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Introduction to the Performance Based Teacher Evaluation Process

Performance Based Evaluation is the process that is established for use by Catholic schools in the Diocese of Jefferson City to supervise and evaluate teachers.  The process involves ongoing supervision of the teacher’s professional performance and provides direction for professional growth; it includes both formative and summative phases.  The primary responsibilities of the teacher are described in standards related to observable statements of job performance.  The standards and descriptors are based on knowledge of effective teaching and learning; they are integrated with values appropriate to Catholic education.  

The process facilitates professional development of teachers to provide effective instruction for students as they develop to their potential as Christian individuals created in God’s image.  In return, the supervision and evaluation process will make a positive impact on teaching and on the development of students in the schools of the Diocese of Jefferson City.

It is important to understand that, while related and sometimes overlapping, there is a difference between “supervision” and “evaluation.” Supervision has to do more with observing, guiding and helping. This is what occurs during the professional growth process. Most classroom observations are for purposes of professional growth and, therefore, classroom observations fall under the administrator’s duty to supervise. Evaluation has to do more with rating and judging. Therefore an evaluation of a teacher is based on many factors, not just a classroom observation, and is best done at the end of the year in a setting other than a post observation conference.
Orientation

PBTE begins with training and orientation for administrators and teachers, continues with the formative phase designed for improvement of value-oriented instruction, and culminates in the Summative Evaluation Report.

Orientation of Administrators

The Catholic School Office conducts annual in-service sessions for administrators to support consistency and quality of administrators’ skills.

Orientation of Teachers

The Catholic School Office conducts annual orientation sessions for teachers new to the diocese.

· information on the supervision and evaluation process and procedures

· a list of teacher performance responsibilities

The administrator of each school will provide annual in-service for all teachers.

Formative Phase
The Formative Phase is the ongoing process for instructional improvement for all teachers.  It includes planning for improvement, classroom observation and follow-up conferencing.

Scheduled Observation

1. A minimum of one scheduled observation per teacher will occur the first semester.

2. Prior to a scheduled observation, the teacher and the administrator establish the time and date of the observation.  The novice (1-3 years) teacher will complete a Pre-Observation Plan.  The administrator and the teacher discuss the lesson to be observed.  The teacher and the administrator retain copies of the Pre-Observation Plan.  The experienced teacher is not required to submit a Pre-Observation Plan.

3. The administrator takes notes during the observation.  The duration of a scheduled observation is for the entire lesson/activity.  The observation notes are transferred to a Formative Feedback Form and discussed during a post-observation conference, usually within two days of the observation.  The administrator may use a laptop during the observation.  The original of the Formative Feedback Form is kept in the teacher’s professional file, and a copy is provided to the teacher.

Unscheduled Observation
4. A minimum of one unscheduled observation per teacher will occur during each semester.  Unscheduled observations provide either specific, focused information or more general, comprehensive information.  Unscheduled observations can be any appropriate length of time.

5. The administrator communicates key points via Formative Feedback Short Form. A conference may be scheduled by the administrator or teacher. A copy of the Formative Feedback Short Form is provided to the teacher. In summary, the administrator makes a minimum of three observations each year for every teacher-1 scheduled and 2 unscheduled.

Incidental Performance Data

6. Incidental performance data are those types of information that incidentally come to the attention of the administrator.  Examples include letters, phone calls, conversations, indirect observation of teacher interaction with students and other staff, lesson plans, grade books, attendance records, discipline referrals, standard performance, extra tasks undertaken by the teacher.

7. The administrator makes appropriate notations regarding the information, seeks to validate the information, and determine significance.  Information is recorded on the Formative Feedback Short Form.

8. The administrator and the teacher both sign and retain copies of the Formative Feedback Short Form to indicate that the information has been documented.

Basic Professional Growth Plans and Professional Growth Plans for Enrichment

Basic Professional Growth Plans include measurable, precise objectives stated in terms that assist their attainment.  The administrator may require more than one plan.

The administrator may identify skills to be addresses based on the previous year’s Summative Report, or as warranted.  Separate forms are used for each plan.  The Basic Professional Growth Plan is cooperatively developed by the administrator and teacher on the Basic Professional Growth Plan Form.  Copies are signed and retained by both the administrator and teacher.  Progress on the implemented plan is monitored by the administrator during the school year.

The administrator may elect to implement the Professional Growth Plan for Enrichment for experienced teachers (4 or more years) who have demonstrated competency.  Professional Growth Plans for Enrichment are designed by the teacher and approved by the administrator. The PGP-E form is used for the enrichment plan.

When the administrator determines that the PGP or PGP-E has been satisfactorily achieved, both the administrator and teacher date and sign the form.  If the plan is not achieved by the target date, the plan or target date may be revised by the administrator.  When appropriate, additional personnel approved by the administrator may provide assistance to the teacher regarding the skills identified in the Professional Growth Plan.

Intervention

If the regular teacher performance of a teacher is in need of special attention, improvement, or assistance, it is generally noted on an Intervention Notice Form.  The intervention plan is discussed in conference by the administrator and teacher.  Copies are signed and retained by both the administrator and teacher.  The plan is monitored for satisfactory completion by the administrator.

However, sometimes the intervention notice form is not sufficient to address a problem. Or, sometimes an issue is so serious, so urgent, or is an issue that is outside of regular classroom teaching that an intervention notice is not sufficient. In these cases, the administrator needs to formulate a letter after meeting with the teacher. This letter would summarize the meeting indicating what the concern(s) is(are), how it/they is/are to be addressed, when it/they need to be corrected, and the possible consequences if the concern(s) is(are) not corrected. There is normally a line at the end of the letter that states: “I have read, understand, and have received a copy of this report.” Also, if an intervention notice fails to help to improve the concern, then a letter is to be formulated that contains the information as explained above.

