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Philosophy of Evaluation

Effective evaluation is a continuous process that has as its primary
goal the improvement of the quality of services. It involves working
together throughout the process. Above all, an effective evaluation process
assures a high level of quality in the services provided to students in their
learning environments so that state, school division, and school outcomes
can be achieved.

In order to continue growing as professionals, personnel need to
know how they perform. Effective evaluation provides avenues for
personnel to improve their performance through self-assessment,
interaction with colleagues, and formal, written, goal statements and/or
prescriptions. - '

Evaluators and evaluatees should work collaboratively in diagnosing
performance and in planning professional growth. Effective evaluation
enables those who evaluate and those who are evaluated to make informed
decisions about performance.

Purpose of Evaluation

Evaluation procedures are used for three primary purposes: for the
improvement of services, for professional development, and for
management decisions. In improving services, effective evaluation
procedures are structured to result in professional growth and
improvement, and the maintenance of collegial relationships.

Effective professional development activities often grow out of needs
identified through effective evaluation procedures. Through assessing
their own performance and considering assessment made by others,
personnel and supervisors define areas for professional growth or
improvement. This assessment most often focuses on the knowledge of
specific areas, methodology, or on overall management skills. This
purposeful process of performance assessment also results in selecting
appropriate courses for certificate renewal.

Evaluation supports school improvement by reflecting staff decisions
made at the appropriate level which concentrate efforts on a specific aspect
of services needing attention. The activities each department undertakes
serve as primary ways to improve services in the school system and that
emphasis is reinforced through the evaluation process.

Maintaining collegial relationships is an effective way of evaluating
and improving in specific areas. One of the best ways to improve services is
through continuous, focused dialogue between and among staff members.
Creating opportunities for more discussion and observation with feedback
between and among staff is an essential step toward developing significant
program improvement.



In the state of Virginia, the major management decisions based on
effective evaluation include continuing contracts, nonrenewal of contracts,
dismissal, promotion, and recognition.

Definitions

The following definitions of the evaluation-related terms are used
throughout this Handbook:

Evaluatee: Person being evaluated.

Evaluator: Person evaluating in accordance with School Board
Policy.

Summative: An annual evaluation cycle designed for
new/probationary personnel and continuing contract personnel on the
prescribed cycle to assess their mastery of the evaluation criteria.

Formative: An annual evaluation cycle designed for experienced,
non-probationary personnel to improve the overall quality of services. This
cycle is in effect when summative evaluation is not in effect.

State Outcomes: Goals and objectives identified by state committees
as approved by the State Department of Education.

School Division Outcomes: Those target objectives adopted by the
School Board for any given year.

Schools' Individual Action Plans (IAPs): Plans submitted by the
school and approved by the Superintendent for any given school year.

Personnel Evaluation Criteria: Standards of performance expected of
all personnel, both those on the summative evaluation cycle and those on
the formative evaluation cycle.

Exceeds Expectations: Performs beyond the standard, expectation, or
job requirement. The staff person demonstrates an exceptional level of
mastery and serves as a model for others. (Must be justified in writing in
the appropriate COMMENTS section with appropriate documentation).

Meets Expectations: Performs at the standard expectation required
by the position or job description.

Needs Improvement: Requires greater skill in one or more
competencies. Indicates a need for concern for greater skill development.
(Must be justified in writing in the appropriate COMMENTS section with
appropriate documentation).



Not Applicable: Indicates that the competency does not apply to the
specific situation.

Not Observed: Indicates that the competency was not observed
during the visit.

Unsatisfactory: Indicates an unacceptable performance level. (Must
be justified in writing in the appropriate COMMENTS section with
appropriate documentation).

Elements of the Evaluation Process
Summative Evaluation Cycle

The summative evaluation cycle serves as a means of assessing the
extent to which new and continuing contract personnel have the
fundamental skills knowledge of the specific area to which they are
assigned and assures, when applicable, that experienced personnel
continue to meet basic standards expected of professionals in a specific
area. In this cycle, personnel will be held accountable for mastering the
appropriate evaluation criteria.

All new personnel and all probationary personnel are to be placed on
the summative evaluation cycle. All personnel transferred to a building or
personnel that change programs within a building who are not on the
summative evaluation cycle can be assigned to that cycle at the discretion of
the principal. Otherwise all continuing contract personnel are to be placed
on the summative evaluation cycle in conjunction with the license renewal
process the year following license renewal. This allows for planning
subsequent license renewal along with the summative process. The only
exception occurs when the evaluatee's overall performance needs
improvement or is unsatisfactory, on either a summative or formative
evaluation cycle. This will be determined by the designated evaluator with
the approval of the appropriate director and the Director of Human
Resources. Probationary personnel are eligible to be placed in the Intensive
Assistance Program at the discretion of the Principal/Director. Continuing
contract personnel on summative evaluation for more than one year will
become candidates for the Intensive Assistance Program.

During the process, the legal rights of personnel are maintained and
accurate and reliable information about personnel performance is used to
determine competency and assist with staff development. Consistency and
reliability are primary considerations for an effective summative
evaluation. The summative evaluation may assist management in
decisions regarding promotion, retention, or dismissal of staff.



ientation Conferen

By September 30, the evaluator should meet, individually and/or in a
group, with those personnel designated for a summative evaluation. The
primary purpose of the conference is to explain the components of the
summative process, to review the instruments to be used in the process,
and to make a tentative schedule of the evaluation activities.

Pre-Observation Conference

The pre-observation conference provides an opportunity for the
evaluator and the evaluatee to discuss the planned observation. The goal of
the pre-observation conference should be to create open dialogue about the
goals and process of the evaluation activity.

Pre-observation conferences should occur the day of the observation.
In those cases where the observation will occur early in the morning, the
pre-observation conference can occur the preceding day. The closer the pre-
observation conference is to the actual observation, the more effective that
pre-conference will be. The pre-observation conference usually lasts ten to
fifteen minutes.

Obcervation

A minimum of three observations is required during the year of
summative evaluation cycle. At least one observation requires a pre-
observation conference. The following time line is suggested for the three
observations:

First observation period ends - November 1
Second observation period ends February 1
Third observation period ends April 1

This does not mean that observations or the evaluation process
should cease on April 1st. Planned observations can occur with or without
a pre-observation conference or observations can be unannounced. In
either case, the goal of observation is to obtain a representative sample of
performance from which to draw conclusions about competence and to
assist in development.

The observer's primary purpose is to gather information describing
activities/actions that happened during the observation. The method for
gathering this information may be: script taking, literal note-taking,
completing a checklist and/or videotaping, among other things. The
method should be selected to obtain a clear, complete, and objective record of
all occurrences. Videotaping of the observation must be agreed upon by the
observer and evaluatee prior to the activity.



The instrument to be used in recording the results of the observation
is the appropriate Observation Form.

For the most effective observation, an observer usually remains for
the entire pre-determined period. However, there are exceptions,
particularly in more informal situations.

Post-Observation Conference

In the Richmond Public Schools, immediate verbal or brief written
response following an observation is required, with the post-observation
follow-up conference being conducted within three days of the observation
in order to convey feedback and to allow for discussion which will be most
effective to both parties.

At the post-observation conference, a written report of the
observation, using the Observation Form, observational data, written
comments and recommendations based on the descriptive data collected are
used as a basis for discussion. Usually, in effective conferences the
evaluatee and the observer collaboratively reach decisions about
recommendations. Copies of documents should be accessible to both parties
during the conference.

After the first observation, planning for the next observation with the
evaluatee occurs as part of the post-observation conference.

, iate Assist

Appropriate assistance is initiated at the time the need for
improvement is determined. For personnel identified as needing
assistance at any point during the evaluation cycle, there should be a plan
for performance improvement developed collaboratively between the
evaluator and the evaluatee. This plan should be developed at the school or
department level, as needed, and the following components should be a part
of that plan:

*a definition of the area(s) needing improvement,

especification of strategies for improvement,

*identifications of resources for assistance, and

*agreed-upon timelines for and implementation of the following:
receiving assistance, practicing new skills, observation and

feedback, applying new skills for extended periods, and evaluating
the results.



Summative Conference

The summative evaluation cycle is completed by a final conference
with the evaluator. This conference should result in a determination of the
performance level of the evaluatee compiled from the results of the
observations and any other factors deemed appropriate and documented
which have occurred during the year and recorded on the Summative
Evaluation Record.

Review Procedures

Only those evaluations in which there is a disagreement between the
evaluator and evaluatee or in which there are four or more "needs
improvement” and/or “"unsatisfactory” ratings on the Summative
Evaluation Record must be submitted to the next supervisory level for
review,

The S tive Evaluation Cvcl

By November 1 First Observation Cycle
(assistance if needed)

By February 1 Second Observation Cycle
(assistance if needed)

By April 1 Third Observation Cycle

By May 30 Summative Conference

Formative Evaluation Cycle

The purpose of the formative evaluation cycle is the improvement of
services based on the established criteria given in the summative
evaluation design. The formative evaluation cycle is in effect annually
when the summative evaluation cycle is not, but employees on the formative
evaluative cycle are responsible for meeting competencies addressed on the
summative evaluation cycle. Whereas the summative evaluation is more of
a comprehensive assessment of skills, the formative evaluation is more
process oriented based on mutually agreed upon goals

The formative evaluation cycle, which goals may or may not result from
needs identified in the summative evaluation cycle, should be flexible to
meet the evaluatee's growth needs and should be sensitive to specific
position contexts. The formative evaluation cycle often encourages
personnel to work with one another in teams or on group improvement
projects.

Outcomes of the formative evaluation cycle could include helping
personnel to move to higher developmental stages in order to enable them to
develop new perspectives about the specific areas in which they work, and
to become more flexible, adaptive, creative, and consistent.



Goal/Obiective Setting Conferen

By October 15, the evaluator should meet individually with each
evaluatee for an initial conference. Personnel who work as a team may
even meet with their evaluator as a team. During the conference, the
evaluator should set the tone for the year, begin to develop a positive
working relationship with the staff, and formalize in writing on the
Formative Evaluation Record the goals and outcomes to be achieved during
that school year. These outcomes should be related to the goals and
objectives that have been established for the state, the school division, and
the school as well as needs identified in previous evaluation activities, the
evaluatee's special interests and talents, and the needs of the students. As
the evaluator and the evaluatee(s) consider together the mission and focus
of the program in planning the evaluatees' goals and objectives for the
coming year and in preparing for the evaluation of performance, everyone
can move toward a more collaborative view of the evaluative process.

Activities for formative plans could include: self-evaluation and
improvement programs, self-study reports, observation of and by
colleagues, inservice activities, and college credit classes. Resources in the
form of materials, time, and personnel should be discussed, and decisions
made regarding those resources that each party will provide.

Tentative agreements about appropriate documentation or evidence
of new learnings during the year should be discussed. Such documentation
or evidence should be presented at a concluding conference near the end of
the school year.

