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Philosophy ofEvruuation 

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. 
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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 (lAPs): Plans submitted by the 
school and approved by the Superintendent for any given school year. 

Personnel Evaluation Criteria: Standards ofperformance 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 COMM:ENTS 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). 
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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 oftbe Evaluation Process 

Summ..ative Evaluation C""k 

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 
snmmative 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 PrincipallDirector. 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 1n 
decisions regarding promotion, retention, or dismissal of staff. 
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Orientation Conference 

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:ObseJyation 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 moming, 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. 

Obsetyation 

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. 



5 

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. 

PosWbsenration 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. 

Appropriate Assistance 

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, 

- specification 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. 
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Summative Conference 

The sumrnative 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. 

ReviewProcmures 

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

The Summatiye Evaluation CYCle 

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 mayor 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. 
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Goal/Objectiye Setting Conference 

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. 
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Fjnal 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 Fonnative EyaluatiQn Cycle 

By October 15 Initial Conference 

Implementation 

By May 30 Final Annual Conference 

Placement on Snmmative 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 
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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. Sfhe 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. Slhe 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 Prooess 

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 hislher 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; 

6. 	 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. 
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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 ofAppropriate 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 slhe has read the document and has knowledge 
of its contents but may not necessarily be in agreement. Iffor 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 
Title 

Primary 
Responsibility 

Consumer 
Responsibility 

Review 
Responsibility 

Itinerant Teachers Principal 
Instructional 
Specialists! 
Coordinators 

Directors of 
Instruction and 
Pupil Services 

Social Workers! Senior Social Coordinator of 
Psychologists Worker! Principals Pupil Services 

Psycholoffist 

Nurse Principal Coordinator of Director of 
Nurses (uacant) Exceptional Ed} 

HealthServices 

Head 
Custodian 

Principal Managers Chief of Operations 

Food Service Principal Coordinator! Director of Food 
ManaEer 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 
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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 anyone 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. 

IEACHERS 

Domain L Planning Activities 

Competency 1. Plans lessons' objectives to achieve curriculum goals 


Competency 2. Plans methods for assessing learner progress 


Competency 3. 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 n. 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 learners 

Competency 5. Provides for individual and group learning needs 

Domain m. Evaluation and Assessment 

Competency 1. Uses a variety ofmethods to assess student achievement 

Competency 2. Reports student progress 


Competency 3. Uses evaluation results to make instructional decisions 


Domain IV. Knowledge ofSubject 

Competency 1. Demonstrates an understanding of the subject being taught 

Competency 2. Demonstrates an ability to help learners understand the significance ofthe 
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 VI. Classroom M:anagement/Positive Learning Environment 

Competency 1. Establishes an environment conducive to learning 

Competency 2. Disciplines in a fair and positive manner 

Competency 8. Maintains a learning environment which encourages mutual cooperation and 
respect 

Domain vn. 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 n. 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. 
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Domain m 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, p",?grams, 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 

I.IBRARYIMEDIA SPECIAIJSTS 

Domain L Knowledge ofContent 

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 infonnation/research/technology 

Domain n. SelectionlUse of Materials 

Competency 1. Makes resources available to students and teachers through a systemical1y­
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 m. 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 3. Provides access to the library media col1ection (print, non-print, equipment) 
through an accurate and efficient retrieval system 

Competency 4. Maintains accurate records of the collection (print, non-print, equipment) 
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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 infonnation needs of 
administrators, faculty and students 

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

Domain VI. Instructional Skills 

Competency 1. Implements effective lessons cooperatively with grade leveV content area 
teachers in the infonnation curriculum 

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

Competency 3. Teaches the infonnation 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 talks, story hours and other 
special book promotion activities 

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

Domain vn. Professional ResponsibilitiesfPersonal 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 I, Plopnipg. Implementation & Monagement 

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. Hand.les referrals appropriately and promptly 

Competency 5. Keeps accurate and current records 

Competency 6. Fulfills schooVdepartmental time requ.irements 

Competency 7. Supports schooVdivision policies and regulations 

Domain n. Interpersonal & Communication Sk.ill.s 

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 andlor programs 

Competency 7. Handles individual relationships tactfully and with understanding 

Competency 8. Demonstrates a positive attitude toward work 

Domain In. 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 
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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 



INTENSIVE 
ASSISTANCE 

PROG 
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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. 

Personnel Needing Assistance 

Once an employee enters the Intensive Assistance Program, slbe 
will continue to receive intensive assistance until hislher 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 Process 

The employee shall be informed during the final conference for the 
summative evaluation cycle that slbe 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 will 
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 andlor 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 

• 	 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. 

