
412.  EVALUATION OF PROFESSIONAL EMPLOYEES - Pg. 9

	
	

	
	412.  EVALUATION OF PROFESSIONAL EMPLOYEES



	1.
Purpose


	Evaluation is a continuing process in which the professional employee and supervisor cooperatively identify strengths and weaknesses in the individual's effectiveness as a professional educator.

The objectives of evaluation are to assess and improve performance, encourage professional growth, promote positive behavior, and facilitate attainment of district goals and objectives in order to benefit the district's students.

There shall be a plan for regular, periodic evaluation of all professional employees. 



	2.
Authority
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	The evaluation plan for professional employees shall be in accordance with the state plan for such purposes or in accordance with a plan approved by the Board.



	
	The Board directs that the district shall utilize the state approved evaluation form.



	3.
Guidelines


	The objectives of the district evaluation plan for professional employees are:



	
	1. To identify, improve and reinforce the skills, attitudes and abilities that enable an employee to be effective in achieving district goals.



	
	2. To identify and suggest ways to improve on weaknesses that prevent an employee from achieving district goals.



	
	The evaluation plan shall:



	
	1. Be uniform throughout the district.



	
	2. Include timely conferences with the employee and evaluator to review and sign each evaluation.



	
	3. Group professional employees into position classes based upon duties, responsibilities, and qualifications (i.e., teachers, educational specialists, etc.); the evaluation process shall be similar for all classes of employees.



	
	4. Provide a procedure for assessing duties and responsibilities other than primary functions.



	
	5. Provide a procedure for identifying and commending effective performance and counseling and assisting employees on a professional basis.



	
	

	
	

	
	6. Provide for evaluation of all professional employees annually.



	
	Criteria for Completing the Professional Employee's Rating Form



	
	Personality



	
	1. Maintains personal hygiene:



	
	a. Is well groomed and appropriately attired – appearance is one that sets a good example for the students.



	
	b. Exemplifies good habits of personal cleanliness.



	
	c. Demonstrates good health and vitality.



	
	(1) Is energetic.



	
	(2) Displays good attendance patterns.



	
	d. Is free from distracting personal mannerisms.



	
	2. Maintains professional attitudes:



	
	a. Demonstrates ability to work effectively with students:



	
	(1) Shows good give-and-take relationship.



	
	(2) Does not domineer.



	
	(3) Does not stifle growth by putting students down.



	
	b. Demonstrates ability to work effectively with staff:



	
	(1) Cooperates with peers.



	
	(2) Works harmoniously.



	
	

	
	

	
	(3) Shares ideas and work.



	
	c. Demonstrates ability to work effectively with parents:



	
	(1) Listens to parents.



	
	(2) Meets with parents.



	
	(3) Reports to parents.



	
	d. Demonstrates ability to work effectively with supervisors:



	
	(1) Shows an open-minded, flexible relationship.



	
	(2) Is willing to discuss and share ideas.



	
	(3) Responds positively to change.



	
	(4) Responds in a positive manner to constructive criticism.



	
	e. Adheres to the rules and regulations of the school district:



	
	(1) Is punctual to school and to meetings.



	
	(2) Shows concern in care and use of school equipment and materials.



	
	(3) Leaves building and/or assignments only with proper approval.



	
	f. Assumes and carries out responsibilities:



	
	(1) Submits reports punctually.



	
	(2) Completes all duties as scheduled (bus, playground, etc.).



	
	(3) Completes attendance checks, inventories, requisitions, reports, etc., as necessary.



	
	(4) Supports and enforces district and school regulations.



	
	g. Demonstrates enthusiasm for the educational program:



	
	(1) Generates enthusiasm in classroom work.



	
	(2) Enthusiasm in professional planning (in-service work).



	
	h. Demonstrates professional growth and improvement:



	
	(1) Participates in in-service activities.



	
	(2) Is involved in curriculum development and planning.



	
	(3) Attends professional meetings.



	
	(4) Takes courses and/or reads professional books.



	
	3. Exercises (prudent) judgment:



	
	a. Exhibits sympathetic, empathetic, and realistic responses at appropriate times.



	
	b. Displays qualities of patience, tact, and courtesy.



	
	c. Prevents problems through appropriate decision-making.



	
	d. Shows common sense in dealing with everyday problems.



	
	e. Avoids sarcasm.



	
	f. Exhibits fairness in dealing with students.



	
	g. Is consistent in dealing with students.



	
	4. Maintains poise and composure:



	
	a. Maintains self-control.



	
	b. Approaches educational tasks with confidence.



	
	c. Presents an appropriate behavior model for students.



	
	Preparation



	
	1. Provides appropriate instructional material to meet the student's needs:

	
	

	
	a. Selects material based upon the ability (including reading level), interest and past experience (achievement) of the students.



	
	

	
	b. Previews material and evaluates its value to the topic being taught.



	
	c. Demonstrates a knowledge of instructional materials and how to use them in the preparation of lessons.



	
	d. Materials provide opportunities for students to actively participate in class, to demonstrate their knowledge and skills (communication – oral and written; listening; critical thinking; application; evaluative) and to experience success.



	
	e. Chooses material which stimulates the students' curiosity, motivates them to do additional study/research and promotes creativity by the students.



	
	f. Utilizes a variety of resource materials.



	
	g. Makes provision for the evaluation of materials by the teacher/students to determine its effectiveness and future use.



