GBI
Evaluation of Certified Personnel
GBI

The evaluation policy and evaluation instrument adopted by the board governing evaluation of certified teachers is filed in the central office with the clerk of the board and may be published in the teachers' handbooks.


Availability of Evaluation Documents

Evaluation documents shall be available to the superintendent, and other administrators under whose supervision the teacher works, and others authorized by law (See GAK)


It is the belief of the board, administration, teachers, other certified personnel and the community that these evaluations should provide the best opportunity for an employee to learn his/her strengths and possible weaknesses and to improve his/her effectiveness, thereby improving the instructional program in the district.  These evaluations should be a continuous process and should be consistent with the district goals based on the needs of students.


Board policy provides that evaluation documents shall be available to the board, the superintendent, the administrator who evaluates, the teacher, the building administrator under whose direct supervision the teacher will work and other authorized by law.

Approved:  7/1/2003
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Philosophy and Objective of Teacher Appraisal

The professional staff of U.S.D. #105, Rawlins County, realizes that performance evaluation is a continuous process on both formal and informal levels.  There is also a realization that through the proper use of techniques and methods of teacher appraisal, the school system can perpetuate quality trained personnel.  Evaluation provides opportunities for formal and informal recognition of successful performance as well as a formal means of implementing the improvement of performance and to work together to achieve and assess the results.
GBI-R
Evaluation of Certified Personnel
GBI-R-2
The emphasis in performance evaluation shall be for the evaluator and teacher to cooperatively explore options to promote excellence in the instructional setting.  This shall be referred to as the "Formative Evaluation Process."  This process may involve two general objectives:

1)
Recognition of areas of commendable or acceptable performance;

2)
Promotion of a professional growth plan.

A second and more focussed evaluation process may be initiated in the event a teacher has identifiable difficulty performing at an acceptable standard as identified by school policy or the school administration.  In such instances, a "Summative Evaluation Process" will be initiated which will require a written identification of performance areas where improvement is needed and a follow-up plan for elevating performance to an acceptable level.


In these ways, it is believed that the best interests of the Board of Education, staff, students and community can be assured by constantly striving for the highest possible level of professional performance.


In addition to the above, all staff members are encouraged to consistently self-evaluate their own effectiveness in accordance with district goals. 


Criteria

In evaluating each staff member, consideration should be given to the following personal qualities and attributes:


a.
Effectiveness in Teacher/Student Interaction


b. 
Effectiveness in Curriculum Development and Professional 



Improvement


c. 
Effectiveness in Relationship With Colleagues


d. 
Effectiveness in Contact with Parents and Community


e. 
Effectiveness in Contribution to the Total School Program

In addition, when considering employment status of any employees, the district may give consideration to physical and mental health of the employee.
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Procedures 


A.
Evaluation Implementation--Teachers and Instructional Related Staff.    

This policy, together with the district's evaluation form, is to be included with adequate explanation in all policy handbooks.  These handbooks, which are revised annually and distributed to all personnel at the beginning of each school term, will be the official means of informing all personnel of the evaluation procedure of the district.  In accordance with the following guidelines, the administration is charged with the responsibility of discussing and carrying out evaluation objectives and procedures with the  staff.


Standard and Special Evaluation Procedures

The following outline the purposes and actions related to teacher evaluation procedures which are to be followed to remain in compliance with K.S.A. 72-9001 et seq. and the policies of this district:


STANDARD EVALUATION PROCEDURES

1.
Pre-Evaluation Conference. 



No later than the 20th working day of the school year, the principal will conduct a pre-evaluation conference with all teachers, at which time at least the following actions will take place:

a) 
Provide each person to be evaluated a copy of this document which shall include the evaluation general procedures, the evaluation document and guidelines for use of that document;

b)
Discuss with the person to be evaluated a general procedure which will be used in the formal observation and evaluation which shall include  a review of the form(s) to be used in recording the evaluation;

Other activities which may be considered at this conference include the following:

c)
Set a date and time for the first class visitation;

d)
If appropriate, discuss particular performance characteristics which will be given consideration (especially if the focus will be on the Clinical Teaching skill model);
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e)
Inform the teacher if scripting of a lesson segment is planned;

f)
Set the date for the post evaluation conference.

It may be more appropriate to discuss items C through F at a later pre-observation conference if there will be a significant delay between this first conference and actual observation (See #4).


2.
Cycle 1 (Formative Review) -- Evaluation of 1st & 2nd Year Employees and 3rd Year Non-tenured Employees / Formative.


All certified employees with one, two or three years of non-tenured employment in the district will be evaluated in a class or other appropriate setting at least twice each semester.  The principal may elect to fill out the appropriate forms only once each semester, based on two or more observations.  The formal document and post-evaluation conferences must be completed no later than the 60th working day of each semester.


