MU Libraries

Annual Academic Performance Appraisal


Employee:


Title:

Department/Division:

Supervisor: 

Evaluation Period:
Part I: Employee Review of Activities

To be completed by employee and submitted to supervisor prior to initial Performance Appraisal meeting. The responses will be used in the Review of Goals (Part II) and the Evaluation of Work Performance (Part III). Use as much space as necessary to respond.

a.
List your accomplishments and activities for this evaluation period. Describe new undertakings, skills acquired, professional development activities, committee work, offices held, etc.

b.
Briefly describe your success in meeting the goals for this evaluation period (i.e., Part IV from previous year’s Performance Appraisal Form). Include how specific accomplishments or activities contributed toward pursuing or completing a goal as appropriate. Note obstacles or difficulties encountered that prevented completion of a goal.
c.
Review the criteria for Evaluation of Work Performance listed in Part III. Are there any areas you would like to develop more fully during the upcoming evaluation period? 

d.
What changes, if any, do you suggest be made to improve your performance (e.g., additional training; change in duties; etc.)? How would these changes benefit you, your department, the MU Libraries?

Part II: Review of Goals

To be completed by supervisor after initial meeting with employee. Review goals for current evaluation period (i.e., Part IV from previous year’s Performance Appraisal Form), adding lines as needed.

	Goal
	Status of Goal
(e.g., completed, satisfactory progress, unsatisfactory progress, modified, abandoned, etc.)
	Comments
Comment on individual goals as appropriate.

	
	
	

	I. 
	
	

	II. 
	
	

	III. 
	
	

	IV. 
	
	


Overall Comments on Goals
Comment on how successfully the employee met the goals for the current evaluation period, especially noting performance above or below expectations.
PART III: Evaluation of Work Performance

To be completed by supervisor after initial meeting with employee.

Supervisors: consider the following criteria when evaluating work performance:

a) Understands and fulfills job responsibilities as noted in current job description
b) Produces high quality work in appropriate quantities

c) Provides customers (external and internal) with high quality service

d) Sets priorities and manages time and resources effectively

e) Actively supports unit and library goals

f) Works with colleagues, supervisors and library patrons in a professional and respectful manner

g) Collaborates effectively in group and team situations

h) Responds professionally to performance feedback and makes changes as required

i) Shares knowledge, information, and ideas in a timely and effective manner

j) Identifies and communicates problems in a timely and effective manner

k) Demonstrates the capacity to work through situations of ambiguity and uncertainty

l) Is creative and innovative in solving problems

m) Demonstrates leadership where required

n) Maintains confidentiality and discretion as appropriate and/or required

o) Keeps current on and uses appropriate tools, technology, and information in performance of job responsibilities

p) Takes responsibility for professional development and continuing education
q) Represents the Libraries in a positive and professional manner
r) If employee is in a supervisory role: Develops capabilities of supervisees through training/education, feedback, goal setting, etc. Provides effective overall direction to the work of the unit.

Comments on Work Performance
Comment on the employee’s work performance. State if all expectations were met. Otherwise, indicate those areas that did not meet expectations along with relevant explanations and suggestions for improvement. It is also encouraged to acknowledge areas of meritorious work performance.

Part IV: Setting of Goals

To be completed as a collaboration between employee and supervisor. Set goals for the next evaluation period, adding lines as needed. Consider how individual goals support MU Libraries Strategic Goals. 

As appropriate, note specific activities that will support goal; indicate how success of goal will be measured or assessed; any additional resources needed; and any deadlines or other benchmarks for progress toward goal.

Goal I:

Goal II:

Goal III:

Etc.

Part V: Comments and Signatures

To be completed after final performance review has taken place. A copy of the completed, signed performance review will be sent to the employee and each signatory below and will be kept in the employee’s personnel file in the MU Libraries Human Resources Office.
1.
Additional comments of the supervisor:

Supervisor's Signature
Date

2.
Additional comments of the employee being appraised and/or reactions to the appraisal:

Employee's Signature*
Date

3.
Comments of the Department/Division Head:

Department/Division Head’s Signature
Date

4.
Comments of the Library Director:

Library Director’s Signature
Date

* The signature of the employee being appraised indicates that the performance review has been received and discussed with the supervisor; it does not imply agreement with the comments or ratings given
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