	November 2005
PITTSYLVANIA COUNTY SCHOOLS

LIBRARIAN EVALUATION INSTRUMENT


	FULL EVALUATION


	Librarian Name:
	
	
	Type of Evaluation: Full


	CATEGORIES
	

	
	Needs

Improvement

1
	Satisfactory

2

	CATEGORY I. PLANNING AND ASSESSMENT
	
	

	A. Planning (TE1C-1)
	
	

	· Shows evidence of lesson preparation.
· Designs appropriate learning activities that are clearly connected to instructional objectives, including the Virginia Standards of Learning and the Information Literacy Standards.

· Plans instruction and selects materials and resources appropriate to the developmental level and needs of all students.

· Plans and administers the budget, collection development and inventory, which includes weeding and evaluating the collection for currency, attractiveness and balance.

· Provides a schedule and plans that a substitute may follow.
	
	

	Comments:

	
	

	B. Assessment (TE1C-7)
	
	

	· Provides immediate and frequent feedback to students.
· Checks student understanding of material by question/answer methods and class discussion.

· Considers student verbal participation in library activities as a viable evaluation and motivational tool.
	
	

	Comments:


	
	

	CATEGORY II. INSTRUCTION
	
	

	A. Selecting Strategies and Resources (TE1C-4)
	
	

	· Conveys enthusiasm for books and encourages reading.

· Demonstrates knowledge of literature appropriate for students.

· Exhibits an understanding of and confidence in explaining the material being taught.

· Demonstrates the ability to engage and maintain students’ attention and to recapture and refocus it as necessary.
	
	


	
	Needs

Improvement

1
	Satisfactory

2

	· Articulates clear goals and objectives with links to prior learning.

· Uses a variety of strategies, such as cooperative, peer, and project-based learning, audiovisual presentations, lecture, discussions, inquiry, practice, and application.

· Teaches skills necessary for independent use of a library media center.
	
	

	Comments:


	
	

	B. Delivering Instruction:
	
	

	· Communicates objective(s) to students.
· Provides clear and concise explanation of lessons.

· Demonstrates knowledge of subject matter.

· Uses correct and appropriate grammar and spelling in oral and written communication.

· Follows stated objective(s) and keeps students on task.

· Maximizes and effectively utilizes instructional time.
· Encourages ethical, responsible use of information and promotes compliance with federal copyright law.
	
	

	Comments:

	
	

	
	Needs

Improvement

1
	Satisfactory

2

	CATEGORY III. SAFETY AND LEARNING ENVIRONMENT
	
	

	A. Managing School Procedures and Behavior (TE1C-3)
	
	

	· Fairly and consistently enforces rules and regulations as stated in the teacher and/or student handbook.
· Accepts responsibility for discipline in collaboration with the classroom teacher.

· Defines and communicates behavioral expectations in a positive way.

· Establishes day to day procedures and has all material readily available to allow for the smooth flow of instruction.
· Creates and maintains a physical setting that minimizes disruption and promotes learning and safety.

· Develops a system of movement in the room which allows for orderly transitions.

· Is knowledgeable of and complies with local, state, and federal safety regulations and emergency procedures.
	
	

	Comments:


	
	


	
	Needs

Improvement

1
	Satisfactory

2

	B. Motivating Students (TE1C-6)
	
	

	· Provides a model of positive motivation, dignity, and confidence that communicates an enthusiasm for learning.

· Responds positively and appropriately with a caring attitude to all students.

· Acknowledges student ideas and achievements.
	
	

	Comments:


	
	

	C. Developing Rapport with Students (TE1C-2)
	
	

	· Provides encouragement and constructive criticism as needed.

· Uses an appropriate level and encouraging tone of voice.

· Listens to students courteously.

· Exhibits a sense of humor and readily acknowledges mistakes.
	
	

	Comments:


	
	

	CATEGORY IV: COMMUNICATION AND COMMUNITY RELATIONS
	
	

	A. Developing Rapport with Parents & Staff Members (TE1P-6)
	
	

	· Communicates with staff, students, and community regarding resources and events in the media center.
· Interacts with patrons in a respectful manner.

· Encourages recommendations from staff and students for appropriate materials to purchase.

· Exhibits evidence of being a cooperative team member.

· Maintains confidentiality.
	
	

	Comments:


	
	

	CATEGORY V: PROFESSIONALISM
	
	

	A. Performing Routine Tasks & Assignments (TE1P-1)
	
	

	· Prepares neat and accurate reports.
· Submits required paperwork on time.

· Performs assigned duties as scheduled.
	
