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HISD Librarian Appraisal System

Introduction
A well-organized, efficient, technologically current library is a school’s single most important intellectual resource.  Its literary, lexical, periodical, and audio-visual holdings along with its computer links to the world wide web provide staff and students alike with multiple avenues of learning not available in any other one place on a campus.  

At the heart of the school library is the school librarian.  The role of the librarian is to provide staff and students with educational resources, with assistance and instruction in the use of resources, and with an optimal research and study environment.  Without the librarian’s commitment and organizational, technological, and pedagogical skills, the library’s holdings would diminish, its organization would collapse, and its atmosphere and usefulness would cease to exist.  High standards of performance by librarians are, therefore, essential to promoting the achievement of the students of the Houston Independent School District (HISD).  It is to this end that the HISD Librarian Appraisal System has been designed.

The HISD Librarian Appraisal System (HLAS) is based on


1.
A Declaration of Beliefs and Visions of the HISD Board of Education;


2.
Requirements for librarian appraisal established in Senate Bill 1;

.
3.
Learner-Centered Proficiencies adopted by the Texas State Board of Education;


4.
Library Proficiencies developed by HISD Library Services; and


5.
Rules, regulations, and policies of the Houston Independent School District.

The HLAS emphasizes a librarian’s professionalism, accountability, good judgment, critical thinking, and safe, proactive practices. 

The HLAS evaluates a librarian’s performance in 8 performance domains, each of which is defined by specific criteria and their accompanying indicators.

The HLAS requires observations of the librarian’s performance by an appraiser as well as follow-up conferences between the librarian and the appraiser.  Observations and conferences are intended to encourage collaboration between the appraiser and the librarian.  

The appraisal process promotes librarian goal-setting, quality job performance, and professional development.

Responsibilities of the Librarian

As the essential link connecting students, teachers, and others with the information resources they need, the librarian plays a unique and pivotal role in the learning community. To fulfill this role, the effective librarian draws upon a vision for the student-centered library media program that is based on three central ideas:  collaboration, leadership, and technology.

Teacher

As a teacher, the librarian collaborates with students and other members of the learning community to analyze learning and information needs, and to understand and communicate the information the resources provide. An effective instructor of students, the librarian is knowledgeable about current research on teaching and learning and skilled in applying its findings to a variety of situations--particularly those that call upon students to access, evaluate, and use information from multiple sources in order to learn, to think, and to create and apply new knowledge.  A curricular leader and a full participant on the instructional team, the librarian constantly updates personal skills and knowledge in order to work effectively with teachers, administrators, and other staff--both to expand their general understanding of information issues and to provide them with specific opportunities to develop sophisticated skills in information literacy, including the uses of information technology.

Instructional Partner
As instructional partner, the librarian joins with teachers and others to identify links across student information needs, curricular content, learning outcomes, and a wide variety of print, non-print, and electronic information resources.  Working with the entire school community, the librarian takes a leading role in developing the full range of information and communication abilities.  Committed to the process of collaboration, the librarian works closely with individual teachers in the critical areas of designing authentic learning tasks and assessments and integrating the information and communication abilities required to meet subject matter standards.

Information Specialist
As the information specialist, the librarian provides leadership and expertise in acquiring and evaluating information resources in all formats; in bringing an awareness of information issues into collaborative relationships with teachers, administrators, students, and others; and in modeling for students and others strategies for locating, accessing, and evaluating information within and beyond the library.  Working in an environment that has been profoundly affected by technology, the librarian both masters sophisticated electronic resources and maintains a constant focus on the nature, quality, and ethical uses of information available in these and in more traditional tools.

Program Administrator
As program administrator, the librarian works collaboratively with members of the learning community to define the policies of the library program and to guide and direct all the activities related to it.  Confident of the importance of the effective use of information and information technology to students’ personal and economic success in their future lives, the librarian is an advocate for the library program and provides the knowledge, vision, and leadership to steer creatively and energetically in the twenty-first century.  Proficient in the management of staff, budgets, equipment, and facilities, the librarian plans, executes, and evaluates the program to ensure its quality both at a general level and on a day-to-day basis.

