From: Natalie Schlegel

To: Whitlock, Beth; Pryor, Barbara; Inarid Mayyasi; Gordon, Lily; Alan Gordon
Cc: Green, Esme; Thibeault, Emelia

Subject: library director evaluation

Date: Sunday, March 13, 2022 11:28:05 AM

Attachments: LIBRARY Director Peformance Evaluation 2014 FINAL.doc

Library Director Performance Appraisal.pdf
Annual Review Discussion Qutline.docx
Evaluating the Director from Handbook.docx
Director Evaluation sample 4.doc

Director Evaluation sample 3.doc

Director Evaluation sample 2.doc

Hello fellow Trustees,

Attached are the sample documents that Maura Deedy, Library Advisor Specialist at MBLC
shared with me. I also was in touch with Rob Favini, Director of Library Advisory and
Development at MBLC and he pointed us to page 28 of the MBLC Director Search Process

packet for a good sample evaluation: https://quides.mblc.state.ma.us/Id.php?
content_id=1537431

As | shared in our last meeting, rather than picking a form and completing it right away, our
aim should be to create a sound evaluation process and timeline, with input from the Library
Director and the Town Manager, that will be repeated annually.

| apologize for the delay in sharing these documents!
Thanks,

Natalie

---------- Forwarded message ---------
From: Deedy, Maura (BLC)
Date: Tue, Feb 15, 2022 at 4:29 PM
Subject: RE: library director evaluations
To: Natalie Schlegel

, Favini, Robert (BLC)

Hello Natalie,

Thanks for reaching out. | hope to add that one to the upcoming Deep Dives in March through
June.w

The question of evaluating and open meeting law is a good one, and tricky. There are a few
ways to approach it.


mailto:nschlegel16@gmail.com
mailto:bethwhitlock@me.com
mailto:barbfredp1@aol.com
mailto:imayyasi@gmail.com
mailto:lilyanngordon@gmail.com
mailto:alanlgordon@comcast.net
mailto:GreenE@sudbury.ma.us
mailto:ThibeaultE@sudbury.ma.us
https://guides.mblc.state.ma.us/ld.php?content_id=1537431
https://guides.mblc.state.ma.us/ld.php?content_id=1537431

Town of Brookline

Library Director Performance Appraisal

(Year of Appraisal)

Purpose of Appraisal

The purpose of this tool is to formally appraise the Library Director’s performance on an annual basis. The document allows the Board of Library Trustees (also referred to as the Board of Trustees or Library Trustees) to assess the Library Director in the areas of management, analysis, and public service/community relations, as well as the accomplishment of long and short-term goals.  Through the appraisal process, the Library Trustees will recognize strengths, offer positive feedback, and suggest any areas that may require corrective action.  The Library Trustees will consider the appraisal when making employment and related decisions.


Procedure and Timeline

1. The period of the first appraisal is June 20xx through November 20xx, as per the initial hiring agreement.  Successive appraisals will occur on or near the Library Director’s hire anniversary date of June 19, and will thereafter be completed annually or as otherwise deemed appropriate by the Trustees.

2. The Library Director will submit to the Chair of the Board of Trustees a narrative self-evaluation including a report on Director’s goal achievement by Monday, December x, xxxx. 

3. The Board of Trustees will review the self-evaluation prior to completing the appraisal, and will submit their ratings and comments to the Chair by Friday, December x, xxxx. The Chair will consolidate all the ratings and comments into an overall appraisal. 

4. The Board of Trustees will discuss the appraisal with the Library Director in executive session at the December     Board Meeting.

5. The appraisal will be a key component of the Board of Trustees decision-making process on employment decisions.

The Board of Trustees will evaluate the Library Director in the following areas, and provide one rating in each area:


· Leadership and Decision-Making

· Planning and Organizing


· Communication

· Public Service / Community Relations

· Job Knowledge

· Financial Management

The Board of Trustees will provide written comments to explain responses and/or provide suggestions and feedback.

		Narrative Self-Evaluation 





The purpose of this self-evaluation is to give the Library Director an opportunity to reflect on the past evaluation period and to plan for the year ahead. This document will provide a starting point for the Library Director’s Performance Appraisal.

The self-evaluation should consist of self-ratings and comments on the following pages in the categories of Leadership and Decision-Making, Planning and Organization, Communication, Public Service/Community Relations, Job Knowledge, and Financial Management. Answers may be submitted in narrative or bulleted format.. For the first evaluation, the more detail that is included the better. Remember that the Trustees will generally not have had a chance to observe the Library Director on a day-to-day basis.

In addition, the Director should list goals and objectives that the Director wishes to accomplish during the coming evaluation period, including priorities and times lines.

		THE RATING SCALE





5 - OUTSTANDING


The Library Director consistently and significantly performs far above and beyond what is expected for a person in that position, based on the Library Director job description document. Demonstrates a great deal of initiative in solving problems or overcoming obstacles that might otherwise impede performance.  Performance is so exceptional that few persons obtain this rating.


4 – STRONG PERFORMANCE

Usually performs beyond requirements, objectives and expectations of current position. Performance requires less than normal direction. This rating describes consistently commendable work.


3 – SATISFACTORY


Generally meets position requirements, objectives and expectations, but definable areas may exist where performance is below what is required or expected. This rating describes what good and solid work is. 


2 - NEEDS IMPROVEMENT


Performance does not meet minimum performance requirements, objectives and expectations. In definable areas, performance is marginal or unacceptable. Closer supervision is required than should be given level of responsibility and/or experience in the position. Goals will be established to improve performance.