The understandings reached in this initial goal setting conference
should be reviewed, and, if necessary, revised or updated in further
discussions through the year.

Implementation

During the implementation of evaluatees' formative evaluation
plans, as evaluatees and evaluators meet to discuss progress toward the
goals, results of these conferences should be recorded on the Formative
Observation/Conference Form. This form should also be used to document

any observations and post-observation conferences that occur during the
formative evaluation cycle.



Final Annual Conference

By May 30, a final conference between the evaluatee and the evaluator
is held. At this conference the evaluatee considers evidence or effects of the
developmental activities undertaken during the year. The evaluator and
evaluatee discuss the advantages and disadvantages of the process and
outcomes and they consider ways to continue professional growth as well as
ways to improve the evaluation process. At this time, the evaluatee and
evaluator record their comments on the lower part of the Formative
Evaluation Record. Clearly, for most personnel, the formative evaluation
process is very effective in maintaining and assuring quality performance
while encouraging and assisting in growth and development.

The F tive Evaluation Cvel
By October 15 Initial Conference
Implementation
By May 30 Final Annual Conference
Placement on Summative Evaluation

Personnel assigned to formative evaluation can be placed on
summative evaluation by the evaluator with the approval of the appropriate
director and the Director of Human Resources. Personnel on summative
evaluation can be required to remain on summative evaluation by the
evaluator with the approval of the appropriate director and the Director of
Human Resources. Anyone with over 4 N's and/or U's should be seriously
considered for summative evaluation. Reasons for this placement must be
documented in detail specifying areas of needed improvement or
unsatisfactory based on appropriate evaluation criteria. Otherwise
continuing contract personnel are automatically placed on the summative
evaluation cycle following the year that they complete license renewal.

Grievance

It is hoped that throughout the evaluation process a mutual, healthy,
positive and professional relationship exists with the ultimate goal of
improvement of services. In some instances, there will be a need to address
areas that need improvement and possible areas that are unsatisfactory
within the domains of the evaluative criteria. For instances where this
exists, it is a desire that documented constructive criticism can be accepted
and appreciated, with the goal of improvement and future rectification.

The burden of proof for the areas addressed as needing improvement,
designated as unsatisfactory and exceeds expectations rests with the
evaluator. For the former areas, documented evidence must be provided
showing that these areas have been discussed with agreed upon goals for
improvement established. There must be evidence of assistance made by
the evaluator through explanation, through outside expertise or through



any other way described in the appropriate assistance section of the
summative evaluation cycle process. In the event that needs improvement
or unsatisfactory areas are documented on the final evaluation and the
evaluatee desires a review, the evaluator's direct supervisor will have the
responsibility of determining whether or not appropriate processes have
been followed. For example, in schools, the principal is always the
evaluator and his appropriate director is the reviewer. The reviewer must
establish that all evidence to assist in improvement has been completed
appropriately. If the reviewer finds that this has not been completed
appropriately, the evaluator will be instructed to change the needs
improvement or unsatisfactory to not observed, not applicable or meets
expectations. If the reviewer finds that everything has been completed
appropriately, the reviewer will endorse the evaluation and/or
recommendation.

If the evaluatee desires to pursue further appeal, the grievance procedure
will continue as described in the School Board By-Laws and Policies
Appendix B with step 1 being the appeal to the evaluator, step 2, the
reviewer, step 3, to the superintendent or designee (Director of Human
Resources), step 4, to the fact finding panel and step 5 being the decision of
the School Board.

Discipline and Dismissal

Discipline and dismissal of employees are clearly defined in Section
12 of the Personnel Manual as they apply to Virginia Law and School Board
By-Laws and Policies. In the case of dismissal for incompetence or
unwillingness to render satisfactory service as shown by evaluation ratings
below the satisfactory standard, the burden of proof becomes more
extensive. Not only must the evaluator show appropriate evidence, initial
annual evidence must be followed by evidence through the intensive
assistance team. In other words, if an evaluator is seeking to have an
evaluatee improve services through an additional year on the summative
evaluation cycle, he can continue to work with the evaluatee through that
process or through the intensive assistance team. If an evaluator believes
dismissal is in order, the intensive assistance team design is required. If
the intensive assistance team and the evaluator evidence that dismissal is
appropriate, then dismissal can be requested.

Recommendations for Conducting Successful Evaluations

In the research literature and writings of experts in evaluation,
certain key elements have emerged as factors which contribute to the
quality of the evaluation experience. These key elements in evaluation may
be grouped into factors relating to the evaluator, the evaluatee the feedback
given, and the evaluation setting; they are included here as
recommendations for conducting successful evaluations.

The evaluator must possess excellent communication skills, both
listening and speaking, and must be perceived as a credible source of
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information for the evaluatee. S/he must also inspire trust and be honest,
sincere, and consistent in all communications.

The evaluatee must be open to new ideas, possess a willingness to
accept change, to consider alternatives, and to enter into dialogue about the
teaching-learning process. S/he must also be open to the evaluative
process.

Feedback must be frequent in order to encourage growth and
development, it must come from a credible source, and must include
practical and sensible ideas and suggestions for improvement.

The evaluation setting must be private and comfortable. There must
be adequate time allowed for all evaluation activities, and there must be
adequate planning to provide for the evaluatee's growth.

General Information About the Teacher Evaluation Process

The teacher evaluation process is both formative and summative and
is ongoing to assure dialogue and information exchange between evaluator
and evaluatee in accordance with established timelines. The criteria used
in this process will serve as standards of performance expected of all
teachers. As specified in the Standards for Accrediting Public Schools in
Virginia:

(6. D.) The principal or his/her designee shall monitor and evaluate
the quality of instruction through the following:

1. The establishment of written objectives for each teacher,
developed cooperatively by the teacher and the administrator;

2. A systematic program of classroom observation and follow-up
consultation with each teacher;

3. Inservice training and professional assistance and support
designed to improve instruction;

4. Analysis and use of data on pupil achievement,;

5. An evaluation of each teacher at least every two years or in
accordance with the schedule approved by the Department of
Education.

The teacher evaluation process described in this Handbook should
complement the administrative, supervisory, and management
responsibilities delegated to the building principal, as established at the
state level in the Standards for Accrediting Public Schools in Virginia
(Standard D, Instructional Leadership), and at the local level in the Bylaws
and Policies of the School Board, City of Richmond (Section 2.12,
Principals: Responsibilities). This process should in no way be construed
as superseding those responsibilities.



Role of the Teacher Specialist and Instructional Specialist

The principal is responsible for the evaluation. However, in a
Summative Evaluation, the principal may request the services of teacher
specialists and/or instructional specialists in conducting observations of
teachers who are identified for the Intensive Assistance Program, to
complement the principal’s area of expertise. During a Formative
Evaluation, teacher specialists and instructional specialists may provide
technical assistance to individuals or groups of teachers, modeling or
demonstrating instructional techniques and new ideas under the Peer
Observation and Coaching program. Teacher Specialists and Instructional
Specialists cannot be designated as evaluators.

Directions for Signing, Duplicating and Filing of Appropriate Documents

All documentation during the evaluation process must be shared
appropriately with each party involved. Document masters for each
evaluation will be included on a "floppy disk" that was designed through
"Filemaker." Appropriate training will be available to utilize this design.
These documents are the official design to be used. This is not intended to
limit supervisors to these documents during the evaluation process.
Supervisors may use supplemental memoranda in addition to the official
design. Any documentation used during the evaluation process must be
signed by both the evaluatee and evaluator, particularly the official design.
This is of particular importance when addressing areas designated as
needing improvement and unsatisfactory.

After the evaluatee and the evaluator have shared and reviewed each
item of documentation during the year, copies of the documents are made
and each party is to sign each copy of the document. Note: The signature of
the evaluatee indicates that s’he has read the document and has knowledge
of its contents but may not necessarily be in agreement. If for some reason
the evaluatee refuses to sign the document, this must be noted by the
evaluator and dated.

Three copies of the Formative and Summative Evaluation Record will
be needed for signature: one for the evaluator, one for the evaluatee and one
for Human Resources. Note that those evaluations that require review need
to be sent directly to the appropriate director for approval or denial and
signature. Supportive documentation must be included. Only two copies of
other documentation are required, one for the evaluatee and one for the
evaluator. After documentation has been reviewed and signed
appropriately, it should be forwarded to the appropriate file record. Multiple
pages should be stapled together.

NOTE: The evaluatee can request review of the final evaluation by
indicating this in the box provided on the evaluation document.
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Consumer Survey

Consumer surveys are provided as a supplementary document to the
primary evaluator. Principals are the primary evaluators for the majority
of itinerant teachers therefore, instructional specialists will provide a
consumer survey. Senior social workers and psychologists are the primary
evaluators for social workers and psychologists. In this instance,
principals will provide a consumer survey

Special Evaluation Responsibilities

Evaluation responsibilities for personnel in positions within school
buildings whose job function is initiated outside the school facility will be
determined by the consistency of that evaluatee's daily responsibility. In
other words, if a person is in the building every day, the primary
responsibility for evaluation is within that building. The consumer
responsibility will rest with the “specialists” in the area of the job function
and the responsibility of review rests with the person in direct line
responsibility of the positions job function.

Consumer Survey: Supplemental evaluation to assist the primary
evaluator

Position Consumer Review
Instructional Directors of
Itinerant Teachers | Principal Specialists/ Instruction and
Coordinators Pupil Services
Social Workers/ Senior Social Coordinator of
Psychologists Worker/ Principals Pupil Services
Psychologist
Nurse Principal Coordinater of Director of
Nurses (vacant) Exceptional Ed./
HealthServices
Head Principal Managers Chief of Operations
Custodian
Food Service Principal Coordinator/ Director of Food
Manager Supervisors Services
Custodian Head Custodian Principals Managers
Food Service Food Service Principals Supervisors
Worker Manager
Security Principal Supervisor, Director of Plant
Specialists Safety & Security Services




Selected Bibliography

Bolton, D. L. (1980). Evaluatin inistrativ nn
systems. New York: Teachers College Press, Teachers College,
Columbia University.

Bridges, E. M. & Groves, B. (1984). The identification, remediation, and
ismi i . Burlingame, CA: Association of
California School Administrators.

Bridges, E. M. (1986). The incompetent teacher. Philadelphia, PA: The

Falmer Press.

Carey, W. C. (1987). Developing teacher assistance: A guide for the site
administrator. Salem, OR: Options Press.

Chrisco, I. M. (1989). Peer assistance works. Educational Leadership,
46(8), 31-32.

Conley, D. T. (1987). Critical attributes of effective evaluation systems.
Educational Leadership, 44(7), 60-64.

Cresap, McCormick, & Paget. (1984). ;
iv n . Reston, VA: National Association of
Secondary School Principals; National Association of Elementary
School Principals; American Association of School Administrators.

