SAU 16

ADMINISTRATOR SUPERVISION AND
EVALUATION
PROCESS

STATEMENT OF PURPOSE

The purpose of supervision and evaluation in SAU 16 isto improve student
learning by:

Validating excellence in education
Assessing the performance levels of teachers and administrators
Insuring implementation of the prescribed SAU 16 curriculum
Establishing and maintaining high academic standards for all students
Supporting all educators in improving student learning through

e increased opportunities to share ideas and best practices
allowing time for self-reflection
providing meaningful professional development
enhancing cooperation and communication and
providing opportunities for mentoring
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SAU 16 MISSION STATEMENT

The SAU school districts are committed to working together to develop
common standards and values that will result in graduates who are caring,
productive, and contributing members of society.



Process for Administrator Supervision and Evaluation
SAU 16

(NOTE: This document appliesto al those SAU 16 employees who are
hired under an administrator's contract.)

All administrators shall be evaluated on ayearly basis. Every May the
superintendent will present his’her identified SAU goals for the upcoming
school year to the Joint Board. The Superintendent, Assistant
Superintendents and Principals will identify two or three tentative goals for
the upcoming year and submit those goals to his/her respective Board before
the Board's annual goal setting meeting. Ideally, the Superintendent,
Assistant Superintendents, Principals and respective Boards will work
together to establish common goals.

1. The supervision and evaluation process as outlined below will begin prior
to the end of each school year for all continuing administrators and within
the first month of employment for new administrators.

2. By the end of September of each school year, Principals will meet with
their respective staffs to finalize both the school's goals and the teachers
personal goals. The Principal's goals may also berevised at thistimein
order for each stakeholders (Boards, administrators and staff members)
goals to be connected with one another. Revised Principal’s goals should
reflect personal, school and SAU goals. All goals should be connected to
the Core Standards for Administrators.

3. In November, Central Office administrators need to meet with new (first
and second year) Principals to discuss their progress toward attaining
established goals. Likewise, Principals need to meet with all new
administrators in their building to discuss their progress toward attaining
established goals.

4. In January, each administrator will participate in amid-year review. This
review will be in the form of aface-to-face dialogue between the supervisor
and the administrator and the conversation will focus on an assessment of
the individual's progress toward achieving his/her established goals. Written
feedback will be provided by the supervisor. Areas of concern will be



identified and a mentor, agreed to by both parties, will be involved in the
development of an action plan for review in April.

5. By January 15, surveys of administrator performance will be sent to all
staff members. These surveyswill be returned directly to the individual
administrator to be used as a basis for self-reflection in answering two
guestions. What did you glean from the survey information and what
concerns did the survey raise? All surveyswill be returned directly to the
individual administrators no later than February 15th. Signature on the
surveys will be optional. (For larger schools, surveyswill be sent to only
those staff members with whom the administrator had direct contact on a
regular basis.)

6. By April 15th of each year, the supervisor and a representative from the
Central Office will meet with any administrator who is having difficulty
carrying out the tasks identified in his’her job description and/or having
difficulty meeting indicators of progress toward established goals. The
action plan will be reviewed as part of this meeting. (If an administrator
other than a superintendent or assistant superintendent is not going to be
renewed, written notification must be given by April 15th. RSA 189:14-a)

7. In May, each administrator will write a self-reflective piece using the
"Core Standards for Administrators" as abasis for thisreflection. (See
Appendix for recommended approach for using thistool.) The piece will
also include a self-assessment of his’her attainment of the previously
established goals.

The supervisor will prepare awritten summative evaluation which will
include a statement of progress toward established goals and will assess
areas for recommendations and commendations based on the Core
Standards. The supervisee and the supervisor will then meet to discuss the
summative evaluation. The discussion of the summative evaluation and the
self-reflection will result in formalizing new goals for the next school year.
The written summative evaluation will be placed in the administrator's
personnel file. The administrator will have the option to submit awritten
response to the summative evaluation as well as survey results, reports and
other artifacts.