1 - UNACCEPTABLE 



Performance is below standards. Work is regularly incomplete in some respect. Needs frequent supervision in areas of judgment and demonstrates little ability to handle emergencies. Resists most changes strongly.   Seldom seeks new or improved ways of doing things. Lacks fundamental skills and knowledge and shows little to no interest in acquiring them. 


N/O – Not observed


LEADERSHIP AND DECISION-MAKING

		

		5

		4

		3

		2

		1



		1.  Establishes a clear sense of direction, sets specific objectives, and mobilizes the resources to meet those objectives

		

		

		

		

		



		2. Effectively encourages and involves staff and others in goal setting and decision-making, as appropriate

		

		

		

		

		



		3. Develops and facilitates an effective teamwork environment and insures that staff cooperates with each other and with other departments

		

		

		

		

		



		4. Anticipates changes in the community, the profession and the department, and adapts creatively to those changes

		

		

		

		

		



		5. Employs, assigns, transfers, and promotes employees based on objective, work performance measures, such as skills, knowledge and/or initiative

		

		

		

		

		



		6. Defines problems, generates multiple options and develops effective solutions

		

		

		

		

		



		7. Works to ensure a diverse workforce

		

		

		

		

		



		8. Exercises good judgment and clear direction under difficult, pressurized circumstances

		

		

		

		

		



		9. Follows through in the implementation of Director and Board decisions

		

		

		

		

		





Library Director’s Comments:


Library Trustee’s Rating (1-5):


Library Trustee’s Comments:

PLANNING AND ORGANIZING


		

		5

		4

		3

		2

		1



		1. Involves staff and other people vital to the planning process

		

		

		

		

		



		2. Makes assignments that utilize people’s skills, coordinates their efforts and monitors progress to meet goals

		

		

		

		

		



		3. Creates and facilitates an environment for long-range and strategic planning

		

		

		

		

		



		4. Conceptualizes ideas and effective strategies

		

		

		

		

		



		5. Meets deadlines and schedules

		

		

		

		

		





Library Director’s Comments:


Library Trustee’s Rating (1-5):


Library Trustee’s Comments:


COMMUNICATION


		

		5

		4

		3

		2

		1



		1. Handles controversy or conflict constructively by reducing tensions, sorting out the real issues and generating ideas for bridging differences

		

		

		

		

		



		2. Writes succinctly when presenting information and ideas in an organized and thoughtful way that reflects the needs of the particular audience

		

		

		

		

		



		3. Regularly informs the Board of Trustees of actions of the library, keeping the Board aware of the work of the library.

		

		

		

		

		



		4. Listens openly and intently to others, acknowledging their ideas and suggestions, even if not in agreement.

		

		

		

		

		



		5. Uses technology, such as the Town and Library websites, to communicate with the public

		

		

		

		

		



		6. Maintains a positive morale within the department through effective, consistent, and balanced communication and actions

		

		

		

		

		



		7. Maintains effective communication with other communities, state agencies, town departments, the public schools, and municipal organizations

		

		

		

		

		





Library Director’s Comments:


Library Trustee’s Rating (1-5):


Library Trustee’s Comments:


PUBLIC SERVICE / COMMUNITY RELATIONS

		

		5

		4

		3

		2

		1



		1. Projects a positive image  of the Director in the community

		

		

		

		

		



		2. Is reasonably open and available to the public and responsive to citizen complaints or requests

		

		

		

		

		



		3. Encourages employees to interact with the public professionally, responsively, and respectfully and takes appropriate action when standards are not met

		

		

		

		

		



		4.  Acts to improve services and creates innovative measures to serve the public

		

		

		

		

		



		5. Maintains an appropriate attendance record

		  

		

		

		

		



		6. Attends meetings and events in the community, whether they are related to their function as Director or not, to represent the Town and project a positive image

		

		

		

		

		



		7. Regularly sets a good example for staff by arriving early, staying late, or both as required by the needs of the Department

		

		

		

		

		





Library Director’s Comments:


Library Trustee’s Rating (1-5):


Library Trustee’s Comments:


JOB KNOWLEDGE


		

		5

		4

		3

		2

		1



		1. Professional skills for performing assignments are either understood and possessed or being developed

		

		

		

		

		



		2. Performance is consistent with currently accepted techniques, standards and procedures

		

		

		

		

		



		3. Participates actively in professional groups to remain informed on current trends, pending legislation affecting profession

		

		

		

		

		



		4. Knowledgeable of Town bylaws, state and federal legislation, case law and other regulations pertaining to running a town library; actively participates in their promulgation and in promoting revisions consistent with current practice

		

		

		

		

		



		5. Seeks new and creative ways to perform the functions and responsibilities of the job

		

		

		

		

		





Library Director’s Comments:


Library Trustee’s Rating (1-5):


Library Trustee’s Comments:


FINANCIAL MANAGEMENT

		

		5

		4

		3

		2

		1



		1. Develops and manages a budget that is consistent with the goals of the Library Trustees and the needs of the Library

		

		

		

		

		



		2. Coordinates the annual budget process in accordance with needs, goals and priorities as set by the Town

		

		

		

		

		



		3. Employs sound fiscal management procedures for the development of the budget recommendations 

		

		

		

		

		



		4. Effectively monitors, analyzes and controls the budget to identify variances and respond effectively to remedy issues

		

		

		

		

		



		5. Provides complete and accurate financial information to facilitate budget and other deliberations

		

		

		

		

		



		6. Develops new resources to augment revenues to better meet the needs of the town

		

		

		

		

		



		7. Presents budget information in a manner that provides clarity of issues and needs

		

		

		

		

		





Library Director’s Comments:


Library Trustee’s Rating (1-5): 


Library Trustee’s Comments:


Library Director’s Suggestions for Additional Goals for Next Year:

Library Trustees’ Suggestions for Additional Goals for Next Year:


SIGNATURES AND APPROVALS


Remedial/development Activities:  Include any factor rated Unacceptable or Needs Improvement in goals for the upcoming year.  List below the actions that the Board of Library Trustees and Library Director have agreed upon to further develop employee’s capabilities to improve performance.

