendance”
Exceeds Requirements     Meets Requirements     Needs Improvement

ADAPTABILITY

· Willingness to learn and perform new duties

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Assists with work normally done by others

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Is flexible in adapting to daily work situations

· Exceeds Requirements     Meets Requirements     Needs Improvement

· Overall “Adaptability”
Exceeds Requirements     Meets Requirements     Needs Improvement

Accomplishments    (List a few accomplishments of employee since the last review.)



Goals & Objectives   

(What is to be accomplished over the next year and what actions will be taken to achieve the goals?)


Overall Performance


Exceeds Requirements     Meets Requirements     Needs Improvement
Reviewing Supervisor's Signature:  

Date:  

I have reviewed and discussed my Performance Appraisal with my supervisor.  My required signature below means that I have received this performance appraisal and does not necessarily imply that I agree with this appraisal.  I am aware that I may comment in writing on this appraisal, and that my comments will be attached to this appraisal and will be filed with it in my personnel file. 

Employee's Signature:  

Date:  

(   Comments attached
* * * * *

I (Supervisor) acknowledge that I have reviewed this performance appraisal.    
(   Comments attached

Supervisor’s Signature:  

Date:  

* * * * *

I (Manager) acknowledge that I have reviewed this performance appraisal.   
(   Comments attached

Manager's Signature:  

Date:  

* * * * *

I (Director) acknowledge that I have reviewed this performance appraisal.    
(   Comments attached
Director's Signature:  

Date:  

* * * * *

I (Head of Administrative Services) acknowledge that I have reviewed this performance appraisal.   


(   Comments attached

Head of Administrative Services Signature:  




Date:  

9/29/06
1

