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PERSONNEL EVALUATION FORM

For the period beginning July 1, 2011 and ending April 30, 2012


[bookmark: Text21]Individual being reviewed:      

[bookmark: Text22][bookmark: Text23]Supervisor:      						Date completed:      


Please provide evaluative feedback in the following areas:

A. PERFORMANCE
Please include comments on the employee’s performance as it relates to technical knowledge, quality of work, quantity of work, an ability to work cooperatively with others, an ability to communicate effectively, dependability, and demonstrated leadership.  Be sure to include comments on the employee’s strengths and any special contributions, achievements or accomplishments.  Include a brief statement about tying personal accomplishments to library goals.




B. GOALS FOR THE NEXT 12 MONTHS (as agreed upon by the supervisor and department head)





C. DEVELOPMENT OPPORTUNITIES  (Please include at least one comment in this section)





D. PROGRESS TOWARD RANK REAPPOINTMENT/PROMOTION (For use only with ranked positions.)
Please discuss any steps the employee has taken toward preparation for reappointment/promotion in rank.



E. GRANT MANAGEMENT (For use only with those responsible for grant administration.)
Please comment on the employee's ability to successfully manage employees and resources associated with the grant project, work collaboratively and effectively with library and University offices regarding grant projects and resources, and to successfully accomplish the goals of the grant according to library, university and grant-source policies.




Signature of SUPERVISOR completing this form: _________________________________________________

Date: ___________________________________



Signature of NEXT HIGHER LEVEL SUPERVISOR: _________________________________________________

Date: ___________________________________



My signature indicates that I have read and discussed this evaluation with my supervisor.

Signature of EMPLOYEE: ____________________________________________________________________

Date: ___________________________________


[bookmark: Check15][bookmark: Check16]Employee Self-Evaluation attached:			|_|  Yes		|_|  No

[bookmark: Check17][bookmark: Check18]Other employee comments attached:		|_|  Yes		|_|  No
















[bookmark: _GoBack]FOR HSL: completed appraisal packets are to be turned in by 05/04/12 to HSL administration for Director’s review and signature.   Appointments for the Director’s meeting with each librarian will be scheduled by the Director’s assistant and signed performance appraisals will be returned to the Library Personnel Office following those appointments.
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