PERFORMANCE EXPECTATIONS:  CRITERIA AND DESCRIPTORS

FOR LIBRARIANS

I.
Instructional Process

A. Exercises leadership and serves as a catalyst in the instructional program.

1. Serves as instructional resource consultant and media specialist to teachers and students.

2. Uses an appropriate variety of media and teaching techniques in instructional situations.

3. Provides leadership in using newer technologies for instruction.

4. Provides in-service training and library media center orientations as needed.

5. Plans and/or participates in special projects.

6. Serves on committees involved with designing learning experiences for students, curriculum revision or textbook adoption.

7. Supports resource sharing through inter-library loan and/or networking activities.

B. Plans and implements the library media center program of library media skills.

1. Considers long-range objectives when planning instruction appropriate to subject and grade levels.

2. Develops sequential, short-range objectives which facilitate progress toward defined long-range objectives.

3. Demonstrates knowledge of the general curriculum and observes recommended steps of teaching when in formal instructional situations.

4. Plans with teachers to identify and implement the library media center skills curriculum within the classroom curriculum.

5. Continually instructs students and staff, individually or in groups, in the use of the library media center media and equipment.

6. Encourages independent use of the facility, collection, and equipment by students and staff.

7. Guides students and staff in selecting appropriate media from a wide range of learning alternatives.

8. Guides and supervises students and staff in research activities and in the use of reference materials.

9. Communicates effectively with students and staff.

C. Uses instructional time effectively.

1. Begins instruction promptly.

2. Effectively implements appropriate learning activities throughout the scheduled instruction.

3. Provides adequate amount of time for learning activities.

4. Paces instruction effectively.

5. Provides for smooth transition between lessons and activities.

6. Avoids inappropriate digression from instruction.

D. Promotes the development of reading skills and reading appreciation.

1. Conveys enthusiasm for books and reading.

2. Develops activities to motivate reading.

3. Provides individual guidance to students to motivate reading.

4. Provides a library learning climate that will draw students to the library to read.

E. Supports classroom teachers in their instructional units.

1. Provides a wide variety of resources and supplementary materials.

2. Assists in choosing and collecting appropriate materials.

3. Cooperatively plans and teaches content appropriate to library media center objectives.

4. Cooperates with teachers in designing and implementing a functional study skills program.

5. Designs library media support for major instructional goals.

F. Provides resources for professional growth of faculty and staff.

1. Identifies and encourages use of materials from the library media center and professional library.

2. Informs staff of new materials, equipment, and research in which they have special interest.

3. Suggests resources outside of the library media center collections.

4. Serves on committees designing learning experiences for students, curriculum revision, and textbook adoptions.

II. Management and Administration of the Library Media Center..

A. Recognizes the critical role of information retrieval in the future of education.

1. Makes long-range plans which guide the development of the library media center.

2. Encourages the use of new technologies.

B. Establishes and maintains an environment in which students and staff can work at productive levels.

1. Develops and implements policies and procedures for the operation of the library media center.

2. Uses initiative to promote the flexible use of the library media center by individuals, small groups and large groups for research, browsing, recreational reading, viewing or listening.

3. Maintains the library media center in a functional, attractive, and orderly environment conducive to student learning.

4. Arranges and uses space and facilities in the library media center to support the objectives of the instructional program, providing areas for various types of activities.

5. Communicates health and safety needs of the library media center to the proper authorities.

6. Assumes responsibility for proper use and care of library media center facilities, materials and equipment.  (Applicable to buildings where centralized distribution occurs.)

C. Manages student behavior in a constructive manner.

1. Promotes appropriate learner behavior.

2. Encourages student self-direction and responsibility for learning; maintains a productive balance between freedom and control.

3. Exercises consistency in discipline policies.

4. Corrects disruptive behavior.

D. Demonstrates competency in selection, acquisition, circulation, and maintenance of materials and equipment.

1. Uses a district-approved selection policy based on professional standards established by AASL, MASL, state, and local sources.

2. Selects materials and equipment which support the curriculum and promote the school’s educational philosophy.

3. Uses approved business procedures for ordering and receiving materials and equipment.

4. Classifies, catalogs, processes, and organizes for circulation the educational media and equipment according to professional standards established by AASL, MASL, state, and local sources supporting the district profile for library automation.

5. Uses clearly stated circulation procedures.

6. Informs staff and students of new materials and equipment.

7. Establishes and/or follows procedures for maintenance and repair of media equipment in cooperation with building level administration.