Mission of Appraisal

As part of its commitment to offer a quality education for students, the Houston Independent School District provides a system of personnel evaluation to enhance job performance, to promote employee growth, and to support and encourage continuous professional development.  The result is more effective and more efficient employees.  HISD's system of personnel evaluation is based on the following goals and objectives:

Goals


1.
Increase accountability across the district.


2.
Identify strong and effective employees and their interactions with the staff and the community.


3.
Create a positive climate in which stimulating and professionally gratifying dialogue 



can take place.


4.
Provide both a holistic and a specific view of the employee.


5.
Provide the employee a clear view of the relationship between his/her job functions 



and the daily tasks performed.


6.
Provide more opportunities to view interaction between the district and the community.


7.
Provide a method to enhance dialogue between the appraiser and the appraisee for continuing professional development, increased accountability, and continuous improvement.

Objectives


1.
Provide an instrument that will reflect the job functions and day-to-day tasks of



the employee.


2.
Provide a document that includes measurable indicators of performance linked to 



desired employee outcomes.


3.
Provide a tool which can be used as a guideline for continuous improvement by the employer and employee.


4.
Use technology for storage, retrieval, and transmission of information.


5.
Provide a means whereby the employee, with the help of evaluation, will create a 



plan for future contribution to student success.

.  .  .

The Appraisal Manual

The appraisal manual is divided into 4 parts:

Part A:
General Information

Part B:
Procedures

Part C:
Domains, Criteria, and Indicators

Part D:
Forms

Part A:  General Information


1.
The Houston Independent School District Librarian Appraisal System shall be used to evaluate the performance of any librarian who has been employed by the district for a minimum of 3 months.


2.
The librarian shall be appraised annually according to the Librarian Appraisal Calendar (see p. 6 of this document).


3.
The librarian shall be appraised by 1 appraiser who shall be the immediate supervisor of the



librarian.


4.
The appraiser may ask for input from 1 or more third parties (persons other than the



librarian or the appraiser).  District Policy regarding third party input shall be followed in



this process.


5.
The HISD Department of Library Services shall train appraisers and librarians in the use of



the librarian appraisal procedures.  


6.
The librarian and the appraiser shall receive the same training and updates in the appraisal procedures.


7.
The librarian and the appraiser shall complete training in the use of the appraisal procedures prior to beginning the appraisal cycle.


8.
The appraiser shall not appraise a librarian until 15 work days have passed after the librarian has completed training in the use of the appraisal procedures.


9.
The librarian shall be appraised in 8 domains:



a.
Instructional Management



b.
Student Management



c.
Communication Skills



d.
Student Growth



e.
School and Organizational Improvement



f.
Professionalism



g.
Climate



h.
District, Department/Campus, and Personal Improvement Goals


10.
The appraiser shall establish and maintain a librarian appraisal file for copies of all



documentation generated by the librarian and the appraiser during the appraisal.  It is

advised that the librarian establish and maintain a duplicate librarian appraisal

file.


11.
The librarian or the appraiser may request a conference at any time during the appraisal cycle.  


12.
The appraisal process shall be completed by May 15 unless the 15th falls on a weekend, in which case the appraisal process shall be completed by the Friday before; however, if results of the appraisal will be needed for a personnel decision, the appraisal process must be completed by the last work day in February.


13.
At the end of the appraisal, the appraiser shall rate the librarian’s performance holistically as




a.
Exceeds Expectations;




b.
Proficient;




c.
Below Expectations; or




d.
Unsatisfactory.

.  .  .