	

	Comments:


	
	

	B. Attending Required Staff, Departmental, County, Professional, and
    PTA/PTO Meetings (TE1P-2)
	
	

	· Attends scheduled faculty meetings.
· Attends division-level professional meetings.

· Attends PTA/PTO and/or open house sessions.
	
	

	
	Needs

Improvement

1
	Satisfactory

2

	Comments:


	
	

	C. Observing the Regular Contract Day (TE1P-3)
	
	

	· Arrives on time for teaching and teacher professional days.
· Avoids a pattern of leaving early.
	
	

	Comments:


	
	

	D. Participating in Professional Growth Activities (TE1P-4)
	
	

	· Participates in professional growth activities including conferences, workshops, course work, and/or membership in professional organizations at the district, state and/or national level.

· Collaborates with colleagues to improve and enhance instructional knowledge and skills.
	
	

	Comments:


	
	

	E. Showing Care in Personal Appearance and Grooming (TE1P-5)
	
	

	· Dresses appropriately.

· Exhibits business-like/professional appearance for scheduled meetings and/or parent conferences.
	
	

	Comments:


	
	


	REAPPOINTMENT


	
	
	RECOMMENDED:

	
	
	All descriptors are “satisfactory” with the following exception: one or more descriptors may be checked “needs improvement.” The degree of deficiency in the descriptors checked “needs improvement” is considered minor and relatively easy to correct.


	
	
	RECOMMENDED - WARNED:

	
	
	Three or more descriptors are checked “needs improvement.” The degree of deficiency in the descriptors checked “needs improvement” is considered to be major and must be corrected. This classification may not be received for more than two consecutive years.


	
	
	NOT RECOMMENDED:

	
	
	Three or more descriptors are checked “needs improvement.” The degree of deficiency in the descriptors checked “needs improvement” is considered to be major, and actions taken by the evaluatee have not resulted in satisfactory performance. 


	
	
	

	Librarian’s Signature2
	
	Date

	
	
	

	Administrator’s Signature
	
	Date


	


2Librarian’s signature acknowledges receipt of this document and in no way implies acceptance of the evaluation. If the teacher feels that this evaluation is improper, the teacher may file a written rebuttal with this document.
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	PARTIAL EVALUATION


	Librarian Name:
	
	
	Type of Evaluation: Partial


	CATEGORIES
	

	
	Needs

Improvement

1
	Satisfactory

2

	CATEGORY: COMMUNICATION AND COMMUNITY RELATIONS
	
	

	A. Developing Rapport with Parents & Staff Members (TE1P-6)
	
	

	· Communicates with staff, students, and community regarding resources and events in the media center.

· Interacts with patrons in a respectful manner.

· Encourages recommendations from staff and students for appropriate materials to purchase.

· Exhibits evidence of being a cooperative team member.

· Maintains confidentiality.
	
	

	Comments:


	
	

	CATEGORY : PROFESSIONALISM
	
	

	A. Performing Routine Tasks & Assignments (TE1P-1)
	
	

	· Prepares neat and accurate reports.

· Submits required paperwork on time.

· Performs assigned duties as scheduled.
	
	

	Comments:


	
	

	B. Attending Required Staff, Departmental, County, Professional, and
     PTA/PTO Meetings (TE1P-2)
	
	

	· Attends scheduled faculty meetings.

· Attends division-level professional meetings.

· Attends PTA/PTO and/or open house sessions.
	
	

	Comments:


	
	


	
	Needs

Improvement

1
	Satisfactory

2

	C. Observing the Regular Contract Day (TE1P-3)
	
	

	· Arrives on time for teaching and teacher professional days.

· Avoids a pattern of leaving early.
	
	

	Comments:


	
	

	D. Participating in Professional Growth Activities (TE1P-4)
	
	

	· Participates in professional growth activities including conferences, workshops, course work, and/or membership in professional organizations at the district, state and/or national level.

· Collaborates with colleagues to improve and enhance instructional knowledge and skills.
	
	

	Comments:


	
	

	E. Showing Care in Personal Appearance and Grooming (TE1P-5)
	
	

	· Dresses appropriately.

· Exhibits business-like/professional appearance for scheduled meetings and/or parent conferences.
	
	

	Comments:


	
	


	
	
	

	Librarian’s Signature1
	
	Date

	
	
	

	Administrator’s Signature
	
	Date


	


1Librarian’s signature acknowledges receipt of this document and in no way implies acceptance of the evaluation. If the teacher feels that this evaluation is improper the teacher may file a written rebuttal with this document.

