Self-Assessment Instrument





Principal:______________________________________________________   Date:_________________



�

KEY

�	1 - Unsatisfactory			3 - Area of Strength

2 - Needs Improvement		4 - Demonstrates Excellence

�

1.	Communication Knowledge and Skills

·	Demonstrates interpersonal skills

·	Writes and speaks fluently and correctly

·	Writes clear, distinct goals and objectives

·	Communicates assessment data in a compelling fashion

·	Communicates clearly data from student assessment, program evaluation, and benchmarking activities to customers and members of the organization

·	Provides current information on curricular and instructional innovations

·	Communicates school, vision, mission, and goals to stakeholders and others

·	Communicates personnel evaluation policies and procedures clearly, both orally and in writing

·	Understands and communicates linkage between evaluation data and professional development activities

·	Communicates (oral and written) school routines, procedures, rules, and expectations to appropriate others

·	Listens and interacts effectively 

·	Communicates high expectations for student and staff performance

·	Communicates understanding of federal, state, and local laws, policies, and procedures

·	Establishes effective communication systems

�1	2	3	4��2.	Collaboration Processes and Skills

·	Identifies and involves stakeholders

·	Develops collaborative relationships among educators and consumers

·	Coordinates efforts to create and implement a vision for the school

·	Creates teams, involving both members of the organization and customers

·	Models and teaches collaboration skills and processes

·	Builds community (rather than simply responds to community)

·	Demonstrates knowledge of role of local and state social agencies, human service agencies, and other community organizations and develops partnerships with them

·	Involves stakeholders in a variety of activities and processes�1	2	3	4���Self-Assessment Instrument (cont.)

�

KEY

�	1 - Unsatisfactory			3 - Area of Strength

2 - Needs Improvement		4 - Demonstrates Excellence

�



3.	Assessment/Measurement/Evaluation Knowledge and Skills

·	Assesses gaps between current state of the organization and desired state articulated in the vision

·	Able to assemble, analyze, and synthesize assessment data in a compelling fashion

·	Leads benchmarking processes

·	Selects and implements measurement systems and evaluation models appropriate to state goals and student performance standards

·	Designs student assessment programs consistent with school goals and performance standards

·	Interprets, integrates, and prioritizes data from multiple sources

·	Designs, manages, and monitors a comprehensive evaluation program

·	Determines needed revisions and improvements in programs, practices, and organization based on available data

·	Identifies needs for special programs and initiates those programs

·	Recognizes consistency or lack thereof between classroom activities and goals, mission, and vision

·	Identifies and prioritizes student needs, and the needs and expectations of support groups

·	Assesses candidate’s knowledge, skills, values, and commitments

·	Understands and implements state and local personnel evaluation policies and procedures

·	Carries out staff evaluations consistently and objectively

�1	2	3	4��4.	Organizing for Results

·	Leads change processes effecting the school organization

·	Markets change

·	Links school organization to vision

·	Demonstrates appropriate understanding and use of vision and mission statements, goals and objectives

·	Identifies values, beliefs, and commitments in a) school organization, b) community

·	Demonstrates knowledge of alternative organizational structures and invents new ones

·	Uses marketing strategies to develop common understandings of customer needs

·	Provides continuous improvements in service to customers

·	Establishes and maintains a customer focused school

·	Makes use of symbols, ceremonies and traditions to help bring about results

·	Clearly defines roles and responsibilities of all stakeholders and customers�1	2	3	4���Self-Assessment Instrument (cont.)

�

KEY

�	1 - Unsatisfactory			3 - Area of Strength

2 - Needs Improvement		4 - Demonstrates Excellence

�

5.	Planning

·	Demonstrates knowledge of “quality” processes and practices

·	Develops the values, beliefs and commitments that further the purpose of the school, the ability of students to learn, the roles of family and community, and the focus of school activity

·	Understands strategic plans that affect building level and complement the system level

·	Develops the school planning processes including goal setting

·	Translates vision into an action plan

·	Establishes clear, distinct, building level goals and benchmarks of progress toward their accomplishment

