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Instructions for Using the Leader KeysSM Georgia Leader Duties and Responsibilities Form

The Georgia Leader Duties and Responsibilities form contains twenty-two non-negotiable professional behaviors for leaders. Additional duties and responsibilities may be included under Locally Prescribed Duties and Responsibilities. This form serves as the document of notification between the evaluator and the leader. The GLDR form may be used throughout the year to provide corrective or positive feedback to the leader. Unsatisfactory performance on GLDR item(s) can be documented at any time during the year using the GLDR form. 

The GLDR expectations are clarified during the Pre-Evaluation Conference and any additional duties and responsibilities that are added locally are discussed. The GLDR is scored summatively and is a component of the Annual Evaluation. The performance levels on the GLDR form are Satisfactory, Unsatisfactory, and Not Applicable.

Key Items:

· Evaluators are able to add additional duties or responsibilities under Locally-Prescribed Duties and Responsibilities. 

· Locally Prescribed Duties and Responsibilities items can also be used to require leaders to work toward expected performance levels for specific standards on the Continuum of Improvement rubric. 

The leader completes the information at the top of the form.

When corrective feedback is given, the leader must contact the evaluator as soon as possible to schedule a conference to discuss any unsatisfactory performance. If a determination is made that a Professional Development Plan (PDP) is required, the evaluator begins development of the PDP.

The evaluator is required to provide feedback for any duties or responsibilities that are marked Unsatisfactory. 

The evaluator completes a GLDR form at the time of the Annual Evaluation Conference for each leader. If all items are satisfactory, the leader receives a Satisfactory rating on the GLDR. 

At the Annual Evaluation Conference, if any item is unsatisfactory the leader receives an Unsatisfactory on the GLDR and an Overall Unsatisfactory evaluation. 

The leader and the evaluator sign and date the back of the form and both receive a copy.
Leader Name:
                               Position:                            School/District:

Evaluator Name:
                           Position:                            School Year:

	(S = Satisfactory 
U = Unsatisfactory
NA = Not Applicable)
	 S
	 U
	NA

	1. Interacts in a professional manner with students, parents, staff, and stakeholders.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Is available and visible to students, parents, staff, and stakeholders.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Facilitates communication in both directions between the school/district and home.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Works cooperatively with district administrators, special support personnel, colleagues, parents, and other stakeholders.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Establishes and maintains effective working relationships with governing agencies, such as a local board of education and the Georgia Department of Education. (LPS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Establishes expectations for school councils and facilitates council leadership. (LPS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Conducts assigned duties at the times scheduled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Demonstrates prompt and regular attendance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. Maintains accurate, complete, and appropriate records and files reports promptly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. Maintains confidentiality of information and records for students and staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11. Attends and participates in faculty meetings, district level meetings, and other assigned meetings and activities according to school and district policy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12. Models correct use of oral and written language.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13. Demonstrates knowledge of current, effective practices in curriculum, instruction, assessment, and professional learning.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14. Fulfills obligations as stated in contract.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15. Manages operations within the structure of Georgia public education rules, regulations, and laws and the Georgia Code of Ethics for Educators. (LPS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16. Assesses the school/district reporting system to ensure Georgia and federal requirements are met, including the filing of academic progress and maintaining clear, written documentation of legal issues. (LPS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17. Organizes a school/district that reflects leadership decisions based on legal and ethical principles to promote educational equity. (LPS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18. Organizes a safe, orderly, and engaging learning environment, including facilities, which reflects state, district, and local school rules, policies, and procedures. (LPS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19. Provides appropriate security measures to protect records, equipment, materials, and facilities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20. Assumes responsibilities for supervising staff and students.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21. Enforces regulations concerning student conduct and discipline.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22. Demonstrates responsible fiscal management of funds in compliance with all applicable rules and regulations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Locally Prescribed Duties and Responsibilities

	1.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



LPS = Leadership Performance Standards
	The evaluator is required to provide feedback for duties or responsibilities that are marked “Unsatisfactory.” 

Upon receiving this notification, the leader must contact the evaluator as soon as possible to schedule a conference to discuss any unsatisfactory performance.

The evaluator may use this form for positive as well as corrective feedback.

The evaluator completes a GLDR form at the time of the Annual Evaluation Conference. 

	GLDR Item
	Feedback

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Evaluator Signature: _____________________________  Date: 




Leader Signature: ________________________________  Date:

 


 

(Signature acknowledges receipt of this form, not necessarily concurrence.)

Dr. John D. Barge, State Superintendent of Schools 
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