_________________________________

_________________________________

, Chair, Board of Trustees
Date

Library Director’s Acknowledgement:






I have had the opportunity to discuss my appraisal with the Board of Library Trustees.  Below are my comments regarding the appraisal.



_________________________________

_________________________________


Library Director




Date

Library Director Comments:

PAGE  

1




Library Director Performance Appraisal

Director: Date:

The director serves as the Administrator of the Library and as Executive to the Board of Trustees. S/he is
responsible for the over all day-to-day operation of Library; library planning including the development
and implementation of the mission, long range goals and objectives and annual program activities; policy
development, recommendation to the Board and implementation; annual budget preparation and
management; staffing, staff and leadership development; library building maintenance; and maintaining
positive relations with the Mayor, Township Council, Township Administrator and Executive Staff, the
Friends of Library, community residents and organizations, and Library professional community.

Section 1.

Please rate Library director in each of the following areas. Comments may include areas of
strengths or weaknesses, specific examples of behavior or critical incidents, etc.

Part I. — Administrative Duties
1. Oversees and administers the activities of the Library including human resources, selection of

materials, purchasing, data processing systems, EBTV, building maintenance, capital
improvements, and public relations and information directly and through the Administrative

Staff.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
2. Proposes and helps staff initiate new programs and services.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
3. Administers the annual program of activities.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:






4. Administers the annual budget.

[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
5. Develops and carries out library policies.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
6. Negotiates and oversees contracts held by the Library, including regional and state service
contracts.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
7. Oversees the application for and implementation of grants with the participation of staff.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
8. Receives and appropriately responds to compliments, complaints and suggestions from the
public.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate

Comments:






9. Receives and appropriately responds to compliments, complaints and suggestions from the staff.

[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
10. Carries out research and analysis of library operations to maximize use of library services.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
11. Communicates legislation related to libraries and responds to developments as appropriate.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
12. Plans, encourages and administers fundraising and development activities.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:

Part 11. Relations with the Board of Trustees

1. Recommends to the Board plans, policies and technological improvements relating to library
operations.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:






2. Prepares and recommends to the Board a program of activities and budget for each year.

[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
3. Works with the Board members to maintain Township support for the Library’s activities and
budget.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
4. Reports to the Board regularly on library operations, activities, opportunities and problems.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
5. Provides Board members with opportunities to learn about library operations and Board
responsibilities.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
Part 111. — Relations with Outside Agencies
1. Effectively presents the Board-approved annual budget to the Mayor and Township Council.
[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:






2. Maintains positive relations with the Mayor, Township Council, Township Administrator and
Executive Staff, Township school officials and other Township, County and State elected
appointed officials.

[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
3. Maintains positive relations with community residents and organizations.
L] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
4. Maintains positive relations with the local, regional and professional media.
L] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
5. Participates in local, regional, state and national planning related to libraries.
L] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:

Part IV. — Professional Development Duties

1. Demonstrates to the staff and to the Board a commitment to personal professional
development by attending relevant conferences, meetings, workshops, and seminars, and by
sharing knowledge gained with appropriate individuals.

[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:






2. Demonstrates to the staff and to the Board an awareness of new services, programs, resource
materials, and technological developments and their potential impact on Library.

[] [] [] []
Exceeds Meets Needs Cannot
Requirements Requirements Improvement Rate
Comments:
Section 11.
1. In what areas, in your opinion, does the director excel?
2. In your opinion, are there areas in which the director needs improvement?
3. What changes would you like to see in the director’s administration of Library?
4. Has the director met the goals and objectives of the previous year (see goals and objectives)?
[] []
Yes No

If no, please explain

5. What performance objectives would you recommend for the director for the next year?







Annual Review – Discussion Outline – Preliminary



Completed by:



Date________________________________________________Time__________________

The Coordinator will review/revise the outline with the Director at that time.



Conference date_______________________________________Time__________________



REVIEW TOPICS		GOALS/OBJECTIVES/ACCOMPLISHED		COMMENTS



1. Planning:_________________________________________________________________

___________________________________________________________________________

____________________________________________________________________________



2. Financial Management:







3. Human Resources-Relations: ____________________________________________________

____________________________________________________________________________________________________________________________________________________________



4. Professional Development:______________________________________________________



______________________________________________________________________________



5. Communications:_____________________________________________________________



______________________________________________________________________________



6. Innovation and Creativity:______________________________________________________



______________________________________________________________________________



7. Personal Work Ability; Work Organization; Analytical Abilities:________________________



______________________________________________________________________________



8. Projects:_____________________________________________________________________



______________________________________________________________________________




9. Goals, Objectives, Priorities, Productivity:__________________________________________



______________________________________________________________________________



10. Special Topics:______________________________________________________________



______________________________________________________________________________











[bookmark: _GoBack]R:\Trustees\Directors\Evaluation\Annual Review Discussion Online.docx


Evaluating the Director

Boards of trustees are evaluating their library director all the time. Evaluation is done at least partially by instinct: what the trustees see happening in the building, what they hear from the public and staff, as well as the "feel" and reputation of the library. The evaluation of the director is closely tied to the success of the annual library plan.

