LIBRARIAN SUMMATIVE APPRAISAL FORM

Deer Park Independent School District


     
     
     
Name of Librarian
Date
Campus

The Librarian Summative Appraisal Form shall be completed by the principal or designated assistant principal each year by a date specified by the Personnel Office.  This completed form shall be placed in the employee’s folder in the Personnel Office.

Please place an x in the appropriate box by each indicator.  


0=Not Applicable           1=Below Expectations                2=Meets Expectations                      3=Exceeds Expectations

1.  PROFESSIONAL RESPONSIBILITIES




 0
 1
 2
 3 

a.  responds to administrative requests; accepts professional responsibilities
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

b.  maintains positive parent and community relations        


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


c.  takes advantage of professional growth opportunities


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


d.  complies with district policies and administrative directives


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


e.  demonstrates a willingness to function as a team member


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


f.   attends monthly district-wide librarian meetings



 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


g.  assumes responsibility for assisting with overall discipline of the school
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

2.  PROFESSIONAL TECHNIQUES





 0
 1
 2
 3 
a.  organizes the media center, its reports, budgets, policies, etc.

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


b.  keeps abreast of new trends and equipment



 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


c.  communicates long/short term needs regarding equipment/materials/space
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


d.  efficiently supervises library clerks, student helpers and/or volunteers
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

3.  STUDENT AND TEACHER SERVICE




 0
 1
 2
 3

a.  teaches effective library skills to enhance achievement


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


b.  interacts with students, staff and community in a supportive manner

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


c.  assists in the location and use of materials (in-house/interlibrary loan)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


d.  handles overdue and lost materials




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

4.  RESOURCES







 0
 1
 2
 3

a.  develops and maintains a balanced collection to support district curriculum
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


b.  develops and maintains a multicultural collection 



 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


c.  develops and maintains a balance of print, multimedia and electronic



    resources based on district-adopted, board-approved selection policies
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

d.  develops and maintains a collection that reflects current information

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

5.  MANAGEMENT







 0
 1
 2
 3

a.  selects and circulates instructional materials and equipment


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


b.  supervises the collection and maintains materials in usable condition

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


c.  provides bibliographic services and facilitates access/delivery of materials
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


d.  makes budget allocations





 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


e.  keeps accurate records  (budget, withdrawn, lost and paid materials, etc.)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


f.  submits reports as required





 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

6.  PERSONAL QUALITIES






 0
 1
 2
 3

a.  maintains good attendance record




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


b.  practices punctuality






 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


c.  exercises self-control over actions/words while dealing with others

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

COMMENTS:  
	



     
                       Signature of Evaluator





           Date

I acknowledge that I have reviewed this evaluation and I understand that my signature does not necessarily mean that I agree with the evaluation.  Disagreements with this evaluation may be noted in writing within ten (10) working days of the evaluation conference.  A copy should be sent to the principal and to the Personnel Office for attachment to the above report.


     

          Signature of Librarian



                                Date
Revised  3/07
