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4503-F-R 	Performance Evaluation - Optional Checklist for Adopting Performance Evaluation System
Series 4000: District Employment
4500	Administrators/Supervisors
4503-F-R	Performance Evaluation - Optional Checklist for Adopting Performance Evaluation System
Optional Checklist for Adopting Performance Evaluation System (Effective July 1, 2024)
This Form must be implemented consistent with Policy 1101.
	
	At-a-Glance
	Requirements
	System Documentation
	Responsible Person(s)

	1
	Involvement of Teachers and Administrators
	☐	Before the District adopted the evaluation system, was there “involvement” from teachers and administrators?
	                     
	                     

	2
	Collective Bargaining
	☐	Did the District adopt the evaluation system after collective bargaining with any collective bargaining representative of school administrators?
	
	

	3
	Administrators Evaluated
	☐	Does the evaluation system evaluate building-level and central office administrators who are regularly involved in instructional matters?

	
	

	4
	Effectiveness Rating
	Does the District’s evaluation system:
☐	Rate administrators as effective, developing, or needing support?
☐	Assign an effectiveness rating?
☐	Use multiple rating categories? and
☐	Require dismissal of an administrator who has been rated ineffective or needing support on 3 consecutive evaluations?
Is the evaluation system used to inform decisions regarding:
☐	Administrator effectiveness? and
☐	Administrator development, including providing coaching, professional development, and instructional support? 
	                     
	                     

	5
	Rigorous, Transparent, 
and Fair
	☐	Is the evaluation system rigorous, transparent, and fair?
	                     
	                     

	6
	Evaluation Tool
	☐	Has the District adopted and implemented: 
☐	An evaluation tool from the MDE list in RSC Section 1249b(3)? 
or
☐	A modified tool from the MDE list?
or
☐	A local evaluation tool? 
☐	Are all similarly situated administrators in the District evaluated using the same tool?
	                     
	                     

	7
	Website Postings
	Has the District posted on its website the following information about the evaluation tool(s) it uses for the administrator performance evaluation system:  
☐	Research base for evaluation framework, instrument, and process?
☐	Assurance that any modifications or adaptations to evaluation tool do not compromise the validity of the research base?
☐	Identity and qualifications of the evaluation tool’s author(s) or the identity and qualifications of the person(s) with expertise in teacher evaluation who has/have reviewed any adaptation(s) or modification(s) to the tool?
☐	Either:
☐	Evidence of reliability, validity, and efficacy (or a plan for developing that evidence) of the evaluation tool? or
☐	Assurance that any adaptations or modifications of the tool do not compromise the reliability, validity, or efficacy of the evaluation tool or the evaluation process?
☐	Evaluation frameworks and rubrics with detailed descriptors for each performance level on key summative indicators?
☐	Description of processes for collecting evidence, conducting evaluation conferences, developing performance ratings, and developing performance improvement plans? 
☐	Description of plan for providing training to evaluators and observers?
	                     
	                     

	8
	Training
	☐	Is training on the evaluation tool(s) provided:
☐	To evaluators and observers? and
☐	By a qualified trainer?
☐	Note:  RSC Section 1249b(1)(s) states that an individual with “expertise” in the tool(s) used by the District must provide training for evaluators and observers. The trainer can be a consultant or an individual who “has been trained to train others in the use of the evaluation tool or tools.”
☐	Has training been provided to evaluators by September 1, 2024, and every 3 years after, that includes at least all of the following:
☐	Evaluation criteria? 
☐	Clear expectations for what evaluators should look for when assessing teacher performance (including identifying key behaviors and practices of effective teachers)?
☐	Training on the evaluation process (including conducting classroom observations, collecting data, and analyzing results)?
☐	Calibration exercises that help evaluators practice using the evaluation criteria? and
☐	Ongoing support (including feedback and coaching)?
	                     
