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Administrator Name:





Employee #:


Building:







Assignment:


Observation Dates:





Conference Date:

Team Leader:

Team Members:

Review the indicators for each category below.  Rate performance of the category and complete summarizing comments at the end of each category.


Educational Leadership

Promotes school improvement by:
· Develops a vision for school improvement focused on student achievement

· Involves the school community in school improvement efforts

· Develops an implementation plan with clear goals and strategies

· Utilizes multiple forms of relevant data to shape the goals and measure the progress

· Models, communicates, and uses the mission and goals to shape educational programs, plans, and actions

· Communicates progress toward the mission and goals

· Aligns financial, human, and material resources to support building goals

· Advocates for student, staff, and building needs

Sets instructional direction by:
· Articulates a clear vision for the school

· Sets high expectations for all

· Encourages innovation toward improved teaching and learning

· Works directly with staff to analyze and strategize appropriate interventions for success

· Develops resources outside the school that improve the quality of teaching and learning

· Ensures that technologies are used as tools to support teaching and learning

· Designs, implements, evaluates, and refines curricular and extra-curricular programs

· Bases curriculum decisions on research, expertise of teachers, and recommendations of best practices

· Ensures that staff members are utilizing a variety of student assessments

Ensures student achievement by:
· Demonstrates knowledge of learning, teaching, and student development to make decisions

· Identifies, clarifies, and addresses barriers to student learning in school

· Fosters a climate where excellence, equity, and equality is present for all students

· Sets high expectations for all

· Ensures that technologies are used in teaching and learning

· Designs and maximizes opportunities for successful learning

Encourages and supports teamwork by:
· Provides leadership to facilitate a collaborative group process

· Contributes ideas toward achieving a solution

· Seeks consensus among team members

· Affirms team members

· Generates synergy to accomplish common goals

· Articulates expectations clearly

Displays sensitivity to others by:
· Recognizes and values diversity

· Elicits perceptions, feeling, and concerns of others

· Anticipates responses of others and attempting to reduce the negative impact

· Initiates communication with others in a timely manner

· Responds to others in a timely manner

· Demonstrates empathy

· Creates an environment where students and staff feel valued and important

Educational Leadership Summary


___ Beginning
___ Developing
___ Proficient
___ Advanced

Comments:

Resolving Complex Problems
Demonstrates good judgment by:
· Assigns appropriate priority to issues and tasks in the best interest of the organization

· Uses a variety of sources of information to make decisions

· Evaluates information to determine important elements

· Communicates a clear rationale for a decision

· Demonstrates good problem solving skills

· Accesses the Internet and other resources to obtain information to benefit the school/program

· Maintains confidentiality and privacy

· Completes appropriate paperwork
Displays results orientation through:
· Identifies potential obstacles and opportunities

· Considers the long-term and short-term implications of a decision

· Utilizes available resources

· Takes responsibility to implement initiatives to improve teaching and learning

· Sees the big picture

· Initiates action to bring issues to closure in a timely manner
Displays organizational ability through:
· Delegates responsibility to others

· Clearly communicates expectations to others in multiple ways

· Plans follow-up to monitor progress of delegated responsibilities

· Develops and monitors action plans

· Well prepared for meetings

· Uses technology as an organizational tool

· Completes administrative responsibilities in an efficient and timely manner

Resolving Complex Problems Summary


___ Beginning
___ Developing
___ Proficient
___ Advanced

Comments:

Communication with Staff, Media, and Community
Communicates effectively orally by:
· Demonstrates effective presentation skills

· Speaks articulately

· Uses grammar appropriately

· Tailors the message to meet the needs of the audience
Communicates effectively in writing by:
· Demonstrates writing proficiency

· Expresses ideas clearly and concisely

· Tailors written information for a variety of audiences

· Uses technology to communicate
Communications Summary


___ Beginning
___ Developing
___ Proficient
___ Advanced

Comments:

Development of Self and Others
Develops others by:
· Shares information and expertise from personal experiences

· Suggests specific development activities to assist others' professional growth

· Focuses feedback on specific observable behaviors, not personality

· Seeks input on specific actions to be taken by staff member for his/her development and growth

· Promotes professional development activities focused on student learning consistent with district and school mission and goals

· Encourages and modeling lifelong learning

· Demonstrates the ability to lead by example

Demonstrates understanding of personal and professional responsibilities by:
· Recognizes and appropriately communicating own strengths

· Recognizes and managing own developmental needs

· Engages in professional development activities focused on student learning consistent with district and school mission and goals

· Demonstrates personal and professional ethics

· Accepts responsibility for school operations

· Respects the rights and confidentiality of students and staff

· Seeks information regarding procedures, policies, and laws when necessary

· Implements procedures, policies, and laws consistently

· Sets and achieves professional goals

Development of Self and Others Summary


___ Beginning
___ Developing
___ Proficient
___ Advanced

Comments:

Building Management
Demonstrates appropriate management skills by:
· Completes paperwork and documentation in a timely manner

· Ensures preservation of quality instructional time

· Adheres to established timelines and deadlines

· Communicates regularly in a variety of ways with staff and community

· Ensures that the school plant, grounds, equipment, and support systems operate safely, efficiently and effectively

· Creates and maintains a safe, clean, and aesthetically pleasing environment

· Uses building and district resources and funds appropriately

· Is a strong building advocate as needed

Building Management Summary


___ Beginning
___ Developing
___ Proficient
___ Advanced

Comments:

Targeted Goals
Targeted Goals Summary


___ Beginning
___ Developing
___ Proficient
___ Advanced

Overall summary:


________________________
________________________


Staff Member
Date


________________________
________________________


Administrator/Supervisor
Date

Note: My signature indicates that I have seen the administrator's comments associated with this document.  It does not necessarily indicate that I agree with them. I may  respond to the statement and those comments will be attached to  this form for my personnel file.  
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Revised:  October 7, 2008
Revised:  October 7, 2008

