
School Librarian Evaluations – SCLead Process Guide 

Formative/Summative Evaluations 
 
Administrators must ensure that the evaluation model is set as ADEPT 2020 for Special Areas 
and the Evaluation Type is School Librarian in the educator’s evaluation Settings. Also, ensure 
the correct Contract and Evaluation Level are selected.  
 

 
 

1. The School Librarian must sign the Orientation before the evaluation process can begin. 
The orientation date must be entered by the administrator before the librarian can sign. 
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2. Once the orientation has been signed, the librarian’s plan can be created. The school 
librarian should select Plan and then “Start Plan”. Enter the details of the School 
Librarian Plan. Attach any necessary documents. 

 
 
Upon approval of the school librarian’s plan, the evaluation chair and then the school librarian 
must sign the Preliminary Approval Conference. As the plan is discussed throughout the 
evaluation process, signatures must occur for both the Preliminary Evaluation Conference and 
the Final Evaluation Conference. 
 

3. If any goals in addition to the SMART Goals (embedded in the School Librarian Plan) 
are required, the librarian should select Goals, click “Add Goal”, and proceed with 
details of the goal. Signatures from the Evaluation Chair and the Librarian will be 
required for Preliminary Review, Mid-Year Review, and Final Review.  

 
 

4. Evaluators can add Observations by selecting the appropriate tab on the left menu and 
clicking “Add Observation”. The evaluator should add details of the observation date, 
school, etc.) and Submit. Details should be entered for both the pre-conference (required 
questions) and post-conference (self-score to be completed by librarian, which is released 
by evaluator upon conclusion of the observation; evaluator scores are not entered here). 
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Both the evaluator and the librarian must sign the Post-Conference (Observation 
Summary).  

 

 
 

5. Evaluation Conferences must be completed by the evaluator in order to score 
observations. The evaluator must select “Add Worksheet” to enter scores. Only the 
evaluator completing the Worksheet can see the details of the Worksheet. Scores will 
transfer from the Worksheet Form to Scoring. Consensus scoring is completed under the 
Preliminary Cycle Evaluation Conference and the Final Cycle Evaluation Conference 
(Scoring Conference tab). All members of the evaluation team and the School Librarian 
must sign the Evaluation Conferences Summary pages.    
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6. The Professionalism domain is required to be completed for the final cycle. The librarian 
adds the Professionalism Self-Review and the Evaluation Chair/Principal adds the 
Professionalism Review. Only the Final Professionalism Review is required. Both the 
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librarian and Evaluation Chair/Principal must sign the Professionalism Final Review 
Form. 

 

 
 

7. It is optional for the librarian to add Attachments that support the evaluation. 
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8. The Results page of the evaluation will calculate final scores. It provides space for the 
educator and evaluator to provide feedback on the evaluation and for the administrator to 
input recommendations for the next year. The educator, evaluation chair, and district 
administrator should sign the Results page. 
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Goals-based Evaluation (GBE) 
 

1. The School Librarian must sign the Orientation before the evaluation process can begin. 
The orientation date must be entered by the administrator before the librarian can sign. 

 
 
 

2. Once the orientation has been signed, the librarian can click Goals and “Add Goal” to 
enter the details of the Professional Goal. The professional goal should be signed by the 
Evaluation Chair and the librarian at the Preliminary Review, Mid-Year Review, and 
Final Review. 

 

 
 

3. Evaluators have the option to add walkthrough data for the school librarian using the 
Observations feature. Walkthroughs are not required and are not factored into final 
ratings. 
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4. It is optional for the librarian to add Attachments that support the evaluation. 

5. The Results page of the evaluation will display final ratings once the chair has added this 
information. It provides space for the educator and evaluator to provide feedback on the 
evaluation and for the administrator to input recommendations for the next year. The 
educator, evaluation chair, and district administrator should sign the Results page. 
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