	
	2. Evidences planning which reflects short and long range objectives and activities:



	
	a. Consistently prepares and utilizes daily lesson plans.



	
	b. Lesson plans provide for continuity of instruction and satisfy the guidelines of the department/grade level (scope and sequence chart).



	
	c. Is knowledgeable of the objectives and activities set forth in the Curriculum Section of the Middle States Report. (Secondary)



	
	d. Identifies immediate and long range instructional goals for students.



	
	e. Respects and utilizes student ideas and experiences.



	
	f. Presentations reveal good organization and thoughtful planning.



	
	3. Keeps abreast of subject matter and special practices:



	
	a. Demonstrates a proficient knowledge of subject matter and related fields.



	
	b. Strengthens competency by participation in a variety of educational endeavors (workshops, conferences, graduate courses, professional reading, in-service programs).



	
	4. Demonstrates appropriate language usage:



	
	a. Articulates and enunciates in an acceptable manner.



	
	b. Expresses ideas and concepts clearly and concisely – in written form and orally.



	
	c. Uses proper grammar in written and oral communication.



	
	5. Demonstrates a willingness to cooperate toward district goals:



	
	a. Accepts and performs assigned tasks.



	
	b. Is reliable in carrying out duties.



	
	c. Is prompt and accurate with reports and other school responsibilities.



	
	d. Actively participates on district/school committees and programs.



	
	6. Communicates with parents about students' progress:



	
	a. Demonstrates ability to report objectively, accurately and fairly.



	
	b. Communications reveal positive attitude towards students and their educational program.



	
	c. Conducts conferences in a professional, courteous manner.



	
	d. Initiates communication with parents when deemed advisable.



	
	e. Maintains current, accurate records.



	
	f. Completes written reports (report cards; deficiency reports;) promptly and accurately.



	
	Technique



	
	1. Provides an educational atmosphere consistent with instructional goals:



	
	a. Does the room reflect current units of study – i.e. – bulletin boards, projects, displays, learning centers.



	
	b. Provides effective motivation for daily lessons.



	
	2. Provides for individual student differences:



	
	a. Groups effectively to provide for different instructional levels.



	
	b. Varies instructional methods and materials to reach all individuals, knowing students learn in different ways.



	
	c. Makes use of support personnel (corrective reading, resource room, parent volunteers, gifted programs, etc.).



	
	3. Encourages students with appropriate reinforcement:



	
	a. Assignments are made with purpose – consistent with instructional goals.



	
	b. Drill and review activities are used to reinforce basic skills/instructional objectives.



	
	c. Acknowledges student contributions.



	
	4. Demonstrates ability to organize for instruction:



	
	a. Groups effectively.



	
	b. Maintains effectively classroom management.



	
	c. Develops and/or uses appropriate instructional materials.



	
	d. Outlines instructional objectives in plan book.



	
	e. Evaluates student progress for more effective instruction.



	
	f. Materials and supplies are ready for use.



	
	5. Utilizes appropriate strategies.



	
	a. Presents key elements of an effective lesson.



	
	b. Uses methods and materials consistent with instructional goals.



	
	c. Attempts to meet individual needs through effective grouping and effective use of support personnel (including parents).



	
	d. Demonstrates effective evaluation techniques.



	
	

	
	Student Reaction



	
	(Student response to activities over which the professional employee has control)



	
	1. Participates in learning activities:



	
	a. Students show interest in class; attentive.



	
	b. Students respond to teacher's questions and ask questions of their own.



	
	c. Students share their experiences, knowledge, and opinions on the subject.



	
	d. Students complete assignments satisfactorily.



	
	e. Students perform satisfactorily in tests and/or assignments.



	
	2. Evidences communication skills:



	
	a. Listening – students demonstrate comprehension of instruction/students listen to their peers.



	
	b. Speaking – students are able to express themselves verbally on the subject.



	
	c. Reading – students are able to read and comprehend the material assigned.



	
	d. Writing – students are able to express themselves in writing on the subject commensurate with their level.



	
	3. Demonstrates work/study habits:



	
	a. Students show pride in their work.



	
	b. Students show evidence of progress on the subject at their appropriate level.



	
	c. Students able to work constructively and independent of the teacher.



	
	d. Students follow teacher's directions. ex., punctual, prepared, and cooperative.


	
	4. Exhibits behaviors conducive to learning:



	
	a. Students learn to evaluate their own work.



	
	b. Students cooperate with the teacher.



	
	c. Students work well independently or in groups.



	
	d. Students respect the rights and opinions of the teacher and peers and exhibit appropriate conduct.



	4.
Delegation of 
Responsibility


	The Superintendent or designee shall prepare procedures for the conduct of employee evaluations which include:
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	1. Evaluations may be conducted by persons designated by the Superintendent.



	
	2. Establishment of procedures to be used in evaluation.



	
	3. Specification of the form used for evaluations.



	
	4. Method of making and retaining records which ensures that entries are based on observable and verifiable facts, all materials will be held confidential, and the employee has an opportunity to review evaluations and append a written statement.



	
	

	
	

	
	

	
	5. Provisions for improving unsatisfactory performance by offering resource aid, recommending how improvement can be effected, and scheduling follow-up conferences to assess change.



	
	

	
	Procedures prepared by the Superintendent or designee shall have the following characteristics:



	
	1. Be clear and unambiguous in intent and language.



	
	2. Establish reasonable standards.



	
	3. Apply in a consistent and uniform manner to all employees in the same class.



	
	4. Be available to employees for review before they are applied.



	
	5. Be reviewed and updated.
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