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Professional Excellence Program

Observation Checklist Form – (LA4)

For Library Media Walk-Through
	LMS
	     
	School
	     

	

	Date of Walk-thru
	     
	Administrator
	     


The Library Walk-through is an additional method of observation that allows the administrator to see the LMS working on the components of Domains 1 and 3. Simply put a check mark to indicate a particular activity. The regular Pre-observation form for teachers can be used to observe the LMS in a classroom/library teaching situation for a class-sized group (Domain 2). Several walk-through’s during the school year should give you a good picture of how the LMS is working through the other domains.  

Scene:  Individual students are in the library reading, working or finding information.  This is library management time for the LMS, other than a scheduled class. This walk-through is done anytime throughout the day and does not have to be planned ahead, except that on the elementary level, you should check to make sure the LMS is scheduled to be in the building. If it is not apparent to you, it will be necessary to ask what the LMS/assistant is doing at times to verify the task

	Observation of library and student activities:

	 FORMCHECKBOX 

	Library atmosphere is inviting and conducive to reading/research (i.e., reasonably quiet, reasonably neat, work areas organized, students engaged in specific activities, etc.)

	 FORMCHECKBOX 

	Students are working at tables or on computers at educationally based activities (e.g., reading, research, etc., although H.S. students are allowed to use their free time to do e-mail).

	

	Observation of Library Media Specialist (LMS) activities:

	 FORMCHECKBOX 

	LMS is working on cataloging materials into Follett system.

	 FORMCHECKBOX 

	LMS is working on locating new materials to add to collection (e.g., reading reviews, checking Books-in-Print, checking Internet/vendor resources for items). 


	 FORMCHECKBOX 

	LMS is working on budget planning or orders.

	 FORMCHECKBOX 

	LMS is working on newsletters, WebPages, or other informational formats to communicate with students/staff/parents.

	 FORMCHECKBOX 

	LMS is working alone or collaborating with another teacher designing lessons for classroom or library teaching curriculum skills.

	 FORMCHECKBOX 

	LMS is assessing achievements of students who have recently been taught curriculum-related lessons.

	 FORMCHECKBOX 

	LMS is instructing students and/or staff (individuals or small groups) to help them learn various skills (e.g., using production tools, searching library catalog or databases, learning about rights and responsibilities of users in regard to intellectual freedom, etc.).

	 FORMCHECKBOX 

	LMS is searching library catalog, databases, and/or other Internet resources to locate supplementary information to enhance curriculum at a teacher’s request.

	 FORMCHECKBOX 

	LMS is working on equipment and/or AV software to maintain, repair or troubleshoot problems for library patrons.

	 FORMCHECKBOX 

	Unless scheduled for a classroom lesson outside the library, LMS is in the library and available to students and staff for consultation or assistance. 


	List below other activities related to Domains 1 or 3 in which you observe the LMS taking part:

	
	     


	Observation of LMS and/or library assistant activities:

	 FORMCHECKBOX 

	LMS and/or assistant are working on library collection doing weeding (removing outdated materials), doing inventory, rearranging or straightening up shelves for easier patron access.)

	 FORMCHECKBOX 

	LMS and/or assistant are working with individual students helping them find information.

	 FORMCHECKBOX 

	LMS and/or assistant are requesting materials from other library sources for patrons (phone calls or e-mail requests via interlibrary loans).

	 FORMCHECKBOX 

	LMS and/or library assistant are processing new materials by unpacking, stamping, covering, linking*, or shelving new books or periodicals.

	 FORMCHECKBOX 

	LMS and/or library assistant are setting up displays or bulletin boards to showcase activities or materials in the library.

	

	Observation of Library Aide/Assistant activities:

	 FORMCHECKBOX 

	Library Aide/Assistant is reading to primary grade level students**.

	 FORMCHECKBOX 

	Library Aide/Assistant is checking books in or out**.

	 FORMCHECKBOX 

	Library Aide/Assistant is organizing and shelving books** that are checked in.

	List below any other activities in which you observe the library aide/assistant taking part:

	
	     


*Library Assistants may do linking in emergency situations, but the LMS is the certified person who does the verification and additional cataloging necessary in Follett. The assistant should not to be in the catalog unless the LMS is working in the library.

**The LMS may be helping with these projects when there are many students in the library on particular days.

	     
	     

	Evaluator
	Date

	     
	     

	Library Media Specialist
	Date
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