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RECORD OF BOARD PROCEEDINGS

(Minutes)
The Edmonson County Board of Education met at 6:30 p.m., on the 11th™ day of November,
2002, at Brownsville, Kentucky, with the following members present:
{1) Tommy Ritter, Chairman (2) Bennie Vincent, Vice-Chairman
(3) Steve Gipson, Member (4) Lorri Keith, Member
(5) Gayle Vincent, Member

#114 AMEND CERTIFIED SCHOOL PERSONNEL EVALUATION PLAN
Motion by Mr. Gipson, second by Mrs. Keith, to amend the Certified School Personnel
Evaluation Plan adopted October 14, 2002, BO#97, to reflect changes as presented by the

committee and recommended by the Kentucky Department of Education.

UNANIMOUSLY APPROVED

45

45




ASSURANCES
CERTIFIED SCHOOL PERSONNEL EVALUATION PLAN

The Edmonson County School District hereby assures the Commissioner of Education that:

This evaluation plan was developed by an evaluation committee composed of an equal number of
teachers and administrators.

The evaluation process and criteria for evaluation will be explained to and discussed with all
certified personnel annually within one month of reporting for employment. This shall occur
prior to the implementation of the plan. The evaluation of each certified staff member will be
conducted or supervised by the immediate supervisor of the employee.

All certified employees shall develop an Individual Professional Growth Plan (IGP) that shall be
aligned with the school/district improvement plan and comply with the requirements of 704 KAR
3:345. The IGP will be reviewed annually.

All administrators, to include the superintendent, and non-tenured teachers will be evaluated
annually.

All tenured teachers will be evaluated a minimum of once every three years.

Each evaluator will be trained and approved in the use of appropriate evaluation techniques and
the use of local instruments and procedures.

Each person evaluated will have both formative and summative evaluations with the evaluator
regarding his/her performance.

Each evaluatee shall be given a copy of his/her summative evaluation and the summative
evaluation shall be filed with the official personnel records.

The local evaluation plan provides for the right to a hearing as to every appeal, an opportunity to
review all documents presented to the evaluation appeals panel, and a right to presence of
evaluatee’s chosen representative.

The evaluation plan process will not discriminate on the basis of race, national origin, religion,
marital status, sex, or disability. ' h

This evaluation plan will be reviewed as needed and any substantive revisions will be submitted
to the Department of Education for approval.

The local board of education approved the evaluation plan as recorded in the minutes of the
meeting held on __ October 14, 2002

M aa-m-dq | /0,/: ‘//02—

Signature of District Superintendént Date
10/ rgl.}fo 2
of Chairferson, Board of Education Date { f

%%u#?-



Edmonson County Board of Education

Evaluation Plan
for
Certified Staff

Statement of Purpose

According to the policy of the Edmonson County Board of Education, the primary purpose of evaluation is the
improvement of instruction. The evaluation scheme developed by the Edmonson County Board will provide
performance accountability to citizens and encourage certified employees to continually improve. In a pragmatic

sense, the evaluation program will serve as support for individual personnel decisions.
The Edmonson County Board of Education recognizes that the primary purpose for evaluation is to continually
improve the performance of employees. We recognize that evaluation is a broad term that encompasses many areas

of school administration. We acknowledge that a properly administered scheme of evaluation should address.

1. Recruitment and staffing of positions.

2. A comprehensive program of staff development to strengthen weaknesses documented by

the formal evaluation process.

3. A comprehensive evaluation model implemented and administered by adequately trained

professional staff members.

Contact Person: Ronald Renfro

The Edmonson County Schools’ Evaluation will not discriminate on the basis of race, national origin, religion,
martial status, sex, or handicap.




Training of Evaluators

~+ Continued certification as an evaluator shall be contingent upon completion of a minimum twelve (12) hours of
 evaluation training every two (2) years beginning July 1, 1988. This training shall be in any one, or a combination,
of the following skill areas: Orientation to the local evaluation process and use of specific evaluation instruments;
identification of effective teaching/management practices; effective observation conferencing techniques;
establishing and assisting with certified employee growth plans; or summative evaluation techniques.

Evaluator Guideline

1. By the end of the first month of reporting for employment for each school year.
A. Orientation of evaluators to the local evaluation plan.
B. Review specific evaluation instruments.

C. Establish current year evaluation cycle.

H. All certified school personnel shall be made aware of the criteria on which they are to be evaluated no
later than the end of the first month of reporting for employment for each school year.
A. Orientation of staff to the evaluation plan
1. Evaluation schedule
a. Tenured
b. Non-tenured
c. Itinerant (collaboration among principals)
2. Forms |
a. Formative observation instrument
b. Formative evaluation report
c. Professional growth plan
d. Summative evaluation report
3. Job descriptions
4. Evaluation plan revisions (if applicable)
5. Appeal procedure
B. Preparation of teacher folders
1. Formative observation instrument
2. Formative evaluation report
3. Professional Growth Plan
4. Summative evaluation report
C. Informal rapport-building classroom visits
1. At least one visit per certified staff member by the building principal.
2. Not for evaluation purposes




. By Dec 1% Non-tenured teachers shall have at least one (1) formative evaluation, the second

evaluation completed no later than Feb 1® and the third evaluation completed no later than April
1%,

By Dec 1% Tenured teachers shall have at least one (1) formative evaluation during a given school

year of a three year cycle and the second evaluation completed no later than April 1%,
A. Formative Evaluation Process
1. Teacher has pre-observation conference with building principal.
2. Classroom observation.
3. Formative evaluation conference/Growth Plan.
4. Repeat steps 1-3 for non-tenured teachers. Tenured teachers, whose initial
observation results are unsatisfactory, will also repeat steps 1-3 for multiple
. observations.

B. Summative Evaluation Report/Conference (The summative evaluation shall occur in the same school
year that the formative evaluation was conducted to be completed no later than April )

IV. By June 10

A. TFile formative and summative evaluation reports in principal’s office.

B. File summative evaluation report in the superintendent’s office

V. Appeal Procedure (See Appendix ?)




Procedure/Timeline

Evaluation of teachers/librarians/counselors

I. All certified school personnel shall be made aware of the criteria on which they are to be evaluated no later
than the end of the first month of reporting for employment for each school year.

Al

Orientation of staff to the evaluation plan. The building principal will serve as the primary evaluator
and brief the certified staff to the district evaluation plan prior to implementation of the plan. Minutes
of this meeting will be signed and maintained by the building principal. If requested by a teacher, a
third party observer (another teacher) may be requested who is trained in the same content areas as the

 teacher being evaluated. Such a request must be done in writing no later than February 15 of the

academic year in which the summative evaluation occurs. If the evaluator and the evaluatee have not
agreed upon the selection of the third part observer within 5 working days of the teacher’s written
request, the evaluator shall select the third-party observer.

1. Evaluation schedule--a schedule of teachers to be evaluated for the three-year cycle shall be
communicated to the staff. The monitoring or observations of performance of a certified
employee shall be conducted openly and with the full knowledge of the teacher or administrator.
a. Tenured teachers--a minimum of two (2) formative observations within the

three year cycle. Tenured teachers who receive an unsatisfactory previous
evaluation shall receive three (3) formative observations during the three year cycle.
b. Non-tenured teachers--to be evaluated with three (3) formative observations
each year until awarded tenure status.

c. Itinerant teachers—to be evaluated according to tenured/non-tenured status.
One classroom observation will be conducted by each principal with the
base school principal responsible for completing the evaluation forms with
input from supporting principal(s). '

2. Forms will be observed and discussed with staff.

a. Formative observation/evaluation instrument--form used to determine the

teacher’s effectiveness with predetermined criteria and standards of measurement.

b. Professional Growth Plan--a report to be completed during the formative/summative
conferences that will provide a plan for enrichment or assistance for the evaluatee. The
growth plan shall be aligned with specific goals and objectives of the school improvement
plan and shall be reviewed annually. When corrective actions are necessary in relation to the
performance of one’s assignment, the primary evaluator shall coordinate with appropriate
district staff to develop a plan of assistance and support to the evaluatee.

c. Summative evaluation report--the final report that will summarize the formative data and

result in an evaluator’s assessment of the evaluatee’s performance.

Job descriptions--will be made available or accessible to all certified staff.

4. Evaluation plan revisions--any changes, additions, and/or deletions to the plan will be
discussed with the teachers.

5. Appeal procedure--will be discussed to clarify the appropriate procedure in the event of its

need.

Preparation of teacher folders--prior to beginning classroom observations, the principal will
prepare folders for the teachers on the current year’s evaluation cycle. Each folder will include the
following: (The evaluation system shall provide an opportunity for a written response by the
evaluatee and the response shall become a part of the official personnel record).

1. Formative evaluation report




2. Professional Growth Plan
3.  Summative evaluation report

C. Informal rapport-building classroom visits--principals will conduct these in an effort to become
better acquainted with the evaluatee and develop an atmosphere of mutual trust and interest.

1. At least one visit per certified staff member--each faculty member shall be visited
at least once each year.
2. Not for evaluation purposes--the visit is informal and will not be a formal part of
the evaluation.
Procedure/Timeline

1. Tenured and Non-tenured teachers

A. Formative Evaluation Sequence--

1." Pre-observation conference--meeting between the evaluatee and evaluator to discuss the
" classroom observation. The principal may want to review performance criteria, review
procedures and data collection, review lesson plans, or schedule observation.

2. Classroom Observation--principal visits the classroom to collect data concerning teacher and
student behaviors. The observation should last a minimum of thirty (30) minutes. Seventy-
five percent (75%}) of all items on each formative evaluation from must be marked
satisfactory or above for a teacher or administrator to have an overall satisfactory rating.

3. Analysis of Data--The principal makes an analysis of the data by identifying and labeling
strengths and areas for improvement. Also plan post-observation conferénce.

4, Post-Observation Conference--The principal shall schedule a conference within one work-
week following the observation and feedback shall be given on the formative instrument.
This conference may include the following: critique lesson, identify strengths, identify areas
of growth, identify resources, and schedule next observation with an established purpose. The
conference shall include the developingand- discussion of a professional growth plan. The
growth plan must be monitored by the principal and shall include an objective, a plan for
achieving the objective and evaluating success. It may be developed at the beginning of the
school year.

5. Follow-up

6. Repeat steps 1-5 for non-tenure teachers. Tenured teachers whose initial observations are
unsatisfactory shall also repeat steps 1-5.

B. Summative Evaluation Report and Conference--The summative report shall be a summary of all
evaluation data, including but not limited to the formative evaluation data. The summative
evaluation occurs at the end of the evaluation year. Formative data collected during the beginning
teacher internship may be utilized in summative evaluation of the intern. A summative evaluation
shall occur, but not limited to, a minimum of once every three (3) year period for each tenured
teacher. Summative evaluation shall occur annually for all administrators, exeeptforsuperintendents
whe-shall-be-evaluated-not less-thanevery-twe{2)-years. A summative conference shall be held at
the end of the evaluation year and include all evaluation data. The summative conference should
include a summary of performance levels, a summary of growth goal accomplishment, and
discussion of a growth plan for the next year. The summative evaluation report shall provide ‘
an opportunity for a written response by evaluatee. A copy of the summative evaluation shall be
provided to the evaluatee which shall be signed and dated by the evaluatee and the evaluator.




Each person evaluated will be provided an opportunity for a review before the local appeals panel
of the summative evalation.

L By June 10

A. File formative and summative evaluation reports in the principal’s office. These
reports will enable principals to monitor the three year cycle effectively. This report becomes a part
of the certified employee’s personnel record. '

B. Meeting of evaluation ad hoc committee to review and revise the evaluation plan as needed.

IV.Appeal Procedure (if applicable)-- *See Appeals Procedure in the appendix

Principals and
other administrator

Assistant Principals

Superintendent

Edmonson County Board of Education
- Evaluation Plan

Procedures and Time Schedules

~ The building principal shall serve as the immediate supervisor of the certified employees

and shall be designated as the primary evaluator. All monitoring or observation of
performance of a certified school employee shall be conducted openly and with full
knowledge of the employee.  The superintendent shall be responsible for yearly
formative and summative evaluation reports for principals and “other administrators™
except assistant principals. By June 15 of each year these reports and Professional
Growth Plans shall be initiated.

The superintendent and the building principal shall be résponsible for yearly

formative and summative evaluation reports for the assistant principals. By June 13

of each year these reports and summative evaluation and Professional Growth Plan shall
be initiated. The “Other Administrator” evaluation reports will be the instruiments used
to assess the effectiveness of the assistant principal. -

The Board of Education shall be responsible for the evaluation of the superintendent. This
evaluation will occur once every year. The evaluation report shall be completed by

each board member and filed in the superintendent’s personnel file prior to September of
each year. The local board shall include provisions in the Evaluation process for assistance
for the professional growth of the superintendent pursuant too KRS 156.111.

Format for Administrator Evaluation

I  Evaluation for administrators is a continuous process based upon established standards.

I. Annually a conference will be held between the superintendent and each administrator to:

A. Review the summative evaluation.
B. Review the job description of the administrator.
C. Develop a professional growth plan to establish specific goals and objectives for the next school year.




Edmonson County Schools
Formative Teacher Evaluation Report

Check those that apply:
Teacher __ Tenured  Non-tenured
School Itinerant
Subject/Grade Date Base School
Evaluator Period/Time

Interpretation of Scale

Needs Improvement Satisfactory Excellent Not observed
(Specific written plans Not applicable
for improvement required)
1 2 3 4 5 N
1. Instructional Process
The teacher
A, Demonstrates appropriate preparation for classroom instruction.
B.  Isteaching to the objective which is in alignment with the KERA academic
expectations.
C.  Uses instructional time effectively.
D.  Demonstrates knowledge of curriculum and subject matter.
E. Provides learning opportunities for individual differences.
F. Implements effective teaching techniques.
G.  Motivates students appropriately. b
H.  Provides students with evaluative feedback.
L Utilizes varied resources effectively.
1 Promotes high expectations for all students.
K. Attempts to develop student’s ability to connect and integrate experiences
and new knowledge from all subject matter fields with what he/she has
already learned
L. Integrates technology into the instruction process.
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IL.Classroom Management

The teacher
A. Organizes classroom environment to promote learning.
B. Manages student behavior in an appropriate manner.

