Lee Public Library
Library Director Performance Evaluation: Process and Timeline
Purpose:
The purpose of this document is to define the process that the Library Trustees will use to evaluate the Director and to reflect on service to patrons. Described below are the steps, data collection process, feedback meetings and goal setting. A written summary or report is provided to the Director and maintained in the Library files. 

Beliefs:
· The trustees and Director believe that feedback and personal development is the primary purpose of an evaluation process. Pay increases are not dependent upon the evaluation. 

· An annual evaluation process ensures that personal reflection, mutual conversation and a time for setting goals occurs every year. 

· Data is collected from staff, the Director and Trustees in order to provide the fullest possible perspective. 

Forms:
Director Self Evaluation Form

Staff Evaluation of Director

Trustee Evaluation of Director

Process and Timeline: (time of year may be different in future years) 

	Time
	Activity
	Notes

	November
	Review the form(s) to ensure that they still serve our purposes.
	Can be done individually, in preparation for meeting.

	November
	Trustees and Director converse about the process to anticipate and address any concerns or interests.
	To take place in a regular Trustee meeting

	Dec. 15
	Staff is provided copies of Director’s job description and evaluation form for review and completion.
	Staff provided envelopes to mail forms to Trustees.

	Dec. 15
	Trustees are provided copies of Director’s job description and evaluation form for review and completion.
	 

	By Jan. 10
	Staff and Trustees complete evaluation forms.
	 

	By Jan. 10
	Director reviews job description and completes self-evaluation.
	 

	mid to late Jan.
	Trustees tally and analyze all input. Create confidential documents for Director. Create feedback points for conversation.
	 

	Jan. or Feb
	Trustees and Director have feedback conversation and share and define goals.
	 

	June
	Trustees and Director review progress toward goals and make any necessary course corrections.
	To take place in a regular Trustee meeting.
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