SAU#16
Administrator Evaluation
2004 - 2005

Administrator School

Date
The performance standards below are taken from the Administrator Supervision and Evaluation Process Document.
Please feel free to comment upon any of the statements that you feel applicable to your situation. Please identify
strengths and weaknesses which will help me to grow professionally, and note specific examples whenever possible.
Theresults of this survey will be shared with my direct supervisor. Thank you in advance for your time and effort.
Please feel free to write as much, or aslittle, as you would like. If possible, please cite specific examples.

1 Competencies

e Do deal with all personnél fairly, constructively and professionally?

e Asanadministrator, it ismy obligation to assist staff in the development and implementation of their
personal and professional goals? Do | assist staff in a professional and effective manner?

e Aml| visible and accessible to staff, students and parents?

e Dol maintain a positive work ethic and display alevel of competency that impacts positively on the
day-to-day operations of the school?

2. Curriculum

e Do | promote building-wide academic standards as well as actively working with teachersto improve
instruction and programs?

e Do | demonstrate a knowledge and understanding of student growth and development, as well as
learning theory and applied motivational theory?



3. Climate

e Dol maintain an open, two-way communication with all school personnel?

e Dol maintain a positive approach as well as steadfast composure on a daily basis?

o |sthefaculty and staff empowered in the input for making decisions with an emphasis on school policy
and/or procedures?

e Dol promote, aswell as support, innovations and best teaching practices?

4, Communications

e Dol provide staff with meaningful opportunities to express themselves?

e Do provide forums to enhance instructional/educational improvement?

o Dol demonstrate interpersonal skills and communicate with staff orally, in writing and as alistener?

e Do | communicate effectively with students, parents, colleagues and community?

o Dol keep you up-to-date on not only building activities, but also SAU activities?

Other Comments:



SUPERVISOR RESPONSIBILITIES

Goal setting for continuing administratorswill occur each spring. New administratorswill establish
goalswithin the first month of employment.

Experienced Administrators

Face to face dialogue
between supervisor
and administrator
focusing on progress
toward achieving
goals. Written
feedback provided by

supervisor.

meet with supervisor to
discuss summative
evaluation. Set tentative
goalsfor coming year.

Qf

&prrvisor
New Administrators September
Revise goals, if
necessary
Meet with Central l
Office
Administrator or < November
Building Principal
to discuss progress
on goals.
Face to face dialogue
between supervisor
and administrator v
focusing on progress
toward achieving < January 4| >
goals. Written .
feedback provided
by supervisor.
April
Meet with any administrator
in difficulty.
. . A\ 4
Write self-reflection and
May

Write self-reflection and
meet with supervisor to
discuss summative
evaluation. Set tentative
goalsfor coming year.




DEFINITION OF RUBRIC TERMINOLOGY

Exemplary: (Outstanding Performance) Demonstrates the use of the 5 C's
(Competencies, Curriculum, Climate, Community and Communication)
through product, knowledge, modeling and/or activities at a consistently
high level of understanding and success. Variousinitiatives are
accompanied by creative, well designed plans which may become models
for others. Leadership initiatives align learning activities with the district's
educational goals and objectives. The administrator demonstrates |eadership
and responsibility for hissher own professional growth and is aresource for
all constituencies.

Effective: (Shows evidence of above average performance) Demonstrates
the use of the 5 C's through product, knowledge, modeling and /or activities
at an above average level of understanding and success. Initiatives are
accompanied by plans which model the work of others. Planning and
preparation for meetings and presentations are evident. Leadership
initiatives align learning activities with the district's educational goals and
objectives. The administrator demonstrates responsibility for his’her own
professional growth and is aresource for various constituencies.

Basic: (Meets expectations) Demonstrates the use of the 5 C's through
product, knowledge, modeling and/or activities at an acceptable level of
understanding and success. Initiatives are begun but often need further
development. The administrator demonstrates responsibility for his’her own
professional growth.