A formal, written evaluation is an essential management practice, although a good board member's subjective assessment of the library director is often as accurate. The evaluation of the library director should be the foundation in the evaluation process for the library as a whole.

Purposes of the Performance Evaluation

· To provide the director with clear understanding of the board's expectations.

· To ensure the director and the board are aware of how well the expectations are being met.

· To serve as a formal vehicle of primary communication between the board and director.

· To identify the board's actual concerns so that appropriate action can be taken.

· To demonstrate sound management practices and accountability to municipal officials and the community.

Methods of Evaluation

To be effective the evaluation method and process must be designed to accommodate your specific local situation. There is no single perfect evaluation system, and the evaluation process should be a continuous activity. There are three basic methods, each with advantages and disadvantages. A combination of the following is generally most effective:

Based on Behavior Traits

This method is perhaps the most limited type of evaluation. These traits can contribute to successful management but the standards of performance and expectations are not usually defined clearly. A numerical rating scale is often used with this type of evaluation. Evaluation based on traits is sometimes used because it is short and simple. The board must remember that the time and energy spent on the evaluation process is the cornerstone of future library service.

Examples of behavior traits are: cooperation, initiative, dependability, creativity, communication, motivation, attention to detail, and decision-making ability.

Based on Job Description

A detailed job description is essential in the hiring of a library director. It is also an excellent place to begin even if the library director has been working for many years. The board should review and revise the job description with the current director. The major areas of responsibility noted in the job description can be expanded in detail to form the criteria for evaluation.

Based on Objectives

This method is also directly related to the job description. The board and the library director develop mutually agreed upon objectives to be accomplished within a specific time frame. Using this method, the evaluation is based objectively on accomplishments rather than on a subjective appraisal of personalities. The objectives are basically a part of the planning process. It is important to clearly define the objectives, actions, responsibility, and time frame, so that the objectives are measurable.

Developing the Evaluation Process

· Board and director jointly develop a list of factors that lend themselves to objective evaluation.

· Board develops a general evaluation method, criteria, rating scale, and form.

· Board and director identify goals, long range plans, and specific areas that need attention. The director prepares a set of objectives with a time line. The board reviews objectives and suggests changes, if appropriate. The board and director negotiate changes in objectives. The objectives are rewritten and confirmed.

· Director handles implementation of actions to meet objectives, including delegation of tasks to staff.

· The director gives a periodic report to the board on progress toward achieving monthly and annual objectives. Periodic feedback from the board to the director.

· Revisions to objectives negotiated between board and director as needed.

· Board conducts an annual formal evaluation review.

The process itself should:



· Be open and objective.  It should be based on an objective assessment of behavior, not personality traits.    It should foster a dialog between the director and the board.

· Be positive and constructive.   It should relate to the job description or to the goals and objectives established by the Board and the director.

· Be based on mutual trust and respect.   The Board and the director need to open to each other’s comments and listen carefully.   

· Establish mutually shared goals and objectives for the director.

· Avoid surprises.    The director and the Board need to have open communication.  Nothing should be held until “evaluation time”.   The review should sum up the activities of the year.

· Set objectives for the director for the coming year.

· Provide an atmosphere for open discussion.



Expectations and Evaluation

Directors are held accountable to many varied and sometimes conflicting constituencies. The board and the director must recognize these groups and acknowledge the relationship with each one:

· The general public

· Elected officials and the appointed governing officer who supervises other municipal departments

· The library staff members who have diverse personal expectations for their director

· Public pressure groups who exert pressure on the director to respond to their concerns

· Friends of the Library groups

· Individual members of the board of trustees who have personal priorities for the library and the director.

Good communication, public relations, a written plan and clear policies will all help the board and director to deal with any conflicting expectations. The evaluation method and process can be designed to include input from all these groups, but the final responsibility rests with the board.

The Evaluation

An annual, written, formal evaluation should be conducted. The library board and the director should reach a mutual agreement about the evaluation format and process. Keep in mind that the provisions of the Open Meeting Law apply to meetings concerning evaluation of the director.

Ideally, evaluations are positive, developmental processes that include praise and constructive guidance. The board should review the library plan, job descriptions, goals and objectives and the annual report submitted by the director, documenting accomplishments of the library. Other relevant information should be obtained as needed.

The board should develop definitions of their ratings and standards so that they have a common understanding and are able to communicate these to others. The board chairman and at least one other member of the board, usually the personnel committee chairman, should form a committee to gather information from other trustees using an agreed upon evaluation tool. The library director should provide a self-evaluation report which indicates how s/he has met her/his annual goals and objectives. The committee should then meet to formulate a written evaluation and reach a consensus on how the director is to be rated on each item.

Copies of the committee's written evaluation should be sent to each board member with an opportunity for each to respond in writing to the committee. The committee's final, written evaluation should be given to the director by the board chair, and an opportunity should be provided for the director to meet with the committee to discuss any differences.

