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Introduction

This document includes the purpose, Leadership Performance Matrix, steps of the process, templates, and resource materials for conducting the evaluation process for supervisors in the St. Johns Public Schools. This process and document were developed as part of the superintendent's goals for the 2007-2008 school year.

Background & Rationale

During the past several decades, the professional literature on the topics of performance appraisal and professional evaluation has changed significantly as have expectations for educational leaders. Whereas there is a growing amount of information about standards and evaluation in the literature, the topic of administrative evaluation is relatively new during the past few years.

Nevertheless, there are guidelines from the research on emerging trends about administrative evaluation processes that can inform new standards and processes. In addition to the literature review, input was obtained from the administrators in the district. The following components are incorporated into the evaluation process for school leaders in the St. Johns Public Schools:

· A comprehensive set of standards, written in a rubric format, which establishes clear expectations for school leaders' role and work in the St. Johns Public Schools. The standards include ten leadership dimensions from the work of Douglas Reeves at the Center for Performance Assessment:

1. Resilience







6.  Faculty Development
2. Personal Behavior




7.  Leadership Development
3. Student Achievement



8.  Time/Task/Project Management
4. Decision Making





9.  Technology
5. Communication





10. Learning
· A component of self -assessment using the rubrics in the standards to promote self reflection for each administrator and to provide the central office supervisor (or designee) with a specific set of standards for appraisal.
· A requirement of goal setting, based on the administrator’s self-assessment and the supervisor's input.
· An opportunity for continuous professional growth in the administrative role that impacts leadership practice and the continuous improvement of student achievement.
· The determination about continuation of the administrator’s contract.
· Reciprocity of learning between the administrator and supervisor about his/her role and work.

Purpose

The overall purpose of the administrative evaluation process is three-fold:

· To ensure the highest quality of educational leadership and management in the district; 
· To promote continuous professional growth in each administrator; and,
· To foster administrator’s reflection on leadership practice.
Roles & Responsibilities

Based on a recommendation of the superintendent, the superintendent and his/her designee will conduct the evaluation process with all principals, assistant principals, directors.

Documents in Evaluation Process

The evaluation process for administrators will be guided by the following steps and will use these documents in the packet of resource materials:
· District Matrix for Administrators
1. Leadership Performance Matrix written in rubric format for self-assessment 
(Appendix A)
· Templates to provide structure and consistency in the evaluation process and documentation 
(Appendix A)

1. Assessment Worksheet

2. Professional Growth Plan Template

3. Summative Evaluation Report Template
· Resource Materials to Ensure Quality and Consistency

1. Four Levels of Performance in Leadership Performance Matrix (Appendix B)

2. Major Components of Professional Growth Plan (Appendix C)

3. Outline for Mid-year Conference between Administrator and Supervisor (Appendix D) 

4. Timeline for Steps in the Evaluation Process (Appendix E)
All templates and other resource materials are available electronically for ease of use by administrator and supervisor.

Steps in Evaluation Process 
The steps in the administrative evaluation process are outlined and described below. Additional steps, paperwork, and/or conferences can be requested at any time by the administrator or the supervisor to strengthen the evaluation process.

Step One - Self-assessment: The administrator completes a self-assessment using the rubrics in the Leadership Performance Matrix by marking month and year (9-08) directly on the rubrics in the Matrix document in Appendix A. The supervisor does the same. Timeline: August.

Step Two - Assessment Worksheet: The administrator and supervisor individually complete the Assessment Worksheet based on reflection on the rubrics in the Matrix. Timeline: August.

Step Three - Planning Conference: The administrator brings the completed rubrics and the Assessment Worksheet to the conference. The supervisor also brings these two items. Using the rubrics and Assessment Worksheets, the administrator and supervisor discuss areas of strength and areas for growth from the worksheets and collaborate to develop three goals for a Professional Growth Plan (PGP). Timeline: September - October.
Step Four - Professional Growth Plan: The administrator will write the PGP based on the three goals agreed upon during the Planning Conference. The template for the PGP is located in Appendix A. Description of each component in the PGP is located in Appendix C. A goal to work on Student Achievement is required whereas the other two goals can be developed in any of the remaining nine Leadership Dimensions in the Matrix. Upon agreement about the written Professional Growth Plan, both administrator and supervisor add their signatures to the PGP. Guidelines and suggestions for goal setting are provided in Appendix A. Timeline: September - October.

Step Five - Mid-year Progress Conference: The supervisor will hold at least one mid-year conference to review and discuss the administrator’s progress with the goals in the PGP. In addition, the supervisor continues to hold informal, ongoing discussions about goals and professional practice, in general, with the administrator as well as conduct on-site visitations via his/her Learning Walks. The steps in the Mid-year Progress Conference are outlined in Appendix D. Timeline: January - February.
Additional Step: If an Improvement Plan is needed for the administrator, it must be written and discussed by March 31. 

Step Six – Summative Evaluation Report: The administrator writes the Summative Evaluation Report and shares it with the supervisor for review. The template for the Summative Evaluation is located in Appendix A. Timeline: May - June.

