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TEACHER AND ADMINISTRATOR EVALUATION 

MONROE COUNTY SCHOOLS 

 

INTRODUCTION 

 
 A comprehensive system for teacher evaluation is an essential component of improving the 

teaching and learning process.  In order to develop and implement an evaluation system for Monroe 

County, a committee comprised of teachers and administrative personnel was established.  This report, 

including the evaluation system and instruments, was developed by their efforts and subsequently 

reviewed and approved. 

 

ASSUMPTIONS 

 
In the development of the evaluation system, the Evaluation Committee made the following assumptions: 

 

 The public is holding schools more accountable for the achievement and behavior of students. 

 

 The public expects that school personnel will be evaluated on a regular basis. 

 

 The evaluation process should be a means of professional self-actualization.  It is our 

professional responsibility to grow and improve. 

 

 Evaluation can be a positive approach to improving teacher and administrator performance. 

 

 Teachers and administrators have a strong desire to be successful. 

 

 All evaluations must be based on performance criteria, which are understood clearly by those 

being evaluated and those conducting the evaluation. 

 

 Effective evaluation must emphasize continued improvement rather than a post-performance 

rating process. 
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SCHOOL AND TEACHER EFFECTIVENESS AND PRODUCTIVITY 

 

 As a basis for establishing an evaluation system, the committee reviewed the literature and research 

related to effective schools.  The following are characteristics of effectiveness that educational programs 

should demonstrate: 

 

 All decisions should be driven by data. 

 Strong and facilitative instructional leadership. 

 High expectations for each student. 

 High expectations for all faculty. 

 Emphasis on learning as the top priority. 

 A pleasant and orderly atmosphere. 

 Stress on rewards rather than punishments. 

 Continual monitoring of student progress. 

 Existence of a short and long-range plan of action. 

 Committed to mastery of subject matter. 

 Yearly evaluations of program and staff. 

 Active parent and community involvement. 

 A professional development system for teacher/administrator improvement. 

 School-wide academic goals which are clearly defined. 

 A curriculum which is closely linked to school-wide and district-wide goals. 

 Basic rules of conduct are clearly established and consistently enforced. 

 All certified personnel shall adhere to all board policy and professional code of ethics. 

 Teachers hold high expectations for students and for themselves. 

 Teachers check student progress on a frequent and systematic basis. 

 Teachers assign meaningful homework and monitor it carefully. 

 Students take responsibility for their own learning and behavior. 

 Students spend school time actively engaged in learning. 

 Teachers choose curriculum materials that match students' abilities. 

 Teachers rely on a variety of teaching strategies to help students achieve a high rate of success. 

 Teachers and principals care about students and communicate that message to parents and students 

in words and deeds. 

 Principals, who are strong leaders, listen and act upon requests from students, teachers and support 

staff. 

 Parents and community members are encouraged to participate in school activities. 

 Teachers are kept up-to-date on instruction and technology through planned professional 

development. 

 

The evaluation system contained in this report is directly related to the characteristics of school and 

teacher and administrator effectiveness listed above.  The goal of the Evaluation Committee is not only 

to improve upon the evaluation system but also to create and maintain a system that will enhance 

student achievement through more effective and productive instructional practices in the schools and 

classrooms. 
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DEFINITIONS 

 

Teacher - any certified staff person who directly instructs students 

 

Administrator - any certified staff person who devotes the majority of his/her employed time to service 

as a principal, assistant principal, supervisor, coordinator, director, assistant director, administrative 

assistant, finance officer, pupil personnel worker, guidance counselor, or school business administrator 

including the superintendent and any assistant, associate, or deputy superintendent 

 

Other Support Staff - any certified staff other than teacher or administrator 

 

Evaluation - the process of assessing or determining the effectiveness of the performance of the 

certified employee in a given teaching and learning or leadership and management situation, based on 

predetermined criteria, through periodic observation and other documentation such as portfolios, peer 

reviews, walk throughs, products and performances.  Evaluation shall also include the establishment 

and monitoring of a professional growth plan 

 

Formative Evaluation - a continuous cycle of collecting evaluation information and interacting and 

providing feedback with suggestions regarding the certified employee's professional growth and 

performance 

  

Summative Evaluation - the summary of, and conclusions from, all evaluation data, including but not 

limited to the formative evaluation data.  The summative evaluation occurs at the end of an evaluation 

cycle.  Summative evaluation includes a conference involving the evaluator and the evaluated certified 

employee, and a written report on district adopted evaluation forms 

 

Observation - any process of gathering information in the performance of duty, based on 

predetermined criteria in the district plan 

 

Pre-observation Conference - a meeting involving the evaluator and the person being evaluated for the 

purpose of reviewing performance criteria, reviewing procedures and data collection, etc., reviewing 

lesson plans (if appropriate) and scheduling observation(s) (if appropriate) 