Formative Evaluation p.2
HI. Personal Characteristics

The teacher

A.  Demonstrates positive interpersonal relations with students.

B Demonstrates positive interpersonal relations with educational staff.
C.  Demonstrates positive interpersonal relations with parents/patrons.
D Demonstrates poise and emottonal stability.

E.  Demonstrates care and neatness in personal appearance.

IV, Professional Responsibilities

A, Follows the policies and procedures of the school district.
B. Demonstrates a commitment to professional growth.

C.  Effectively performs professional responsibilities and duties as outlined in
the job description including regular and punctuat attendance.

D.  Assumes responsibilities outside the classroom as related to school.
E.  Accepts and responds appropriately to supervision and suggestions for improvement.

-

Evaluator comments:

Signature of Teacher Date

|
Signature of Evaluator Date |

- (Signatures imply the content of this document has been discussed)

Page {11
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L

Criteria With Descriptors

Instructional Process
The teacher

A

E.

Demonstrates appropniate preparation for classroom instruction.

-Has a legible, concise plan book, written outline or other notes.

-Has materials readily available for teaching and learning;

-Prepares units and lessons in a clear, logical, and sequential format,

-Incorporates into daily planning the content from previous levels to ensure continuity and sequence.

Is teaching to the objective in alignment with the KERA academic expectations.

-Prepares units and presents lessons to students that reflect the established objectives and

that require application of objectives.

-Communicates learning objectives to students when appropriate. _

-Evaluates formally and informally student comprehension of objectives in alignment with KERA
academic expectations.

Uses instructional time effectively.

-Begins instructional activities promptly.
-Provides for appropriate learning activities throughout the instructional time,
-Monitors student time on task.

Demonstrates knowledge of curriculum and subject matter.

-Selects and presents subject matter which is accurate and appropriate for the objectives.
-Selects and presents subject matter which is appropriate to the abilities and interests of the students.
-Displays sufficient content knowledge to address student inquires.

,Pr(-)vides learning opportunities for individual differences.

-Considers grouping of students for each instructional activity in' a manner which best assists the learning
process.

-Uses of variety of questioning levels effectively.

-Uses a variety of instructional techniques to meet the different learning styles of students.

-Maximizes student involvement through a variety of activities.

-Provides support materials coordinated with the learning experiences and developmentat levels of
children.

-Provides activities and/or solicits help for remediation and enrichment.

Implements effective teaching techniques.

-Provides for mdividual and group instruction when appropriate.

-Employs a variety of techniques and activities, e.g., demonstrations, experimentations, lecturing,
modeling, multisensory approaches, levels of questioning, role-playing, and self-teaching.

-Uses effective student praise.

-Effectively provides lesson review.

-Provides effective guided practice.

-Uses methods of instruction that meet the needs of varied levels of leaning styles (visual, auditory,
kinesthetic).

-Effectively uses questioning techniques and recognizes student responses.

-Reviews previous work and provides an overview of lesson objectives to establish academic focus.
-Circulates, assists, and monitors students’ progress.

-Uses a variety of techniques to assess student understanding.

-Reteaches if informal and formal assessment results indicate reteaching is appropriate.
-Summarizes effectively the objectives or lesson taught.
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L.

Teacher Descriptors, p. 2
Motivates students appropriately

-Responds in a positive and constructive manner to student requests for help.

-Provides students with the opportunity to experience success. -

-Helps students develop positive self-concepts.

-Identifies students who show little or no interest and strives to encourage and to involve them.
-Encourages questions and discussions from all students.

-Stimulates and encourages creative and critical thinking.

Provides students with evaluative feedback.

-Returns test results as quickly as possible.

-Plans pre-assessment to determine learner performance levels on the objectives of the unit.

-Uses various techniques for on-going evaluation and feedback.

-Assesses what has been taught.

-Provides written and/or oral comments regarding student work when appropriate.

-Makes necessary reports of pupil performance according to stated district and building procedures.
-Maintains clear, satisfactory records of student performance.

Utilizes varied resources effectively.

-Uses instructional materials, e.g., speakers, magazines, newspapers, films, multimedia, etc.
-Uses multisensory resources, €.g., tactile, visual, auditory.
-Locates, develops, and uses effective supplementary materials.

Promotes high expectations for all students.

-Communicates high expectations to all students by involving them in the instructional process.
-Models the TESA instructional practice (as teacher expectations increase-student achievement will
increase).

-Develops lessons that challenge the students’ skills.

Attempts to develop student’s ability to connect and integrate experiences and new knowledge from all
subject matier fields with what he/she has has already learned.

-instructional units are developed which integrates subject matter fields. (such practices may include the
development of thematic units, writing across the curriculum, connections between math and-science,
and etc.)

-learning experiences build on what the students’ have already learned.

Integrates technology into the instructional program by implementing certain of the sixteen standards
determined by the Kentucky Department of Education.

Classroom Management
The teacher

A

Organizes classroom environment to promote leaning.

-Establishes classroom procedures which are fair and appropriate.
-Communicates classroom procedures clearly.

-Assesses and is open to adjusting the learning environment.

-Applies classroom procedures consistently and appropriately.

-Promotes a classroom atmosphere conducive to good health and safety.
-Maintains the classroom in a functional, attractive, and orderly environment.

Page #13




Teacher Descriptors, p. 3

B.  Manages student behavior in an appropriate manner.

-Reinforces appropriate behavior.

-Corrects disruptive behavior constructively and timely and doesn’t allow this behavior to spread.
-Refrains from reprimanding the wrong student(s), using sarcasm, or and degrading remarks.

-Uses techniques, e.g., social approval, contingent activities, punishment, keeps students on task, etc.,
to maintain behavior and promote self-discipline.

-Manages discipline problems in accordance with administrative regulations, school board policies,
school-based policies, and legal requirements.

III. Personal Characteristics

The teacher

A

Demonstrates positive interpersonal relations with students.

-Promotes positive self-image in students,

-Interacts with students in a respectful and friendly manner.

-Is reasonably available to students.

-Makes an effort to know each student as an individual.

-Demonstrates understanding and acceptance of different racial, ethnic, cultural, and religious groups.
-Uses discretion in handling confidential information and difficult situations.

Demonstrates positive interpersonal relations with educational staff.

-Works cooperatively with colleagues, e.g., otherteachers, support staff, administrators.

-Shares ideas, materials, and methods with other teachers. '

-Interacts with colleagues in a respectful and friendly manner.

-Acknowledges the rights of others to hold differing views and values.

-Demonstrates understanding and acceptance of different racial, ethnic, cultural, and religious groups.
-Uses discretion in handling confidential information and difficult situations.

Demonstrates positive interpersonal relations with parents/patrons.

-Cooperates with parents in the best interest of the students.

-Supports and participates in parent/teacher activities.

-Initiates communication with parents/patrons when appropriate.

-Provides a climate which fosters communication between teacher and parents/patrons.
-Uses discretion in handling confidential information and difficult situations.

- -Demonstrates understanding and acceptance of different racial, ethnic, cultural, and religious groups.

Demonstrates poise and emotional stability.

-Exhibits self-control during stress and emergency situations.
-Is adaptable to changing conditions.

. Demonstrates care and neatness in personal appearance.

-Dresses in a manner which is conducive to teaching effectiveness and reflects their professional status.
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Teacher Descriptors, p.

INI. Professional Responsibilities

A

Follows the policies and procedures of the school district.

-Remains informed regarding policies and procedures applicable to his/her position.

-Works cooperatively to implement policies and procedures.

-Selects appropriate channels for resolving concerns/problems.

-Meets scheduled obligations promptly, e.g., punctuality, returning reports and information

promptly, etc.

-Provides data in an accurate and timely manner to the school and district as requested for management
purposes.

Demonstrates a commitment to professional growth. -

-Participates in professional activities, e.g., professional organizations, coursework, workshops,
conferences.

-Keeps abreast of developments in the appropriate teaching field and issues related to education.
-Utilizes appropriately information from professional growth experiences.

-Works cooperatively to develop and implement a Professional Growth Plan.

Effectively performs professional responsibilities and duties as outlined in the job description including
regular and punctual attendance.

-Arrives at school on time.

-Reports promptly to assigned duties.

-Files reports promptly and legibly.

-Meets deadlines for grades, reports, and requisitions.
-performs duties as outlined in job description.
-attends school on a regular basis.

Assumes responsibilities outside the classroom as related to school.

-Willingly participates and supports school-sponsored- activities.

-Supports grade level and/or departmental meetings with reasonable attendance.

-Exercises responsibility for student management throughout the school campus, i.¢., hatlway,
cafeteria, playground duties.

-

Accepts and responds appropriately to supervision and suggestions for improvement.

-Seeks supervisory assistance when needed.

-Demonstrates willingness to adhere to supervisory suggestions by effectively implementing a

“Growth Plan™.

-Views supervisory suggestions for improvement as a provision for assistance not a threat to job security.
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Edmonson County Schools
Summative Evaluation Pian

Teacher

School

Subject/Grade

Date

Evaluator

Check those that apply:
Tenured

Itinerant

Non-Tenured

Performance Area I: The Instructional Process

CRITERIA

The Teacher.... Performance Levels Performance Expectations
1 _ 2 3 4 5

A. Demonstrates appro- Does not prepare for class- | Sometimes prepares for Counsistently prepares for

priate preparation for
classroom instruction.

room instruction.

_]

classroom instruction.

classroom instruction.

B. Is teaching to the ob-
jective that is in alignment
with the KERA academic
expectations.

Shows little or no evidence
of teaching to objective.

]

objective.

Sometimes teaches to the

Consistently teaches to the

objective.
.E

C. Uses instructional time
effectively.

Shows little or no evidence
of effective use of instric-
tional time.

Sometimes uses instruc-
tional time effectively.

Consistently uses instruc-
tional time effectively.

n

D. Demonstrates knowl-
edge of curriculum and
subject matter,

Shows little or no knowl-
edge of curriculum and
subject matter.

_

Demonstrates limited
knowledge of curriculum
and subject matter.

Consistently demonstrates
knowledge of curriculum
and subject matter.

E. Provides learning op-
pertunities for individual
differences.

Rarely or never provides
learning opportunities for
individual differences.

(]

Sometimes provides
learning opportunities for
individual differences.

Consistently provides
learning opportunities for
individual differences.

F. Implements effective
teaching techniques.

Rarely or never imple-
ments effective teaching
technigues.

1 ]

Sometimes implemenis
effective teaching tech-
niques.

n

Consistently implements
effective teaching tech-
niques.

G. Motivates students
appropriately.

Shows little or no evidence
of motivating students

ﬂropﬁate Iy.

Hn

Sometimes motivates stu-
dents appropriately.

Consistently motivates
students appropriately.

H. Provides students with
evalnative feedback.

Rarely provides students
with evaluative feedback.

Sometimes provides stu-
dents with evaluative
feedback.,

Consistently provides stu-
dents with evaluative
feedback. @
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Edmonson County Schools
Summative Evaluation Plan

Performance Area I: The Instructional Process

CRITERIA
The Teacher...

Performance Levels
1 2

3 4

Performance Expectations
5

I. Utilizes varied re-
sources effectively.

Rarely utilizes varied re-
sources effectively.

N

J. Promotes high expecta-
tions for all students.

Rarely promotes high ex-
pectations for all students.

]

] _
1

Sometimes utilizes varied
resources effectively.

Consistently utilizes varied
resources effectively.

Sometimes promotes hig
expectations for all stu-

Consistently promotes
high expectations for all

students.
]

K. Attempts to develop
students’ ability to conhect
and integrate ekperiences
and new knowledge from
all subjects.

Rarely attempts to develop
students’ ability to connect
and integrate experiences
and new knowledge from
all subjects.

Performance Area I: Classroom Management

CRITERIA

. The Teacher...

Performance Levels
1 2

LI

1ts. D
Sometimes atiempts to
develop students’ ability to
connect and integrate ex-
periences and new knowl-
edge from all subjects.

Consistently attempts to
develop students” ability to
connect and integrate ex-
periences and new knowl-
edge from all subjects.

3 4

Performance Expectations
5

A. Organizes classroom
environment to promote
learning.

Does not organize class-
room environment to pro-
mote leaming.

.g
H
i

N

Sometimes organizes
classroom environment to
promote learning,

Consistently organizes
classroom environment to

promote leaming.
|

B. Manages student be-
havior in an appropriate
manner.

Rarely manages student
behavior it an appropriate
manner.

Sometimes manages stu-
dent behavior in an appro-
priate manner.

Consistently manages stu-
dent behavior in an appro-

priate manner.

Performance Area I: Interpersonal Relationships

CRITERIA
The Teacher...

Performance Levels
1 2

3 4

Performance Expectations
5

A. Demonstrates posifive
interpersonal relations
with students.

Does not demonstrate
positive interpersonal re-
lations with students.

Sometimes demonstrates
positive interpersonal re-
lations with students.

0

Consistently demonstrates
posifive interpersonal re-
Iations with students.

B. Demonstrates positive
interpersonal relations
with educational staff.

Does not demonstrate
positive interpersonal re-
lations with educational
staff.

Sometimes demonstrates
positive interpersonal re-
lations with educational

staff.

Consistently demonstrates
positive interpersonal re-
lations with educational
staff.
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C. Demonstrates positive
interpersonal relations
with parents/patrons.

Does not demonstrate
positive interpersonal re-
lations with par-
enis/patrons.

]

Sometimes demonstrates
positive interpersonal re-
lations with par-
ents/patrons.

Consistently demonstrates
positive interpersonal re-

lations with par-

D. Demonstrates poise and
emotional stability.

Does not demonstrate
poise and emotional sta-
bility.