Part B:  Procedures

HISD LIBRARIAN APPRAISAL CALENDAR

ALL LIBRARIANS

Appraisal orientation and training
Prior to beginning

for librarians and administrators using HLAS
of appraisal cycle

completed 

Performance Goal Form completed 
by October 31
and conference with appraiser for approval


(Updates may be submitted at any time)

Data gathering 
Ongoing

PROBATIONARY STATUS and INDIVIDUAL ON INTERVENTION PLAN

Completion of Librarian Appraisal Form

Formative conference conducted anytime the appraiser has a
Anytime
concern related to the job performance of the librarian or

anytime at the request of the librarian

Summative Conference

           Librarian Summary Form completed*
by February 27

           Evaluation forms due in Department of Employee Assessment
by March 6

ALL OTHER LIBRARIANS

Completion of Librarian Appraisal Form

Formative conference conducted anytime the appraiser has a
Anytime
concern related to the job performance of the librarian or

anytime at the request of the librarian

Summative Conference

           Completion of Librarian Appraisal Form 
by May 9

           Evaluation forms due in Department of Employee Assessment 
by May 15

Please Note:

*An Intervention Plan shall be developed if indicated.

*When the date falls on a weekend, the processing of any forms should be completed

  the previous Friday.

Training


14.
The Department of Library Services shall conduct an appraisal orientation with the appraiser and the librarian by the end of September, prior to the beginning of the appraisal cycle.


15.
The Department of Library Services shall conduct and document training.


16.
The appraiser shall keep documentation of all training on file and shall forward a copy of the documentation of all training to the HISD Department of Employee Assessment.

Formative Conferences


17.

Formative conferences shall be conducted anytime at the request of the appraiser or the




librarian.


18.
The purposes of a formative conference shall be


a.
to discuss the librarian’s performance goals and the way those goals are linked to district, department, and campus goals;


b.
to provide an opportunity for the appraiser and the librarian to consider how the accomplishment of the librarian’s performance goals will impact the achievement of the district, department, and campus goals;


c.
to review the appraisal domains and procedures;


d.
to review the kinds of data which will be used for the appraisal process; 


e.
to provide the librarian with the Performance Goal Form; and


f.
if necessary, to discuss any concerns related to the librarian’s job performance.


19.
Agreements reached in a formative conference shall be recorded on the Performance Goal Form and shall not be changed without the participation and consent of the librarian and the appraiser.

Appraisal Data


20.
Appraisal data for the domains shall be accumulated through observations by the appraiser, other information accumulated by the appraiser, and documentation and/or other evidence presented by the librarian and/or other persons (third parties) who interact with the librarian.

Observations 


21.
The appraiser shall conduct observations for the purpose of gathering data to help determine the librarian’s appraisal rating.


22.
Observations shall be unscheduled and unannounced.


23.
The appraiser shall observe the librarian on 1 or more occasions.


24.
To gather appraisal data, the appraiser shall



a.
observe the librarian actively engaged in the process of carrying out various job-related activities;




b.
take notes on what he/she observes; and




c.
record the date, the time the observation began, and the time the observation ended.


25.
The appraiser shall maintain written documentation of each observation which is used for appraisal purposes. 


26.
After completing an observation, the appraiser shall



a.
complete the Librarian Performance Observation Form to verify the observation;



b.
note any areas of concern; and



c.
provide the librarian with a copy of any documentation used by the end of the following work day.


27.
A conference shall be required within two work days following an observation of a librarian’s performance which is rated Below Expectations or Unsatisfactory for any domain on the Librarian Appraisal Worksheet.


28.
The purpose of the conference shall be




a.
to discuss ratings from the Librarian Appraisal Worksheet and justification(s) from the Librarian Performance Observation Form;





b.
to review the effect that ratings of Below Expectations or Unsatisfactory may 


have on the librarian’s summative appraisal;




c.
to cooperatively develop ideas for improvement strategies and/or an Intervention 



Plan if required; and



d.
to provide the opportunity for the librarian to indicate an intent to make a written statement to be submitted within 10 work days of the conference for



attachment to the Librarian Appraisal Worksheet.