Darling-Hammond, L. (1986, March). A proposal for evaluation in the
teaching profession. The Elementaryv School Journal, pp.531-551.

Edwards, C. M. (1986, Spring). An "effective teaching” approach to teacher
evaluation and staff development. ERS Spectrum, 4(2), 3-8.

Educational Research Service, Inc. (1983). Effective schools: A summary
of research. Arlington, VA: Author.

Educational Research Service, Inc. (1985). Evaluating administrative
performance. Arlington, VA: Author.

Glatthorn, A. G. (1987). Cooperative professional development: Peer-

centered options for teacher growth. Educational I.eadership, 45(3),
31-35.

Glatthorn, A. G., & Holler, R. L. (1987). Differentiated teacher evaluation.
Educational Leadership, 44(7), 56-58.

Goldsberry. L. F. (1986, April). Colleague consultation: Another case of

Paper presented at the annual meeting of the
American Educational Research Association, San Francisco, CA.



14

Guion, R. M. (1986). Personnel evaluation. In R. A. Berk (Ed.),
rforman men e . Baltimore, MD:

The Johns Hopkins University Press.

Herman, J. J. (1973). velopi n effectiv hool ff eval
program. West Nyak, NY: Parker Publishing Co., Inc.

Hunter, M. (1988). Create rather than await your fate in teacher
evaluation. In S. J. Stanley & W. J. Popham (Eds.), Teacher

evaluation: Six prescriptions for success (pp. 32-54). Alexandria,

VA: Association for Supervision and Curricullum Development.

Johnson, N. C. & Orso, J. K. (1986, Summer). Teacher evaluation criteria.
ERS Spectrum. 4(3), 33-36.

Lxeberman, A. (1986). Collaborative research: Working with, not working
. Educational Leadership 43, 28-32.

Manatt, R. P. (1988). Teacher performance evaluation: A total systems
approach. In S. J. Stanley & W. J. Popham (Eds.), Teacher
i (pp. 79-108). Arlington,

VA: Assoclatmn for Supervision and Curriculum Development.

McGreal, T. L. (1988). Evaluation for enhancing instruction: Linking
teacher evaluation and staff development In 8. J. Stanley & W. J.
Popham (Eds.),

(pp. 1-29). Alexandria, VA: Association for Supervision and
Curriculum Development.

McGreal, T.L. (1983). Successful teacher -evaluation. Alexandria, VA:

Association for Supervision and Curriculum Development.

Popham, W. J. (1988). Judgement-based teacher evaluation. In S. J.
Stanley & W. J. Popham (Eds.),

Teacher evaluation: Six
prescriptions for success (pp. 56-77). Alexandria, VA: Association

for Supervision and Curriculum Development.

Robinson, G. (Ed.). (1988). Teacher evaluation: Practices and procedures
Arlington, VA: Educational Research Service, Inc.

Seriven, M. (1988). Evaluating teachers as professionals: The duties-based
approach. In S. J. Stanley & W. J. Popham (Eds.), Teacher
i (pp. 110-142). Alexandria,

VA: Assomatlon for Supervision and Curriculum Development.

Smith, W. F. & Andrews, R. L. (1989). ;
. Alexandria, VA: Association for
Supervision and Curriculum Development.



Sokol, M. & Oresick, R. (1986) Managerial performance apprms;xl In R.
M .

A. Berk (Ed.),
Baltimore, MD: The Johns Hopkins University Press.

Stiggins, R. J. & Duke, D L. (1988). The case for commitment to teacher
growth: Research on teacher evaluation. Albany, NY: State

University of New York Press.

Virginia Department of Education. (1988). r for r
evaluation. Richmond, VA: Author.

Wise, A., Darling-Hammond, L., McLaughlin, M., & Bernstein, H. (1984).
i luation: f iv ices.

Santa Monica, CA: Rand Corporation.



e R
RN

R
w a2 2 RN
u.,:.mrf. 2 & R

s

e

S
PR

S

e, o
; e IR SEEREiE

R

B e
BRna et

S

3

ey

S

3 R
B ; ) 5 SRR

oo < R
RS ARl
: S

RN

S

v
i
R

Yo
ZE

e

R
L

R e

R

%

2

SR
%00

N

SREaEe

X0
N

5e

D3
2%
£3

fienes 3 : : &

I

S i

R ooy

et

S

Ry

SR
R

R 3 T

S




EVALUATION CRITERIA

In the Richmond Public Schools, evaluation criteria are standards of performance expected of
personnel in respective areas for either the Formative or Summative Evaluation. These criteria
lead to the outcomes stated in the philosophy of evaluation and are divided into domains each of
which contain several competencies which can be identified by observable behaviors for assessing
teacher performance. Obviously, during any one observation, it is not expected that all observable
behaviors will be exhibited. Following is a listing of evaluative criteria by domain with
competencies for each domain for each category of evaluatee.

TEACHERS
Domain I. Planning Activities
Competency 1. Plans lessons’ objectives to achieve curriculum goals
Competency 2. Plans methods for assessing learner progress
Competency 8. Develops teaching procedures to meet individual and group needs
Competency 4. Collects and prepares resources for instruction
Competency 5. Plans use of effective management procedures
Domain IL. Implements and Manages Instruction
Competency 1. Provides instruction appropriate to lesson objectives
Competency 2. Uses effective lesson design
Competency 3. Maintains student interest and involvement in learning
Competency 4. Maintains high expectations for all 1e§mers
Competency 5. Provides for individual and group learning needs
Domain IIL Evaluation and Assessment
Competency 1. Uses a variety of methods to assess student achievement
Competency 2. Reports student progress
Competency 3. Uses evaluation results to make instructional decisions
Domain IV. Enowledge of Subject
Competency 1. Demonstrates an understanding of the subject being taught

Competency 2. Demonstrates an ability to help learners understand the significance of the
topics or activities

Domain V. Communication Skills
Competency 1. Displays competence in oral and written language

Competency 2. Maintains effective communication with colleagues, supervisors, parents,
and community
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Domain VL Classroom Management/Positive Learning Environment
Competency 1. Establishes an environment conducive to learning
Competency 2. Disciplines in a fair and positive manner

Competency 3. Maintains a learning environment which encourages mutual cooperation and
respect

Domain VIL. Professional Responsibilities
Competency 1. Supports school/division policies and regulations
Competency 2. Participates in professional development activities

Competency 8. Demonstrates effective relationships with colleagues, community, and
students

Competency 4. Participates and supports school-wide projects and activities
COUNSELORS
Domain L. Professional Performance
Competency 1. Exhibits sincere personal concern for students
Competency 2. Respects the dignity and worth of every individual
Competency 3. Demonstrates good human relations skills
Competency 4. Promotes positive parent-school-community relationships
Competency 5. Is open to new ideas and procedure; accepts and adjusts to change
Competency 6. Continues professional growth through membership in professional
organizations, reading, and attendance at professional conferences and

meetings (as approved).

Competency 7. Follows ethical and professional practices in working with pupils, parents,
school personnel, and the public

Competency 8. Is punctual

Competency 9. Uses standard oral and written English

Competency 10. Maintains a neat, appropriate appearance
Domain II. Organizational Skills

Competency 1.. Establishes and adheres to a calendar of guidance and counseling
activities

Competency 2. Works with administration and staff in developing school policies
and curriculum to meet student needs

Competency 3. Interprets the program of counseling to school and community
populations.



Domain IIL. Counseling and Guidance Skills

Competency 1. Places priority on providing individual and group counseling for
all students

Competency 2. Seeks to develop in students increased competency in decision-
making and problem-solving

Competency 3. Provides guidance activities to help students understand themselves
and their relationships with others

Competency 4.. Assists students in the development of positive and realistic self-concepts
Competency 5. Assists with the coordination and interpretation of standardized tests

Competency 6. Interprets data from the cummulative records for students, their parents, and
others who are professionally concerned

Competency 7. Assists in the identification of students with special needs
Competency 8. Participates actively as a member of the Child Study Committee

Competency 9. Orients parents toward resources available to them both within and outside the
school system

Competency 10. Serves as a resource person to parents and staff on the growth and
development of children

Competency 11. Serves a consultant to the staff relative to the needs and concerns of
individuals and groups

Competency 12. Works with teachers and administrators to assist with the placement of
students in appropriate courses, programs, and grade levels

Competency 13. Coordinates a guidance program to facilitate the career development of
students

Competency 14. Collects and disseminates to students and/or their parents current
information on education and vocational opportunities

Competency 15. Assists students in the process leading to appropriate post-
secondary educational placement

Competency 16. Provides activities for students to develop job-seeking and
job-holding skills

Competency 17. Works with employers, vocational coordinators, and community and state
agencies to assist in appropriate placement of students in part-time and
full-time employment

Domain IV, Coordination Skills
(FOR USE IN THE EVALUATION OF GUIDANCE DEPARTMENT CHAIRPERSONS ONLY)

Competency 1. Organizes counseling staff for optimum delivery of guidance and counseling
services

Competency 2. Keeps counseling staff informed of current mandates and changing needs



Competency 3. Ensures implementation of a balanced program of guidance and counseling
services

Competency 4. Implements an evaluation of the guidance and counseling program
Competency 5. Prepares departmental budget; orders supplies and equipment
LIBRARY/MEDIA SPECIALISTS
Domain I. Enowledge of Content

Competency 1. Demonstrates a knowledge of how to select, organize, administer and utilize
instructional media and equipment

Competency 2. Demonstrates the ability to integrate the resources and services of the media
program with the ongoing instructional program in the schools

Competency 3. Indicates an awareness of the book selection policy of the system and the
procedure for handling the problem of challenged instructional materials

Competency 4. Indicates knowledge of current information/research/technology
Domain IL. Selection/Use of Materials
Competency 1. Makes resources available to students and teachers through a systemically-
developed collection (print, non-print, equipment) within the school and

facilitates access to resources outside the school

Competency 2. Provides for student and faculty involvement in the selection and evaluation of
materials and equipment

Competency 3. Provides materials that reflect student interests as well as curriculum needs
Domain III. Human Relations Skills

Competency 1. Recognizes individual differences in learning skills, interests and abilities
and provides resources and services which meet unique needs

Competency 2. Exhibits friendly and helpful attitude towards administrators, faculty and
students

Competency 3. Demonstrates enthusiasm for the media program
Competency 4. Supports and is involved in the overall school program
Domain IV, Media Management

Competency 1. Provides day-long access to the library media center for individuals, groups
and classes

Competency 2. Maintains an inviting facility with an atmosphere conducive to student use of
extending classroom learning as well as pursuing individual interests

Competency 8. Provides access to the library media collection (print, non-print, equipment)
through an accurate and efficient retrieval system

Competency 4. Maintains accurate records of the collection (print, non-print, equipment)