Sometimes demonstrates
poise and emotional sta-
bility.

0

ents/patrons.
Consistently demonstrates
poise and emotional sta-

bility.
a

E. Demonstrates care and
necatness in personal ap-
pearance.

Does not demonstrate care
and neatness in personal
appearance.

]

sonal appearance.

Sometimes demonstrates
care and neatness in per-

d

Consistently demonstrates
care and neatness in per-
sonal appearance.

Performance Area I: Professional Responsibilities

- CRITERIA
: The_ Teacher...

Performance Levels
1 2

3 4

Performance Expectations
5

A. Follows the policies
and procedures of the
school district.

Rarely follows the policies
and procedures of the
school district.

J

Sometimes follows the
policies and procedures of
the school district.

Consistently follows the
policies and procedures of
the school district.

B. Demonsfrates a com-
mitment to professional
growth.

Rarely demonstrates a
commitment to profes-
sional growth.

J

sional growth.

Sometimes demonstrates a
commitment to profes-

Consistently demonstrates
a commitment to profes-
sional growth.

C. Effectively performs
professional responsibili-
ties and duties as outlined
in the job description in-
cluding regular atten-
dance.

Does not effectively per-
form professional respon-
sibilities and duties as out-
lined in the job description
including regular atten-
dance.

J N

Sometimes effectively
performs professional re-
sponsibilities and duties as
outlined in the job de-
scription including regular
attendance.

J

Consistently performs
professional regponsibili-
ties and duties as outlined
in the job description in-
chiding regular attendance.

D. Assumes responsibili-
ties outside the classroom
as related to school.

Does not assume responsi-
bilities outside the class-
room: as related to school.

Sometimes assumes re-
sponsibilities outside the
classroom as related to
school.

Consistently assumes re-
spousibilities outside the
classroom as related to

school.

E. Accepts and responds
appropriately to supervi-
sion and suggestions for

improvement.

Does not accept and re-
sponds appropriately to
supervision and sugges-
tions for improvement.

Sometimes accepts and
responds appropriately to
supervision and sugges-
tions for improverment.

.

Consistently accepts and
responds appropriately to
supervision and sugges-
tions for improvement.

L]
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Administrator's
Recommendation

Teacher’s Comment: Administrator’s Comment:
I. Probationary
Reemployment

Reemployment not
recommended

_ No final recommendation
is being made at this time.

I1. Tenure
Continuing Contract
_____ Termination of Contract

No final recommendation
is being made at this time.

Teacher’s Signature Administrator's Signature

Date Date

(Signatures imply that the content of this document has been discussed)
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53

v Check those that apply:
* |Librarian ___Tenured Non-tenured
School __ Itinerant
Date Time ~ Base School
Evaluator
Interpretation of Scale
Needs Improvement Satisfactory Excellent Not observed
(Specific written plans . Not applicable
for improvement required)

1 2 3 4 5 N

The Librarian:

I. Management and Administration of the Library/Media Center.

II.

E. Prepares statistical records and reports needed to administer the library/media center.
F. Trains and supervises library/media center personnel to perform duties efficiently.

. Recognizes the critical role of information retrieval in the future of education.

. Establishes and maintains an environment in which students and staff can work at productive
levels.

Manages student behavior in a constructive manner.
. Demonstrates competency in selection, acquisition, circulation and maintenance of materials and
equipment.

G. Administers budgets according to needs and objectives of the library/media center within

H.

1.

administrative guidelines.

-

Evaluates library/media center programs, services, facilities and materials to assure optimum
use.

Uses time effectively, efficiently and professionally.

Instructional Process

. Exercises leadership and serves as a catalyst in the instructional program.

. Plans and implements the library/media center program of library/media skills.
. Promotes the development of reading skills and reading appreciation.

. Supports classroom teachers in thcir instructional units.

Provides resources for professional growth of faculty and staff.
Page 20




Formative Evaluation p.2
III. Personal Characteristics : :

The teacher

A. Demonstrates positive interpersonal relations with students.
Demonstrates positive interpersonal relations with educational staff.
Demonstrates positive interpersonal relations with parents/patrons.

Demonstrates poise and emotional stability.

m g 0w

Demonstrates care and neatness in personal appearance.

IV. Professional Responsibilities
A.  Follows the policies and procedures of the school district.
B. Demonstrates a commitment to professional growth.

C.  Effectively performs professional responsibilities and duties as outlined in
the job description including regular and punctual attendance.

Assumes responsibilities outside the classroom as related to school.

E.  Accepts and responds appropriately to supervision and suggestions for improvement.

Evaluator comments;

Signature of Teacher Date

_Signature of Evaluator Date

- "'(Signatures imply the content of this document has been discussed)
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Librarians and Media Specialists
Performance Areas, Criteria and Descriptors

Management_and Administration of the Library/Media Cenler

The Librarlan/Media Specialist

A,

rAecognizes the critical role of information retrleval In the future of

education.

1. Makes long-range plans which guide the development of the library/media
cenler. )

2. Encourages the 1§86 of new techneclogies. _ -

Eslablishes and malntalns an environment in which students and staft

can work at productive levels,

1. Devekps and implements policies and procedures for the operation of the

library/media center. -

2. Usesinitiative to promote the flexible use of the library/media center by
individuals, small groups and large groups for research, browsing, recreational
reading, viewing or listening.

3. Maintains the lbrary/media centerin a functional, altrattive and ordery
environment conducive to student learning.

4. Arranges and uses space and facilities in the library/media center 1o support the
objectives of the instructional program, providing areas for various types of
aclivities,

5.  Communicates health and salety needs of the lbrary/media certer {o the
proper authorities.

6. Assumes respensibility for proper-use and care of library/media center facilities,
materials and equipment. o '

Manages student behavior In a constructive manner.

1. Promotes appropriate leamer behavior.,

2. Encourages sludent self-direction and responsibilily for learning: maintains a
productive balance between freedom and control.

3. Exercises consistency in discipline policies,

4. Corrects disruptive behavior conslructively.

Demonstrates competency In selectlon, acquisllion, circulation and

maintenance of materlals and equipment.

1. Uses a district-approved selection policy based on stale guidelines (e.g.,
Learning Rescurces, Depariment of Eleme ntary and Secondary Education,
1975, page 48). ‘ *

2.. Selects malerals and equipment which support the curriculum and promote the
school's educational philosophy.

3. Uses approved business procedures lor ordering and receiving materials and
equipment, o :

4.  Classifies, catalogues, processes and organizes for circulalion the educational

media and equipment according to professional standards eslablished by

AASL, stals and local sources.

Uses clearly stated circulation procedures.

Informs sfalf and students of new materials and equipment.

Establishes and/or foltows procedures for maintenance and repair of media

equipment.

No O
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8. Periodically weeds and reevaluates the collection o assure a current, altraclive
and well-balanced collection.
8.  Assists in production of materials as feasible,

E. Prepares statistical records and reports needed to adminlster the
library/media center.
1. Maintains a current inventory of holdings o assure accurate fecords.
2. Prepares and submits to administralors such reports as are needed fo promote
short- and long-term goals of the library/media center. 7
3.  Prepares and submits reports to other officials as requested.
F. Trains and supervises library/media center perscnne!l 1o perform
dutles efficlently.
1. Trains and supervises clerks, aides, student assisiants and/or adult volunieers
in clerical tasks.
2. Trains and supervises library/media center personnel to circulate materials and
equipment. .
3.  Trains and supervises library/media center personnel to assist students and
staff in the use of the library/media center. :
G. Adminlsters budgets according to needs and objectives of the
library/medla center within administrative guidelines.
1. Submits budget proposals based on needs and cbjectives of the library/media
cenfer.
2. Plans expendilures of allocated funds to meet short- and long-term goals.
3. Keeps accurate records of all disbursements for the tibrary/media center.
H. Evaluates library/media center programs, services, facllitles and
‘materials to assure optimum use. ' ' '
1. Evaluates programs, services, facilties ard materials informally and formally on a
continuous basis, identifying strengths and weaknesses. '
2. Provides periodically for evaluation by faculty and students.
3. Develops plans for making changes based on evaluations.
I, Uses time effectlvely, efliclently and professlonally.
1. Prioritizes demands-on time to provide maximum support ol library/media cenler
programs and services.
2. Slreamlines or eliminates time-consuming or nonessential routines when
possible, without lowering the quality of programs and services.
Instructional Progess ‘ =

The Librarlan/Medla Speclalist

A.

Exerclses leadershlp and serves as_a calalyst in the Instructlonal

program. T )

1. Serves asinstructional resource consullant and media specialist to teachers
and students.

2. Uses an appropriale variely of media and teaching techniques in instructional
sifuations.

3 Provides leadership in using newer technologies for Instruction.

4. Provides in service training and library/media center orientation as needed.

5 Plans and/or participales in special projects or proposals.
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8.  Serves on commillees involved with designing learning experiences far
students, curriculum revision or texibook adoplion.
7. Adminisiers resource sharing, inter-library loan and/or networking activities.

B. Pilans and Implements the library/medla center program of
lIbrary/media skilis. --
1. . Considers long-range objectives when planning Instruction appropna[e 1o
subject and grade levels.
2. Develops sequential, short-range objectives which facilitate progress toward
: defined long-range objectives.
) 3. Demonstrates knowledge of the general curriculum and observes
recommended steps of teaching when in formal instructional situations.
4. Plans with teachers to identify and implement the library/media center skills
curriculum within the classroom curricuium.
5. Continually instructs students and stalf, individually or in groups, in the use of
the library/media center media and equipment.
6.  Encourages independent use of the tacility, collection and equipment by
students and staff.
7. Guides sludents and staff in selecling appropriate media from a wide range of
learning alternatives.
8. Guides and supervises students and stalf in research activities and in the use of
reference materials,
8.  Communicates effectively with students and staif.

C. Promotes the development of reading sklils and reading appreciation.
1. Conveys enthusiasm for books and reading.
2. Develops aclivities and/or prov:desmdmduai gmdance lo motivate reading.

D. Suppons classroom teachers ln thelr Instructional unlts,
1. Provides a wide variely of resources and supplementary malerials.
2. Assists in choosing and coltecting appropriate materials.
3. Cooperalively plans and teaches content appropriale {0 library/media center

objeclives,
_ 4.  Cooperales with teachers in deSJanng and lmplememmg a functional siudy
skills program. :
E. Provides rescurces for professlonal growth of faculty and staft,
’ 1. ldentilies and encourages use of materials from the hbrary/med:a cenler and
professional library.
2. Informs staff of new matedals, equipment and research in which they have

special inlerest.
3. Suggesls resources oulside of the Izbrary/medla cenler collections,

. Ipterpersonal Relstlonships

The Librarlan/Media Speclallst

A. Demonstrates positive interpersonal refatlons wilh students.
1. Interacts with individual students in a mutually respectiul and friendly manner.
2. Slrives lo be an available personal resource for all students.
3. Protecls each user's right to privacy and conlidentiality in library/media center
use,
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4. Demonstrates understanding and acceplance of dilferent views and valyes,
5. Gives construclive criticism and praise when appropriate.

B. Demonstrates posltive interpersonal relatlons with educatlonal stafy.
1. Inftiates interaction wilh colleagues in planning instructional activities lor
students.
2. Shares ideas and methods with olher teachers and statf, - -
Makes appropriate use of suppor slafl services.
4. Works cooperalively with the school's administration to implement policies and
regulations for which the school is responsible.
5.7 Informs administralors and/or appropriate personnel of school-relaled matlers, -

w

C. Demonstrates posltive Interpersonal relations with parents/patrons,

1. Prevides a climate which gncourages communication between the library/media
center and parens or pafrons.
Cooperates with parents in t{he best interests of studens.
Suppoits and panicipates in parent-leacher activilies.
Promotes patron involvement wilh the library/media center.
Handles complaints and/or challenged materials in a firm but friendly manner.
Identifies community resource persons who may serve {o bring the community
into the educational process.

RS N S AR S

IV. Professional Besponsibilities

The Librarlan/Media Specialist

A. Participates In professional growth activitlies.

1. Keeps abreast of developments in library science and issuss related to
teaching.
2. Demonstrales commitment by paflicipaling in professional activities {e.qg.,

professional organizations, coursework, workshops, conferences).
3. Takes advaniage of epportunities to learn form colleagues, sludents,
parents and the community, ’

B. Follows the policies and procedures of the school district.
1. Strives to stay informed about policies and regulations applicable {o
his/her position.
2. Selecls appropriate channels for resolving concerns/probiems.

C. Demonstrates a sense of professional responsibliity.
1. Completes duties prompily, dependably and accuralely in accordanse
with established job description.
2. Demonslrates a responsible attitude for student management
throughout the entire building.

Librasian/Media Specialist Criteria and Dascriptors used by parmission of the Missouti Depariment of
Elementary and Secondary Education.

Page 25



Uses discretion In handling sensitive information conlided by a student.
Gives constructive feedback which promotes self-esteem.
Assists sludenls in dealing with success and failure.
Respects the individual's right lo hoid dilferent views.
Recognizes and deals elfectively with crisis issues, (e.g., substance abuse,
child abuse, suicidal behavior, or mood changes).
12, Shows sensilivily to physical developmeni and special health'needs of
sludenis.
X 13.  Creales a classroom climate which encourages mutually respectiul
: relationships. :
14. Uses and appreciates humor In proper perspective.

—t ok
SoweN

B. Demonstrates effective Interpersonal relationships wiith educationat
staff,
1. Demonstrates a respect, understanding, and acceptance of each person as an
- individual, regardless of sex, race, ethnic origin, cultural or sociceconomic-
economic background, religion, or handicapping condition.
2. Works cooperatively with colleagues in planning educational activities which
reflect the best interes! of the sludents.

3. Shares ideas, materials, and methods with other stalf.

4. Makes appropriate use of support/ancitlary staff.

5. Works cooperatively with SSI) and LEA Administrations to implement policies,
regutations, and procedures.

6.