29.
The appraiser and librarian shall continue to maintain records for performance responsibility and documentation.

Other Sources of Appraisal Data


30.
In addition to observations of the librarian’s performance, the appraiser shall use other sources of information which shall include, but which shall not be limited to, the following:



a.
Attendance records



b.
Sign in/out sheets



c.
Documentation and/or other evidence presented by the librarian which




 could include book orders, inventories, contests, book fairs, club sponsorship,




newsletters, records kept, and communications with students, parents, and staff



d.
Third-party input from customers/district personnel

Rating Information and Procedures:


31.
After reviewing all documentation related to the librarian’s performance, the appraiser shall



holistically rate each domain on the evaluation form, keeping the following in mind:

a.
The rating for a given domain is based on the appraiser’s professional judgment of the librarian’s overall performance for that domain and is derived from his/her professional judgment of the librarian’s performance with respect to the domain criteria and their accompanying indicators.



b.
The domain criteria and their accompanying indicators are not all-inclusive;

they are representative, guideline expectations to clarify the domain, not a checklist for evaluation.



c.
Each domain criteria has 3 dimensions:  quality, quantity, and preponderance.




d.
If a librarian receives 2 domain ratings of Below Expectations or 1 rating of





Unsatisfactory, the final overall appraisal rating cannot be higher than Proficient.



e.
The appraiser may make written comments regarding the librarian’s demonstrated skills in the space provided for the appraiser’s comments on the summary page of the evaluation form.



f.
A written comment is required on the summary page of the evaluation form for any domain rated Below Expectations or Unsatisfactory.


32.
The rating scale and explanations to be used in the appraisal are as follows:




Exceeds Expectations in Performance


Performance is consistently of the highest quality as is indicated by the preponderance of the data.  Performance is highly effective and efficient, and results are apparent.




Proficient in Performance


Performance consistently meets all applicable requirements in the appraisal domains.




Below Expectations in Performance

Performance inconsistently meets applicable requirements in the appraisal domains.




Unsatisfactory in Performance


Performance consistently fails to meet applicable requirements in the appraisal domains.



Not Applicable

If a specific criterion or domain is not applicable to the librarian’s appraisal domains, the appraiser shall use Not Applicable instead of a rating, and the lack of a rating shall not affect the librarian’s overall rating.

Intervention Plan for a Librarian in Need of Assistance


33.
An Intervention Plan


a.
shall be generated when a librarian is rated Below Expectations or Unsatisfactory for any domain;



b.
shall be initiated by the appraiser;



c.
shall be collaboratively developed by the appraiser and the librarian;


d.
shall identify under "Problem Definition" on the Intervention Plan Form the


domains for which the librarian’s performance was rated Below Expectations or Unsatisfactory;



e.
shall prescribe under "Corrective Action" on the Intervention Plan Form the 



development strategies or activities which will strengthen performance areas;



f.
shall state the development objective(s) to be met;



g.
shall determine the timelines by which development strategies or activities are to 


be completed;



h.
shall establish methods to determine sufficient progress in improvement of



performance;



i.
shall determine consequences in case of insufficient improvement of performance;



j.
may involve the participation of an appropriate specialist; and



k.
may be generated at any time during the appraisal cycle.


34.
When an Intervention Plan has been completed, the appraiser and the librarian shall sign and date the plan to document receipt by the librarian of the Intervention Plan.


35.
An Intervention Plan collaboratively developed by the appraiser and the librarian may include, but is not limited to, 1 or more of the following:




a.
Direct, long-term assistance from appropriate personnel in the area(s) in which the





librarian’s performance is rated as Below Expectations or Unsatisfactory



b.
Assignment of another librarian to assist with improvement activities




c.
Release time to observe another librarian




d.
Release time for professional development




e.
Attendance at professional development workshops




f.
Literature pertinent to proficiency deficit area(s)

Completion of the Librarian Appraisal


36.
The librarian will submit all documentation and/or other evidence of performance to the appraiser at least 5 work days prior to the summative conference.


37.
After all appraisal data has been collected, the appraiser shall make a preliminary rating of the librarian’s performance by completing the Librarian Summary Appraisal Form.