• 	 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 



evahiatee 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 ofAssistance Team Members 

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; 

-Maintain 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: 

-Complete the Interview Form prior to the first meeting of the 
Assistance Team; 

-Work with the evaluatee receiving assistance in a collaborative 
manner to establish a collegial relationship; 
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-Orient 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 

-Coordinate 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. 



Criteria for Selecting: Assistance Team Members 

The evaluators, directors, and specialists may participate on 
assistance teams by virtue of their supervisory responsibilities or 
professional expertise. 

Orientation ofAssistance Team Members 

Assistance Teams will receive orientation -training prior to the first 
official team meeting. The orientation will be coordinated by the 
appropriate director. 

Timeline 

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

Preschool Assistance team meets with designated 
Planning Week employee to design a program for 

improvement 

November 	 Assistance team meets to assess progress 

January 	 Assistance team meets to assess progress 

March 1 	 Assistance team meets to determine if 
termination is a possible option 

March 8 	 Docwnentation forwarded to the Director of 
Human Resources if termination will be 
recommended 

April 15 	 Employee notified of termination 

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

June 	 Assistance team meets to finalize the years 
evaluation and determine the following 
years evaluation cycle 
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NOl'E: The aipaiureoftbe teacher indicate. that abe baa read 

dHJ d....J!M!'Jt and baa Jmowiedcoe ofiteconterJi. 


SlCNATURE Of' EVALUATE!!: 
ALL IlATtNGS OTIC!R THAN' "Mr REQlJlRE EVALUATOR COMMENr• 

."...,,1­

1 

http:oooperaD.on
http:aleenU.nc
http:learni.nc


"""""""" Social Security No.fUBt" 
FORMATIVE 

~
lj~~:c TEACHER l..ocationA.aaipment/Grade 
:r:: Q EVALUATION 

tt) 

C; 
0 RECORD: SchoolY-.rTitleEvaluatorPLANNING 

GOALSIOBJECIIVES ~TEGmSFORCO~ON 

flb· ~v~A',ult 

COIIDUI:NT8. 'TKACRER 

~ 
r 8IGHATl.IR& or .lVAUlATOR DAm IDGNA'l'URB or1'II\AoCBBR DAm 

\. 

-NOTE: THE SIGNATURE OF THE TEACHER INDICATES SIRE BAS READ THIS DOCUMENT AND BAS DISCUSSED ITS 
CONTENTS WITH THE EVALUAroR. 
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1 UB(" FORMATIVE 
TEACHERg~j~~~ :z: EVALUATION 

- Cl - 0 RECORD: 
.~ C REVIEW 

Tea.cb.er Social Security No. 

AaaipmentJGrade Loc:a.tion 

Evaluator 'ITtle ScboolYear 

PROGRESS ON GOAlS'OBJECI'lVES 

COMM.Kl'llJ.~· EVALUATOR 

COMMENTS· TEACHER. 

UllJ.lI.1W'IA11.lIlAUI' Co DA:m 

-NOTE: THE SIGNATURE OF THE TEACBERJNDICATES S/HE BAS READ THIS DOCUMENT AND BAS DISCUSSED ITS 
CONTENTS WlTB THE EVALUATOR. 
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FORMATIVE TEACHER 

OBSERVATION/CONFERENCEl@J 
FORM 

Social Security No. 
Tea.cher 

Aaaipu2lentiGrade Locadon 

Evaluator Title School Year 

IlaaIe Time 
OBSERVATIONIRECOMMENDATIONS 


COM:MENTS • EVALUATOR 


COM:MENTS· TEACH F:R 


Sicna1uz'e orEvaluator Dale SipatureorTeacl:aer- Dale 



~ 

f UB{.I: SUM:MATIVE COUNSELOR EVALUATION 

(~) -
R.Ratingll 

EE • "EXCEEDS EXPECTATIONS" 
ME ­ "MEETS EXPECTATIONS" 
t-I'1 ."""EEDS IMPROV'EMEl\T' 
U • ''UNSATISFACTORY' 
NA • "NOT APPUCABLE" 
NO • "NOT OBSERVED" 

~ 

-

L PROFESSIONAL PERFORMANCE 
1. EdUbb:a IIinca<e penona! CODCll!l"ll for lltudent& 
2. Re.pecia the c:li&rdtY and worthofevery individual 
S. Demo~Coocl human relatiooaak:ilJ... 
, Promot:..po*i...~_lIIIDWIltyrelatioNihipa. 

6. • apeD to DeWsa-and proceduzw; IICICleJ* and IKijuD to 
c:bance. 

6. Coatinu.prot..aional pvwth thro\Idl mem'benbip in 
pof'...wnal orpnizaticma, nadine'and atteDdance at JlII:'O" 
r..ional coDf~and meetiDp (..approved). 