Informs administrators and/or appropriale personnel of school-related malters,
7. Coordinales responsibilities, implements training, and evaluales {eacher
assistant/aide.
8. Demonsirates ablltly to promote a posmve mage of SSD services wilhin lhe
LEA.
9. Fuliills responSIbllltles in situalions requ:rxrg ateam approach.
10. Demonstraies acceptance of the righl of olhers to hold dilfering views znd
values.
11.  Uses discrelion in handling sensitive and/er confidential information.
12. Displays effective aclive-lislening skills.

- C. Demonstrates effectlve imerpersorial - reflatlonships with
parents/patrons.

Cooperates with parents in ihe best interest of the siudents,

Provides a climale which opens up communications between stail and parent:

Suppors and panicipates in parent-stall activities..

Promotes palron invelvemenl wilh building/district.

Maintains on-going communicalicn with parenis/patrons.

Demonstrates abilily to promote a posilive image of SSD services within the

communily.

Uses discretion in handling sensilive and/or conlidential information.

Initiates communication with parents/palrons when appropriate.

Demonslrales acceplance of the right of others 1o hold dilfering views and

values.

10. Interacls wilth parenls/patrons in a friendly, respecuul manner.

11.  Displays elfeclive active-listening skiils. -

12.  Demonstrales a respect, understanding, and acceplance of each person as an
Individual, regardliess of sex, race, ethnic origin, cultural or socioeconomic-
economic background, retigion, or handicapping condition.

N

o m
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-\

~ " Librarian Check those that apply:
School __ Tenured ___ Non-tenured
Time Date — Itnerant
Evaluator

CRITERIA

Performance
The Teacher... Performance Levels Expectations
: 1 2 3 5
A. Recognizes the critical role | Demonstrates little recog-| Sometimes demonstrates | Consistently recognizes
- of information retrieval in | nition of the critical role | recognition of the critical | the critical role of
the future of education. of information refrieval inj role of information information retrieval in
the future of education. | retrieval in the future of | the future of education.
education.
| Q Q4 Q d
B. Establishes and maintains Rarely establishes and Sometimes establishes [Consistently establishes
an environment in which maintains an environment| and maintains an environ{ and maintains an envir-
students and staff can work | in which students and | ment in which students | onment in which
at productive levels. staff can work at product- and staff can work at students and staff can
ive levels. productive levels work at productive
levels.
in! Qo Ql - Qf
. Manages student behavior in | Rarely manages student | Sometimes manages Consistently manages
a constructive manner. behavior in a constructive] student behavior in a student behaviorin a
manner. constructive manner. constructive manner.
Q (U U d
D. Demonstrates competency in | Rarely demonstrates Sometimes deomonstratey Consistently demon-
selection, acquisition, competency in selection, | competency in selection, | strates competency in
circulation and maintenance | acquisition, circulation acquisition, circulation | selection, acquisition,
of materials and equipment. | and maintenance of and maintenance of circulation and main-
materials and equipment. | materials and equipment. | tenance of materials
and equipment.
U ara - Q(d d
E. Prepares statistical records | Rarely prepares statistical| Sometimes prepares Consistently prepares
reports needed to administer | records needed to statistical records needed | statistical records
the library/media center. administer the library/ to administer the needed to administer
media center. library/media center. the library/media center.
Q QQ 0 a
F. Trains and supervises Rarely trains and Sometimes trains and Consistently trains and
library/media center supervises library/media | supervises library/media pupervises library/media
personnel to perform duties | center personnel to center personnel to center personnel to
efficiently. perform duties efficiently} perform duties efficiently| perform duties
efficiently.

d U

H Q

J
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1 2 3 4 5
G. Administer budgets accor de Rarely administers Sometimes administers [Consistently administers
to needs and objectives of the] budgets according to budgets according to budgets according to
library/media center within | needs and objectives of | needs and objectives of | needs and objectives of
administrative guidelines. the library/media center | the library/media center | the library/media center
within administrative within administrative within administrative
guidelines. guidelines. guidelines.
a Qg Q Q
H. Evaluates library/media Rarely evaluates library/ { Sometimes evaluates Consistently evaluates
center programs, services, media center programs, | library/media center library/media center
facilities and materials to services, facilities and programs, services, programs, services,
assure optimum use. materials to assure facilities and materials to | facilities and materials
optimum use. assure optimum use. to assure optimum use.
| aQ W Q
1. Uses time effectively, Rarely uses time Sometimes uses time Consistently uses time
efficiently and professionally| effectively, efficiently effectively, efficiently effectively, efficiently
' and professionally. and professionally. professionally.
a aa a Q
rforman : ional Pr
CRITERIA Performance
The Teacher... Performance Levels Expectations
A. Exercises leadership and Rarely exercises leader- | Sometimes exercises Conststently exercises
: serves as a catalyst in the ship and serves as a - leadership and serves leadership and serves
instructional program. catalyst in the instruct- as a catalyst in the as a catalyst in the
ional program. instructional program. | instructional program.
0 da 0 Q
B. Plans and implements the Rarely plans and imple- | Sometimes plans and . | Consistently plans and
library/media center program| ments the library/media | implements the library/ | implements the library/
of library/media skills. center program of media center program of media center program of
library/media skills. library/media skills. library/media skills.
O a af |
C. Promotes the development | Rarely promotes the Sometimes promotes the | Consistently promotes
of reading skills and reading | development of reading | development of reading | the development of
appreciation. skills and reading skills and reading reading skills and
appreciation. ‘appreciation. reading appreciation.
Q Q Q Q
D. Supports classroom teachers | Rarely supports class- Sometimes supports Consistently supports
in their instructional units. room teachers in their classroom teachers in classroom teachers in
instructional units. their instructional units. | their instructional units.
U aaq O d
E. Provides resources for Rarely provides resource§ Sometimes provides Consistently provides
professional growth of for professional growth | resources for professionaj resources for profess-
faculty and staff. of facuity and staff. growth of faculty and ional growth of faculty
staff. and staff.
] Qd QO g
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Perf : A IIL_ Int | Relationshi
CRITERIA

Performance
The Teacher... Performance Levels Expectations
1 2 3 4 5
Demonstrates positive Does not demonstrate Sometimes demonstrates | Consistently
interpersonal relations with | positive interpersonal positive interpersonal demonstrates positive
students. relations with students. | relations with students. | interpersonal relations
with students.
Q Q] a Q g
IB. Demonstrates positive inter-| Does not demonstrate Sometimes demonstrates | Consistently demon-
personal relations with positive interpersonal positive interpersonal strates positive
educational staff. relations with educational| relations with educationalf interpersonal relations
staff. staff. with educational staff.
Q Q] a U Q
- {C. Demonstrates positive Does not demonstrate Sometimes demonstrates | Consistently demon-
interpersonal relations with | positive interpersonal Ppositive interpersonal strates positive
parents/patrons. relations with parents/. relations with parents/ interpersonal relations
patrons. patrons. with educational staff.
u Qg Qi g
D. Demonstrates poise and Does not demonstrate Sometimes demonstrates | Consistently demon-
emotional stability. poise and emotional poise and emotional strates poise and
stability. stability. emotional stability.
g Qa a Q
E. Demonstrates care and Does not demonstrate Sometimes demonstrates | Consistently demon-
neatness in personal care and neatness in care and neatness in strates care and
appearance. personal appearance. personal appearance. neatness in personal
- appearance.
Q Ql0o al Q
r n : i iti
CRITERIA Performance
The Teacher... Performance Levels Expectations
A. Follows the policies and Does not follow the Sometimes follows the | Consistently follows
procedures of the school policies and procedures | policies and procedures | the policies and proced-
district. of the school district. - of the school district. ures of the school
' { district.
d Q[ d Q 0
B. Demonstrates a commitment | Does not demonstrate Sometimes demonstrates | Consistently demon-
to professional growth. a commitment to a commitment {0 strates a commitment to
professional growth. ~ professional growth. professional growth.
Q oi0o . Q Q
C. Effectively performs profess{ Does not effectively Sometimes effectively | Consistently performs
ional responsibilities and perform professional performs professional | professional respons-
duties as outlined in the job | responsibilities and dutie§ responsibilities and dutieq ibilities and duties as
description including regular | as outlined in the job as outlined in the job outlined in the job
attendance. description including description including description including
regular attendance. regular attendance. regular attendance.
Q Q) a Qg Q
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- _ 1 Z__3 . 7 S
D. Assumes responsibilities out{ Doesnot assume ‘Sometimes assumes Consistently assumes
side the classroom as related | responsibilities outside | responsibilities outside | responbilities outside
to school. the classroom as related | the classroom asrelated | the classroom as related
to school. 1o school. to school.
O ara M a
E. Accepts and responds Does not accept and Sometimes accepts and | Consistently accepts
appropriately to supervision | respond appropriately responds appropriately | and responds approp-
and suggestions for to supervision and to supervision and riately to supervision
improvement. suggestions for suggestions for and suggestions for
improvement. irnprovement. improvement.
O g H d

Administrator's
Recommendation

- I, Probationary
Reemployment

Reemployment not
recommended

Teacher’s Comment:

No final recommendation
is being made at this time.

II. Tenure

Continuing Contract

Termination of Confract

No final recommendation
is being made at this time.

Administrator’s Comment:

Teacher’s Signature

Administrator's Signature

Date

(Signatures imply that the content of this document has been discussed)
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5 Check those that apply:
Special Ed. Teacher, ___ Tenured ____ Non-tenured
School __ Itinerant
Subject/Grade Date Base School
Evaluator Period/Time

Interpretation of Scale

II1.

/= v 0w p

The teacher:
Follows screening procedures.

Identifies appropriate diagnostic tests/methods for assessment.

Demonstrates interpretation of assessment methods/instruments.
Initiates/processes evaluations/re-evaluations.
Instructional Process

Demonstrates appropriate preparation for instruction.

Demonstrates a knowledge of subject matter/curriculum.
Selects/implements instructional objectives effectively. -
Selects/implements a variety of effective teaching techniques.
Provides opportunities for individual differences.

Uses a variety of effective teaching materials/resources.

oo " ey 0w e

Uses instructional time effectively.

Lo
-

Demonstrates ability to motivate students.
Demonstrates ability to communicate effectively with students.

K. Provides students with specific evaluative feedback.

Page 31

Demonstrates appropriate administration of assessment methods/instruments.

Demonstrates a knowledge of instructional needs of handicapping conditions.

- Needs Improvement Satisfactory Excellent Not observed
(Specific written plans . Not applicable
for improvement required)

1 2 3 4 5 - N
I. Assessment Process




L.

Designs Individualized Educational Plans.

M. Design implements individual implementor plans.

. 7II. Classroom management

A,
B.

Organizes classroom environment to promote learning.

Manages student behavior in a constructive manner.

1V. Interpersonal relationships

A.

m o 0w

Demonstrates positive interpersonal relationships with students.
Demonstrates positive interpersonal relationships with educational staff.
Demonstrates positive interpersonal relationships with parents/patrons.
Demonstratc_s. poise and emotional stability.

Demonstrates care and neatness in personal appearance.

V. Professional responsibilities

Follows the policies and procedures of the school district.
Demonstrates a commitment to professional growth.

Effectively performs professional responsibilities and duties as outlined in the job
description including regular and punctual attendance.

Assumes responsibilities outside the classroom as related to school.

Accepts and responds appropriately to supervision and suggestions for improvement.

Evaluator comments:

Signature of Teacher Date

Signature of Evaluator Date

. (Signatures imply the content of this document has been discussed)
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SPECIAL EDUCATION TEACHERS
PERFORMANCE AREAS, CRITERIA, AND DESCRIPTORS

i, ASSESSMENT PBOCESS (Performance Area)-

‘The Professional Staft Member:

A. Foilows screening procedures, (Crliterion) oo
1, Implements and interprels various screening instrurnenis and procedures.
: (Descriptor)
- ’ 2. Foliews the guidelines and procedures established by the district,

3. Ulilizes the screening Information to determine further specific assessment
instruments,

B. identities appropriate dilagnostlc tests/methods for assessment,
1. Demonstrales knowledge of the appropriale assessment methods/instruments
for use with the dilferent handicapping conditions or functional levels,
2. Ulilizes existing behavioral and academic dala, as well as leacher input, in
selecting the appropriate assessment methods/instruments.

3. Considers age, functioning tevel, and other relevant factors when selecting lhe
appropriaie assessment methods/instiruments.
4, Develops an Individual Evaluation Plan by identifying instruments, procedures,

and personnel needed for the evaluation process.

C. Demoanstrates appropriate administration of assessment
methods/instruments.

1. "Follows adminisiratjve procedures and standardization requirements in the {eg|
malerals. . e :

2, Demonstrales knowledge of scoring procedures.as oullined in the test
manuzls, ' :

3. Demonstrates ellective technigues in the adminisiration of informal

‘assessments.

D. Demonstrates Interpretation of assessment methods/Instruments.

- 1. Evaluates (est resulis in order to identify sludents' strenglhs and weaknesses.
2. infegrales est resulls with information from ail redinent sources in order to
Generale appropriale conclusions ang reccmmendalions,
. 3. Dermonstrales ability 1o utilizg assessment resulls in detlermining programming
Neegds
4, Demonsirales ability to relate assessment resulls to parents and prolessionals

in a meaningful fashion.

5, Wriles reports in a manner which subslantiales the conclusions reached
through the assessmenis.

"E.. Initlates/processes evaluatlons/re-avatualions. o
1. Ulilizes available academic and behavioral dala in iniliating referrals (e.g., intake, .
placement change, pre-vocalionalivocational and related services).
2. Paricipales as appropriale in tha preparation/completion of activilies {or the
evalualion/re-evaluation process. )
3.  Participales In Conferences/stalfings as required.

Source: Valentine, Jerry W, (1989}, Principles and Proctices Far Effec

Evalyation, University of Missourd, Columbie, MO 6&%211,
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H.

INSTRUCTIONAL PROCESS

The Pro!ess/ona! Staff Member:;

A.