38.
The appraiser shall complete the Librarian Summary Appraisal Form according to the following guidelines:




a.
Review notes from the observations.




b.
Review other information accumulated by the appraiser.




c.
Review documentation and/or evidence presented by the librarian.



d.
Make written comments in the space provided on the Librarian Summary Appraisal Form regarding the librarian’s overall performance.



e.
Assign the librarian a holistic rating for each domain, treating each domain as a whole and using criteria and indicators only to clarify a domain.




f.
Complete before the Summative Appraisal Conference.


39.
If the librarian receives 2 domain ratings of Below Expectations or 1 rating of Unsatisfactory, the overall appraisal rating cannot be higher than Proficient.

Summative Conference


40.
After the appraiser has completed the Librarian Summary Appraisal Form, the librarian and the appraiser shall conduct a Summative Appraisal Conference.


41.
The Summative Appraisal Conference shall be conducted prior to the end of May.


42.
All documentation and/or evidence supporting the librarian’s appraisal ratings shall be available to the appraiser and the librarian at the time of the Summative Appraisal Conference.


43.
The purposes of the conference shall be



a.
to discuss the librarian’s performance; 



b.
to discuss the appraiser's preliminary ratings;



c.
to review and discuss all documentation pertaining to the librarian’s




strengths and weaknesses;



d.
to review any information/documentation which might merit 




changing a domain rating;



e.
to make any changes that documentation merits; 



f.
to finalize the librarian’s appraisal ratings;



g.
to commend productivity, creativity, and outstanding progress;



h.
to cooperatively develop an Intervention Plan, if required;



i.
to provide the librarian with the completed Appraisal Summary Record; and




j.
to make certain that all forms are properly attached before filing.


44.
To conclude the Summative Conference, the librarian and the appraiser shall sign the finalized Librarian Summary Appraisal Form, and the appraiser shall give to the librarian a copy of the appraisal with all signatures.


45.
The librarian’s signature and the appraiser’s signature on the Librarian Summary Appraisal Form shall acknowledge only that the Summative Appraisal Conference has occurred and that the librarian has received the completed Librarian Summary Appraisal Form.


46.
The librarian’s signature on the Librarian Summary Appraisal Form shall not be considered an indication of the librarian’s agreement with the results of the appraisal.


47.
The completed Librarian Summary Appraisal Form shall be turned in to the Office of Employee Assessment as per the appraisal calendar.


48.
After the Summative Conference, the librarian shall have 10 work days to respond to the appraisal in writing, in which event the librarian’s response shall become a part of the Librarian Summary Appraisal.

Librarian Written Response

49.
A librarian may submit a written response or rebuttal at the following times:




a.
after receiving a written observation summary or any other written documentation 


associated with the secretary’s/clerk’s appraisal and/or



b.
after receiving a written summative annual appraisal report.


50.
Any written response or rebuttal must be submitted within 10 work days of receiving a 

written Observation Summary, a written Summative Annual Appraisal Report, or any other




written documentation associated with the librarian’s appraisal.  At the discretion of the appraiser, the time period may be extended to 15 work days.

Grievance


51.
If a librarian feels that a procedure of the Narrative Appraisal system has been misapplied to her/him, or if a librarian wishes to dispute the content of the appraisal or the ratings given, the librarian may file a dispute under HISD Board Policy 599.000, Dispute Resolution Process.  The Dispute Resolution process is separate from the appraisal process and operates under a separate time frame and under separate procedures.
.  .  .

Part C:  Domains, Criteria, and Indicators

52.
Domains, Criteria, and Indicators are as follows:


Domain 1:
Instructional Management - The librarian plans and implements instruction, perceiving




the students as individuals with different common interests and learning styles.

	
	
	Performance Indicators (Holistic Expectations)

	A.

B.

C.

D.


	The librarian communicates objectives and expectations to the students.

The librarian plans and implements activities based on the HISD Library Scope and Sequence to meet the needs of the state and district.

The librarian monitors students, provides feedback, and adjusts strategies as needed.

The librarian provides group and individual instruction in the use of library tools and available technology to develop competent, independent library users.