7. FaUo_ ethical and prof.-iona!practicea in workin: 
wkbpzpila,pa.reIJUI, ecboal pel"IIOII.nel. and the puhlic. 

8. • punctual. 
8. U-1ItaDdanI oral and 1II'1iUenEncliIIb. 

10. Maintaioaa Mat. appropriateap~ 

IV. COORDINATION SIaLIS (Department Bead.8 OJlIy) 
1. 0rganU:.. the cowwe1ing lliaft'for optimum cJelivel')' 

of,wda.nce and cowwelinc..-vi-. 
2. Keepa the cowwelinc IItafr infonDed ofeun-ent 

manda_and ~need&. 
S. Eoau.ne implementation ofa bal.nced proct8IIl 01 

JUidanceand cowwelinc~ 
, lmplement.a an ewhmtion of the a:ufdaJ- and COUD­

IIEll.incJR"OII"IUD­
6. Pnparee the departmental~t;anIera~ 

and equipment. 

CIOMMEN'TS • EVALUATOR 

-

'R"" 
--­

-
--
~ 

~ 

II. ORGANlZA.TIONAL SKIU.S 

m. COUNSEUNG AND GtJIIlANCE SKILLS 

1. PlacM priority on providinc individual and pvup COUll' 

ae1i.ncfor an IItuden&a. 
2. Seeb to develop in lWdenta iDcreaaed competency in 

deciaion-makinc and problem_vine. 
S. Provi&:IaIpida.nce aetivitiell to help IItUdem:aUDder&.tand 

thenweI_ and their reJatiol'l8b.ipa wkb otbera. 
, A81UU.a.denta in the development ofpoaitive and r.lis­

tic 1IeI!-..cepta. 
6. .A..istII with the coordinationand iN.erpretationor 

.canda:rclizedieIta. 
&. Jnt.erpretII elata hIDtheeu.mulati"..-.far.ud.... 

tbeirparenm. and otbent who _prot.-ionaDyconcemed. 
7. AMitIta in the identification oflltUdenta with I!peCw JWeda. 
8. PlII1iei~_actiwil:y a..memberofthe CbBdStud:y 

Commitae 
9. o.nent..parenta toward JWOUr'C8Iavai1ab1e to them both 

wi&binand omade theecboal syIItem. 
10. s.rv-..a r.ource penonto parenteand IItafron the 

pvwthand development ofchlldren. 
11. Serv. as a col'l8llhant to tbe lltafrrelati". to the ~and 

concem.s of individuakand croup&. 
1.2. WodaI with teacb.en and ad.r.rd.nistraton to U&ist wkb 

tbeplacement ofIItuderDin appropriate CO'UI"8eI, 

JII."OP'8ID&> and crade levels. 
IS. Coanlina_ a pid.ance procramto facD.itade theC8N8' 

dew10pment ofJItUdanta. 
l' Con.etaand di.......ina_to lltudentt and/or theirparentt 

current information on educationand vocational oppol'­
a.m.iiie&. 

16. A-iIiia mldenta in tbe JIl"OO8IiIS Jeadin&'to appropriat.e 
poC.-condary eclucational placement. 

16. Provid.activit!. for IIt!1deDlB to developjokeek:i.n&:and 
job-boldinC&kiUs. 

17. Worlal with employerr;, vocational coordinators. and com· 
munityand litateacenciel to U&ist inappt ups iate placeme.nt 
ofatudema inpart-time and full·time employment. 

SICNA'I'lIJ\E OF BVALUATOR 

CIOMMEN'l&. EVALUATEE 

BlCNA'I'lIJ\E OP'EVALUATEE DATE 

NO'l'B. ",.___.,IIw-....-~.................___ud .... ..........."'...--. 
No D) 

EVALUATION: CJ Mfinned CJ Denied 

SUBMlTPOR REVlEW EVALUATIONS IN WHJCH 'I1lERB IS DJS.\CREEMENT 
IlE'MWEBN EVALUATOR AND EVALUATEE OR IN WRlCH'I1lERB ARE POUR OR 
MORE"NEEDSIMPROVltMENT' ~OR "I.lNB.A.'l'UIJPACTORrBATINGIl. 'I'Im 
EVALUATEE CAN REQUBSr A REVIEW. 

ALLBATINCS ctl"EIBKTRAN"IIZ"REQUJRBBVALUATORCIOIOlENT. 

oIoql,t.. 

) 


J 



1. Exbibihen-.pawoDlll ClO~ for.mdeniL 
2. Reopee&w 1:beclipity and wonb or• ...,. iDdividuaL 
3. Demo~podhumaD. relatioDi a1dDa. 
"" PromoteepomDftI pan!lltcbool-commvnky' relatioaabipl. 
I. fa opento DeW ideMandprooedwa;~ andacijwato

c:J.nca. 
8. (4ntim'Mprof--.:l crowthtbrouP~ in 

p:ooC-wDlll orpnizatiGlUl,~and attendance at pro­
f-wDlll ClOaf_and-.ti.ap (lUI approved). 