	                     

	9
	Annual Evaluation
	☐ Is there at least an annual evaluation? 
☐	Does the evaluation contain the required student growth and assessment data or student learning objectives metrics? (See No. 13 below)
☐	Is the portion of the evaluation that is not based on student growth and assessment data or student learning objectives metrics based primarily on administrator performance as measured by the evaluation tool adopted by the District?
☐	Is the portion of the evaluation that is not measured using student growth and assessment data or student learning objective metrics or by the adopted evaluation tool based on objective criteria?
☐	Does the evaluation system provide that if an administrator has been rated as highly effective or effective on the 3 most recent consecutive evaluations, the District may choose to conduct that administrator’s evaluation every 2 years rather than annually? 
☐	Note: An administrator’s evaluation must be conducted annually if the administrator is not rated as effective on one of these biennial evaluations or, for building-level administrators, the administrator’s supervisor or evaluator changes.
☐	Is the evaluation in writing?
☐	Note: If an evaluation is not in writing, the administrator is deemed effective for that evaluation year.
☐ Is the evaluation conducted by the Superintendent or designee?
	                     
	                     

	10
	Evaluation Review
	☐	Does the evaluation system provide that an administrator who is rated as needing support on an evaluation may request the Superintendent to review the evaluation and rating subject to the following?  
☐	Administrator must submit his/her request in writing within 30 days after the administrator is informed of the needing support evaluation rating;
☐	Within 30 days after receiving the request, the Superintendent must provide the administrator with a written response regarding his/her findings;
☐	If the written response from the Superintendent does not resolve the matter, the administrator or union representative may submit a written request for mediation within 30 days after the administrator received the response; and .
☐	Within 15 days of receipt of the request, the Superintendent must provide a written response to the administrator or union representative stating that the mediation will be scheduled as appropriate.
☐	Does the evaluation system provide that an administrator who receives 2 consecutive ratings of needing support may use the grievance process of an applicable collective bargaining agreement or employment contract for review of the administrator’s second evaluation rating or the evaluation process? 
☐	Does the evaluation system provide that, if the grievance procedure does not end in binding arbitration, the administrator may request binding arbitration by filing a demand for arbitration within 30 days after the administrator receives the written response from the Superintendent?
	
	

	11
	Mid-Year Progress Reports and Mentors
	For each year that an administrator is evaluated:
☐	Is there a mid-year progress report with all of the following attributes:
☐	Contains specific performance goals for the remainder of the school year for building-level administrators, or for the remainder of the calendar year for all other administrators (developed in consultation with the administrator)?
☐	Contains recommended training that would assist the administrator with meeting the goals? and
☐	Contains a written improvement plan that includes:
☐	Above goals? and 
☐	Recommended training? 
☐	Is a mentor assigned for the first 3 years in which the administrator is in a new position?
	                     
	                     

	12
	Ample Opportunities for Improvement
· Improvement Plans

	☐	Are there “ample opportunities for improvement”? 
☐	Is there a written improvement plan as part of the mid-year progress report and for any administrator who has received a rating of developing or needing support?
☐	Does the improvement plan recommend professional development opportunities and other actions designed to improve the rating of the administrator?
	                     
	                     

	13
	Student Growth and Assessment Data or Student Learning Objectives Metrics
	☐	Does the evaluation include student growth and assessment data or student learning objectives metrics?  
☐	Have the student growth and assessment data or student learning objectives metrics been collectively bargained?  
☐	Is 20% of the evaluation based on student growth and assessment data or student learning objectives metrics?  
☐	Note: Student learning objectives are measurable, long-term, academic goals, informed by available data, that the teacher sets at the beginning of the school year for all students 
☐	Are teachers and administrators provided relevant data on student growth? 
	                     
	                     

	14
	Building-Level Administrators
	☐	For a building-level administrator, did the evaluator:   
☐	Visit the school building where the administrator works?
☐	Review the administrator’s school improvement plan?
☐	Observe classrooms with the administrator to collect evidence of the school improvement strategies being implemented and the impact the school improvement plan has on learning?
	
	



	Unevaluated Administrators
☐	Has the administrator been designated as unevaluated and not assigned an evaluation rating if any of the following apply:
☐	The administrator worked less than 60 days in that school year?
☐	The administrator’s evaluation results were vacated through the grievance process? or
☐	The administrator and school district agree to designate the administrator as unevaluated because of extenuating circumstances?
☐	If the administrator has been designated unevaluated, is the administrator’s rating from the preceding school year used?
☐	Note: The administrator’s rating from the preceding school year is only used if the administrator continues to be employed by the District in the same position as the preceding year.
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