3.
Cycle 2 -- Evaluation of All Employees Not Covered Under #2—Formative Review

It is the policy of USD #105 that all certified employees, during the third year of tenured employment in the district, must be evaluated at least once per year, no later than February 15th.  All tenured certified staff members will be evaluated a minimum of once every two years.  Tenured staff members may request to be evaluated each year.  The building administrator may choose to evaluate tenured staff members each year.  Observations will be made during the year when a formal evaluation is not being conducted.


4. 
First Observation Pre-Evaluation Conference.



The first observation in the formal evaluation sequence must be established no later than three working days in advance by means of a pre-evaluation conference.  The evaluator will outline any specific concerns, such as lesson design, presentation of lesson, pre-planning for the lesson, communication processes by teacher, motivational activities, use of materials, A-V equipment, etc.  The specific topic (in an on-going lesson) shall be predetermined for purposes of the evaluation observation.


5. 
Second Observation in Each Evaluation Sequence.



The second and following observations may be spontaneous on the part of the evaluator.

GBI-R
Evaluation of Certified Personnel
GBI-R-5

6.
Post-Evaluation Conference


The evaluator and the teacher will conduct a post-evaluation conference within ten working days following any formal evaluation period (one or more observations leading to a formal document).  If a completed evaluation form is to be the result of the observation, the teacher will be provided a copy at least two working days prior to the conference.  Otherwise, a prepared copy of the script or other documentation resulting from the observation will be provided.  The evaluator will determine the type of conference to use but both parties may choose to discuss any aspect of the observation or the conclusions drawn.

SPECIAL EVALUATION PROCEDURES

7.  Cycle 3--Summative Evaluation Structure





This process shall apply only to teachers eligible to be on the Cycle 2 evaluation schedule (tenured teachers).  Movement into a Summative Evaluation Structure shall be only as a result of the identification of concerns within specific areas of formal evaluation (see the evaluation form) or as a result of action on the part of the teacher which may be dangerous to the welfare of students, the teacher or other teachers. With the placement of a teacher on the Summative Evaluation Structure it is assumed that the nature of the problem(s) are serious and/or broad-based.  It is a judgment call whether or not to implement this type of procedure and it shall be applied only after Standard Evaluation Procedures have failed to show acceptable performance.

 
In some cases, the specified dates for conclusion of the evaluation process (K.S.A. 72-9001) may not provide sufficient time to make a judgment on the future employment status of the employee.  Should that be the case, the documents will be concluded in accordance with law and this policy with any follow-up evaluation and/or documentation necessary to make a judgment on contract related matters to be attached as a supplement to the original document.  In any event, a final decision involving contract renewal will be made according to dates as established by state statutes.
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8.  Summative Evaluation Procedures


The following are procedures or options to be followed and/or considered if a teacher is placed on a Summative Evaluation Structure:

1)
NOTIFICATION:
In all cases, the teacher will be specifically notified, in writing, that a Summative Evaluation is in process;

2)
IDENTIFICATION:
If the problems are instructional in nature, the evaluator must specifically identify areas of unacceptable performance and offer and/or provide assistance necessary to remediate the identified concerns;

3)
PEER ASSISTANCE:
Where appropriate, the teacher can request and/or the principal may suggest the use of a peer assistance team to assist in areas of identified unacceptable performance.  A peer assistance team is a group of teachers (two or more) perceived by the one being evaluated and the evaluator as being qualified to assist with improvement in one or more of the identified areas of unacceptable performance.  The evaluator can not compel the use of such a team.

4)
PROBATION:
Probation may be considered as an alternative to more severe action.  Normally, a teacher placed on the Summative Evaluation Structure would be provided a specified amount of time to raise unacceptable performance to an acceptable level.  As a practical matter, this would normally be a period of time within a given school year up to a date when the evaluator would be required to make a recommendation regarding future employment status of the teacher.  If, in the judgment of the evaluator there is justification, e.g., progress has been made but deficiencies still exist, the evaluator may recommend that the teacher be placed on a probationary status as a third alternative to either lifting the summative evaluation status or recommending the teacher's contract be terminated or non renewed.  The probationary status can not extend beyond the next contract year and would be removed at any time performance reaches an acceptable level.
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RIGHTS AND RESPONSIBILITIES

9. Due Process Rights


Nothing in these Procedures, Policies of the district or the Evaluation Document is intended or should be interpreted to abridge or deny the rights of a teacher to due process of law.  Both the teacher and principal should be totally familiar with the evaluation procedure set forth in this document, in policy, and in the evaluation form adopted by the district.


*K.S.A 72-9001 et seq. provides for all first, second and third year teachers in a district to be on a non-tenured status unless they have obtained tenured status in another district or at a prior time in the district of current employment, then only a two year probation period is required prior to receiving tenure except that teachers previously tenured in this district will be tenured on reemployment.  Teachers will be placed on the Cycle 2 evaluation schedule when tenure is received.

