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GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Accounts Payable

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Admin. Asst./Field Representative

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Administrative Assistant Special Education

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:

.



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Administrative Assistant I Business Office

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Administrative Assistant to Director of I.D.E.A.

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Administrative Assistant II Board Secretary / Maintenance

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT 
  
 Position: Administrative Assistant III (Payroll) Location: Business Office 
  
 Reports to: Business Manager    Classification: Classified 
  
 Work Year: 260 days     Salary: Range 15 
  
  

Summary or Purpose: 
 Assist in the administration of the district's business affairs to provide the best possible educational services with the  

financial resources available. 
  
  

Qualification Requirements: 
  Ø Degree in Business or Accounting, or substitute year by year relevant experience 
  Ø Prior demonstrated experience 
  Ø Such alternatives to the above qualifications as the Board may find appropriate and acceptable. 
  

  
  

Performance Responsibilities: 
 To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The   
             requirements listed below are representative of the knowledge, skills, and/or abilities required.  Reasonable 
             accommodations may be made to enable individuals with disabilities to perform the essential functions. 

  
 1. Process and reconcile all employment contracts, employment agreements, use of leave, and retirement contributions. 
 2. Process all certified and classified payroll, including deductions for withholding tax, pension, Social Security, AFLAC,   
             flexible spending, life insurance, health insurance, and other required salary deductions. 
 3. Record and file all required employment documents, employment certifications and physical exams as required by law. 
 4. Process all requests for employment verifications of service and transfer of leave. 
 5. Operate computers, calculators, copiers, and facsimile machines. 
 6. Assist with the internal auditing of school accounts as requested. 
 7. Perform other duties as assigned.  
 



Physical Requirements 
 The physical demands described here are representative of those that must be met by an employee 
 to successfully perform the essential functions of this job. Reasonable accommodations may be 
 made to enable individuals with disabilities to perform the essential functions. 
  
 While performing the duties of this job the employee is regularly required to sit; stand; walk; use 
 hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The 
 employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is 
 occasionally required to climb or balance. 
  
 The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by 
 this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
 ability to adjust focus. 
  

Environmental Conditions 
 The work environment characteristics described here are representative of those an employee 
 encounters while performing the essential functions of this job. Reasonable accommodations may be 
 made to enable individuals with disabilities to perform the essential functions. 
  
 While performing the duties of this job the employee is occasionally required to travel to other cities 
 around the state. The employee must be willing and able to fly in small and large commuter planes. 
  
 The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the 
Board’s policy on Evaluation of Personnel.



GALENA CITY SCHOOL DISTRICT 
Evaluation Form 

  
Administrative Assistant III (Payroll)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the 
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.

Process and reconcile all employment contracts, employment agreements, use of leave, and retirement contributions.

 E    S    N

Process all certified and classified payroll, including deductions for withholding tax, pension, Social Security, AFLAC, 
flexible spending, life insurance, health insurance, and other required salary deductions.

Record and file all required employment documents, employment certifications and physical exams as required
by law.

Process all requests for employment verifications of service and transfer of leave.

Operate computers, calculators, copiers, and facsimile machines.

Assist with the internal auditing of school accounts as requested.

Perform other duties as assigned. 

Evaluator’s Comments:

Comments may be written at the end for any or all indicators: 
E = Exemplary S = Satisfactory N = Needs Improvement

Administrative Assistant III (Payroll) Comments:

The signatures below indicate that the Administrative Assistant II (Payroll) and evaluator have discussed this report and have 
received a copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature

Administrative Assistant III (Payroll) Signature



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Administrative / Board Secretary

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Assistant Cook I

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:
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Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Assistant Cook II

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



�

GALENA�CITY�SCHOOL�DISTRICT�

�
Position:� Assistant�Director�of�I.D.E.A.� Location:�I.D.E.A.�Field�Office�

�

Reports�to:� Director�of�I.D.E.A.� Classification:� Certified�

�

Work�Year:� 220�days� Salary:��DOE� �

Summary�or�Purpose:�
Within�the�limits�of�law,�board�policies�and�regulations,�administrative�rules,�and�instructions�from�the�
Superintendent� of� Schools� or� designee,� the� IDEA� Assistant� Director� is� responsible� for� providing�
support� to� the� Director� of� IDEA� in� the� daily� operation� of� the� program.� � In� addition,� the� Assistant�
Director� is� also� responsible� for� assisting� the� homeschooling�parents� of� all� students� in� the� teaching�
and� learning� processes.� � The� goal� of� this� assistance� is� student� acquisition� of� basic� skills� and�
knowledge� as� identified� by� district� curriculum� guidelines.� The� Assistant� Director� will� supervise� all�
instruction�provided�for�students�and�monitor�that�instruction�is�individualized�and�parent-directed.���

�

Qualification�Requirements:�
Ø� Alaska�Professional�Teaching�Certificate�and�Alaska�Type�B�Administrative�Certificate�required.�
Ø� Three�years�teaching�experience�in�education�required.�
Ø� Two�years�administrative�experience�required.�
Ø� Cultural�awareness,�sensitivity,�and�knowledge�of�the�cultures�reflected�required.�
Ø� Knowledge�of�Home�Schooling�movement�and�Distance�Education�models�preferred.�
Ø� Such�alternatives�to�the�above�qualifications�as�the�Board�may�find�appropriate�and�acceptable.�
�

Performance�Responsibilities:�

To� perform� this� job� successfully,� an� individual� must� be� able� to� perform� each� essential� function�
satisfactorily.� � The� requirements� listed� below� are� representative� of� the� knowledge,� skills,� and/or�
abilities�required.��Reasonable�accommodations�may�be�made�to�enable� individuals�with�disabilities�
to�perform�the�essential�functions.�
�

1.� Supervise�and�evaluate�IDEA�Field�Office�operations�and�staff.�
2.� Oversee�evaluations�of�all�certificated�personal�in�IDEA.�
3.� Provide�oversight�of�accreditation�processes�and�compliance.�
4.� Assist�families�as�requested�with�miscellaneous�needs�(curriculum�advice,�research�subject�matter�

questions,�finding�scholarships,�writing�Individual�Learning�Plans,�financial�forms,�IDEA�timelines,�
etc.)�

5.� Provide�oversight�of�all�certificated�staff�as�they�evaluate�and�process�paperwork�in�a�timely�manner�
(ILP’s,�ILP�Amendments,�PR’s,�HS�Evaluations,�Work�samples,�etc.)�

6.� Provide�oversight�of�all�certificated�staff�as�they�plan�and�administer�standardized�testing;�provide�
prep�workshops�for�testing�

7.� Provide�oversight�of�all�certificated�staff�as�they�sponsor,�plan�and�prepare�events�(science�fair,�
graduation,�spelling�bee,�battle�of�the�books,�etc.)�

8.� Respond�to�email�in�a�timely�manner,�communicate�with�families�and�staff�frequently�with�email��
9.� Provide�oversight�of�all�certificated�staff�as�they�maintain�teacher�contact�notes�in�data�base�
10.�Assist�walk-in�families�and�cover�for�staff�on�vacation�
11.�Assist�families�with�high�school�planning�and�monitor�progress�toward�graduation�as�needed�
12.�Review�high�school�transcripts�for�accuracy�
13.�Perform�other�duties�as�assigned.�

�

�



�

GALENA�CITY�SCHOOL�DISTRICT�

Physical�Requirements�
The�physical�demands�described�here�are�representative�of�those�that�must�be�met�by�an�employee�
to� successfully� perform� the� essential� functions� of� this� job.� � Reasonable� accommodations�may� be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�regularly�required�to�sit;�stand;�walk;�use�
hands�to�finger,�handle,�or�feel�objects,�tools,�controls;�and�reach�with�hands�and�arms.��The�
employee�frequently�is�required�to�stoop,�kneel,�crouch,�or�crawl�and�talk�and�hear.��The�employee�is�
occasionally�required�to�climb�or�balance.�

The�employee�must�regularly�lift�and/or�move�up�to�40�pounds.��Specific�vision�abilities�required�by�
this�job�include�close�vision,�distance�vision,�color�vision,�peripheral�vision,�depth�perception,�and�the�
ability�to�adjust�focus.�

Environmental�Conditions�
The� work� environment� characteristics� described� here� are� representative� of� those� an� employee�
encounters�while�performing�the�essential�functions�of�this�job.��Reasonable�accommodations�may�be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�occasionally�required�to�travel�to�other�cities�
around�the�state.��The�employee�must�be�willing�and�able�to�fly�in�small�and�large�commuter�planes.�

� The�noise�level�in�the�work�environment�is�usually�low�to�moderate.��

�
�
�
EVALUATION:��Performance�of�this�job�will�be�evaluated�in�accordance�with�provisions�of�the�
Board’s�policy�on�Evaluation�of�Professional�Personnel.�
�
�
Approved�by:�_______________________________� � ���Date:�_________________��
�
�
Reviewed�and�agreed�to�by:�___________________� � ���Date:�_________________��
� � � � ��������(Incumbent)�

�

�

�

�

�

�

�

� �
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2 Assessment�Overview
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9-10 Educator�Performance�Rating�w/�Signatures

Galena�City�School�District�

Principals/IDEA�Director/IDEA�Assistant�Director�

Evaluation�Handbook

Formal�Evaluation�Instrument

1



•�Increase�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�skills�and�knowledge�of�effective�

assessment�and�instruction�practices

•�Focus�on�the�Principal’s,�IDEA�Director’s,�and�IDEA�Assistant�Director’s�commitment�to�

continuously�improve�practice�so�that�student�learning�is�enhanced

•�Focus�the�school’s�and�district’s�commitment�to�continuously�improve�instruction�and�

assessment�so�that�student�learning�is�enhanced

•�Serve�as�a�guide�for�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�to�reflect�upon�and�self-

assess�their�own�professional�growth

•�Ensuring�alignment�with�school�and�district�improvement�plans

•�Guide�professional�development�for�principals/site�administrators

•�Serve�as�a�tool�to�support�coaching�and�mentoring�programs�for�Principal,�IDEA�Director,�and�

IDEA�Assistant�Director

•�Focus�on�the�collection�of�credible�evidence�about�Principal,�IDEA�Director,�and�IDEA�Assistant�

Director�performance

Purpose

Evaluation�is�a�continuous�process�and�may�occur�between�scheduled�periods�at�the�request�of�the�

Principal/IDEA�Director/IDEA�Assistant�Director�or�the�Principal’s,�IDEA�Director’s,�and�IDEA�Assistant�

Director’s�immediate�supervisor�or�any�higher�supervisor.

The�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�performance�evaluation�process�will�

promote�professional�growth�and�increased�student�learning�by�integrating�the�following�

areas.

All�Domains�are�assessed�through�a�review�of�the�evidence�provided�by�the�Principal,�IDEA�Director,�

and�IDEA�Assistant�Director;�conferences�between�the�evaluator�and�the�Principal,�IDEA�Director,�and�

IDEA�Assistant�Director;�input�from�a�variety�of�sources�(staff,�parents,�students,�community)�and�

observations�conducted�by�the�evaluator�and�other�district�personnel.

Assessment��Methodology

Evaluative�Process

2



Possible�evidences�for�all�domains�may�include�evidences�aligned�with�the�District�Strategic�Plan�and�

goals�and�plans�aligned�with�AdvancED�Accreditation:��������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������

Evidences

•�Statement�of�School�Mission,�Vision,�and�Core�Values

•�School�Improvement�Plans

•�Program�Development

•�Documented�Use�of�Formative�Assessments

•�Existence�and�Work�of�Collaborative�Teams

•�Department/Collaborative�Team�Meeting�Agendas�and�Summary�Notes

•�Teaming�with�Community�Agencies

•�Conference�Attendance�and�Follow-up�Reports

•�Graduation�Rates

•�In-service�Agendas

•�Master�Schedules

•�Student�Handbooks

•�Staff�Handbooks

•�Grant�Applications

•�PAC�Agendas/Minutes

•�Student�Achievement�and�Assessment�Data

•�Student�Discipline�Data

•�Student�Attendance�Data

•�Monthly�Letters�to�Stakeholders

•�Monthly�Newsletters

•�Parent�Survey�Data

•�Student�Survey�Data

•�Staff�Survey�Data

3



Educator�Name:

Position:

Evaluator�Name:�

Date:

Galena�City�School�District

GCSD�Principal/IDEA�Director/Asst�Director
Formal�End�of�Year�Evaluation�Instrument

It�is�the�belief�of�the�Galena�City�School�District�that�evaluation�can�be�an�effective�tool�to�improvement�of�

performance.��It�is�the�Goal�of�this�evaluation�to�effect�change�in�the�direction�of�continually�increasing�

professional�excellence.�The�Alaska�Content�Standards�for�Administrators�are�utilized�as�the�foundation�of�

this�evaluation�tool.

Establishing�Level�of�Support:�Use�component�ratings�to�establish�domain�ratings.�To�roll-up�component�

ratings�into�five�domain�ratings,�evaluators�will�use�the�following�operating�principles:�

•�Exemplary:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Exemplary�if�the�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�has�received�Exemplary�ratings�in�at�

least�half�of�the�components�of�the�domain,�with�the�remaining�components�rated�no�lower�than�

Proficient.�

•�Proficient:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Proficient�if�the�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�received�no�more�than�one�

component�rated�Basic,�with�the�remaining�components�rated�Proficient�or�Exemplary.

•�Basic:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�Basic�if�the�

Principal,�IDEA�Director,�and�IDEA�Assistant�Director�received�no�Unsatisfactory�component�rating�and�two�

or�more�Basic�component�ratings.

•�Unsatisfactory:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Unsatisfactory�if�any�one�component�is�rated�Unsatisfactory.

4



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐
Observing�teachers�frequently�and�providing�the�teacher�with�

effective�coaching�and�feedback

Components

Supporting�the�development�of�a�school�wide�climate�of�high�

expectations�for�student�learning�and�staff�performance

Demonstrating�knowledge�of�current�major�curriculum�design�

models,�including�standards-based�curriculum

Leading�or�facilitating�the�development�of�formative�

assessments,�individual�student�learning�plans,�progress�

monitoring�approaches,�Intervention�team�meetings,�data�team�

meetings,�or�similarly�focused�staff�activities�

Maintaining�school�or�program�level�records�of�student�learning�

and�communicating�students’�progress�to�the�appropriate�

individuals�or�entities
Facilitating�staff’s�alignment�of�materials,�curricula,�methods,�

and�goals�and�standards�for�student�performance

Evidences�and�Artifacts�

Domain�1:�Providing�Leadership,�Guiding�Instruction�and�Supporting�Effective�Learning�

Environments

5

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Developing�tools�and�processes�to�gather�needed�

information�from�students,�staff,�and�the�community

Using�information�to�determine�whether�student,�school,�or�

program�goals�have�been�met�and�implementing�changes�when�

appropriate

Interpreting�assessment�information�and�evaluation�for�others

Aligning�programs�to�meet�desired�standards�or�goals

Domain�2:�Providing�Staff�Professional�Development�to�Meet�Student�Learning�Needs

Domain�3:�Utilizing�Assessment�and�Evaluation�Information�About�Students,�Staff,�and�Community�

in�Making�Decisions
Components

Supervising�or�arranging�for�the�supervision�of�staff�for�

the�purpose�of�improving�student�learning,�demonstrating�

the�ability�to�apply,�as�appropriate,�both�collegial�and�

hierarchical�models

Evidences�and�Artifacts�

Components

Working�with�faculty�and�staff�to�identify�individual�and�

group�professional�development�needs�and�to�design�

appropriate�staff�development�opportunities

Evaluating�and�coaching�staff�for�the�purpose�of�

improving�student�learning�and�making�recommendations�

about�retention

Participating�in�the�hiring�of�new�staff�based�upon�needs�

of�the�school�and�district�priorities

6

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Components

Evidences�and�Artifacts�

Acting�in�accordance�with�federal�and�state�statutes,�

regulations,�and�other�laws

Board�policies�are�implemented�and�adhered�to

Administering�contracts�and�financial�accounts�

responsibly,�accurately,�efficiently,�and�effectively

Confidentiality�of�school�records�are�adhered�to

Domain�4:�Acting�in�Accordance�with�Established�Laws,�Policies,�Procedures,�and�Good�Business�

Practices

Holds�all�school�staff�accountable�to�personal�and�

professional�code�of�ethics

7

Select�One
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Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Evidences�and�Artifacts�

Components

Supporting�and�respecting�the�responsibilities�of�parents�

and�families�recognizing�the�variety�of�parenting�

traditions�and�practices�in�the�community

Involves�stakeholders�in�the�design�and�implementation�

of�important�decisions�and�policies�

Maintaining�a�school�or�program�climate�that�welcomes�

parents�and�families�and�invites�their�participation

Communicating�a�positive�image�of�the�school�in�the�

community

Domain�5:�Facilitating�the�Participation�of�Parents�and�Families�as�Partners�in�the�Education�of�

Children

Involving�parents�and�community�in�meaningful�ways�in�

school�or�program�decision�making

Obtaining�and�using�feedback�to�communicate�more�

effectively

8

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



Exemplary Proficient Basic� Unsatisfactory

���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������

���������������������������������������������������������������������������������������������������������������������������������������������

���������

�

Evidences�and�Artifacts�

9

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



Employee�Signature:�______________________________

Date:�______________________________

Evaluator�Signature:�______________________________

Date:�______________________________

Statement:��A�formal�conference�was�held�on��_________________________�with�my�evaluator.��I�understand�

that�I�have�five�work�days�to�study�and�prepare�a�response�which�will�be�attached�to�this�evaluation�and�will�

become�a�part�of�this�evaluation.��I�also�understand�that�my�signature�below�does�not�necessarily�mean�that�I�

agree�with�the�evaluation.

