Lester Public Library of Rome

Employee Performance Evaluation

Evaluation Date____________________

Ratings Defined:

Employee_________________________

Very Good – Often exceeds standards
Start Date_________________________

Satisfactory – Fully meets standards

Evaluation Period________to_________

Fair – Needs improvement; more is expected

Supervisor ________________________

Unsatisfactory – Never meets standards

	Performance Standards
	Very Good
	Satisfactory
	Fair
	Unsatisfactory



	Service to patrons, co-workers and volunteers
· Greets all patrons in a friendly and respectful manner.
	
	
	
	

	· Puts service above any personal interests or activities while on duty.
	
	
	
	

	· Respects confidentiality rights of patrons.
	
	
	
	

	· Upholds intellectual freedom of patrons.
	
	
	
	

	· Upholds library policies and established procedures.
	
	
	
	

	· Implements appropriate use of technology.
	
	
	
	

	· Is attentive to others’ comments and, when applicable, refers comments and/or complaints to the Library Director.


	
	
	
	

	Personal attributes and development

· Adapts to change.
	
	
	
	

	· Takes responsibility for learning updated internal procedures.
	
	
	
	

	· Provides consistent service at the Main Desk.
	
	
	
	

	· Communicates clearly and honestly.
	
	
	
	

	· Exhibits a cooperative team spirit.
	
	
	
	

	· Uses library-provided means for continuing education or training.
	
	
	
	

	· Attitude
	
	
	
	

	· Initiative and innovation
	
	
	
	

	· Dependability and punctuality
	
	
	
	

	· Goal setting accomplishments


	
	
	
	

	Performance Standards
	Very Good
	Satisfactory
	Fair
	Unsatisfactory



	Specific Job standards (knowledge & skills)
· Knows individual job responsibilities and works systematically.
	
	
	
	

	· Plans own time to meet obligations and specified deadlines.
	
	
	
	

	· Quality of work
	
	
	
	

	· Accepts responsibility of special assignments.
	
	
	
	

	· Accuracy/ attention to detail.
	
	
	
	

	· Technical knowledge


	
	
	
	


SUPERVISORY COMMENTS____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYEE COMMENTS ________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

RECOMMENDATIONS AND GOALS_______________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________


_____________________

Supervisor Signature




Date

_____________________________


_____________________
Employee Signature




Date