'7. FoIlOWll.tbical and prota.ioDlll praea..- in worki.nc 
wilhp.zpD.,~8Cbool~ and dJ,epubli.c:. 

8. fa puDduIIl. 
II. V_.uadard oral and wrif;t.enEn,;Uab. 

10. MaiataiDla DaRt., appropriate appearance. 

II. ORGANIZATIONAL SKILLS 
1. F."daNjab- and~ to a c:aJeoopp or,uidance and 

CIO'I'raee1jnl'activitiM. 
2. Worb with dJ,e .dministration and rUlt indevelop~ 

.aoalpaliciMand ewriculum to ID8IIIC IItudent .-ill. 
3. Int..p.t.1:beJII"OCl'8II1 ofCOUDIIeIincto 8Cbool and 

ClOIIUIDUlity populatiOllllo. 

m. COUNSELING AND GUIDANCE SKILLS 

1. P1ac. prio,riiy onprovidin,r individual and croup ClOUD­
ealincfor aD cudents. 

2. SeeD to Gewlop in IItudenia~ClOmpet.ency in 
decillion·makiDc and problem40lvinlr. 

3. P.roricleII JUida-Ktiviti. to beIp IIWdentaun.dentand 
tbemMiv..and t.balrrelatio.nllbi~ with othen.. 

"" .A.iAU etndent.w in dJ,e development orpoIIitiftl and .-u.. 
dcaeU'~ 

6. .A.ieta with dJ,e eoordinationand intcpretation of 
etandardi:z:ed &e&ea. 

8. I.m.pnta data from 1:be cumulative~ for II&Uden:m, 
tbIIIir parenSII, and others who are p:ooC.-ionaJly ClODCenIII!Id. 

'7• .A.i.IIa indJ,e id.entification or1ltUdent.w with tIpEICiallMedL
a. p.mcipa_actively _ a member ofdJ,e Child St\ady 

Committ­
e. CIriemIt pal'IIIIItaioMlni ~avai1ah1e to themboth 

wilbinaDd aw:.ide the-=boolll)'etem.
10. s.­_ a ~ pawon to pareniB and.ral!on the 

poowtb aDd development ofc.bildnln. 
11. s.­_ a ClOnaUtam to the et.aJf relative to the needa and 

00DCa:DI orindividuala and crouPL 
12. Worb with teacben and adminiCraton to.-.:t with 

1:bep'lNW"M"'¢of.",rIenr.a inappropriatecour-. 
p."'O&I'&mII, and poade levela. 

13. Coordinate&a JUida-proeram to fadlitate tbe ~ 
development of.tude.nt&. 

14. CoJlec:c. and djeeemi...tee to aiudent.w andIord1eirparema 
C'Ul'ftIIIt informationoneducationand vocational oppor­
'IImis:ia 

16. .A.i.IIaetndent.ain1:be~~to appropriate 
po!It4eOOadaryeducationalpJ....ment, 

18. Provide& activiti.. for lltudenill to develop job ledd,.,. and 
j.b.oJ.d.iqr lIkilJa. 

1'7. Worial with employers. 'VOCational coordinatol"l, and ClOm· 
mvniiyand etale.,..c:ie& to.-.:t in appropriate plaoeme!"lt 
or.,,>dema in pu'Wime and full·time employment. 

- U. "UNSATISFACTORY" 

NA. "1'101' APPLICABLE" 

NO • "1'I01'OBSERVZD' 

CONSUMER SURVEY--SUMMATIVE COUNSELOR EVALUATION 
a-Rd'­

BE • "EXC'B1!ll6 EXPECTATIONS" 
ME • "MEETS EXPECTATIONS" 

m. "NEED8 IMPROV1!!:MENT' 

81CNA'lVR.B ()II' EVALUATOR 

DATE 



~ 

"U B(J: GROUP/CLASSROOM GUIDANCE OBSERVATION FORM<-Qj<'1/1 ..-cr _ ...........11'0. 
 R.Ratinp 
EE • "EXCEEDS EXPECTATIONS" 
ME. "MEETS EXPECTATIONS"!i , ~ ~~~~-----------n~~~~-.~~~~--~~~.~--1 Nt. "NEEDS IMPROVEMENT' 

U • "UNSATISFACTORY" 

NA • "NOT APPUCABLE" 

NO • "NOT OBSERVED" 


I - r._- U»D ~l__ I=-'\a» 

§L PLANNING AND PREPARATION 

1. Objectives ofactivity are clear. 

2. Materials are appropriate. 

n. KNOWLEDGE OF SUBJECT 

1. Demonstrates understanding of information 
presented. 

m COMMUNICATION SKILLS 

1. Displays competency in oral and written 
language. 

CO~~·COUNSELOR 

[j 
r-­

R 

I- ­

r ­
2. Maintains effective communication with the 

i.... ­ group. 

