Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting or annotating the central office administrator's oral/written communication skills as evidenced through responses to the interview questions.  Use the back of this form if additional space is needed.

-------------------

Communication Knowledge and Skills
	
No Question.  Use space for direct quotes or notes.


	Look for: Appropriate and proper grammar.  Organization, sentence structure, fluidity, and other elements of vocal or written expression.



	
	


Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting the central office administrator's responses to the interview questions.  Use the back of this form if additional space is needed.

-------------------

Collaboration Processes and Skills
	
Question Set 1:
How do you build collaborative relationships?  How do you involve administrators, teachers, staff and others in decisions and processes in areas of your responsibility?  You may wish to discuss how you use these groups in developing and implementing vision, mission, goals, objectives, and programs.

	Look for: Identification of appropriate stakeholder groups.  Development of teams for shared decision-making.  Models/teaches collaboration skills and processes.



	
	


Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting the central office administrator's responses to the interview questions.  Use the back of this form if additional space is needed.
-------------------

Assessment/Measurement/Evaluation
	
Question Set 2:
How do you determine the progress and success of programs/services for which you are responsible? How do you use the data collected, including, but not limited to, student test/assessment data, teacher/staff evaluation data, and data from program/services evaluations in your area of responsibility?

	Look for: Ability to assemble, analyze, synthesize assessment and evaluation data.  Use of student assessment data, needs assessment, benchmarking, teacher/staff evaluation data and other evaluative data and processes.



	
	


Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting the central office administrator's responses to the interview questions.  Use the back of this form if additional space is needed.

-------------------

Organizing for Results
	
Question Set 3:
How do you organize programs and services for which you are responsible to support student learning, the primary mission of the school system?  How do you organize to accomplish the goals and objectives that have been established for your programs/services?  In your response, please discuss how you assessed the need, or lack thereof, for organizational change and when and how you have brought about needed changes.

	Look for: Demonstrated knowledge of alternative organizational structures and change processes.  A strong customer focus.  Well-defined roles and responsibilities.  Linking of efforts to vision and mission of school, particularly academic mission.



	
	


Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting the central office administrator's responses to the interview questions.  Use the back of this form if additional space is needed.

-------------------

Planning
	
Question Set 4:
How do you lead planning in areas of your responsibility?  What planning processes do you regularly use and who do you involve?  For example, how do you plan for improving curriculum and instruction within the school system, if that is an area of your responsibility?

	Look for: Knowledge and use of several planning processes.  Ability to set goals.  Planning for future needs.  Linking of planning to system strategic plan, school improvement plan, other existent plans.



	
	


Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting the central office administrator's responses to the interview questions.  Use the back of this form if additional space is needed.

-------------------

Problem Solving
	
Question Set 5:
How do you go about removing obstacles or barriers to the educational process in the school system and in the programs and services under your supervision?  Please describe how you work with staff to identify and solve problems and meet various challenges in your areas of responsibility. 

	Look for: Identification of problems and solutions.  Mediation and conflict management resolution.  Empowering of staff, students, community and others in identifying and solving problems.



	
	


Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used for scripting the central office administrator's responses to the interview questions.  Use the back of this form if additional space is needed.

-------------------

Technology Management
	Question Set 6:
How do you use technology in your areas of responsibility?  How do you encourage and support technology utilization in the school system?  How do you use it in your own development as an administrator?


	Look for: Application of technology to the operation of school and instructional programs.  Assistance provided faculty and others in the utilization of technology.  Uses of technology in professional development of self and others.



	
	


Clarifying Interview Scripting Form

Central Office Administrator Name: ____________________
Evaluator Name: _________________

Directions:  This form should be used during the Clarifying Interview for listing the questions about the portfolio and/or the written interview submitted by the central office administrator and scripting responses to those questions.  Use the back of this form if additional space is needed.

-------------------

	Knowledge/ Skill Area
	Question 
	Response

	
	