Step Seven – Summative Evaluation & Conference: The supervisor adds comments to the Summative Evaluation Report and conducts the Summative Conference with the administrator. Upon agreement about the written Summative Evaluation Report, both administrator and supervisor add their signatures to the document. If there is disagreement about the Summative Evaluation Report, another conference may be scheduled. Timeline: May – June.
Timelines

The timelines for each of these steps in the evaluation process also are included in Appendix E.

APPENDIX A
Templates for Evaluation Process
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Assessment Worksheet
Administrator _____________________________________ School Year _______________________

Supervisor _____________________________________ Date of Planning Conference ​​____________


Leadership Dimensions

Resilience





Decision Making





Leadership Development Personal Behavior



Communication





Time/Task/Project Management
Student Achievement


Faculty Development



Technology

  (required goal)














Learning






Using the specific domains and elements in the rubrics of the Leadership Performance Matrix for the 

St. Johns Public Schools, the administrator will mark his/her assessment of each Leadership Dimension in the actual rubric boxes, noting the month and year that the assessment was completed in the evaluation process (8-08). After completing the rubrics, and in preparation for the Planning Conference with the supervisor to discuss possible goal areas for the Professional Growth Plan, the administrator will complete this Assessment Worksheet. The supervisor will do the same prior to the Planning Conference. This careful analysis will enhance the nature of the dialogue between the administrator and supervisor during the Planning Conference.
Noted Areas of Strength Based on the Self-assessment of the Rubrics in the Matrix 
(completed prior to the conference with supervisor)

Possible Area(s) for Growth Based on the Self-assessment of the Rubrics in the Matrix 
(completed prior to the conference with supervisor)

Suggested Goal Areas for the PGP Based on this Conference (completed during conference)

Professional Growth Plan
Administrator ________________________________
Supervisor __________________________

School Year _________________________________    Date of Planning Conference ____________


Goal One re: Student Achievement:
Rationale:

Action Steps & Timeline:

Evidence of Success:

Goal Two re: _______________________________________:
Rationale:

Action Steps & Timeline:

Evidence of Success:

Goal Three re: ______________________________________:
Rationale:

Action Steps & Timeline:

Evidence of Success:

Administrator’s Signature _________________________________
Date ​​​______________________

Supervisor’s Signature ____________________________________
Date ​​​______________________

Summative Evaluation Report

Directions

In an attached document, the administrator will write a separate response to each of the following questions and statements based on the progress and/or accomplishment of the three goals in the Professional Growth Plan.

Part One 

List the evidence or specific indicator(s) of goal accomplishment to be shared with the supervisor during the Summative Conference. The administrator may choose to bring the actual items to the Summative Conference.
Part Two 

Please respond to each of the following reflective questions for each of the three goals in the PGP:
a. What went particularly well as you worked on this goal in your Professional Growth Plan?
b. What did not go as you had expected?
c. If you had a chance to begin again, is there anything you would do better and/or differently?
d. What has been your major learning/growth as a leader from this goal?

e. Where will you head next with this goal?
f. What significance has this goal made in your leadership practice?
g. Other observations and/or reflections?
Part Three

Attach the Assessment Worksheet and Professional Growth Plan to this template.
Part Four

Administrator’s Additional Observations and Comments:

Leadership Dimensions

Resilience





Decision Making





Leadership Development Personal Behavior



Communication





Time/Task/Project Management
Student Achievement


Faculty Development



Technology

  (required goal)














Learning






Part Five

Supervisor's Observations and Comments:


Goal re: Student Achievement:

Goal re: ________________________:

Goal re: _______________________:


Additional Observations and Comments:

Suggestions from Summative Conference dialogue for next year’s goal setting (also note if any goal 

will be continued into the next school year):

Part Six
Date of Mid-year Progress Meeting: ________________________________________
Date Final Review of Plan Completion: __________________________________ 

Recommendation:  ____ Continuation of Contract     ___ Placement on Improvement Plan
Administrator’s  Signature ____________________________________
Date _________________
Supervisor’s Signature ______________________________________
Date ___________________
RESOURCE 

MATERIALS

Contents:

Levels of Performance in Leadership Performance Matrix ……. Appendix B

Major Components and Examples of Professional Growth Plan
Appendix C

Mid-year Conference Outline for Dialogue 
Appendix D

Timeline for Steps in Evaluation Process
Appendix E
APPENDIX B

Levels of Performance
The following levels of performance in the Leadership Performance Matrix for the St. Johns Public Schools are explained below and will serve to assist both administrator and supervisor with the Self-assessment and Assessment Worksheet as both parties determine areas for goal setting during the evaluation process. 

· Exemplary leaders provide performance that is far beyond proficient. One of the distinctive characteristics of exemplary leaders is that they have system-wide impact. They routinely share their ideas, mentor other leaders, and see their role not only as the improvement of the part of the system for which they are personally responsible, but as an agent of system-wide improvement.

· Proficient leaders meet the requirements for organizational success. Their performance is both necessary and sufficient for their continued employment. Proficiency is a challenging, rigorous, and demanding standard of achievement. Leaders can be proud of achievements. Nevertheless, they are able to understand clearly that their present level of performance is not exemplary, but on a path toward exemplary.