·	Leads planning processes that result in plans for multiple areas of need

·	Plans for the future and forecasts such things as student enrollments, facilities, equipment and operating needs over several years

�1	2	3	4��6.	Federal/State/Local Laws & Policies

·	Demonstrates understanding of federal, state and local employment policies

·	Applies laws and policies to supervision and evaluation of personnel

·	Applies knowledge of laws and policies to development of building level policies and procedures and to disciplinary actions

·	Maintains an organization that upholds local, state, and federal laws and policies

·	Implements federal, state, and local laws and policies in multiple areas

·	Understands legal terminology 

·	Provides leadership in overseeing the implementation of laws, policies, and procedures

�1	2	3	4���Self-Assessment Instrument (cont.)

�

KEY

�	1 - Unsatisfactory			3 - Area of Strength

2 - Needs Improvement		4 - Demonstrates Excellence

�



7.	Problem Solving

·	Identifies and dismantles barriers

·	Identifies and solves problems in multiple areas

·	Identifies and resolves equal access problems

·	Empowers staff, students, parents, community. and others by engaging them in identifying and solving problems

·	Identifies day to day challenges in the classroom, recognizes barriers to program delivery, and works with staff to solve these problems

·	Uses mediation and conflict management skills effectively

�1	2	3	4��8.	Innovation

·	Keeps abreast of teaching/learning research and best practices

·	Takes risks that support innovation

·	Thinks creatively and stimulates creativity in others

·	Reframes failures positively, helping the organization learn from them

·	Maintains successful innovations beyond the time of the original implementers and leaders

·	Incorporates innovations into the school in order to produce desired results

·	Encourages and supports innovation

�1	2	3	4��9.	Technology Management	1	2	3	4

·	Applies technological knowledge to the operation of the school, leadership of instructional programs, and human resource development

·	Projects information technology needs and acquires appropriate equipment, hardware and software

·	Assists faculty in utilizing technology as a tool to engage students in academic work and in development of their technology knowledge and skills

·	Uses technology in professional development of self and others

·	Models or has modeled the use of technology

�1	2	3	4���Self-Assessment Instrument (cont.)

�

KEY

�	1 - Unsatisfactory			3 - Area of Strength

2 - Needs Improvement		4 - Demonstrates Excellence

�



10.	School Operations and Management

·	Determines effectiveness of school routines, facilities utilization, and activities supervision

·	Leads analysis of school organization and change processes

·	Demonstrates knowledge of basic school operations

·	Establishes and maintains school routines

·	Protects instructional time and increases learning time

·	Develops a master schedule

·	Creates a safe, secure learning environment

·	Creates a positive climate within the school

·	Identifies and provides programs of interest to students that support goals, mission, and vision

·	Maintains physical repair and appearance of buildings and grounds

·	Maintains an orderly and attractive environment

·	Holds persons accountable for their actions

�1	2	3	4��11.	Fiscal Leadership and Management

·	Markets fiscal needs to school system authorities and stakeholder groups

·	Identifies funding sources and seeks funding

·	Prepares budgets and fiscal plans (annual, multi-year)

·	Establishes and passes regular audits

·	Allocates resources to areas of need

·	Leads stakeholders in budget preparation and allocation of resources to achieve goals, mission, and vision

·	Demonstrates knowledge of state foundation program and accounting procedures

·	Identifies potential funding agencies and prepares proposals

·	Establishes procedures for receiving and disbursing funds and keeping records

�1	2	3	4��

�Self-Assessment Instrument (cont.)

�

KEY

�	1 - Unsatisfactory			3 - Area of Strength

2 - Needs Improvement		4 - Demonstrates Excellence

�



12.	Management of Professional Responsibilities

·	Completes tasks accurately and on time

·	Demonstrates punctuality to work, meetings, and appointments

·	Makes decisions in a timely manner

·	Responds to requests positively

·	Maintains accurate, up-to-date information about  the school and school system

·	Provides information and data in a timely manner and appropriate format

·	Models professional behavior

�1	2	3	4��13.	Leadership of Human Resources

·	Translates evaluation data into effective staff development

·	Differentiates between the needs of experienced and inexperienced teachers

·	Leads staff and students in developing and maintaining building level policies and procedures