1r IV. INTERACTION WITH STUDENTS 
~ 

1. Utilizes procedures to meet individual and 
group needs. 

r- ­
2. Responds in a fair and positive manner. 

~ 

S. Maintains an environment which --.~.-.- . 
encourages mutual cooperation with 

...... respect. 

COMMENTS· EVALUATOR 

"""'1> 

NC7I'Eo n.____ .................._ ... tIYo ""--__...
oI&he~ 

~01"'_ 



...-...... Social Security No.c:ow:..el.or
\,UB{.(. 

FORMATIVE 
COUNSELOR lDcationANilPunentlGrade 

EVALUATION{~j FORM: ScboalYearTitleEYaluator 
PLANNING 

GOALSIOBJECTIVES STRATEGmSFORCO~ON 

COIOOINTB ·INALllATOIl 

00IDIJIH1'8. OOUNIIELOR 

• VI'................. w LKUI; 
 ~ 

-NOTE: THE SIGNATURE OF THE TEACHER INDICATES SIBE HAS READ THIS DOCUMENT AND HAS DISCUSSED ITS 
CONI'ENTS WITH THE EVALUATOR. 
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Cow:.eI.or Social Security No. 

~i)~
,(f) 

FORMATIVE 
OOUNSELOR 

EVALUATION 
FORM: 

REVIEW 

~entlGrade LocaJ;ion 

Evaluator Title ScboolYaar 

-


PROGRESS ON GOAlS'OBJECTIVES 

. 

___uv· 

,yrl.MoDIO
___.w .... UY Do\1E 

-NOTE: THE SIGNATURE OF THE TEACHER INDICATES SIHE BAS READ THIS DOCUMENT AND BAS DISCUSSED ITS 
CONTENTS wrm THE EVALUATOR. 



SUMMATIVE EVALUATION FOR 
LIBRARYIMEDIA SPECIALISTS 

~lIPI>ott:lo.. 

PAGEIOF2 ) 

R.RatingB 
EE • "EXCEEDS :EXPECTATIONS" 
l\1E • "MEETS EXPECTATIONS" 
;r..."1 - "NEEDS lMPROVEMElloT' 
U. "UNSATISFACTORY" 
NA • "NOT APPLICABLE" 
NO • "NOT OBSERVEC" 

V. PLANNING 

1. Wo:tiu with ad..min.UIira&Ore and. faculty in deve1opin&:' the 
echool'. annual plan of actiOD. 

2. Developa IItratecies for the puhlicizi.nc ofand integration 
in&o cun.iculum 01 new mataial&. equipment and. .... 
vicM that meet the information needs oradmini.t;tra&O .... 
facWty and student&. 

3. Plana joindy with faculty &0 teach and evaluate inst:n1c­
tion in information ac:ce., u.e and communication 
aldlla, u.Gn.I: • Oexible achedule. 

~ 

~ 

~ 

~ 

11 n. SELECIlONlUSE OF MATElUALS 

r-­
r-­

1. Maka~ aftiJahle &0 M:udentll and *-ebe.rs tbroueb 
a .,.....jewlJy-deve1opecl collection (print. non.print., 
equ.ipmem) wttbia. the -=bool and facDi&a,"-_ &0 
~~cublide1beacboaL 

2. ProvIde. lor IIC\Ident and faculty involvement in the ae1eo­
lion and 4mIl:wltion 01materiala and equipment. 

3. ProvidM mat.eriaJa that reD.ect.cudent intereIIta ..weD 
..CIUI'l'iculum need&. 

1["-­

r-­

1r' 
~ 

~ 

VI. INSTRUC'I10NAL Sm..LS 

1. Implementa e«eeti.ve I-1UI_perative1,ywithemde 
level/content __~ in the information euniculum. 

2. Provide. lor individual. smaIl and1arce pvup instruc­
tion in ac-mc. evaluati.ncand communication infor· 
matiOD. 

3. TeaclleI the informationcunieulum at point alneed ..an 
i.ntecr'al~ althe content and o~v_ althe acboaL 

4. Promo,"- an intere.t in nadineand hooD via book taIka, 
IICOry .bouraand otba-..,..cial book pntmoQon -avid.es. 

6. AEata faculty in improvi.nc inltnu:tion tbroueh the WIe 

01cec.bnoloatr and inoorporati.nc intormation IIk:iDa into 
cIa.room cu.nieulum. 