 

Post-observation Conference - a meeting involving the evaluator and the certified employee being 

evaluated for the purpose of providing feedback from the evaluator, analyzing the results of the 

observation(s) or other information to determine the accomplishments and areas leading to 

establishment or revision of a professional growth plan or corrective action plan as needed 

  

Performance Criteria - performance areas, skills, or outcomes on which the certified employee shall be 

evaluated based on position and the district plan 

 

Indicators - measurable behaviors and outcomes, which demonstrate performance criteria 

 

Standards of Performance - acceptable qualitative or quantitative level of performance expected of 

effective teachers or administrators 

 

Position - a professional role in the school district (e.g., teacher, secondary principal, supervisor of 

instruction) 



  

Revised 2012 

 

 

4 

 

Job Category - term used to signify a group or class of positions with closely related functions (e.g., 

principal, coordinator, and director) 

 

Evaluation Cycle - an evaluation cycle consists of a minimum of one formative evaluation, the 

development of and evaluation of a professional portfolio, periodic classroom walk throughs, and one 

summative evaluation.  A cycle is completed annually for all certified staff. 

 

Base School - a designation of certified personnel assigned full-time to a school.  The Superintendent 

assigns itinerant teachers to a base school 

 

Professional Growth Plan - a plan whereby the person being evaluated establishes goals for enrichment 

and development and the assistance of the evaluator is identified.  The individualized plan includes 

objectives, a plan for achieving the objectives and method for evaluating success.  The individualized 

professional growth plan shall be aligned with teacher standards, specific goals and objectives of the 

school improvement and professional development plans.  The professional growth plan is to be 

completed and reviewed with the evaluator during the first two months after reporting for employment 

 

Corrective Action Plan - a strategic plan to assist teachers in meeting set standards.  This will include 

areas for corrective action, goals, strategies, target date and status 

 

Walk Through - a brief visit to a classroom to monitor instruction by a school or district administrator 

 

Met – evaluatee has shown evidence of satisfactorily demonstrating the standard 

 

Not Met – evaluatee has shown little or no evidence of demonstrating the standard 
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POLICY STATEMENT 

 

1. The specific purposes of evaluation will be 

a. to improve instruction 

 b. to provide a measure of performance accountability to citizens 

 c. to foster professional growth and give assistance to certified employees 

 d. to support individual personnel decisions. 

 

2. It is the policy of the Monroe County Board of Education that all certified employees will be 

evaluated on a regular, systematic basis.  All evaluators shall be trained, tested and certified 

according to 704 KAR 3:345, Article 2-3.  All evaluators shall maintain certification according to 

704 KAR 3:345.  All evaluators will be trained annually on the local evaluation process. 

 

3. All certified employees will be evaluated annually. 

 

4. The superintendent will be evaluated annually.  The Evaluation process developed for the 

superintendent by the local board of education shall include provisions for assistance for 

professional growth of the superintendent pursuant to KRS 156.111. 

 

5. The principal or immediate supervisor of their base school will evaluate all itinerant teachers.  The 

principal or immediate supervisor of all schools in which they serve may evaluate itinerant 

teachers. 

 

6. The evaluation of each employee shall be conducted by the immediate supervisor.  Additional 

trained and certified administrative personnel may be used to observe and provide information to 

the immediate supervisor.  If requested by the teacher, observations by another teacher trained in 

the teacher’s content area or by curriculum content specialist shall be provided.  The selection of a 

third party observer, shall if possible, be determined through mutual agreement by the evaluator 

and evaluatee.  A teacher who exercises this option shall do so, in writing to the evaluator, by no 

later than February 15 of the academic year.  If the evaluator and evaluatee have not agreed upon 

the selection of the third-party observer in five working days of the teacher’s written request, the 

evaluator shall select the third-party observer.  

 

7. All evaluations of certified employees (except the Superintendent) shall be documented on 

approved district forms and shall become part of the official personnel record. 

 

8. Each evaluation cycle of certified employees shall include professional portfolio, walk throughs, 

formative and summative procedures. 

 

9. All monitoring or observations of the performance of a certified employee shall be conducted with 

the full knowledge of the employee. 

 

10. The evaluation criteria and process used to evaluate certified personnel shall be explained to and 

discussed with certified school personnel no later than the end of the first month of reporting for 

employment for each school year.  This shall be accomplished in groups or individual setting.  The 

primary evaluator shall be responsible for documentation of the orientation of all certified 

personnel assigned to his/her supervision.  A copy of the documentation shall be sent to the District 

Contact Person immediately following all orientations. 
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11. A minimum of one scheduled observation for tenured and a minimum of two scheduled for non 

tenured  certified personnel for the purpose of collecting formative evaluation data shall be 

conducted during each evaluation cycle.  A pre-observation conference will be held before each 

scheduled formative observation and post-observation conference will be held after each 

observation. 