·	Develops job descriptions

·	Assesses a candidate’s knowledge, skills, values, and commitments

·	Applies principles of effective supervision

·	Demonstrates a commitment to high expectations for faculty and staff performance

·	Develops orientation and induction programs

·	Able to serve as an instructional coach (capability)

·	Creates professional development opportunities

·	Motivates staff and others

·	Identifies leadership skills involved in teaching and other school functions

·	Identifies unique leadership capabilities of teachers and others and matches them with leadership opportunities

·	Mentors others and identifies others with mentoring capabilities

·	Leads others

�1	2	3	4��



�Interview Scripting Form



Principal Name: ___________________________	Evaluator Name: _______________________



Directions:  This form should be used for scripting or annotating the principal'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



Principal Name: ___________________________	Evaluator Name: _______________________



Directions:  This form should be used for scripting the principal'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 involve school faculty, staff, parents, students, and others in school related decisions and processes?  You may wish to discuss how you use these groups in developing and implementing school mission, vision, goals, objectives, and programs.  

�

Look for: Identification and involvement of stakeholders.  Development of collaborative relationships.  Coordination of efforts and teams to implement vision for the school.

�����



�Interview Scripting Form



Principal Name: ___________________________	Evaluator Name: _______________________



Directions:  This form should be used for scripting the principal'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 success of instruction in your school?  How do you determine the effectiveness of your faculty and staff?  How do you use the data collected?



�

Look for: Ability to assemble, analyze, synthesize assessment data.  Student assessment programs and evaluation activities.  Identification of needs.  Objective staff evaluations.

�����



�Interview Scripting Form



Principal Name: ___________________________	Evaluator Name: _______________________



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

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



Organizing for Results

�

Question Set 3:	Discuss how you organize for accomplishing objectives.  What do you do to ensure that the results you seek are attained?  In your response, discuss how you organize to bring about improvement in student academic performance.



�

Look for: Demonstrated knowledge of alternative organizational structures and change processes.  A strong customer focus. Appropriate use of symbols, signs, and ceremonies.  Well-defined roles and responsibilities.

�����

�Interview Scripting Form



Principal Name: ___________________________	Evaluator Name: _______________________



Directions:  This form should be used for scripting the principal'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 your school?  For example, how do you plan for school improvement?  What do you do to produce your school improvement plan?



�

Look for: Strategic planning that affects building level activities.  Development of a school planning process including forecasting, needs, goal setting, benchmarking, and mission development.

�����

�Interview Scripting Form



Principal Name: ___________________________	Evaluator Name: _______________________



Directions:  This form should be used for scripting the principal'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 instruction in your school?  Please describe how you work with staff to solve problems and meet various challenges in the classroom and the school.

�

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



Principal Name: ___________________________	Evaluator Name: _______________________



Directions:  This form should be used for scripting the principal'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 implement the use of technology by faculty, staff, and others in your school?



�

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



Principal 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 principal and scripting responses to those questions.  Use the back of this form if additional space is needed.

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



�Knowledge/ Skill Area�Question �Response�����







�Pre-Observation Conference Record

Principals





Principal: _____________________________	Date: _________  Time: _________





1.	What events or activities should I expect to see during this observation?  What is the significance of these events/activities?





























2.	How do you see your role in what I’m going to see and what will you be doing?



























3.	Are there special conditions or circumstances of which I should be aware?



�Post-Observation Conference Record





Principal: _____________________________			Date: _________ 





1.	Events/activities observed 















2.	Special conditions observed

















3.	General comments

























4.	Clarification of what was observed (e.g., building maintenance problem)





�School Management Observation

Scripting Form



Principal: _____________________________________    Date: __________    Time: ______________