· Progressing leaders understand what they must do in order to become proficient and have the desire and personal motivation to make the decisions necessary to become proficient. While not yet proficient, the progressing leaders can benefit from coaching, constructive feedback, and clear expectations for improved performance.

· Leaders who consistently do not meet standards do not have the future in a leadership role with the organization. The question is not if they are counseled out of the profession, but when. Ineffective organizations will wait until a crisis to take action, and the impact of their delay will cost the organization and its people dearly. Effective organizations will identify, define and document inadequate performance and make the necessary changes very quickly.

Adapted from Douglas Reeves’ Work. 2004.

APPENDIX C
Major Components of Professional Growth Plan 
Goal 
Each goal in the Professional Growth Plan (PGP) should emerge from the administrator’s self-assessment using the Leadership Dimensions rubrics. Likewise, each goal should reflect building and/or district goals whenever possible. There are many types of goals an administrator might pursue depending on the type of growth s/he desires and the district encourages. 
Administrators are encouraged to use a variety of activities, strategies, resources, and professional development to accomplish their goals and to choose specific evidence or indicators of progress to measure their accomplishment of each goal. 

Goals are only valuable when their attainment can be, and actually is, assessed. Goals that can be effectively assessed:
1. Are specific and focused rather than broad and and/or overly general;
2. Require reasonable resources and artifact data collection for evidence;
3. Are tied to measurable outcomes; and,
4. Are, whenever possible, tied to student achievement.
Rationale for Goal

When determining the rationale for each goal, there are three key questions to consider:
1. What are the reasons or need for establishing the goals for the PGP?
2. How does it relate to the Self Assessment, the Matrix, and the goals in your school and/or district?
3. What kind of goal best fits the professional growth the administrator seeks?
Action Steps and Timeline to Accomplish Goals
When determining the strategies and activities to accomplish the goals, there are two key questions to consider:
1. What are the steps the administrator plans to take to accomplish each goal?
2. What are the strategies s/he will use and/or the activities that will lead him/her to the accomplishment of each goal?

Evidence of Success of Goal Accomplishment
When choosing artifacts and forms of data to collect to assess goal completion, there are three key questions to ask:
1. In what ways will successful goal attainment be manifested? 
2. What documents or pieces of information can be developed or collected which will indicate whether or not this happened, and to what extent it happened?
3. How will the artifacts/data provide specific evidence of progress or accomplishment?

Artifacts and data are the items that will be collected to indicate progress made toward accomplishment of each goal. Each goal can be supported by one or more types of artifact/data. Evidence is some characteristic of the artifact or data that shows the degree to which the goal was accomplished.

APPENDIX D
Mid-year Conference between Administrator and Supervisor
Purpose of Mid-year Conference 
The overall purpose of this mid-year conversation with each administrator is to keep communication channels open and determine progress with the goals established in the Professional Growth Plan.
Specific Outcomes
· To provide an update of progress the administrator has made on the established goal;
· To determine the evidence accumulated so far to demonstrate that progress;
· To identify the impact of this goal;
· To conduct dialogue about the administrator's learning as the goal work has progressed;
· To determine any additional support, if needed, for continued goal progress;
· To explore any ideas that may be emerging for future goals;
· To reflect on the progress each administrator is making with his/her practice of Learning Walks as part of the work as an instructional leader/supervisor or other district practices; and,
· To obtain any specific feedback or input on ways the superintendent and central office can provide more effective support for the administrator's role and work.
Procedures

This mid-year conference will be rich with reflection on practice, dialogue about goal progress and suggestions for further professional growth.

Guide for Dialogue

Goal Progress
1. Bring a copy of your goals to the conference.
2. Please present the goals that you established this fall. Now, provide an update of your progress so far with each goal.
3. What evidence do you have to document your progress so far? (Evidence might include artifacts, data, samples of work, etc.)
4. What has been the impact of this goal on school culture/supervisor growth and/or development/student learning/parent involvement, etc?
5. In what ways have you sought professional learning to assist your progress with this goal?
6. What has been significant learning for you, as an administrator, as you have worked on this goal?
7. What ideas for next year's goals (or which Leadership Dimensions) are beginning to emerge in your reflections?
Learning Walk.
1. Describe your progress with incorporating Learning Walks into your instructional supervision practice. What is your evidence?
2. What are you learning from your Learning Walks this year?
3. What new ideas do you have for goal setting, professional development, collaborative work, etc. as a result of your Learning Walks?

Summary of Feedback
1. Superintendent's overall view of administrator’s performance
2. Inquiry about any needed support from superintendent and/or central office
APPENDIX E
Timelines
As noted in the explanation of steps in the evaluation process, there are specific timelines for each step:
August





Step One – Self-assessment


August





Step Two – Assessment Worksheet


September - October

Step Three – Planning Conference


September - October

Step Four – Professional Growth Plan 



January - February

Step Five – Mid-Year Conference


May – June




Step Six – Summative Evaluation Report


March 31




If Improvement Plan is needed



May – June




Step Seven – Summative Evaluation Conference
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