W. PROFESSIONAL RESPONSIBIUTIESIPERSONAL 
QUAI.lIIES 

1. U-carrec:t pammar inboth oral and written com· 
municatiozw. 

1t m. HUMAN RELATION SKIU.S 

r-­

1. Recop.;z. individual d.i.ft'enmOM in1~ akilla, 
int.t!n&s and abilitiaa andprovidM r.o~and~ 

which IDI!IIIt unique r--. 
2. E:dJ.ibita friendly and. helpful attitude &owania admjnictnt· 

tG:'II, faeulty and~ 

3. DemoD.Bt:rataJ enthUllia.trm lor the media proeram. 

4. Suppona and 18 involved in the overall ac:bool propam. 

-
-

3. Provides _ &0 the J.ibnu:oy DUIdia collection (print, DOD­

print., equipment) tbroU&h an accurate and e8'icient 
reC:riAmtl-:ywt.em. 

4. Mainta.i.Da accurate recorda or the coDection (print. DOn· 
p:im. equipment). 

- 6. Pe.rI'OI'IDlI periodic weedin&f (elimination of i.aaccurate 

- mat.eriala) &0 keep the coDec:tion up-to-dat;e. 

-
-
-

3. U_ diacretion in mattere ofconfidenti.aJ..ity. 

4. Repc.:ta to work reculariyand iaprompt. 

6. nr.- profeuionaDy. 

8. Subra.Ilaaccun.tenpoI1aon time. 

'7. Implementa 1Itrateei- identi.&ed in bu.ildin&:' plan or 
a.atioD. 

8. Maintaina open communication with parent.s, ad· 
min.illt:rato....faculty and lltuaentll. 

8. Llnoepti.veto_ idauaand~and CIUlaocep(. 
and adjuAIt to cbana:'e. 

10. Co~ed_tiona! crowth throucb attenda.noe of 
oonf.-and -.ti.np, _ appnwed., membswbip 

-
-

6. Takes an annual inventory ofthe coBeeti.oD. 

'7. Maint:aina aceurate ~ recorda. 

8. LI tboroueh, accu:rate, and uniform in proceaainl'new 
mat.eriaJa for IiUde.ntand faculty uee.. 

9. EncouragesproperCU'e for and WIe ormat.eziala. -..pplie8 
and equipment.. 

inprora.ional orpnizatiolUland keep. al::n.ast or 
current prof-wna! trenda in J.ibrary literature. 

July 7. IQg2 

http:puhlicizi.nc
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SUMMATIVE EVALUATION FOR EVALl1ATE£ YEAR 

LIBRARYIMEDIA SPECIALISTS 

COMMENTS· EVALUATOR 

SIGNATVRE OF EVALUATOR DATE 

COMMENTS· EVALUATEE 

DATEI SlGNATVREOFEVALtJA'IEE 

NO'IE: The signature of the ewl.uatee indicates that he has read this document and has knowledge ofits 
ditsexmtent& 

SUBMlTEVALl1A'110NS FOR REVIEW IN wmCB THERE IS DlSASGBEEMENT BEI'WEENEVALUATOR AND EVALUATEE 
OR IN WHICH THERE ARE FOUR OR MORE "NEEDS IMPROVEMENT' .AND/OR "UNSATISFACTORY" RATINGS. THE 
EVALUATEE CAN REQUEST A REVIEW. 

No o 
SlGNATUREOFBEYlEWER 

July7.,. 



3. ProvidM materiaJa that reflect lltUdent ~ ..well 
..eurricuhun need&. 

m. IWMAN RELATION SKILLSR 
1. Recocniz- individual dit'rere_ in IfllU'D.in&' IIkilla,

imereIItaandabDitiMaDd provids __and ~ 
wbidl maetunique ~ 

2. 	E:xbibia friendly and belp!u1attitude towards ad..mi.ni.IIt;n. 
ton,. facultyand lItudents. 

3. Demolllltr1ltea entl:m.iMm Cor the IDAIdia procnun. 

~ 8upparta and ill involved in the owndl.::bcd procnun. 

IV. MEDIA MANAGEMENT 

1. ProvidM day-ionc _ to the library -ua oenter Cor 
individuaJa, poupe and cla... 

2. 	Maj.ina an invitl.Dc facility withan atmOllpbere condu· 
cive to lltudent WIe ofcar:t.endinc claMroom ~ .. 
well ..punu.inc individual intEreli;t&. 

3. Providee_ to the library-ua coIlection (print. DOn· 
print., equipment) tbrou&han accurate aDd etficieJl1 
retrieval tl)'l'iem. 

~ M.jntajnalNlCUl'ate recorda of the caIleetion (p:i.Gt, non­
print.,equipment). 