8. Periodically weeds and re-evaluates the collection to assure a current, attractive, and well-balanced collection.

E. Prepares statistical records and reports needed to administer the library media center.

1. Maintains a current inventory of holdings to assure accurate records.

2. Prepares and submits reports to other officials as requested and on time.

F. Trains and supervises library media center personnel to perform duties efficiently.

1. Effectively trains and supervises clerks, aides, student assistants and/or adult volunteers in clerical tasks.

2. Effectively trains and supervises library media center personnel to circulate materials and equipment.

3. Effectively trains and supervises library media center personnel to assist students and staff in the use of the library media center.

G. Administers budgets according to needs and objectives of the library media center within administrative guidelines.

1. Plans expenditures of allocated funds to meet short- and long-term goals.

2. Keeps accurate records of all disbursements for the library media center.

3. Demonstrates ability to prioritize budgetary needs.

H. Evaluates library media center programs, services, facilities, and materials to assure optimum use.

1. Evaluates programs, services, facilities, and materials informally and formally on a continuous basis, identifying strengths and weaknesses.

2. Develops plans for making changes based on evaluations.

3. Communicates to appropriate supervisors the evaluations and proposals for improvement.

I. Uses time effectively, efficiently, and professionally.

1. Prioritizes demands on time to provide maximum support of library media center programs and services.

2. Streamlines or eliminates time-consuming or non-essential routines when possible, without lowering the quality of program and services.

3. Resists unnecessary digressions or interruptions.

III.
Positive Interpersonal Relations

A. Demonstrates effective interpersonal relations with students.

1. Demonstrates respect, understanding, and acceptance of each person as an individual, regardless of sex, race, ethnic origin, cultural or socioeconomic background, religion or handicapping condition.

2. Interacts with students in a mutually respectful, empathetic, just manner.

3. Recognizes that a student’s emotional well-being affects learning potential.

4. Encourages students to develop physically, socially, emotionally, and intellectually.

5. Provides for a student’s academic and personal needs.

6. Assists students in dealing with success and failure.

7. Recognizes and deals effectively with crisis issues.

8. Shows sensitivity to physical development and special health needs of students.

9. Acknowledges the rights of others to hold differing views and values.

10. Maintains confidentiality of information.

11. Uses discretion in difficult situations.

12. Gives praise and constructive criticism while promoting positive self-image in students.

13. Uses and appreciates humor in proper perspective.

B. Demonstrates effective interpersonal relations with school personnel.

1. Demonstrates respect, understanding, and acceptance of each person as an individual, regardless of sex, race, ethnic origin, cultural or socioeconomic background, religion or handicapping condition.

2. Works cooperatively and professionally with all staff.

3. Demonstrates acceptance of the rights of others to differing views and values.

4. Uses effective active-listening skills.

5. Shares ideas, materials, and methods with other staff.

6. Makes appropriate use of support and ancillary staff.

7. Works cooperatively with school district employees to implement policies, regulations, procedures, and goals.

8. Maintains confidentiality of information.

9. Uses discretion in handling sensitive information.

C. Demonstrates effective interpersonal relations with parents and community.

1. Demonstrates respect, understanding, and acceptance of each parent/community member as an individual, regardless of sex, race, ethnic origin, cultural or socioeconomic background, religion, or handicapping condition.

2. Interacts with parents/patrons in a mutually respectful, empathetic, just manner.

3. Respects the individual’s right to hold differing views.

4. Encourages parents’/patrons’ cooperation in implementing educational activities which reflect the best interest of the students.

5. Demonstrates ability to promote a positive image of School District services within the community.

6. Maintains confidentiality of information.

7. Uses discretion in handling sensitive information.

8. Initiates and maintains communication with parents/patrons when appropriate.

9. Handles complaints and/or challenged materials according to district policy.

IV.
Professional Responsibilities

A. Complies with district regulations and policies.

1. Strives to stay informed regarding policies and regulations applicable to his/her position.

2. Adheres to authorized policies and regulations.

3. Selects appropriate channels for resolving concerns and problems.

4. Upholds the professional code of ethics of the Springfield Public Schools.

B. Demonstrates professional responsibilities.

1. Is punctual and regular in attendance.

2. Is prompt and accurate in performing duties.

3. Exercises responsibility for student management throughout the school campus.

4. Maintains/provides accurate records/data.

5. Uses discretion in handling confidential information in difficult situations.

6. Responds appropriately to parental concerns.

7. Assumes responsibilities outside the classroom that relate to the student.

C. Participates in professional growth activities.*

1. Participates in district sponsored in-service activities.

2. Participates in non-district sponsored professional activities (e.g., workshops, conferences, lectures).

3. Participates in college/university coursework.

4. Participates in approved educational research projects.

5. Participates in professional organizations.

6. Uses a variety of data, including student feedback, when and where appropriate.

7. Keeps abreast of developments in the library profession and issues related to teaching.

*Librarian is responsible for providing evaluator with a listing of pertinent information for current evaluation cycle.

