
  

Revised 2012 

 

 

1 

 

 

 

 

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

instruction) 

 

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

Contact Person immediately following all orientations. 

 

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. 

 



  

Revised 2012 

 

 

7 

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

 

 

 

 

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 
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ADMINISTRATOR EVALUATION - Principals, Assistant Principals, Counselors, all Certified 

Administrative Central Office personnel.  The administrator evaluation system will be based on the job 

description of the individual administrator and the development of goal(s), objectives, and activities 

mutually determined by the administrator and the evaluator. 

 

JOB DESCRIPTION 

 

The evaluator and the administrator will review the administrator’s job description.  Professional 

improvement areas will require the design of goals, objectives and activities to address the needed 

growth.  Particular attention will be given to the following areas of responsibilities: 

 

 I. VISION 

  Facilitates the development, articulation, implementation, and stewardship of a vision of  

       learning that is shared and supported by the community  

  

II.   SCHOOL CULTURE AND LEARNING 

Advocates nurtures, and sustains a school culture and instructional 

      program conducive to student learning and staff professional growth  

  

III. MANAGEMENT 

Ensures management of the organization, operations, and resources for a safe, efficient and 

effective learning environment 

 

IV. COLLABORATION   

Collaboration with families and community members, responding to diverse community 

      interests and needs and mobilizes community resources 

 

V. INTEGRITY, FAIRNESS, ETHICS 

Acts with integrity fairness and in an ethical manner 

  

VI. POLITICAL, ECONOMIC, LEGAL   

Understands, responds to, and influences the larger political, social, economic, legal, and 

cultural context 

 

VII. TECHNOLOGY  

Uses technology to enhance achievement    
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MONROE COUNTY SCHOOL DISTRICT 

EVALUATION OF THE SUPERINTENDENT 

                 Met         Not Met 

 

A.       COMMUNITY RELATIONSHIP   

1.  Gains respect and support of the community on the conduct of the school operation.     

2.  Solicits and gives attention to problems and opinions of all groups and individuals.   

3.  Develops friendly and cooperative relationships with news media.   

4.  Participates actively in community life and affairs.   

5.  Achieves status as a community leader in public education.   

6.  Works effectively with public and private agencies.   

                                                                  

                                            

  

COMMENTS and/or SUGGESTIONS: _________________________________________________________ 

 
 

B.       RELATIONSHIP WITH THE BOARD 
  

1.  Keeps the Board informed on issues, needs, and operation of the District.           
2. Offers professional advice to the Board on items requiring Board action, with 

    appropriate recommendations based on thorough study and analysis. 
  

3.  Interprets and executes the intent of the Board policy.   
4.  Seeks and accepts constructive criticism of his/her work.   
5.  Supports Board policy and actions to the public and staff.   
6.  Has a positive working relationship with the Board.    
7.  Understands the Superintendent’s role in administration of Board policy, makes 

     written recommendations for establishment of positions with supporting data, and 

     accepts responsibility for recommendations. 

  

8.  Acts as liaison between the Board and personnel, working toward a high  

     degree of understanding and respect between the staff and the Board. 
  

9.  Remains impartial toward the Board, treating all Board members alike.   
10. Refrains from criticism of individual or group members of the Board.   
11. Seeks to compromise or find a middle ground where differences of opinion exist between 

       The Superintendent and the Board. 

  

12. Feels free to maintain opposition to matters under Board discussion until an official 

      decision has   been reached, after which time the Superintendent subordinates personal 

       views to the Board’s views while performing professional responsibilities. 

  

     

                                    

  

COMMENTS and/or SUGGESTIONS: ___________________________________________________ 
 

C.       BUSINESS and FINANCE   

1.  Keeps informed on needs of the school program, plant, facilities, equipment, and supplies.   

2.  Supervises operations, insisting on competent and efficient performance.    

3.  Determines that funds are spent wisely and adequate control and accounting are maintained.   

4.  Evaluates financial needs and makes recommendations for adequate financing.   

                                                                  

                                                                   

  

COMMENTS and/or SUGGESTIONS: _________________________________________________________ 

 

 

D.         STAFF and PERSONNEL RELATIONSHIPS   

1.  Develops and executes sound personnel procedures and practices.           

2.  Develops good staff morale and loyalty to the organization.   
3.  Treats all personnel fairly, without favoritism or discrimination, while insisting 

      on performance of duties. 
  

