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Part-Time Librarian Evaluation Report Guidelines

Writing an evaluation report concludes a thoughtful review of a peer’s performance. The report consists of a series of evaluation summaries so care must be taken to ensure that each summary is factually based and includes the evidence and reasoning that the evaluator used to reach a specific performance rating decision. The facts and analysis used in the report must justify the conclusions that the evaluator reached. Responses must specifically address criteria listed on the evaluation report form. 
To assist you in filling out the evaluation report, listed below are the components that may be relevant to each question.
1.
The librarian demonstrates depth of academic preparation, competency in the specialty area, and familiarity with library operations and services.

a. Classroom observation

b. Bibliographic Instruction Orientation/Workshop observation



c.    Professional Development contract



d.    Student evaluations

2.
The librarian presents and communicates information in a clear, well-organized and informative manner, using appropriate methods and materials.

a. Classroom observation

b. Bibliographic Instruction Orientation/Workshop observation

c. Student evaluations

d. Faculty & Staff evaluations
3.
The librarian demonstrates reliability, accuracy, and productivity in completing work-related assignments.

a. Any relevant workplace evaluations and/or workplace report
b. Student evaluations

4.
The librarian treats constituents with respect and tolerance, demonstrating patience and a willingness to help when needed, and encouraging other’s participation and questions.

a.   Classroom observation

b.   Bibliographic Instruction Orientation/Workshop observation

c. Student evaluations

d. Faculty & Staff evaluations

5.
The librarian is on duty for the stipulated number of hours per week required by the job assignment.


a.   Faculty & Staff evaluations

b.   Any relevant workplace evaluations/and or workplace report 