FORMATIVE PRE-OBSERVATION WORKSHEET

FOR LIBRARIANS

     




     



     
    STAFF MEMBER


DATE



SCHOOL

     




     



     


          ACTIVITY



        GRADE/LEVEL


OBSERVATION TIME

Staff member completes this form and discusses content with supervisor prior to observation.

1.
What are the library media activity objectives?       
2.
What library media/learning strategies will be used?       
3.
How will you check student understanding and mastery of the library/media/learning activity objectives?       
4.
Are there librarian behaviors you especially want monitored?       
5.
Are there any special circumstances of which the supervisor should be aware?       
NOTES:       
________________________________     _________________________________

            Staff Member’s Signature/Date


Principal’s/Supervisor’s Signature/Date

(Signatures imply the content of this document has been discussed)

FORMATIVE DATA FORM

FOR LIBRARIANS

     




     



            
    STAFF MEMBER


DATE



       SCHOOL

     




     


                         
            ACTIVITY



       GRADE/LEVEL


OBSERVATION TIME

I.
Instructional Process

A. Exercises a leadership role and serves as a catalyst in the instructional process.       
B. Plans and implements the library media center program of library media skills.       
C. Uses instructional time effectively.       
D. Promotes the development of reading skills and reading appreciation.       
E. Supports classroom teachers in their instructional units.       
F. Provides resources for professional growth of faculty and staff.       
II.
Management and Administration of the Library Media Center

A. Recognizes the critical role of information retrieval in the future of education.       
B. Establishes and maintains an environment in which students and staff can work at productive levels.       
C. Manages student behavior in a constructive manner.       
D. Demonstrates competency in selection, acquisition, circulation, and maintenance of materials and equipment.       
E. Prepares statistical records and reports needed to administer the library media center.       
F. Trains and supervises library media center personnel to perform library media center duties efficiently.       
G. Administers budgets according to needs and objectives of the library media center within administrative guidelines.       
H. Evaluates the library media center programs, services, facilities and materials to ensure optimum use.       
I.
Use time effectively, efficiently, and professionally.       
III.
Positive Interpersonal Relations

A. Demonstrates effective interpersonal relations with students.       
B. Demonstrates effective interpersonal relations with school personnel.       
C. Demonstrates effective interpersonal relations with parents and community.       
IV.
Professional Responsibilities

A. Complies with district regulations and policies.       
B. Demonstrates professional responsibilities.       
C. Participates in professional growth activities.       
COMMENTS:       
________________________________     _________________________________

            Staff Member’s Signature/Date


Principal’s/Supervisor’s Signature/Date

(Signatures imply the content of this document has been discussed)

FORMATIVE DATA – SHORT FORM

FOR LIBRARIANS
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ACTIVITY




GRADE/LEVEL



This form is used in lieu of the longer form when one or two criteria, typically non-classroom data, are being documented.

DATA:       
________________________________     _________________________________

            Staff Member’s Signature/Date


Principal’s/Supervisor’s Signature/Date

(Signatures imply the content of this document has been discussed)

DEVELOPMENT PLAN

     





     




     
    STAFF MEMBER


SCHOOL



 DATE

CRITERION:       
OBJECTIVE(S):       
PROCEDURES FOR ACHIEVING OBJECTIVE(S):       
ASSESSMENT METHOD AND DATES:     
COMMENTS:       
Plan Developed:  ________________________   ______________________________



         Staff Member’s Signature/Date

 Supervisor’s Signature/Date

If Plan Revised (Date/Initials):  ____________________________

If Alternate Plan Developed (Date/Initials):  __________________

Plan Achieved:  __________________________   ____________________________



         Staff Member’s Signature/Date

 Supervisor’s Signature/Date

This form is completed by a staff member and supervisor during a conference.  Any additional comments will be permanently appended to this form and initialed by the staff member and supervisor. Signatures/initials imply this plan has been discussed.