4.  Delegates authority to staff members appropriate to the position each holds.   
5.  Recruits and assigns the best available personnel in terms of the competencies.   
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6.  Encourages participation of appropriate staff members and groups in planning,  

     procedures and policy interpretation. 
  

7.  Evaluates staff members’ performance, giving commendation for good work as well 

     as constructive suggestions for improvements.  
  

8.  Takes an active role in development of salary schedules for all personnel and recommends 

     to the Board the levels which, within budgetary limitations, will best serve the interests of  

     the District.  

  

     

                                                              

  

COMMENTS and/or SUGGESTIONS: _________________________________________________________ 

 

E.      EDUCATIONAL LEADERSHIP   

1.  Understands and keeps informed regarding all aspects of the instructional program.     

2.  Implements the District’s philosophy of education.    

3.  Participates with staff, Board, and community in studying and developing 

      curriculum improvement. 

  

4.  Organizes a planned program of curriculum evaluation and improvement.       

5.  Provides democratic procedures in curriculum work, utilizing the abilities and talents  

     of the entire professional staff and lay people of the community. 

  

6.  Encourages highest professional standards in other educators.   

7.  Prepares policy, procedures, plans, and programs for Board review and  

     District implementation. 

  

                                                                  

                                                                   

  

COMMENTS and/or SUGGESTIONS: _________________________________________________________ 

 

F.      PERSONAL QUALITIES   

1.  Defends principle and conviction in the face of pressure and partisan influence.         

2.  Maintains high standards of ethics, honesty, and integrity in all personal and  

    professional matters. 

  

3.  Earns respect and standing among professional colleagues.   

4.  Uses time and energy effectively in performance of job duties.   

5.  Demonstrates ability to work well with individuals and groups   

6.  Exercises good judgment and the democratic processes in arriving at decisions.   

7.  Possesses and maintains the health and energy necessary to meet the responsibilities of the    

     position. 

  

8.  Maintains poise and emotional stability in the full range of professional activities.   
9.  Is customarily suitably attired and well groomed.   
10. Uses English effectively in dealing with staff members, the Board, and the public.   
11. Writes clearly and concisely.   
12. Speaks well in front of large and small groups, expressing ideas in a logical and 

      forthright manner. 
  

13. Responds appropriately when faced with an unexpected or disturbing turn of events in a large 

      group meeting. 
  

14. Continues professional development by reading, course work, conference attendance, work on 

      professional committees, visiting other districts, and meeting with other superintendents. 
  

     

 

  

 

COMMENTS and/or SUGGESTIONS: _________________________________________________________ 

 

 

________________________________________                    ________________________________________ 

Board Chairman’s Signature              Superintendent’s Signature 
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Professional Growth Plan 
 

 

As with evaluation, professional growth activities should be more than a yearly, “one-time” event.  Every 

school employee should view professional improvement as an on-going process for enhancing and 

strengthening his or her techniques, methods, products, and performances. 

 

704 KAR 3:345 (2)(c) requires the evaluation system to include a professional growth plan for all certified 

personnel below the level of the district Superintendent.  This plan must be aligned with specific goals and 

objectives of the school or district improvement plan and must be reviewed annually.  The evaluatee and 

the supervisor should discuss and agree upon a meaningful plan aligned with the school/district plan and 

suited specifically to enhance and assist the performance of the evaluatee.  Exactly when the growth plan 

originates is determined by the local evaluation plan.  Observation visits, conferences between the 

employee and the immediate supervisor, and activities identified by the evaluatee as specific enrichment 

goals may contribute to the plan’s update and revision.   