	Writes and speaks in an understandable and organized manner

Communicates objectives of the lesson
Uses clear, grammatical, standard English
Effectively guides students through activities related to the objectives of the lesson

Teaches library/information skills to facilitate the use of the library

Teaches an appreciation of literature through a sequentially prepared curriculum

Designs instruction to meet curriculum needs

Asks probing questions to monitor student progress

Monitors students by observing their work and their ability to access information

Paces instruction to meet student needs, interests, abilities and learning styles

Monitors workstations and the students’ ability to gather and analyze information

Guides students in the use of appropriate books, databases, and technological resources to complete assignments




Domain 2:
Student Management – The librarian maintains an environment that is conducive to




learning for all. 

	
	
	Performance Indicators (Holistic Expectations)

	A.

B.

C.


	The librarian creates an environment in which the students follow accepted standards of behavior which are conducive to learning.

The librarian uses time effectively.

The librarian

is task oriented.


	Communicates and implements guidelines for student conduct

Uses appropriate student discipline in a fair and effective manner

Follows the HISD Code of Student Conduct
Engages students in learning throughout the library

Assists students in achieving desired results based on purpose and goals of the student

Focuses on task(s) to be completed

Avoids distractions
Encourages others to focus on task(s) by avoiding off-task behavior




Domain 3:
Communication Skills - The librarian communicates with students, staff, parents,




and community in a professional manner.

	
	Criteria
	Performance Indicators (Holistic Expectations)

	A.

B.

C.

	The librarian demonstrates written communication skills.

The librarian demonstrates oral communication skills.

The librarian maintains communication
with students, staff, 

parents, and the community.


	Produces clear, grammatically-correct, properly-structured written communication
Adjusts writing style to audience

Expresses ideas orally in a clear, logical, coherent, and 

grammatically-correct manner

Adjusts speaking style to audience

Develops and carries out a plan of communication with staff to ensure quality programming

Is available to confer with students, staff, and  parents

Initiates communication with students, staff, and parents

Nurtures two-way communication

Communicates with others in a timely and professional manner



Domain 4:
Student Growth – The librarian provides support for school instructional priorities




based on state, district, and campus goals for improved student achievement.

	
	Criteria
	Performance Indicators (Holistic Expectations)

	A.

B.


	The librarian facilitates achievement of HISD’s goals and objectives within the school’s library program.

The librarian promotes the library as an integral part of the school’s curriculum


	Identifies materials that support the goals of the School Improvement Plan

Incorporates appropriate learning strategies into the library program
Develops and delivers appropriate library instruction for students

Provides library resources and support to teachers, including, but not limited to,TAAS preparation, reading motivation, and research skills

Articulates support for the school library program

Formulates goals for student instruction

Confers regularly with campus administration to review and revise program

Works with faculty to integrate library services into the instructional program

Plans with administrators and teachers, individually or in groups, for the effective use of library materials and facilities
Collaborates with teachers to develop interdisciplinary and multicultural units



Domain 5:
School and Organizational Improvement - The librarian is responsible for the




evaluation, selection, organization, and application of learning resources and library




activities to support improved student achievement.

	
	Criteria
	

	A.

B.

C.

D.

E.


	The librarian maintains fiscal responsibility for the library.

The librarian evaluates, and selects materials that reflect the goals and needs of the school, district, and state.

The librarian weeds out obsolete, worn, or inappropriate materials
The librarian maintains an up-to-date inventory of library materials as required by administra-

tive regulation and district policy.

The librarian organizes the library for ready access with available electronic equipment and library management.