Unsatisfactory: (Failsto meet expectations) Does not meet expectations.
An action plan WILL be developed by the administrator and the supervisor.
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CORE STANDARDSFOR ADMINISTRATORS

I. COMPETENCIES

Standard Exemplary Effective Basic Unsatisfactory

1. Establishes Writes long term and short term Writes long term and short term Writes yearly goals that include Y early goals do not include

and adheresto goals; includes specific goals; includes specific objectives specific objectives; utilizes input clearly stated, specific objectives
realistic objectives with detailed with detailed assessment plans; from other sources as goals are

personal goals assessment plans; adjusts goals details resources needed to meet developed.

and objectives regularly based on changing goals, utilizes input from multiple

resources and/or goals' success,
details resources needed to

meet goals, utilizesin- put from
avariety of appropriate sources.

sources as goals are devel oped.

2. Assists staff
membersin the
development of
individual and
school goals

Meets with whole staff yearly Meets with whole staff yearly to Meets with whole staff yearly to Does not meet with individual
to establish school goals. establish school goals. Reviews establish school goals; meets with staff members on aregular basis
Reviews goals frequently goasmid year with full staff. individual staff members at to develop goals. Not consistent
throughout the year. Meets Meets with individual staff beginning of year to develop in reviewing goals at the end of
with individual staff members members at beginning of year to individual professional goals. the school year.

to develop individual goals. develop individual professional Reviews by end of year with each

Reviews as appropriate goals. Reviews mid-year. staff member. Provides foundation

throughout the year. Provides Provides foundation documents documents (SAU and building

foundation documents (SAU (SAU and building goals). goals).

and building goals). and models
of measurable objectives

3. Anticipates
future needs
and actsto
meet those
needsina
systemic
fashion

Principal is highly proactive for
his’her school in obtaining
resources.

Principal is moderately active for
his’her school in obtaining
resources.

Principal attemptsto gain
resources.

Principal does not anticipate
future needs.
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Standard Exemplary Effective Basic Unsatisfactory

4. Secures and Principal hires outstanding Principal hires appropriate Principal hires adequate personnel Principal hires personnel without
assigns the best personnel that will address personnel that will address that will address instructional an adeguate search.

available instructional goals. instructional goals. goals.

personnel

5. Dealswith
al personnel
fairly,
constructively
and
professionally

Good evaluator, communicator and
resource. Follows
guidelines/deadlines as directed by
the school/SAU. Prepped for
meetings, etc... Above level
modeling of teaching practices.
Strong communication skills.

Outstanding evaluator,
communicator and resource.
Guidelines (contract,
supervision practices, SAU
directions) followed. Prompt
and prepared for meetings,
presentations, programs.
Understands and demonstrates
effective teaching practices.
Excellent communication skills.

Average evaluator, communicator
or resource. Meets
guidelines/deadlines. Has
information for meetings,
presentations, programs.
Knowledge of some teaching
practices. Average communicator.

Attempted evaluations,
communications or insufficient
resources. Unreliable with
guidelines/deadlines. |l prepared
for meetings presentations,
programs. One method of
teaching practice. Inconsistent
communicator.

6. Evaluates
financial needs
and develops
budget
accordingly

Outstanding preparation of Effective preparation of budget. Demonstrates preparation of Incomplete preparation of
budget. Precise knowledge of Consistent knowledge of programs, budget. Basic knowledge of budget. No school-wide
programs, back-up and back-up, community resources. programs, back-up, community initiatives. Ineffective
community resources. School- Some school-wide initiatives are resources. Status quo school-wide communicator to school, board,
wide initiatives are developed developed within financia initiatives. Able communicator to community. No assessment of
within financial framework. framework. Strong communicator school, board, community. programs. No use of resources to
Effective communicator to to school, board, community. Informal assessment of programs. supplement budget.

school, board, community. Methodical assessment of Inconsistent use of resourcesto

Thorough assess- ment of programs. Uses resources to supplement budget.

programs is current, important supplement budget.

and cost effective.
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Standard

Exemplary

Effective

Basic

Unsatisfactory

7. Ensures that
al legal
requirements
are met

Develops administrative
procedures which are consistent
with school board policies.
Alerts school board and central
administration as to the relevant
changes in the statute or
regulation established by the
NH Dept. of Ed. Keepsthe
entire school staff informed as
to the laws and policies
regulating their individual roles

Develops administrative
procedures which are consistent
with school board policies.
Monitors all school activitiesto
make sure they follow
requirements as defined by state
laws, school board policies and
administrative regulations.