 

The Professional Growth Plan must be reviewed annually and maintained as part of the district’s personnel 

files.  A sample Individual Professional Growth Plan form is located on the following page.   
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Individual Professional Growth Plan 
(Must align with specific goals and objectives of School/District Improvement Plan) 

 
Name :____________________________________ 
 
Work Site: _________________________________  School Year: ______________________  
 

Growth Area (Goal) Standard  1  2  3  4  5  6  7         □ Desire 
   (Circle One)        □ Need 
 
 
__________________________________________________________________________________________ 
 
Activities for Meeting Achievement Goal:  MET  NOT MET 
 
1.  ____  ____ 
 
2.  ____  ____ 
 
3.  ____  ____ 
 
 
Expected Impact on Student Learning: 
 
 
 
 
 

 
Current Knowledge Level:  _____Beginner    _____Intermediate    _____Advanced     TARGET DATE: _______ 

 
Evaluatee’s Comments: 
 
 
 
Evaluator’s Comments: 
 
 

Individual Growth Plan Developed: 
   

 
_______________________________ _______________________________ 
Evaluatee’s Signature           Date Evaluator’s Signature           Date  
  
  

 
 
 
 
 

Annual Review  __Achieved  __Continued 
 
  

_______________________________ _______________________________   
Evaluatee’s Signature           Date Evaluator’s Signature           Date  
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PRE-OBSERVATION FORM 

(Education Administrators) 

 

(To be completed by the administrator (observee) and observer before the observation visit) 

 

 

__________________________________     ________________________ ________________________ 

Administrator (Observee)                               Observer                           Position 

 

 

 

 

________________________________    _________________________    _________________________ 

                        Work Site                                                  Date                                             Time 

 

………………………………………………………………………………………………………………… 

 

(To be completed by administrator (observee) and provided to the observer before the observation) 

 

Activity(ies) to be observed:______________________________________________________________ 

 

______________________________________________________________________________________ 

 

Product(s) to be critiqued:_______________________________________________________________ 

 

______________________________________________________________________________________ 

 
 

Special/unique situations or circumstances of which observer should be aware: 

 

 

______________________________________________________________________________________ 

 
 

______________________________________________________________________________________ 

 

 

______________________________________________________________________________________ 

 

 

Other comments/concerns:_______________________________________________________________ 

 

______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

Professional Growth Area_______________________________________________________________ 

 
______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

 

 

______________________________   ___________   ______________________________  ___________ 

       Observee’s Signature                           Date                      Observer’s Signature                     Date  
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MONROE COUNTY PUBLIC SCHOOLS 

ADMINISTRATOR FORMATIVE EVALUATION INSTRUMENT 
 

EVALUATEE_________________________    POSITION_________________________________ 
 
EVALUATOR’S NAME___________________ POSITION_________________________________ 
 
SCHOOL/WORK SITE___________________ DATE OF OBSERVATION___________________ 
   

1. VISION: Facilitates the development, articulation, 
      implementation, and stewardship of a vision of  
      learning that is shared and supported 
      by the community.             ___ MET 
 
                       ___ NOT MET  
  
 
 

 

2. SCHOOL CULTURE AND LEARNING :  Advocates 
     nurtures, and sustains a school culture and instructional 
     program conducive to student learning and staff 
     professional growth.          ___ MET 
 
                        ___ NOT MET 
  
          
 
 

 

3. MANAGEMENT: Ensures management of the organization, 
    operations, and resources for a safe, efficient and effective 
    learning environment.          ___ MET 
 
                        ___NOT MET  
 
  
          

 

4. COLLABORATION: Collaboration with families  and 
     community members, responding to diverse community 
     interests and needs and mobilizes community resources.       
                        ___ MET 
 
                         ___NOT MET  
 
   

 

5.  INTEGRITY, FAIRNESS, ETHICS: Acts with integrity, 
     fairness,  and in an ethical manner.        ___ MET 
 
                        ___ NOT MET 
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6.  POLITICAL, ECONOMIC, LEGAL: Understands,  
      responds to,  and influences the larger political, 
      social, economic, legal, and cultural context.        ___ MET 
  
                        ___NOT MET  
 
  

 

7. TECHNOLOGY: Uses technology to enhance 
    achievement.                        
             ___ MET 
 
                         ___NOT MET  
 
   

    
Evaluatee’s comments: 
 
 
 
Evaluator’s comments: 
 
 
 
 
To be signed after all information has been completed and discussed 
 
______________________________________                  _______________________________________ 
Evaluatee’s Signature and Date                                               Evaluator’s Signature and Date 
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MONROE COUNTY PUBLIC SCHOOL 

 ADMINISTRATOR SUMMATIVE EVALUATION  

             
 

Evaluatee___________________________________ Position________________________ 

 