	Coordinates with school personnel and budget committee to prepare the library budget

Prepares and submits an annual proposed budget for library resources and furnishings based on assessed needs

Compiles and prepares requisitions for books, library supplies and other materials

Purchases materials based on collection analysis, staff, and student input

Selects print and non-print resources reflecting the goals, needs, and priorities of the instructional program

Uses appropriate selection tools when selecting print and non-print resources

Solicits and uses teacher and student input when selecting print and non-print resources

Acquires materials that enable students to become independent learners and lifelong readers

Uses state accreditation standards as well as district and campus goals to assess library program needs

Uses CREW Manual to weed materials

Completes and submits required inventory in a timely manner

Keeps systematic records and data, either manually or electronically,

to document program efficiency, collection usage, and facility usage for program evaluation 

Maintains accurate card/electronic catalog of library resources

Supervises the timely processing of materials using standard library cataloging procedures

Establishes guidelines for checking materials using standard library cataloging procedures

Establishes guidelines for checking materials and equipment in and out
Maintains efficient and effective manual or electronic circulation system




Domain 6:
Professionalism - The librarian projects professionalism in behavior and image.

	
	Criteria
	Performance Indicators (Holistic Expectations)

	A.

B.

C.

D.

E.


	The librarian projects a professional image.
The librarian
exhibits professionalism

and integrity.
The librarian engages
in professional development

activities.

The librarian correlates professional development activities with library information skills and/or school curriculum.

The librarian follows federal, state, local, district, department, and campus policies, procedures, rules, and directives.

	Displays professional behavior
Maintains professional appearance
Maintains neat and clean office/work area
Moderates volume of voice in all oral communication

Adheres to ethical codes and policies in dealing with people and issues 

Protects confidential information
Is reliable, responsible, and trustworthy
Involves others when necessary

Works cooperatively with others

Supports managerial decisions
Attends required professional growth activities and authorized workshops, in-services, and conferences

Reads training information and participates in courses

Completes required training and certification
Participates on various committees within the district

Stays current in national, state, and local trends and information

Participates in inservices or workshops that directly correlate to library skills, technology or interdisciplinary curricular activities

Keeps the principal informed with respect to library needs

Reads current library publications, literature and online information

Informs school staff of the resources and services of the Library Media

Center
Follows attendance policy and procedures

Is punctual
Signs in and out on the appropriate time sheet(s)

Attends and participates in all required meetings
Follows supervisor’s oral and written instructions

Follows policies relating to weapons, alcohol, tobacco, and drugs

Follows policies relating to sexual harassment
Supports programs implemented by the district, department, and campus

Follows job and campus security and safety policies and procedures

Maintains a reasonable record that contributes to an efficient library

Performs assigned duties as they relate to the job description

Performs other duties as assigned by campus administrators




Domain 7:
Climate - The librarian contributes positively to a climate conducive to a


productive and businesslike workplace.

	
	Criteria
	Performance Indicators (Holistic Expectations)

	A.

B.

C.


	The librarian creates

a positive work environment.

The librarian

exhibits positive personal attributes

in dealing with others.

The librarian maintains a library which is easily accessible, physically attractive, and orderly.


	Displays positive work attitude
Works to avoid racism, sexism, and other forms of discrimination in the workplace

Manages conflict appropriately

Encourages feedback and listens carefully

Demonstrates adaptability and flexibility in work situations

Exchanges ideas openly and positively

Is enthusiastic and energetic

Cooperates with others

Demonstrates objectivity, respect, courtesy, and fairness to colleagues, other district personnel, and community members

Avoids the use of stereotypes of sex, race, or ethnicity

Avoids the use of profanity or vulgar language or sarcasm
Commends people in public and criticizes in private
Is open minded and listens carefully before making decisions
Exercises good judgment when making decisions
Responds willingly when called upon for assistance
Uses tact in dealing with others
Works to prevent volatile or emotional situations
Responds to volatile or emotional situations in a professional manner

Arranges materials, equipment for optimum and diverse use by students and faculty

Promotes a relaxed, orderly atmosphere conducive to student learning and positive interaction



Domain 8:
District/Department/Campus/Personal Improvement Goals
	
	Criteria
	Performance Indicators (Holistic Expectations)

	A.

B.


	The librarian achieves district, department, and campus goals for the year.

The librarian specialist achieves personal goals for the year


	


Part D:  Forms


Librarian Summary Appraisal Form


Librarian Appraisal Worksheet(s)


Librarian Performance Observation Form


Performance Goal Form


Intervention Plan Form
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