Factors in Evaluating the Director

[bookmark: _GoBack]The basis of the evaluation should be the up-to-date job description and the annual performance objectives agreed to by the director and board.  The following are some factors that could be considered in evaluating the library director.   They are not all inclusive. These factors are a reference point for you to develop the type of evaluation that is best for your institution and your situation.



Preparing and Managing the Budget

· Is all the necessary staffs work completed in a timely manner prior to presentation to the Board?

· Does the budget cover all necessary expenses?

· Are funds allocated or reserved for unanticipated contingencies?

· Are the funds effectively allocated?

Managing the Staff

· Are positive management/staff relations maintained?

· Are fair and equitable policies proposed for board adoption and then fairly administered?

· Does the director communicate effectively to staff>

Professional Awareness

· Are innovative methods of service delivery and technical processes, for example, studied thoroughly?

· Are innovations implemented only after they fit the needs of the institution and are proven to be cost effective?

· Does the director maintain an adequate knowledge of current library science practices?

· Is the staff encouraged to maintain an awareness of technological advances in the profession?

· Conversely, how prone is the director to adopting change for change's sake?

Implementation of Board Decisions

· Are board decisions implemented on a timely basis? Are hard decisions made and implemented or are they deferred or ignored?

· Does the director display adequate initiative or rather merely react to crises?

· Is the director objective in making the necessary decisions or do personal prejudices intrude too often?

· Is the director consistent in decisions that affect the staff and/or public?

· Once a decision has been made does the director fully and enthusiastically back board decisions (to what extent?) or are they sometimes presented to staff in an apologetic or deprecatory manner?

· Does the director set an example for the staff through professional conduct, high principles, and a business-like approach?

Use of the Library

· How effectively are the services of the library communicated to the public?

· Is a proper and realistic balance established between promotion of services and budget constraints?

· Do people enjoy coming to the library?

· Is use of the library increasing?   

Development of Staff

· Are potential managers identified, encouraged to develop and assisted in their development of career goals?

· Are internal candidates for promotion competitive with outside candidates for management positions?

· Does the director adequately justify the need for staff development funds, actively campaign for such funds, and adequately account for the use of such funds?

· How well is cross-training utilized to provide adequate service to the public?

Utilization of Staff

· Is all staff aware of the separation of professional and clerical tasks and responsibilities?

· Have peak service hours been identified and staff deployed accordingly?

· Are functions analyzed periodically with the objective of combining, eliminating and/or creating new positions?

Community Development

· How active is the director in the community?

· Is the incumbent "visible" to large segments of the population?

· Is the director available for speaking engagements in the community?

Activity in Professional Organizations

· Is the library represented and does the director actively participate in the Massachusetts Library Association, the Massachusetts Library Trustees Association and the American Library Association?

· Does the director hold office in professional organizations?

· Have the director and staff published reviews and articles in professional newsletters or journals?

Policy Recommendations to Board

· Is adequate staff work completed prior to presentation to the board?

· Are reasonable alternatives recommended?

· Are policy recommendations generally proactive rather than reactive?

· Are policy recommendations usually necessary and appropriate to the efficient operation of the library?

· Are trustees kept informed of new developments and important news reported in library correspondence and literature to provide them with the necessary background to make informed policy decisions?

Friends of the Library

· Has the director actively promoted the formation and/or maintenance of a Friends group?

· Do the director and staff provide adequate support to the Friends organization?

· Has the director delineated and/or helped define the role of the Friends group?

· Has the Friends group had adequate explanation of its role in relationship to the role of the board?

Maintenance and Construction of Physical Plants

· Within the imposed budgetary constraints are the buildings and grounds adequately maintained?

· Does the director have an ongoing program that provides adequate information on the need for new and/or remodeled facilities?

Establishing Priorities

· Are the director's recommended priorities in concert with the library's plan as defined by the board?

· Do these priorities appropriately reflect community needs?

· To what degree do the director's accomplishments reflect and relate to the short and long range plans?

· Are the plans updated on a continuous basis to reflect changing circumstances?

· Does the director provide adequate information to the board on the implementation and revision of short and long term planning?

Staff Selection

· Is staff selection accomplished at appropriate supervisory levels and with adequate use of staff resources?

· Is adequate emphasis placed on Equal Opportunity Employer/Affirmative Action?

· Is the selection process designed to insure the selection of the best person for the job?


Sample Director Evaluation Form for Trustees


Executive Director’s Annual Evaluation

                               Date:


Form Instructions:


1) each board member should individually respond to this form.


2) In responding to the form, board members could refer to the plan of service, board minutes, usage statistics, program results or other information sources from the year.


3) Submit this form to the Board President for inclusion in the Summation Form that will be used during the face-to-face appointment with the director. 