Evaluator____________________________________Position________________________ 

 

School/Work Site_____________________________________________________________ 

 

Date(s) of Observation (s) 1st________2nd_________3rd___________4th___________ 

 

Date(s) of Conference(s)           1st________2nd_________3rd__________4th___________ 

 

  ADMINISTRATOR STANDARDS   MET       NOT MET 

1.  Vision    

2.  School Culture and Learning   

3.  Management   

4.  Collaboration   

5.  Integrity, Fairness, Ethics   

6.  Political , Economic, Legal   

7.  Technology    

   

   

   

   

   

   

   

   

     Overall Rating   

 
Individual professional growth plan reflects a desire (D) or need (N) to acquire further knowledge and/or skills in the 
standard number(s) indicated below: 
1._____ 2._____ 3._____ 4._____ 5._____ 6._____ 7._____  
 
Evaluatee’s Comments:______________________________________________________________________ 
_________________________________________________________________________________________ 
_________________________________________________________________________________________ 
Evaluator’s Comment:_______________________________________________________________________ 
_________________________________________________________________________________________ 
 

To be signed after all information above has been completed and discussed:  
Evaluatee: _____Agree with this summative evaluation       _________________________________________         

        Evaluatee’s Signature and Date     

 

  _____Disagree with the summative evaluation   _______________________________________ 

        Evaluatee’s Signature and Date 

 

            _______________________________________                          

      Evaluator’s Signature and Date  

 

Employment Recommendation to Central Office              _______Meets administrator standards for 

re-employment 

____Does not meet administrator standards                       

for re-employment 
Opportunities for appeal processes are a part of Monroe County Schools District Evaluation Plan. 
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ADMINISTRATOR 
PORTFOLIO RUBRIC 

                Rating 
ENTRY 1: STUDENT ACHIEVEMENT      _________       
Administrator Standards 1,4,5, & 7 

 
Entry proves that the Administrator: 

 

Standard 1: Facilitates the Development, Articulation, Implementation, and Stewardship of 

 a Vision of Learning that is Supported by the School community 

Standard 4: Collaborates with Families and Community Members, Responding to  

  Diverse Community Interests and Needs, and Mobilizes Community Resources 

Standard 5: Acts with Integrity, Fairness, and in an Ethical Manner 

Standard 7: Demonstrates Implementation of Technology 

 

 
  
ENTRY 2: STAFF SUPPORT      _________ 
Administrator Standards 2,5 & 7 

 

Entry proves that the Administrator : 

 

Standard 2: Advocates, Nurtures, and Sustains a  School Culture and Instructional 

 Program Conducive to Student Learning and Staff  Professional Growth. 

Standard 5: Acts with Integrity, Fairness, and in an Ethical Manner 

Standard 7: Demonstrates Implementation of Technology 

 

 
ENTRY 3: RESOURCE MANAGEMENT    _________    
Administrator Standards 3,5 & 6 
Entry proves that the Administrator: 
 
Standard 3: Ensures Management of the Organization, Operations, and Resources for a  

 Safe, Efficient, and Effective Learning Environment 

Standard 5: Acts with Integrity, Fairness, and in an Ethical Manner 

Standard 6: Understands, Responds to, and Influences the Larger Political, Social,  

  Economic, Legal and Cultural Context 

 

 
 

Rating Scale 

4 – Clear, consistent and convincing evidence  

3 – Evidence shown in most areas 

2 - Evidence in some areas but not all 

1 – Little or no evidence shown 
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Corrective Action Plan 

 
Name: _________________________   Date: _______________________  
Work Site: ____________________________________  
 

Area for Corrective Action: 

 
Based On: 
_____Student Achievement   _____Staff Support 
_____Formal Observation(s)   _____Student Work Samples 
_____Personal Growth Plan(s)   _____Other _____________ 
_____Portfolio     _______________________ 
 
Growth/Objectives Goals: _______________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________  

 
Strategies: 
 
1. 
 
2. 
 
3. 