Demonstrales appropriate preparation for instruction.

1. Selects aclivilies which ara appropriale to tha abilities, needs and inleres!s ol
the sludents, -

2. Designs fessons in a clear, logical, and sequential format.

3. Incorporates content from previous lessons Into daily planning to insure
-conlinuily and séquence.

Demo:nslra:es a knowledge of Instructional needs of handicapping
conditions.

1. Displaysa knowledge of leaching strategi€3 in programming for the
handicapped student,

2. Selects malerials appropriate to the instructional needs of the student.

3. Provides consultative services 1o siudents, teachers, and parents as needed,

Demonstrates a knowledge of subject matter/curriculum.

1. Displays a competent knowledge of curricolum and subject malfer,
2. Selects and presents subject matter which is accurale,

3.  Selecls materials appropriate 1o the subject matter/curriculum.

Selects/implements instructional objectives eifectively.

1. Comrmunicales learning objectives to students.

2. Usesleaming aclivities designed 1o achieve slated objectives.

3.  Assigns work {o studenls which requires application ol instructional objeclives.
4. Ulilizes current events and unexpected situations for their educational valyse,

Selects/implements a varlety of effective teaching technlques.

1. Provides for instructional set, comprehension checks, and closure during
lessons.

2. Employs a variely of feaching lechniques appropriate to the funclioning lavel of

students and the instructional objeclives (e.g., lecluring, modeling,

demonstrating, questioning, expesimentalion, sell-leaching, role playing,

mullisensory sirategies).

Relates current lessons 1o previous learning.

Modities lesson plans, teaching technigues, and educational gexperiences as

the learning situalion requires,

5. Provides opporlunities {or studenls lo explore problems and weigh alternatives
in decision making.

W

Provides opportunitles for Indllvldual differences.

1.7 Groups sludenis for each instructional aclivily in a manner which best assisls
the learning process.
2. Uses avariely of questioning levels effectively.

3. Provides supporl malerials that are coordinaled with Lhe learning experiences

and the developmental lavel of tha child.

4. Provides a variely of aclivities which promole maximum student Involvement,
5.  Provides aclivilies and/or solicits help for remediation and enrichment.
6.  Releaches i assessment results indicate it is appropriale.

Uses a varlety of elfective teaching materlals/resources.
1. Uses malerials which enhance multisensory learning (e.g., taclile, visual, and
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2.
3.

U
1
2,
3.
4
5

audilery).

Is resourcelul in finding, developing, and using materials 10 aid inslruction,
Uses available community resources relevant lo instruclion,

ses Instructional {ime eflectively,

Begins aclivilies promplly,
Provides for appropriale learning aclivilies throughout the instructional time.
Avoids unnecessary delays during the lesson.

Avoids inappropriale digressions duting the lesson.
Implements a time schedulg individualized for sludent needs.

Demonstrales abillty to motivate students,

[S- TN e I ¢ 3 B SN0 T L Y

Slrives do encourage and involve sludents who show litltle or no interest, —
Presents activilies which simulate relevant siluzlions oulside the school.
Responds posilively to siudents’ requests for help.

Gives frequent and prompt feedback to students.

Stimutates and encourages creative and critical thinking.

Selects and ulilizes appropriate reinforcers o promole learning.-

Provides sludenis with {he opporunily to meel with success.

Provides aclivities which promole sludent independence.

Demonstrates abillity to communicate effectively with students.

DN bW N

o~

Communicates expeciations o siudents.

Uses correct oral and wrilten communication.

Uses vocabulary commensurate wilh the sludent's language skills,
Presents ideas fogically. .

Gives directions that are clear, concise, and reasonable.

Uses a variely of verbal and non-verbal lechniques {e.qg., signing, cues,
proximily; physical conlact). '
Makes an effort to understand the student's communication sysiem.
Elicit-and responds to student Gueslions.

Summarizes effectively.

Provides students with specliic, evaluative feedback.

1.
2.
3.
4.
5.

6.

Makes appropriale use of both formal and informal assessments lo provide
students with evalualive feegback. :

Provides limely feedback of daily performance.

Provides sludenls wilh written and/or verbal comments, in addilion 1o scores, to
clarify performance. v

Makes opporunities for one-lo-one conlerences.

Assesses sludenis as a group and provides individual feecback.

Assists students in evalualing {Heir owh perormance.

Désigns Individualized Educational Plans.

i.
2.

3.

Exhibits evidence of preparation for conference.

Organizes comprehensive Present Level of Perdormance reflecling relevant
assessment dala. T o

ldentifies areas for developing appropriale goals based upon diagnostic and
present level information. - -
Specilies objectives wilh required componentls.

Specilies appropriate pupil placement and justification for placement.
Compleles alt ilem/components of [EP {e.g., dates, page numbers, adaptalions
and modifications atlachment). :

Submils IEP and atlachments per depaimenl procedures.
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M.

. CLASSROOM MANAGEMENT -

Deslgns/impilements Indlvidual Implementor Plans.
1.

Wriles 1iP's which contain cntical elements necessary (o implemen|
Corresponding 1EP objeclives.

Develops 1P dala recording systems that are easily underslood and accessibla
{0 other professional stafl.

Uses dala recording Systems consistenily, -

Modifies Instructional design based on dzla derived from recording systems.

The Professional Siarf Member: ~

AL

Organizes classroom environment to promota learning.

1.
2.

3.

Ul pow o

O o ~yom

Communicales classroom procedures clearly.

Maintains the classroom in a functional, aftractive, and ordery envirenment
conducive {o student learning.

Assesses {he feamning environment and knows how and when {o change the
environment, '

Insures that materials and informalion can be read, seen, and/or heard by
students, '

_Consequences.,

Manages the behavior of individuals, thys, tnaximizing group learning.
Promgtes self-discipfine. :

Reinforces appropriale behavior.

Uses effective techniques (e.qg., social approval, contingent aclivilies, keeping
students on task) to maintain appropriale behavior,

Identities ang ignores inconsequential behavior problems.

Manages disruptive-behavior in a constructive, timely maanner.

Endeavors {o find and eliminate causes of undesirable behavior.

Manages discipline problems In accordance with adminisiralive regulalions,
school board pelicies, and legal requirements.

IV. INTERPEHRSONAL BRELATIONSHIPS )

The Plofessional Staff Member:

A

Demonstrates alfective interpersonal retatlonships with .students.

1.

G)(n-h-(nl!\)

Demanstrates a Fespect, understanding, and acceptance ol each sludent as an
Individual, regardless of S€x, race, ethnic origin, cultural or socioeconomic-
econommic background, religion, or handicapping condition. i
Recognizes that a sludent's emotional well-being aflects learning polential,
Encourages students (o develop to their full polential.

Communicales with studsnls empathetically,

Gives time willingly to provide for & student's academic and personal needs.
Displays effective active-listening skills. '
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V. PROFESSIQNAL BESPONSIBILITIES
.The Frofessional Slarf Member:

A. Participates In professlonal growth activilles,
1.  Demonslraies commilment by paricipalion in prefessional aclivilies {e.g.,
coursework, workshops, conferences). -
2.  Takes advanlage of opporunities lo learn from colleagues, siudenls parents,
and communily.

3. Is knowledgeable of curen! developmenis and issues m SpemaUVocahong!

Educalion. .

—

B. Follows the communicaled pollcles and procedures cf the school
dlstrict.

1.  Demonslrales awareness of policies, regulalions, and procedures applicable (o
hissher posilion.

2. - Works cocoperalively with- oiher educators {o :mplement policies, regulaticns,
and procedures.

3. Selects appropriale channels {or resolving concerns/problems wihen
implementing policies, regulations, and procedures.

C. Assumes responslbilitles outslde of the ciassroom In the best Interest
cf the studant.
1.  Assumes f{air share of non-instructional respansibilities.
2.  Exercises responsibiiity tor student management throughout the school
campus (e.g. hailway, caleleria, playground).

D. Demonstrales a sense of professional responsibility.

1. Meels obligations in a prompt fashion, i.e., punclualily, altendance, elc.
2. Carrigs oul dulies in accordance with job description in-a prolessional manner.
3.  Exhibils personal self-control,
4, Ulilizes supervisory/evalualive feedback fo change behavior.
5. Ulilizes a preblem solving approach in dealing with areas of concem.
6. Demonslraies eflective organizational skills as prevnous[y detined by
sSupervisor.
7. s knowledgeab!e of refevant communlly resources.

E. Processes dfslrlcl/depanmenlal records and data.
1. Moniflors and forwards various pupd dala forms.
2. Completes appropriale referrals for ancillary program service.
3. Compleles forms/records per eslablished timelines, L.e., district lorms, referrals,
supply/lext requisitions, student atlendance, elc.
4. Provides accurale dala lo the school and district as requested for management
" purposes.

Special Education Crileria and Descriptors usad by permission ol the Special School District, St Lovuis,
Missouri.
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Edmonson County Schools
Summative Evaluation Report

: lSpe01aI Education Teacher Check those that apply:

___Tenured ___ Non-tenured

___ Ttinerant
Base School
CRITERIA Performance
The Special Education Teachers... Performance Levels Expectations
1 2 3 4 5
A. Follows screening Rarely follows Sometimes follows Consistently follows
procedures. : screening procedures. | screening procedures. screening procedures.
] Q 0o 0 Q
B. Identifies appropriate Rarely identifies Sometimes 1dentifies Consistently identifies
diagnostic tests/methods appropriate diagnostic appropriate diagnostic ] appropriate diagnostic
for assessment. tests/methods for tests/methods for tests/methods for
' assessment. assessment. assessment.
Q o a U 0
C. Demonstrates appropriate Rarely demonstrates Sometimes demonstrates | Consistently demon-
administration of assessment| appropriate administratiory appropriate administratiod strates appropriate-
- ...| methods/instruments. of assessment methods/ | of assessment methods/ | administration of
T instruments. instruments. assessment methods/
e instruments.
Q aa Q d
D. Demonstrates interpretation | Rarely demonstrates Sometimes demonstrates | Consistently demon-
of assessment methods/ interpretation of assess- | interpretation of assess- . | strates interpretation of
instruments. ment methods/instrumenty ment methods/ " | assessment methods/
instruments. instruments.

Q aa d Q

E. Initiates/processes Rarely initiates/processes | Sometimes initiates/ Consistently initiates/
evaluations/re-evaluations. | evaluations/re-evaluationd processes ¢valuations/ | processes evaluations/
re-evaluations. re-evaluations.

Q || U Q

Performance Area I: The Instructional Process
CRITERIA Performance
The Teacher... Performance Levels Expectations
1 . 2 3 4 5
A. Demonstrates appropriate Rarely demonstrates Sometimes demonstrates | Consistently demon-
preparation for instruction. | appropriate preparation | appropriate preparation | strates appropriate

for instruction. for instruction. preparation for

instruction.

O Q Q Q Q
|B. Demonstrates a knowledge | Rarely demonstrates a Sometimes demonstrates | Consistently demon-
..y of instructional needs of knowledge of instruct- a knowledge of instruct- | strates a knowledge of

handicapping conditions. ional needs of ional needs of instructional needs of
' handicapping conditions. | handicapping conditions. handicapping conditions
Q a4d U Q
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1 2 _ 3 4 5
. Demonstrates a knowledge | Rarely demonstrates a Sometimes demonstrates | Consistently demon-
of subject matter/ knowledge of subject a knowledge of subject | strates a knowledge of
curriculum. matter/curriculum. matter/curriculum. subject mater/
' curriculum.
Q aQ QO d
. Selects/implements instruct- | Rarely selects/implements) Sometimes selects/ Consistently selects/
ional objectives effectively. | instructional objectives | implements instructional | implements instruct-
effectively. objectives effectively. ional objectives
effectively.
0 alQ Q M
. Selects/implements a variety | Rarely selects/implements Sometimes selects/ Consistently selects/
of effective teaching a variety of effective implements a variety of | implements a variety of
techniques. teaching techniges. effective teaching effective teaching
techniques. techniques.
_ O Qg ;] U
. Provides opportunities for Rarely provides opport- | Sometimes provides Consistently provides
individual differences. unities for individual opportunities for opportunities for
differences. individual differences. | individual differences.
] Q ol Q Q
. Uses a variety of effective Rarely uses a variety of | Sometimes uses a vaniety| Consistently uses a
teaching materials/resources. | effective teaching of effective teaching: variety of effective
materials/resources. materialsfresources. teaching materials/
: ' IESOUrces.
Q Qi O a Q
. Uses instructional time Rarely uses instructional | Sometimes uses - | Consistently uses
effectively. time effectively. instructional time instructional time
' effectively. effectively.
U al af a
. Demonstrates ability to Rarely demonstrates Sometimes demonstrates | Consistently demon-
motivate studens. ability to motivate ability to motivate strates ability to
| students. students. - | motivate students.
Q ) Q Q O
. Demonstrates ability to Rarely demonstrates Sometimes demonstrates | Consistently demon-
communicate effectively with| ability to communicate ability to communicate | strates ability to
students. effectively with students. | effectivly with students. pommunicate effectively
with students.
| Qg L a
. Provides students with Rarely provides students | Sometimes provides Consistently provides
specific evaluative feedback. | with specific evaluative | students with specific students with specific
feedback. evaluative feedback. evaluative feedback.
O Qi Q g 4
. Designs Individuahzed Rarely designs Sometimes designs Consistently designs
Educational Plans. Individualized Educationa} Individualized Individualized
Plans. Educational Plans. Educational Plans.
Q | a
. Designs/implements Rarely designs/imple- Sometimes designs/ Consistently designs/
individual implementor plans| ments individual implements individual | implements individual
implementor plans. implementor plans.
Q a - d g



