Pre-Evaluation Employee Worksheet (optional) – to be completed by the employee prior to the evaluation
The purpose of this worksheet is to give the employee an opportunity to formally share with their supervisor information that the employee considers important for their evaluation over the past year.  If the employee chooses to complete the worksheet and give it to their supervisor, a copy of the worksheet should be provided to Library HR to include in the employee personnel file for information purposes. [The online performance evaluation system does not have a way to attach the files.]
If the employee chooses to complete this sheet, the employee should notify the supervisor so they can determine the timeline for submitting the worksheet noting that the employee should be provided at least two weeks to complete the worksheet before the supervisor completes the online performance evaluation form.  The worksheet should be submitted to the supervisor in the agreed upon timeframe to allow the supervisor time to consider the comments of the employee before completing the evaluation, i.e., two or three days.  
Directions:  Answer the items below using as much space as needed.

1. List the key elements of your job and any special contributions you feel you have made to your unit during the evaluation period.

2. List any notable obstacles you encountered in accomplishing your job responsibilities during the evaluation period.

3. Add any additional information that you wish to have considered in your evaluation.




Print, sign, and submit to supervisor.  
Employee signature ____________________________________________  Date ______________________

SUPERVISOR – provided a copy of this completed form to Library HR to include in the employee personnel file.
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