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Useful Websites
Library Human Resources

http://library.princeton.edu/hr/
University Human Resources

http://www.princeton.edu/hr/
Time Collection site (click on Help for instructions)

https://isserver11.princeton.edu/
Library Ergonomics Plan
http://library.princeton.edu/hr/forms/ErgoPlan.doc
PULA Contract

http://www.princeton.edu/hr/contracts/library/
Rules and Procedures of the Professional Library Staff (from the Dean of the Faculty)

http://web.princeton.edu/sites/dof/publs/rplib03/LibRP_contents.htm
Policy and Procedures Manual (from University HR)
Note that provisions in the PULA contract supersede policies and provisions from HR)
http://www.princeton.edu/hr/policies/
Resources for Managers (from University HR)
Note that provisions in the PULA contract supersede policies and provisions from HR)
http://www.princeton.edu/hr/manager/index.htm
Princeton University Statement on Diversity
Princeton University is a community devoted to learning. We actively seek students, faculty, and staff members of exceptional ability and promise who share in our commitment to excellence in teaching and scholarship, and who will bring a diversity of viewpoints and cultures. By incorporating a broad range of human experiences and a rich variety of human perspectives, we enlarge our capacity for learning, enrich the quality and texture of campus life, and better prepare for life and leadership in a pluralistic society.

As a community, we respect the dignity, individuality, and freedom of each member. At the same time, we strive to be a place where individuals and groups learn with and from each other. We aim to foster a sense of shared experience and common purpose, along with a collective responsibility for each other’s well-being and for the well-being of the University as a whole.

Although we acknowledge the difficulties inherent in creating a community of individuals who are different from each other, we remain unwavering in our commitment to both diversity and community in a context of academic excellence. We seek to enable all members of this community to pursue their educational, scholarly, and career interests in an environment that recognizes both the distinctiveness of each person’s experience and the common humanity that unites us all, and permits us to take full educational advantage of the variety of talents, backgrounds, and perspectives of those who live and work here.

Princeton University Statement on Respect for Others
Respect for the rights, privileges, and sensibilities of each other is essential in preserving the spirit of community at Princeton. Actions which make the atmosphere intimidating, threatening, or hostile to individuals are therefore regarded as serious offenses. Abusive or harassing behavior, verbal or physical, which demeans, intimidates, threatens, or injures another because of his or her personal characteristics or beliefs is subject to University disciplinary sanctions as described above. Examples of personal characteristics or beliefs include but are not limited to sex, sexual orientation, race, ethnicity, national origin, religion, and handicap. Making tolerance of such behavior or submission to it a condition of employment, evaluation, compensation, or advancement is an especially serious offense. Procedures for resolving complaints or grievances on such matters are discussed on pages 18–21.

Princeton University strives to be an intellectual and residential community in which all members can participate fully and equally, in an atmosphere free from all manifestations of bias and from all forms of harassment, exploitation, or intimidation. As an intellectual community, it attaches great value to freedom of expression and vigorous debate, but it also attaches great importance to mutual respect, and it deplores expressions of hatred directed against any individual or group. The University seeks to promote the full inclusion of all members and groups in every aspect of University life.
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Princeton University Library

Performance Appraisal Form

Princeton University Library is committed to building employee and departmental potential by developing and rewarding employee skills and efforts.  The performance appraisal program rests on a basis of honesty, trust, and respect.  The appraisal should be considered part of an ongoing dialogue between employee and supervisor.

Employee's Name: _______________________________________________________

Supervisor's Name: ______________________________________________________

Work Unit: _____________________________________________________________

Type of review:

Probationary_____          Interim_____          Annual_____

Period covered: ___________________________

I. CORE LIBRARY VALUES  (refer to "Core Library Values")
	1. Excellence and Service 

Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples: 

Action/Development Plan:

	2. Teamwork, Collaboration, and Communication

Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

	3. Technical literacy

Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

	4. Personal Responsibility

Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

II. POSITION SPECIFIC PERFORMANCE STANDARDS 

Indicate 3-7 position specific standards as appropriate.  Attach fully delineated standards on separate sheet if desired.

	1.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

	2.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Specific examples:

Action/Development Plan:

	3.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Specific examples:

Action/Development Plan:

	4.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

	5.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

	6.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

	7.
Exceptional contributions ____ Standards attained ____ Improvement needed ____




Commentary with specific examples:

Action/Development Plan:

III. SUPERVISOR'S COMMENTS (Required)
IV. EMPLOYEE'S COMMENTS (Optional)
Signatures:

Supervisor:







Date:

Employee:







Date: 

Supervisor's supervisor:





Date:

Form revised:  Nov., 2002

Core Library Values 
Excellence and Service

· Taking action and direction to improve job performance in order to effectively meet the needs of patrons, staff, and other customers

· Anticipates and responds to patron needs and the needs of internal customers. 

· Assists all library patrons in a courteous, fair, and non-discriminatory fashion. 

· Learns and applies new skills and procedures as established by individual action plans. 

· Identifies areas for continuous process improvement. 

· Learns about other library jobs or functions that relate to or support the work of the unit. 

· Exercises sound, and informed independent judgment when appropriate. 

· Identifies work problems and moves them forward to resolutions in keeping with the expectations of the position and unit. 

· Consistently meets clearly delineated deadlines 
Teamwork, Collaboration, and Communication
· Working well with others

· Cooperates with others toward the achievement of common goals. 

· Seeks consensus and productive solutions to problems and conflicts. 