Employee�Comments:

Evaluator�Comments:

10



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Assistant Director of Maintenance

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Assistant Superintendent

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Athletic Director

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: ( Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Business Assistant (Vendors, Benefits and Reporting)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Business Manager

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Business Office Supervisor (I.D.E.A.)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Career and Technical Educator

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Certified Computer Technician

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Clerical I

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Clerical II

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Clerical III

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Coach

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Computer Technician / Helper

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Computer Technician I

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Computer Technician II

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Computer Technician III

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Cook’s Helper

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Custodial II (Maintenance)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Custodian

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Dean of Students

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Director of Federal Programs & Grants

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



�

�
Position:�

�

Reports�to:�

�

Work�Year:� �

Summary�or�Purpose:�
Within�the�limits�of�law,�board�policies�and�regulations,�administrative�rules,�and�instructions�from�the�
Superintendent� of�Schools�or� designee,� the�Director� is� responsible� for� the� overall� operation�of� the�
Fairbanks� IDEA�Business�Office� and� the�program.� � In�addition,� the�Director� is� also� responsible� for�
assisting�the�homeschooling�parents�in�the�enrollment�of�students�and�access�to�available�resources.��
The�goal�of� this� is� to�balance� the�staff� loads�at�all� field�offices�and�to�make�changes� in� the�student�
management�and�accounting�systems�to�track�educational�progress�and�overall�management�of�the�
program.�

�

Qualification�Requirements:�
Ø� Strong�background�in�staff�evaluation�and�accounting.�
Ø� Ability�to�package,�market�and�advertise�the�I.D.E.A.�program.�
Ø� Five�years�of�administrative�experience�preferred.�
Ø� Cultural�awareness,�sensitivity,�and�knowledge�of�the�cultures�reflected�required.�
Ø� Knowledge�of�Home�Schooling�movement�and�Distance�Education�models�preferred.�
Ø� Such�other�alternatives�as�the�administration�may�find�appropriate�and�acceptable.�
�

Performance�Responsibilities:�

To� perform� this� job� successfully,� an� individual� must� be� able� to� perform� each� essential� function�
satisfactorily.� � The� requirements� listed� below� are� representative� of� the� knowledge,� skills,� and/or�
abilities�required.��Reasonable�accommodations�may�be�made�to�enable� individuals�with�disabilities�
to�perform�the�essential�functions.�

1.� Supervise�and�evaluate�IDEA�Field�Business�Office�operations�and�classified�staff.�
2.� Supervise�all�IDEA�Office�operations.�
3.� Organize�&�carryout�program�staff�development.�
4.� Regularly�contact�support�staff�in�other�Field�Offices.�
5.� Monitor�ongoing�annual�enrollment�processes.�
6.� Supervise�the�annual�OASIS�reports.��
7.� Provide�oversight�of�EED�compliance�requirements.�
8.� Assist� families� and� staff� as� requested� with� miscellaneous� needs� (appropriate� curriculum� advice,�

research� subject� matter� questions,� finding� scholarships,� submitting� Individual� Learning� Plans,�
financial�forms,�IDEA�timelines,�etc.)�

9.� Oversee�the�development�and�presentation�of�enrollment�workshops.�
10.�Respond�to�email�in�a�timely�manner,�communicate�with�families�and�staff�frequently�with�email��
11.�Assist�walk-in�families�and�cover�for�classified�staff�on�vacation�
12.�Review�high�school�transcripts�for�accuracy�
13.�Perform�other�duties�as�assigned�
�
�
�

�

�

260�days Salary: DOE

Superintendent�GCSD Classification: Classified�Staff

Director�of�I.D.E.A. Location: I.D.E.A.�Field�Office

GALENA�CITY�SCHOOL�DISTRICT



�

GALENA�CITY�SCHOOL�DISTRICT�

Physical�Requirements�
The�physical�demands�described�here�are�representative�of�those�that�must�be�met�by�an�employee�
to� successfully� perform� the� essential� functions� of� this� job.� � Reasonable� accommodations�may� be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�regularly�required�to�sit;�stand;�walk;�use�
hands�to�finger,�handle,�or�feel�objects,�tools,�controls;�and�reach�with�hands�and�arms.��The�
employee�frequently�is�required�to�stoop,�kneel,�crouch,�or�crawl�and�talk�and�hear.��The�employee�is�
occasionally�required�to�climb�or�balance.�

The�employee�must�regularly�lift�and/or�move�up�to�40�pounds.��Specific�vision�abilities�required�by�
this�job�include�close�vision,�distance�vision,�color�vision,�peripheral�vision,�depth�perception,�and�the�
ability�to�adjust�focus.�

Environmental�Conditions�

The� work� environment� characteristics� described� here� are� representative� of� those� an� employee�
encounters�while�performing�the�essential�functions�of�this�job.��Reasonable�accommodations�may�be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�occasionally�required�to�travel�to�other�cities�
around�the�state.��The�employee�must�be�willing�and�able�to�fly�in�small�and�large�commuter�planes.�

� The�noise�level�in�the�work�environment�is�usually�low�to�moderate.��

�
�
�
EVALUATION:��Performance�of�this�job�will�be�evaluated�in�accordance�with�provisions�of�the�
Board’s�policy�on�Evaluation�of�Personnel.�
�
�
Approved�by:�_______________________________� � ���Date:�_________________��
�
�
Reviewed�and�agreed�to�by:�___________________� � ���Date:�_________________��
� � � � ��������(Incumbent)�

�

�

�

�

�

�

�
�
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9-10 Educator�Performance�Rating�w/�Signatures

Galena�City�School�District�

Principals/IDEA�Director/IDEA�Assistant�Director�

Evaluation�Handbook

Formal�Evaluation�Instrument

1



•�Increase�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�skills�and�knowledge�of�effective�

assessment�and�instruction�practices

•�Focus�on�the�Principal’s,�IDEA�Director’s,�and�IDEA�Assistant�Director’s�commitment�to�

continuously�improve�practice�so�that�student�learning�is�enhanced

•�Focus�the�school’s�and�district’s�commitment�to�continuously�improve�instruction�and�

assessment�so�that�student�learning�is�enhanced

•�Serve�as�a�guide�for�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�to�reflect�upon�and�self-

assess�their�own�professional�growth

•�Ensuring�alignment�with�school�and�district�improvement�plans

•�Guide�professional�development�for�principals/site�administrators

•�Serve�as�a�tool�to�support�coaching�and�mentoring�programs�for�Principal,�IDEA�Director,�and�

IDEA�Assistant�Director

•�Focus�on�the�collection�of�credible�evidence�about�Principal,�IDEA�Director,�and�IDEA�Assistant�

Director�performance

Purpose

Evaluation�is�a�continuous�process�and�may�occur�between�scheduled�periods�at�the�request�of�the�

Principal/IDEA�Director/IDEA�Assistant�Director�or�the�Principal’s,�IDEA�Director’s,�and�IDEA�Assistant�

Director’s�immediate�supervisor�or�any�higher�supervisor.

The�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�performance�evaluation�process�will�

promote�professional�growth�and�increased�student�learning�by�integrating�the�following�

areas.

All�Domains�are�assessed�through�a�review�of�the�evidence�provided�by�the�Principal,�IDEA�Director,�

and�IDEA�Assistant�Director;�conferences�between�the�evaluator�and�the�Principal,�IDEA�Director,�and�

IDEA�Assistant�Director;�input�from�a�variety�of�sources�(staff,�parents,�students,�community)�and�

observations�conducted�by�the�evaluator�and�other�district�personnel.

Assessment��Methodology

Evaluative�Process

2



Possible�evidences�for�all�domains�may�include�evidences�aligned�with�the�District�Strategic�Plan�and�

goals�and�plans�aligned�with�AdvancED�Accreditation:��������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������

Evidences

•�Statement�of�School�Mission,�Vision,�and�Core�Values

•�School�Improvement�Plans

•�Program�Development

•�Documented�Use�of�Formative�Assessments

•�Existence�and�Work�of�Collaborative�Teams

•�Department/Collaborative�Team�Meeting�Agendas�and�Summary�Notes

•�Teaming�with�Community�Agencies

•�Conference�Attendance�and�Follow-up�Reports

•�Graduation�Rates

•�In-service�Agendas

•�Master�Schedules

•�Student�Handbooks

•�Staff�Handbooks

•�Grant�Applications

•�PAC�Agendas/Minutes

•�Student�Achievement�and�Assessment�Data

•�Student�Discipline�Data

•�Student�Attendance�Data

•�Monthly�Letters�to�Stakeholders

•�Monthly�Newsletters

•�Parent�Survey�Data

•�Student�Survey�Data

•�Staff�Survey�Data

3



Educator�Name:

Position:

Evaluator�Name:�

Date:

Galena�City�School�District

GCSD�Principal/IDEA�Director/Asst�Director
Formal�End�of�Year�Evaluation�Instrument

It�is�the�belief�of�the�Galena�City�School�District�that�evaluation�can�be�an�effective�tool�to�improvement�of�

performance.��It�is�the�Goal�of�this�evaluation�to�effect�change�in�the�direction�of�continually�increasing�

professional�excellence.�The�Alaska�Content�Standards�for�Administrators�are�utilized�as�the�foundation�of�

this�evaluation�tool.

Establishing�Level�of�Support:�Use�component�ratings�to�establish�domain�ratings.�To�roll-up�component�

ratings�into�five�domain�ratings,�evaluators�will�use�the�following�operating�principles:�

•�Exemplary:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Exemplary�if�the�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�has�received�Exemplary�ratings�in�at�

least�half�of�the�components�of�the�domain,�with�the�remaining�components�rated�no�lower�than�

Proficient.�

•�Proficient:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Proficient�if�the�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�received�no�more�than�one�

component�rated�Basic,�with�the�remaining�components�rated�Proficient�or�Exemplary.

•�Basic:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�Basic�if�the�

Principal,�IDEA�Director,�and�IDEA�Assistant�Director�received�no�Unsatisfactory�component�rating�and�two�

or�more�Basic�component�ratings.

•�Unsatisfactory:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Unsatisfactory�if�any�one�component�is�rated�Unsatisfactory.

4



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐
Observing�teachers�frequently�and�providing�the�teacher�with�

effective�coaching�and�feedback

Components

Supporting�the�development�of�a�school�wide�climate�of�high�

expectations�for�student�learning�and�staff�performance

Demonstrating�knowledge�of�current�major�curriculum�design�

models,�including�standards-based�curriculum

Leading�or�facilitating�the�development�of�formative�

assessments,�individual�student�learning�plans,�progress�

monitoring�approaches,�Intervention�team�meetings,�data�team�

meetings,�or�similarly�focused�staff�activities�

Maintaining�school�or�program�level�records�of�student�learning�

and�communicating�students’�progress�to�the�appropriate�

individuals�or�entities
Facilitating�staff’s�alignment�of�materials,�curricula,�methods,�

and�goals�and�standards�for�student�performance

Evidences�and�Artifacts�

Domain�1:�Providing�Leadership,�Guiding�Instruction�and�Supporting�Effective�Learning�

Environments

5

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Developing�tools�and�processes�to�gather�needed�

information�from�students,�staff,�and�the�community

Using�information�to�determine�whether�student,�school,�or�

program�goals�have�been�met�and�implementing�changes�when�

appropriate

Interpreting�assessment�information�and�evaluation�for�others

Aligning�programs�to�meet�desired�standards�or�goals

Domain�2:�Providing�Staff�Professional�Development�to�Meet�Student�Learning�Needs

Domain�3:�Utilizing�Assessment�and�Evaluation�Information�About�Students,�Staff,�and�Community�

in�Making�Decisions
Components

Supervising�or�arranging�for�the�supervision�of�staff�for�

the�purpose�of�improving�student�learning,�demonstrating�

the�ability�to�apply,�as�appropriate,�both�collegial�and�

hierarchical�models

Evidences�and�Artifacts�

Components

Working�with�faculty�and�staff�to�identify�individual�and�

group�professional�development�needs�and�to�design�

appropriate�staff�development�opportunities

Evaluating�and�coaching�staff�for�the�purpose�of�

improving�student�learning�and�making�recommendations�

about�retention

Participating�in�the�hiring�of�new�staff�based�upon�needs�

of�the�school�and�district�priorities

6

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Components

Evidences�and�Artifacts�

Acting�in�accordance�with�federal�and�state�statutes,�

regulations,�and�other�laws

Board�policies�are�implemented�and�adhered�to

Administering�contracts�and�financial�accounts�

responsibly,�accurately,�efficiently,�and�effectively

Confidentiality�of�school�records�are�adhered�to

Domain�4:�Acting�in�Accordance�with�Established�Laws,�Policies,�Procedures,�and�Good�Business�

Practices

Holds�all�school�staff�accountable�to�personal�and�

professional�code�of�ethics

7

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Evidences�and�Artifacts�

Components

Supporting�and�respecting�the�responsibilities�of�parents�

and�families�recognizing�the�variety�of�parenting�

traditions�and�practices�in�the�community

Involves�stakeholders�in�the�design�and�implementation�

of�important�decisions�and�policies�

Maintaining�a�school�or�program�climate�that�welcomes�

parents�and�families�and�invites�their�participation

Communicating�a�positive�image�of�the�school�in�the�

community

Domain�5:�Facilitating�the�Participation�of�Parents�and�Families�as�Partners�in�the�Education�of�

Children

Involving�parents�and�community�in�meaningful�ways�in�

school�or�program�decision�making

Obtaining�and�using�feedback�to�communicate�more�

effectively

8

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



Exemplary Proficient Basic� Unsatisfactory

���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������

���������������������������������������������������������������������������������������������������������������������������������������������

���������

�

Evidences�and�Artifacts�

9

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



Employee�Signature:�______________________________

Date:�______________________________

Evaluator�Signature:�______________________________

Date:�______________________________

Statement:��A�formal�conference�was�held�on��_________________________�with�my�evaluator.��I�understand�

that�I�have�five�work�days�to�study�and�prepare�a�response�which�will�be�attached�to�this�evaluation�and�will�

become�a�part�of�this�evaluation.��I�also�understand�that�my�signature�below�does�not�necessarily�mean�that�I�

agree�with�the�evaluation.

Employee�Comments:

Evaluator�Comments:

10



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Director of Maintenance

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Director of Residence Life

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Director of Special Education

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Director of Technology

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Dorm Aide (Front Desk)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Dorm Aide Certified (Student Programming)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Dorm Aide

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT 
  
 Position: Field Representative - GILA    Location: TBD 
  
 Reports to: Director of Residential Life  Classification: Classified 
  
 Work Year: 260 days     Salary: Range 13 
  
  

Summary or Purpose: 
 To assure an effective and efficient recruiting, enrollment and student record management process 
 for GILA’s boarding school. 
  

Qualification Requirements: 
 Ø High School Diploma required. 
 Ø Experience with computer software such as Excel, Word and PowerSchool. 
 Ø Ability to communicate effectively with parents and students via phone and e-mail. 
 Ø Ability to be well organized. 
 Ø Preference given to candidates familiar with the GILA residential hall or high school boarding 
        schools. 

 Ø Such alternative qualifications as the administration may deem appropriate and acceptable. 
  
  

Performance Responsibilities: 
       To perform this job successfully, an individual must be able to perform each essential function satisfactorily.   
       The requirements listed below are representative of the knowledge, skills, and/or abilities required.   
       Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
  

 1.    Develop and introduce the GILA program to prospective families through advertising, recruiting 
        promotions and internet tools (Facebook and GILA website). 
 2.    Coordinate interviews of all prospective students. Collect, track and maintain all student including 
        waitlisted students through the enrollment process. 
 3.    Explain policies and procedures to GILA families and provide detailed information on matter 
        concerning application process, academic programs, vocational programs, and residential life matters 
        related to GILA 
 4.    Assist students and parents as requested with miscellaneous needs, including advice on filling out 
        forms, finding resources, etc. 
 5.    Effectively and efficiently screen potential student candidates and fill student openings. 
 6.    Provide school counselor with new student information and assist in the class enrollment process. 
 7.    Facilitate communication with parents and students regarding GILA events, policies, and due dates 
        through e-mail, Facebook and regular newsletters. 
 8.    Assist GILA Principal with the coordination and facilitation of the GILA Parent Advisory Committee 
        operations. 
 9.    Establish, maintain and keep confidential the cumulative file and permanent student records as 
        required. 
 10.  Contribute to student database management through log entries, preparation of record requests and 
        maintenance of grades and absences in PowerSchool. 
 11.  Prepare reports detailing enrollment, transfers and withdrawals along with supporting documentation. 
 12.  Other duties as assigned. 
 



Physical Requirements 
 The physical demands described here are representative of those that must be met by an employee 
 to successfully perform the essential functions of this job. Reasonable accommodations may be 
 made to enable individuals with disabilities to perform the essential functions. 
  
 While performing the duties of this job the employee is regularly required to sit; stand; walk; use 
 hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The 
 employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is 
 occasionally required to climb or balance. 
  
 The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by 
 this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
 ability to adjust focus. 
  

Environmental Conditions 
 The work environment characteristics described here are representative of those an employee 
 encounters while performing the essential functions of this job. Reasonable accommodations may be 
 made to enable individuals with disabilities to perform the essential functions. 
  
 While performing the duties of this job the employee is occasionally required to travel to other cities 
 around the state. The employee must be willing and able to fly in small and large commuter planes. 
  
 The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the 
Board’s policy on Evaluation of Personnel.



GALENA CITY SCHOOL DISTRICT 
Evaluation Form 

  
Field Representative (GILA)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the 
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.

