	PERFORMANCE APPRAISAL

Name:          Performance Period:  



	Competency:   Responsibilities                
	
	

	Area to 

Improve


	Achieves
	Exceeds
	

	· 
	· 
	· 
	Has good attendance.  Stays within Village guidelines for sick and vacation time.  Keeps known absences up-to-date on the Staff Calendar.

	· 
	· 
	· 
	Regularly attends staff meetings.

	· 
	· 
	· 
	Shelves materials & takes turn at Circulation desk.  

	· 
	· 
	· 
	Helps with either opening or closing responsibilities.

	· 
	· 
	· 
	Follows through with procedures as noted in our procedures manual.

	· 
	· 
	· 
	Follows through on individual responsibilities as assigned (listed below).  Each staff member has different responsibilities.

	· 
	· 
	· 
	Discuss any issues, suggestions and ideas with the Librarian before taking independent action.

	· 
	· 
	· 
	Proper office attire is required.  Shorts and skirts must be knee-length.  Tops must cover the midriff and be reasonably modest.

	· 
	· 
	· 
	Other projects as assigned throughout the year.


Individual Responsibilities:

Comments:
	Competency:  Job Knowledge                                                    


	

	Area to 

Improve


	Achieves
	Exceeds
	

	· 
	· 
	· 
	Can perform all circulation activities including check-out, discharge, renewals and paying fines

	· 
	· 
	· 
	Registration cards are initialed by the staff member who placed into box for completing and filing.

	· 
	· 
	· 
	Staff carefully watches the screen when discharging and checking out items.

	· 
	· 
	· 
	Attention to detail must be maintained for accuracy in shelving, working on Workflows and projects.

	· 
	· 
	· 
	Can place a hold, modify a hold, and remove a hold and run the Holds report.

	· 
	· 
	· 
	Attends training sessions as offered (including those that are part of staff meetings).


Comments:
	Competency:  Communication Skills / Client Service                  


	

	Area to 

Improve


	Achieves
	Exceeds
	

	· 
	· 
	· 
	Customer relations skills need to be developed and practiced in all dealings with our patrons.  Customer sensitivity is the highest priority.

	· 
	· 
	· 
	Maintains professionalism even when clients are difficult.

	· 
	· 
	· 
	Listens attentively and asks questions in order to fully understand the information request.

	· 
	· 
	· 
	Always offers to place a hold and retrieve a book from a different location if the item is not available at Barrett.

	· 
	· 
	· 
	Regularly asks patrons if they need help


Comments:
	Competency:  Teamwork                                                                


	

	Area to 

Improve


	Achieves
	Exceeds
	

	· 
	· 
	· 
	Volunteers to help

	· 
	· 
	· 
	As a member of the library staff, you are expected to support each other publicly and privately with both positive and constructive feedback.

	· 
	· 
	· 
	Is willing to cross-train; take on another’s responsibilities.

	· 
	· 
	· 
	Asks for help when needed.

	· 
	· 
	· 
	Keep each other informed of relevant information that may negatively affect the image of the library.

	· 
	· 
	· 
	Helps with the ‘little’ duties, i.e. scrap paper, date due slips.

	· 
	· 
	· 
	Is willing to switch hours as necessary to ‘cover’ the schedule.

	· 
	· 
	· 
	Helps with various projects that are listed on the bulletin board.


Comments:
List of Individual Responsibilities:
