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Why are we 
talking about 
this?

How you present what you do may influence the 
outcome of your evaluation.

Desk Notes are a best practice of qualified educators.



But Why…

• Promote Personal Integrity

• Provide Good Practice in Learning 
and Assessment

• Demonstrate Academic Integrity



Where to 
Begin?

The Key.

Ongoing
Projects. 

Review on 
Tuesdays.

Ask 
manager

Email update on 
Mondays

Waiting
Review on 

Fridays and 
email  as 

necessary

March 2017 – June 2017
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Extra level

JD Specific

Innovation



Project 
Tracking

Stickie Tabs on 
top

Ongoing Projects. Review 
on Tuesdays.

Ask 
manager

Email update on 
Mondays

Waiting
Review on 

Fridays and 
email  as 

necessary



The List Page

Extras:
-List of resume certification courses 

for Tess.
--Memorial Day Coaching Flyer.
--Coder resume to Rebecca. 5/2017
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List Page for 
an ongoing 
extra project.



Daily Page

April 20, 2017

8:30 Scholastic honesty Check-in 
(Amanda’s Office)

11 Library Training-Jessica

1pm –You University Course 
Meeting (Wayne Manor)

2:30 – Carolina –Research 
assistance.

2:45—Student appt. #1234567
Advanced search- technology tools, 
healthcare. Citation help.

3-6 – Research Lessons w/ Rachel.
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Meeting Page.

4/20/2017
Library Training for Learner 
services

(Cross Team Partnership)

Attendees
Danielle Neely
Walter
Tim Coyle
Teresa Ganube

Notes:

--Send content to Tim and he will put on project 
tracker.
--Followup email coming, forward to Kat and 
Rebecca.
--Send script by May 2, 2017.

Action Items:
✓ Sent notes to Rebecca and Kat.
✓ Meeting w/Tim to review script.
✓ Sent to compliance for review 5/15/2017
✓ Returned & changes made. 5/19/2017
✓ Sent to Tim 5/19/2017.
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Meeting and 
project page 
w/follow-up 
notes 
attached.



Notes from 
Training Page



Journal entries 
for my 
evaluation.

1.  Compliance

 ABHES-Revised Leadership bios 5/12/2017 ***

 Bright Talk Webinar-professional development.

2. Results-Oriented

 Scholastic Honesty Resources developed into RTI model. ***

 Provided SH stats to Rebecca for tracking.

3. Specific Job Responsibilities

 ABHES-Created Resource Lists – 5/10/2017

4. Student/Customer Outcomes

 Revising Research Lessons for process.

 Advanced search one on one lessons with students.

5. Teamwork and interaction

 You University course partnership with learner services trainers.


