WAUPACA AREA PUBLIC LIBRARY

 PERFORMANCE ASSESSMENT


                              ASSESSMENT FOR:                
                               START DATE:       
                              HOURS PER WEEK:      

 FORMTEXT 
     
                               PAY RATE:       
     

 FORMTEXT 
              JOB TITLE:       

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
          

 FORMTEXT 
     
                            SUPERVISOR  CONDUCTING ASSESSMENT:       
                             ASSESSMENT PERIOD FROM:                                           TO:      

 FORMTEXT 
     
	1.  Customer Service
	

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY
	

	     Anticipates customers service problems and provides effective solutions.  Good Service
	Gives customer prompt and effective services.
	Service to customer is generally satisfactory.
	Service to customer is poor.
	

	Examples/Comments:     


	2.  Reports and Records

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Develops new forms to provide valuable information when needed. Reports are done early with detailed explanation.
	All records and reports up-to-date and on time.  They are complete and accurate.
	Reports and records are generally on time, up-to-date and complete.
	Late, inadequate or incomplete reports and records.

	Examples/Comments:     

	3.  Cooperativeness  (Employee's attitude toward work, associates and company.)

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Works effectively with co-workers and supervisors.  Falls in readily with new ideas and gets along well with others.
	Usually cooperates very well with others and is willing to try new methods
	Gets along with others much of the time.  
	Seems unable to cooperate with others; is argumentative over every innovation. Is occasionally obstructive

	Examples/Comments:     


	4.  Ability to Learn (the Ease and speed employee grasps new instructions.)

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Shows a high interest in learning new tasks.

Excellent understanding of job assignments.  Extremely capable.


	Learns quickly and remembers well.

Good knowledge of duties.  Well informed.  Occasionally needs direction.
	Learns moderately and remembers with occasional check with supervisors. 

Has adequate knowledge of duties.  Needs some additional instruction
	Unable to grasp without constant instruction. Definite lack of job knowledge.

	Examples/Comments:     

	5.  Quality of Work.

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Consistent high degree of accuracy and neatness; work can be relied upon; very little rework.
	Exceeds minimum requirements of accuracy and neatness; very few errors; needs little supervision.
	Meets minimum requirements of accuracy and neatness;  needs normal supervision.
	Poor quality of work; continually makes errors; requires excessive checking and rework.

	Examples/Comments:     

	6.  Work Pace

	 FORMCHECKBOX 
   OUTSTANDING
	
	 FORMCHECKBOX 
  VERY GOOD
	
	 FORMCHECKBOX 
  SATISFACTORY
	
	UNSATISFACTORY      

	Very quick worker. Prompt.  Consistently exceeds requirements.
	Works quickly.  Often exceeds requirements.


	Works at a steady pace.  Meets minimum requirements.
	Works slowly.  Does very little work; wastes time.

	Examples/Comments:     

	7.  Planning Task Completion

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Almost never makes a planning mistake.  Always well organized in completing duties.
	Very seldom makes planning mistakes.  Most of the time is well organized in completing tasks.
	Makes some planning mistakes, but generally is organized in completing tasks.
	Is very poorly organized.  Assignment often late or incomplete.

	Examples/Comments:



	8.  Initiative
	

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Definitely a self-starter.  Goes out of way to accept responsibility.  Very alert; often makes constructive suggestions
	Occasionally seeks new tasks.  Works well when given responsibility.  Makes occasional suggestions
	. Seldom seeks new tasks.  Will accept responsibilities when necessary but does not go out of way to do so.
	Never volunteers to work.  Requires constant prodding to do work.  Shows no drive or initiative.

	Examples/Comments:     

 FORMTEXT 
     

	9.  Creativity (imagination and ingenuity in solving problems that accompany job responsibilities)

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Has produced unique solutions to problems that have applications in or beyond the area of job responsibility.
	Readily produces new solutions to problems and exhibits ingenuity in solving them.
	Has been able to find better ways to carry out responsibilities.
	Rarely contributes new ideas or suggestions.

	Examples/Comments:     

 FORMTEXT 
     

 FORMTEXT 
     


	10.  Dependability  (make your estimate on what you have observed working with them)

	 FORMCHECKBOX 

	OUTSTANDING
	 FORMCHECKBOX 

	VERY GOOD
	 FORMCHECKBOX 

	SATISFACTORY
	 FORMCHECKBOX 

	UNSATISFACTORY

	Extremely dependable/ Minimum supervision required.
	Hard worker.  Tries to do best and always available.  Very dependable.
	Usually dependable.  Average supervision is necessary
	Cannot be depended upon.  Needs constant supervision.

	Examples/Comments:     

 FORMTEXT 
     

 FORMTEXT 
     


	1.  Attendance
	
	2. Confidentiality

	 FORMCHECKBOX 

	Satisfactory
	 FORMCHECKBOX 

	Unsatisfactory
	
	 FORMCHECKBOX 

	Satisfactory
	 FORMCHECKBOX 

	 Unsatisfactory


     
EMPLOYEE COMMENTS:       
     
EMPLOYEE SIGNATURE     _________________________________     
DATE:___________________________

EMPLOYER COMMENTS:            

     
SUPERVISOR SIGNATURE:____________________________      DATE______________________________

1. REVIEW OF GOALS AND OBJECTIVES FROM THE PREVIOUS YEAR
                                   A.                   FILLIN  \d  \* MERGEFORMAT 
  COMMENTS   \* MERGEFORMAT           
                                   B.           
   

      C.                
                                   D.           
                                   E.          


II. NEW GOALS AND OBJECTIVES FOR THE UPCOMING YEAR

A.         
B.             
C.                
D.             
E.            
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