
FORI! 100.18 .TOB DESCRIPTION

TITLE: Pupil- Appraisal Coordinator

QUALIFICATfONS: Set by State Certification Authorities

GOAL: Coordinage aL1 activities and reports of the Pupil Appraisal Team

SPECIFIC RESPONSIBII-,ITIES ;

A. Contacts and relat.ionshiPs
l. SupervisorY

a. Supervision received
l. DirecEly: Superintendent
2. Indirectly: N/A

b. Supervision exercised
L. Directly: PuPil APPraisaI Team
2. IndirectlY: N/e

2. Organizat.ional
a. Int,ernal

L. Continuous contact with evaluation Eeam
Z. Frequent. contacE wiLh Supervisor of Special Education

b. i;..?ilisional 
contact with public and private asencies

1-. Cont.inuous contact: N/A
2. Freguent contact: SDE

B. r'unction3' 
occasional contacE: supporEing agencies

1-. Planning
a. plan a program of self-improvement and professional growEh
b. plan woik load for maximum utilization of services
c. Organize the procedures for conducting st,affing of

d. ;13i":$::i"iil:: services orrered to schoors
2. Implement,ation

a. Coordinate the services and funcEions of the team in
individual evaluations and special services offeredb' HilSl"X::: ]:e""::'ilil'3r"t33Eate 

time ror team

c. Make arrangements for conferences with school
personnel relating to individual cases

d. Function in a consultative capacity to school personnel
on problems wit.hin the scope of the evaluation teams

e. Cooldinate Ehe preparatj-on- of the evaluaLion reporEs of
individual casesr' ::*ffi.:H""iiH"";;:"ffi:i: 3iu"'n"1il;:"il':'"TSii"'
report of the examination is prepared

g. Maint,ain confidentiality of informat,ion
h. Determine budgetary needs for the posiEion



Fo::sr 100.20

2. fmplementation
a. Participate in professional growth acE,ivities

evaluating instructional aEtivities
c. Assist in the administration of in-service prog,ramsfor school personnel
d. Assist in the implement,ation of the school

. curricula
e. Assist in the implementation of the evaruation

program
f . Assi-st teachers in administering diagnostic toorsfor individual student analysis
g- serve as a resource person tor the school staffh. Make recommendations for the i-mprovement, of theinst,ructional program
i. Perf orm ,all other-d.uties as required.

3. Control
a. Prepare and submiE observation reporEs of t,heinstructional program
b. -MoniEor Ehe instructional program

. c. Schedule E.eacher conf erences is need.ed
d. Conduct personnel evaluat,ions upon request
e. Revise aforementioned procedures undei tfresupervision of the Superintendent

.
Er64lloype' s Signature Date


