HAYSVILLE UNIFIED SCHOOL DISTRICT #261 
LIBRARY MEDIA SPECIALIST EVALUATION REPORT

General Information

Name: ______________________________
Position: _______________
Number of years in the district: ________

School: _____________________________
School Year: ___________
Grade/Subject: _____________________

Evaluator: ___________________________



Pre-Evaluation Conference
Date: ________
Library and/or classroom Observation 

1. Date: ______          Period: ________

2. Date: ______          Period: ________

3. Date: ______          Period: ________
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"The mission of the Haysville Public Schools, through 

professional learning communities, is to provide effective

instruction so all students learn and achieve to high levels."

The Purpose of the Library Media Specialist Evaluation Process is to:

· Identify strengths and opportunities for growth of each staff member

· Promote continual improvement of the library and the learning process

· Support district improvement goals and curriculum standards

· Provide a document that is practical and useful

· Establish a good communication tool that identifies professional goals with an opportunity for self-reflection

· Comply with state law, board of education policies, and USD 261 documents
USD #261 LIBRARY MEDIA SPECIALIST EVALUATION DOCUMENT


Evaluation Instrument Descriptors:

Exemplary: Displays outstanding, exceptional, and exemplary professional library media skills.
Proficient: Displays competence in the art, skills or field of knowledge of the librarian profession. Demonstrates continuous professional growth and contributes to school-wide improvement.

Basic: Has the foundation expected by professional standards, but has not demonstrated application in every situation.

Unsatisfactory: Does not meet acceptable standards of the profession.

NOTE: Comments can be made on specific indicators, however, any performance standard that is marked “Exemplary” or “Unsatisfactory” must be supported by written statements and/or documentation.


Evaluation Procedure:

· An administrator/evaluator must perform formal and informal observations

· Formal observations must be dated

· The library media specialist may be asked to complete the evaluation document prior to the scheduled conference 

· Library media specialist and administrator/evaluator conference must be held to discuss the evaluation 

· Library media specialist will acknowledge presentation of the written evaluation with his/her signature 

· Library media specialist may respond in writing within 10 school days of the evaluation

· Not applicable areas will be addressed by the evaluator


Summative Evaluation Schedule:

1st and 2nd Year Library media specialists:

An evaluation will be completed twice each school year by the 60th contract day of each semester.

3rd and 4th Year Library media specialists:

An evaluation will be completed once each school year by February 15.

5th and Subsequent Year Library media specialists:

An evaluation will be completed by February 15 at least once every three years. Evaluations can be conducted at any time upon recommendation of the administration.

Tenure and Notification Dates:

Tenure is achieved upon the offering of a fourth contract or at the end of the third consecutive year of employment. If library media specialists have earned tenure in another district, they earn tenure upon the offer of a third contract or end of the second consecutive year of employment.

May 1 - Notice of intent to non-renew must be given on or before May 1 by the employer.

May 15 - Written notice to the Board of Education of intent not to return for the next school year must be filed by the employee.

Performance Area I: The library media specialist maintains a safe and orderly media center.

As Evidenced By:


Exemplary
Proficient
Basic
Unsatisfactory


A.




Formulates high standards for student behavior in the library and applies them fairly and consistently.

B.




Manages discipline problems in accordance with administrative regulations, school board policies, and legal requirements.

C.




Arranges and manages the environment to facilitate instruction and ensure student safety.

D.




Supervises students as assigned.

E.




Maintains classroom supervision sufficient to meet job expectations.

F.




Creates a caring environment of respect and rapport.

Comments:




Performance Area II: The library media specialist demonstrates effective planning, instructional techniques, and models positive professional attributes.

As Evidenced By:

Exemplary
Proficient
Basic
Unsatisfactory


A.




Uses/integrates district technology to enhance the learning environment.

B.




Prepares meaningful instructional practices with current resources to meet the needs of individual learners.

C.




Designs lesson plans to support district and state curriculum and school improvement expectations.

D.




Communicates clearly and accurately (oral and written).

E.




Demonstrates a variety of techniques to check for student understanding in a timely manner.

F.




Maintains proper library licensure in the state of Kansas.

G.




Works cooperatively with classified and certified staff members.

H.




Practices responsible fiscal, facility, and resource management.

I.




Exhibits positive leadership and models service to the profession (ethical, supportive, flexible). 

J.




Makes appropriate arrangements in the event of absence from work. 

K.




Follows all district policies, and building level handbooks.

L.




Models enthusiasm for teaching and learning. 

M.




Arrives and departs at the times designated by the building administrator.

N.




Performs duties as assigned.

O.




Has regular attendance. 

P.




Maintains acceptable standards of appearance and hygiene.

Q.




Maintains good judgment in actions, composure, emotional stability and speech. 

R.




Strives for improvement through positive participation in professional growth activities.

Performance Area II: Continued


Exemplary
Proficient
Basic
Unsatisfactory



S.




Selects appropriate channels for resolving concerns/problems.


T.




Responds to supervision and suggestions for improvement.


U.




Exercises reasonable responsibility for student management.


V.




Makes use of support services as needed.


Comments:




Performance Area III: The library media specialist builds positive school/community relations.

As Evidenced By:


Exemplary
Proficient
Basic
Unsatisfactory


A.




Represents the school in a professional manner.

B.




Cooperates with parents in the best interest of the students.

C.




Supports and participates in parent-teacher-librarian activities.

D.




Contributes to the overall mission of the school district 

E.




Respects confidentiality.

Comments:




Performance Area IV: The library media specialist demonstrates effective management of the library media center.

As Evidenced By:


Exemplary
Proficient
Basic
Unsatisfactory


A.




Works cooperatively w/teaching staff, other librarians, and administration.

B.




Guides students and teachers in selecting and using print and non-print materials and technology.

C.




Develops a climate that will encourage students and teachers to use the media center and it’s resources.

D.




Promotes literacy and enjoyment of reading.

E.




Assumes responsibility for maintaining a catalog of materials and equipment.

F.




Performs administrative duties including circulating procedures, scheduling, and enforcing library and school rules.

G.




Evaluates and selects materials needed to meet curriculum needs and the needs of students and teachers.

H.




Provides classification and cataloging of new materials and/or oversees technical processing done by the library support staff.

I.




Participates in both library and educational activities to enhance knowledge and skills.

J.




Shares information and applies strategies gained from professional development activities.

K.




Uses library standards for maintaining the collection through inventory, weeding, repairing, and purchasing new materials to keep current.

L.




Has positive relationships with students individually and in groups.

M




Evaluates the library support staff as needed.

Comments:



Job Targets

Library media specialist _________________________________________________________

Evaluator ________________________________________________________

Evaluation Period __________________________________________________

I. 

II. 

III. 


The indicators listed on this evaluation are not intended to be all-inclusive.

____________________________ 


___________________________________________________

Date






Library media specialist’s signature **

______________________________


___________________________________________________

Date






Administrator's Signature 


PLAN OF ASSISTANCE

   NEEDED ________     
NOT NEEDED ________


** The signature on this report does not represent either acceptance or approval of the evaluation. It indicates only that the librarian has viewed this librarian performance report in conference with the evaluator.

The evaluated has the right to reply to any comments on the evaluation. A copy of the rebuttal must be turned in to the evaluator within 10 school days after receiving the evaluation. It will be attached to the instrument and forwarded to the district office. 
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