ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Human Resources #11

Strategies for Annual Evaluation

Many libraries have a standard form and procedure for evaluation. If your library doesn’t, Performance Management and Appraisal: A How-to-do-it Manual for Librarians by Edward Evans is a good resource to consult.

Supervisor fills out the evaluation form.

· Review the job description so that you know what the employee is supposed to be doing.

· Focus on the past year only. Don’t bring up resolved issues.

· Balance acknowledgements of strengths with areas that need improvement.  Emphasize what the staff member is doing right, but don’t gloss over problem areas.

· Be accurate! Note specific accomplishments and strengths the staff member has exhibited during the year. Be kind, but don’t gloss over lingering performance issues. An employee who has received feedback that his job performance has been “excellent” in all areas for 9 years will likely be very upset if he receives “needs improvement” in all areas in the 10th year. Especially if his job performance has been consistent and he has not been informed of performance issues until then. (This will also make it harder to proceed with disciplinary action if necessary.)

· If there are performance issues that you have not already discussed with the employee, discuss them in the context of goals for improvement. Don’t surprise them by asking why these areas haven’t improved.

· When you’re done, give the staff member time to review your form before you meet to discuss it.

· Keep staff evaluations confidential. Don’t leave them out on your desk while you are working with them!

Staff member fills out the evaluation form

· An opportunity to evaluate oneself and one’s supervisor are both valuable. 

· Encourage your Board to adopt these as part of the evaluation process.

· Allow the staff member to fill out their portion of the evaluation prior to your meeting with him or her.

Staff and supervisor together

· Clarify that the staff member understands the process, how the library uses the evaluations, and who has access to them. 

· Review the past year’s goals and assess progress, challenges. General feedback, constructive criticism, and praise.

· Provide time for discussion of issues and ideas that are important to the staff member, including feedback on his or her experience of being supervised.

· Set achievable goals for the next year.  Goals should be mutually agreed upon and connected with the long-range plan for the library. Of course, goals are often not met due to unforeseen challenges and changing priorities. The most useful goals tend to be SMARTER: Specific, Measurable, Acceptable (to both the staff member and supervisor), Realistic, Timely, Extending possibilities (opening new opportunities for challenge, service, new learning, etc.), and Rewarding.

· Clarify expectations of both supervisor and staff member.

· Both of you sign the evaluation.

· Review whatever follow-up has been discussed.

Disclaimer

These human resources strategies are guidelines and general practices. Please do not consider them legal advice. As with so many things, they do not always apply! Check with your library policies and legal council when questions arise.
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