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SCHOHARIE FREE LIBRARY

LIBRARY DIRECTOR EVALUATION POLICY
Board & Director Responsibilities

The Schoharie Free Library Association (SFLA) Board of Trustees is responsible for selecting,
hiring and regularly evaluating a qualified Library Director.

In addition to this responsibility, the Library Board is charged with working in partnership with
the Library Director to:

create and develop the mission of the library

plan and evaluate the library’s service program based on community needs

secure adequate funding

exercise fiduciary responsibility

adopt policies regarding library governance

maintain facility needs

promote the library to the community

conduct library business in a legal, ethical and transparent manner

Conduct the business of the library in an open and ethical manner in compliance with all
applicable laws and regulations, the ALA Core Values, and with respect for the
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institution, staff and public.

In return, the Library Director is equally accountable for working with the Board of Trustees on
all library matters that fall under Library Board responsibilities by developing a healthy
institutional culture for staff, volunteers, patrons and community members to ensure successful
public library services. Specific responsibilities are highlighted within the Library Director’s Job
Description.

Process

The Library Director of the Schoharie Free Library shall have their performance and gross
earnings (wage/salary) evaluated annually, prior to the development of the budget for the next
year. Typically, the evaluation process will occur in August (trustee survey) and September (in
person evaluation).

The performance evaluation will be developed by the Board of Trustees based on the following:
e Goals and objectives as mutually established by the Board and Director.

e Execution of duties and responsibilities as described in the Director’s Job Description



e Accomplishment of the library’s goals as described in the 5-year Strategic Plan.

Assessment for the performance evaluation may utilize the following means:
e Survey of the Library’s Board of Trustees
e Patron surveys

e Analysis of library performance — Annual Statistical Report to the State

Annual Evaluation Committee:

e All members of the Board of Trustees are responsible for completing the annual
evaluation survey.

e The Board President and Vice-President will summarize and de-identify the annual
review surveys and perform the in person evaluation with the Library Director.

e By default, the Annual Evaluation Committee consists of the Board President and
Vice-President. Changes to the annual evaluation committee can be made by board
vote. The Library Director may also request the addition of any other board member
as a third member to the annual review committee. No vote is required for the
Library Director request.

Upon completion of the annual surveys and assessment, the Annual Evaluation Committee shall
present the written performance evaluation along with any supporting data to the Board for
approval. At that time the Annual Evaluation Committee may make a recommendation for
salary change to the Board of Trustees.

Considerations for determining salary change may include:
e Overall results of assessment as summarized in written performance evaluation
® A comparison to other library directors within the region; and

e in compliance with NYS Labor Law.

In the case of a newly hired Library Director, a six-month progress report shall be conducted
based on realistic objectives established by the Board of Trustees and the Library Director at
time of hire. The new Library Director will also have an annual evaluation to begin the annual
evaluation process detailed in this policy. The initial six-month progress evaluation objectives
may be limited in scope compared to the annual evaluation, which focuses on overall
performance.

The Library Director may submit a written reply to the Library Board in the form of a letter that
serves as supporting documentation to the review process. The letter can support or disagree
with comments shared by the Library Board within the written review.



A written copy of all evaluations furnished by the Board, and signed by the Board President,
Vice-President, and Library Director, along with supporting documents shall be filed in the
Library Director’s personnel file. The Library Director’s personnel file is only available to the
Library Director and the Board of Trustee. The Library Director’s personnel file is not subject to
disclosure pursuant to the Freedom of Information Law.
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Appendix 1: Director Evaluation Survey for Library Trustees
Review of Past Year’s Goals

Goal #1:

Did the Library Director meet this goal in the past year? Describe your observations.

Goal #2:

Did the Library Director meet this goal in the past year? Describe your observations.

Goal #3:

Did the Library Director meet this goal in the past year? Describe your observations.




Assessment of Director’s Knowledge, Skills & Abilities
Please rate the Library Director’s performance on the following criteria based on your
observations using a scale of 1 - 5.

1 - Strongly disagree with statement
2 - Disagree with statement

3 - Neither agree nor disagree

4 - Agree

5 - Strongly agree

Communication

_____ Director responds to email or phone messages in a timely manner
_____ Director informs the Board of relevant information in a timely manner
_____Director makes themselves available in person when needed

Customer Service

_____ Director demonstrates friendly interpersonal skills with patrons and staff
_____ Director handles patron complaints in a diplomatic and just manner
_____ Director works with Board to develop pro-customer service policy
_____Policies that affect the public are consistently applied.

