Self-Assessment of Principal Appraisal Items


	Instructional Programs

	Item
	Points of Improvement
	Commendable Items

	1. Serves on district-wide committees
	
	

	2. Initiates building-level implementation of district-wide curriculum and instructional programs
	
	

	3. Monitors the administration of district-wide tests and assessments per directions from the Curriculum Office
	
	

	4. Uses staff meetings to create a professional learning community and culture of inquiry
	
	

	5. Monitors classroom instruction per the negotiated agreement timelines, ensures lessons are developed around local / state standards, and offers suggestions for improvement
	
	

	6. Collaborates with administrative center staff in managing / coordinating instructional programs including Title I, Head Start, Pre-Kindergarten, Reading Recovery, Alternative Education, and Vocational Education
	
	

	7. Assists in development and application of technology
	
	

	8. Establishes processes to determine stakeholder (staff, parents, student, community) needs, school effectiveness, and levels of satisfaction
	
	


	Administrative Skills

	Item
	Points of Improvement
	Commendable Items

	1. Develops and utilizes an effective School Improvement Plan
	
	

	2. Encourages and provides opportunity for parental and student involvement in school
	
	

	3. Participates in appropriate / relevant building and district level events, programs and activities
	
	

	4. Is articulate and diplomatic in written and spoken communication
	
	

	5. Develops successful partnerships with various community / business members and groups.
	
	

	6. Is accessible to students, staff and parents
	
	

	7. Establishes clear guidelines for student behavior
	
	

	8. Complies with and demonstrates knowledge of local, state and federal legal requirements including the Policies / Guidelines of the District
	
	

	9. Utilizes effective teaming and shared decision making
	
	

	10. Regularly attends meetings, keeps appointments and is punctual to work
	
	

	11. Demonstrates professionalism / integrity /  honesty / good judgment in performance of job duties
	
	

	12. Promotes a positive school climate which encourages a safe and secure environment
	
	


	Business Department

	Item
	Points of Improvement
	Commendable Items

	1. Ensures that student and employee accident reports are completed and submitted promptly
	
	

	2. Follows district procedures for purchasing
	
	

	3. Returns budget requests by the designated deadline
	
	

	4. Uses budgetary information effectively and appropriately 
	
	

	5. Stays within budget allocations and makes timely budget transfers
	
	

	6. Ensures that receiving reports for merchandise, and up-to-date inventory lists are maintained accurately and submitted in a timely fashion
	
	

	7. Ensures that receipts and activity funds are handled in accordance with District policies
	
	

	8. Ensures that time sheets and staff absence reports are submitted by the designated deadline
	
	

	9. Ensures that fees are promptly and accurately collected, records maintained, and reports for the Business Office prepared
	
	

	10. Ensures that accurate attendance reports are completed by the designated deadline
	
	


	Maintenance Department

	Item
	Points of Improvement
	Commendable Items

	1. Administers responsible maintenance program:
	
	

	    a. Screens requests before submission to central office
	
	

	    b. Ensures that requests are properly prepared
	
	

	    c. Communicates reason for denial of requests to staff in positive manner
	
	

	    d. Cooperates and coordinates with District Director of Maintenance Operations and staff
	
	

	2. Supervises facility maintenance:
	
	

	    a. Involves pupils and teachers in keeping the building clean
	
	

	    b. Ensures that building is safe and clean
	
	

	    c. Ensures that outside area is well-maintained and of good appearance
	
	

	    d. Cooperates and coordinates with Supervisor of Building Operations
	
	

	    e. Completes and submits custodial evaluations with Supervisor of Building Operations in a timely fashion
	
	

	3. Responds promptly to off-hour security problems
	
	

	4. Cooperates with the Maintenance Department on energy conservation and heating/air-conditioning activities
	
	


	Human Resources

	Item
	Points of Improvement
	Commendable Items

	1. Follows District Employment Policies and Procedures
	
	

	2. Monitors non-certified employees’ involvement in their assigned duties and evaluates performance per district timelines
	
	

	3. Demonstrates knowledge of union contracts
	
	

	4. Is involved in professional development activities
	
	


	Special Education/Pupil Services

	Item
	Points of Improvement
	Commendable Items

	1. Establishes, monitors and participates in building-level teacher assistance teams.
	
	

	2. Is knowledgeable of the special education referral process and administers it accordingly
	
	

	3. Attends MDC, IEP, 504, and parent conferences as required or appropriate
	
	

	4. Seeks to include special education students in regular classroom setting to the maximum extent possible
	
	

	5. Adheres to State and Federal regulations when disciplining special education students
	
	

	6. Supervises the day-to-day activities of building special education staff
	
	

	7. Ensures that special education teachers are viewed as part of the entire instructional program
	
	

	8. Includes special education teachers when planning and ordering curriculum materials and supplies
	
	

	9. Keeps the Office of Pupil Personnel Services informed of building special education needs
	
	

	10.Works cooperatively with the Office of Pupil Personnel Services to complete Federal, State and district Pupil Personnel Services
	
	

	11. Participates in the student transfer process (as appropriate)
	
	

	12. Works to assure compliance of Title IX and other important Federal and State Rules and Regulations
	
	

	13. Clearly communicates and employs traumatic events response strategies and practices
	
	

	14. Provides in-service to staff as required (i.e., bloodborne pathogens, Section 504, referral process, etc.)
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