Competency 5. Performs periodic weeding (elimination of inaccurate materials) to keep the
collection up-to-date

Competency 6. Takes an annual inventory of the collection

Competency 7 Maintains accurate business records

Competency 8. Is thorough, accurate, and uniform in processing new materials for student
and faculty use

Competency 9. Encourages proper care for and use of materials, supplies and equipment

Domain V. Planning

Competency 1. Works with administrators and faculty in developing the school's annual plan
of action

Competency 2. Develops strategies for the publicizing of and integration into curriculum of
new materials, equipment and services that meet the information needs of
administrators, faculty and students

Competency 3. Plans jointly with faculty to teach and evaluate instruction in information
access, use and communication skills, using a flexible schedule

Domain VL Instructional Skills

Competency 1. Implements effective lessons cooperatively with grade level/ content area
teachers in the information curriculum

Competency 2. Provides for individual, small and large group instruction in accessing,
evaluating and communicating information

Competency 3. Teaches the information curriculum at point of need as an integral part of the
content and objectives of the school

Competency 4. Promotes an interest in reading and books via book tailks, story hours and other
special book promotion activities

Competency 5. Assists faculty in improving instruction through the use of technology and
incorporating information skills into classroom curriculum

Domain VII. Professional Responsibilities/Personal Qualities
Competency 1. Uses correct grammar in both oral and written communications
Competency 2. Adheres to school rules and regulations
Competency 3. Uses discretion in matters of confidentiality
Competency 4. Reports to work regularly and is prompt
Competency 5. Dresses professionally
Competency 6. Submits accurate reports on time

Competency 7. Implements strategies identified in building plan of action



Competency 8. Maintains open communication with parents, administrators, faculty and
students

Competency 9. Is receptive to new ideas and procedures and can accept and adjust to change
Competency 10. Continues educational growth through attendance of conferences and

meetings, as approved, membership in professional organizations
and keeps abreast of current professional trends in library literature

SCHOOL PSYCHOLOGISTS & SOCIAL WORKERS

Domain L Plagning. kol tion & M ‘

Competency 1. Performs professional responsibilities in a competent and timely manner
Competency 2. Functions in a well organized manner
Competency 3. Provides services to assigned schools on a regularly planned basis
Competency 4. Handles referrals appropriately and promptly
Competency 5. Keeps accurate and current records
Competency 6. Fulfills school/departmental time requirements
Competency 7. Supports school/division policies and regulations
Domain IL Interpersonsal & Communication Skills
Competency 1. Displays competence in oral and written language

Competency 2. Demonstrates and maintains effective communication with colleagues,
students, parents, and school staff

Competency 3. Manages conflict effectively
Competency 4. Manages stress effectively
Competency 5. Reacts favorably to constructive criticism and suggestions
Competency 6. Works cooperatively with staff in assigned schools and/or programs
Competency 7. Handles individual relationships tactfully and with understanding
Competency 8, Demonstrates a positive attitude toward work

Domain IIL Professional Responsibilities
Competency 1. Advocates and participates in the team approach to decision-making
Competency 2. Interprets programs and services to schools and community

Competency 3. Accepts and adjusts to change and is open to new ideas, viewpoints, and
procedures

Competency 4. Shows sustained effort and productively in the quality of work accomplished



Competency 5. Maintains a neat, appropriate appearance

Competency 6. Supports school functions

Competency 7. Attends regular and called staff meetings

Competency 8. Maintains current discipline specific practice standards

Competency 9. Maintains confidentiality

Competency 10. Provides assessment, consultation, and intervention services as appropriate
Competency 11. Maintains reasonable flexibility in meeting the unique needs of assignment

Competency 12. Seeks to enhance knowledge and skills through a planned program of
professional growth
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INTENSIVE ASSISTANCE PROGRAM

Introduction

The Richmond Public Schools' highest priority in helping its
students to learn and develop to their maximum potential is to assure that
every certified position is staffed with a skilled professional who is
committed to providing quality education for each and every student.

The Intensive Assistance Program is the district's commitment to
provide intensive direction and support to employees who seem to be
experiencing serious difficulty in meeting professional performance
standards. The program calls together professionals to give their best to
help a fellow professional achieve excellence. The highest level of success
is realized when program participants cease to rely upon external support
and direction and, instead, become self motivating in their own personal
program of professional growth.

Qualities important to the program's success are flexibility and
commitment; flexibility in utilizing a variety of human and other resources
in assistance activities and a commitment in providing that extra effort
needed from everyone involved in the program.

Purpose

The Intensive Assistance Program is designed to provide detailed
diagnosis and remediation for continuing contract personnel and selected
probationary personnel who have been identified as having serious
deficiencies in their skills or practices. Only those personnel whose overall
performance rating at the conclusion of the summative evaluation cycle
was "Needs Improvement” or "Unsatisfactory” are eligible candidates for
this program.

p | Needing Assist

Once an employee enters the Intensive Assistance Program, s/he
will continue to receive intensive assistance until his/her overall
performance ratings, on the Summative Evaluation Record meet and/or
exceed expectations. If the Intensive Assistance Team concludes that
progress is not being made, recommendation for dismissal will be
considered.

Description of the P

The employee shall be informed during the final conference for the
summative evaluation cycle that s/he will remain on the summative
evaluation cycle for the next school year, and during that time will receive
intensive assistance. This will be documented by the evaluator in the



"Additional Comments” section on the Summative Evaluation Record. The
recommendation will be reviewed by the evaluator's immediate supervisor.

If, after the Review Process, it is determined that an evaluatee Wi}l
remain on summative evaluation, the evaluatee shall be notified of this
determination and receive a copy of the Summative Evaluation Record. At
that time, the evaluator shall submit a request for Intensive Assistance
accompanied by appropriate documentation to the Director of Human
Resources Development.

Upon receipt of the request for Intensive Assistance, an assistance
team shall be appointed, meet with the evaluatee and develop a highly
structured and documented program of performance development,
including assistance activities and resources. Forms to be used in
documenting events in the process are the Activity Log, which lists and
describes briefly each assistance activity; the Interview Form, which allows
the specialist to gather pertinent information from the evaluatee receiving
assistance; the Intensive Assistance Planning Form, which enables the
specialist and evaluatee receiving assistance to develop a plan for the
provision of assistance; the Observation/Conference Report Form, which
documents each conference and/or observation between the specialist and
the evaluatee receiving assistance; and the Assistance Team Meeting
Report Form, which documents each meeting of the assistance team.
Copies of these forms follow the text.

The Assistance Team

It shall be the responsibility of the Director of Human Resources
Development to appoint the members of the Assistance Team. The
Assistance Team will be composed of the following:

¢ Evaluator, Chairperson

e Appropriate Specialists: The specialist must be a person with
extensive experience in the area of service appropriate to the
evaluatee assigned to the Intensive Assistance Program. This
specialist can either be a current employee (i.e. Instructional
specialist for teachers) or may be a retired employee on the Early
Retirement Program.

e Appropriate Director

The role of the assistance team is to review the evaluatee's past
performance assessments and other documentation of performance
concerns, as well as any assistance already provided; develop an assistance
plan in conjunction with the evaluatee; schedule and conduct diagnostic
performance observations and conferences with the evaluatee; provide
additional assistance by a consulting evaluatee, if requested; receive and
review reports and other documentation submitted by the consulting



evaluatee and/or other team members; and make a recommendation in
writing to the Director of Human Resources Development of the evaluation
cycle (summative or formative) or dismissal for the evaluatee for the
following year.

Duties of Assist Team Meml

Each of the members of the Assistance Team will have certain duties
to perform. Although some of the responsibilities may vary depending on
the nature of the assistance required, it is expected that each of duties
described in the following sections will be performed whenever an
Assistance Team is formed.

The Evaluator shall:

*Schedule and coordinate all meetings of the team;

*Chair all meetings of the team:

*Appoint a recorder for the team;

*Have the Specialist meet with the evaluatee receiving assistance to
complete the Interview Form prior to the first meeting of the Assistance
Team;

*Develop the Assistance Plan containing performance objectives for
improvement and an established time line at the first meeting of the
Assistance Team,;

*Have conferences with the Specialist and Director after pre- and
post-observation conferences with the evaluatee receiving assistance;

eMaintain a file which contains all reports, minutes, and
documents;

*Conduct initial and final pre-conferences, observations, and post-
conferences with the evaluatee receiving assistance; and

*Submit a copy of the team's final recommendation to the evaluatee
and Director of Human Resources Development.

The Specialist shall:

eComplete the Interview Form prior to the first meeting of the
Assistance Team:;

eWork with the evaluatee receiving assistance in a collaborative
manner to establish a collegial relationship;



*QOrient the evaluatee to the documentation required by the Intensive
Assistance Program;

*Provide assistance to the evaluatee in implementing the assistance
plan;

*Conduct on-going pre-conferences, observations, and post-
conferences with the evaluatee as scheduled by the evaluator throughout
the assistance period;

*Share with the evaluatee in an informal setting the report that will
be submitted to the Assistance Team prior to each monthly report;

*Submit monthly written reports to the evaluator; and

eCoordinate classroom observations by other team members
excluding the evaluator.

The appropriate Director shall:

*Orient team members and the evaluatee receiving assistance to the
Intensive Assistance Program:;

*Conduct back-up pre-conferences, observations, and post-
conferences with the evaluatee receiving assistance as scheduled by the
evaluator and

*Meet with members of the Assistance Team on a monthly basis to
determine progress made and directions needed.

Although not a member of the Assistance Team, the Evaluatee
Receiving Assistance will be expected to attend the first and final team
meetings and to:

*Meet with the Specialist prior to the first meeting of the Assistance
Team to complete the Interview Form;

*Have pre- and post-observation conferences with the evaluator,
specialists, or directors;

*Receive copies of all reports and documentation submitted by the
team members; and

*Receive a copy of the team's final recommendation.
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The evaluators, directors, and specialists may participate on
assistance teams by virtue of their supervisory responsibilities or

professional expertise.

K *

1]

Mem

Assistance Teams will receive orientation training prior to the first

official team meeting.

appropriate director.

Timeli
August

Preschool
Planning Week

November
January

March 1

March 8

April 15

April

June

The orientation will be coordinated by the

Assistance Team meets to review record
and discuss options to assist the designated
employee

Assistance team meets with designated
employee to design a program for
improvement

Assistance team meets to assess progress

Assistance team meets to assess progress

Assistance team meets to determine if
termination is a possible option

Documentation forwarded to the Director of
Human Resources if termination will be
recommended

Employee notified of termination

Assistance Team meets to assess progress
if termination has not been requested

Assistance team meets to finalize the years
evaluation and determine the following
years evaluation cycle
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SUMMATIVE TEACHER EVALUATION RECORD

/ Tencher

Y R = Ratings

Lecanon

NI = "NEEDS IMPROVEMENT"
U = "UNSATISFACTORY”

NA = "NOT APPLICABLE"
NO = "NOT OBSERVED"

Bchool Year

L

EE = "EXCEEDS EXPECTATIONS"
ME « "MEETS EXPECTATIONS"

L PLANNING ACTIVITIES
1. Plans lessons' objectives to achieve curriculum goals.

