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“Performance reviews take too much time!”

“We’re not allowed to say anything negative!”

“Employees know how they’re doing!”

An annual review is most often a 
“scale” review.

There are many kinds of reviews, like self-reviews, peer-
reviews, and 360-reviews… the Internet is chock-a-
block with good reference materials.
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Regular employee 
meetings. 

Continuous 
management. 
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Microsoft Word - Employee Evaluations.doc (lrs.org)

Courtesy UVM HRS
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Courtesy UVM HRS

Set a date, collect materials

• Current position description

• Employee’s self-review, evidence, documentation

• Previous review and goals

• Current projects employee is working on

• Notes and other documentation from regular 
formal meetings

Give the review your highest priority

Write review

Review material before meeting

Self-reviews, if 
used

Read them after you write 
your review.

What are you most proud of?

Where do you see the most 
room for improvement?

What are specific behaviors 
you can take to improve in 
each area?

Performance Evaluations: What Not to Do » Public Libraries Online
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Discuss the self review, if any

Review annual appraisal together

Listen; ask questions to clarify

Articulate employee’s strengths 

Provide constructive “balanced” feedback

Keep comments job-related

Be respectful

Set SMART goals for coming performance period

Follow up on goals and changes, if appropriate

Courtesy UVM HRS
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Your email replies to library patrons are often unprofessional and incomplete. A review of your 
responses found that you frequently reply with one word, offer no further assistance and do not 
include a salutation or address the patron by name. You and I have discussed on several occasions at 
our monthy meetings the elements and importance of a professional and effective email. Your one-
word responses are not welcoming and often cause confusion to the recipient, as 
evidenced by their replies back to you. You are the first point of contact for many of 
these individuals, and your email communications reflect poorly on our library.

Not helpful:

“Your email replies to 
patrons are unacceptable. 
You need to improve your 
responses.”

Courtesy UVM HRS
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Attribution – all young people are good at tech.

Central – everyone is pretty much good.

Recency – cleaned up their act lately

Leniency – not wanting to go critical

Severity – not wanting to lighten up
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Not SMART
“Be more helpful and professional with your email responses to patrons.”

SMART
“Effective immediately, emails must contain:

1. A greeting that includes the patron’s name,
2. Appreciation for their email and interest in the library,
3. Offer further assistance and additional resources as 

appropriate,
4. Conclude with you a closing and your name,
5. And copy me on all emails until such time that you are 

providing the expected level of customer service to 
these patrons (I will tell you when!)

By April 30, review the “business etiquette: phone, email and 
text” documents provided and apply concepts to your email 
immediately following.”

Reduce 
ANXIETY with

Regular formal 
meetings with 
employee to 
review work and 
goals. Keep 
notes! Notes are 
your key to an 
easy annual 
review write-up!

HAVE A GOOD 
TOOL

Based on core 
competencies 
with the scale 
well-defined 
(e.g., we know 
what “meets 
expectations” 
may mean). 
Collect examples 
from other 
libraries; 
improve when 
you needed.

PLAN WELL

Collect 
information, 
always base on 
position 
description, 
have notes from 
monthly 
meetings, self-
review if using 
one (including 
goals for the 
coming year).

CONDUCT 
REVIEW

Neutral ground, 
listen, be 
respectful, set 
goals for the 
performance 
period.

FOLLOW-UP

Make changes in 
review if 
appropriate, 
confirm goals 
(and use these 
goals in the 
monthly 
meetings 
ahead!)
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