Scale: E = excellent   S = satisfactory   N = needs improvement   U = unknown


		Area of Organizational Health

		Rating



		



		Customer Service & Community Relations



		

		· Level of patron satisfaction

		E       S       N       U



		

		· Customer service received by patrons

		E       S       N       U



		

		· Consistent application of policies that affect the public 

		E       S       N       U



		

		· Services are communicated to the public effectively

		E       S       N       U



		

		· Working relationships and cooperative arrangements with government officials, community groups and organizations

		E       S       N       U



		

		· Awareness of community needs

		E       S       N       U



		

		· Mechanisms are in place to hear from patrons and the community-at-large

		E       S       N       U



		

		· Library is being marketed to the community

		E       S       N       U



		

		Comments:






		CS & CR totals: E ___    S ___    N ___   U ___



		



		Organizational Growth



		

		· The library is making progress on its long-range plan (LRP)

		E       S       N       U



		

		· Services to meet the goals and objectives of the LRP are carried out with staff and trustee involvement

		E       S       N       U



		

		· Goals and objectives are evaluated regularly

		E       S       N       U



		

		· Creativity and initiative are demonstrated in creating new services/programs

		E       S       N       U



		

		· Collection is responsive to community needs

		E       S       N       U



		

		· The library is responsive to changes in the community

		E       S       N       U



		

		· Staff are aware of library’s long-range plan, policies and activities

		E       S       N       U



		

		· There is a working knowledge of significant developments and trends in the field 

		E       S       N       U



		

		· Building and grounds are kept up and needed repairs and maintenance are done on a timely basis

		E       S       N       U



		

		Comments:






		OG totals: E ___    S ___    N ___   U ___



		



		Administration & Human Resource Management



		

		· Work is effectively assigned, appropriate levels of freedom and authority are delegated

		E       S       N       U



		

		· Job descriptions are developed; regular performance evaluations are held and documented

		E       S       N       U



		

		· Personnel policies and state and federal regulations on workplaces and employment are effectively implemented

		E       S       N       U



		

		· Policies and procedures are in place to maximize volunteer involvement

		E       S       N       U



		

		· Staff development and education is encouraged; 

		E       S       N       U



		

		· Staff understand how their role at the library relates to the mission

		E       S       N       U



		

		· Library climate attracts, keeps, and motivates a diverse staff of top quality people

		E       S       N       U



		

		Comments:






		A&HRM totals: E ___    S ___    N ___   U ___



		



		Financial Management / Legal Compliance / Fundraising



		

		· Adequate control and accounting of all funds takes place; library uses sound financial practices

		E       S       N       U



		

		· Budget is prepared with input from staff and trustees; the library operates within budget guidelines

		E       S       N       U



		

		· Official records and documents are maintained, library is in compliance with federal, state and local regulations and reporting requirements (such as annual report, payroll withholding and reporting, etc.)

		E       S       N       U



		

		· Positive relationships with government, foundation and corporate funders are in place

		E       S       N       U



		

		· Positive relationships with individual donors is established

		E       S       N       U



		

		· Funds are disbursed in accordance with budget, contract/grant requirements and donor designations

		E       S       N       U



		

		Comments:






		FM/LC/F totals: E ___    S ___    N ___   U ___



		



		Board of Trustee relationship



		

		· Appropriate, adequate, and timely information is provided to the board

		E       S       N       U



		

		· Support is provided to board committees

		E       S       N       U



		

		· The board is informed on the condition of the organization and all important factors influencing it

		E       S       N       U



		

		· The board works effectively

		E       S       N       U



		

		Comments:






		BTR totals: E ___    S ___    N ___   U ___





Additional Comments:


[Return this form to the Board President for inclusion in the Summation Form that will be used during the face-to-face appointment with the director.]





EVALUATION OF LIBRARY DIRECTOR 


XXX Public Library


DATE

Use the numerical scale below to evaluate the performance of the Library Director this past year.  Select the number that best indicates your perception of the Director’s performance for each of the criteria listed.



POINTS



5 - Outstanding 

far exceeding performance criteria



4 - Above average
exceeds normal expectations



3 - Average

generally meets expectations



2 - Weak

erratic performance, falls short of normal expectations, requires remedial action



1 - Unsatisfactory
unacceptable performance, which must receive immediate attention



Rating

A.   Relationships with Board


_______
1.  Keeps the Board informed on issues, needs and operations of library



_______
2.  Offers professional advice to the Board on items requiring Board action, with appropriate





     recommendations based on thorough study and analysis.



_______
3.  Supports and executes Board policy and intent to public and staff.



_______
4.  Seeks and accepts constructive criticism of work.



_______
5.  Seriously considers, and/or acts on individual Board member’s suggestions.







Comments





B.  Goals and Objectives



______

6.  Provides leadership in developing long and short term goals to accomplish mission of library.



_______
7.  Keeps the Board updated on implementation of library goals and objectives.








Comments





C.  Community and Professional Relationships


_______
8.    Gains respect and support of the total community on the operation of library.



_______
9.    Maintains an effective press and media campaign.



_______          10.    Keeps abreast of local, state and national library issues.



_______          11.  Participates in local, state and national library associations.








Comments





D.  Staff and Personnel Relationships


_______
12.  Develops and executes sound personnel procedures and practices.



_______
13.  Develops good staff morale and loyalty to the organization.



_______
14.  Delegates authority to members appropriate to the positions each holds.



_______
15.  Recruits and assigns the best available personnel in terms of their competencies.



_______
16.  Evaluates performance of staff members, giving commendation for good work as well as





       constructive suggestions for improvement.









Comments





E.  Business and Finance


_______
17.  Keeps informed on needs of the library -- plant, facilities, equipment and supplies.



_______
18.  Evaluates financial needs and makes recommendations for adequate financing.



_______
19.  Determines that funds are wisely spent and within budget limitations.



_______
20.  Supervises operations, insisting on competent and efficient performance.









Comments





F.  Personal Qualities


_______
21.  Maintains high standards of ethics, honesty and integrity in all professional matters.









Comments


Comment and Discussion

What are the three major strengths of the Director? 


Are there limitations in the Director’s performance?


In the past year, what difficult issues have faced the library and how did the Director bring them to resolution?