 

12. Unscheduled walk throughs or as needed observations will occur for non tenured and tenured  to  

provide information relative to job performance criteria.  These observations, however, should be 

conducted openly with full knowledge of the teacher or administrator. 

 

13. A scheduled observation shall be no less than forty-five (45) minutes.  Unannounced or 

unscheduled observations may be less than 45 minutes. 

 

14. All certified employees shall annually develop a Professional Growth Plan aligned with specific 

goals and objectives of school improvement and professional development.  The growth plan will 

establish goals for enrichment and development and identifies the assistance of the evaluator. All 

growth plans shall be reviewed annually. 

 

15. Each evaluation cycle of a certified employee shall include the following:  a minimum of one (1) 

formative and one (1) summative evaluation conference between the evaluator and certified 

employee being evaluated; the development and evaluation of a professional portfolio; 

unscheduled walk throughs and/or observations. 

 

16. Formative evaluation shall include a conference(s) between the evaluator and the certified 

employee being evaluated to be held within one work week following each scheduled observation.  

A summative evaluation conference shall be held at the end of the evaluation cycle and include all 

evaluation data. 

 

17. A completed and signed copy of the evaluation forms will be provided to each person being 

evaluated immediately following the formative and/or summative evaluation conference. 

 

18. All personnel who are evaluated shall have an opportunity to respond in writing to the evaluation.  

Responses shall be placed in the personnel file of the person being evaluated and become a part of 

the official personnel record.  The file may be examined upon request to the Superintendent or 

his/her designee. 

 

19. The District shall provide an Evaluation Appeals Panel.  All certified employees shall be entitled to 

an appeal process regarding their summative evaluation which shall include a right to a hearing, 

opportunity to review all documents, reasonably in advance, presented in an appeal, and the right to 

the presence of a chosen representative. 

 

20. Multiple observations may be conducted with certified employees whose observation results are 

unsatisfactory. 

 

21. The Superintendent shall name a District Contact Person who shall be responsible for monitoring 

evaluation training and implementing the evaluation plan. 

 

22. The Board of Education shall annually review the Evaluation Plan. 
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NOTIFICATION AND TIMELINE 

 

EVALUATION ORIENTATION CONFERENCE 

 

 Annually each primary evaluator will be responsible for an explanation and distribution of 

appropriate evaluation forms, job descriptions, and growth plan forms to all certified personnel under 

his/her supervision no later than the end of the first month of reporting for employment. 

 

 Each evaluator will establish a time line for evaluations.  It shall be the responsibility of the 

evaluator to insure that all certified personnel are evaluated within the required cycles. 

 

ASSISTANCE PLAN 

 

 Each person evaluated will develop an annual/continuous Professional Growth Plan as required in 

regulation and will use the District form.  This instrument, properly used, will meet the requirement for 

Professional Growth Plans included in Kentucky Department of Education regulations. 

 

 After the development of Professional Growth Plans, each evaluator will provide assistance to each 

employee in meeting the goal, objectives, and activities as stated in the plan.  The evaluator shall 

document the assistance provided in the growth plan.  In addition, each staff member, through 

professional development activities, will have an opportunity to meet some of their standards outlined 

on their Professional Growth Plan. 

 

 Each principal is charged with the responsibility of conducting on-going professional development 

activities during the school year.  The activities are to be designed to meet the improvement needs of 

the staff and to advance the goals of the school. 

 

 The supervisory staff will assist with training throughout the school year.  These meetings will be 

designed to meet professional growth needs of the staff.  In addition, the supervisory staff may assist 

teachers in meeting individual professional growth needs at the request of the teacher or principal. 

 

APPEALS PROCESS 

 

 If a certified employee is displeased with the results of the summative evaluation, he/she may 

appeal the summative evaluation as specified in the Appeals Panel Local District Policy. 

 

An appeal can be made to the State Evaluation Panel as described in 704.KAR 3:345 Section 9. 
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EVALUATION CYCLE TIMELINE 

 

 

 

DATE 

 

First month after  1. Initial explanation and discussion of the Evaluation Plan with 

reporting for work   certified staff. 

 

By October 1   2. Development of the Professional Growth Plan 

 

By the end of the first  3. Formative Evaluation 

semester    

 

Within one week of   4. Post-Formative Conference 

the Formative Evaluation 

 

Ongoing   5. Professional Portfolio Submission 

 

Ongoing   6. Walk Throughs 

 

By April 15th   7. Summative Evaluation to Principals 

 

By May 1   8. Summative Evaluations to District Contact Person 

 

As needed    9. Corrective Action Plan 

throughout the process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