Alerts staff and school board as to
the laws and regulations when
relative to their individual
assignments.

Allowsillegal or improper action
by any member of the staff
without taking appropriate action
as defined by statute, regulation
or school board policy.

8. Maintainsa
high work ethic
andisa
positive
influence and
role model

Work scheduleis consistent
with contractual demands and
flexible enough to manage the
needs of the school. Does what
has to be done without concern
for the time or energy required
to accomplish the goal.
Demonstrates positive
leadership qualitiesin the
process of resolving sensitive
school issues.

2. CURRICULUM

Work schedule is consistent with
contractual demands and flexible
enough to manage the needs of the
school. All assignments are
completed accurately andin a
timely fashion. Leadership

qualities are evident in pursuing the
goals and objectives of the school.

Works well with the entire staff in
pursuing the goals and objectives

of the school. Works well with the

parents and community
organizations which interact with
the school.

Does not model a high work
ethic. Directs, does not |ead.

9. Insures that
each learner
has appropriate
programming
available

Administrator demonstrates
exceptional knowledge about
curriculum standards and
inspires staff to meet the
individual learning styles and
developmental needs of each
student. Facilitates high quality
staff development through
workshops, curriculum
dialogue and shared expertise
with colleagues.

Administrator demonstrates
knowledge about curriculum and
encourages staff to meet the
developmental and individua
needs of each student
Administrator is knowledgeable

about standards and offers
opportunity for staff devel opment
through workshops.

Administrator demonstrates
knowledge about curriculum and
checks to see that staff follows the
curriculum guidelines. Some
attention is given to individual
needs of students and staff
development is offered in aloose
and undefined fashion.

Administrator pays little or no
attention to curriculum. Little or
no emphasisis given to meeting
the individual needs of students.
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Standard Exemplary Effective Basic Unsatisfactory

10. Supports Administrator demonstrates Administrator devises an effective Administrator provides staff Staff is on their own in selecting
staff exemplary ability to work with staff development plan that development opportunities and staff development opportunities.
development staff and community to identify addresses needs within the school supports attendance of staff at local

activities, areas of need for staff and provides support as follow up. and state workshops and

locally and development and develops an Current research and best practices conferences.

throughout the exceptionally high quality staff are studied and integrated into staff

SAU development plan. Current devel opment.

research and best practices are

studied and integrated into plan.
Units are shared within the
school and within the SAU.

11. Follows Supervision and evaluation Supervision and evaluation process Staff members benefit from the The supervision/evaluation
supervision and techniques promote techniques promote growth supervision and evauation process does not meet guidelines
evaluation extraordinary growth amongst amongst the staff members. Best techniques utilized. Best practices established SAU-wide. The
process as al staff members. Best practices are utilized by a magjority are encouraged to be used to help supervisor does not have the
required by practices are utilized by all staff of staff and students are succeeding students succeed. Plansfor required knowledge about best
master helping students to succeed at a and progressing. Plans for remed- remediation/improvement are practices. He/sheisineffectivein
agreement, high rate. Plansfor remedia- iation/improvement are provided provided as needed. providing plans for
acknowledges tion/improvement are of the on an as needed basis. The remediation/improvement.

best practices, highest caliber and are provided supervisor is considered a

and develops on an as needed basis. Super- collaborative coach and resource to

plans for Vvisor is considered a collabora- staff.

remediation tive coach and resource to staff.