 
Assessment Methods: _____________________________________________  
 
Date of Expected Correction: _____Immediate _____Within 30 days 
 
Status:  Met_____  Not Met _____ 

 
Evaluatee’s Comments: 
 
 
 
Evaluator’s Comments: 
 
 

Corrective Action Plan Developed:  Reviewed: 
 
 
______________________________  ______________________________ 
Evaluatee’s Signature            Date   Evaluatee’s Signature            Date 
 
______________________________   ______________________________  
Evaluator’s Signature            Date   Evaluator’s Signature             Date 
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                      Instructions for Completing 

the  

Individual Corrective Action Plan 

 

This plan is to be completed by the evaluator (with discussion and assistance from the evaluatee) as it relates to an inadequate or 

“does not meet” rating on any one Standard or more from the Evaluation Process or an immediate change in behavior is 

needed.  The evaluator and evaluatee must identify corrective action goals and objectives; procedures and activities designed to 

achieve the goals; and targeted dates for appraising the evaluatee’s improvement of the standard.  It is the evaluator’s 

responsibility to document all actions taken to assist the evaluatee in improving his/her performance. 

 

1. Standard Number 

 

Identify the specific standard(s) from the Summative Evaluation Form that has a “does not meet” rating assigned. 

 

2. Present Professional Development Stage 

 

(Select the stage of professional development that best reflects the evaluatee’s level) 

 

  B = Beginner 

  I = Intermediate 

  A = Advanced 

 

3.     Growth Objectives / Goals 

 

Growth objectives and goals must address the specific standard(s) rated as “does not meet” on the Summative Evaluation 

document.  The evaluatee and evaluator work closely to correct the identified weaknesses. 

 

4. Strategies 

 

Identify and design specific strategies for the improvement of performance.  Include support personnel,  when appropriate. 

 

5. Assessment Method and Target Dates 

 

List the specific target dates and appraisal methods used to determine improvement of performance.  Exact documentation and 

record keeping of all actions must be provided to the evaluatee. 

 

6.     Documentation of all reviews, corrective actions, and evaluator’s assistance must be provided periodically (as they 

occur) to the evaluatee 

 

 

(Evaluators must follow the local District Professional Development Growth and Evaluation Plan processes and procedures for 

implementing an Individual Correction Action Plan) 
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ADMINISTRATOR STANDARDS  
 

Standard I:  Facilitates the development, articulation, implementation, and stewardship of a vision of learning that is shared and 

supported by the school community. 

KNOWLEDGE:  The administrator has knowledge and understanding of: 

1.1 Learning goals in a pluralistic society. 

1.2 The principles of developing and implementing strategic plans. 

1.3 Systems Theory. 

1.4 Information sources, data collection, and data analysis strategies. 

1.5 Effective communication. 

1.6 Effective consensus-building negotiation skills. 

DISPOSITIONS:  The administrator believes in, values, and is committed to: 

1.7 The educability of all. 

1.8 A school vision of high standards of learning. 

1.9 Continuous school improvement. 

1.10 The inclusion of all members of the school community. 

1.11 Ensuring that students have the knowledge, skills, and values needed to become successful adults. 

1.12 A willingness to continuously examine one's own assumptions, beliefs, and practices. 

1.13 Doing the work required for high levels of personal and organizational performance. 

PERFORMANCES:  The administrator facilitates processes and engages in activities ensuring that: 

1.14 The vision and mission of the school are effectively communicated to staff, parents, students, and community members. 

1.15 The vision and mission are communicated through the use of symbols, ceremonies, stories, and similar activities. 

1.16 The core beliefs of the school vision are modeled for all stakeholders. 

1.17 The vision is developed with and among stakeholders. 

1.18 The contributions of school community members to the realization of the vision are recognized and celebrated. 

1.19 Progress toward the vision and mission is communicated to all stakeholders. 

1.20 The school community is involved in school improvement efforts. 

1.21 The vision shapes the educational programs, plans, and activities. 

1.22 The vision shapes the educational programs, plans, and actions. 

1.23 An implementation plan is developed in which objectives and strategies to achieve the vision and goals are clearly articulated. 

1.24 Assessment data related to student learning are used to develop the school vision and goals. 

1.25 Relevant demographic data pertaining to students and their families are used in developing the school mission and goals. 

1.26 Barriers to achieving the vision are identified, clarified, and addressed. 

1.27 Needed resources are sought and obtained to support the implementation of the school mission and goals. 

1.28 Existing resources are used in support of the school vision and goals. 

1.29 The vision, mission, and implementation plans are regularly monitored, evaluated, and revised. 

Standard 2:  Advocates, Nurtures, and Sustains a  School Culture and Instructional Program Conducive to Student Learning and 

Staff  Professional Growth. 