Communication���Yes	No

___	___	Announcements (specify contents in script)

___	___	Postings (specify contents in script)

___	___	Discussions (specify contents in script)

___	___	Fluency, Grammar, Clarity (specify  in script)

___	___	Other (specify) ____________________

���Organizing for Results���Yes	No

___	___	Students engaged (specify in script)

___	___	Academic work posted (specify contents in script)

___	___	Ceremonies/symbols (specify in script)

___	___	Staff conversation (specify subject in script)

___	___	Other (specify) ____________________

���Innovations���Yes	No

___	___	State of the art instruction (specify in script)

___	___	Facilities (specify in script)

___	___	Routines (specify in script)

___	___	Techniques (specify in script)

___	___	Other (specify) ____________________

���Technology���Yes	No

___	___	Students using technology or products of technology (specify in script)

___	___	Teachers using technology or products of technology (specify in script)

___	___	Equipment in working order (specify in script, if not)

___	___	Assistance (specify type in script)

___	___	Other (specify) ____________________

���Operations���Yes	No

___	___	No disruptions (specify in script)

___	___	Classes begin immediately (specify in script)

___	___	Smooth transitions (specify in script, if not)

___	___	Monitoring (specify type in script)

___	___	Sense of high expectations (specify in script, if not)

___	___	Clean/neat bldg. interior (specify problem in script, if not)

___	___	Clean/neat bldg. exterior (specify problem in script, if not)

___	___	Emergency procedures posted

___	___	Safe environment (exits, doors, etc.)

___	___	Other (specify) ____________________

����School Management Observation

						Pattern Analysis Form		        (Optional Form)



Principal: _____________________________________    				Date: __________    



Knowledge/Skill Area

�Pattern Analysis��Communication

	Interactions

	Print/other

	Expectations









���Organizing for Results

	Student Engagement

	Routines and Activities











���Innovation

	Instruction

	Facilities

	Routines











���Technology Management

	Assistance

	Presence and Use of Technology

	Maintenance









���School Management/Operations

	Protection of Instructional/Learning Time

	Routines and Activities

	Monitoring

	Environment

	Appearance of Buildings and Grounds

����Supervisor’s Review Form





Principal:________________________  Supervisor:__________________________ Date:_____________



Directions: Provide a written synthesis of the principal’s performance in each of the knowledge/skill areas.  Synthesis statements should reflect patterns of behaviors.  The bulleted items under each knowledge/skill area provide examples of behaviors that may be considered in describing the principal’s performance.  Attach additional pages, if needed.



Knowledge/Skill Area

�Synthesis Statements��Federal/State/Local Laws and Policies

·	Upholds laws/policies/guidelines

·	Interprets laws/policies/guidelines

·	Encourages support of laws/policies/guidelines











���Fiscal Leadership and Management

·	Prepares budgets and fiscal plans

·	Establishes and passes audits

·	Demonstrates knowledge of state foundation program

·	Practices sound accounting procedures

·	Establishes procedures for receiving and disbursing funds

·	Seeks additional funding through applications and proposals



���Management of Professional Responsibilities

·	Completes tasks accurately and on time

·	Demonstrates punctuality

·	Responds to requests and circumstances positively

·	Models professional behavior











���Leadership of Human Resources

·	Translates faculty evaluation and student assessment data into effective staff development

·	Applies principles of effective supervision

·	Serves as an instructional coach

·	Motivates staff and others����PRINCIPAL PORTFOLIO ENTRY FORM





Note:  Complete an entry form for each portfolio entry or reference to an entry and place the forms in the appropriate knowledge/skill section of your portfolio.



1.	Principal:  �formtext ��     �



2.	Date of Submission:  �formtext ��     �



3.	Description (e.g., School Improvement Plan, letter from parent, newspaper article, video tape):



	�formtext ��     �





4.	Explanation of Content (What is the content of the entry and who were the intended audiences?):



	�formtext ��     �





5.	In Section A, check all the knowledge/skill areas for which this entry is being submitted.  In Section B, indicate where in the portfolio the entry (material) is located.