12. Involves The administrator and hisher The administrator and his/her staff The administrator involves The administrator does not
appropriate staff provide leadershipin areinvolved in evaluating and appropriate staff in the evaluation involve the appropriate staff in
staff and others evaluating and enhancing the enhancing the SAU curriculum on of the SAU curriculumon a the evaluation of the SAU
inthe SAU curriculum at all times. asystemic basis. systemic basis. curriculum.

evaluation of
the curriculum
on asystemic
basis
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Standard Exemplary Effective Basic Unsatisfactory
13. The administrator provides The administrator is available and The administrator has knowledge The administrator does not

Demonstrates |eadership and guidance to able to guide higher staff regarding about developmentally appropriate demonstrate an understanding of
an higher staff regarding developmentally appropriate techniques. The administrator developmentally appropriate
understanding developmentally appropriate techniques. Staff members use the shares this knowledge when called techniques.

of social, practices. Staff members administrator to support ideas upon by his/her staff.

emotional and utilize the administrator as a around curriculum-related issues.

cognitive needs support person for curriculum-

of students related issues.

3.CLIMATE
14. Tries new The administrator is The administrator consistently The administrator has some The administrator uses arigid
approachesto knowledgeable of and utilizes seeks creative solutions to knowledge of innovative and inflexible approach to school
situations and innovative "best practice’ educational issues/practices. | eadershi p/management techniques. |eadership and management.
isflexible and |eadership and management He/sheisreadily available to assist He/she demonstrates and utilizes
open-minded techniques. He/sheregularly staff, students and parents with an established personalized

welcomes new ideas and solving problems that may occur in |eadership style for managing the

educational practices. He/she the educational setting. school.

successfully encourages and
accommodates change to the
benefit of students or staff.

15. Empowers The administrator actively The administrator consistently The administrator has some The administrator does not

staff provides leadership and supports innovative and creative knowledge of new instructional encourage the staff towards
guidancein assisting staff educational practices that enhance methodology and strategies. innovative instructional
towards identifying current successful instruction. Staff He/she encourages staff members techniques or active involvement
research-based "best practice" members are consistently to actively participate in the overall within the school setting.
instruction. Staff members are encouraged and recognized for school community.
regularly encouraged to expand their active involvement with
their repertoire of innovative various classroom and extra-

teaching techniques and their curricular activities.
participation in a variety of
curricular and extra-curricular
activities.
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Standard Exemplary Effective Basic Unsatisfactory
16. Promotes Implements staff and student Encourages recognition of staff and A system of recognition is evident Fails to meet the basic level. No
high recognition programs which students for their achievements. in the organization, yet largely system of recognition for staff
expectations recognize achievements of both Staff and students are aware of employed by the efforts of others. and studentsisin place.

for staff and groups. Programs are created opportunities for recognition yet Students are recognized for various

students and which are consistently part of are uncertain asto their consistent achievements yet little recognition

provides the school culture and serve as implementation. of staff is evident.

recognition for models for others,. Staff and

excellencein students are made aware of

achievement opportunities for recognition by

and for one another through
administrative efforts. Honors
staff and student achievements

17. Manages
school facilities
by supervising
and
communicating
with
appropriate
personnel to
maintain a
clean, safeand
orderly
environment

Initiates communication with
appropriate personnd to create
and develop plansto ensure a
clean, safe and orderly
environment. Demonstrates a
thorough understanding of
OSHA regulations. Students
demonstrate an awareness of
their expectations regarding
school cleanliness, safety, and
orderliness.

Communicates regularly with
appropriate personnel, serves asa
conduit between students/staff and
other agentsin maintaining a clean,
safe, and orderly environment.
Demonstrates a basic
understanding of OSHA
regulations. Continually advocates
for the safety of students and staff.

Has begun to establish regular
communication with appropriate
personnel to create a clean, safe,
and orderly environment. Although
cleanliness and maintenance are
adequate, evidence of
administrative advocacy to ensure
aconsistently safe, clean and
orderly environment is lacking.

Does not maintain and/or does
not communicate effectively to
create a safe, clean and orderly
environment. Needs to develop a
plan to ensure a safe and clean
school.