 E    S    N

Evaluator’s Comments:

Comments may be written at the end for any or all indicators: 
E = Exemplary S = Satisfactory N = Needs Improvement

GILA Field Representative’s Comments:

The signatures below indicate that the GILA Field Representative and evaluator have discussed this report and have received a 
copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature

GILA Field Representative’s Signature

Develop and introduce the GILA program to prospective families through advertising, recruiting promotions and 
internet tools (Facebook and GILA website).

Coordinate interviews of all prospective students. Collect, track and maintain all student including waitlisted 
students through the enrollment process.

Explain policies and procedures to GILA families and provide detailed information on matter concerning application 
process, academic programs, vocational programs, and residential life matters related to GILA

Assist students and parents as requested with miscellaneous needs, including advice on filling out forms, finding 
resources, etc.

Effectively and efficiently screen potential student candidates and fill student openings.

Provide school counselor with new student information and assist in the class enrollment process.

Facilitate communication with parents and students regarding GILA events, policies, and due dates through e-mail, 
Facebook and regular newsletters.

Assist GILA Principal with the coordination and facilitation of the GILA Parent Advisory Committee operations.

Establish, maintain and keep confidential the cumulative file and permanent student records as required.

Contribute to student database management through log entries, preparation of record requests and maintenance 
of grades and absences in PowerSchool.

Prepare reports detailing enrollment, transfers and withdrawals along with supporting documentation.



GALENA CITY SCHOOL DISTRICT 
  
 Position: Field Representative I.D.E.A.    Location: Field Office / Home 
  
 Reports to: Site Administrator / Director  Classification: Classified 
  
 Work Year: 260 days     Salary: Range 13 
  
  

Summary or Purpose: 
 Within the limits of law, board policies and regulations, administrative rules, and instructions from the 
 Program Director or designee, the Field Representative’s primary purpose is to serve as a liaison 
 between the families and the educational program. The goal of the Field Representative is to assist 
 the program in providing the best support to the families involved. The Field Representative also 
 serves as a channel of information between the families and the program and assists the families in 
 complying with the program requirements. 
  

Qualification Requirements: 
 Ø High School Diploma required. 
 Ø Home School experience and knowledge of the homeschooling movement. 
 Ø Must be able to communicate effectively with various groups and individuals. 
 Ø Computer and internet proficiency preferred. 
 Ø Such alternative qualifications as the administration may deem appropriate and acceptable. 
  
  

Performance Responsibilities: 
       To perform this job successfully, an individual must be able to perform each essential function satisfactorily.   
       The requirements listed below are representative of the knowledge, skills, and/or abilities required.   
       Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
  
      1.    Introduce the IDEA program to prospective families through Information Meetings, interviews, and 

        individual conversations. 
 2.    Coordinate interviews of all prospective families in region and track all waitlist families through the 
        enrollment process. 
 3.    Explain policies and procedures to IDEA families through General Orientations, High School 
        Orientations and individual conversations. 
 4.    Assist families as requested with miscellaneous needs, including advice on curriculum and 
        homeschool issues, filling out forms, finding resources, etc. 
 5.    Assist teachers and business office in resolving issues with families. 
 6.    Facilitate communication with families regarding IDEA events, policies, and due dates through 
        listservs and regular newsletters; be regularly available to families and respond promptly via e-mail 
        and phone. 
 7.    Provide skill development opportunities for parents through organizing workshops and the annual 
       Curriculum Fair. 
 8.    Seek approval from the other reps of prospective curriculum vendors and set up the vendors. 
 9.    Establish and support the Parent Advisory Committee, facilitate monthly PAC meetings, involve PAC 
        in planning support activities, seek input from PAC on policy issues, share PAC minutes with Director. 
 10.  Work closely with Resource Room coordinator in set-up, display, and selection of materials included. 
 11.  Contribute to database through forwarding contact information updates to data entry clerk in a timely 
        manner, entering notes in PowerSchool of anything that other staff would find helpful in serving the 
        families, and maintaining accurate listservs. 
 12.  Other duties as assigned.



Physical Requirements 
 The physical demands described here are representative of those that must be met by an employee 
 to successfully perform the essential functions of this job. Reasonable accommodations may be 
 made to enable individuals with disabilities to perform the essential functions. 
  
 While performing the duties of this job the employee is regularly required to sit; stand; walk; use 
 hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms. The 
 employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear. The employee is 
 occasionally required to climb or balance. 
  
 The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by 
 this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
 ability to adjust focus. 
  

Environmental Conditions 
 The work environment characteristics described here are representative of those an employee 
 encounters while performing the essential functions of this job. Reasonable accommodations may be 
 made to enable individuals with disabilities to perform the essential functions. 
  
 While performing the duties of this job the employee is occasionally required to travel to other cities 
 around the state. The employee must be willing and able to fly in small and large commuter planes. 
  
 The noise level in the work environment is usually low to moderate.

EVALUATION: Performance of this job will be evaluated in accordance with provisions of the 
Board’s policy on Evaluation of Personnel.



GALENA CITY SCHOOL DISTRICT 
Evaluation Form 

  
Field Representative (I.D.E.A.)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the 
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.

 E    S    N

Evaluator’s Comments:

Comments may be written at the end for any or all indicators: 
E = Exemplary S = Satisfactory N = Needs Improvement

I.D.E.A. Field Representative’s Comments:

The signatures below indicate that the I.D.E.A. Field Representative and evaluator have discussed this report and have received 
a copy. It does not necessarily indicate agreement with this report.

Evaluator’s Signature

I.D.E.A. Field Representative’s Signature

Introduce the IDEA program to prospective families through Information Meetings, interviews, and individual 
conversations.

Coordinate interviews of all prospective families in region and track all waitlist families through the enrollment 
process.

Explain policies and procedures to IDEA families through General Orientations, High School Orientations and 
individual conversations.

Assist families as requested with miscellaneous needs, including advice on curriculum and homeschool issues, 
filling out forms, finding resources, etc.

Assist teachers and business office in resolving issues with families.

Facilitate communication with families regarding IDEA events, policies, and due dates through listservs and regular 
newsletters; be regularly available to families and respond promptly via e-mail and phone.

Provide skill development opportunities for parents through organizing workshops and the annual Curriculum Fair.

Seek approval from the other reps of prospective curriculum vendors and set up the vendors.

Establish and support the Parent Advisory Committee, facilitate monthly PAC meetings, involve PAC in planning 
support activities, seek input from PAC on policy issues, share PAC minutes with Director.

Work closely with Resource Room coordinator in set-up, display, and selection of materials included.

Contribute to database through forwarding contact information updates to data entry clerk in a timely manner, 
entering notes in PowerSchool of anything that other staff would find helpful in serving the families, and maintaining
accurate listservs.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

·

·

·
·
·

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Food Service Manager / GILA Chef

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Food Service Manager/ SHS Head Cook

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Hall Manager

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT 

 

Position: Contact Teacher I.D.E.A. Location:         TBD 

 

Reports to: Site Administrator Classification: Certified Staff 

 

Work Year: 190 / 187 days Salary:              GEA Agreement 

   
 

Summary or Purpose: 
Within the limits of law, board policies and regulations, administrative rules, and instructions from the 
Superintendent of Schools or designee, the teacher is responsible for assisting the homeschooling 
parents of the students assigned to them in teaching and learning processes.  The goal of this 
assistance is student acquisition of basic skills and knowledge as identified by district curriculum 
guidelines. 
 
All instruction provided for students will be individualized and parent-directed.  This means that 
differences in individual learning style, rate of learning, level of maturation, and level of achievement 
will provide the basis for instructional decision-making.  To respond to these differences, it is expected 
that teachers will advise a variety of materials, rate of instruction, and methodology, with the 
modifications based upon frequent assessment. 
 

Qualification Requirements: 
 

Ø Bachelor’s Degree in Education required; Master’s Degree preferred. 
Ø Alaska teacher certificate required. 
Ø Six years experience in education preferred. 
Ø Cultural awareness, sensitivity, and knowledge of the cultures reflected required. 
Ø Knowledge of Home Schooling movement and Distance Education models preferred. 
Ø Such other alternatives as the administration may find appropriate and acceptable. 

 

Performance Responsibilities: 

To perform this job successfully, an individual must be able to perform each essential function 
satisfactorily.  The requirements listed below are representative of the knowledge, skills, and/or abilities 
required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
1. Regularly contact assigned families (one contact per month minimum) 
2. Assist families as requested with miscellaneous needs (curriculum advice, research subject matter 

questions, finding scholarships, writing Individual Learning Plans, financial forms, IDEA timelines, etc.) 
3. Evaluate and process paperwork in a timely manner (ILP’s, ILP Amendments, PR’s/HS Evaluations, 

Work samples) 
4. Plan and administer standardized testing; provide prep workshops for testing 
5. Develop and present a minimum of two workshops each year 



6. Sponsor or assist, plan and prepare events (science fair, graduation, spelling bee, battle of the books, 
etc.) 

7. Respond to email in a timely manner, communicate with families and staff frequently with email  
8. Maintain teacher contact notes for each student in data base 
9. Assist walk-in families and cover for staff on vacation 
10. Assist families with high school planning and monitor progress toward graduation 
11. Review high school transcripts for accuracy 
12. Perform other duties as assigned 

 

GALENA CITY SCHOOL DISTRICT 

Physical Requirements 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job the employee is regularly required to sit; stand; walk; use 
hands to finger, handle, or feel objects, tools, controls; and reach with hands and arms.  The 
employee frequently is required to stoop, kneel, crouch, or crawl and talk and hear.  The employee is 
occasionally required to climb or balance. 

The employee must regularly lift and/or move up to 40 pounds.  Specific vision abilities required by 
this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
ability to adjust focus. 

Environmental Conditions 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job the employee is occasionally required to travel to other cities 
around the state.  The employee must be willing and able to fly in small and large commuter planes. 

 The noise level in the work environment is usually low to moderate.  

 
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the 
Board’s policy on Evaluation of Personnel. 
 
 
Approved by: _______________________________     Date: _________________  
 
 
Reviewed and agreed to by: ___________________     Date: _________________  
            (Incumbent) 
 
 



Position:

Date

Component 1a: Demonstrating Knowledge of Content and Pedagogy

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Galena City School District  
IDEA Contact Teacher

 Evaluation

Domain 1: Planning and Preparation

Educator Name:

Evaluator Name: 

It is the belief of the Galena City School District that evaluation can be an effective tool to 

improvement of performance.  It is the goal of this evaluation to effect change in the direction of 

continually increasing professional excellence. The Charlotte Danielson domains and methodology 

are utilized as the foundation of this evaluation tool.

Elements within domains one through four will be counted individually to determine the number 

of elements rated exemplary, proficient, basic and unsatisfactory.  An educators overall rating will 

be based on the following methodology: 

• Exemplary: A teacher should receive an overall rating of exemplary if the teacher has received 

exemplary ratings in at least half of the elements, with the remaining elements rated no lower 

than proficient. 

• Proficient: A teacher should receive an overall rating of proficient if the teacher received no 

more than one element rated basic, with the remaining elements rated proficient or exemplary.

• Basic: A teacher should receive an overall rating of basic if the teacher received no 

unsatisfactory element rating and two or more elements rated basic.

• Unsatisfactory: A teacher should receive an overall rating of unsatisfactory if any one element 

is rated unsatisfactory.

A teacher must provide evidences/artifacts in order for any element to possibly be rated 

exemplary.  Without evidences and artifacts, the highest rating a teacher can receive in each 

element is proficient.  Providing artifacts and evidences is no guarante of an exemplary element 

rating.

Knowledge of content and the structure of the discipline

Knowledge of prerequisite relationships

Knowledge of content-related pedagogy

Elements



UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Component 2a: Creating an Environment of Respect and Rapport

Elements: UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Component 2b: Establishing a Culture for Learning

Element

Importance of the content

Expectations for learning and achievement

Student pride in work

Domain 2: The Classroom Environment

Component 1b: Demonstrating Knowledge of Students

Knowledge of students' special needs

Component 1d: Demonstrating Knowledge of Resources

Elements:

Resources for educational use

Resources to extend content knowledge and pedagogy

Resources for students and parents

Domain 1: Evidences and Artifacts 

Elements:

Knowledge of child and adolescent development

Knowledge of the learning process

Knowledge of students' skills, knowledge and language 

proficiencyKnowledge of students' interests and cultural heritage

Teacher interaction with students and parents



Component 3a: Communicating with Students and Parents

Elements: UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐Persistence

Component 3e: Demonstrating Flexibility and Responsiveness

Feedback to students and parents

Elements

Lesson adjustment

Expectations for learning

Directions and procedures

Explanations of content

Response to students and parents

Domain 3: Instruction

Domain 2: Evidences and Artifacts 

Use of oral and written language

Component 3d: Using Assessments in Instruction

Elements:

Assessment criteria

Monitoring of student learning



Component 4b: Maintaining Accurate Records

Elements UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Component 4d: Participating in a Professional Community

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Advocacy

Decision making

Compliance with school and district regulations

Service to profession

Component 4f: Showing Professionalism

Elements:

Integrity and ethical conduct

Service to students and parents

Participation in school and district projects

Component 4e: Growing and Developing Professionally

Elements

Enhancement of content knowledge and pedagogical skill

Receptivity to feedback from colleagues

Maintaining Instructional records

Component 4c: Communicating with Families

Elements

Information about the instructional program

Information about students and families

Engagement of families in the instructional program

Elements:

Relationships with colleagues

Involvement in a culture of professional inquiry

Service to the school

Student completion of assignments

Student progress in learning

Domain 3: Evidences and Artifacts 

Domain 4: Professional Responsibilities



Elements Rated Proficient

Elements Rated Basic Elements Rated Unsatisfactory

Employee Comments:

Exemplary

Proficient

Basic

Unsatisfactory

Evidences and Artifacts 

Evaluator Comments:

Tally of All Element Ratings

Elements Rated Exemplary

Overall Rating



Employee Signature: ______________________________

Date: ______________________________

Evaluator Signature: ______________________________

Date: ______________________________

Statement:  A formal conference was held on  _________________________ with my evaluator.  I understand that I 

have five work days to study and prepare a response which will be attached to this evaluation and will become a part of 

this evaluation.  I also understand that my signature below does not necessarily mean that I agree with the evaluation.



 

GALENA CITY SCHOOL DISTRICT 
 

Position: I.D.E.A. Site Administrator Location:  I.D.E.A. Field Office 

 

Reports to: Director of I.D.E.A. Classification: Certified 

 

Work Year: 220 days Salary:  DOE  

Summary or Purpose: 
Within the limits of law, board policies and regulations, administrative rules, and instructions from the 
Superintendent of Schools or designee, the Site Administrator is responsible for the overall operation of the IDEA 
Office and the program.  In addition, the Site Administrator is also responsible for assisting the homeschooling 
parents in the enrollment of students and access to available resources.  The goal of this is to balance the staff 
loads at all field offices and to make changes in the student management and accounting systems to track 
educational progress and overall management of the program. 

 

Qualification Requirements: 
Ø Alaska Teacher Certificate and Type B Administrator Certificate required. 

Ø Three years of administrative experience preferred. 

Ø Cultural awareness, sensitivity, and knowledge of the cultures reflected required. 

Ø Knowledge of Home Schooling movement and Distance Education models preferred. 

Ø Such other alternatives as the Board may find appropriate and acceptable. 

 

PERFORMANCE RESPONSIBILITIES: 

To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The 
requirements listed below are representative of the knowledge, skills, and/or abilities required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

1. Supervise and evaluate IDEA Field Office operations and staff. 

2. Regularly contact assigned families (once a month minimum). 

3. Assist families as requested with miscellaneous needs (curriculum advice, research subject matter questions, 
finding scholarships, writing Individual Learning Plans, financial forms, IDEA timelines, etc.) 

4. Evaluate and process paperwork in a timely manner (ILP’s, ILP Amendments, PR’s, HS Evaluations, Work 
samples, etc.) 

5. Plan and administer standardized testing; provide prep workshops for testing 

6. Develop and present a minimum of two workshops each year 

7. Sponsor, plan and prepare events (science fair, graduation, spelling bee, battle of the books, etc.) 

8. Respond to email in a timely manner, communicate with families and staff frequently with email  

9. Maintain teacher contact notes in data base 

10. Assist walk-in families and cover for staff on vacation 

11. Assist families with high school planning and monitor progress toward graduation as needed 

12. Review high school transcripts for accuracy 

13. Other duties as assigned 



 

GALENA CITY SCHOOL DISTRICT 

I.D.E.A. SITE ADMINISTRATOR JOB DESCRIPTION (Cont.) 

Physical Requirements 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

While performing the duties of this job the employee is regularly required to sit; stand; walk; use hands to finger, 
handle, or feel objects, tools, controls; and reach with hands and arms.  The employee frequently is required to 
stoop, kneel, crouch, or crawl and talk and hear.  The employee is occasionally required to climb or balance. 

The employee must regularly lift and/or move up to 40 pounds.  Specific vision abilities required by this job include 
close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

Environmental Conditions 

The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

While performing the duties of this job the employee is occasionally required to travel to other cities around the 
state.  The employee must be willing and able to fly in small and large commuter planes. 

 The noise level in the work environment is usually low to moderate.  

 

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the 
Board’s policy on Evaluation of Personnel. 
 
