[image: image1.png]


[image: image2.png]


PERFORMANCE REVIEW

AND DEVELOPMENT PROCESS
  SETTING EXPECTATIONS AND FINAL APPRAISAL

EMPLOYEE FORM
Employee Name:
___________________





Supervisor:
__________________
ID Number:


_________________






Period Covering:
____________________
Job Title:


___________________





Date of Review:
_________________________________

Division/Dept:

Technical Services/xxxxxxx


           Section/Unit:      _________________________

Expectation Setting Meeting Held and Job Priorities Discussed:  _________________________________________________  (Date)

__________________________________________________


_________________________________________________

Supervisor's Signature











Employee's Signature


Midway Feedback Session Held:  __________________________________________________________________________  (Date)

__________________________________________________


_________________________________________________

Supervisor's Signature











Employee's Signature


Final Appraisal Meeting Held:  ____________________________________________________________________________  (Date)

Please check one:  The employee and supervisor are  [   ______   in agreement      ______   not in agreement]  with the performance appraisal results.  If not agreed, area(s) of disagreement are indicated below:

__________________________________________________



________________________________________________

Supervisor's Signature












Employee's Signature

Reviewed by next higher level supervisor (or departmental designee):
__________________________________________________



________________________________________________

Reviewer's Name (Please Print)










Reviewer's Signature
Note:  The employee's signature does not necessarily indicate agreement with the performance appraisal results.  The signature indicates only that the performance appraisal was held.

	OVERALL RATING SCALE:

Outstanding


Exemplary performance in all areas of the job.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas of the job.
Meets Expectations

Good performance.  Consistently meets standards and established performance expectations in important areas of the job. 
Below Expectations

Performance does not meet expectations in some important areas of the job; below expected levels.  Improvement needed.
Unsatisfactory


Performance falls below expectations in many areas of the job.  Substantial improvement critical.

These are the general rating categories.  Specific expectations must be set by the supervisor and employee for each performance factor.


	Outstanding

Exemplary performance in all areas of the factor.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas of the factor.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations in important areas of the factor. 
Below Expectations
Performance does not meet expectations in some important areas of the factor; below expected levels.  Improvement needed.
Unsatisfactory

Performance falls below expectations in many areas of the factor.  Substantial improvement critical.


1.
CUSTOMER SERVICE
Understanding the needs of internal and external customers; making special effort to be responsive in meeting their needs and in building customer satisfaction.

Definition of "Meets Expectation
Attends to needs of customers courteously. Responds to requests in a timely manner or by the agreed upon date.  Identifies issues in customer service that cannot be addressed and reports these to the supervisor. 

	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance

2.
COOPERATION AND TEAMWORK
Putting the group's success ahead of personal goals; sharing information and resources with others; giving timely response to requests made by others; promoting teamwork; exhibiting positive attitudes during times of change; taking on new tasks with enthusiasm and energy.

Definition of "Meets Expectations"

Contributes to the mission of the Libraries, Division and Department.  Shares experience and knowledge with co-workers. Willingly participates in assigned special projects. Follows established department, division, Libraries, and University rules and regulations.  Responds to prioritized needs of the unit, department, division at the expense of ones own agenda.  Effectively carries out assignments (i.e., carries out special projects, committee work, etc.).  Exhibits positive attitude in time of change. Is dependable, reliable, and accountable for individual and group work. 

	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance
	Outstanding

Exemplary performance in all areas of the factor.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas of the factor.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations in important areas of the factor. 
Below Expectations
Performance does not meet expectations in some important areas of the factor; below expected levels.  Improvement needed.
Unsatisfactory

Performance falls below expectations in many areas of the factor.  Substantial improvement critical.



3.
COMMUNICATION SKILLS
Speaking clearly, concisely, and using words easily understood; exchanging ideas with others; listening to understand meaning or oral material; writing reports, memos, letters, etc.; using appropriate style, format, spelling, and grammar; writing in a clear, concise and appropriate manner.

Definition of "Meets Expectations"

Receive communications by reading paper mail, documents, minutes, or other sources of incoming information.  Read e-mail at least twice a day, and respond promptly. Understand and interpret correctly written and verbal communications from any location in the Libraries, other branches, or other campuses {publishers or vendors} contacting the unit; asks for clarification when needed.  Recognize time sensitivity, clarifying expectations for timeframes and deadlines as needed.

Make effective use of all communication opportunities:  e-mail, departmental and divisional meetings, oral and written communication, etc.  Communicate in a courteous and timely manner with other staff. Make effective use of spelling and grammar checking programs in preparing written communications.  Give clear written and verbal information and instructions to others as required. Make effective written and/or verbal contacts to solicit information or materials needed for resolution of problems. Sign and date all notes and messages. Inform supervisor of problems, progress, and unusual work circumstances in a timely manner. Communicate problems, solutions to problems, and recommendations concerning the unit up the chain of supervision. Write whatever notes, memos, or procedures are necessary to document activities. Report statistics accurately and in a timely manner as requested by supervisor.  

