Merrimack Public Library

Director Performance Review

Name________________________________ Anniversary Date________________

Procedure

1. Annual Review will be conducted between Session 1 and Session 2 of Annual Town Meeting 

2. Director will complete a self review. 

3. After receiving a copy of the director’s self-evaluation, each trustee will complete a review. 

4. The BOT will meet and compile a final review. 

5. The final review will be shared with the Director who will sign a copy to be placed on file. 

 

Rating Scale for Part One (Performance of Job Related Duties)

Note: Comments are required for all ratings except a 4.
1 = Fails to meet minimum requirements.

2 = Working toward meeting minimum requirements.

3 = Meets minimum requirements all areas except as noted in comments.

4 = Meets all requirements.

5 = Exceeds all requirements.

 

 

Status Rating for Part Two (Annual Goals)

Not attempted – no work on this goal; detail reason & any plan of work.

In Progress – working on this goal; detail what is left to complete.

Complete – work on this goal is finished; detail result.

Part One: Performance on Job Duties Rating 

Area of Concern: Library Operations & Policy ______ 

Administers all operations of the Library.

Plans, organizes, and administers a plan of service governing library service

Identifies for Trustees problem areas and service needs and recommends solutions for these

situations.

Communicates Board/administration policies and procedures to staff and the public

Develops long and short range plans for presentation to the Board of Trustees

Plans, develops, coordinates and implements marketing and public relations program for the

Library including speaking engagements in the community

Responsible for the maintenance and upkeep of all buildings, grounds and equipment

Collects necessary statistics and submits to the Library Board of Trustees as requested/

required.

Comments

 

 

Area of Concern: Budget ______ 

Prepares annual operating budget and appropriation for Board approval, administers the

approved budget, and approves all expenditures

Maintains records of all financial transactions, receipts and expenditures, and prepares monthly

and annual financial reports for the Library Board, the State, and the audit

Responsible for salary administration of the Library

Prepares specifications for purchase of furnishings and equipment

Manages Library financial resources in a prudent, efficient and effective manner

Comments:

 

 

Area of Concern: Staff
Responsible for the recruitment, evaluation, promotion, and demotion of all employees.

Recommends employment, dismissal and merit pay as applicable of all employees

to the Board of Trustees.

Plans and supervises an orientation and training program for all staff

Comments:

 

Area of Concern: Other Duties ______ 

Prepares materials for and attends all meetings of the Library Board of Trustees.

Maintains a working knowledge of library law and keeps current on changes in the law

applicable to library management and human resource management.

Serves as liaison to community organizations, educational institutions and political entities.

Keeps apprised of developments in the library field as they may relate to the Library.

Participates in the activities of local, regional and national professional and related organizations.

Comments:

Part Two: Specific Goals from Prior Year: Status 

BOT Suggested Goals: 

1. Complete revision of director’s evaluation instrument with inclusion of a staff _____

evaluation piece.

Comments

2. Continue with current building efforts. _____

Comments

3. Investigate the potential need for a business center. _____

Comments

4. Review Children’s program and submit a plan for its improvement. _____

Comments

5. Review and update the materials acquisition and general programming policies

by 9/30/2000. _____

Comments

6. Finish the planned meetings with each individual staff member. _____

Comments

Director’s Suggested Goals:
1. Write articles in rotation with other departments for Merrimack Journal once agreement

established. _____

Comments

2. Continue to present programs for Adults. Add YA programs with help of new YA/reference

Librarian hired after July 2000. _____

Comments

3. Present programs outside the library in conjunction with Beverly and Deb. ______

Comments

4. Work with Deb and Department heads on Technology and Public Service plans for both

current and new library. ______

Comments

5. Attend workshops and other Staff D. opportunities in the areas of grant writing, admin,

new building construction/plans. ______

Comments

6. Encourage and allow for all staff to attend workshops, etc. that will give them useful skills

to help them excel in their jobs. ______

Comments

7. Approach Town Hall about being included in Department Head meetings. ______

Comments

 

 
Part Three: Summary and Future Plan of Work
Overall comments

 

 

 

 

 

 

 

 

Director’s Goals for upcoming year

 

 

 

 

 

 

 

 

BOT goals for Director for upcoming year

 

 

 

 

 

 

BOT Signature/Date__________________________________________________________

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

To be signed after final review conference:

I agree disagree with this review.

Comments:

 

 

 

Director Signature/Date_______________________________________________________

 

 

 

Background Information

A. These are the "permanent goals" from the old evaluation form.

1. Fosters and maintains positive relationships with the Trustees.

2. Maintains a positive relationship with staff in order to foster an effective working environment.

3. Assists the Trustees in maintaining appropriate and timely policy.

4. Provides effective leadership and management of daily library operations.

5. Fosters and maintains positive community relations.

6. Demonstrates sound fiscal responsibility in budgetary matters.

7. Assists in developing and implementing procedures to achieve the annual adopted objectives of

the Trustees and the needs of the community.

8. Oversees the development and maintenance of a collection that, within existing constraints,

satisfies the wants and needs of library patrons.

Overall Areas seem to be: Work with Trustees, Staff, Policy, Leadership & Management of Library, Community Relationships, Budget, Collection Development 

 

B. This is summary of Director’s Job and abilities desired taken from the current Job Description

The Director of the Merrimack Public Library is the Chief Executive Officer of the Library retained by and responsible to the Library Board of Trustees. The Director is responsible for the implementation of all Board policies, recommending policies to said Board, recommending the employment and dismissal of all staff to Board, for salary administration and management of all financial resources under policies/ guidelines established by the Library Board of Trustees, for the development and implementation of a plan of library service which fully recognizes established and accepted standards of library service while meeting the needs and requirements of the citizens of Merrimack. 

Abilities Desired: Leadership/Communication/Professionalism/Knowledge/Management Skills/Personnel Skills

C. There are Areas rated in current Staff evaluation form.

Job Knowledge & Competence, Reliability, Personal Relations, Communication, Supervisory Skills

[posted 25 October 2005]