A.  Knowledge/Skill Areas�B.  Section Where Entry Material is Located��������formcheckbox ��	Communication��formcheckbox ��	Problem Solving��formcheckbox ��	Communication

��formcheckbox ��	Problem Solving���formcheckbox ��	Collaboration��formcheckbox ��	Innovation��formcheckbox ��	Collaboration

��formcheckbox ��	Innovation���formcheckbox ��	Assessment/Evaluation��formcheckbox ��	School Operations/Mgt.��formcheckbox ��	Assessment/Evaluation��formcheckbox ��	School Operations/Mgt.���formcheckbox ��	Organizing for Results��formcheckbox ��	Fiscal Leadership/Mgt.��formcheckbox ��	Organizing for Results

��formcheckbox ��	Fiscal Leadership/Mgt.���formcheckbox ��	Planning��formcheckbox ��	Ldrship Human Resources��formcheckbox ��	Planning��formcheckbox ��	Ldrship Human Resources���formcheckbox ��	Laws and Policies���formcheckbox ��	Laws and Policies���



6.	Relevancy to Knowledge/Skill Area:



	a.	Specific knowledge/skill area addressed on this entry form:�formdropdown ��



	b.	State how the content of the entry relates to the knowledge/skill area indicated in 6a.  State why the entry is valuable evidence of your knowledge/skills/performance in this knowledge/skill area. (Note: you should provide evidence of your knowledge/skills/activities, not those of others in your building) Please be specific: (attach additional page, if needed)



�formtext ��     �

 �Evaluation Summary Report

Principal System



Principal: 	SSN: 	Date: 

School System: 	School: 

Evaluator: 	SSN: 



�1.	Communication Knowledge and Skills	      1	      2	      3	      4

	(Sources:  surveys, portfolio, interviews, observation)

Comments, justifications, explanations:

���2.	Collaboration Processes and Skills	      1	      2	      3	      4

	(Sources:  surveys, portfolio, interviews)

Comments, justifications, explanations:

���3.	Assessment/Measurement/Evaluation 	      1	      2	      3	      4

	(Sources:  surveys, portfolio, interviews)

Comments, justifications, explanations:

���4.	Organizing for Results	      1	      2	      3	      4

	(Sources:  surveys, portfolio, interviews, observation)

Comments, justifications, explanations:

��

�

�5.	Planning	      1	      2	      3	      4

	(Sources:  portfolio, interviews)

Comments, justifications, explanations:

���6.	Federal/State/Local Laws and Policies	      1	      2	      3	      4

	(Sources:  surveys, portfolio, supervisor’s review)

Comments, justifications, explanations:

���7.	Problem Solving 	      1	      2	      3	      4

	(Sources:  surveys, portfolio, interviews)

Comments, justifications, explanations:

���8.	Innovation	      1	      2	      3	      4

	(Sources:  surveys, portfolio, observation)

Comments, justifications, explanations:

��

�

�9.	Technology Management	      1	      2	      3	      4

	(Sources:  surveys, interviews, observation)

Comments, justifications, explanations:

���10.	School Operations and Management	      1	      2	      3	      4

	(Sources:  surveys, portfolio, observation)

Comments, justifications, explanations:

���11.	Fiscal Leadership and Management 	      1	      2	      3	      4

	(Sources:  surveys, portfolio, supervisor’s review)

Comments, justifications, explanations:

���12.	Management of Professional Responsibilities	      1	      2	      3	      4

	(Sources:  surveys, supervisor’s review)

Comments, justifications, explanations:

��

�

�13.	Leadership of Human Resources	      1	      2	      3	      4

	(Sources:  surveys, portfolio, supervisor’s review)

Comments, justifications, explanations:

��





Areas for Improvement:	1.





	2.





Additional Comments:









Composite Knowledge/Skill Score 

Complete this box for all contract principals or for non-contract principals in school systems adopting a summative component.

�

For a principal to meet the approved “satisfactory” performance standards for the state evaluation model, the sum of the scores for knowledge/skill areas 1 through 13 must equal 36 or more.  Scores of 33-35 are “unsatisfactory, but remediable” and scores less than 33 are “unsatisfactory”

�

					Total of all knowledge/skill scores:         



Principal has met the performance standard marked below: 

	

�

��	       Satisfactory                Unsatisfactory, but remediable                 Unsatisfactory















______________________________________			________________________________

          Principal Signature					Evaluator Signature



Principal’s signature does not necessarily indicate agreement with the results of the evaluation.









�page �6�

Sept 2002



�page �1�

Sept 2002



Sept 2002