Participate and provide input to department and divisional meetings; e.g., submit agenda items as appropriate, contribute to discussion, take turn at writing minutes, etc. 
	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance
	Outstanding

Exemplary performance in all areas of the factor.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas of the factor.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations in important areas of the factor. 
Below Expectations
Performance does not meet expectations in some important areas of the factor; below expected levels.  Improvement needed.
Unsatisfactory

Performance falls below expectations in many areas of the factor.  Substantial improvement critical.



4.
ATTENDANCE AND PUNCTUALITY
Coming to work regularly without excessive absences; maintaining assigned work schedules.

Definition of "Meets Expectations"
Conforms to established work schedule as discussed with supervisor, including lunch and break periods.  Supervisor must be advised in advance of planned absences, leave approval forms filled out and signed.  Report for scheduled training and meetings on time and be prepared.   Advises supervisor, as soon as possible, when unplanned absences occur. Advise supervisor of whereabouts as necessary.  Fills out timesheets accurately and submits them on time. Recognizes department needs when scheduling leave.
	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance

5.
QUALITY OF WORK
Completing work thoroughly, accurately, neatly, and according to specifications; producing output with minimal errors.

Definition of "Meets Expectations"
Is committed to quality. Errors are infrequent and cause no significant impact.   Uses good judgement to identify relevant issues and take appropriate actions when questions and problems arise.  Ensures that work area is neat, clean, and organized for maximum efficiency.  Establishes and maintains documentation for all work routines in cooperation with supervisor. 
	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance

	Outstanding

Exemplary performance in all areas of the factor.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas of the factor.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations in important areas of the factor. 
Below Expectations
Performance does not meet expectations in some important areas of the factor; below expected levels.  Improvement needed.
Unsatisfactory

Performance falls below expectations in many areas of the factor.  Substantial improvement critical.



6.
QUANTITY OF WORK
Consistently producing a high volume of acceptable work; producing services or output quickly and efficiently.
Definition of "Meets Expectations"

In cooperation with co-workers ensures that work is accomplished within expectations assigned by the department.  Keeps backlogs from forming.  In addition to working efficiently, this may also mean alerting the supervisor to problems and issues, asking for additional help from within the department, hiring more students, or communicating with units sending the material.  Submits individual statistics to the department representative so that department’s compiled statistics can be submitted within 5 working days of the end of the month.
	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance

7.
JOB KNOWLEDGE
Understanding job procedures, policies, and responsibilities; keeping up-to-date technically; acting as a resource person on whom others rely for assistance.

Definition of "Meets Expectations"

Maintains thorough knowledge of departmental and library policies and procedures as well as current department goals and priorities. Maintains sound knowledge of software applications and systems used in the department: email (including attachments), web browsers, windowing concepts, the appropriate modules of the integrated library system, word processing database management, and spreadsheets. Engages in continuous learning. 
	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance

	Outstanding

Exemplary performance in all areas of the factor.
Exceeds Expectations
Surpasses the standards and established performance expectations in many important areas of the factor.
Meets Expectations
Good performance.  Consistently meets standards and established performance expectations in important areas of the factor. 
Below Expectations
Performance does not meet expectations in some important areas of the factor; below expected levels.  Improvement needed.
Unsatisfactory

Performance falls below expectations in many areas of the factor.  Substantial improvement critical.



8.  Supplementary Performance Factor/Project, e.g., ROVING
Definition of "Meets Expectations"
Meets agreed upon schedule, arranging for coverage when unable to meet schedule.  Is knowledgeable about the Libraries home page: knows what is available, and understands how to use pay for print, catalogUSMAI,  EBSCO, MdUSA, WorldCat.  Becomes knowledgeable about other databases, products as time permits or need warrants it. .  Attends rover update/orientation sessions.  Attends training sessions on aforementioned products whenever there are significant changes. Refers customers appropriately.

	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory

	
	
	
	
	


Comments on Performance


Overall Rating:  The Supervisor must assign an overall rating to the employee's cumulative performance throughout the review cycle.  the determination of the overall rating shall be consistent with the rating scale below.

	
	       Meets Expectations
	

	Outstanding
	Exceeds Expectations
	
	Below Expectations
	Unsatisfactory
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DEVELOPMENT PLANS

To be completed by employee and supervisor together using information from previous sections


MAJOR STRENGTHS:
In which performance factors/projects did the employee excel?

AREAS FOR IMPROVEMENT / ENHANCEMENT:
Which performance factors/projects are in need of improvement or enhancement?

ACTION PLANS:
What actions should be taken by the employee and/or supervisor to improve the employee's performance and help achieve goal(s) during the next performance period?

	Action Plan
	Time Frame

	Employee:
	

	
	

	
	

	
	

	
	

	
	

	
	

	Supervisor:
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


TRAINING PLANS:
List the training actions that will be taken to improve performance weaknesses in the current job or to develop additional employee skills.
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