
MARINETTE COUNTY CONSOLIDATED PUBLIC LIBRARY SERVICE
Employee Performance Report

Employee name:




Date: 

Department: 





Position: 

Person preparing report:



Appraisal period: 

Rating codes are as follows:  
E = Exceeds expectations





S = Satisfactory





I = Improvement needed

Evaluation Factors
1.  ATTENDANCE

Measures the employee’s adherence to work schedules, including designated breaks.  Also refers to use of leave privileges and willingness to work additional hours when required.

Rating:

Supervisory comments:

Employee comments:

2. PERSONAL APPEARANCE

The employee should present a neat, clean appearance, which reflects his/her position within the organization.  In addition to the established dress code, what impression does the employee make on employees and citizens?
Rating:

Supervisory comments:

Employee comments:

3. JOB KNOWLEDGE

This dimension identifies the employee’s knowledge of the position, procedures, and regulations.  Recognizing that the organization must adapt to changing circumstances, employees are also evaluated on their interest and desire to seek additional training and education.

Rating:

Supervisory comments:

Employee comments:

4. QUALITY OF WORK

This factor measures the level of performance and considers the accuracy, completeness, and appearance of work.  It also considers the level of difficulty of the assignments and the amount of supervision required based upon the quality of the work product.

Rating:

Supervisory comments:

Employee comments:

5. QUANTITY OF WORK

Assignments are made based upon reasonable expectations of work productivity.  Therefore, the employee is expected to complete tasks within defined parameters.

Rating:

Supervisory comments:

Employee comments:

6. INITIATIVE

Employees are encouraged to utilize their knowledge and experiences to move the organization forward and to affect positive changes. Does the employee exhibit problem-solving skills and demonstrate a high level of motivation?

Rating:

Supervisory comments:

Employee comments:

7. DEPENDABILITY

Measures the reliability of the employee to accept job assignments and to complete them within established deadlines in an effective manner.  Further, employees must be trusted to utilize sound judgment as they perform their tasks.

Rating:

Supervisory comments:

Employee comments:

8. RESOURCEFULNESS AND CREATIVITY

Identifies the employee’s contributions to the overall effectiveness and efficiency of the organization.  Employees can improve operations by suggesting meaningful new technologies and procedures, which will act as a catalyst for positive change.

Rating:

Supervisory comments:

Employee comments:

9. COMMUNICATIONS

Communication skills, both oral and written, represent an important aspect of organizational effectiveness.  Employees are expected to communicate well with fellow employees and the general public in a professional manner, including the application of sound listening skills.
Rating:

Supervisory comments:

Employee comments:

10. COOPERATION

Reflects those contacts, which either improve or detract from the work environment.  Does the employee express proper concern and is a positive influence or is he/she disruptive and create friction? 


Rating:

Supervisory comments:

Employee comments:

11. SAFETY

Applicable not only to the operation of equipment and machines, but also to more general safety procedures.  Employees are expected to encourage safe work practices for fellow employees and suggest methods of improving safety.

Rating:

Supervisory comments:

Employee comments:

12. CUSTOMER SERVICE

Refers to all aspects of public contact and the resulting image citizens have of the Library and its employees. Does the employee demonstrate tact and diplomacy and does he/she follow-up on customer complaints and questions?

Rating:

Supervisory comments:

Employee comments:

SUMMARY COMMENTS

General comments by the supervisor regarding the employee’s overall performance.
TO BE COMPLETED BY EMPLOYEE

1. Were you given sufficient time to review the evaluation prior to discussing it with your supervisor?



YES ____________

NO ________

2. What do you believe were your accomplishments during the evaluation period?


_________________________________________________________


_________________________________________________________


_________________________________________________________


_________________________________________________________


_________________________________________________________

3. Describe your overall satisfaction with your job?


_________________________________________________________


_________________________________________________________


_________________________________________________________


_________________________________________________________


_________________________________________________________

4. What can the Library do to improve the work environment or assist you in achieving designated goals?


_________________________________________________________


_________________________________________________________


_________________________________________________________


_________________________________________________________


_________________________________________________________

EVALUATION COMMENTS

Record any significant items presented by the employee or supervisor during the evaluation discussion.


________________________________________________________


________________________________________________________


________________________________________________________


________________________________________________________


________________________________________________________

EMPLOYEE REVIEW

Are there any other comments the employee may wish to make regarding the evaluation or evaluation process?


________________________________________________________


________________________________________________________


________________________________________________________


________________________________________________________


________________________________________________________

I have reviewed this evaluation and discussed the content with my supervisor.  My signature means that I have been advised of my performance, and not that I agree or disagree with the evaluation.


____________________________

________________


Employee Signature



Date


____________________________

________________


Supervisor Signature



Date

GOALS AND OBJECTIVES


The following goals and objectives are set to coincide with the Marinette County Consolidated Public Library Service’s objectives for the upcoming year:

These goals and objectives will be reviewed annually with modifications made as library goals are changed or added or as mutually agreed on.

We have mutually agreed on these goals and objectives:


Employee   __________________________        
 Date _________


Supervisor  __________________________

Date  _________