What should be the organizational goals and/or personal development goals for the Director for the coming year?


Overall Performance Rating

Based upon the preceding comments and evaluations, check the term which best describes the Director’s overall performance for the evaluation period.    This may not necessarily be an “average” of your criteria ratings, since some criteria are more important than others.  Use the back of this page (or make another one) for further comments and recommendations.




_______  
Outstanding




_______  
Above average




_______
Average




_______
Weak




_______
Unsatisfactory







Sample Library Director Evaluation


The XXX Library Board of Trustees will conduct a formal, written evaluation of the Library Director at the end of each fiscal year. 


Purposes of the Performance Evaluation


· To provide the director with clear understanding of the board's expectations.


· To ensure the director and the board are aware of how well the expectations are being met.


· To serve as a formal vehicle of primary communication between the board and director.


· To identify the board's actual concerns so that appropriate action can be taken.


· To demonstrate sound management practices and accountability to municipal officials and the community.


Expectations and Evaluation


Directors are held accountable to many varied and sometimes conflicting constituencies. The board and the director must recognize these groups and acknowledge the relationship with each one:


· The general public


· Elected officials and the appointed governing officer who supervises other municipal departments


· The library staff members who have diverse personal expectations for their director


· Public pressure groups who exert pressure on the director to respond to their concerns


· Friends of the Library groups


· Individual members of the board of trustees who have personal priorities for the library and the director.


Good communication, public relations, a written plan and clear policies will all help the board and director to deal with any conflicting expectations. The evaluation method and process can be designed to include input from all these groups, but the final responsibility rests with the board.


Definition of Rating Terms:


5: Outstanding: The Director’s performance is exceptional in comparison to expectations.


4: Highly Effective: The Director always meets and frequently exceeds performance expectations.


3: Effective: The Director consistently meets performance expectations and performs in a professional and competent manner.


2: Needs Improvement: The Director meets only minimally acceptable levels of performance; the Director requires extra direction from the Library Trustees.


1: Unacceptable/Needs Substantial Improvement: The Director does not meet performance expectations, even at a minimally acceptable level; the Director requires significant extra direction and/or constant supervision from the Library Trustees. Need for immediate and significant improvement. 


0: N/A: Not applicable to this situation. 


Please rate the Library Director in the following areas using the above scale 5 (highest) to 1 (lowest) or N/A (Not Applicable) where appropriate: 


1. Preparing and Managing the Budget

____ Necessary work is completed in a timely manner prior to presentation to the Board.


____ The budget covers all necessary expenses.


____ Funds are allocated or reserved for unanticipated contingencies.


____ Funds are effectively allocated.


____ Mid-course corrections are minimized.


____ ARIS (August) and State Aid (October) reports are accurate and complete and submitted to the MBLC in a timely manner.


____Other funding sources are explored and applied for as appropriate. 

		Comments



		





2. Managing the Staff

____ Positive management/staff relations are maintained.


____ Fair and equitable policies are proposed for board adoption and then fairly administered.


____ When grievances are filed they are justified.


		Comments



		





3. Professional Awareness

____ Innovative methods of service delivery and technical processes are studied thoroughly.


____ Innovations are implemented only after they fit the needs of the institution and are proven to be cost effective. 


____ The director maintains an adequate knowledge of current library science practices.


____ Staff are encouraged to maintain an awareness of technological advances in the profession.


		Comments



		





4. Collection development

____ Collection development policy is up-to-date.


____ Selection and weeding policies are systematically implemented.


____ Director determines user needs/wants and translates these into appropriate acquisitions and services.


____ Selection criteria have been established to enable the library to react systematically to changes in the budget. 


____ The collection is current and reflects present community needs and interests.


		Comments



		





5. Implementation of Board Decisions

____ Board decisions are implemented on a timely basis. 


____ Director displays initiative. 


____ Director is objective in making the necessary decisions. 


____ Director is consistent in decisions that affect the staff and/or public.


____ Director fully and enthusiastically supports board decisions. 


____ Director sets an example for the staff through professional conduct, high principles, and a business-like approach.


		Comments



		





6. Use of the Library

____ Effectively communicates library services to the public.


____ A proper and realistic balance is maintained between promotion of services and budget constraints.


____ Circulation trends and in-house use are adequately analyzed.


____ Information about new services are effectively communicated to the public.


		Comments



		





7. Development of Staff

____ Potential managers are identified, encouraged to develop and assisted in their pursuit of career goals.


____ Internal candidates for promotion are competitive with outside candidates for management positions.


___ Director adequately justifies the need for staff development funds, actively campaigns for such funds, and adequately account for the use of such funds.


___ Cross-training is utilized to provide adequate service to the public.


		Comments



		





8. Utilization of Staff

___ Staff are aware of the separation of professional and clerical tasks and responsibilities.


___ Peak service hours have been identified and staff deployed accordingly.


___ Functions are analyzed periodically with the objective of combining, eliminating and/or creating new positions.


		Comments



		





9. Community Development

____ Director is active in the community.


____ The Director is "visible" to large segments of the population.


____ The Director is available for speaking engagements in the community


		Comments



		





10. Activity in Professional Organizations

____ Director participates and holds office in professional organizations as appropriate.

		Comments



		





11. Policy Recommendations to Board

____ Adequate staff research is completed prior to presentation to the board.


____ Policy recommendations are necessary and appropriate to the efficient operation of the library. 


____ Trustees are informed of new developments and important news reported in library correspondence and literature to provide them with the necessary background to make informed policy decisions.

