BCLS Employee Evaluation Guidelines

Probationary Evaluations
· Given at 3 and 6 months from date of hire.
· Used for all employees on probation.
· Completed by supervisor; a copy should be provided to the employee at the evaluation.
· After meeting, the document is signed by the employee, supervisor, and ML.
· Signed documents are sent to administration.

Clerical Evaluations
· Given to all part-time employees.
· Conducted yearly around date of hire.
· Completed by supervisor and a copy provided to the employee at the evaluation.
· After meeting, the document is signed by the employee, supervisor, and ML.
· Signed documents are sent to administration.

Goal-Based Performance Review
· Given to Las, SLAs, Department Heads, and Librarians.
· Optional for part-time employees.
· Conducted yearly around date of hire.
· Review is collaborative, with employee and supervisor working together. 
· The previous year’s review should be referred back to during this meeting.
· Uses S.M.A.R.T. goals to foster employee development, facilitate communication, and establish mutual objectives. 
· After meeting, the document is signed by the employee, supervisor, and ML.
· Signed documents are sent to administration.

Supervisor Performance Review
· Optional for all employees and submitted anonymously.
· MLs will provide access to pdf version or paper copies.
· Reviews will be in January to be completed by the Friday before MLK Day.
· Completed evaluations will be submitted to the administrative assistant and compiled.
· Administrative assistant will send compiled evaluations to the Assistant Director.
· The Director and Assistant Director will go over the results with the ML on their evaluation. They will also review the evaluations of any employees that are under the MLs supervision.
· ML will go over the results with any of their supervisory staff.
· Supervisors should send an email to their staff thanking them for their input and assuring employees that any issues will be addressed.


