2. Plans methods for assessing learner progress.

3. Develops teaching procedures to meet individual and
Soup Deeds.

4. Collects and prepares rescurces for instruction.

5. Plans use of effective management procedures.

<Y

A

0. IMPLEMENTS AND MANAGES INSTRUCTION

1. Provides instruction appropriate to lesson objectivea

2. Uses an effective lesson design.

3. Maintains student interest and involvement in learning.
4. Maintsins high expectations for all learners.

5. Provides for individual and group learning needs.

Ve

Y,

A

HOI. EVALUATION AND ASSESSMENT
1. Uses a variety of methods to assess student achievement.
2. Reports student progress.

3. Uses evaluation results to make instructional decisions. y
<

Y

IV. KNOWLEDGE OF SURJECT
1. Demonstrates an understanding of the subject being taught.

2. Demonstrates an nbihty to help learners understand the

significance of topics or activities. D
<

Yy

V. COMMUNICATION SKILLS

1. Displsys competence in orul and written language.

2. Maintains effective communication with colleagues,
supervieors, parents, and the community.

.

v

<

V1 CLASSROOM MANAGEMENT/POSITIVE LEARNING
ENVIRONMENT

1. Establishes an environment conducive to learning.

2. Disciplines in a fair snd positive manner.

3. Maintains a learning environment which encourages
mutual cooperation and respect.

NOTE: 'Ihemgmtmo!themcha'mdxcamﬁxnlhehasmd
this document and has knowledge of its content.

SUBMIT EVALUATIONS POR REVIEW IN WHICH THERE 15 DISAGREFMENT
BETWEEN EVALUATOR AND EVALUATEE OR IN WHICH THERE ARE FOUR
OR MORE "NEEDS IMPROVEMENT  AND/OR  "UNSATISFACTORY" RATINGS.

THE EVALUATEE CAN REQUEST AREVIEW.
ALL RATINGS OTHER TBAN "ME" REQUIRE EVALUATOR COMMENT.
July 1, 1902

VIL PROFESSIONAL RESPONSIBILITIES

1. Supports schooVdivision policies and regulations.

2. Participates in professional development activities.

3. Demonstrates effective relationships with colleagues,
the community and students.

4 Participates and supports school wide projects and

| L activities.,

AN

¥ COMMENTS . EVALUATOR

A

BIGNA’ OF EVALUATOR

N

i COMMENTS « EVALUATEE

-

JL JL

é SIGNATURE OF EVALUATEE

-

A

Review Required/Raquested

Yo []

N [ ]

\,
7~
EVALUATION:

SICNATURE OF REVIEWER

\




SUMMATIVE TEACHER EVALUATION RECORD
CONSUMER SURVEY - ITINERANT TEACHERS P N

Somal Securty ho ™ R » Ratings

EE = "EXCEEDS EXPECTATIONS"
. ME = "MEETS EXPECTATIONS"

Assignoen LG Tade Locaaon NI = "NEEDS IMPROVEMENT"

U = "UNSATISFACTORY"

e ST Ver| NA « "NOT APPLICABLE"

NO = *NOT OBSERVED"

AN

R | L PLANNING ACTIVITIES R | VIL PROFESSIONAL RESPONSIBILITIES
1. Plans leasons’ abjectives to achieve curriculum goals. 1. Supports school/division policies and regulations.

2 Plans methods for nssessing learner progress. 2. Participates in professional development activities.
8. Develops teaching procechares to meet individual and 3. Demonstrates effective relationships with colleagues,
Eroup needs. the commmunity and students.

4. Collacts and prepares resources for instruction. 4. Participates and supparts schoal wide projects and
activities.
5. Plans use of effective management procedures. h- —

(" COMMENTS - EVALUATOR
® | I IMPLEMENTS AND MANAGES INSTRUCTION
1. Provides instruction appropriate to lesson objectives.
2 Uses an effective lesson design.
3. Maintains student interest and involvement in learning.

4. Maintains high expectations for all learners.
5. Provides for individual and group learning needs.

Y-

A

A
W

R | I EVALUATION AND ASSESSMENT
1. Uses a variety of methods to nssess student achievement.
2 Reports student progress.

3. Uses evaluation results to make instructional decisions.

Y=

N
R | IV. ENOWLEDGE OF SURJECT i KIGNATURE OF EVALUATOR

1. Demonstrates an understanding of the subject being taught. -

2. Demonstrates an ability to help learners understand the fmm < EVALUATEZ
aignificance of topics or activities. w
<

R | V- COMMUNICATION SKILLS

1. Displays competence in oral and written language.

2. Maintains effective communication with colleagues,
supervisors, parents, and the community. -
<

.

A

A

Yo

.
—
R | vi. CLASSROOM MANAGEMENT/POSITIVE LEARNING
ENVIRONMENT
1. Establishes an environment conducive to learning. 9
2. Disciplines in a fair and positive manner. rumm OF EVALUATEE
3. Maintains a learning environment which encourages
nuctual cooperstion and respect. A y

AL

L&

Consumer surveys are provided as s supplementary document to the primary evaluator. Principals are the primary evalusators for the
majority of itinerant teschers. Therefore, instructional specialists will provide a consumer survey,

ALL RATINGS OTHER THAN "ME" REQUIRE EVALUATOR COMMENT.
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SUMMATIVE TEACHER OBSERVATION FORM

=

Bocwl Secatty Mo

Re= Blﬂn@ ﬁ\
EE = "EXCEEDS EXPECTATIONS"

wf

Asmign ol (srede

Locstaon.

ME » "MEETS EXPECTATIONS"
NI = "NEEDS IMPROVEMENT"
U = "UNSATISFACTORY"

Sdwal Yeur
v,

NA = "NOT APPLICABLE"
NO « "NOT OBSERVED" )
>~ )

R| L PLANNING ACTIVITIES

1. Plans lessons’ objectives to achieve curriculum goals.

2. Plans methods for assessing learner progross.

8. Develops teaching procedures to meet individual and
group nesds.

4. Collects and prepares resources for instruction.

5. Plans use of affective management procedures.

y,

r| X IMPLEMENTS AND MANAGES INSTRUCTION

L. Provides instruction appropriate to lesson objectives.

2. Uses an effective lesson design.

3. Maintains student interest and involvement in learning,.

4. Maintains high expectations for all learners.

§. Provides for individual and group learning needs.

Y
b

1. EVALUATION AND ASSESSMENT

1. Uses & variety of methods to assess student achievement.

2. Reports student progress.

.

"

IV. KNOWLEDGE OF SUBJECT

1. Demonstrates an understanding of the subject being taught.

2. Demonstrates an ability to help learners understand the
significance of topics or activities.

3. Uses evaluation results to make instructional decigion. y
<

<Y,

V. COMMUNICATION SKILLS

1. Displays competence in oral and written language.

2. Maintains sffective communication with colleagues,

4
P

Yy

V1. CLASSROOM MANAGEMENT/POSITIVE LEARNING
ENVIRONMENT

1. Establishes an environment conducive to learning.

2. Disciplines in a fair and positive manner.

3. Maintains a learning environmant which encourages
mnstual cooperation and respect.

supervisors, parents, and commuinity. y
<

NOTE: The signature of the teacher indicates that she has read
this docurnent and has knowledge of its cortent.

ALL RATINGS OTHER THAN "ME" REQUIRE EVALUATOR COMMENT.
July ¥, 1993

R | VIL PROFESSIONAL RESPONSIBILITIES

1. Supperts school/division policies and regulations.

2. Participates in professional development activities.

3. Demonstrates effective relationships with eolleagues,
ecommunity and students.

4. Participates and supports school wide projects and
activities.

» e

\,

Dute of Observation Time

” COMMENTE - EVALUATOR

N

)n.____JL

A

" BIGNATURE OF BVALUATOR

A

COMMENTS - RVALUATEE

_ y,

SIGNATURE OF EYALUATEE
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r'f—m Social Security No. \
FORMATIVE
e ==
PRECORD:G v e School Year
| <
GOALS/OBJECTIVES STRATEGIES FOR COMPLETION

Y

COMMENTE - TRACHER

A

i

I\

b
SIGNATURE OF EVALUATOR DATE l BGNATURE OF TEACHER DATE

-’

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS
CONTENTS WITH THE EVALUATOR.
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FO TIVE ( Teacher Social Security No. A .
TEACHER , :
EVALUATION | AsignmentGrads Hocasion
RECORD:
R'E"rmw Ewvaluator “Tite Schoal Year
et \ %
PROGRESS ON GOALS/OBJECTIVES
J
> COVMENTS ~EVALUATOR <
- /
(COMENTS - TEACHER )
<
mm 11 7%s 4 g (e y 4o ey 7 ot <
\ I -

sNOTE: THE SIGNATURE OF THE TEACHER INDICATES SHE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS

CONTENTS WITH THE EVALUATOR.



- Social Security No- ™
©
5’ FORMATIVE TEACHER Tt Tomtion
5 OBSERVATION/CONFERENCE
: .;' FORM Evaluator Title School Year
s \. J
- Date Time A
OBSERVATION/RECOMMENDATIONS
F___ 7
COMMENTS - EVALUATOR A
> <
COMMENTS - TEACHER
- y
Signature of Evaluator Date I&mtnn of Teacher* Date
. 4

NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAR READ TRIS DOCUMENT AND BAS ENOWLEDGE OF ITB CONTENTS.



SUMMATIVE COUNSELOR EVALUATION

BOCiAl SOERY Mo, ‘qf R « Ratings A
: EE = "EXCEEDS EXPECTATIONS®
ME = "MEETS EXPECTATIONS"
— NI = "NEEDS IMPROVEMENT"
U » "UNSATISFACTORY"
T FIwerT. NA = "NOT APPLICABLE"
o NO = "NOT OBSERVED"
~ L <
rR L PROFESSIONAL PERFORMANCE R | IV. COORDINATION SKILLS (Department Heads Only)
. 1. Exhibits sincere personal concern for students. 1. Organizes the counseling staff for optimum delivery
2. Respects the dignity and worth of every individual. Kofguidm;oaandlgomnehng E.a'uoal. ¢
3. Demonstrates good buman relations skills, 2 m :ﬁf.e:nd nu:‘o;medof
4. Promotes positive parentechoal-community relationshipe. a Emmim‘pﬁmmuﬁono{nbahmodmd‘
5. Is open to new ideas and procedures; accepts and adjusts ' ing services.
dange. and to 4 Implements an evalustion of the guidance and coun-
6. Continues professional growth through membership in Prepagra! . § departmental budget; orders supplies
professional organizations, reading and attendance at pro- & and mﬂ:ﬂ& 5
fessional conferences and meetings (as approved). S P w,
7. Fallows ethical and profescional practices in working  COMMENTS - EVALUATOR A
with pupils, parents, school personnel, and the public.
& Ispunctual,
9. Usen standard oral and written English.
. - 10. Maintains s neat, appropriate appearance. )
\ -
{ Y
R | IL ORGANIZATIONAL SKILLS
1. Establishes and adheres to & calendar of guidance and
counseling activities.
2. Works with the administrution and stafYf in developing
achoal policies and curriculum to meet student neeis.
3. Interprets the program of counseling to school and
community populations.
\ e’
7 \. e
R | II COUNSELING AND GUIDANCE SKILLS SICNATURE OF EVALUATOR DATE )
1. Places priority on providing individual and group coun-
seling for all studenta. <
2. Seeks to develop in students increased competency in  COMMENTS . EVALUATEE )

decision-making and problemsolving.