18.
Demonstrates

an
understanding
of social,
emotional and
cognitive needs
of students

Creates an atmosphere of
understanding, learning, and
support for students' social,
emotional and cognitive needs
and growth. Provides
exemplary in-service training,
creates teams and student
leadership activities to ensure
this positive environment.
Models ethical and lawful
behavior.

Fosters an atmosphere of
understanding, learning, and
support of students’ social,
emotional, and cognitive needs and
growth. Providesin-service
training, develops crisis and other
teams and student |eadership
activities to promote this positive
environment.

Demonstrates an understanding of
social, emotional and cognitive
needs of students. Encourages staff
understanding and providesin-
service training for staff who need
remediation.

Does not demonstrate a clear
understanding of social,
emotional, and cognitive needs of
students. Needs to create aplan
to foster self, staff and student
growth in these areas.
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4. COMMUNITY

Standard Exemplary Effective Basic Unsatisfactory
19. Supports Attends, whenever possible, co- Provides leadership, supervision, Regularly supports and attends Does not support or attend after
the student curricular and all other after and support for co-curricular and after school/evening activities. school/evening activities. Needs
community by school/evening activities. after school/evening activities. to develop a schedule to attend
attending and Recognizes changes in student after school/evening activities.
supervising needs and provides activities to
after meet those needs.
school/evening
activities

20. Represents
the school
community by
participating on
local, SAU,
State or
National
committees or

Boards

Elected or appointed to a
|eadership position on alocal,
SAU, State or National board
or committee of a professional
or community or community
organization.

Volunteers for leadership position
on loca or SAU board or
committee of a professional or
community organization.

Belongs to state or national
professional organization.
Explores leadership positions
available at thelocal, SAU, State
or National level in community or
professional organizations.

Does not belong to any
professional or community
organizations.

21. Isinvolved
in community
and /or parent
activities that
support student
learning

Creates a culture which
encourages community/parent
activities resulting in a school
which isamodel for student
learning and a school
environment that is the center
of its community.

Plans and participates in regularly
scheduled community/parent
activities to expand
community/parent involvement in
thelife of the school.

Participates in routine
community/parent activities.

Does not participate in
community/parent activities.
Needs to develop aplan to
become involved in
community/parent activities.
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Standard

Exemplary

Effective

Basic

Unsatisfactory

22. Isvisible
and accessible
to staff,
students and
parents

Isamodel for visibility and
accessibility to staff, students
and parents. Seeks out regular
interaction and responds to
continuous feedback.

Isvisible and accessible to staff,
students, and parents. Invites
regular interaction and feedback.

Isvisible and accessible to staff,
students, and parents.

Isnot visible or accessible and
does not interact regularly with
staff, students, or parents. Needs
to develop strategies to create
visibility and accessibility.

23. Handles
crisis situations
with students
and staff in a
professional
manner

Recognizes the signs which
indicate acrisis situation is or
may be developing.
Anticipates the need for action
to head off potential crisis
situations. Works well with
staff and/or studentsin the
development of strategiesto
confront a crisis situation.
Provides leadership in the
development of acrisisteam to
deal with problems.

5. COMMUNICATION

Works well with the staff and/or
students on the development of
strategies to confront crisis
situations. The emergency
response plan is reviewed with
staff to insure every individual

understands how to deal with
specific crisis situations that may
develop within the school.

Works well with staff and/or
students in the development of
strategies to confront crisis
situations. Follows all procedures
outlined in the school's emergency
response plan.

Staff not involved in the planning
for emergency situationsand is
not prepared to respond in a
manner consistent with the
school's emergency response
plan.

24. Works with
school boards

Works cooperatively with the
office of the Superintendent in
the preparation and/or
presentation of al relevant
matters to the local school
board. Provides appropriate
levels of information to the
board in regards to the day-to-
day operation of the building
and is proactive in the
preparation of
recommendations to the Board.

Works cooperatively with the
office of the Superintendent of
Schoolsin the preparation and/or
presentation of all relevant matters
to the local school board. Prepares
appropriate agendafor school

board meetings and develops
recommendations for their
consideration. Keeps the school
board informed as to concerns or
problems that occur at any time
durina the school vear.