KNOWLEDGE:  The administrator has knowledge and understanding of: 

2.1 Student growth and development. 

2.2 Applied learning theories. 

2.3 Applied motivational theories. 

2.4 Curriculum design, implementation, evaluation, and refinement. 

2.5 Principles of effective instruction. 

2.6 Measurement, evaluation, and assessment strategies. 

2.7 Diversity and its meaning for educational programs. 

2.8 Adult learning and professional development models. 

2.9 The change process for systems, organizations, and individuals. 

2.10 The role of technology in promoting student learning. 

2.11 School cultures. 

DISPOSITIONS:  The administrator believes in , values, and is committed to: 

2.12 Student learning as the fundamental purpose of schooling. 

2.13 The proposition that all students can learn. 

2.14 The variety of ways in which students can learn. 

2.15 Lifelong learning for self and others. 

2.16 Professional development as an integral part of school improvement. 

2.17 The benefits that diversity brings to the school community. 

2.18 A safe and supportive learning environment. 

2.19 Preparing students to be contributing members of society. 

PERFORMANCES:  The administrator facilitates processes and engages in activities ensuring that: 

2.20 All individuals are treated with fairness, dignity, and respect. 

2.21 Professional development promotes a focus on student learning consistent with the school vision and goals. 
2.22 Students and staff feel valued and important. 

2.23 The responsibilities and contributions of each individual are acknowledged. 
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2.24 Barriers to student learning are identified, clarified, and addressed. 

2.25 Diversity is considered in developing learning experiences. 

2.26 Life long learning is encouraged and modeled. 

2.27 There is a culture of high expectations for self, student, and staff performance. 

2.28 Technologies are used in teaching and learning. 

2.29 Student and staff accomplishments are recognized and celebrated. 

2.30 Multiple opportunities to learn are available to all students. 

2.31 The school is organized and aligned for success. 

2.32 Curricular, co-curricular, and extra-curricular programs are designed, implemented, evaluated, and refined. 

2.33 Curriculum decisions are based on research, expertise of teachers, and the recommendations of learned societies. 

2.34 The school culture and climate are assessed on a regular basis. 

2.35 A variety of sources of information is used to make decisions. 

2.36 Student learning is assessed using a variety of techniques. 

2.37 Multiple sources of information regarding performance are used by staff and students. 

2.38 A variety of supervisory and evaluation models are employed. 

2.39 Pupil personnel programs are developed to meet the needs of students and their families. 

Standard 3:  Ensures Management of the Organization, Operations, and Resources for a Safe, Efficient, and Effective Learning 

Environment. 

KNOWLEDGE:  The administrator has knowledge and understanding of: 

3.1 Theories and models of organizations and the principles of organizational development. 

3.2 Operational procedures at the school and district level. 

3.3 Principles and issues relating to school safety and security. 

3.4 Human resources management and development. 

3.5 Principles and issues relating to fiscal operations of school management. 

3.6 Principles and issues relating to school facilities and use of space. 

3.7 Legal issues impacting school operations. 

3.8 Current technologies that support management functions. 

DISPOSITIONS:  The administrator believes in values and is committed to: 

3.9 Making management decisions to enhance learning and teaching. 

3.10 Taking risks to improve schools. 

3.11 Trusting people and their judgments. 

3.12 Accepting responsibility. 

3.13 High-quality standards, expectations, and performances. 

3.14 Involving stakeholders in management processes. 

3.15 A safe environment. 

PERFORMANCES:  The administrator facilitates processes and engages in activities ensuring that: 