8. Provides guidance activities to help students understand

4. Assists students in the development of positive and realis-
tic self-concepts.

& Asgists with the coordination and interpretation of
standardized tests.

6. Interprets data from the cumulative records for students,
their parents, and others who are professionally concerned.

7. Asgists in the identification of students with special needs.

8 Participates actively as a member of the Child Study
Committee.

9. Orients parents toward resources available to them both
within and outside the school syster.

10. Serves as & resource person to perents and staff on the
growthand development of children.

11. Sexves as a consultant to the staff relative to the needs and
concerns of individuals and groups.

12. Works with teachers and administrators to ascist with
the placement of students in appropriate courses,
programs, and grade levels.

13. Coardinates & guidance program to facilitate the career
development of students.

14. Collects and dissemiriates to students and/or their parents
eurvent information on education and vocational oppor-
tunities.

15. Assists students in the process leading to sppropriate
post-secondary educational placement. .

16, Provides activities for students to develop job-secking and
job-bolding skilis. . .

17. Works with employers, vocational coordinators, and com-
munity and state agencies to aseist in appropriate placement

of students in part-time and full-time employment.

L 4

SIGNATURE OF EVALUATEE

s

NOTR: Thew ol the

Py .
dge of

indiosies that b bhow rend this docurarst snd hes

Review Required/Requested

[ % [

v
EVALUATION:

[ Affirmed :]Deniad\

HIGCNATURE OF REVIEWER DATE

A -’
SUBMTT POR REVIEW EVALUATIONS IN WHICH THERR 1S DISAGREEMENT
BETWEEN EVALUATOR AND EVALUATEE OR IN WHICH THERE ARE POUR OR
MORE "NEEDS IMPROVEMENT" ANDOR "UNBATISFACTORY" RATINGR. THR
EVALUATER CAN REQUEST A REVIEW.

ALL RATINCS OTHER THAN "ME® REQUIRE EVALUATOR COMMENT.

July %, 1993

—




CONSUMER SURVEY--SUMMATIVE COUNSELOR EVALUATION

tocal bexurzy Mo

N\

RaRatings
ER « "EXCEEDS EXPECTATIONS"

Y

===

ME » "MEETE EXPECTATIONS"
N1« "NEEDS IMPROVEMENT"
U « "UNSATIEFACTORY"

ool ¥ emr NA « "NOT APPLICABLE"

NGO « "NOT OBSERVED

L e

IV. COORDINATION SKILLS (Department Heads (}nlyﬁ

1L PROFESSIONAL PERFORMANCE

1. Exhibits sincere personal concern for students.

1. Organizes the counseling staff for optimum delivery
of guidance and counseling services.

2. Respects the dignity and worth of every individual

2. chxthaeonmelmgmn‘mfomado{w
mandates and needs.

3. Demonstrates good human relations skills.
4 Promotes positive parentechocl-community relationships.

8 Emmxmplmnonofahlmwedpwwd
services.

& 1s open to new ideas and procedures; acoepts and adjusts to

Implemmmevﬂuat\onoftheguidnmundm

€. Contimues professional growth through membership in
professional arpanizations, reading and attendance at pro-

seling program.
5. Prepares the departmental budget; arders supplies
and equipment.

feasional confarences and meetings (as approved). P>

9. Fallows ethical and professional practices in working
with pupils, parerts, school personnel, and the public.

& Is punctaal.

9. Uses standard oral and written English.

10. Maintaine a neat, appropriate appearance.

_,
. ORGANIZATIONAL SKILLS )
1 mmdldhuuwauhmdaro{g\udanoeand

ocounseling scti

2. Wurhwnhﬂu-dmmmhonuhd‘uﬂ‘indwelopmg
schoal palicies and curriculum to meet student needs.

3 Interprets the program of counseling to schoal and
community populationa.

\
= s

",
<
III. COUNSELING AND GUIDANCE SEILLS
1. Places priority on providing individual and group coun-
seling for all students.
2. Becks 1o develop in students increased competency in
decision-making and prohlem-solving.

COMMENTS - EVALUATOR

.

vy
<

A

3 Provides guidance activities to help students understand "
themselves and their relationships with others.
4 Ascista students in the development of positive and reslis-

tic self-concepts. h

KICNATURE OF EVALUATOR

A

5. Asuista with the coordination and interpretation of é
standardized tests.
&lmamhdahfmmtbaeumﬂnﬂwwdafarmm.
and others who are profemionally concerned.
1. Mh&oﬁmﬂﬁaﬁondmﬁamﬁmwm
8. Participates actively as a member of the Child Scudy
Committes.

8. Qriemnts parents toward resources available to them both
0. Berves s a resoures n to parents and staff on the
growth and developmert of children,

11. Berves as a consultant to the staff relative to the needs and
conoerns of individuals and proups.

12. Works with teachers and administrators to assist with
the of students in aprpropriate courses,
programs, and grade levels.

18. Coordinates a guidance program to facilitate the career

of students.

ey .

COMBIENTS - EVALUATER

elopmernt
14. Collects and disseminates to studernts and/or their parents
current information on education and vocational oppor-

tanities.
15. Assists students in the process leading to appropriate

’ KICNATURE OF RVALUATER

N

<

.

post-eecondary educational placernent.

18. Provides activitias for students to develop job-seeking sand
job-holding ekille.

17. Works with employers, vocational coordinators, and eom-
munity and state agencies to assist in appropriate placement
of students in part-time and full time employment. D

NOTE: The sigusturs of the svahisies indicaies thet he hes read this docmment and has
of s contants.

ALL BATINGS OTHER THAN "ME" REQUIRE RVALUATOR COMMENT.



GROUP/CLASSROOM GUIDANCE OBSERVATION FORM

Ca) rwa T Soamky No. ™

AOCRAG e of Obeoryston eginning § e Ending 'k ioe

Clowes-ver Tithe

N

R = Ratings

EE « "EXCEEDS EXPECTATIONS"
ME = "MEETS EXPECTATIONS"

NI « "NEEDS IMPROVEMENT"
U = "UNSATISFACTORY"
NA = "NOT APPLICABLE"

NO = "NOT OBSERVED"

N

A

L PLANNING AND PREPARATION
1. Objectives of activity are clear.
2. Materials are appropriate.

Y

A

<

IL KNOWLEDGE OF SUBJECT

1. Demonstrates understanding of information
presented.

Y

v
™
I COMMUNICATION SKILLS
1. Displays competency in oral and written
language.
2. Maintains effective communication with the
group.

\.

<
<
IV, INTERACTION WITH STUDENTS

1. Utilizes procedures to meet individual and
group needs,

2. Responds in a fair and positive manner.

3. Maintains an environment which
encourages mutual cooperation with
respect.

W
COMMENTS - COUNSELOR

A

>
COMMENTS - EVALUATOR

AL

J

\
¢ SIGNATURE - EVALUATOR DATE

NOTE: The signasure of the svahasies tndicutes that he hes rwed this documest and has

knowledge of ks contects.



( Counselor Social Security No. N

FORMATIVE
COUNSELOR Assignment/Grade Location

EVALUATION

p FORM: G Evaluator “Tide School Year

N 7

<

r‘.'.v‘r(f)AL‘S/(')BJI?JC’I‘IVES STRATEGIES FOR COMPLETION

\ W,
rm-wmm h
L J
(coumns-coum )

TR BCNATORE S SOURREIS Y {

NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS
CONTENTS WITH THE EVALUATOR.


http:c:ow:..el

(" Counselor Social Security No. N
FORMATIVE
OOIJNSELOR Assignment/Grade Location
EVALUATION
FORM: Evaluatar Title Schoal Year
\ Z

[ PROGRESS ON GOALS/OBJECTIVES

|

A

> B TERATURT BY EVALURIOH foone SRR O SO ORI Toe J\

\ -4
*NOTE: THE EIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS
CONTENTS WITH THE EVALUATOR.




SUMMATIVE EVALUATION FOR
LIBRARY/MEDIA SPECIALISTS

PAGE1OF2 }

£y

o

4 . )
{ Evanmicn Bocal DoAY N ™ R = Ratings
EFE » "EXCEEDS EXPECTATIONS”
- vy ME = "MEETS EXPECTATIONS™
AmmguimayPostion N1 = "NEEDS IMPROVEMENT"
U = “UNSATISFACTORY"
Fvahmcor THN Tretvar] NA = "NOT APPLICABLE"
NO = "NOT OBSERVED"
— N 2N Z
T Yra] V. PLANNING )
R L ENOWLEDGE OF CONTENT .

1. Demonstrates a knowledge of how to select, organize, ad- 1. Warkl.withadministrntorl.nnd faculty in developing the
minister and utilize instructional madia and equipment. school's annual plan of action.

2. Demonstrates the ability to integrate the resources and ser- 2 Develope strat for the publicizing of and integration
vices of the media program with the ongoing instructional m:oa&cu}mofn:wmtmnhmpwtm”
program in the achools. vices that meet the information needs of administrators,

3. Indicates an awareness of the book selection policy of the faculty and students.
Mmd&m;tooedxmeforhandlmgtbepm&emof
challenged instructional materials. 3. Plans jointly with faculty to teach and evaluate instrue-

4. Indicates knowledge of current information/research/ tion in information access, use and communication

. tachnalogry. Al skills, using s flexible schedule. y
Ny
([fi] IL SELECTIONUSE OF MATERIALS Y& VL INSTRUCTIONAL SKILLS

i & systemically -d:v eloped :n m’:-(;:g‘ non, -p! n:':’mm 1. Implements effective lessons wopg‘ﬁvnly with pade
equipment) within the school and facilitates acosss to levelicontent area teachers in the information
resources outside the school. 2. Provides for individual, small and large group instruc-

2 Provides for student and faculty invalvement in the selec- tion in accessing, evaluating and eommunication infor-
tion and evaluation of materials and equipment. mation.