Board of Trustees Relationship

____ Director works with the Board President to set agendas

_____ Director provides relevant information and timely Director Reports

_____ Director is engaged during meetings and informs Board of best practices

_____ Director provides support to board committees.

_____ Director informs board of the condition of the organization and all important factors
influencing it.

Budget and Financial Management

_____ Director proposes realistic library budgets and presents them on time

_____ Director understands budget and financial spending

_____ Director make Board aware of how services impact the budget

_____Director operates library within budgetary guidelines.

_____Director, in conjunction with the finance and policy committees, maintains adequate
control and accounting of all funds

_____ Director maintains official records and documents

______Thelibrary is in compliance with federal, state, and local regulations and reporting
requirements (such as an annual report, payroll withholding and reporting, etc.).

_____Funds are disbursed in accordance with the budget, contract/grant requirements, and
donor designations.

_____Positive relationships with individual donors and grant foundations are established
and maintained.



Facility
The building and grounds are kept up, and needed repairs and maintenance have been

identified by the director and discussed with the Building and Grounds Committee.
Director contacts and meets with appropriate vendors to fix building problems
Director works with Board to proactively approve building and maintenance projects

Programs
Director works with staff, volunteers and community groups to offer diverse programs

____Director develops new or innovative programs in partnership with staff and volunteers
_____ Director seeks grant funding to support programs

_____ Programming is responsive to community needs and changes in the community.

_____ Creativity and initiative are demonstrated in creating new services/programs.

Technology
Director stays current on technology needs of community

Director works with staff to maintain social media pages and website

Collections
Director develops library collection in line with collection development policy

_____Director experiments with new library materials to encourage new users

_____The collection is responsive to community needs and changes in the community.
_____Director ensures collection contains reputable content

_____ Director has a working knowledge of significant developments and trends in the field.

Training
Director attends online or in person trainings provided by library system
Director seeks additional learning opportunities when relevant and available

Director references professional literature in working with Board

Planning & Policy
Director works with Board to develop Strategic Plan and reports on goal progress

Director recommends policy changes and updates Board on outdated policies
Director works with Board to assess library performance or community needs

Human Resources and Management

_____ Director appears to respectfully and effectively manage staff or volunteers

_____ Director handles problems as they arise

_____Workis effectively delegated to library clerks and/or program director, as appropriate.
_____Job descriptions are updated and regular performance evaluations are held and

documented.
_____Personnel policies are effectively implemented.
_____Policies and procedures are in place to recruit and maximize volunteer involvement.
_____The library climate attracts, keeps, and motivates top-quality staff and volunteers.

Community Relations



_____Director is aware of community needs.

_____ Director informs community of library happenings through newsletter or annual report

_____ Director advocates for local, county or state library funding

_____ Director has working relationships and cooperative arrangements with community groups
and organizations.

______Mechanisms are in place to hear from patrons and the community at large.

Additional Comments for the Library Board to Consider in this Year’s Evaluation




Appendix 2: Evaluation Form for Use of Annual Evaluation Committee

This form is intended for use by the Board of Trustees’ Annual Evaluation when evaluating the Schoharie
Free Library Director.

Review of Past Year’s Goals
Goal #1:

Was this Goal Met? (Yes or No)

How was this measured?

Summary of Trustee Observations

Goal #2:
Was this Goal Met? (Yes or No)

How was this measured?

Summary of Trustee Observations

Goal #3:
Was this Goal Met? (Yes or No)

How was this measured?

Summary of Trustee Observations

Overview & Summary of Board of Trustees Assessment

The Board President or Chair of the Annual Evaluation Committee will summarize the overall
responses of trustees in this Section as gathered from the Library Director Evaluation Survey of
Trustees. Narrative should focus on areas of observed strengths, and include comments like, “9
of 9 trustees (100% of the board) Agree or Strongly Agree the Library Director does well in areas
of Communication, Management, Customer Service and Budget.” Areas needing improvement
could include a narrative like, “6 of 9 trustees (67% of the board) Disagree that the Library
Director helps to identify building needs, or seeks grant funding to support programs. The
intention of this Section is to highlight areas of high performance, notify areas needing



improvement, and provide overall appreciation of the Library Director’s work if most evaluation
marks were high, or notate performance needs improvement if most evaluation marks were low.

Goals for Upcoming Year

Use this Section to establish Goals for the Upcoming Year. The Library Director and Board should
mutually agree upon goals based on overall review, and tie goals to Strategic Plan if at all
possible.

Goal #1:
Goal #2:

Goal #3:

Acknowledgement

The Annual Evaluation Committee met with the Library Director to review past year’s
performance goals, discussed criteria evaluated by the Board, and established performance
goals for the upcoming year. Both the Board and Director acknowledge this year’s process
followed the Library Director’s Evaluation Policy, and both parties will work in good faith on
established goals.

Board President Signature Date Library Director Signature Date

Board Vice- President Signature Date Other Signature Date