3.16 Knowledge of learning, teaching, and student development is used to inform management decisions. 

3.17 Operational procedures are designed and managed to maximize opportunities for successful learning. 

3.18 Emerging trends are recognized, studied, and applied as appropriate. 

3.19 Operational plans and procedures to achieve the vision and goals of the school are in place. 

3.20 Collective bargaining and other contractual agreements related to the school are effectively managed. 

3.21 The school plant, equipment, and support systems operate safely, efficiently, and effectively. 

3.22 Time is managed to maximize attainment of organizational goals. 

3.23 Potential problems and opportunities are identified. 

3.24 Problems are confronted and resolved in a timely manner. 

3.25 Financial, human, and material resources are aligned to the goals of schools. 

3.26 The school acts entrepreneurially to support continuous improvement. 

3.27 Organizational systems are regularly monitored and modified as needed. 

3.28 Stakeholders are involved in decisions affecting schools. 

3.29 Responsibility is shared to maximize ownership and accountability. 

3.30 Effective problem-framing and problem-solving skills are used. 

3.31 Effective conflict resolution skills are used. 

3.32 Effective group-process and consensus-building skills are used. 

3.33 Effective communication skills are used. 

3.34 There is effective use of technology to manage school operations. 

3.35 Fiscal resources of the school are managed responsibly, efficiently, and effectively. 

3.36 A safe, clean, and aesthetically pleasing school environment is created and maintained. 

3.37 Human resource functions support the attainment of school goals. 

3.38 Confidentiality and privacy of school records are maintained. 
Standard 4:  Collaborates with Families and Community Members, Responding to Diverse Community Interests and Needs, and 

Mobilizes Community Resources. 

KNOWLEDGE:  The administrator has knowledge and understanding of: 

4.1 Emerging issues and trends that potentially impact the school community. 

4.2 The conditions and dynamics of the diverse school community. 

4.3 Community resources. 

4.4 Community relations and marketing strategies and processes. 

4.5 Successful models of school, family, business, community, government and higher education partnerships. 
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DISPOSITIONS:  The administrator believes in, values, and is committed to: 

4.6 Schools operating as an integral part of the larger community. 

4.7 Collaboration and communication with families. 

4.3 Involvement of families and other stakeholders in school decision-making processes. 

4.4 The proposition that diversity enriches the school. 

4.5 Families as partners in the education of their children. 

4.6 The proposition that families have the best interests of their children in mind. 

4.7 Resources of the family and community needing to be brought to bear on the education of students. 

4.8 An informed public. 

PERFORMANCES:  The administrator facilitates processes and engages in activities ensuring that: 

4.9 High visibility, active involvement, and communication with the larger community is a priority. 

4.10 Relationships with community leaders are identified and nurtured. 

4.11 Information about family and community concerns, expectations, and needs is used regularly. 

4.12 There is outreach to different business, religious, political, and service agencies and organizations. 

4.13 Credence is given to individuals and groups whose values and opinions may conflict. 

4.14 The school and community serve one another as resources. 

4.15 Available community resources are secured to help the school solve problems and achieve goals. 

4.16 Partnerships are established with area businesses, institutions of higher education, and community groups to strengthen 

 programs and support school goals. 

4.17 Community youth family services are integrated with school programs. 

4.18 Community stakeholders are treated equitably. 

4.19 Diversity is recognized and valued. 

4.20 Effective media relations are developed and maintained. 

4.21 A comprehensive program of community relations is established. 

4.22 Public resources and funds are used appropriately and wisely. 

4.23 Community collaboration is modeled for staff. 

4.24 Opportunities for staff to develop collaborative skills are provided. 

Standard 5:  Acts with Integrity, Fairness, and in an Ethical Manner. 

KNOWLEDGE:  The administrator has knowledge and understanding of: 

5.1 The purpose of education and the role of leadership in modern society. 

5.2 Various ethical frameworks and perspectives on ethics. 

5.3 The values of the diverse school community. 

5.4 Professional codes of ethics established by the EPSB. 

5.5 The philosophy and history of education. 

 Attainment of other established EPSB standards. 

DISPOSITIONS:  The administrator believes in, values, and is committed to: 

5.6 The idea of the common good. 

5.7 The principles in the Bill of Rights. 

5.8 The right of every student to a free, quality education. 

5.9 Bringing ethical principles to the decision-making process. 

5.10 Subordinating one's own interest to the good of the school community. 

5.11 Accepting the consequences for upholding one's principles and actions. 

5.12 Using the influence of one's office constructively and productively in the service of all students and their families. 