Performance Area III: Classroom Management

CRITERIA Performance
;~The Teacher... Performance Levels Expectations
- ._1 2 3 4 5
A. Organizes classroom Does not organize Sometimes organizes | Consistently organizes
environment to promote classroom environment | classroom environment | classroom environment
learning. to promote learning. to promote learning. to promote learning.
Q g a Q Q
B. Manages student behavior Does not manage student | Sometimes manages Consistently manages
in an appropriate manner. behavior in an appropriatg] student behaviorinan | student behavior in an
manner. appropriate manner. appropriate manner.
U g Q O d
CRITERIA Performance
The Teacher... Performance Levels Expectations
. 1 2 3 4 . 5
A. Demonstrates positive Does not demonstrate Sometimes demonstrates | Consistently
interpersonal relations with | positive interpersonal positive interpersonal demonstrates positive
students. relations with students. | relations with students. | interpersonal relations
' with students.
N Q0 Qi a
B. Demonstrates positive inter- | - Does not demonstrate Sometimes demonstrates | Consistently demon-
personal relations with positive interpersonal positive interpersonal strates positive
educational staff. relations with educational | - relations with educational| interpersonal relations
staff. staff. with educational staff.
0 | Q| a a U
C. Demonstrates positive Does not demonstrate Sometimes demonstrates | Consistently demon-
' interpersonal relations with | positive interpersonal positive interpersonal strates positive _
parents/patrons. relations with parents/ relations with parents/ | interpersonal relations
patrons. patrons. with educational staff.
Q Q) Qa o |
D. Demonstrates poise and Does not demonstrate Sometimes demonstrates | Consistently demon-
emotional stability. poise and emotional poise and emotional strates poise and
stability. stability. emotional stability.
| a a0 U Q
E. Demonstrates care and Does not demonstrate | Sometimes demonstrates | Consistently demon-
neatness in personal care and neatness in care dnd neatness in strates care and
appearance. personal appearance. personal appearance. neatness in personal
appearance.
Q Q| a N U
r : n ibiliti
CRITERIA Performance
The Teacher... Performance Levels Expectations
TA Participates in professional | Rarely participates in Sometimes participates |Consistently participates
growth activities. professional growth in professional growth | in professional growth
activities. activities. activities.
U Q) d N
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D S

. 1 2 3 4 5
B. Follows the communicated | Rarely follows the Sometimes follows the | Consistently follows
policies and procedures of { communicated policies communicated policies | the communicated
the school district. and procedures of the and procedures of the policies and procedures
school district. school district. of the school district.
. a Qg o M
C. Assumes responsibilities Rarely assumes respon- | Sometimes assumes Consistently assumes
outside of the classroomin | sibilities outside of the responsibilities outside | responsibilities outside
the best interest of the classroom in the best of the classroomin the | of the classroom in the
student. interest of the student. best interest of the best interest of the
student. student.
| a a1 Q L
D. Demonstrates a sense of Rarely demonstrates a Sometimes demonstrates { Consistently demon-
professional responsibility. | sense of professional a sense of professional | strates a sense of
responsibility. responsibility. professional respon-
: sibility.
d Qi Q d | O
E. Accepts and responds Does not accept and Sometimes accepts and | Consistently accepts
appropriately to supervision |respond appropriately responds appropriately | and responds approp-
and suggestions for to supervision and to supervision and riately to supervision
improvement. suggestions for suggestions for and suggestions for
improvement. improvement. improvement.
a aju d O

Administrator's
Recommendation

L Probationary

. Reemployment

Reemployment not

recommended

Teacher’s Comment:

No final recommendation
is being made at this time.

II. Tenure

Continuing Contract

Termination of Contract

No final recommendation
is being made at this time.

Administrator’s Comment;

Teacher’s Signature

Administrator's Signature

Date

(Signatures imply that the content of this document has been discussed)
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EDMONSOR COUNTY PUBLIC SCHOOLS
Evaluation Plan“foréguidanca Counselors
Evaluation Report -

SCHOOL
Last Name First
~Date ) -
INTERPRETATION OF SCALE
KEEDS IMPROVEMENT SATISFACTORY EXCELLERT e NOT OBSERVED
(Specific Written Plans ol NOT APPLICABL
For Improvement Required) .
1 2 3 ' N

1. Keeps up-to-date cumulative records on each student.
2. Assists in implementing testing program and student data plan.

3. Provides counseling for students to meet their remediazl, preventive,
and developmental needs,

4. Works with school personnel in placement of students in classes.

Helps teachers and parents meet the specialized needs of the students
through mutual problem solving techniques.

6. Adheres to ethical standards of the counseling profession.
7. Assists in developing a local school guidance plan, based on student needs.

8. Schedules students, completes class rosters and forms teachable classroom
units prior to the opening of the school term. :

9. Assists students with schedule changes at the beginning of the school term.

10. Demonstrates positive human relationships by showing respect for the worth
and dignity of all students from all cultural background.

1l. Provides parents with information that helps meet the needs of students
(i.e., parenting skills, financial aid, job opportunities)

12. Refers students to community agencies for appropriate services.
13.  Assists school personnel, parents, and students 1in evaluvating, interpreting,
and utilizing test scores and other student dats in order to meet student

needs.

1{5 Manages the facilities, materials ang equipment necessary to the guidance
i program.

15. Adheres to established laws, rules, and regulations.
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EVALUATION PLAN FOR GUIDANCE COUNSELOR

Guidelines/Standards for Evaluation Supplement Report

These guidelines offer suggestions to observers when using the Evaluatien
Supplement Report. This is NOT an all-inclusive list, it 1is only a guide

to clarify the intent of each item. Additional observable descriptors may be
developed as experience is gained and necessity demands.

1.  Keeps up-to-date cumulative records on each student.

Records C.T.B.S., A.C.T., P.S,A.T. and A.S.V.A.B. scores on folders. ..
Files any pertinent information in the cumulative folders for every
high school student.

Records and/or monitors semester marks and number of credits on student
folders and grade cards. _

Averages and keeps record of grade point average on each senior.

2

2. Assists in implementing testing program and student data plan.

Keeps record of achievement testing material received from Central
__.Office, distribution of such to teachers and overseeing of collection
of said materials.
Administers CTRS, KET, PSAT ARD GATB,
:: Provides students with the oppertunity to participate in the ACT and
ASVAB, : :

3. Provides counseling for students to meet their remedial, preventive, and
developmental needs.

___ Alert to students with grade difficulries.
___ Helpful to students with probiems.
__ Follows up on counseling sessions when necessary.

4. Works with school personnel in placement of students in classes.

__ Takes in to consideration teacher recommendaticns concerning placement.

_ Requests teacher and other school personnel consultation concerning student
Téquests. - -

. Follows up placement progress and tries to correct any wrong decisions,

5. Helps teachers and parents meet the specialized needs of the students through
mutual problem solving technigues.

. Cooperates in setting up parent teacher conferences.,
___ Sensitive to parents concern for their children.
__ Mzkes suggestions to parents and teachers about the welfare of students.

6. Adheres to ethical standards of the counseling profession
__ Knowledgable of counselor ethics.

_._ Does not reveal confidential information.
Attends professional counselors meetings,
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7. Assists in developing a local school. guidance plan, based on student needs,

Seeks to know the needs of the student.
" Has a comprehensive guidance plan and evalustion.
"~ Follows written plan.
:::Goes beyond the yearly plan if need arises.

8. Schedules students, completes class rosters and forms teachable classroom
units prior to the opening of the school term. . :
Encourages students to plan schedule according to imdividual needs.
R Closely monitors the. students progression toward graduation. _
Promptness with student schedules, class rosters and classroom units.
Presents workable models of schedules, class rosters and classroom units,

9. Assists students with schedule changes at the beginning of the school term.

_.. Students are enrolled in appropriate classes to meet graduation requirements,
___ Student needs have been met.

10. Demonstrates positive human relationships by showing respect for the worth
and dignity of all students from all cultural background.

__ Adheres to goals of administering tc all students.
Respects individual differences. T
Avoids embarrassing students.
Exhibits a pleasant manner to all students,

11, Provides parents with information that helps meet the needs of students,
. Plan workshops for parents and students.
Information to parents concerning college awareness days and nights.
Announcements concerning national test information.
Scholarship information given to parents.
12. Refers students to community agencies for appropriate services.
. Seeks qualified persons to find help for student through referral.
13.  Assists school personnel, parents, and students in evaluating, interpreting,
and utilizing test scores and other student data in order to meet student
needs, '
___ Group counseling for test interpretation.
__ Parent conferences for information concerning their child.
__ Use test scores for individuval future.

14. Manages the facilities, materials and equipment necessary to the guidance.

Materials arranged in an orderly fashion in guidance area.
Facilities reflect neatness and present a wholesome academic environment.
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5 15. Adheres to established laws, rules, and regulations.

Follows state wide curriculum guildes.
__ Keeps abreast of changing regulations.
___ Meets deadlines for required work.

Files reports promptly, accurately and legibly.
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Evaluation Plan for Certified Personnel
Evaluation of the Principal

School Date

INTERPRETATION OF SCALE

NEEDS IMPROVEMENT SATISFACTORY EXCELLENT ROT OBSERVED
(Specific Written Plans - NOT APPLICABLE
- for Improvement required) .
: ' 1 ' ' 2 : .3 N
- A. Educational Frogram -

THE PRINCIPAL: : :
1, Works to maintain and improve the quality of the educaticnal

program.
COMMENTS:
2. FPromotes teaching methods which are censistent with the
school philosophy.
coMENTS: P Py
3. Plans the organization of the total school.
COMMENTS :
4. Supervises the grouping of pupils to provide for most
- effective learning sitvations.
COMMENTS : '
5. Minimizes classrtoom interruptions.
COMMENTS :
6. Encourages staff iniative and innovations,
COMMENTS :
7. Promotes a school environment which is conducive to
learning. ,
COMMENTS : '
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8. Provides for availability of supplies and equipment.
COMMENTS : .

9. 1Inspires interest in improving the Educational Program,.
COMMENTS :

10. Exhibits a positive attitude by being warm, friendly,
and concerned with the total child.
COMMENTS : : :
B. Staff Relations
THE PRINCIPAL:
11. Develops staff merale which supports staff membBers so they
feel successful and identify with the school effort.
COMMENTS :
12, Helps staff achieve meaningful goals,
COMMENTS :
13. Provides clear and consistent direction.
COMMENTS ¢

14. Allows his/her teachers to tzke part in decision making,
' especially when it directly involves what is going on in the
classroom and is of the nature which. thew could or should participate.
COMMENTS::

15. Informs the teacher of teaching strengths and weaknesses.
COMMENTS:

16. Effectively helps the teacher to overcome their weaknesses.
COMMENTS:

17. 1Is positive, frank, and tactful in his/her conferences.
COMMENTS: : Pace 48




18. Is fair in dealing with staff in conflict situations.
COMMENTS

19, Involves students and staff in developing and maintaining
reasonable standards of conduct.
COMMENRTS:

20. VWorks with staff in.cooperatively establishing fair and
equitable teaching and nonteaching responsibilities, -
COMMENTS : :

21. Provides opportunities for selected profeésional development
experiences for staff, o
COMMERNTS :

22. Exercises administrative discretion in a manner which is
not zrbitrary, capricious, unfair, or unreasonable.
COMMENTS :

23. Plans well organized'faculty.meetings.
COMMENTS -

24, Provides beneficizl in-service programs with teacher input
_ essential,
COMMENTS :

-

25, Has good comunications between himself/herself and staff.
COXMENTS :

C.

Public Relations
THE PRINCIPAL:

26. Recognizes that public relations is important and that
the best PR begins in the classroom.
COMMENTS :

Page 49




z7. 'Helps to intiate study and effective use pf community

resources within and outside the classroom,

COMMENTS : .
.-—'___-———’
28. Assists parents to understand the school program in peneral.
COMMENTS:
R .

D. Personal and Professional Characteristics
THE PRINCIPAL: -

and promotes harmonious relationships,: -

23. Demonstrates poise and emotional stability, maintains cooperation

COVMMENTS : i

30. Demonstrates good judgement and uses tact and diplomacy.

COMMENTS :

31. Shows sense of humor, and is positive, optimistic, and
enthusiastie,

COMMENTS :

32. Demonstrates care and good taste in personal appearance.

COMMENTS :

33. Demonstrates loyalty to the school.

COMMENTS :

34, Demonstrates leadership.

COXMENTS::

35. Anticipates problems and is resourceful in coping with them.

COMMENTS :

-

Evaluatee's signature
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EDMONSON COUNTY PUBLIC SCHOQLS
Evalvation Plan for Certified Personnel

Guidelines for Evaluation of the Principal

These guidelines offer suggestions to observers when using the Evaluation

of the Principal outline. This is NOT an ‘all-inclusive list, it is only

a guide to clarify the intent of each item. Additional observable descriptors
may be developed as experience is gained and necessity demands.

A. EDUCATIONAL PROGRAM -
THE PRINCIPAL:

1.

Works to maintain and improve the quality of the educational
program.

~ Supports and zssists the improvement of instruction.
~ Gives support toward betterment of the educational program.

Promotes teaching methods which are consistent with the school
philosophy. '

Plans the orgenization of the total school,

- Provides direction and assistance by being present to observe
pregrams in operation.

~ Initiates discussion that helps staff vocalize difficulties, needs,
and suggestions, '

~ Works with the staff to develop, improve, and/or implement
new educational programs.

— Talks to and uses suggestions from teachers when developing,
improving, and/or implementing new educational programs,

Supervises the grouping of pupils to provide for most effective
learning situations.

Minimizes classroonm interruptions.

— Regular time for announcements over PA

- Use wisely before school, after school, and planning time to
consult with teachers. ' *

Encourages staff iniative and innovatiens.

— Promotes staff to actions directed toward change.

- Fosters instructional staffs desires to improve educational
programs.

Promotes a school environment which is conducive te learning.

— Compliments staff and students on successful achievements.
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- 8. Provides for availability of supplies and equipment.

~ According to budget for each local school as determined by
the Edmonson County Board of Education.

9. Inspires interest in improving the educational program,
— Supperts and assists the improvements of instruction,
- Gives support toward betterment of the educational program.
—~ Talks to and uses suggestions from teachers when developing,

improving, and/or implementing-new educational programs.

