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Employee Effectiveness and Growth Model

Librarians
Purpose of Evaluation

The purpose of evaluation is to ensure effective performance. The primary goal of the Employee Effectiveness and Growth Model is to encourage growth of personnel for the purpose of enhancing performance in the Sunrise School Division.

The general purpose of the Sunrise Librarian Evaluation is to:

· Foster positive attitudes towards office procedures

· Maintain professionalism
· Ensure understanding, acceptance and carrying out of responsibilities
· Ensure growth of employees

· Plan for successful performance and build confidence

· Recognize strengths and contributions to team effort

· Evaluate employee skills

· Provide detailed data on those employees identified as being marginal or deficient in their performance or who have been placed “on notice”

· Build a performance record

The Employee Effectiveness and Growth Model has these components:

· Assessment (continued review and planning) consisting of:

· Planning with Principal (what/how/when)

· Observation

· Feedback and commitments

· Evaluation (prepared by the Principal)

Procedures for Implementing:

Overview:

Principals as leaders must set as a high priority their active involvement with the Employee Effectiveness and Growth Model. The Principal will, before evaluation, review and clarify with the personnel the format and criteria for evaluation as well as the process and forms used.

Before evaluation each personnel will have reviewed the last performance assessment and set performance objectives with specific job targets that are to be shared with and approved by the Principal.

Observations made and data recorded by the Principal will be shared with the personnel involved and commitments to be defined.

The employee’s signature indicates that the assessment was received by the employee.    Complete documentation must be attached to the Principal’s copy of the Assessment Form and will be retained at the school.

Evaluation

An evaluation for all regular employees will be done a minimum of once every two (2) to three (3) years.

The performance of all first year employees will be monitored and assistance given as needed. Evaluations are to be submitted before the end of three (3) months and six (6) months of employment in the new placement.
Employees may be placed “On Notice” as required.

“On Notice” is a term used to define an employee who has been identified through the Assessment process as being marginal or deficient in his/her performance.

The performance of an “On Notice” employee will be intensively monitored and assistance given as needed.
Observations made and data recorded by the Principal will be shared with the employee being observed and commitments to be defined.
The employee’s signature on the Evaluation Form indicates that the Evaluation document has been reviewed with the Principal.

If parties disagree with an evaluation, an appeal may be made according to the collective agreement.

1. Objectives
The evaluation of performance is designed to assist in the maintenance and improvement of services.

The most important purposes for the evaluation are: to recognize exemplary performance; to improve job performance and job satisfaction through an objective analysis of performance and position responsibilities; to evaluate future potential through an evaluation of individual interests and abilities; and to provide opportunities for personal and professional growth geared to the needs of the division and to the individual.
2. Guidelines:

Evaluations will be the responsibility of the administrator. As designated by the Superintendent, they will communicate performance expectations, provide assistance and support, provide an assessment of performance, and make recommendations with regard to continuation, transfer, promotion, demotion, termination.
All information pertaining to the evaluation is confidential.

3. Procedures

Formal evaluations must take place, at a minimum, in the first 6 months of employment and/or the first three months after promotion and every two (2) to three (3) years thereafter.

The evaluation shall employ the following procedures:

The first evaluation meeting shall be arranged within two weeks prior to the 3 month probation period. All subsequent evaluations shall be arranged well in advance to allow the employee time to review the past period/year’s evaluation. 
Negative feedback shall be accompanied with constructive plans for improvement (objectives for the future).

Definitions of Performance Categories

Always
This performance category represents achievement which is consistently and significantly beyond what is normally expected of an employee in the position. This rating is selected when an employee’s performance results, and the way they are achieved, far exceed, in terms of quality and quantity, the criteria previously established.  Examples might be: work is always completed ahead of schedule; impact upon the unit is extra-ordinary in terms of amount and quality of work accomplished; significant developments are made which advance the state of the organization; consistently identifies the need of the organization and devises new concepts and innovative solutions to significant problems; utilization of financial and human resources is exemplary. In summary, performance results in this category are clearly recognized within the work group and organization as a model of excellence.

Usually
This performance category represents tangible breakthroughs in work over the course of the performance period beyond the satisfactory level. This rating is selected when an employee’s performance is generally beyond the requirements of the position and the criteria established. Examples might be: employee always completes work on time, and usually ahead of time; performs work well independently; identifies solutions to most problems; responsibilities and objectives have often been surpassed; seeks additional responsibilities; successfully manages several activities or projects within the same time frame; identifies areas where practices or policies might be improved; demonstrates initiates in work. In summary, performance results in this category clearly move the work of the unit ahead.
Sometimes

This performance category represents a competence and adeptness. The criteria and expectations which have been established by the supervisor with the subordinate have been met and may sometimes have been expected. Examples might be: always completes work on time; works within agreed upon responsibilities and objectives; policies and procedures are clearly understood and successfully applied; thoroughly comprehends and contributes to the role and mission of the work unit; copes with more important problems. In summary, this level of performance consistently meets all of the requirements of the position.