 
Approved by: _______________________________     Date: _________________  
 
 
Reviewed and agreed to by: ___________________     Date: _________________  
            (Incumbent) 

 



Position:

Date

Component�1a:�Demonstrating�Knowledge�of�Content�and�Pedagogy

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Elements

Knowledge�of�content�and�the�structure�of�the�discipline

Knowledge�of�prerequisite�relationships

Knowledge�of�content-related�pedagogy

Galena�City�School�District��
IDEA�Contact�Teacher/Site�Admin

End�of�Year�Evaluation

Domain�1:�Planning�and�Preparation

Educator�Name:

Evaluator�Name:�

It�is�the�belief�of�the�Galena�City�School�District�that�evaluation�can�be�an�effective�tool�to�improve�

performance.��It�is�the�Goal�of�this�evaluation�to�effect�continually�increasing�professional�

excellence.�The�Charlotte�Danielson�domains�and�methodology�are�utilized�as�the�foundation�of�

this�evaluation�tool.

Elements�within�domains�one�through�four�will�be�counted�individually�to�determine�the�number�

of�elements�rated�exemplary,�proficient,�basic�and�unsatisfactory.��An�educators�overall�rating�will�

be�based�on�the�following�methodology:�

•�Exemplary:�An�educator�should�receive�an�overall�rating�of�exemplary�if�the�educator�has�

received�exemplary�ratings�in�at�least�half�of�the�elements,�with�the�remaining�elements�rated�no�

lower�than�proficient.�

•�Proficient:�A�educator�should�receive�an�overall�rating�of�proficient�if�the�educator�received�no�

more�than�one�element�rated�basic,�with�the�remaining�elements�rated�proficient�or�exemplary.

•�Basic:�A�educator�should�receive�an�overall�rating�of�basic�if�the�educator�received�no�

unsatisfactory�element�rating�and�two�or�more�elements�rated�basic.

•�Unsatisfactory:�A�educator�should�receive�an�overall�rating�of�unsatisfactory�if�any�one�element�

is�rated�unsatisfactory.

The�educator�must�provide�evidences/artifacts�in�order�for�any�element�to�possibly�be�rated�

exemplary.��Without�evidences�and�artifacts,�the�highest�rating�an�educator�can�receive�in�each�

element�is�proficient.��Providing�artifacts�and�evidences�is�no�guarante�of�an�exemplary�element�

rating.



UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Leading�or�facilitating�the�development�of�formative�assessments,�

individual�student�learning�plans,�progress�monitoring�approaches,�

Intervention�team�meetings,�data�team�meetings,�or�similarly�focused�

staff�activities�

Maintaining�school�or�program�level�records�of�student�learning�

and�communicating�students’�progress�to�the�appropriate�

individuals�or�entities

Facilitating�staff’s�alignment�of�materials,�curricula,�methods,�

and�goals�and�standards�for�student�performance

Observing�teachers�frequently�and�providing�the�teacher�with�

effective�coaching�and�feedback

Elements

Elements:

Knowledge�of�child�and�adolescent�development

Knowledge�of�the�learning�process

Knowledge�of�students'�skills,�knowledge�and�language�

Knowledge�of�students'�interests�and�cultural�heritage

Component�1b:�Demonstrating�Knowledge�of�Students

Knowledge�of�students'�special�needs

Component�1d:�Demonstrating�Knowledge�of�Resources

Elements:

Resources�for�educational�use

Resources�to�extend�content�knowledge�and�pedagogy

Resources�for�Students�and�Parents

Domain�1:�Evidences�and�Artifacts�

Supporting�the�development�of�a�climate�of�high�expectations�for�

student�learning�and�staff�performance

Demonstrating�knowledge�of�current�major�curriculum�design�

models,�including�standards-based�curriculum

Domain�1�IDEA�Site�Administrator�Only:



Component�2a:�Creating�an�Environment�of�Respect�and�Rapport

Elements: UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Elements UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Student�pride�in�work

Participating�in�the�hiring�of�new�staff�based�upon�needs�of�the�

school�and�district�priorities

Supervising�or�arranging�for�the�supervision�of�staff�for�the�purpose�

of�improving�their�performance,�demonstrating�the�ability�to�apply,�

as�appropriate�both�collegial�and�hierarchical�models

Working�with�faculty�and�staff�to�identify�individual�and�group�professional�

development�needs�and�to�design�appropriate�staff�development�

opportunities

Evaluating�staff�for�the�purpose�of�making�recommendations�

about�retention�and�promotion

Domain�2�IDEA�Site�Administrator�Only:

Component�2b:�Establishing�a�Culture�for�Learning

Element

Importance�of�the�content

Expectations�for�learning�and�achievement

Domain�2:�Evidences�and�Artifacts�

Teacher�interaction�with�students�and�parents

Domain�2:�The�Classroom�Environment



Component�3a:�Communicating�with�Students�and�Parents

Elements: UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Explanations�of�content

Component�3e:�Demonstrating�Flexibility�and�Responsiveness

Feedback�to�students�and�parents

Elements

Lesson�adjustment

Domain�3:�Evidences�and�Artifacts�

Expectations�for�learning

Directions�and�procedures

Developing�tools�and�processes�to�gather�needed�information�

from�students,�staff,�and�the�community

Using�information�to�determine�whether�student,�school,�or�

program�goals�have�been�met�and�implementing�changes�when�

appropriate

Interpreting�assessment�information�and�evaluation�for�others

Relating�programs�to�desired�standards�or�goals

Domain�3�IDEA�Site�Administrator�Only:

Use�of�oral�and�written�language

Component�3d:�Using�Assessments�in�Instruction

Elements:

Assessment�criteria

Monitoring�of�student�learning

Response�to�students�and�parents

Persistence

Domain�3:�Instruction



Component�4b:�Maintaining�Accurate�Records

Elements UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Component�4d:�Participating�in�a�Professional�Community

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXEMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Acting�in�accordance�with�federal�and�state�statutes,�regulations,�

and�other�laws

Board�policies�are�implemented�and�adhered�to

Administering�contracts�and�financial�accounts�responsibly,�

accurately,�efficiently,�and�effectively

Confidentiality�of�school�records�are�adhered�to

Domain�4�IDEA�Site�Administrator�Only:

Student�progress�in�learning

Student�completion�of�assignments

Holds�all�school�staff�accountable�to�personal�and�professional�

code�of�ethics

Elements:

Relationships�with�colleagues

Involvement�in�a�culture�of�professional�inquiry

Service�to�the�school

Domain�4:�Professional�Responsibilities

Elements

Advocacy

Decision�making

Compliance�with�school�and�district�regulations

Service�to�profession

Component�4f:�Showing�Professionalism

Elements:

Integrity�and�ethical�conduct

Service�to�students�and�parents

Participation�in�school�and�district�projects

Component�4e:�Growing�and�developing�professionally

Elements

Enhancement�of�content�knowledge�and�pedigogical�skill

Receptivity�to�feedback�from�colleagues

Maintaining�instructional�records

Component�4c:�Communicating�with�families

Information�about�the�instructional�program

Information�about�students�and�families

Engagement�of�families�in�the�instructional�program



Domain�4:�Evidences�and�Artifacts�



Employee�Signature:�______________________________

Date:�______________________________

Evaluator�Signature:�______________________________

Date:�______________________________

Exemplary

Proficient

Basic

Unsatisfactory

Statement:��A�formal�conference�was�held�on��_________________________�with�my�evaluator.��I�understand�that�I�

have�five�work�days�to�study�and�prepare�a�response�which�will�be�attached�to�this�evaluation�and�will�become�a�part�of�

this�evaluation.��I�also�understand�that�my�signature�below�does�not�necessarily�mean�that�I�agree�with�the�evaluation.

Employee�Comments:

Evaluator�Comments:

Tally�of�All�Element�Ratings

Elements�Rated�Exemplary

Overall�Rating

Elements�Rated�Proficient

Elements�Rated�Basic Elements�Rated�Unsatisfactory



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

iGrad Coach

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Librarian

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Library Aide

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Maintenance I, II, III

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Ordering Department Coordinator (I.D.E.A.)

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Receptionist / Secretary

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Registrar

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:
Bachelor's degree required.
Degree or coursework in student affairs, human services or a social science field preferred.
One year of experience working with high-school students preferred.
One year of experience working in residential life preferred.
Must be at least 21.
Such alternatives to the above qualifications as the Board may find appropriate and acceptable.

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Residence Advisor - Programming

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Residence Hall Administrator

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Residence Life Counselor

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Resident Advisor - Daytime

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Resident Advisor

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Resource Room Coordinator

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

School Counselor

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





�

GALENA�CITY�SCHOOL�DISTRICT�

�
Position:� School�Principal� Location:���TBD�

�

Reports�to:� Superintendent� Classification:��Certified�

�

Work�Year:� �220�days� Salary:���DOE� �

Summary�or�Purpose:�
� To�use�leadership,�supervisory,�and�administrative�skills�to�promote�the�educational�

development�of�each�student.�
�

Qualification�Requirements:�
Ø� Alaska�School�Administrators�Certification�
Ø� Advanced�Degree��(Master's�Degree�or�higher)�in�School�Administration�
Ø� Successful�experience�in�teaching�and�school�administration�
Ø� Such�alternatives�to�the�above�qualifications�as�the�Board�may�find�appropriate�and�acceptable.�

�

Performance�Responsibilities:�

To� perform� this� job� successfully,� an� individual� must� be� able� to� perform� each� essential� function�
satisfactorily.� � The� requirements� listed� below� are� representative� of� the� knowledge,� skills,� and/or�
abilities�required.��Reasonable�accommodations�may�be�made�to�enable� individuals�with�disabilities�
to�perform�the�essential�functions.�
�

1.� Establishes�and�maintains�an�effective�learning�climate�in�the�school.��(BP5000)�
2.� Initiates,�designs,�and�implements�programs�to�meet�specific�needs�of�the�school.��

Supervises�implementation�of�all�school�activities.���(BP�5000)�
3.� Keeps�the�Superintendent�and�the�Assistant�Superintendent�informed�of�the�school�activities�

and�problems.�����
4.� Assists�in�the�administration�of�the�school�budget�and�assists�in�that�preparation,�approves�or�

disapproves�instructional�supply�requests.��(BP�6161)�
5.� Prepares�or�supervises�the�preparation�of�reports,�records,�lists,�and�other�paperwork�

required�or�appropriate�to�the�school's�administration.�
6.� Works�with�various�members�of�the�central�administration�staff�on�problems�of�school�

importance,�such�as�transportation�and�special�services.�
7.� Interprets�and�enforces�district�policies�and�administrative�regulations.�
8.� Maintain�communication�flows�with�students�and�parents�and�facilitates�arrangements�for�

instructional�conferences�between�the�two�as�needed.����(BP�6020)�
9.� Budgets�school�time�to�provide�for�efficient�conduct�of�school�instruction�and�business.�
10.� Leads�to�the�development,�determination�of�appropriateness,�and�monitoring�of�the�

instructional�program.��(BP�6141-6144)�
11.� Schedules�classes�within�the�guidelines�of�meeting�student�needs.�
12.� Assists�in�the�development,�revision,�and�evaluation�of�curriculum.�(BP�6141�a)��(BP�6162-

6164)�
13.� Supervises�the�guidance�program�to�enhance�individual�student�education�and�development.�

(BP�6146)�
14.� Supervises�high�standards�of�student�conduct�and�enforces�discipline�as�necessary,�

according�to�due�process�rights�of�students.��(BP5144-5145)��(6153)�
15.� Supervises�the�administration�of��guides�for�proper�student�conduct�and�maintaining�student�

discipline,�(5131�b)�



�

16.� Attends�special�events�held�to�recognize�special�student�achievement,�and�attends�school-
sponsored�activities.�

17.� Supervises�the�maintenance�of�student�grades�reports,�attendance,�conduct,�and�health�
records.�(BP�5121-5127)�(BP�5131-5136)�(BP�5110-5113�/�5144-5145)�

18.� Keeps�current�through�attendance�at�professional�meetings,�reading�professional�journals�
and�publications,�and�discussion�groups�with�other�administrators.��(BP�4131)�

19.� Participates�in�professional�growth�through�meetings,�journals,�other�publications,�state�and�
national�meetings,�advanced�course�work�and�telecommunications.��(BP4131)�

20.� Supervises�all�professional,�paraprofessional,�and�support�personnel�serving�the�Galena�City�
Schools.�

21.� Assists�in�the�recruiting,�hiring,�training,�assigning,�and�evaluating�of�the�school's�professional�
staff.��(BP�4111-4161�/�4211-4261)�

22.� Supervises�the�school's�teaching�process.�
23.� Assists�in�preparing�the�master�teaching�schedule�and�any�special�assignments.�
24.� Contributes�to�orientation�of�newly�assigned�staff�members�and�assists�in�their�development.�
25.� Evaluates�and�counsels�all�staff�members�regarding�their�individual�and�group�performance.��

(BP�4115�/�4116�/�4117)�
26.� Conducts�meetings�of�the�staff�as�necessary�for�the�proper�functioning�of�the�school.��
27.� Assists�with�in-service�and�orientation�of�teaching�staff.���(BP�4131)�
28.� Recommends,�according�to�established�procedure,�the�removal�of�a�teacher�whose�work�is�

not�satisfactory.���(BP�4117)�
29.� Process�and�resolve�parent,�student,�and�staff�complaints�relating�to�school�issues.��(BP�

4144)�
30.� Assists�in�directing�the�administration�of�the�safety�program�for�the�school�plant.��(�BP�6114)�
31.� Supervises�the�daily�use�of�the�school�facilities�for�both�academic�and�nonacademic�

purposes.�
32.� Supervises�fire�drills�and�other�emergency�preparedness�programs�as�per�School�Board��

Policy.��(BP�6114)���
33.� Asserts�leadership�in�times�of�civil�disobedience�in�school�in�accordance�with�established�

Board�policy�and�public�law.�
34.� Assist�in�maintaining�adequate�inventory,�security�and�accountability�for�school�properties�in�

your�charge.�
35.� Supervise�and�evaluate�the�school's�extracurricular�program.��(BP�6145)��(6153)�
36.� Participate�in�principals'�meetings�and�such�other�meetings�as�are�required�or�appropriate.�
37.� Serve�as�an�ex�officio�member�of�all�committees�and�councils�within�the�school.�
38.� Respond�to�written�and�oral�requests�for�information.�
39.� Share�accountability�for�all�official�school�correspondence�and�news�releases.�
40.� Act�as�a�liaison�between�the�school�and�the�community,�interpreting�activities�and�policies�of�

the�school�and�encouraging�community�participation�in�school�life.�
41.� Delegate�authority�to�responsible�personnel�to�assume�responsibility�for�the�school�in�the�

absence�of�the�principal.�
42.� Perform�other�duties�as�assigned.�

�
�

GALENA�CITY�SCHOOL�DISTRICT�

Physical�Requirements�
The�physical�demands�described�here�are�representative�of�those�that�must�be�met�by�an�employee�
to� successfully� perform� the� essential� functions� of� this� job.� � Reasonable� accommodations� may� be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�regularly�required�to�sit;�stand;�walk;�use�
hands�to�finger,�handle,�or�feel�objects,�tools,�controls;�and�reach�with�hands�and�arms.��The�
employee�frequently�is�required�to�stoop,�kneel,�crouch,�or�crawl�and�talk�and�hear.��The�employee�is�
occasionally�required�to�climb�or�balance.�



�

The�employee�must�regularly�lift�and/or�move�up�to�40�pounds.��Specific�vision�abilities�required�by�
this�job�include�close�vision,�distance�vision,�color�vision,�peripheral�vision,�depth�perception,�and�the�
ability�to�adjust�focus.�

Environmental�Conditions�
The� work� environment� characteristics� described� here� are� representative� of� those� an� employee�
encounters�while�performing�the�essential�functions�of�this�job.��Reasonable�accommodations�may�be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�occasionally�required�to�travel�to�other�cities�
around�the�state.��The�employee�must�be�willing�and�able�to�fly�in�small�and�large�commuter�planes.�

� The�noise�level�in�the�work�environment�is�usually�low�to�moderate.��

�
�

�
EVALUATION:��Performance�of�this�job�will�be�evaluated�in�accordance�with�provisions�of�the�
Board’s�policy�on�Evaluation�of�Personnel.�
�
�
Approved�by:�_______________________________� � ���Date:�_________________��
�
�
Reviewed�and�agreed�to�by:�___________________� � ���Date:�_________________��
� � � � ��������(Incumbent)�

�

�

�

�

�

�

�

�

�

�

�

�
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•�Increase�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�skills�and�knowledge�of�effective�

assessment�and�instruction�practices

•�Focus�on�the�Principal’s,�IDEA�Director’s,�and�IDEA�Assistant�Director’s�commitment�to�

continuously�improve�practice�so�that�student�learning�is�enhanced

•�Focus�the�school’s�and�district’s�commitment�to�continuously�improve�instruction�and�

assessment�so�that�student�learning�is�enhanced

•�Serve�as�a�guide�for�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�to�reflect�upon�and�self-

assess�their�own�professional�growth

•�Ensuring�alignment�with�school�and�district�improvement�plans

•�Guide�professional�development�for�principals/site�administrators

•�Serve�as�a�tool�to�support�coaching�and�mentoring�programs�for�Principal,�IDEA�Director,�and�

IDEA�Assistant�Director

•�Focus�on�the�collection�of�credible�evidence�about�Principal,�IDEA�Director,�and�IDEA�Assistant�

Director�performance

Purpose

Evaluation�is�a�continuous�process�and�may�occur�between�scheduled�periods�at�the�request�of�the�

Principal/IDEA�Director/IDEA�Assistant�Director�or�the�Principal’s,�IDEA�Director’s,�and�IDEA�Assistant�

Director’s�immediate�supervisor�or�any�higher�supervisor.

The�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�performance�evaluation�process�will�

promote�professional�growth�and�increased�student�learning�by�integrating�the�following�

areas.