3. Provides materials that reflect student interects as well
as curriculum needs. 3. Teaches the information curriculum at point of need as an

> A integral part of the content and objectives of the schoal.
po— N
R | LI HUMANRELATION SKILLS 4. Promotes an interest in reading and books via book talks,
story bours and other special book promotion activities.

1. Recognizes individual differences in learning akills,
unmandnhﬂmuarﬂpmﬂdaruommnﬂm &Mﬁmﬂtymimpmwngmmonthnmﬁxthum
which meet unique needs. of technology and incorporating information skills into

% classroom curriculum. y
2. Exhibits friendly and belpful attitude towards administra. }» S\
tars, faculty and students. VIL. PROFESSIONAL RESPONSIBILITIESPERSONAL
. . . QUALITIES
3. Demonstrates enth for the media
ertumagm for the m program. 1. Uses carrect grammar in both oral and written com-
4. Bupports and is involved in the overall school progranm. munications.
> < 2. Adheres to school rules and regulations.
R | IV. MEDIA MANAGEMENT 3. Uses discretion in matters of confidentiality.

1. Provides day-long access to the lilrary media center for s
individuals, groups and classes 4 Reports to wark regularly and is prompt.

2. Maintains an inviting facility with an atmosphere condu- 5. Dresses professionally.
cive to student use of extending classroom learning as .
well as pursuing individual interests. €. Submits accurate reports on time.

3. Provides access to the librury media collection (print, non- 7. Implements strutegies identified in building plan of
print, squipment) through an sccurate and efficient actian.
retrieval system. 8. Maintaine open communication with parents, ad-

4. Maintaine accurate records of the collection {print, non. ministrators, faculty and students.
print, equipment). 9. Isreceptive to new idens and procedimres and can accept

. . . . . and adjust to change.
8. Performs periodic weeding (elimination of inaccurate
. . 10. Continuss educational prowth through attendance of
materials) to keep the collection up-to-date.
conferences and meetings, ss aporoved, membership

6. Takes an annual inventory of the collection. in professional organizations and keeps abreast of

7. Mai . te basi . curremnt professional trends in library literature.

8. Ls thorough, accurate, and uniform in processing new
materials for student and faculty use.

§. Encourages proper care for and use of materials, supplies
and equipment.

ALL RATINGS OTHER THAN "KE" REQUIRE EVALUATOR COMMENT,

July 7, 1992
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PAGE20F2
SUMMATIVE EVALUATION FOR AR

EVALUATEE YEAR
LIBRARY/MEDIA SPECIALISTS
A <
COMMENTS - EVALUATOR

\_ v,
[sxcmm OF EVALUATOR DATE h
__J

4 N

COMMENTS - EVALUATEE

X

[ SIGNATURE OF EVALUATEE DATE

NOTE: The signature of the evaluatee indicates that he has read this document and has knowledge of its
of its contents.

SUBMIT EVALUATIONS FOR REVIEW IN WHICH THERE IS DISASGREEMENT BETWEEN EVALUATOR AND EVALUATEE
OR IN WHICH THERE ARE FOUR OR MORE "NEEDS IMPROVEMENT" AND/OR "UNSATISFACTORY" RATINGS. THE
EVALUATEE CAN REQUEST A REVIEW.

[ Review RequiredRequested y,, [] N [ ] LEVALUAT!ON: [ Affirmed [ ] Deniea ]
[ SIGNATURE OF REVIEWER DATE J

AL

July 7, 1992



CONSUMER SURVEY ( PAGE 1 OF2 )
LIBRARYMEDIA SPECIALISTS — <
(’!m Focasl Becuriy No. A R = Ratings
EE « "EXCEEDS EXPECTATIONS”
— — ME « "MEETS EXPECTATIONS"
Amgnmut/Position Locason NI =« "WEEDS IMPROVEMENT"
U = "UNSATISFACTORY"
7o ey T T Vour NA = "NOT APPLICABLE"
JL NO = "NOT OBSERVED"
\,
v, A
R I ENOWLEDGE OF CONTENT R V. PLANNING
1. Demonstrates a knowledge of how to select, organize, ad- 1. Works with admxmstutoumd faculty in developing the
minister and utilize instructional media and equipment. school's anmual plan of action.
2. Demonstrates tha ability to integrate the resotroes and ser- 2 Develo
ps strategies for the publicizing of and integrution
mofﬁ;z:dummththebmmzmm into curriculum of new materials, equipment and ser-
Program schoals. needs of administrators,
3 Indicstes an awareness of the book selection policy of the cku]ld::’dm':;the' information of
system and the procedure for bandling the problem of
challenged instructional materials. 3. Plans jointly with faculty to teach and evaluate instruc-
4 Indicates knowledge of current information/research/ tion in information access, use and communication
\— technology. AL ekills, using a flexible schedule. »
/- Y Y
R IL. SELECTION/USE OF MATERIALS & | VL INSTRUCTIONAL SKILLS
L %@mﬁm :‘m] tion nnd t‘:::m d:.mu@ 1. Implements effoctive lessons cooperatively with grade
’.""wl‘n’) ithin the school and £ (p“.mmz, F‘l:, level/content area teachers in the information ewrriculum.
rna_nmmﬁ'niethe-dnd. . 2 Provides for individual, small and large group instruc-
z mimmimh°wm&dw tion in acceasing, evaluating and communication infor-
texials mation.
3 Provides materials that reflect student interests as well
as curriculum needs. 3. Teaches the information curriculum at point of need as an
‘; ), integral part of the content and objectives of the school
R III. HUMAN RELATION SKILLS w 4 Promotes an interest in reading and books via book talks,
story hours and other special boak promotion activities.
1. Recognizes individual differences in learning ekills, & Assists faculty in
improving instruction through the use
interests and abilities and provides resources and services of techinology and incorporating information skills into
which meet unique needs. L clasgroom curriculur. y
2. Exhibits friendly and helpful attitude towards administra- ™
tors, faculty and students. R VIL ngl‘ESSIONAL RESPONSIBILITIES/PERSONAL
- QUALITIES
3 Demonstrutes enthusisgm for the media prograun.
° © or 1. Uses correct grammasr in both oral and written com-
4 Supparts and i involved in the overall school program. munications.
;: i,{ 2 Adheres to school rules and regulations.
R IV. MEDIA MANAGEMENT 3. Uses discretion in matters of confidentiality.
. md‘l?ﬁm“mwm*wm 4 Reporta to work regularly and is prompt.
2 Maintains an inviting facility with an atmosphere condu- 5. Dresses professionally.
cive to student use of extending classroom learning ae . .
well as pursuing individual interests. 6. Submits accurste reports on time.
3. Provides access to the libwrury media collection (print, non- 7. Implements strategies identified in building plan of
prin}.cquipment)thmughmmnteandeﬁdem action.
retrieval system. 8 Mam.‘ .hnm’ open communication with parents, ad-
4 Muaintaine ascurate records of the callection (print, non- ministrators, faculty and students.
print, equipment). 9. I:;:eephnmmvldmuldm&nunndmnuoept
Id]’&'tto dnnge.
8. Pexforms periodic weeding (elimination of inaccurate
munahy:‘kuy the collection up-to-date. 10. Continues educational growth through attendance of
conferences and meetings, as approved, membership
6 Takss an annusl inventory of the collection. in professional c_'rp.mmhon_s and keeps abresst of
7. Maintains accurste business records. h current professional trends in library literature. D
& Is thorough, ascurate, and uniform in processing new
materials for student and faculty use. ALL RATINGS OTHER THAN "ME" REQUIRE
8. Encourages proper care for and use of materials, supplies EVALUATOR COMMENT.
and equipment.
_—
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EVALUATEE

<

CONSUMER SURVEY
LIBRARY/MEDIA SPECIALISTS

S
'\
( COMMENTS - EVALUATOR

\.. /
( SIGNATURE OF EVALUATOR DATE )
— <

( COMMENTS - EVALUATEE
S —— _ _J
SIGNATURE OF EVALUATEE DATE <

NOTE: The signature of the evaluatee indicates that he has read this document and has knowledge
of its contents.



/" Evaluatee Social Security No.
CONFERENCE/
OBSERVATION Assignment/Position Location
RECORD FOR
I‘é?:ERgRYMDIA STy Title Schoal Year
el
— Date of Obeervation Tme
rCONTERENCEfOBSERVATION RECORD
\ J
COMMENTS - EVALUATOR
> <
COMMENTS - EVALUATEE
\ 7
" S8ICNATURE OF EVALUATOR DATE BICNATURE OF EYALUATEE DATE w
g v

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS
CONTENTS WITH THE EVALUATOR.

July 2,1992



r Evaluatee Social Security No. w
FORMATIVE
EVALUATION . . :
FOR Assignment/Pogition Location
LIBRARY/MEDIA
SPECIALISTS: | Bvaior Tide SeboctYoer
) PLANNING L <
GOALS/OBJECTIVES STRATEGIES FOR COMPLETION
> Y
COMMENTS - EVALUATOR h
L D
\
COMMENTS - EVALUATKE ‘\
> ETCRATORE ST RVATORTON —tare ~7 EIERATORE G RVALUXIEE e — <
\

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS

CONTENTS WITH THE EVALUATOR-



¢/ Evalatee Social Security Na. W
FORMATIVE
EVALUATION Assignment/Position Location
FOR
LIBRARY/MEDIA .
SPECIALISTS: Evaluator Title Schoal Year
— REVIEW L <
( PROGRESS ON GOALS/OBJECTIVES
\ J
4 “
COMMENTS - BEVALUATOR
\ /
7 3\
COMMENTS - EVALUATEE
> ETERRTURE OF EVALUXTOR DATE BICRATURE OF EVALUATEE BAE

/\

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS

CONTENTS WITH THE EVALUATOR.



SUMMATIVE EVALUATION FOR SCHOOL PSYCHOLOGISTS

& SOCIAL WORKERS - N
(M R —— .o N R = Ratings

EE « "EXCEEDS EXPECT%ITIgIél.?‘
: ME « "MEETS EXPECTATIO!
Amigrment/Fo. on Locmaon NI » "NEEDS IMPROVEMENT"

U = "UNSATISFACTORY"

NA = "NOT APPLICABLE"

= "NOT OBSERVED"
| v

Tie Sohool Year

A

(Fg] 1 PLANNING, IMPLEMENTATION & MANAGEMENT ) COMMENTS - EVALUATOR

1. Performs professionsl responsibilities in a competent and
timely manner,

2. Functions in a well organized manner,
8. Provides services to assignad schools on a regularly
planned beaxis.

4. Handles referrals appropriately and promptly.

8. Eoepa sccurnte and current records.

8. Fulfills school/departmental time requirements.
7. Bupports achool/division policies and regulations.

—
L5

R . INTERPERSONAL & COMMUNICATION SKILLS

1. Displays competence in oral and written language. : )

2. Demonstrates and maintains effective communication A
with eclleagues, students, parents, and school stafl.

S. Manages conflict effectively.

4 Manages stress effectively. munm

A

A

5. Reacts favarahbly 10 constructive eriticism and
suggestiona.
€. Works cooperatively with staff in assigned schools
and/or programs.
7. Handles individual relationshipe tactfully and with
understanding.
8. Damonstrates a positive attitudes towsrd work.