5.13 Development of a caring school community. 

PERFORMANCES:  The administrator: 

5.14 Examines personal and professional values. 

5.15 Demonstrates a personal and professional code of ethics. 

5.16 Demonstrates values, beliefs, and attitudes that inspire others to higher levels of performance. 

5.17 Serves as a role model. 

5.18 Accepts responsibility for school operations. 

5.19 Considers the impact of one's administrative practices on others. 

5.20 Uses the influence of the office to enhance the educational program rather than for personal gain. 

5.21 Treats people fairly, equitably, and with dignity and respect. 

5.22 Protects the rights and confidentiality of students and staff. 

5.23 Demonstrates appreciation for and sensitivity to the diversity in the school community. 
5.24 Recognizes and respects the legitimate authority of others. 

5.25 Examines and considers the prevailing values of the diverse school community. 

5.26 Expects that others in the school community will demonstrate integrity and exercise ethical behavior. 

5.27 Opens the school to public scrutiny. 

5.28 Fulfills legal and contractual obligations. 

5.29 Applies laws and procedures fairly, wisely, and considerately. 

5.30  Adheres to performance responsibilities related to assignment, including attendance and punctuality and evaluating results. 

5.31  Demonstrates  professional growth. 
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Standard 6:  Understands, Responds to, and Influences the Larger Political, Social, Economic, Legal and Cultural Context. 

KNOWLEDGE:  The administrator has knowledge and understanding of: 

6.1 Principles of representative governance that under gird the system of American schools. 

6.2 The role of public education in developing and renewing a democratic society and an economically productive nation. 

6.3 The law as related to education and schooling. 

6.4 The political, social, cultural and economic systems and processes that impact schools. 

6.5 Models and strategies of change and conflict resolution as applied to the larger political, social, cultural and economic contexts of 

schooling. 

6.6 Global issues and forces affecting teaching and learning. 

6.7 The dynamics of policy development and advocacy under our democratic political system. 

6.8 The importance of diversity and equity in a democratic society. 

DISPOSITIONS:  the administrator believes in, values, and is committed to: 

6.9 Education as a key to opportunity and social mobility. 

6.10 Recognizing a variety of ideas, values, and cultures. 

6.11 Importance of a continuing dialogue with other decision-makers affecting education. 

6.12 Actively participating in the political and policy-making context in the service of education. 

6.13 Using legal systems to protect student rights and improve student opportunities. 

PERFORMANCES:  The administrator facilitates processes and engages in activities ensuring that: 

6.14 The environment in which schools operate is influenced on behalf of students and their families. 

6.15 Communication occurs among the school community concerning trends, issues, and potential changes in the environment in which 

schools operate. 

6.16 There is ongoing dialogue with representatives of diverse community groups. 

6.17 The school community works within the framework of policies, laws, and regulations enacted by local, state, and federal authorities. 

6.18 Public policy is shaped to provide quality education for students. 

6.19 Lines of communication are developed with decision-makers outside the school community. 

Standard 7:  Demonstrates Implementation of Technology 

7.1 Operates a multimedia computer and peripherals to install and use a variety of software. 

7.2 Uses terminology related to computers and technology appropriately in written and verbal communication. 

7.3 Demonstrates knowledge of the use of technology in business, industry, and society. 

7.4 Demonstrates basic knowledge of computer/peripheral parts and attends to simple connections and installations. 

7.5 Creates multimedia presentations using scanners, digital cameras, and video cameras. 

7.6 Uses the computer to do word processing, create databases and spreadsheets, access electronic mail and the Internet, 

 make presentations, and use other emerging technologies to enhance professional productivity and support instruction. 

7.7 Uses computers and other technologies such as interactive instruction, and audio/video conferencing, and other distance learning 

applications to enhance professional productivity and support instruction. 

7.8 Requests and uses appropriate assistive and adaptive devices for students with special needs. 

7.9 Designs lessons that use technology to address diverse student needs and learning styles. 

7.10 Practices equitable and legal use of computers and technology in professional activities. 

7.11 Facilitates the lifelong learning of self and others through the use of technology. 

7.12 Explores, uses, and evaluates technology resources: software, applications, and related documentation. 

7.13 Applies research-based instructional practices that use computers and other technology. 

7.14 Uses computers and other technology for individual, small group, and large group learning activities. 

7.15 Uses technology to support multiple assessments of student learning. 

7.16 Instructs and supervises students in the ethical and legal use of technology. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