· Actively contributes and fully participates in tasks of work unit and of the University and /or Library committees. 

· Builds and maintains constructive relationships with colleagues. 

· Effectively expresses oneself in written and oral communications. 

· Keeps others adequately informed. 

· Displays respect, tact, diplomacy, sensitivity and composure when interacting with others. 

· Exhibits active listening skills. 
Technical literacy
· Effectively using the tools required for the job

· Supports and adapts to changes in the technical environment of the Library. 

· Maintains current knowledge of appropriate computer applications and procedures. 

· Proficiently and safely uses the appropriate equipment, hardware, and software required to perform individual job duties. 
Personal responsibility
· Being an informed and fully participating member of the workplace.

· Actively participates in Library education and training offerings that may enhance one's job performance. 

· Demonstrates willingness to learn new tasks and procedures as required by the changing workplace. 

· Displays initiative in organizing and prioritizing work, balancing needs for quantity and quality. 

· Demonstrates awareness of the work unit's mission within the context of the Library's and University's missions. 

· Keeps abreast of Library developments that may enhance one's job performance. 

· Complies with all Library and University policies. 

Revised 12/15/01

Performance Appraisal Guidelines 
Note: Bulleted items are to be considered as examples only, and might not be relevant for every person or every job description.
Exceptional contributions

This rating acknowledges and congratulates the employee who has provided exceptional service to the Library and/or University, that substantially exceeded the standard. A Development plan is expected for career development.
Examples include:

· Assumed a leadership role as a troubleshooter, trainer, or resource person. 

· Worked collaboratively within and/or beyond the work unit, helping those units to work more productively. 

· Took on additional assignments or performed the duties of another job for a significant portion of the year. 

· Displayed initiative by taking on difficult extra tasks or projects. 

· Proposed effective solutions to problems related to completing the task. 

· Suggested new workflow paths to more efficiently accomplish the task. 

Standards Attained
This rating acknowledges and appreciates the employee whose performance consistently met the standard and even sometimes exceeded it. This is the level of work that the Library needs to maintain its excellence, and therefore reflects the high quality 
performance of our staff. A Development Plan is expected for continued growth.
Examples include:

· Completed assignments with thoroughness, speed, and accuracy. 

· Learned relevant new skills and/or specialized knowledge required to meet the standard. 

· Took on and successfully completed the more difficult/challenging aspects of the job duties. 

· Assisted co-workers within or beyond the work unit to successfully complete tasks. 

Improvement needed 
This rating acknowledges the employee whose performance sometimes did not meet the standard and encourages improvement. An Action/Development plan is required.
Examples include:

· Assignments were completed below the stated standard of thoroughness, speed, and/or accuracy. 

· Had difficulty learning relevant new skills. 

· Failed to balance the simpler and more complex aspects of the task. 

· Had difficulty finding solutions to simple problems related to completing tasks.

Guidelines for writing Performance Standards

· Keep in mind that this is a living document and that just as jobs are constantly changing, standards are changing as well and should be revisited as necessary by each unit. 

· Standards should be arrived at through the process of group discussions within the unit. 

· Standards should be written in ways that are not intimidating; e.g. indicating that staff must "communicate successfully with authorities" places all the burden on one part of the equation; "communicating reasonably, courteously, and with civility toward Library colleagues" is more reasonable. 

· Take time to explain, within the context of the job/task, terms such as "consistently" and "time". Does this mean 80% or 90%? How much room there is for errors? Likewise define "reliable work routine" and "fair share". 

· Check to make sure standards read like standards and not as definitions of tasks. 

· Standards, tasks, and criteria should not be fused together, but rather segmented as per samples. 

· Check to be sure that no standards have been left out. 

· If within a specific unit there are people functioning at different levels, separate standards must be spelled out. Merging standards among different levels is confusing. Standards should be illuminated, not hidden. 

· Maintain consistent standards within the unit for each person performing fundamentally the same task. 

· As well as possible, quantify "reasonable quantity", "reasonable amount", or "high degree of accuracy". 

· Express a standard for dealing with special situations in particular units, such as backlogs. 

· Since turnaround times can vary by user demand, quantify the time meant by "RUSH". 

· Consider whether a quantifiable standard is appropriate for this task and apply as necessary. 

· Check to ensure that the criteria listed are practical; e.g. for a shelver - good vision is a reasonable criterion. 

· When using the term "knowledge" as a requirement, consider whether strong working knowledge or mere familiarity is required, and indicate which it is. 

· When applicable, integrate safety into the performance standard. 

Tips for good labor relations

Good labor relations requires the day to day use of effective management tools

· Planning and organization.

· Assembling the facts and figures by asking questions and listening carefully.

· Analysis of the situation.

· Communicating and sharing of information.

· Timeliness.

· Building relations and trust using inclusion and transparency.

· Documenting agreements and events, etc.
Ways to improve your supervisory skills
Individual Learning Plan 
Use this document to assess current skill level and create an action plan.

http://library.princeton.edu/hr/training/IndivLearningPlan.doc
Attend classes

Library Excellence Toolkit

http://library.princeton.edu/hr/training/Excellence.html
Core Learning Curriculum from University HR

http://www.princeton.edu/hr/l&d/index.htm
Read articles

Blackboard site on management skills

https://blackboard.princeton.edu/webapps/login/
log on and select the organization “Library Management Development”

Seek a mentor

Consider asking someone whom you trust and who displays good skills to meet with you to discuss supervisory issues that arise.
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