Department of Defense Education Activity Performance Appraisal Form


	Employee’s Name (Last, First, Middle Initial)



	Position Title, Series, Grade

Library Technician, GS-1411-
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	School or Office Location




	Rating Period (From-To)
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	Performance Element

(If critical, check box)
	Satisfactory Performance Standard
	Comments
	
	
	

	1. Instructional Model – Assists student and faculty members in the uses of LAN Columbia Computer System
	 FORMCHECKBOX 

	a) Performs duties of receptionist, and greets and assists visitors.  Answers telephone.

b) Trains and directs student aides in the general operation of the library including computer equipment and computer programs as well as the use of the letter cutter, binding machine and copy machine. 

c) Tracks the circulation and restoration of all library materials via computer automation.

d) Assists faculty, staff members, and students in the use of Library World, the Internet and various computer programs.

e) Supervises student use of the library.
	 
	  
	  
	 


	ELEMENT
	STANDARD
	COMMENTS
	DNS
	S
	E

	2. Provides support services for the library/media center program

     
	 FORMCHECKBOX 

	a) Prepares order for purchase of library materials.

b) Maintains appropriate records utilizing Library World.

c) Inventory all audio-visual equipment except computers and overheads within the library as well as in the classrooms.

d) Inspect and evaluate inventory, sort and discard materials and equipment under the librarian’s discretion.

e) Process incoming materials using the Bar Code System.

f) Operate photocopying equipment, typewriter, laminator, binding machine and letter cutter.
	
     
	  
	  
	

	3. 
	
	1. 
	
	  
	  
	 

	4. Accomplishes related duties pertaining to the proper function of a school library
	 FORMCHECKBOX 

	a) Employs advanced computer skills to modernize the library system.

b) Organizes the public and non-public areas of the library, storage, and work areas.

c) Utilizes data base systems to prepare overdue notices.

d) Orientates new students to the library and assigns library cards and Internet licenses to all new and returning students.

e) Participates in the clearing process of departing students.
	
	
	
	

	ELEMENT
	STANDARD
	COMMENTS
	DNS
	S
	E

	5. Contributes to a positive and disciplined school
	 FORMCHECKBOX 

	a) Presents clear, concise guidelines for student behavior and upholds discipline in a library setting.

b) Enforces school rules and policies.

c) Exercises responsibility for student management throughout the school and during field trips.
	
	
	
	

	5.  Relationship with Students, Staff, and Parents.
	 FORMCHECKBOX 

	a) Remind students of the rules and consequences in a well-modulated speaking voice.

b) Contributes to and/or cooperates with school committees.

c) Assists parent volunteers or classroom visitors.

d) Provide constructive criticism and praise.

e) Fosters communication with students that encourages interaction and feedback.

f) Cooperates with other staff members and school administration and shows a positive attitude toward students, parents, and staff members.

g) Helps to improve student attitude toward schoolwork, studies, peers, and adults.
	
	
	
	


	COMMENTS



	The overall performance rating (defined in the performance appraisal regulation) is based upon the employee’s performance in meeting the requirements of the job performance standards.  Signature indicates that a particular step has been completed and understood by all parties.



	
	Employee
	Date
	Supervisor

(Rating Official)
	Date
	Reviewing Official 
	Date

	Elements/

Standards Set
	
	
	
	
	
	

	Progress Review, 

If Any
	
	
	
	
	
	

	Annual Appraisal
	
	
	
	
	
	

	 FORMCHECKBOX 
  EXCEPTIONAL
	 FORMCHECKBOX 
  COMMENDABLE
	 FORMCHECKBOX 
  FULLY SUCCESSFUL
	 FORMCHECKBOX 
  MINIMALLY ACCEPTABLE
	 FORMCHECKBOX 
  UNACCEPTABLE




SD Form 791-1, FEB 90
DS Form 5430-A, AUG 81


_993991270.bin

_993991271.bin

_993991273.bin

_993991268.bin