A

=N

IIL PROFESSIONAL RESPONSIBEILITIES

1. Advocates and participates in the team approach to
decision.making.

2. Interprets programs and services to schools and m T __<
comnmnity,

$. Accepts and adjusts to change and is open to new idess,
viswpoints, and procedures. A -y
4 Shows sustained effort and produetivity in the quality of NOTE: Thw sign d_dﬂ'—“-_: indicates that b has remd this document and has
work accomplished. . .
8. Maintains a neat, appropriate appearance. Review Roquired/Requested Yes E] No D

6. Supports schoal functions. s
EVALUATION: Affirm :
7. Attends regular and called staff meetings. [::] od :’ Denied

8. Maintains current discipline specific practioe standards. SIGNATURE OF REVIEWER DATE
9. Maintains confidentiality.

10. Provides assessment, consultation, and intervention A y

services sa appropriate. SUBMIT EVALUATIONS FOR REVIEW IN WHICH THERE 16 DIBAGREEMENT
11. Maintains reasonable flexibility in meeting the unique MORE "NEEDS IMPROVEMENT mxo?mmmm BATLACS, ST

needs of the ssgignment. EVALUATEE CAN REQUEST A REVIEW,

12. Seeks to enhance knowledge and sldlls through a ALL RATINGS OTHER THAN "ME" REQUIRE EVALUATOR COMMENT.
phxmndpmptmo[pmfuéonalpowth. Y July s, 1062




CONSUMER SURVEY

SCHOOL PSYCHOLOGISTS & SOCIAL WORKERS

DOl DALY Mo \(

3

R Rating
EE = 'EXCEEDS EXPECTATIONS"
ME « "MEETS EXPECTATIONS"

Locston

NI = "NEEDS IMPROVEMENT"
U » "UNSATISFACTORY"

NA « "NOT APPLICABLE"

SctwodYes | 'NO = "NOT OBSERVED"

1 PLANNING, IMPLEMENTATION & MANAGEMENT h

1. Performs professional responsibilities in a competent and
timely manner,

2. Functions in a well arganized manner.

3 Pmnduhz:wummgnednchoohonnmguhriy
4. Hardlles referrala appropriately and promptly.

&. Eeeps aocurate and eurrent records.

8. Fulfills school/departmental time requirements.
9. Supports school/division policies and regulations.

e

IL INTERPERSONAL & COMMUNICATION SKILLS

1. Displays competence in oral and written language.

2. Demonstrates and maintains effective communication
with colleagues, students, parents, and school staff.

3. Manages conflict effectively.

4. Manages stress effectively.

8. Reacts favarahly to corstructive criticism and
sugpestions.

8. Warks cooperatively with staff in assigned schools
and/or programs.

7. Handles individual relationships tactfully and with
understanding.

8. Demonstrates a positive attitude toward work.

V.

IIL. PROFESSIONAL RESPONSIBILITIES
1. Advocstes and participates in the team approach to
decision-making.
2 Interprets programe and services to schools and
comrmunity.
3 mm-&mwmuﬂhopentomidm
? g 3

4. Sbows sustained effort and productivity in the quality of
work socomplished.

& Maintains a neat, appropriate appesrance.

€. Supports school functions.

7. Attends regular and called staff meetings.

8. medmbhmmﬁcmm

10. Provides assessment, consultation, and intervention
services se appropriate.

1. Maintains reasonable flexibility in meeting the unique
peeds of the sssignment.

12. Becks to enhance knowledge and skills through a

A4

-

COMMENTS - EVALUATOR

.

A

Y BIGNATURE OF EVALUATOR

A

COMMENTS - EVALUATXE

I\

-

N,
" SIGNATURE OF EVALUATEE

planned program of professional growth. y

A CONSUMER SURVEY I8 A BUPFLEMENTAL EVALUATION TO ABSINT THE
PRIMARY EVALUATOR IN THE FINAL EVALUATION PROCESS.

ALL RATINGS OTHER THAN "ME" REQUIRE EVALUATOR COMMENT.



f Evaluatee Social Security No. w
FORMATIVE
EVALUATION FOR - — -
SCHOOL Assignment/Position Location
PSYCHOLOGISTS &
SOCIAL WORKERS: Evaluator Title School Year
4 PLANNING
~— ~<
r GOALS/OBJECTIVES STRATEGIES FOR COMPLETION
> /
(oo J
COMMENTS - EVALUATOR
L <
(¢ Y
COMMENTS - EVALUATER
}mmm LAY RCRATIRE GF EVALUAIYE P o™y 4 J\




FORMATIVE
EVALUATION FOR
SCHOOL
PSYCHOLOGISTS &
SOCIAL WORKERS:
REVIEW

/ Evaluatee

Social Security No.

Asasignment/Position

Evaluator

\

Title

Schoaol Year

: COMMENTS - EVALUATOR

PROGRESS ON GOALS/OBJECTIVES

I\

A

: COMMENTS - EVALUATEE

> ECRATORE OF EVATURTOR

A

17751 RICRATURE OF EVALUATEE

BATE

A

.

*NOTE: THE SIGNATURE OF THE EVALUATEE INDICATES S'HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS
CONTENTS WITH THE EVALUATOR.



(" Evaluatee Social Security No. Y
CONFERENCE/
% OHBSE mmggggg Asaignment/Position Location
2 ) SCHOOL
@y PSYCHOLOGISTS & Evaluator itle Bchoal Year
«  SOCIAL WORKERS
( > Dals orObservation Time 4‘1
CONFERENCE/OBSERVATION RECORD

\,
rCOMM’EN’I‘S - EVALUATOR

\ J

[ 9\
COMMENTS - EVALUATEE

\

(" SICNATURE OF EVALUATOR DATE FCNATURE OF EVALUATRE N

e .

NOTE: THE SIGNATURE OF THE TEACHER INDICATES S/HE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS
CONTENTS WITH THE EVALUATOR. sy, 1982



Richmond Public Schools
INTENSIVE ASSISTANCE PROGRAM
INTENSIVE ASSISTANCE PLANNING FORM

Soc. Sec. #

STRATEGY (Way the Objective is Achieved):

ASSESSMENT:

P e e

Signature of Specialist:

Date:

*Signature of Teacher:

Date:

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES THAT S/HE HAS READ THIS DOCUMENT
AND HAS ENOWLEDGE OF ITS CONTENTS.

IAP IAPF

171293



Richmond Public Schools
INTENSIVE ASSISTANCE PROGRAM
ASSISTANCE TEAM MEETING REPORT FORM

"Teain-. Soc. Sec. #:
AssigrmmentGrade: Location:
Date of Meeting Time of Meeting Place of Meeting

o

Tesrn Members Present:

1. Purpose of Meeting:

2. Content of Meeting:

3. Outcomes of Meeting: (Plans for follow-uplassistance activities, assignment of responsibilily)

Signature of Principal/Asst. Principak Date:
Signature of Recorder: Date:
Signature of Specialist: Date:
*Signature of Teacher: Date:

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES THAT S/HE HAS READ THIS DOCUMENT
AND HAS DISCUSSED ITS CONTENTS WITH THE CONULTING TEACHER.

IAP ATMRF 1/12/83



Richmond Public Schools
INTENSIVE ASSISTANCE PROGRAM
TEACHER INTERVIEW FORM

. L H
Teacher: Soc. Sec/

Location:

Assignment/Grade:

§ ali School Year:

To be completed jointly by the teacher needing assistance and the consulting teacher.
1. What classes do you presently teach?

2. How many students are in each of your classes?
3. How many different classrooms are you assigned to each day?

4. Is the Classroom conducive to learning?

5. Do you have sufficient equipment and materials?

6. Are the textbooks appropriate for your students, and do you have enough books?

7. Do you have any trouble dealing with the subject matter?

8. Are there any particular classes or students that cause you difficulty?

9. What areas do you see as your greatest need?

IAP TIF - Page 1 171493



hl

10. What are your strengths?

11. How is your general health?

12. Are you having any problems outside school that affect your job performance?

13. Do you wish to continue in the teaching profession?

14. Other questions/comments from the consulting teacher:

15. Additional questions/comments from the teacher needing assistance:

Specialist Date
“Teacher Date
IAP TIF - Page 2 11493



Richmond Public Schools
INTENSIVE ASSISTANCE PROGRAM

ACTIVITY LOG
TIME PERIOD: *
Teacher: Social Security #: .
Asgignment/Grade; Locsation:

IAPAL 114/83



Richmond Public Schools
INTENSIVE ASSISTANCE PROGRAM
OBSERVATION/CONFERENCE REPORT FORM

” Teacher; Soc.Sec. #
AssignmentGrade: Location:
E o ]
RECORD OF OBSERVATION: Duate; Thmez
RECORD OF CONFERENCE: Date Tiroe:

Topics Discussed:

Commendations and/or Detailed Specific Suggestions for reinforcement and improvement:

Teacher's Response (If Desired):

¥ Signature of Observer: Date:

*Signature of Teacher: Date:

*NOTE: THE SIGNATURE OF THE TEACHER INDICATES THAT S/HE HAS READ THIS DOCUMENT
AND HAS KNOWLEDGE OF ITS CONTENTS.

IAP OCRF 114/83




A Publication of Richmond Public Schools
Richmond, Virginia

In accordance with federal laws, the laws of the Commonwealth of Virginia
and the policies of the School Board of the City of Richmond, the Richmond
Public Schools does not discriminate on the basis of sex, race, color, age,
religion, disabilities or national origin in the provision of employment and
services. The Richmond Public Schools operates equal opportunity and
affirmative action programs for students and staff. The Richmond Public
Schools is an equal opportunity/affirmative action employer. The Title IX
Officer is Ms. Angela C. Lewis, Clerk of the School Board, 301 N. 9" St.,
Richmond, VA 23219-1927, (804) 780-7716. The Section 504 Coordinator is
Mr. Harle¥ Tomey, Director of Exceptional Education and Student Services,
301 N. 9" St., Richmond, VA, 23219-1927, (804) 780-7911. The ADA
Coordinator is Ms. Valarie Abbott Jones, 2015 Seddon Way, Richmond, VA
23230-4117, (804) 780-6211. The United States Department of Education’s
Office of Civil Rights may also be contacted at 550 12" Street SW, PCP-6093
Washington, DC 20202, (202) 245-6700.
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