10. Develops staff morale which supports staff menbers so theylfeel
successful and identify with the school effort. -

—- Compliments staff and students on successful achievements,
11. Helps staff achieve mezningful goals.

~ Helps define realistic goals.
- Provides supportive services in rezching goals.

12. Provides clear znd consistent direction,

- Provides written and verbal communications that are easy to

understang.
- Thoroughly-understands and interprets. current programsso.as-
to eliminate confusion among staff members.,

13. Allows his teachers to take part in decision making, especially
when it directly involves what is going on in the classroom and
is of the pature which they could or should participate.

~ Uses staff and its input in:
1. curriculum planning,
2. textbook selection, and
3. selection of instructional materials,
— Provides information of available resources and materials useful
in curriculum planning, textbook selection, and instruction.
14. Informs the teacher of teaching strengths and weaknesses.
- Communicates to the teacher observations of his/her classroom.
15.," Effectiveiy helps the teacher to overcome his/her weaknesses.
- Provides guidance and resources for professional growth.
16. Is positive, frank, and tactful in his/her conferences.
i
— Deals openly withsstaff.
~ Uses diplomacy vhen working with staff,

— Acknowledges strong points of a given situation when attempting
Lo correct a wezakness.
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17. 1Is fair in dealing with staff in conflict situations. .

--Is diplematic and fair.
— Does not promote conflict situations.
~ Promotes understanding and positive solutions in conflict

- situations.

18. Involves students and staff in developing and maintaining reasonable
standards of conducr. . : .

~ To follow the guidelines 2s established by the Edmonsecn County
Board of Educatica.

19. Works with staff in cooperatively establishing fair and equitable-
teaching and nonteaching responsibilities.

- The principal provides an extra-teaching roster for all teachers,
~ The principal is fair in distributing teacher load and planning-
periods.

20. Provides opportuniries for selected professicnal development

i
experiences for staf

- Provides assistance in developing appropriate staff development

experiences,
— Serves as a rescurce in plahning professicnal’ development:

21. Exercises administrative discretion in a manner which is not
arbitrary, capricious, unfair or unreasonable.

— Uses good judgement in dealing with professional situations
according to district goals,

22. Plans well organized faculty meetingsl

= Plans purposeful meetings.
~ Demonstrates organizatiocn in planning and running a meeting.

23. Provides beneficizl in-service programs with teacher input essential.

—~ Uses staff to plan staff developﬁent according to their needs.
— Asseses staff needs when planning staff development.

24. Has good communicatiops betwveen himself/herself and staff.

~ Keeps staff informed.
- Promotes open two-way communication.

PUBLIC RELATIONS
THE PRINCIPAL: ' .

4
25. Recognizes that publie relations is important and that the best
PR begins in the classroom.
- Supports staff 2nd school program publicly.
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- Provides agcurate, or unbiased information about the school
and its staff to the public.

26. Helps to initiate study and effective use of cormunity resources
within and outside the classroom.

- Seeks out community resources for school use.

27. Assists parents to understand the school program in general and
progress of their children.

- Provide correct information on district goals and policies to
the public.

—- Is not prejudice or unsupportive of district goals and policies
to the public,

~ The principal provides open communication concerning student
progress to parents.

C. PERSONAL AND PROFESSIONAL CHARACTERISTICS
THE PRINCIPAL:

28. Demonstrates poise and emotional stazbility, maintains cooperation
and promotes harmoniocus relationships.

-~ Retains composure and reacts rationally in high stress situations.
~ Makes a sincere effort to maintain harmony among stafi by
listening to and .considering the opinions of teachers.

23. Demonstrates good judgement and uses tact and diplomacy.

- Guards against broadcasting damaging statements about school
personnel.

- Shares evidence of prior study before making decisions and
comrunicating with staff, '

30. Shows sense of humor, is positive, optimistic and eanthusiastic.

~ Retains dignity and sense of humor rather than becoming defensive
‘when faced with errors or misjudgement. _

- Maintains an open and encouraging attitude toward all staff
members, ‘ -

- Is not personally offended by staff members who express
differing opinions.

- Hopefully pursues educational goals rather than constantly
finding fault with the system. o

3l. Demonstrates care and good taste in personal appearance.

~ Shows evidence of personal grooming.
- Dresses in a manner befitting the profession.
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32,

33.

34,

DPemonstrates loyalty to the school.

- Upholds the goals of various schools as well as the school system

before school persomnel and the public.

- Does not let persconal biases influence the mznner in which

board policies and administrative regulations are implemented.

Demonstrates leadership.

Presents '‘educational challenges for improvement and change in
such a manner that staff members recognize the value of such
challenges and agree to exbrace them.

Is able to make decisions after gathering input from those affected and
initiates subsequent action with the support of the majority.

Anticipates problems and is rescurceful in coping with them.

Foresees possible conflict situations through obsexrving and
communication with staff, _

Take the necessary steps to prevent conflict situations.
Presents several alternatives to individuals or groups when
conflict situations arise.
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o Ayudofs
EDMONSON COUNTY PUBLIC SCHOOLS WMNS—K’(

Other Certified Evaluation Supplement

School Date

H INTERPRETATION OF SCALE

NEEDS IMPROVEMENT _ NOT OBSERVED -

; RY ENCELLENT
(Specific written Plans SATISFACTORY HCELLE] NOT APPLICABLE
‘ for Improvement Required) '
e 1 2 3 N

A. Educational Program
- THE ADMINISTRATOR:
L. Works to maintain and improve the quality of the educational program.
COMMENTS:

2. Encourages staff initiative and innovations.
COMMENTS :

3. Cooperates and consults with the principal when developing, improving,
and/or implementing new programs.
COMMENTS :

4. Assists the principal and teachers in deternining apprepriate methods

Lo accomplish specific educational goals.
COMMENTS :

-

5. Serves as a resource in making instructional materials znd consultant
services available,
. COMMENTS:

6. Demonstrates an interest in students and their welfare.
COMMENTS : :

7. Inspires interest in improving the educational program.
COMMENTS:
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8. Provides leadership for and effectively coordinates those programs for
which he/she is specifically responsible.
COMMENTS:

—

9. Plans and implements a well organized opening and closing of the school

year.
COMMENTS :

B.

Staff Relations

THE ADMINISTRATOR:

13. Is accessible and responsive to principal and staff when needed.
COMMENTS : '

11. BHelps principals and staff achieve zeaningful goals.
COMMENTS :

12. Provides clear and consistent directions.
COMMENTS :

13. Assists prin¢ipals in identifying teacher's strengths and weaknesses.
COMMENTS:

14. Effectively assists principals and staff in overcoming weaknesses.
COMMENTS ;

15. 1Is positive, frank, and tactful in dealing with principal and teachers.
COMMENTS:

-

16. Is fair in dealing with principals znd teachers in conflict situvations,
COMMENTS: .

17. Provides opportunities for appropriate professional developmental
experiences for principals and teachers.
COMMENTS : ]

!

18. Helps build morale by récbgnizing the successful accomplishments of
principal and teachers.
COMMENTS: Pace 57




19. Exercises administrative discretion in a fair and reasonable manner
consistent with district goals,
COMMENTS :

20. Plans well organized meetings,
COMMENTS :

e e S,

21, Provides or assists in

based on needs identifi
-COI“J‘ENTS :

providing appropriate staff development pPrograms
ed by principal and staff,

——

\
—_————

22. Communicates effectively with administrative zand teaching stafsf,
COMMENTS:

23. Involves Principals and teachers in the decision making process as it
relates to curriculum plamnin

g, textbeook selection, and situations which
directly involve what occurs in the classrooms.
COMMENTS «

C. Publie Relations
THE ADMINISTRATOR:

24. Recognizes the importance of public relations By supporting the principal,
the staff, and th

¢ educational program before the public.
COMMENTS :

25. Effectively inter
public.
COMMENTS :

prets district philosophy and policies to staff and

—_—
26. Initiates effective use of community resources,
COMMENTS :

D. Personal and Professio

nal Characteristics

THE ADMINISTRATOR:

27. Demonstrates poise and emotional stability, /maintains cooperation, and
promotes harmonious relationships,
COMMENTS :
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” 28, Demonstrates

good judgement and uses tact and diplomacy.
COMMENTS: :

-.—_—-‘—v-—___
K
29, Shows sense of humor, is positive, optimistic, and enthusiastie,
COMMENTS :
—_
.30. Demonstraties care and good taste in personal appearance,
COMMENTS : s
31l. Demonstrates loyalty to the schools and school system,
COMMENTS
32. Demonstrates leadership.
COMMENTS:
33. Anticipates problems and is resourceful in coping with them.
COMMENTS:
*This form may be used as form DC 104 by the Superintendent to evaluate other
certified stafrf,

Evaluatee's signature

Superintendent's signature

**CENTRAL OFFICE STAFF

REFERS TO ALL ASSISTANT SUPERIN
COORDINATORS,

TENDENTS, DIRECTORS, SUPERVISORS
SOME ITEMS WILL NOT BE APPLICABLE.
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’ | EDMONSON COUNTY PUBLIC SCHOOLS
Evaluation Plan for Certified Personnel

Guidelines for Administrator's Evaluation

These guidelines offer suggestions to observers when tsing  the Administraror's
Evaluation. This is NOT an all-inclusive list, it is only a guide to clarify
the'inteng of each item, Additional observable descriptors may be developegd
as experiénce is gained and necessity demands.

-

4. EDUCATIONAL PROGRAM
THE ADMINISTRATOR:

1. Works to maintain and improve the quality of the educational
program.

—~ Supports and assists the improvement of instruction.
— Gives support toward betterment of the educational DIDgram.

2. Encourages staff initiative and innovation.

- Promotes staff to actions directed toward change.
- Fosters instructional staff desires to improve educational programs,

3. Cooperates and consults with the principal when developing, improving,
and/or implementing new educational programs.

~ Works with the principal to develop, improve, and/or implement new
educational programs.

- Talks to and uses suggestions from principals when developing,
improving, and/or implementing new educational programs.

4. Assists the principal and teachers in determining appropriate methods
to accomplish specific educational goals.

— Works with the principal and teachers to find out how to achieve
certain educational ends.

5. Serves as a resource in mzking instructional materials and
consultant services available. : -

- Seeks out or researches for appropriate materials/cconsultants

for specifie requests,
~- Makes necessary contacts to facilitate getting materials/consultants.

6. Demonstrates an interest in students and their welfare.
- Exhibits a concern for student achievement in all types of
school activities both academic and extracurricular.

~ Shows enthusiasnm fo¥ student achievement in both academic and
extracurricular activities.
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Generates interest in improving the educational program,

— Stimulates concern for betterment of the education program,

~ Exhibits commitment when working with teachers and administrators
in improving current programs and/or implementing new ones.

~ Shares knowledge and information regarding effective programs
with teachers and administrators.

Provides leadership for and effectively coordinates those prograns
for which he/she is specifically responsible.

— Provides direction and assistance by being present to observe
programs in operation. .

— Initiates discussion that help staff vocalize difficulties, needs,
and suggestions.

— Meets with persons involved in a program to gain input and
improvements as needed.

Plans and implements a well-organized opening and closing of the
school year.

~ Mzkes the necessary long range plans that result in smooth

transition for staff at thke beginning and ending of the school vear.

- Is aveilable to assist as needed during opening and closing
transition period.

B. STAFF RELATIONS
THE ADMINISTRATOR:

10.

11.

12,

13.°

14,

Is accessible and responsive to principal and staff when needed.

- Can be reached within a short period of time,

- Carries through on agpreéd request within a reasonable amount
of time.

Helps principals and staff achieve meaningiul goals,

~ Helps define realistic goals,
~ Provides supportive services in reaching goals.

Provides clear -and consistent directions.

- Provides written and verbal communications that are easy to
understand.

- Thoroughly understands and interprets current programs so as
to eliminate confusion among staff members.

Assists principals in identifying teachers strengths znd weaknesses.

- Communicates to the Principal observations of his staff,
i
f

Effectively assists principals and staff in overcoming weaknesses.

- Provides guidance and resources for professional growth.
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15.

16.

17,

18.

19,

20.

21,

22.

23,

Is positive, frank, and tactful in dealing with principal and teachers.

- Deals cpenly with staff.
—~ Uses diplomacy when working with staff.
~ Acknowledges strong points of a given situation when attempting

fo correct a weakness,

Is fair in dealing with principals and teachers in conflict situations.

— Is diplomatic and fair.
~ Does not promote conflict situations. -
- Promotes understanding znd positive solutions in conflict situations.

-

Provides épportunities for appropriate professional development
experiences for principals and teachers.

~ Provides assistance in developing appropriate staff development
experiences.
- Serves as a resource in planning professional development.

Helps build morale by recognizing the successful accomplishments
of principal and teachers.

— Compliments staff on successful achievements.
- Uses staffs’ strong points to assist in providing professional
development for others.

Exercises administrative discretion in =z fair and reasonable
manner consistent with district goals.

~ Uses good judgement in dealing with professional situations
according to district goals.

Plans well organized meetings.

— Plans purposeful meetings.
— Demonstrates organization in planning and running a meeting.

Provides or assists in providing appropriate staff development
programs based on needs identified by principal and staff,

- Uses staff to plan staff development according to their needs.
— Assesses staff needs when planning staff developments.

Communicates effectively with administrative and teaching staff.

~ Keeps staff informed.
— Promotes open two-way communication.

Involves principals and teachers in the decision making process
as it relates to curriculum planning, textbook selection, and
situvations which directly involve what occurs in the classroom.

—~ Uses staff and its input in:
1 curriculum planning,
2. rtextbook selection, and Page 62
3 selection of instructional materials.




~ Provides information of available resources and materials uvseful
in curriculum planning, textbook selection, and instrutction.

C. PUBLIC RELATIONS
THE ADMINISTRATOR:

24, Recognizes the importance of public relations by supporting the
principal, the staff, and the educational programs before the

public.