B. Responsibility for Evaluation
The primary responsibility for written evaluation in the district will be as follows:


1.
The board has primary and final responsibility for the evaluation of the superintendent.


2. 
The superintendent has primary responsibility for the evaluation of the building principal.


3.
The building principals have primary responsibility for the evaluation of all other certified personnel.

Administrator evaluation will be carried out in accordance with K.S. A. 72-9001 et sec.

C. 
Self-Evaluation.        Self-evaluation is to be considered an integral and important part of the total evaluation program.  Prior to formal evaluation conferences, employees are expected to thoughtfully and carefully evaluate themselves on the district's adopted evaluation form.  This self-evaluation is to serve as a portion of the basis for the formal evaluation conference and a copy will be turned in to the evaluator with the evaluatee 
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keeping a duplicate.  The evaluator is required, however, to ascertain through examination of the form during conference that the employee has conscientiously endeavored to his/her own performance – recognizing both his strengths and unique capabilities as well as the areas in which improvement should and can be achieved.

D.
Formal Evaluation Acknowledgement.
Formal written evaluations must be signed by the evaluator and by the employee acknowledging that a conference was held and that the employee is aware of the contents of the evaluation document and that it has been thoroughly discussed with the employee.  Any rating of three (3) or four (4) must be explained in the space provided on the form or on a separate attached sheet.

E.
Informal Conferences and Observations.
In addition to the formalized evaluation procedures, it is the expectation that frequent informal observations and conferences of an informal nature will take place concerning improving the quality of performance.

F.
Instructions for Use of Evaluation Form.         The following is an explanation of how the evaluation form will be used and shall serve as the cover sheet for the document which shall become a part of the teacher's personnel record (following page):
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RAWLINS COUNTY USD #105
DISTRICT STAFF EVALUATION FORM

NAME________________________________ ASSIGNMENT___________________________

YEARS IN DISTRICT_________ BUILDING________________________ DATE___________

The following are intended to assist in identification of components of the evaluation document:

STATEMENT:    A statement is identified by a number (1, 2, etc.) and represents a major consideration in teacher performance.  Following each statement are four blank boxes in which evaluation references will be placed, under the proper standard;

STANDARD:
A standard represents a level of performance.  There are four standards of performance (satisfactory, needs improvement, not satisfactory, not observed.) found above the blank boxes;

ACTIVITY:     An activity is identified by a number referred to as an evaluation reference number e.g. A.1 means statement A number 1.  This number identifies a specific performance activity associated with a specific statement.  

------------------------------------------------------------------------------------------------------------
INSTRUCTIONS
Each of the lettered items which follow is a competency/criterion statement deemed to be significant in the professional performance of an Rawlins County USD #105 teacher.  Each of the numbered items specify a measurable/observable activity of a corresponding statement as it may be applied to a given teacher's work in a particular assignment or duty.  Not every numbered statement will apply in every situation, although the lettered standards are intended to cover the teacher's potential domains of performance.

Performance should be indicated by placing the evaluation reference number of the activity in the appropriate category box which is both to the right of the competency/criterion statement and under the standards for evaluation.  Activities not observed or deemed not applicable should be recorded under the appropriate standard.

Standards which require comments or for which the evaluator chooses to make comments should be placed in the appropriate space or be added as a supplemental statement on a provided form.  Comments should clearly identify the statement and/or activity to which they apply.  The following are sample comments:

2-A.5
The teacher exceeds criteria in implementing the district curriculum and demonstrates ability to evaluate curriculum (exceeds criteria);

2-A.4
The teacher needs to try new methods which involve incorporating new materials in the classroom (growth desirable).
EVALUATOR'S SIGNATURE________________________________
DATE____________

TEACHER'S SIGNATURE___________________________________
DATE____________

By signing this evaluation profile, the employer and employee are agreeing
 only on the issue that the evaluation was completed and discussed.
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TEACHER RESPONSE:  The teacher has 10 working days to submit a written response which will be made a part of this document.

G.
Response.
At any time not later than ten working days after the evaluation conference, the employee may respond in writing to the evaluation.  A copy of the response shall be attached to the evaluation and kept with the employee's personal file.  The response may also include a request for a review by the next higher authority in the chain of command.  It will than be his responsibility to review all aspects of the evaluation to determine if proper procedures were followed.

H.
Filing Procedure and Availability .  
A copy of the evaluation documents and responses thereto shall be available to the evaluated employee, the administrative staff making the same and other persons specified in writing by the employee.  All such documents shall be placed in the personnel folder in the district office.  The document shall be available for inspection only to the board when acting in its official capacity and to the board and the administrative staff of any school to which such employee applies for employment.



I.
Security of Records.
All evaluations are to be made in writing and the documents and responses thereto shall be maintained in the employee's personal file for at least three years from the date each evaluation is made.




J.
Evaluation Forms
The above policy plus the forms which follow as Appendix A , Rawlins County USD #105 Evaluation Document, Appendix B, Principals Evaluation Form, and Appendix C, Superintendent's Evaluation Form, constitutes the evaluation policy for USD #105, Rawlins County.

Approved:  7/1/2003