All�Domains�are�assessed�through�a�review�of�the�evidence�provided�by�the�Principal,�IDEA�Director,�

and�IDEA�Assistant�Director;�conferences�between�the�evaluator�and�the�Principal,�IDEA�Director,�and�

IDEA�Assistant�Director;�input�from�a�variety�of�sources�(staff,�parents,�students,�community)�and�

observations�conducted�by�the�evaluator�and�other�district�personnel.

Assessment��Methodology

Evaluative�Process

2



Possible�evidences�for�all�domains�may�include�evidences�aligned�with�the�District�Strategic�Plan�and�

goals�and�plans�aligned�with�AdvancED�Accreditation:��������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������

Evidences

•�Statement�of�School�Mission,�Vision,�and�Core�Values

•�School�Improvement�Plans

•�Program�Development

•�Documented�Use�of�Formative�Assessments

•�Existence�and�Work�of�Collaborative�Teams

•�Department/Collaborative�Team�Meeting�Agendas�and�Summary�Notes

•�Teaming�with�Community�Agencies

•�Conference�Attendance�and�Follow-up�Reports

•�Graduation�Rates

•�In-service�Agendas

•�Master�Schedules

•�Student�Handbooks

•�Staff�Handbooks

•�Grant�Applications

•�PAC�Agendas/Minutes

•�Student�Achievement�and�Assessment�Data

•�Student�Discipline�Data

•�Student�Attendance�Data

•�Monthly�Letters�to�Stakeholders

•�Monthly�Newsletters

•�Parent�Survey�Data

•�Student�Survey�Data

•�Staff�Survey�Data

3



Educator�Name:

Position:

Evaluator�Name:�

Date:

Galena�City�School�District

GCSD�Principal/IDEA�Director/Asst�Director
Formal�End�of�Year�Evaluation�Instrument

It�is�the�belief�of�the�Galena�City�School�District�that�evaluation�can�be�an�effective�tool�to�improvement�of�

performance.��It�is�the�Goal�of�this�evaluation�to�effect�change�in�the�direction�of�continually�increasing�

professional�excellence.�The�Alaska�Content�Standards�for�Administrators�are�utilized�as�the�foundation�of�

this�evaluation�tool.

Establishing�Level�of�Support:�Use�component�ratings�to�establish�domain�ratings.�To�roll-up�component�

ratings�into�five�domain�ratings,�evaluators�will�use�the�following�operating�principles:�

•�Exemplary:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Exemplary�if�the�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�has�received�Exemplary�ratings�in�at�

least�half�of�the�components�of�the�domain,�with�the�remaining�components�rated�no�lower�than�

Proficient.�

•�Proficient:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Proficient�if�the�Principal,�IDEA�Director,�and�IDEA�Assistant�Director�received�no�more�than�one�

component�rated�Basic,�with�the�remaining�components�rated�Proficient�or�Exemplary.

•�Basic:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�Basic�if�the�

Principal,�IDEA�Director,�and�IDEA�Assistant�Director�received�no�Unsatisfactory�component�rating�and�two�

or�more�Basic�component�ratings.

•�Unsatisfactory:�A�Principal,�IDEA�Director,�or�IDEA�Assistant�Director�should�receive�a�domain�rating�of�

Unsatisfactory�if�any�one�component�is�rated�Unsatisfactory.
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UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐
Observing�teachers�frequently�and�providing�the�teacher�with�

effective�coaching�and�feedback

Components

Supporting�the�development�of�a�school�wide�climate�of�high�

expectations�for�student�learning�and�staff�performance

Demonstrating�knowledge�of�current�major�curriculum�design�

models,�including�standards-based�curriculum

Leading�or�facilitating�the�development�of�formative�

assessments,�individual�student�learning�plans,�progress�

monitoring�approaches,�Intervention�team�meetings,�data�team�

meetings,�or�similarly�focused�staff�activities�

Maintaining�school�or�program�level�records�of�student�learning�

and�communicating�students’�progress�to�the�appropriate�

individuals�or�entities
Facilitating�staff’s�alignment�of�materials,�curricula,�methods,�

and�goals�and�standards�for�student�performance

Evidences�and�Artifacts�

Domain�1:�Providing�Leadership,�Guiding�Instruction�and�Supporting�Effective�Learning�

Environments

5

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Developing�tools�and�processes�to�gather�needed�

information�from�students,�staff,�and�the�community

Using�information�to�determine�whether�student,�school,�or�

program�goals�have�been�met�and�implementing�changes�when�

appropriate

Interpreting�assessment�information�and�evaluation�for�others

Aligning�programs�to�meet�desired�standards�or�goals

Domain�2:�Providing�Staff�Professional�Development�to�Meet�Student�Learning�Needs

Domain�3:�Utilizing�Assessment�and�Evaluation�Information�About�Students,�Staff,�and�Community�

in�Making�Decisions
Components

Supervising�or�arranging�for�the�supervision�of�staff�for�

the�purpose�of�improving�student�learning,�demonstrating�

the�ability�to�apply,�as�appropriate,�both�collegial�and�

hierarchical�models

Evidences�and�Artifacts�

Components

Working�with�faculty�and�staff�to�identify�individual�and�

group�professional�development�needs�and�to�design�

appropriate�staff�development�opportunities

Evaluating�and�coaching�staff�for�the�purpose�of�

improving�student�learning�and�making�recommendations�

about�retention

Participating�in�the�hiring�of�new�staff�based�upon�needs�

of�the�school�and�district�priorities

6
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UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Components

Evidences�and�Artifacts�

Acting�in�accordance�with�federal�and�state�statutes,�

regulations,�and�other�laws

Board�policies�are�implemented�and�adhered�to

Administering�contracts�and�financial�accounts�

responsibly,�accurately,�efficiently,�and�effectively

Confidentiality�of�school�records�are�adhered�to

Domain�4:�Acting�in�Accordance�with�Established�Laws,�Policies,�Procedures,�and�Good�Business�

Practices

Holds�all�school�staff�accountable�to�personal�and�

professional�code�of�ethics
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UNSAT BASIC PROF EXMP

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

Evidences�and�Artifacts�

Components

Supporting�and�respecting�the�responsibilities�of�parents�

and�families�recognizing�the�variety�of�parenting�

traditions�and�practices�in�the�community

Involves�stakeholders�in�the�design�and�implementation�

of�important�decisions�and�policies�

Maintaining�a�school�or�program�climate�that�welcomes�

parents�and�families�and�invites�their�participation

Communicating�a�positive�image�of�the�school�in�the�

community

Domain�5:�Facilitating�the�Participation�of�Parents�and�Families�as�Partners�in�the�Education�of�

Children

Involving�parents�and�community�in�meaningful�ways�in�

school�or�program�decision�making

Obtaining�and�using�feedback�to�communicate�more�

effectively

8

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One

Select�One



Exemplary Proficient Basic� Unsatisfactory

���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������

���������������������������������������������������������������������������������������������������������������������������������������������

���������

�

Evidences�and�Artifacts�
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Employee�Signature:�______________________________

Date:�______________________________

Evaluator�Signature:�______________________________

Date:�______________________________

Statement:��A�formal�conference�was�held�on��_________________________�with�my�evaluator.��I�understand�

that�I�have�five�work�days�to�study�and�prepare�a�response�which�will�be�attached�to�this�evaluation�and�will�

become�a�part�of�this�evaluation.��I�also�understand�that�my�signature�below�does�not�necessarily�mean�that�I�

agree�with�the�evaluation.

Employee�Comments:

Evaluator�Comments:
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GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

School Psychologist

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Secretary / Registrar

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Special Education Aide

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Special Education Teacher

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.





�

GALENA�CITY�SCHOOL�DISTRICT�

�
Position:� Superintendent� Location:���Central�Office�

�

Reports�to:� Board� Classification:��Certified�

�

Work�Year:� 240�days� Salary:���TBD� �

Summary�or�Purpose:�
To�provide�leadership�in�developing�and�maintaining�the�best�possible�educational�programs�and�
services�to�the�families�we�serve.��To�inspire,�lead,�guide,�and�direct�every�member�of�the�
administrative,�instructional�and�supportive�services�teams�in�setting�and�achieving�the�highest�
standards�of�excellence,�so�that�each�individual�student�enrolled�in�our�district�may�be�provided�
with�a�complete,�valuable,�meaningful,�and�personally�rewarding�education.��Further,�to�oversee�
and�administer�the�use�of�all�district�facilities,�property,�and�funds�with�a�maximum�of�efficiency,�
and�an�ever-present,�overriding�concern�for�their�impact�upon�each�individual�student’s�education.�

�

Qualification�Requirements:�
Ø� At�least�ten�years�of�successful�experience�in�teaching�and�school�administration.�
Ø� Master’s�Degree�or�higher.�
Ø� Valid�Superintendent’s�license.�
Ø� Such�alternatives�to�the�above�qualifications�as�the�Board�may�find�appropriate�and�acceptable.�
�

Performance�Responsibilities:�

To� perform� this� job� successfully,� an� individual� must� be� able� to� perform� each� essential� function�
satisfactorily.� � The� requirements� listed� below� are� representative� of� the� knowledge,� skills,� and/or�
abilities�required.��Reasonable�accommodations�may�be�made�to�enable� individuals�with�disabilities�
to�perform�the�essential�functions.�
�

1.� Student�Achievement�–�Strengthen�the�educational�conditions�that�promote�student�learning�
and�retention��

a.� Assessment�–�Implement�research-supported�effective�assessment�models�and�practices�
aligned�to�a�viable�and�guaranteed�curriculum��

Develop�and�implement�formative�assessments�(parallel)�in�core�content�areas�aligned�to�
State�of�Alaska�Grade�Level�Expectations�or�Common�Core�Standards�

Develop�and�implement�formative�assessments�in�Career�and�Technical�Education�(CTE)�
areas�aligned�to�industry�standard�expectations�

�

b.� Instruction�–�Implement�research-supported�effective�instruction�models�and�practices�
aligned�to�a�viable�and�guaranteed�curriculum��

�

Develop�and�implement�research-supported�instructional�strategies�aligned�to�core�
content�formative�assessments�(parallel)�or�CTE�formative�assessments�

Develop�and�implement��instructional�plans�that�provide�previews�of�future�content,�
focused�instruction�of�current�objectives,�and�distributed�practice/interaction�with�previous�
content�

�

�



�

c.� Career�and�Technical�Education�(CTE)�–�Increase�the�variety�of�CTE�course�offerings�
provided�by�the�district�and�increase�the�number�of�high�school�students�accessing�CTE�
courses��

Partner�with�statewide�agencies�to�grow�district-wide�Career�and�Technical�Education�
programs�

Develop�and�regularly�update�Personal�Learning�and�Career�Plans�(PLCPs)�for�each�
Galena�high�school�student�aligned�with�the�Alaska�Career�and�Technical�Education�Plan�

Develop�a�system�to�implement�a�plan�for�each�Galena�high�school�graduate�to�leave�
GCSD�with�a�Career�Portfolio�

�

d.� Student�Retention�–�Strengthen�the�educational�conditions�that�promote�student�retention�

Develop�a�system�to�accurately�track�student�retention�rates�across�sub-group�
populations�in�all�district-wide�programs�

Develop�effective�orientation�and�academic�support�programs�for�first�year�students�and�
families�focused�on�increasing�student/family�connections�with�GCSD�staff�

�

2.� Communication�–�Strengthen�collaboration�with�parents�to�enhance�learning�for�their�
children�

District�and�school�web�pages�–�Consistently�refine�and�update�district�and�school�web�pages�to�
reflect�the�most�current�information,�including�GCSD�school�board�meeting�minutes�and�updated�
district�staff�personnel�

GCSD�Administration�–�Enhance�district-home�relationships�by�regularly�seeking�feedback�
through�time-sensitive,�anonymous�online�surveys,�encouraging�stronger�participation�with�Parent�
Advisory�Committees,�and�increasing�the�variety�and�number�of�parent�education�opportunities�
about�district�initiatives�and�state�and�federal�education�mandates�

GCSD�Administration�–�Ensure�regular,�open,�and�honest�communication�across�all�district�
programs�centered�on�increasing�student�learning�and�enfranchising�all�stakeholders�

Parent�Contact�–�Ensure�100%�of�GCSD�families�are�personally�contacted�each�marking�period,�
at�a�minimum,�by�GCSD�staff�

�

�

3.� Resource�Management�–�Ensure�well-managed�financial�resources�aligned�with�and�in�
support�of�improved�student�achievement��

Maintain�appropriate�fund�balances�to�ensure�district-wide�financial�stability�

Ensure�a�student-centered�budget�development�and�implementation�process�

GCSD�Administration�–�Ensure�regular,�open,�and�honest�communication�across�all�district�
programs�centered�on�increasing�student�learning�and�enfranchising�all�stakeholders�

Seek�alternative�sources�of�revenue�to�fund�new�programs�and�projects�in�response�to�student�
and�community�needs.�

�

GALENA�CITY�SCHOOL�DISTRICT�

Physical�Requirements�
The�physical�demands�described�here�are�representative�of�those�that�must�be�met�by�an�employee�
to� successfully� perform� the� essential� functions� of� this� job.� � Reasonable� accommodations� may� be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�regularly�required�to�sit;�stand;�walk;�use�
hands�to�finger,�handle,�or�feel�objects,�tools,�controls;�and�reach�with�hands�and�arms.��The�
employee�frequently�is�required�to�stoop,�kneel,�crouch,�or�crawl�and�talk�and�hear.��The�employee�is�
occasionally�required�to�climb�or�balance.�



�

The�employee�must�regularly�lift�and/or�move�up�to�40�pounds.��Specific�vision�abilities�required�by�
this�job�include�close�vision,�distance�vision,�color�vision,�peripheral�vision,�depth�perception,�and�the�
ability�to�adjust�focus.�

Environmental�Conditions�
The� work� environment� characteristics� described� here� are� representative� of� those� an� employee�
encounters�while�performing�the�essential�functions�of�this�job.��Reasonable�accommodations�may�be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�occasionally�required�to�travel�to�other�cities�
around�the�state.��The�employee�must�be�willing�and�able�to�fly�in�small�and�large�commuter�planes.�

� The�noise�level�in�the�work�environment�is�usually�low�to�moderate.��

�
�

�
�

EVALUATION:��Performance�of�this�job�will�be�evaluated�in�accordance�with�provisions�of�the�
Board’s�policy�on�Evaluation�of�Professional�Personnel.�
�
�
Approved�by:�_______________________________� � ���Date:�_________________��
�
�
Reviewed�and�agreed�to�by:�___________________� � ���Date:�_________________��
� � � � ��������(Incumbent)�
�

�
�
�

�

�

�

�

�

�

�

�

�
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14.14.130�Chief�school�administrator�

�
GALENA�CITY�SCHOOL�DISTRICT�

Adopted�12/13/1995�
�

�
BP�2121�

�

1.�Superintendent�Contract�

�
The�School�Board�shall�employ�a�Superintendent�to�serve�as�its�chief�
administrative�officer�for�a�contract�term�of�not�more�than�three�years.�� Prior�to�
entering�into�an�employment�contract�with�the�Superintendent,�the�Board�may�
have�the�contract�reviewed�by�legal�counsel.�
�
The�Board�shall�notify�the�Superintendent�of�its�intention�not�to�renew�his/her�
contract�early�enough�to�ensure�compliance�with�any�notice�requirements�of�the�
existing�contract.��Any�extension�of�the�life�of�the�contract�shall�be�contingent�
upon�a�satisfactory�evaluation�of�the�Superintendent's�performance�
�

(cf.�2123�-�Evaluation�of�the�Superintendent)�
�
Legal�Reference:�
ALASKA�STATUTES�
14.14.130��Chief�School�Administrator�
14.20.130��Employment�of�teachers�and�administrators�

�
GALENA�CITY�SCHOOL�DISTRICT�

Adopted�12/13/1995�
�

�
BP�2122�

�

2.��Superintendent�of�Schools:��Job�Description�

�
The��job��of��Superintendent��entails��many��complex��duties,��some��specified��in��
law��and��some�assigned�by�the�Board.��The�Board�shall�provide�the�
Superintendent�with�a�job�description�that�indicates�his/her�major�responsibilities.��
The�Board�shall�further�define�the�Superintendent's�responsibilities�and�duties�
through�the�adoption�of�Board�policies.�
�

(cf.�2000�-�Concepts�and�Roles)�
(cf.�2120�-�Superintendent�of�Schools)�
(cf.�2123�-�Evaluation�of�the�Superintendent)�
�
Legal�Reference:�
ALASKA�STATUTES�
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14.14.130��Chief�School�Administrator�
�

GALENA�CITY�SCHOOL�DISTRICT�
Adopted�12/13/1995�

�
�

BP�2123�

�

3.�Evaluation�of�the�Superintendent�

�
The�Board�believes�that�an�annual�evaluation�of�the�Superintendent's�performance�
strengthens�working�relationships�between�the�Superintendent�and�the�Board.��
The�evaluation�process�should�clarify�the�Superintendent's�role�and�give�the�Board�
and�Superintendent�an�opportunity�to�jointly�identify�immediate�priorities�among�
the�Superintendent's�many�responsibilities.��Evaluations�also�should�help�the�
Board�to�monitor�progress�toward�established�goals�and�to�set�reasonable�criteria�
for�salary�increases�and/or�contract�extension.�
�
The�Board�shall�meet�with�the�Superintendent�to�discuss�the�evaluation,�including�
commendations�in�areas�of�strength�and�recommendations�for�improving�
effectiveness.�The�Superintendent�and�Board�members�shall�agree�upon�and�sign�
an�evaluation�summary.�Additional� evaluations� may� be� arranged� at� any� time�
during� the� school�year� at� the� request� of�either�the�Board�or�the�Superintendent.�

�
(cf.�2121�-�Superintendent's�Contract)�
�

The� evaluation� process� shall�be� reviewed� annually� to� determine�whether�any�
of� the� following�steps�need�improvement:�
�

1.���Developing�or�reviewing/revising�the�superintendent's�job�description.�
�
2.���Adopting�or�reviewing/revising�evaluation�policy.�
�
3.���Establishing�clear�criteria�to�include�progress�on�district�goals.�
�
4.���Establishing�or�reviewing/revising�the�evaluations�process.�
�
5.���Carrying�out�the�evaluation.�
�
6.���Summarizing�the�results.�
�
7.���Discussing�the�results�with�the�superintendent.�
�
8.���Developing�a�plan�for�growth�and�improvement.�
�

(cf.�9321�-�Executive�Sessions)�
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�
GALENA�CITY�SCHOOL�DISTRICT�

Adopted�5/16/2012�
�

�
AR�2123�

�
Evaluation�of�the�Superintendent��
�
In�January�of�each�year�the�Board�shall�complete�an�evaluation�of�the�
superintendent’s�performance�implementing�the�district’s�strategic�plan.� � An�
informal�review�will�take�place�between�the�Board�and�the�superintendent�at�least�
once�a�year�prior�to�August.�
�
This�evaluation�shall�be�performed�regardless�of�the�length�of�the�superintendent’s�
contract�or�the�amount�of�time�which�may�remain�under�that�contract.�
�
The�January�evaluation�report�shall�be�in�writing�and�shall�be�submitted�to�and�
discussed�with�the�superintendent.��The� superintendent�shall�sign� the�evaluation�
report�to�acknowledge�that� it� has�been�received.� � The�signature�does�not�
necessarily�imply�agreement�with�the�evaluation,�and�the�superintendent�shall�be�
provided�the�opportunity�to�provide�both�oral�and�written�response�to�the�Board’s�
evaluation�within�fifteen�(15)�working�days�of�receipt�of�the�evaluation.�
�
The�evaluation�and�any�written�comments�by�the�superintendent�shall�become�part�
of�the�superintendent’s�permanent�personnel�file.�
�
Following�this�evaluation,�the�Board�may�extend�the�superintendent’s�contract.��
The�total�time�remaining�on�the�superintendent’s�contract,�including�any�such�
extensions,�may�not�exceed�three�years.��Decision�on�this�contract’s�extension�or�
revision�will�be�made�at�the�first�meeting�of�the�Board�in�May�each�year,�or�as�
soon�as�possible.��If�the�Board�fails�to�act�on�the�contract’s�extension�or�revision�
before�May�31st�of�any�year,�the�contract�will�be�automatically�extended�after�
prior�notification�by�the�Superintendent�for�one�additional�year.�

�
Revised�3/2016�

�
GALENA�CITY�SCHOOL�DISTRICT�

Adopted�03/17/2013�
�

�
E�2123�

�
GALENA�CITY�SCHOOL�DISTRICT�
Evaluation�Form�
Superintendent�
�
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Our�Vision�
To�provide�the�highest�quality�educational�options�for�families�in�the�state�of�Alaska�ensuring�our�
graduates�are�well-grounded,�well-educated�individuals�able�to�maneuver�effectively�in�a�
dynamic�world��
�
Our�Mission�
Active,�enthusiastic�engagement�that�inspires�learning�for�every�student,�in�every�content�area,�
every�day�
�
Our�Core�Values�
Academic�excellence�and�innovation�are�promoted�in�all�facets�of�school�programs�and�activities�
Every�person�is�uniquely�valuable�and�is�treated�with�dignity�and�respect�
Learning�is�a�differentiated�and�life-long�process�
Education�is�a�collaborative�community�responsibility�
Learning�is�dependent�on�fostering�stable�relationships�
Overall�student�success�is�dependent�on�high�standards�and�expectations�
Diversity�within�our�district�is�respected�and�appreciated�
Resource�management�decisions�are�student�centered�and�sustainable�
�
EVALUATION�PROCESS�
�
•�The�superintendent�presents�to�the�school�board�his�or�her�own�self-assessment�of�performance�
on�each�of�the�goals�and�expectations�that�have�been�agreed�to.�The�superintendent�should�
provide�evidence�of�some�tangible�progress�toward�the�agreed-upon�expectations.�
�
•�Using�this�Evaluation�Form,�individual�board�members�grade�the�superintendent�on�each�target�
and�action�step�using�the�ratings:�������
E=Exemplary�����P=Proficient������B=Basic������U=Unsatisfactory�
Ratings�of�Proficient,�Basic,�and�Unsatisfactory�have�associated�descriptors.��
Exemplary�and�Unsatisfactory�ratings,�if�selected,�require�written�comments.��
Additional�comments�may�be�written�at�the�end�of�each�category�for�any�or�all�indicators.�
�
Target�and�action�steps�are�arranged�in�the�following�four�categories:�
1.�Board-superintendent�relations�
2.�Implementation�of�the�district’s�strategic�initiatives�
� 2.A.�Student�Learning�
� 2.B.�Community�and�Stakeholder�Engagement�
� 2.C.�Resource�Management�
3.�District�leadership�and�management�
4.�Community�(external)�relations�
�
•�The�forms�are�collected�by�the�board�president�or�designee�who�compiles�the�tally�sheets�and�
comments,�and�makes�copies�available�to�board�members.�No�numerical�score�or�average�shall�
be�assigned.�
�
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•�The�board�meets�in�executive�session�to�discuss�and�come�to�a�consensus�regarding�
superintendent�performance.�The�ratings�are�compiled�into�a�single�document.�
�
•�The�board�meets�in�executive�session�with�the�superintendent,�so�that�he�or�she�has�the�
opportunity�to�hear�from�all�board�members.�If�board�members�disagree�about�superintendent�
performance,�it�is�important�that�the�superintendent�hear�all�points�of�view.�However,�the�board�
president�will�want�to�remind�everyone�that�the�“one�voice”�whose�direction�the�superintendent�
will�be�expected�to�follow�is�that�of�the�majority.�
�
•�A�written�summary�of�the�evaluation�should�be�given�to�the�superintendent�with�a�copy�retained�
in�the�district�personnel�file.�
�
•�If�the�evaluation�instrument�or�process�needs�to�be�modified�to�reflect�additional�or�modified�
expectations�as�well�as�updated�goals,�this�is�the�time�to�do�so.�
�
•�Decisions�regarding�the�superintendent’s�compensation�and�benefits�and�contract�renewal�issues�
should�be�considered�at�this�time.�
�
•�The�full�board's�conclusions�and�recommendations�should�be�put�in�writing�on�the�final�form�
titled�"Conclusions�and�Recommendations",�which�will�become�a�part�of�the�district�personnel�
file.��A�copy�will�also�be�made�available�to�the�superintendent�as�a�means�of�clearly�
communicating�specific�concerns�about�his/her�performance.�
�
�
TARGET�AND�ACTION�STEPS�
Date:�____________________�
�
Category�No.�1:�Board-superintendent�relations.�One�of�the�major�responsibilities�of�the�
superintendent�is�to�support�the�board�in�doing�its�work.�This�may�include�assisting�the�board�in�
buildings�its�own�capacity�as�a�governing�board�—�through�providing�professional�development�
opportunities,�keeping�the�board�abreast�of�developments�at�the�local,�state�or�national�level�that�
may�impact�its�work,�and�most�significantly,�ensuring�the�board�has�the�best�information�possible�
to�make�informed�decisions.�
�

Rating�
(fill�in)�

E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

1.1� � Provides�leadership�and�
vision�in�assisting�the�
board�to�carry�out�the�
mission�of�the�district�
through�a�planning�
process�

Initiates�a�planning�
process�for�the�board�
at�their�request�

Does�not�bring�the�
need�for�an�on-going�
planning�process�to�the�
board�

1.2� � Offers�professional�
recommendations�to�the�
board�on�action�items,�
based�on�thorough�study�
and�research�

Provides�
recommendations�
upon�request�

Does�not�provide�
professional�advice�or�
guidance�to�the�board�
to�assist�in�their�
decisions�
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1.3� � Assures�that�board�
policies�are�routinely�
reviewed�and�kept�
updated�

Revises�board�
policies�as�need�
arises,�but�not�with�
any�regularity��

Does�not�attempt�to�
keep�policy�issues�
before�the�board;�
policy�manual�does�not�
receive�regular�
attention�

1.4� � Administers�district�
within�policies�of�the�
board�

Occasionally�takes�
actions�that�are�
contrary�to�board�
policy�or�direction�
of�resolutions�
without�the�
knowledge�of�the�
board�

Relies�on�personal�
discretion�in�decision�
making�with�little�
regard�to�guidelines�set�
by�board�policy�

1.5� � Keeps�all�board�members�
informed�on�issues,�
needs�and�operation�of�
district�through�a�regular�
reporting�process�

Provides�
inconsistent�
information�to�board�
members�

Rarely�informs�the�
board�of�anything�
unless�there�is�a�
problem�

1.6� � Treats�board�members�
with�equal�consideration�
and�respect�

Is�inconsistent�in��
treating�board�
members�with�
consideration�and�
respect�

Is�inconsiderate�or�
disrespectful�toward�
any�board�member(s)�

�
Comments:���
�
�
�
Category�No.�2:�Implementation�of�the�district’s�strategic�initiatives.�The�board�sets�the�
district’s�direction�and�articulates�that�direction�in�its�mission,�vision,�and�goals�statements�
(ends).�These�ends�statements�then�become�the�cornerstone�of�the�board’s�written�policy�manual.�
A�few�policies�will�be�pure�“ends”�policies,�but�“ends”�language�may�appear�throughout�the�
policy�manual�in�policies�that�serve�primarily�another�purpose,�such�as�delegating�authority�or�
setting�executive�limitations.�The�board�then�monitors�progress�towards�these�ends�and�
compliance�with�written�board�policy,�using�data�as�the�means�for�its�assessment.�The�board�that�
has�received�monitoring�reports�from�the�superintendent�throughout�the�year�will�find�most�of�
this�piece�of�the�evaluation�complete.�District�performance�equates�to�superintendent�
performance.��
�

2.A.�Student�Learning�–�Provide�a�rigorous�standards-based�curriculum,�differentiated�learning�
opportunities,�and�a�flexible�instructional�approach�that�meets�individual�needs,�ensuring�that�
each�student�reaches�high�levels�of�learning�and�graduates�with�post-secondary�and�career�
options�
�
E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

� Curriculum�and�learning�
across�the�system�provide�
the�majority�of�students�
with�challenging�and�

Curriculum�and�learning�
across�the�system�
provide�some�students�
with�challenging�and�

Curriculum�and�learning�
across�the�system�provide�
few�or�no�students�with�
challenging�and�equitable�
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equitable�opportunities�to�
develop�learning�skills,�
thinking�skills,�and�life�
skills.�The�majority�of�
classes�are�taught�by�
highly�qualified�
instructors.�There�is�some�
evidence�to�indicate�
curriculum�and�learning�
experiences�prepare�
students�for�success�at�the�
next�level.�Teachers�in�all�
schools�individualize�
some�learning�activities�
for�each�student�in�a�way�
that�supports�achievement�
of�expectations.�

equitable�opportunities�
to�develop�learning�
skills,�thinking�skills,�
and�life�skills.�Some�
courses�are�taught�by�
highly�qualified�
instructors.�There�is�
little�evidence�to�
indicate�curriculum�and�
learning�experiences�
prepare�students�for�
success�at�the�next�level.�
Some�individualized�
learning�activities�for�
each�student�are�evident�
randomly�or�in�some�but�
not�all�schools.�
�

opportunities�to�develop�
learning�skills,�thinking�
skills,�and�life�skills�that�
align�with�the�system’s�
purpose.�Few�courses�are�
taught�by�highly�qualified�
instructors.�There�is�no�
evidence�to�indicate�how�
successful�students�will�be�at�
the�next�level.�Few�or�no�
individualized�learning�
activities�for�students�are�
evident�in�any�schools�across�
the�system.�
�

�
(2.A.�Student�Learning,�cont.)�
�
2.A.1�Instruction�–�Utilize�research-supported,�individualized�instruction�and�assessment�
strategies�in�all�content�areas�and�programs�aligned�to�state�standards,�literacy�standards�
across�all�content�areas,�and�Career�and�Technical�Education�industry�standards.�
�

E� P� B� U�

2.A.2�Academic�Performance�–�Increase�student�math�performance�4%�annually,�literacy�
performance�3%�annually,�and�science�performance�3%�annually�as�measured�by�state�
assessments,�district�assessments,�and�classroom-based�assessments.��
�

E� P� B� U�

2.A.3�Innovation�and�Student�Retention�–�Increase�student�retention�district-wide�to�85%�
by�increasing�student�access�to�educational�opportunities.��
�

E� P� B� U�

2.A.4�Attract�and�Retain�–�Attract�and�retain�high�quality�staff�through�an�organizational�
culture�focused�on�growth,�collaboration,�and�innovation.�
�
�

E� P� B� U�

2.A.5�Professional�Development�–�Ensure�well-planned,�outcome-based,�high�quality,�job-
embedded�professional�development�focused�on�improving�student-learning�outcomes.�
�

E� P� B� U�

�
Comments:���
�
�
�
2.B.�Community�and�Stakeholder�Engagement�–�Strengthen�collaboration�with�all�GCSD�
stakeholders�to�promote�a�shared�value�and�responsibility�for�all�student�learning�opportunities�
�
E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

� School�personnel�
throughout�the�system�

School�personnel�
throughout�the�system�

School�personnel�throughout�
the�system�rarely�or�never�
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regularly�communicate�
effectively�with�
appropriate�and�varied�
representatives�from�
stakeholder�groups,�
provide�opportunities�for�
stakeholders�to�shape�
decisions,�solicit�
feedback,�and�respond�to�
stakeholders,�and�work�
collaboratively�on�
system�and�school�
improvement�efforts.�
System�and�school�
leaders'�efforts�result�in�
measurable,�active�
stakeholder�
participation,�
engagement�in�the�
system�and�its�schools,�a�
sense�of�community,�and�
ownership.�

sometimes�communicate�
effectively�with�
stakeholder�groups,�
provide�opportunities�for�
stakeholders�to�shape�
decisions,�solicit�feedback�
from�stakeholders,�and�
work�collaboratively�on�
school�improvement�
efforts.�System�and�
school�leaders'�efforts�
result�in�some�stakeholder�
participation�and�
engagement�in�the�system�
and�its�schools.�

communicate�with�
stakeholder�groups.�Little�or�
no�work�on�system�or�school�
improvement�efforts�is�
collaborative.�System�and�
school�leaders'�efforts�result�
in�limited�or�no�stakeholder�
participation�and�
engagement�in�the�system�or�
its�schools.�

�
�
2.B.1�Communication�–�Ensure�100%�of�GCSD�families�are�contacted�each�marking�
period�by�GCSD�staff.��
�

E� P� B� U�

2.B.2�Parent�Advisory�Committees�(PAC)�and�Stakeholder�Feedback�–�Provide�
regular�opportunities�for�stakeholders�to�provide�feedback�through�PAC�meetings,�
anonymous�surveys,�town�meetings,�and�the�GCSD�website.�
�

E� P� B� U�

2.B.3�Public�Relations�–�Inform�all�GCSD�stakeholders�through�regular�monthly�
communications�about�school�board�decisions�promoting�district�programs�and�
performance.�
�

E� P� B� U�

�

Comments:�
�
�
�
2.C.�Resource�Management�–�Ensure�well-managed�financial�resources�aligned�with�and�in�
support�of�student�learning�and�energy�conservation��
�
E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

� The�system�has�policies�
and�procedures�for�
resource�management.�
The�system�employs�a�
long-range�planning�
process�in�the�areas�of�
budget,�facilities,�and�
other�system�

The�system�has�some�
policies�related�to�
resource�management.�
The�system�has�a�long-
range�planning�process.�
The�strategic�planning�
process�is�reviewed�for�
effectiveness�when�

The�system�may�or�may�not�
have�policies�related�to�
resource�management.�The�
system�may�or�may�not�have�
a�long-range�strategic�
planning�process.�Strategic�
plans,�if�they�exist,�may�or�
may�not�be�implemented�by�
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components.�The�
strategic�planning�
process�is�evaluated�for�
effectiveness,�and�
improvement�plans�
related�to�the�process�are�
developed�and�
implemented�when�
necessary.�Strategic�
plans�are�implemented�
with�fidelity�by�the�
governing�body,�and�
system�leaders�and�have�
built-in�measures�used�to�
monitor�implementation�
and�completion.�

necessary.�Strategic�plans�
are�implemented�
effectively�by�the�
governing�body�and�
system�leaders.�

the�governing�body�and�
system�leaders.�

�
�
2.C.1�Fund�Balance�–�Maintain�fund�balances�as�close�to�10%�as�possible�to�ensure�
district-wide�financial�flexibility�and�stability.�
�

E� P� B� U�

2.C.2�Resource�Allocation�–�Ensure�a�budget�development�and�implementation�process�
allocating�resources�based�on�alignment�with�the�strategic�plan�and�instructional�outcomes.�
�

E� P� B� U�

2.C.3�Sustainability�–�Partner�with�community�and�statewide�agencies�to�support�the�
development�of�renewable�and�sustainable�energy�resources.��
�

E� P� B� U�

�

Comments:�
�
�
�
�
Category�No.�3:�District�leadership�and�management.�In�addition�to�implementing�the�board’s�
strategic�goals�and�objectives,�the�superintendent�is�charged�with�operating�the�district�efficiently�
and�effectively.�Managing�operations�is�relatively�easy�to�assess�because�efficiency�and�cost-
effectiveness�can�be�measured.�For�example,�a�budget�recommendation�is�either�balanced�or�it’s�
not.�A�building�project�comes�in�on�time�or�on�budget,�or�it�does�not.�While�leadership�is�perhaps�
a�subjective�quality�and�more�difficult�to�assess,�it�is�at�the�heart�of�an�individual’s�ability�to�
bring�a�group�of�people�together�around�a�common�objective.�Beyond�simply�achieving�
outcomes,�the�superintendent�can�and�should�be�expected�to�conduct�his/her�duties�in�a�moral�and�
ethical�manner.�In�addition,�the�superintendent’s�skills�may�be�evaluated�by�his/her�method�and�
manner,�style�and�tone�used�with�staff,�students,�board�and�the�public.�The�superintendent�can�be�
held�accountable�for�creating�a�positive�school�climate�and�culture�only�when�the�school�board�is�
clear�about�these�expectations.�
�
Rating�
(fill�in)�

E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

3.1� � Understands�and�stays�
informed�on�all�aspects�

Unable�to�clearly�
articulate�the�services�

Communications�
demonstrate�poor�
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of�district�operations;�
anticipates�problems,�
provides�solutions,�
operates�well�in�crises�

or�activities�of�the�
district;�doesn’t�
anticipate�problems�or�
crises�

understanding�of�
activities�of�district�or�
staff;�often�in�crisis�
mode�

3.2� � Works�to�implement�a�
team�concept�with�staff�
to�insure�employee�
efforts�mesh�to�support�
the�district’s�vision�and�
mission�

Pays�limited�attention�
to�the�interaction�
between�staff�members�
and�service�areas;�staff�
doesn’t�clearly�
understand�the�mission�

Allows�professional�and�
personal�differences�
among�staff�to�become�
public�and�tarnish�the�
programs�and�credibility�
of�the�district.���

3.3� � Demonstrates�a�
thorough�understanding�
of�the�role�of�the�
superintendent�

Does�not�seem�clear�
on�role�of�
superintendent�or�on�
board�expectations�

Exceeds�authority�and�
disregards�board�
expectations��

3.4� � Insures�that�the�staff�is�
comprised�of�
individuals�with�
appropriate�skills�and�
background�to�meet�the�
district’s�needs�

Occasionally�selects�
staff�with�inadequate�
qualifications��

Does�not�select�nor�
align�staff�to�meet�the�
district’s�needs��

3.5� � Delegates�authority�to�
appropriate�staff�
members�

Places�limited�
authority�with�key�
staff�members�

Rigidly�controls�all�
communications�and�
decisions�made�within�
the�administration�

3.6� � Provides�adequate�
supervision�of�district�
operations,�insisting�on�
competence�and�
efficiency��

Settles�for�“good�
enough”�from�staff,�
occasionally�allowing�
decisions�or�
communications�to�go�
out�that�reflect�poorly�
on�the�district��

Allows�inferior�work�to�
be�done,�which�damages�
the�integrity�and�image�
of�the�district��

�
(Category�No.�3:�District�leadership�and�management,�cont.)�
�
Rating�
(fill�in)�

E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

3.7� � Develops�and�executes�
sound�personnel�
procedures,�practices,�
evaluations,�and�
training�

Shows�a�basic�
understanding���
personnel�procedures;�
implementation�may�
be�inconsistent�

Presents�flawed�
reasoning�to�board�
regarding�personnel�
matters�

3.8� � Dedicated�to�high�
standards�of�
performance�and�ethics�
in�all�personal�and�
professional�matters�

Occasionally�
demonstrates�a�
willingness�to�
compromise�standards�
or�ethics�for�personal�
or�professional�gain�

Behaves�in�a�manner�
that�calls�integrity�and�
ethics�into�serious�
question;�trust�is�an�
issue�

3.9� � Handles�pressure�and�
maintains�poise�and�
emotional�stability�in�
the�full�range�of�
professional�duties�

Demonstrates�poor�
behavior�and�lack�of�
judgment�under�
pressure�

Behaves�
unprofessionally�and�
with�disregard�to�well-
being�of�district�

3.10� � Exercises�good�
judgment�in�arriving�at�

Does�not�gather�
sufficient�information�

Shows�poor�judgment,�
makes�decisions�with�
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decisions;�seeks�
information�and�
counsel;�analyzes�facts�
and�situations��

before�making�
decisions�

little�regard�to�facts�or�
advice�from�board�or�
Staff;�is�reactionary�

3.11� � Communicates�
effectively�through�
written�and�spoken�
word;�is�clear�and�
persuasive;�is�an�active�
listener;�exhibits�a�sense�
of�humor�

Communicates�
sporadically,�or�in�an�
unclear�manner�with�
limited�success�

Has�difficulty�being�
understood;�creates�
problems�for�the�district�
through�lack�of�
communication�skills�

3.12� � Personal�appearance�in�
relation�to�professional�
duties�is�consistently�
appropriate�and�
contributes�to�respect�
for�the�district��

Attention�to�
appropriate�personal�
appearance�is�
inconsistent��

Shows�consistent�
disregard�for�importance�
of�maintaining�an�
appropriate�image�for�
the�district�through�
personal�appearance�

�

Comments:�
�
�
�
�
Category�No.�4:�Community�(external)�relations.�The�board�should�expect�its�superintendent�
to�represent�the�district�within�the�community,�to�carry�the�district’s�message�and�advocate�on�its�
behalf.�What�this�interaction�looks�like�will�differ�from�community�to�community,�but�could�
include�media�relations,�participation�in�local�civic�groups,�or�forming�partnerships�with�other�
governmental�bodies�such�as�the�city�council.�
�
Rating�
(fill�in)�

E=Exemplary�
(requires�written�
comment)�

P=Proficient� B=Basic� U=Unsatisfactory�
(add�comment)�

4.1� � Develops�friendly�and�
cooperative�
relationships�with�the�
news�media,�businesses,�
city�and�legislature��

Is�recognized�as�a�
representative�of�the�
district,�but�doesn’t�forge�
relationships�

Creates�adversarial�
relationships�that�
inhibit�the�district’s�
positive�influence�

4.2� � Encourages�community�
members�to�be�actively�
involved�with�the�
district��

Does�not�provide�
community�members�
sufficient�understanding�
of�district�issues�to�allow�
them�to�be�effective�in�
their�efforts.�

Does�not�value�the�
importance�of�
informed�
community�
members�or�respect�
their�influence�

4.3� � Works�effectively�with�
public�and�private�
agencies;�looks�for�
opportunities�to�forge�
alliances�to�further�the�
district�mission�

Does�not�seek�
opportunities�to�interact�
with�other�agencies�

Does�not�appear�to�
value�collaboration�
with�other�
agencies;�
contributes�to�
difficult�relations�
with�others�

4.4� � Solicits�and�give�
attention�to�problems�

Doesn’t�actively�seek�to�
become�informed�of�

Demonstrates�
disregard�for�
concerns�of�others,�
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and�opinions�of�groups�
and�individuals�

individual�or�community�
concerns�

acting�instead�on�
personal�agenda�
and�opinions�

�
Comments:�
�
�
�
�
�
SUPERINTENDENT�EVALUATION�
Response�Tally�
�
Date:�____________________________�

�
Category�No.1.�Board-superintendent�relations�
�
Item�#� E=Exemplary�

�
P=Proficient� B=Basic� U=Unsatisfactory�

�

1.1� � � � �
1.2� � � � �
1.3� � � � �
1.4� � � � �
1.5� � � � �
1.6� � � � �
�
Board-superintendent�relations��
Comments:�
�
�
�
�
SUPERINTENDENT�EVALUATION�
Response�Tally�
�
Date:�__________________________�

�
Category�No.�2.�Implementation�of�the�district’s�strategic�initiatives�
�
2.A.�Student�Learning�
�
Item�#� E=Exemplary�

�
P=Proficient� B=Basic� U=Unsatisfactory�

�

2.A.1� � � � �
2.A.2� � � � �
2.A.3� � � � �
2.A.4� � � � �
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2.A.5� � � � �
2.A.6� � � � �
2.A.7� � � � �
�
2.A�Student�Learning��
Comments:�
�
�
�
�
�

SUPERINTENDENT�EVALUATION�
Response�Tally�
�
Date:�__________________________�
�
Category�No.�2.�Implementation�of�the�district’s�strategic�initiatives�
�
2.B.�Community�and�Stakeholder�Engagement�
�
Item�#� E=Exemplary�

�
P=Proficient� B=Basic� U=Unsatisfactory�

�

2.B.1� � � � �
2.B.2� � � � �
2.B.3� � � � �
2.B.4� � � � �
�
2.B�Community�and�Stakeholder�Engagement�
�Comments:�
�
�
�
�
�
SUPERINTENDENT�EVALUATION�
Response�Tally�
�
Date:�___________________________�

�
Category�No.�2.�Implementation�of�the�district’s�strategic�initiatives�
�
2.C.�Resource�Management�
�
Item�#� E=Exemplary�

�
P=Proficient� B=Basic� U=Unsatisfactory�

�

2.C.1� � � � �
2.C.2� � � � �
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2.C.3� � � � �
�
2.C�Resource�Management�
Comments:�
�
�
�
�
SUPERINTENDENT�EVALUATION�
Response�Tally�
�
Date:�_____________________________________________�
��

Category�No.3.�District�leadership�and�management�
�
Item�#� E=Exemplary�

�
P=Proficient� B=Basic� U=Unsatisfactory�

�

3.1� � � � �
3.2� � � � �
3.3� � � � �
3.4� � � � �
3.5� � � � �
3.6� � � � �
3.7� � � � �
3.8� � � � �
3.9� � � � �
3.10� � � � �
3.11� � � � �
3.12� � � � �
�
District�leadership�and�management��
Comments:�
�
�
�
�

SUPERINTENDENT�EVALUATION�
Response�Tally�
�
Date:�_______________�

�
Category�No.4.�Community�(external)�relations�
�
Item�#� E=Exemplary�

�
P=Proficient� B=Basic� U=Unsatisfactory�

�

4.1� � � � �
4.2� � � � �
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4.3� � � � �
4.4� � � � �
�
Community�(external)�relations��
Comments:�
�
�
�
�
SUPERINTENDENT�EVALUATION�
CONCLUSIONS�AND�RECOMMENDATIONS�
�
In�view�of�the�ratings�and�comments�made�by�members�of�the�school�board,�the�following�
agreements�have�been�reached�by�the�board�and�the�superintendent:�
�
Goals�for�Professional�Development�for�the�coming�year:�
�
�
�
�
�
�
�
�
�
�
Plan�of�Improvement�(this�is�to�be�employed�if�there�are�a�number�of�ratings�in�the�Basic�or�
Unsatisfactory�columns�of�the�evaluation�form):�
�
�
�
�
�
�
�
�
With�respect�to�the�employment�relationship�between�the�superintendent�and�the�school�board,�
the�board�recommends�the�following�contract�considerations:�
�
Length�of�Contract:�
�
�
�
�
Compensation�(Salary�and�Benefits):�
�
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Other�terms:�

Signed:__________________________________,�Board�President�� Date:___________�

� __________________________________,�Superintendent� � Date:___________�

BP�2200�



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Swimming Pool Manager

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Systems Administrator

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



GALENA CITY SCHOOL DISTRICT

Position: Location:

Reports to: Classification:

Work Year: Salary:

Summary or Purpose:

Qualification Requirements:

Performance Responsibilities:



Physical Requirements

Environmental Conditions



GALENA CITY SCHOOL DISTRICT
Evaluation Form

Teacher Aide

It is the belief of the Galena City School District that evaluation can be an effective tool to improvement of performance. It is the
Goal of this evaluation to effect change in the direction of continually increasing professional excellence.



�

GALENA�CITY�SCHOOL�DISTRICT�

�

Position:� Location:��������� TBD�

�

Reports�to:� Classification:� Certified�Staff�

�

Work�Year:� Salary:��������������GEA�Agreement�

� � �

Summary�or�Purpose:�
To�create�a�flexible�elementary�grade�program�and�a�class�environment�favorable�to�learning�and�
personal�growth;�to�establish�effective�rapport�with�students;�to�motivate�students�to�develop�
skills,�attitudes�and�knowledge�needed�to�provide�a�good�foundation�for�upper�elementary�grade�
education,�in�accordance�with�each�student’s�ability;�and�to�establish�good�relationships�with�
parents�and�other�staff�members.�
�

Qualification�Requirements:�
Ø� Bachelor’s�Degree�in�Education�required.�
Ø� Alaska�teacher�certificate�required.�
Ø� Cultural�awareness,�sensitivity,�and�knowledge�of�the�cultures�reflected�required.�
Ø� Such�alternatives�to�the�above�qualifications�as�the�Board�may�find�appropriate�and�acceptable.�

�

Performance�Responsibilities:�

To� perform� this� job� successfully,� an� individual� must� be� able� to� perform� each� essential� function�
satisfactorily.� � The� requirements� listed� below� are� representative� of� the� knowledge,� skills,� and/or�
abilities�required.��Reasonable�accommodations�may�be�made�to�enable� individuals�with�disabilities�
to�perform�the�essential�functions.�
�
Techniques�of�Instruction�
1.� Provides�consistent�and�effective�instructional�opportunities�that�meet�the�individual�and�specific�

needs�of�all�students�so�they�may�participate�successfully.�
2.� Assesses�student�progress�during�instructions�and�provides�praise,�criticism�and�suggestions�

toward�learning�goals.�
3.� Unit�objectives�are�identified�through�practice�tests,�exemplars�or�demonstrations�that�are�a�

regular�part�of�instruction.�
4.� Lesson�plans�are�specific�and�align�with�standards�and/or�learning�objectives.�

�
Classroom�Management�
1.� Provides�consistent�and�effective�instructional�opportunities�that�meet�the�individual�and�specific�

needs�of�all�students�so�they�may�participate�successfully.�
2.� Assesses�student�progress�during�instructions�and�provides�praise,�criticism�and�suggestions�

toward�learning�goals.�
3.� Unit�objectives�are�identified�through�practice�tests,�exemplars�or�demonstrations�that�are�a�

regular�part�of�instruction.�
4.� Lesson�plans�are�specific�and�align�with�standards�and/or�learning�objectives.�

�
Knowledge�of�Content�
1.� Identifies�and�accommodates�multiple�learning�styles,�individual�differences�and�preferences�

suited�to�all�level�of�learners.�
2.� Teaches�the�correct�information�for�the�standards�accurately�and�clearly.�
3.� Utilizes�varied�communication�tools�and�styles�based�on�the�individual�needs�of�the�learners.�

190�/�187�days�

Principal�

Teacher�



�

�
Relationships�with�Students�and�Parents�
1.� Identifies�varied�strategies�to�motivate�and�connect�with�students�and�families�to�support�and�

promote�all�student�learning.�
2.� Maintains�encouraging�and�supportive�environment�while�demonstrating�clear�expectations�of�

high�standards�for�student�performance.�
3.� Interacts�and�communicates�in�a�culturally�appropriate�manner�with�parents�and�community�to�

reach�educational�goals.�
�

Professionalism�
1.� Continues�toward�professional�growth�and�development.�
2.� Professional�paperwork�is�taken�care�of�in�a�timely�manner.�
3.� Lesson�plans�are�aligned�with�standards�and�GLE�objectives.�
4.� Works�positively�and�productively�with�co-workers.�
5.� Maintains�student�and�staff�confidentiality.�

�
Formal�Classroom�Assessment�
1.� Uses�assessments�designed�by�objective.�
2.� Uses�varied�assessment�formats.�
3.� Testing�is�purposefully�planned�and�timed�to�meet�the�needs�of�all�students.�
4.� Assessments�are�consistently�managed�to�meet�the�needs�of�all�students.�
5.� Purposefully�monitors�and�re-teaches�until�standards�are�met.�

�

GALENA�CITY�SCHOOL�DISTRICT�

Physical�Requirements�
The�physical�demands�described�here�are�representative�of�those�that�must�be�met�by�an�employee�
to� successfully� perform� the� essential� functions� of� this� job.� � Reasonable� accommodations�may� be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�regularly�required�to�sit;�stand;�walk;�use�
hands�to�finger,�handle,�or�feel�objects,�tools,�controls;�and�reach�with�hands�and�arms.��The�
employee�frequently�is�required�to�stoop,�kneel,�crouch,�or�crawl�and�talk�and�hear.��The�employee�is�
occasionally�required�to�climb�or�balance.�

The�employee�must�regularly�lift�and/or�move�up�to�40�pounds.��Specific�vision�abilities�required�by�
this�job�include�close�vision,�distance�vision,�color�vision,�peripheral�vision,�depth�perception,�and�the�
ability�to�adjust�focus.�

Environmental�Conditions�

The� work� environment� characteristics� described� here� are� representative� of� those� an� employee�
encounters�while�performing�the�essential�functions�of�this�job.��Reasonable�accommodations�may�be�
made�to�enable�individuals�with�disabilities�to�perform�the�essential�functions.�

While�performing�the�duties�of�this�job�the�employee�is�occasionally�required�to�travel�to�other�cities�
around�the�state.��The�employee�must�be�willing�and�able�to�fly�in�small�and�large�commuter�planes.�

� The�noise�level�in�the�work�environment�is�usually�low�to�moderate.��

EVALUATION:��Performance�of�this�job�will�be�evaluated�in�accordance�with�provisions�of�the�
Board’s�policy�on�Evaluation�of�Professional�Personnel.�
�
�
Approved�by:�_______________________________� � ���Date:�_________________��
�
�
Reviewed�and�agreed�to�by:�___________________� � ���Date:�_________________��
� � � � ��������(Incumbent)�
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SHS�&�GILA�Teacher�Evaluation�Procedures�and�Access�to�Documents�

�

TEACHER�EVALUATION�PROCEDURES�

Walk�Throughs:��At�least�one�brief�(5-15�minute)�walk�through�twice�monthly�with�written�feedback�for�

teachers.�

Formal�Evaluations:��For�tenured�teachers,�at�least�one�formal�evaluation�observation�(30-50�minute)�

made�with�prior�knowledge�of�the�teacher.�For�non-tenured�teachers,�at�least�two�formal�evaluation�

observations�(30-50�minute)�made�with�prior�knowledge�of�the�teacher.�

·� The�time�and�date�of�the�formal�observation�will�be�determined�at�a�pre-observation�meeting.�

·� A�written�evaluation�document�will�be�provided�to�the�teacher�in�a�post-observation�meeting�within�

three�school�days�following�each�formal�observation,�unless�circumstances�beyond�the�control�of�

either�party�preclude�meeting�the�time�unit.�

·� Upon�completion�of�the�formal�evaluation�post-observation�meeting,�both�the�evaluating�

administrator�and�the�teacher�will�sign�the�document.�Signing�does�not�imply�agreement�with�the�

evaluation;�it�does�indicate�receipt�of�the�document.�

·� Following�receipt�of�the�written�formal�evaluation�document,�a�period�of�five�work�days�will�be�

allowed�for�the�teacher�to�respond�in�writing�to�the�formal�evaluation�document.�The�evaluating�

administrator�will�not�transmit�the�formal�evaluation�document�to�the�teacher’s�file�in�the�

superintendent’s�office�until�such�time�has�elapsed.�

·� The�original�copy�of�the�formal�evaluation�document�will�be�placed�in�the�teacher’s�file�in�the�

superintendent’s�office�and�a�paper�copy�or�a�PDF�will�be�given�to�the�teacher�for�his�or�her�records.�

The�evaluator�will�follow�the�process�below�to�complete�the�formal�evaluation�and�to�determine�the�

level�of�support�that�the�teacher�will�require:�

1.� Gather�and�assess�evidence�(artifacts�and�observations)�for�each�of�the�16�components.�At�the�end�

of�the�observation�cycle,�the�evaluator�will�assess�all�the�evidences�and/or�artifacts�available�for�a�

teacher�to�determine�the�ratings�for�each�of�the�16�components�using�The�Danielson�Framework�for�

Teaching�(http://www.danielsongroup.org/).�The�evaluator�must�use�professional�judgment�to�make�

responsible�decisions�using�as�many�data�points�as�possible�gathered�during�the�year.�

�

2.� Use�component�ratings�to�establish�domain�ratings.�To�roll-up�the�16�component�ratings�into�four�

domain�ratings,�evaluators�will�use�the�following�operating�principles:��

a.� Exemplary:��A�teacher�should�receive�a�domain�rating�of�Exemplary�if�at�least�two�of�the�

domain’s�components�are�rated�Exemplary,�with�the�remaining�components�rated�no�lower�

than�Proficient.�

b.� Proficient:��A�teacher�should�receive�a�domain�rating�of�Proficient�if�no�more�than�one�

component�is�rated�Basic,�with�the�remaining�components�rated�Proficient�or�Exemplary.��

c.� Basic:��A�teacher�should�receive�a�domain�rating�of�Basic�if�the�teacher�received�no�

Unsatisfactory�component�rating�and�two�or�more�Basic�component�ratings.��

d.� Unsatisfactory:��A�teacher�should�receive�a�domain�rating�of�Unsatisfactory�if�any�one�

component�is�rated�Unsatisfactory.�
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3.� Use�domain�ratings�to�establish�level�of�support.�Using�all�four�domain�ratings�to�establish�the�level�

of�support�required,�evaluators�will�use�the�following�operating�principles:��

a.� Evaluation�Alternative:��Alaska�law�AS�14.20.149(b)(4)�permits�districts�to�“limit�its�

evaluations�of�tenured�teachers�who�have�consistently�exceeded�the�district�performance�

standards�to�one�evaluation�every�two�school�years.”�After�the�third�year�of�having�at�least�

two�domains�rated�as�Exemplary,�with�the�remaining�domains�rated�no�lower�than�

Proficient,�a�tenured�teacher�qualifies�for�the�Evaluation�Alternative�for�the�next�school�year.�

If,�during�the�school�year�following�the�Evaluation�Alternative�year,�the�teacher�again�

exceeds�the�district�performance�standards�by�having�at�least�two�domains�rated�as�

Exemplary,�with�the�remaining�domains�rated�no�lower�than�Proficient�during�the�formal�

evaluation,�the�Evaluation�Alternative�again�is�an�option�for�that�teacher�for�the�next�school�

year.�

b.� Professional�Focus:��A�teacher,�in�partnership�with�the�evaluating�administrator,�may�

determine�a�teacher-specific�Professional�Focus�for�the�following�school�year’s�formal�

evaluation�process�if�at�least�three�of�the�domains�are�rated�as�Proficient�or�Exemplary,�with�

the�remaining�domain�rated�no�lower�than�Basic.��

c.� District�Support/Plan�of�Professional�Growth:��A�teacher�should�receive�District�Support�or�

be�placed�on�a�Plan�of�Professional�Growth�if�no�domain�is�rated�Unsatisfactory�and�two�or�

more�domains�are�rated�Basic.��

d.� Plan�of�Improvement:��A�teacher�will�follow�a�Plan�of�Improvement�created�by�the�district�if�

any�domain�is�rated�Unsatisfactory.�

Plan�of�Improvement:��Alaska�regulation�4�AAC�19.010(g)�specifies�that�a�teacher�who�receives�a�

performance�evaluation�rating�of�unsatisfactory�on�one�or�more�of�the�content�standards�has�not�met�

the�district�performance�standards�and�must�be�placed�on�a�plan�of�improvement,�except�if�the�

teacher’s�performance�warrants�immediate�dismissal�under�AS�14.20.170(a).�Alaska�statute�14.20.149(e)�

stipulates�that�the�evaluating�administrator�shall�consult�with�the�teacher�in�setting�clear,�specific�

performance�expectations�to�be�included�in�the�plan�of�improvement.�The�plan�of�improvement�must�

address�ways�in�which�the�teacher's�performance�can�be�improved�and�shall�last�for�not�less�than�90�

workdays�and�not�more�than�180�workdays�unless�the�minimum�time�is�shortened�by�agreement�

between�the�evaluating�administrator�and�the�teacher.�The�plan�of�improvement�shall�be�based�on�the�

professional�performance�standards�outlined�in�GCSD’s�locally�adopted�evaluation�procedure.�GCSD�

must�formally�evaluate�the�teacher�at�least�twice�during�the�course�of�the�plan�of�improvement.�If,�at�

the�conclusion�of�the�plan�of�improvement,�the�teacher's�performance�again�does�not�meet�the�district�

performance�standards,�the�district�may�non-retain�the�teacher�under�AS�14.20.175(b)(1).�

District�Support/Plan�of�Professional�Growth:��Alaska�regulation�4�AAC�19.010(h)�says�that,�unless�the�

district�is�not�retaining�the�teacher,�if�a�district�gives�a�teacher�a�performance�evaluation�rating�of�basic�

on�two�or�more�of�the�content�standards,�the�district�…��

·� shall�provide�support�and�assistance,�as�determined�by�the�district,�for�improvement�on�those�

standards,�and�

·� may�place�the�teacher�on�a�plan�of�professional�growth.�
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A�plan�of�professional�growth�is�a�plan�developed�by�the�evaluating�administrator,�in�consultation�with�

the�teacher�to�whom�the�plan�applies,�to�provide�the�structure,�assistance,�and�guidance�for�the�teacher�

to�improve�in�all�criteria�in�which�the�teacher�is�performing�at�a�basic�level.�The�plan�of�professional�

growth�must�include�…�

·� clear�and�specific�performance�expectations,�

·� a�description�of�ways�that�the�teacher's�performance�can�be�improved,�and�

·� a�duration�determined�by�the�district.�

If,�at�the�conclusion�of�a�plan�of�professional�growth,�a�teacher's�performance�on�the�standards�in�

question�is�not�proficient�or�exemplary,�the�district�may�place�the�teacher�on�a�plan�of�improvement�

under�AS�14.20.149(b)(6).�

�

USE�OF�AND�ACCESS�TO�EVALUATION�DOCUMENTS�

A�teacher’s�evaluation�documents�are�confidential�and�may�not�be�publicly�disclosed.�The�formal�

evaluation�document�may�be�reviewed�upon�request�by�the�person�evaluated�or�some�other�person(s)�

designated�in�writing�by�the�person�evaluated.�An�appointment�should�be�scheduled�with�the�

superintendent’s�office�for�reviewing�the�formal�evaluation�document.�



SHS�&�GILA�Standard�Evaluation�Summary�
Regular�Education�Teacher�

November�2016�
�

�

Educator�Name:� Click�here�to�enter�text.�

Subjects(s):� Click�here�to�enter�text.� Grade�Level(s):� Click�here�to�enter�text.�

Administrator�Name:� Click�here�to�enter�text.�

Formal�Observation�Dates�(below)� Informal�Observation�Dates�(below)�

Pre-Observation:� Click�here�to�enter�a�date.� � Click�here�to�enter�a�date.�

Observation�(30�minutes):� Click�here�to�enter�a�date.� � Click�here�to�enter�a�date.�

Post-Observation:� Click�here�to�enter�a�date.� � Click�here�to�enter�a�date.�

� � � Click�here�to�enter�a�date.�

� � � Click�here�to�enter�a�date.�

�

�
�

KEY:��U=Unsatisfactory�(1�point);�B=Basic�(2�points);�P=Proficient�(3�points);�E=Exemplary�(4�points)�
�

Domain�1:��Planning�and�Preparation� U� B� P� E�

Component�1a:��Demonstrating�Knowledge�of�Students�(Standard�3)� � � � �

Elements:�
�����Child�and�adolescent�development� �
�����The�learning�process�
�����Students’�skills,�knowledge,�and�language�proficiency�
�����Students�special�needs�

Component�1b:��Setting�Instructional�Outcomes�(Standard�4)� � � � �

�����Elements:�
�����Value,�sequence,�and�alignment�to�Alaska�State�Standards�and�GCSD�Curriculum��
�����Clarity�
�����Balance�
�����Suitability�for�diverse�learners�including�IEP,�ELL�and�other�identified�needs�

Component�1c:��Designing�Coherent�Instruction�(Standard�4)� � � � �

�����Elements:�
�����Learning�activities�
�����Instructional�materials�and�resources�
�����Instructional�groups�
�����Lesson�and�unit�structure�

It�is�the�belief�of�the�Galena�City�School�District�that�evaluation�can�be�an�effective�tool�to�improvement�of�
performance.�It�is�the�goal�of�this�evaluation�to�effect�change�in�the�direction�of�continually�increasing�professional�
excellence.�The�Charlotte�Danielson�domains�and�methodology�are�utilized�as�the�foundation�of�this�evaluation�tool.�

A�teacher,�in�partnership�with�the�evaluating�administrator,�must�provide�evidences�and/or�artifacts�for�all�elements�
within�a�component�not�already�observed�by�the�evaluating�administrator�in�order�for�any�component�to�possibly�be�
rated�exemplary.�Without�evidences�and/or�artifacts�for�all�of�a�component’s�elements,�the�highest�rating�a�teacher�
can�receive�in�each�component�is�proficient.�Having�evidences�and/or�artifacts�is�no�guarantee�of�an�exemplary�
component�rating.�



SHS�&�GILA�Standard�Evaluation�Summary�
Regular�Education�Teacher�

November�2016�
�

Component�1d:��Designing�Student�Assessments�(Standard�5)� � � � �

�����Elements:�
�����Congruence�with�outcomes�
�����Criteria�and�standards�
�����Formative�assessments�
�����Use�for�planning�

Evidences�and/or�Artifacts�for�Component�1�Elements:�
�
�
�
�

Comments:�
�
�
�
�

Total�Rating�for�Domain�1:�
(see�page�1�of�“Teacher�Eval�Procedures”�doc�for�establishing�Domain�rating)��

U=1� B=2� P=3� E=4�

� �



SHS�&�GILA�Standard�Evaluation�Summary�
Regular�Education�Teacher�

November�2016�
�

�
Domain�2:��The�Classroom�Environment� U� B� P� E�

Component�2a:��Creating�an�Environment�of�Respect�and�Rapport�(Standard�6)� � � � �

�����Elements:�
�����Teacher�interaction�with�students�
�����Student�interaction�with�students�

Component�2b:��Establishing�a�Culture�of�Learning�(Standard�6)� � � � �

�����Elements:�
�����Importance�of�content�and�of�learning�
�����Expectations�for�learning�and�achievement�
�����Student�pride�in�work�

Component�2c:��Managing�Classroom�Procedures�(Standard�6)� � � � �

�����Elements:�
�����Instructional�groups�
�����Transitions�
�����Materials�and�supplies�
�����Non-instructional�duties�
�����Supervision�of�volunteer�and�paraprofessionals�

Component�2d:��Managing�Student�Behavior�(Standard�6)� � � � �

�����Elements:�
�����Expectations�
�����Monitoring�behavior�
�����Response�to�misbehavior�

Evidences�and/or�Artifacts�for�Component�2�Elements:�
�
�
�
�

Comments:�
�
�
�
�

Total�Rating�for�Domain�2:�
(see�page�1�of�“Teacher�Eval�Procedures”�doc�for�establishing�Domain�rating)�

U=1� B=2� P=3� E=4�

� �



SHS�&�GILA�Standard�Evaluation�Summary�
Regular�Education�Teacher�

November�2016�
�

�

Domain�3:��Instruction� U� B� P� E�

Component�3a:��Using�Questioning�and�Discussion�Techniques�(Standard�6)� � � � �

�����Elements:�
�����Quality�of�questions�and�prompts�
�����Discussion�techniques�
�����Student�participation�

Component�3b:��Engaging�Students�in�Learning�(Standard�6)� � � � �

�����Elements:�
�����Activities�and�assignments�
�����Student�groups�
�����Instructional�materials�and�resources�
�����Structure�and�pacing�

Component�3c:��Using�Assessments�in�Instruction�(Standard�6)� � � � �

�����Elements:�
�����Assessment�criteria�
�����Monitoring�of�student�learning�
�����Feedback�to�students�
�����Student�self-assessment�and�monitoring�

Component�3d:��Demonstrating�Flexibility�and�Responsiveness�(Standard�2)� � � � �

�����Elements:�
�����Lesson�Adjustment�
�����Response�to�students�
�����Persistence�

Evidences�and/or�Artifacts�for�Component�3�Elements:�
�
�
�
�

Comments:�
�
�
�
�

Total�Rating�for�Domain�3:�
(see�page�1�of�“Teacher�Eval�Procedures”�doc�for�establishing�Domain�rating)��

U=1� B=2� P=3� E=4�

� �



SHS�&�GILA�Standard�Evaluation�Summary�
Regular�Education�Teacher�

November�2016�
�

�

Domain�4:��Professional�Responsibilities� U� B� P� E�

Component�4a:��Maintaining�Accurate�Records� � � � �

�����Elements:�
�����Student�progress�in�learning�

Component�4b:��Communicating�with�Families� � � � �

�����Elements:�
�����About�instructional�program�
�����About�individual�students�
�����Engagement�of�families�in�instructional�program�

Component�4c:��Showing�Professionalism� � � � �

�����Elements:�
�����Integrity/ethical�conduct�
�����Service�to�students�
�����Advocacy�
�����Decision�making�
�����Compliance�with�school/district�regulations�

Component�4d:��Growing�and�Developing�Professionally� � � � �

�����Elements:�
�����Enhancement�of�content�knowledge�and�pedagogical�skill�
�����Receptivity�of�feedback�from�colleagues�

Evidences�and/or�Artifacts�for�Component�4�Elements:�
�
�
�
�

Comments:�
�
�
�
�

� Total�Rating�for�Domain�4:�
(see�page�1�of�“Teacher�Eval�Procedures”�doc�for�establishing�Domain�rating)�

1� 2� 3� 4�

� �



SHS�&�GILA�Standard�Evaluation�Summary�
Regular�Education�Teacher�

November�2016�
�

� �

Educator�Comments:�
�
�
�
�
�

Administrator�Comments:�
�
�
�
�
�

Overall�Score�(Add�all�Domain�points�&�then�divide�by�16):��_______/16�points�=�________%�

Final�Designation:�(circle)� Unsatisfactory�=�ANY�Domain�Basic�or�below�and�Overall�Score�is�<50%�
Basic������������������=�ANY�Domain�Basic�or�below�and�Overall�Score�is�>=50%�
Proficient����������=�ALL�Domains�Prof�or�higher�and�Overall�Score�is�75�to�85%�
Exemplary��������=�ALL�Domains�Prof�or�higher�and�Overall�Score�is�>85%�

�
Statement:��A�formal�conference�was�held�on�_______________________(date)�with�my�evaluating�administrator.��I�
understand�that�I�have�five�work�days�to�study�and�prepare�a�response�that�will�be�attached�to�this�evaluation�prior�to�
being�sent�to�Human�Resources.��My�response�will�become�a�part�of�this�evaluation.��I�also�understand�that�my�signature�
below�does�not�necessarily�mean�that�I�agree�with�the�evaluation.�
�

Educator�signature:��________________________________________________� � Date:��__________________�
�
Administrator�signature:��____________________________________________� � Date:��___________________�
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