~ Supports staff and scheol program publicly.
- Provides accurate, or unbiased information abeout the school and

its staff to the public.

25. Effectively interprets district philosophy and policies to staff
and publiec.

- Provide correct information on districts goals and policies to
the public.
=~ Is not prejudice or unsupportive of district goals publicly.
26. Initiates effective use of community resources.

- Seeks out community resources for school use.

D. PERSONAL AND PROFESSIONAL CHARACTERISTICS
THE ADMINISTRATOR: :

27. Demonstrates poise and emotional stability, maintains cooperation,
and promotes harmonious relationships.

~ Retains composure and reacts rationally in high stress situationms.

—~ Makes a sincere effort to maintain harmony among staff by
listening to znd considering the opinions of principals and
teachers in matters related to the administrator's specifie
responsibilities.

28. Shows sense of humor, is positive, optimistic, and enthusiastic,

~ Retains dignity and sense of humor rather than becoming defensive
when faced with errors or misjudgemeﬁt.

- Maintains an open and encouraging attitude toward all staff members.

- Is not personally offended by staff members who express differing
opinions.

~ Hopefully pursues educational goals rather than constantly finding
fault with the system.

30. Demonstrates care and goed taste in personal appearance.

- Shows evidence of personal grooming,
- Dresses in a manner befitting the profession,

31. Demonstratesg loyalty to the schools and school system.

~ Upholds the goals of the various schools as well as the school system
before school personnel and the public,
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— Does nbt let personal bilases influence the manper in which board
policies and administrative regulations are implemented.

32, Demonstrates leadership.

- Presents educational challenges for improvement and change in
such a manner that staff members recognize the value of such

challenges and agree to embrace them,
- = Is able to make decisions after gathering input from those affected
and initiates subsequent action with the support of the majority.

33. Anticipates problems and is resourceful in coping with them.

— Forces possible conflict situations through observing and
communication with staff.

- Take the necegsary steps to prevent conflict situations.

— Presents several alternatives to.individuals or groups when

" conflict situations do zrise.
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* The following criteria with descriptors were added to the evaluation forms for all
administrators including counselors:

1. Performs all duties as stated in the job description including having punctual
attendance that serves as a model for teachers.

o

Descnptors

Time is managed to maximize attainment of orgamzatlonal goals.
Has a vision that is clearly commumcated to all staff students and
community :

Is prompt and timely in responding to the duties of the profession.
Problems are confronted and resolved in a timely manner.

’ Orgamzatlonal systems are regularly momtored and modified as needed

Promotes and a351st teachers to incorporate 1nstruct10nal strateg1es or management
techniques that are fair and respect diversity and individual differences.

Descnptors

Diversity of staff, students and parents is recogmzed and valued.

‘Evaluates teachers to determine the degree the staff is meeting the diverse -

learning styles of students and provides gmdance and assistance 1o
teachers to constantly improve this need.

Treats all people fairly, equitable, and with dignity and respect.
Applies laws and procedures fairly, wisely, and considerately.

Demonstrates the use of resources including technology.

Descriptors:

Has a basic understandmg of how technology can be utilized in the
instructional process to improve student learning.

Able to master the majority of the sixteen technology standards and is
continually training to improve technology skills.

Stays abreast of current trends as technology relates to improving the
learning process. '

Continually seeks avenues to expand the technological capabilities of the
school system.




Edmonson County Schools
Superintendent Evaluation Form for

Date:
The Edmonson County Board of Education recognizes that the purpose for evaluating the

Superintendent is to improve his/her performance as the educational leader in the community.
The following principles will be followed in the development and implementation of this
process:

1.

The evaluation shall be based upon criteria that are clearly stated and correspond to the
position description for the Superintendent and the goals of the school district. These criteria
should be agreed upon in advance of the period under review by the Board of Education and
the Superintendent.

Each board member should have the opportunity to evaluate the performance of the
Superintendent on an individual basis. However, this individual review must lead to a
consensus that will represent the official position of the board in regard to that particular
element,

The evaluation system should afford the Superintendent the opportunity for self-review.
Opinions reflected in the evaluation process should be based upon multiple sources of
information that can be provided by members of the board or the Superintendent. Efforts
should be made to base any conclusions reached from information that can be documented.
The evaluation procedure should require the Board of Education and the Superintendent to
discuss the information relating to the Superintendent’s performance in a closed session of
the board.

The evaluation process shall culminate in suggestions as needed for improving the
performance of the Superintendent, modifying Board-Superintendent relations, and/or
modifying goals and objectives of the district.

Rating Description

1. Needs Strengthening - Limited performance, knowledge and/or experience, specific
need for professional growth experience.

2. Satisfactory Performance - Good knowledge and/or experience - could benefit from
professional growth experience.

3. Better Than Average Performance - Good knowledge and experience - capable of
supervision, research, planning - could contribute to professional growth programs.

4. Superior Performance - Outstanding.

A. Responsibilities with the board. The Superintendent: 1 2 3 4

1. Keeps the board informed through both written and verbal
communication. _

2. Offers professional advice to the board on items requiring board
action and makes appropriate recommendations.

3. Interprets and executes board policy

1. Needs Strengthening

2. Satisfactory Performance

3. Better Than Average Performance
4. Superior Performance
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A. Responsibilities with the board (continued) I 2 3 4

Seeks and accepts constructive criticism of work

Supports board policy and actions to the public and staff

Has harmonious working relationship with board

Accepts responsibility for recommendations

Treats board members impartially

Refrains from criticism of individual or group members of the board

Shares differences of opinion with the board

o B I Bt B Bl ol e

ol =

Supports and implements decision of the board

Composite Evaluation - “Responsibilities with the board”

Comments and/or suggestions:

B. Community Relations. The Superintendent 1 2 3 4

1 1. Gains respect and support of the community on the conduct of the
school operation

2. Gives attention to problems and opinions of all groups and
individuals

Develops a positive relationship with news media

Participates actively in community life and affairs

Works effectively with other public and private agencies

Is recognized as the community leader in public education

] e el o o

Works to diminish or eliminate problems by being a good listener

Composite Evaluation - “Community Relations”

Comments and/or suggestions:

C. Staff and Personal Relationships. The Superintendent: 1 2 3 4

1. Develops and executes sound personnel procedures and practices

2. Develops and maintains good staff morale

3. Treats all personnel fairly, without favoritism or discrimination,
while insisting on performance of duties

4. Delegates authority to staff members appropriate to the position
each holds

5. Recruits and assigns the best available personnel

6. Involves personnel in planning procedures and policy interpretation

7. Effectively evaluates performance of staff members that are
immediately responsible to him/her.

8. Develops and recommends salary schedules for all personnel to the
board with levels which are within budget limitations and will best
serve the interests of the district.

(continued next page)

2 1. Needs Strengthening
2. Satisfactory Performance

3. Better Than Average Performance

4.  Superior Performance
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Composite Evaluation - “Staff and Personnel Relationships™

Comments and/or suggestions:

Educational Leadership. The Superintendent: 1 2 3 4

1. Understands and keeps informed regarding all aspects of the
instructional program

2. Implements the district’s philosophy of education

3. Participates with staff, board, and community in studying and
developing curriculum improvement

4. Develops and recommends a program of staff evaluation that is
conducted with an emphasis on improvement

5. Perceives changing needs of district and re-prioritizes time and
resources to accommodate change

- Composite Evaluation - “Educational Leadership”

Comments and/or suggestions:

Business and Finances. The Superintendent: 1 2 3 4

1. Keeps informed on needs of the school program - plant, facility,
equipment, supplies

2. Assures that adequate supplies are available to all staff members

3. Supervises operations

4, Maintains strict budget control, insisting that the financial
management of the school district be accomplished in a conservative
manner

5. Maintains adequate control and accounting of funds accordmg to
appropriate audit requirements

6. Evaluates financial needs of the district on a short and long term basis

7. Recommends expenditures based on prioritized needs

8. Prepares a budget to reflect the educational needs of the district.

9. Effectively seeks alternate sources of ﬁnan(:lal support for school
districts. : -

10. Maintains and manages an effective cash flow investment program
Composite Evaluation - “Business and Finances”
Commends and/or suggestions:

1. Needs Strengthening

2.

Satisfactory Performance

3. Better Than Average Performance
4,

Superior Performance
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Personal Qualities. The Superintendent 1 2 3 4

1.

Defends principle and conviction in the face of pressure

2.

Maintains high standards of ethics, honesty, and integrity in all
matters

Earns respect and standing among his/her professional colleagues

Devotes time and energy effectively to the public

Works well with individuals and groups

Exercises good judgment in arriving at decisions

NS B

Possesses and maintains the health and energy necessary to meet the
- responsibilities of his/her position

Maintains poise and emotional stability in the full range of his/her
professional activities

Is customarily suitably attired and well groomed

1

0. Uses language effectively in dealing with staff, board, and public

1

1. Writes clearly and concisely

1

2. Communicates well in front of groups, expressing items in a logical
and forthright manner

1

3. Thinks well on his/her feet, when faced with an unexpected or
disturbing turn of events in a group meeting

14. Maintains his/her professional development by reading, conference

attendance, work on professional committees, visiting other districts,
and meeting with other Superintendents.

Composite Evaluation - “Personal Qualities

Comments and/or suggestions:

Date:

Superintendent’s Signature Board Member’s Signature

Date:

1. Needs Strengthening

2. Satisfactory Performance

3. Better Than Average Performance
4.  Superior Performance
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SAMPLE

Enrichment
Assistance
PROFESSIONAL GROWTH PLAN

Evaluatee Date H ~ Work Site

1. PERFORMANCE AREA:
2. CRITERION:

3. GROWTH OBJECTIVE(S): Describe desired outcome.

4, PROCEDURES and ACTIVITIES FOR ACHIEVING OBJECTIVES(S)

5. - APPRAISAI, METHOD AND TARGET DATES:

6. EVALUATEE'S COMMENTS:

7. EVALUATOR'S COMMENTS:

Grov_.rtthlan Developed Achiaved/ Revised/ Contimied
Evaluatee / Date Evaluatee / Date
Evaluator / Date Evaluator / Date -
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Certified Employee Evaluation Appeal

The certified employees shall elect two members and two alternates to serve on the panel.

A,

B.

Each school and the central office shall nominate two certified employees willing to serve as a
panel member. ' '

Ballots listing the candidates shall be prepared and distributed to all certified staff members by
the Supervisor of Instruction.

Ballots shall be collected by the secretary at each school and sent to the secretary to the
Superintendent.

. The secretary to the Superintendent shall total the votes. Tally sheets shall be kept on file at the

Central Office for two years.
The candidates with the two largest vote totals shall be named members of the appeal panel.

The candidates receiving the third and fourth largest number of votes shall be named first and

second alternate members respectively.
G. Any ties shall be broken with the {lip of a coin.

H. If vacated, a panel member’s position will be filled by the designated alternate.

The Board of Education shall appoint one certified employee and one alternate to serve on the panel.

Terms shall be for two years to run from July 1 of the first year to June 30 of the second year.
The three-member appeal panel shall elect a chairperson.

Members may be re-elected or re-appointed.

APPEAL PROCEDURE:

1.

A certified employee who believes he/she was unfairly evaluated can only appeal following a

summative evaluation and must do so in writing to the chairperson of the evaluation appeal panel within

(5) working days of receipt of the evaluation.

An appeal must be submitted on the appeal form included in the certified evaluation plan to the
chairperson.

No member of the panel shall serve on any appeal in which he/she was the evaluator or the evaluatee.

No panel member shall serve on any appeal brought by the member’s immediate family.

days from the date of filing the appeal.

. The panel shall make a recommendation to the Superintendent of the schools within fifteen (15) working
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9.

Certified Employee Evaluation Appeal

On receipt of the panel’s recommendation, the Supeﬂﬁtendeht' shall file the panel’s recommendation in
the appealing employee’s personnel file with the original evaluation form.

‘Should the Supenntendent order a new evaluation by a second certified evaluator both evaluations shal}

be placed in the employee s personnel f11e

A certified employee who feels that the local district is not properly 1mplement1ng the evaluation plan

" according to the way it was approved by the Ky. Department of Educatlon shall have the opportunity to
~ appeal to the Ky Board of Education.

All certified employees have a right to a hearing as to every appeal.

10. Every employee who request a heanng shall have the opportumty reasonably in advance of the hearing

for the evaluator and evaluatee to adequately review all documents that are to be presented to the
evaluation appeals panel.

11 An evaluatee shall have the right to ave the presence of chosen representative at a appeal’s hearing.

 POWERS AND CONDITIONS:

1. The burden of proof rests with the employee appealing to the panel.
2. The evaluator shall be ailowed an opportunity to respond to the claims of the appeahng employee and to
~ present written records that support the summative evaluation.
3. The panel shall review all documents presented.
4. The panel shall have the authority to interview both the appealing employee and the evaluator.
5. After sufficiently reviewing all evidence, the panel may make one of the following recommendations to
the Superintendent.
"A. Uphold the original evaluation.
B. Ask for another evaluation
6. The chatrperson of the appeals panellﬂ"shall present the decision of the panel to the Superintendent

within three (3} working days of the review.
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Edmbnson County Schools

Certified Employee Evaluation Appeal Form

: p?éa]jng employee’s name

-Grade level/subject

Base school

_ Primary evaluator’s name

- Date of summative evaluation conference .

- Date appeal delivered to appeal panel chairperson

(To be comleted by the appealing employee)

-N'ature of appeal: (If more space is needed, attach additional sheets)

Appealing employee signature/date Panel chairperson signature/date

(Signatures verify delivery of the appeal form to the chairperson)

(To be completed by the Appeal Panel Chairperson)

Appeal Panel Recommendation
_ : Upholds the original evaluation

Orders a hearing before the Edmonson County Board of Education.

Appealing employee signature/date Panel chairperson signature/date

o %ignamﬁ@&wﬁfy that the appealing employee has been notified of the appeal panel’s recommendation)
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