Works well with the office of the
Superintendent in the preparation
of agendaitems for school board
action. Keepsthe board informed
asto the operation of the school
and is reactive to their concerns or
direction.

Fails to advise Superintendent or
school board as to the needs of
the school. Recommendations
are not prepared in atimely
fashion nor do they adequately
provide the board with suitable
options.
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Standard Exemplary Effective Basic Unsatisfactory

25. Keepsthe Initiates contact with the central Submits information regarding Sporadically submits information Rardly if at all submits

central office office on aregular basis. school activitieson aregular basis. to the central office regarding information to the central office
informed on Submits information regarding Informs central office whenever a school activities. Usually informs regarding school activities. Does
issues, needs, school activities by submitting problem occurs that is beyond the central office whenever aproblem not inform the central office
administrative aweekly or monthly calendar realm of day to day operations. occursthat is beyond the realm of whenever a problem occurs that
decisions and and/or newd etter. Consistently Generally anticipates problems and day to day operations. is beyond the realm of day to day
operations of anticipates problems and informs central office whenever operations.

the school informs central office one occurs that is beyond the realm

administration whenever one
occursthat is beyond the realm
of day to day management
problems.

of day to day management
problems.

26. Works with
administrative
team

Volunteers to work with other
members of the administrative
to solve problems and work on
special projects that affect al
schoolsin the SAU. Shares
school calendar and scheduled
activities with all members of
the team. Anticipates issues as
aresult of scheduling conflicts.
I's constantly willing to share
resources with other team
members.

Willingly accepts assignment to
administrative sub-committees.
Works with other members of the
administrative team on occasion to
solve problems affecting all
schoolsin the SAU. Works to

resolve issues as aresult of
scheduling conflicts. Willing to
share resources with other
members of the team.

Works with other members of the
administrative team when assigned
to do so. Shares school calendar
and scheduled events when asked
to do so.

Is not willing to resolve issues
with other members of the
administrative team. Does not
share information about calendar
events and scheduled activities.

27.
Demonstrates
interpersonal
skills and
communicates
with various
constituencies
oraly, in
writing and as a
listener.

A. Practices exemplary
listening and speaking skills:
Listensfor all perspectives and
recognizes that speaking creates
redlity. Creates a positive image
when listening and speaking.

Practices appropriate listening and
speaking skills: Listensfor all
perspectives and recognizes the
protocol, strengths and weaknesses
of telecommunications. Is
prepared in formal speaking
forums and demonstrates
extraneous speaking skills.

Practices acceptable listening and
speaking skills: Respondsto
congtituentsin al forms of
communications and recognizes the
protocol, strengths and weaknesses
of telecommunications. Is

prepared in formal speaking
forums and in extraneous speaking
situations, but conveys a hesitant,
less comfortable demeanor.

Does not practice effective
listening and speaking skills:
Seldom listens for their
perspectives and does not
recognize the protocol, strengths
and weaknesses of
telecommunications. Is
unprepared in formal speaking
forums and demonstrates poor
extraneous speaking skills.
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Standard Exemplary Effective Basic Unsatisfactory

B. Recognizes the protocol,

strengths, and weaknesses of

telecommunications. Iswell

prepared for all formal speaking

forums and demonstrates

excellent extraneous speaking

skills.
28. Prepares Reports are submitted to the Reports are submitted to the Reports are submitted to the Reports have to be continually
and submits appropriate appropriate person/group/agency appropriate person/group/agency requested by the appropriate
timely and person/group/agency by the by the established deadline, are by the established deadline, but are person/group/agency because
accurate reports established deadline. They are well organized, accurate and lacking detail, occasionally hard to deadlines are ignored and

read, contain limited organization
and only the minimal information.

information isincomplete and
inaccurate.

well organized, accurate,
thorough, and addresses all
aspects. Recommendations for
consideration are submitted
when suitable.

thorough.