6. 	Pcf'onna period.ie w-nne (elimination or inaccurate 
mat.-iala) to keep the collection up-eo.date. 

6. TakM an annual invemol')" of the coUection. 

7. Main1:aina accurate 'bwIine.recorda. 

&. 	La tbo1"o\llh. accurate. and uniform in~ new 
materiaLt Cor lltudent and CaeultyUM. 

8. 	Eooo~_ proper care Cor and WIe ormater:i.abi, 8Uppli_ 
and equipmeni. 

CONSUMER SURVEY 
LIBRARYIMEDIA SPECIALISTS 

PAGEIOF2 

L Demo~ a kDowledce oCbow to eelect., orp.nize. ad· 
mini..... and u:til.ize i.o.ItructioDal media aDd equipment. 

2. De.m~theabilitytoi.atecrat.ethe~aDd .... 
w-ofthe D*iia:prop"lUD wid1 theoneviac~oal 
JIl'OII"UIl in the a:boolr. 

3. Indicates ana~ oCthe book IIIlection policy ofthe 
.,.temand the procedure CorbandJinc the p:-oblem of 
c:haUenpd iutzouctioDal material.&. 

'" ladicate.kDowled.p oC eu.rrent informationlr-.rcbf 
tecbnoJocy. 

n. SELEC'IlONlUSE OF MATERIALS 

L :r.s.u.__ aYllilab!le to IItlldem.. aDd teacben tbroueb 
a .,-.micaDy-d.eveloped collection (prim., DOn·print, 
equip-u) within the ecbool andlacD..itat. ~ to 
~om.idethe-=bool. 

2. Prov.i.cI. Cor IItUdenland faeulty involvement in the eIec. 
tionand evaluation ofmateriaLa aDd equ.ipm.ent.. 

-­

R.Rating& 
EE • "EXCEEDS EXPECTATIONS" 
ME .. "MEETS EXPECTATIONS" 
NI .. "r-.'EEDS IMPROVEl'dEl'i'" 
U .. "UNSATISFACTORY" 
NA .. "NOT APPUCABLE" 
NO .. "NOT OBSERVED" 

1. Worka with administratonl and faeulty in developina' the 
1ICbool'.annual plan ofaction. 

2. Develope 1ItraieIi- Cor the ~oCand inl.eeration 
i.nSo eurriculu.m oC new materiala, equipment aDd -
w- that _ttheinformationn-taof~ 

faculty and 1ltUdema. 

3. PlanaJointly withCaculty to t.cb and evaluate intIUuc­
tion in information.-.UN and communication 
IIk.ilJa. UIIinc a nUl"le .medule. 

VI. INSTRUC'IlONAL SKILLS 

1. lmp1emeua effective 1_l11licooperatively with erade 
level/content _ teacbenJ in the information c::urriculum. 

2. ProvidMCor individual. amaU and Ja:rp croup lnIItrw:. 
non in --me. evaluatincand coDlamni...tion infor­
mation. 

3. Teach. the information C'UI'Iiculum. at point ofneed. ..an 
intecralpart oCthe contentand objeeti_oftbe a:booL 

~ 	Promote. an interelt in r.dinc and boob via book talka. 
&ory boUl'll aDd otherIp8Cial book p:-omotion IId:iv1ti-. 

6. A.iIItII faculty in improvinc iIlIIItnIction throua;b the WIe 

of t.ecbnololY and inoorpoI'atinc information tik:iIla into 
~m CUI'I"iculu.m. 

vn. PROFESSIONALRESPONSIB1L1TIESJPERNAL 
'QOAI.mES 

1. U... col'l"ld p1UD.DlIIl' in both oral and written com­

munication&. 


3. U... di.tcretion in mat'terll oCconfidentiality. 

~ Report. to wodc re,:ularIy and .. p:-ompt.. 

6. Dr-. proC-monall)'. 

6. Subm.i.ta IIOCUl'Bte reporu on time. 

'1. 	Implem.enuatrateci- identified inbu.D.c:U.nc plan oC 

acdon. 


&. Maintai.rw open communication with pa.renta, ad· 

minilRnato .... faculty and 1itUdenta. 


8. Lll'WICC!ptive to DeWid.-and~ aDd can IICCept 
anda.cijaIIt to c:iuanp. 
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.--... Social Security l'oio•Evalwu.e.e 

CONFERENCE! 

OBSERVATION 
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COl\;"I'El\'TS WITH THE EVALUATOR. 
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FORMATIVE 
EVALUATION 

FOR 
LIDRARYIMEDIA 

Location 
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PLANNING 

Evaluator Title Sc:boal Year 

GOAl..S'OBJEC'IlVES STRATEGIES FOR COMPLETION 
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·NOl'E: THE SIGNATURE OF THE EVALUATEE Th'DlCATES SIRE BAS READ THIS DOCUMENT AND BAS DISCUSSED ITS 
CONIENTS WITH THE EVALUATOR. 