Seldom
This performance category represents work performance where there is recognizable requirement for additional development or refurbishing of skills and knowledge especially in order for the performance level to become “satisfactory”.  Examples might be: work is generally completed on schedule but in some instances, time frames are exceeded; has on occasion required additional direction and overseeing; most policies and procedures are understood but some objectives have not been realized.
Never

This performance category is used when an individual does not meet one or more of the fundamental requirements of the position. Possible indicators of unsatisfactory performance are: quality of work depicts serious shortcomings or the quantity produced is below what is acceptable, and the results are inadequate; due dates are often missed; lack of understanding of job after review with supervisor; insufficient attempt or lack of ability to improve, and little initiative in work and accomplishment; working relationships with others are poor to the point of being seriously detrimental to the work.

N/A – not applicable to job duties


LIBRARIAN 
EVALUATION REPORT
Employee Name __________________________________

Assignment / Location ___________________________________   Date ______________________________________
	A. Work Habits
	Always
	Usually
	Sometimes
	Seldom
	Never
	N/A

	
	1
	2
	3
	4
	5
	6

	1. Planning and Organization 

The ability to plan ahead, manage time, accomplish tasks effectively, maintain accurate records system
	
	
	
	
	
	

	2. Flexibility and ability to prioritize

The ability to adjust to changing conditions, procedures, job interruptions, deadlines
	
	
	
	
	
	

	3. Time Management 

Ability to accomplish tasks in a timely manner
	
	
	
	
	
	

	4. Problem Solving

The ability to tackle problems on his/her own when appropriate and find constructive solutions
	
	
	
	
	
	

	5. Commitment / Teamwork

The level of initiative/enthusiasm for work, professional conscience
	
	
	
	
	
	


	B. Knowledge / Proficiency
	Always
	Usually
	Sometimes
	Seldom
	Never
	N/A

	
	1
	2
	3
	4
	5
	6

	1. Office Procedures

Performing and understanding of daily office / divisional procedures
	
	
	
	
	
	

	2. Quality of Work

The level of thoroughness, accuracy, neatness of work which is produced
	
	
	
	
	
	

	3. Finance / Budgeting

Knowledge and understanding of accounting procedures
	
	
	
	
	
	

	4. Technology

The ability / level of comfort with technology
	
	
	
	
	
	


	C. Parents & Public
	Always
	Usually
	Sometimes
	Seldom
	Never
	N/A

	
	1
	2
	3
	4
	5
	6

	1. Communication Skills 

The ability to exchange information accurately and effectively both verbally and in written form
	
	
	
	
	
	

	2. Professionalism

The degree of cooperativeness and consideration displayed in working with supervisor, peers, co-workers and the public. The ability to interact effectively and harmoniously with supervisors, peers, co-workers and the public
	
	
	
	
	
	

	3. Confidentiality 

Maintain confidentiality related to students, their families and staff and all matters concerning divisional business
	
	
	
	
	
	


	D.  Students
	Always
	Usually
	Sometimes
	Seldom
	Never
	N/A

	
	1
	2
	3
	4
	5
	6

	1. Communication Skills 

The ability to exchange information accurately and effectively both verbally and in written form
	
	
	
	
	
	

	2. Professionalism

The degree of cooperativeness and consideration displayed in working with students. The ability to interact effectively and harmoniously with students.
	
	
	
	
	
	

	3. Confidentiality 

Maintain confidentiality related to students, their families and staff and all matters concerning divisional business
	
	
	
	
	
	

	4.  Student Needs

Have ability to establish and maintain positive relationships with student body  (Genuine rapport)
	
	
	
	
	
	


	E.  Staff
	Always
	Usually
	Sometimes
	Seldom
	Never
	N/A

	
	1
	2
	3
	4
	5
	6

	1. Communication Skills 

The ability to exchange information accurately and effectively both verbally and in written form
	
	
	
	
	
	

	2. Professionalism

The degree of cooperativeness and consideration displayed in working with supervisor, peers and co-workers. The ability to interact effectively and harmoniously with supervisors, peers and co-workers.
	
	
	
	
	
	

	3. Confidentiality 

Maintain confidentiality related to students, their families and staff and all matters concerning divisional business
	
	
	
	
	
	

	4.  Teamwork

The ability to delegate and redirect
	
	
	
	
	
	


LIBRARIAN STAFF EVALUATION REPORT

The purpose of this evaluation form is to share information with library clerks and determine program needs and personnel requirements.

A copy of this report will be mailed to the Assistant Superintendent – Human Resources.

The document is designed to incorporate self-evaluation techniques and a performance appraisal report.

The document will be discussed with each library clerk being evaluated prior to the end of the school year.

SELF-EVALUATION SECTION

Strengths: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Areas requiring improvement: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

General Comments:

__________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

	Comments: ________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommendations: __________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Appraisal made by: _________________________________________________________

Date:  ____________________________  Signature: ______________________________________________

I have read and understand the above evaluation: _______________________________________________










Employee’s Signature