		Comments



		





12. Friends of The Library

____ Director actively promotes the maintenance of a Friends group.


____ Director and staff provide adequate support to the Friends organization.


____ Director delineates and/or helps define the role of the Friends group.


____ Friends group has adequate explanation of its role in relationship to the role of the board.


		Comments



		





13. Maintenance and Construction of Physical Plants

____ Buildings and grounds are adequately maintained within the imposed budgetary constraints.


____ Director has an ongoing program that provides adequate information on the need for new and/or remodeled facilities.


____ New and/or remodeled facilities are functionally appropriate and aesthetically pleasing.


____ New and/or remodeled facilities are constructed within budget allocations.


		Comments



		





14. Establishing Priorities

____ Director's recommended priorities are in concert with the library's plan as defined by the board.


____ Priorities appropriately reflect community needs.


____ Priorities reflect advanced planning.


____ Director's accomplishments reflect and relate to the short and long range plans.


____ Plans are updated on a continuous basis to reflect changing circumstances.


____ Director provides adequate information to the board on the implementation and revision of short and long term planning. 


		Comments



		





15. Staff Selection

____ Staff selection is accomplished at appropriate supervisory levels and with adequate use of staff resources.


____ Adequate emphasis is placed on Equal Opportunity Employment/Affirmative Action.


____ Selection process is designed to insure the selection of the best person for the job.


		Comments



		








One is to establish the goals and metrics with the library director- this ensures transparency in
the process.

When it comes time to evaluate, board members may receive an evaluation scorecard and
evaluate the library director on the established metrics. If using a 1 to 5, or meets/exceeds etc
matrix- having clear information for board members about what each metric means, to ensure
consistency and reduce bias. There may be space to provide comments. It would be asked that
the library director also conduct a self-evaluation as well- using the same tool. Some libraries
may ask the staff to evaluate the library director. Any staff feedback should be combined, for
anonymity.

These evaluations could be sent to a third party, like an HR director, if possible, to aggregate
the scores in the categories and provide space for written comments. These could also be sent
to a single board member who would aggregate them. Boards could review the evaluation in
open meeting with the Director. | have heard in some cases the chair of the board will deliver
the evaluation to the library director separately, outside of open meeting, however | am not
certain on the legality of this. I would consult with AG’s office on OML about this.

I have attached some of the sample evaluations we have to help guide you. See what works
and combine them into a single tool. Communication is always important, so be sure to
include the library director in the process and conversations.

I hope this helps as a starting point, and thank you for your patience!

Maura

Open Meeting Law FAQ on Evaluations:

https://www.mass.gov/info-details/frequently-asked-questions-about-the-open-meeting-
law#frequently-asked-questions-about-evaluations-

From MMA: Re-evaluating Your Employee Evaluations

Presentation by Joellen Cademartori, CEO of GovHR USA, at MMA Annual Meeting, Jan.
25, 2020

Personnel Management Presentation


https://www.mass.gov/info-details/frequently-asked-questions-about-the-open-meeting-law#frequently-asked-questions-about-evaluations-
https://www.mass.gov/info-details/frequently-asked-questions-about-the-open-meeting-law#frequently-asked-questions-about-evaluations-

https://41941s33vxdd2vc05w415sle-wpengine.netdna-ssl.com/wp-
content/uploads/2020/02/AM20_Re-evaluatingPerformanceEvaluation GovHRUSA.pdf

From: Natalie Schlegel >

Sent: Tuesday, February 8, 2022 10:00 PM

To: Deedy, Maura (BLC) <} > F2vini. Robert (BLC)
>
Su!Ject: FW!: ||!rary !II‘GCIOI’ evaluations

CAUTION: This email originated from a sender outside of the Commonwealth of
Massachusetts mail system. Do not click on links or open attachments unless you
recognize the sender and know the content is safe.

Dear Rob and Maura,

| am a Trustee in Sudbury, MA. As a relatively new Trustee, | have benefitted from your
MBLC webinars, thank you very much! Our board has recognized that we have not evaluated
our library director in quite a few years. We are looking for best practices on how to conduct
an evaluation process. Specifically our Board is wondering HOW evaluation should be
conducted. Our suggestion that it could be done in Executive Session was corrected by our
Town Counsel who advised that evaluations focused on performance should be discussed in
an open meeting. Is this your understanding as well? Can you advise how typical elected
boards conduct evaluations?

Could you advise what evaluations look like in practice? Do board members collaborate to
produce a written evaluation in a public meeting? Do they individually complete evaluations
outside of meeting times that are then compiled and discussed? How do boards navigate the
sensitivity of all involved?

Could you point me to some sample evaluation documents or processes? | searched the

archive but only found one chain that asked about whether a standard town evaluation form
was used or not.

I noticed there was a training scheduled on this topic recently but I believe it was cancelled,
what a pity! Thank you very much for your time!

Natalie


https://41g41s33vxdd2vc05w415s1e-wpengine.netdna-ssl.com/wp-content/uploads/2020/02/AM20_Re-evaluatingPerformanceEvaluation_GovHRUSA.pdf
https://41g41s33vxdd2vc05w415s1e-wpengine.netdna-ssl.com/wp-content/uploads/2020/02/AM20_Re-evaluatingPerformanceEvaluation_GovHRUSA.pdf

Natalie Schlegel

Sudbury, MA

Natalie Schleiel