> 
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llichmond Public Schools 

ThTENSrvE ASSISTANCE PROGRAM 


INTENSIVE ASSISTANCE PLANNING FORM: 


Soc-.Sec.#: ____________ 

~'------------------------------------- ___________________________AcAgtliiM5'f1Gmde: ____________________ Lo~ 

'lime Frame 

This intensive assistance plan is to be completed for each teacher participating in the Intensive Assistance 
Program and should specify mutually agreed upon objectives and strategies designed to improve teacher 
perlOrmanoe and'or to ensure teacher's professiooal development. 

OBJECTIVE: 

SI'RATEGY (Way the Objective is Achieved): 

ASSESSMENT: 

Da~: ____________________Signature of Specialist:_______________________ 

Da~: _____________________·Signature ofTeacher: ______________________________ 

-NOTE: 	THE SIGNATURE OF THE TEACHER INDICATES THAT SIBE HAS READ THIS DOCUMENT 
AND BAS KNOWLEDGE OF ITS CONI'ENTS. 

lAP lAPF 	 1112193 



IUdWnondPublicSChoo~ 
INTENSIVE ASSISTANCE PROGRAM 


ASSISI'ANCE TEAM:MEETING REPORT FORM: 


Soc.Sec.#: _______________ 

~----------------------------------
A9;ig)i1.e

i 
t.Qade_______________ IU'8lm_____________ 

Dateaf~ Time ofMeeting Place ofMeeting 

1. Purpose of Meeting: 

2. Content ofMeeting: 

3. Outcomes ofMeeting: (PkuuJ for foliow-up/Q.lBiBtance activities, Q.lBignment ofresponsibility) 

~Nea~______~________________________ 

Date Time Place 

f Signature of Principal/Aut. Principal: _____________ Da~:_.__________________ 

Signatwreof~Mer. _______________________________ 
Da~: __________________ 

" Signature of Specialist: ___________________ Da~: ________________ 

-Signature ofTeacher. ___________________ Da~: __________________ 

-NOTE: THE SIGNATURE OF THE TEACHER INDICATES THAT SIHE HAS READ THIS DOCUMENT 
AND BAS DISCUSSED ITS CONTENTS WITH THE CONULTING TEACHER. 

lAP ATMRF 1112193 



Richmond Public Schools 

l1'."TENSIVE ASSISTANCE PROGRAM 


TEACHER INTERVIEW FORM 


Soc. Seef *:___________ 
Teacher:-------------- ­

~tiolnn:~_________________ 

Assignment/Grade:____________ 


School Year: Specialist 

To be completed jointlyby the teacher needing assistance and the consulting teacher. 

1. What classes do you presently teach? 

2. How many students are in each ofyour classes? 

3. How many different classrooms are you assigned to each day? 

4. Is the C1assroom conducive to learning? 

5. Do you have sufficient equipment and materials? 

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

7. Do you have any trouble dealingwith 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 T1F • Page 1 ]/14193 



10. What are your strengths? 

11. How is your general health? 

12. Are youhavingany problems outside school that affect yourjob 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 assistaDce: 

Specialist Date 


Teacher Date 


lAP TIF • Page 2 V14193 



Richmond Public Schools 
INTE.'.NSIVE ASSISTANCE PROGRAM 

ACTIVITY LOG 
TnKEPElUOTh___________________________________ 

Teacher: ________________________ Social Security It: __________ 

AssignmentlGrade: _______________ ~no~_____________________ 

DESCRIPTION/COMMENTSDATE ACTIVITY 

, 


Specialist 

lAPAL 1114183 



---------------------------------

Richmond Public Schools 

INTENSIVE ASSISTANCE PROGRAM 


OBSERVATION/CONFERENCE REPORT FORM 


SocSec.f: ____________~ 'Il:adEr. 

, AWgllllettJGrade: ______________ 
~-----------------------

RECORD OF OBSERVATION: DDE:______________ 

RECORD OF CONFERENCE: DDE:_____________ 

Topics Discussed: 

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

Teacher's Response CIfDesired): 

Dau: ____________________.. Signature of Obaerver: ___________________ 

Dau: _______________·Signature ofTeacher: ___________________ 

-NOTE: THE SIGNATURE OF THE TEACHER INDICATES THAT SIBE BAS READ THIS DOCUMENT 
AND BAS KNOWLEDGE OF ns CONI'ENTS. 

lAP OCBF 



 
 

 
 

 
 

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. 9th St., 
Richmond, VA  23219-1927, (804) 780-7716.  The Section 504 Coordinator is 
Mr. Harley Tomey, Director of Exceptional Education and Student Services, 
301 N. 9th 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 12th Street SW, PCP-6093 
Washington, DC  20202, (202) 245-6700. 
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