Interventions normally need to occur at the time the issue/concern arises, in contrast to waiting until a formal conference occurs.

Mentors

Novice teachers are assigned mentors during the first two years of employment to assist in supervising and guiding their professional development.  Mentors do not evaluate novice teachers.  The role of the mentor is to support, guide, and coach.

Summative Phase

The Summative Evaluation Report is a composite of the year’s supervision and evaluation process and the administrator’s final evaluation of the teacher’s performance in all areas of responsibility.  The evaluation is based on the performance standards explained to each teacher upon hiring and reviewed with all teachers at the beginning of each school year.  The evaluation includes data on observations, conferences, incidental data and progress on growth plans.

A summative conference is conducted prior to the end of the school year, at which time the administrator and teacher review the Summative Evaluation Report.  The administrator and teacher sign the report indicating the document has been read and discussed.  The original copy is forwarded to the Catholic School Office by 

June 15.  Copies of the Summative Evaluation Report are retained by the administrator and teacher.  

Review of Evaluation System

The Catholic School Office will periodically review this evaluation system to assure that it remains an effective, fair, and efficient system that is comprehensive, constructive, and performance based.

Schedule for Supervising and Evaluating

August 
Orientation for all teachers of procedures for supervision and formative evaluation is to be provided by the administrator.

September
Teachers set professional goal(s) based on the previous year’s Summative Report or mutually agreed to focus in consultation with the administrator.  Copies are retained by the teacher and the administrator.

Scheduled
Administrator formally observes classroom instruction.  The process includes the following steps:


Pre-Observation Conference: (Novice Teacher)

Opportunity for supervisor to understand the planned lesson.





Observation:






Scheduled for duration of the lesson.


Post-Observation Conference and Formative Feedback Form completed: 

Administrator and teacher reflect on the observation and recommendations regarding the lesson, and confer regarding the PGP or PGP-E.


Administrator informally observes classroom instruction and provides feedback using Formative Feedback Short Form.

Each Semester
Teacher and administrator conference on progress on the PGP or PGP-E.

May – June
Administrator completes summative evaluations of each teacher clarifying essential changes needed and acknowledging refinements in performance.  

The summaries evaluation may identify goals for the following year’s Basic Professional Growth Plan or Professional Growth for Enrichment.

June 15
Original Summative Reports are sent to the Catholic School Office with original PGP or PGP-E. Copies are retained by the teacher and the administrator.

End of School Year
Professional Profile forms are sent to the Catholic School Office.

OBSERVATION PROCESS

FORMS

LESSON REFLECTION SHEET

The Reflection Sheet is completed by the teacher following each formal observation and is discussed with the administrator.

Teacher: 





Administrator: __________________________


(Subject)




(Signature)

Grade/Subject: 






Date:





1.
What were my objectives?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

2.
What feedback did I receive from students indicating they achieved understanding and that the goal/objective(s) were met for this lesson?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

3.
How was Catholic identity evident?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

4.
Did I adjust my goals or my work as I taught the lesson? If so, why? How?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

5.
If I had the opportunity to teach this lesson again to this same group of students, what would I do differently?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

6.
If there was one thing from this lesson that I could share with a colleague, what would it be?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

7.
What are the performance tasks or rubrics for assessments of this lesson and/or unit?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

8.
How is your Professional Growth Plan progressing?

            ___________________________________________________________________________________

            ___________________________________________________________________________________

* Use the back, if more space is needed. 

NOVICE PRE-OBSERVATION LESSON PLAN FORM


The Lesson Plan Review is to be completed by the novice teacher and given to the administrator at/or before a pre-observation conference.  This form is used by the administrator to gain insight into the teacher’s reflective understanding regarding lesson planning and may be used to document criteria.

Teacher: 





Administrator:______________________________

Grade/Subject: 





Date:_______________________________
1.
Briefly describe the lesson and students: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
What objectives and activities will be used that are a part of the Catholic Curriculum Guide?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
What will the students do?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
What learning difficulties do you expect and how will you address them?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.
What instructional materials or other resources will you use?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.         How do you plan to assess student achievement?  What process will you use?  What products will the

students produce?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.
Is there anything about the learning environment that you think might affect your students during the observation?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.
What are the most important classroom routines, procedures, rules and expectations for students’ behavior that will be in operation during the observed lesson?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9.
Are there any special circumstances of which the observer should be aware?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10.
What particular teaching behavior(s) do you want monitored?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

* If more space is needed, please add additional pages.

Diocese of Jefferson City

FORMATIVE FEEDBACK FORM A

(Can be handwritten.)

It needs to be understood, that in a particular lesson, not all standards and descriptors will normally be expected to be used and/or evidenced.

Teacher: 





Grade: 

Subject: _____________________

Administrator: 




 
Date:   



 
              



             (Signature)

The teacher appends a copy of the lesson plan and all handouts and notes used for this lesson to the signed Formative Feedback Forms and returns one copy to the administrator.  If the teacher has a unit plan, append it as well.  The teacher should keep copies of all documents in his/her personal supervision files.

______________________________________________________________________________________________________________________________________MENTOR COMMENTS (Optional)

LESSON PRESENTATION MODELS

The administrator may take the following models and descriptors into account as the teacher proceeds through the lesson.

Hunter Model

1)
Anticipatory Set (Gain student attention)**


2)
State Objectives (For the day or unit, etc.)**

3)
Input (Lecture, activity, video, etc.)



4)
Model Ideal Behavior (Show students how)

5)     
Check for Student Comprehension (Question or ask to perform)

6)     
Provide Guided Practice (Teacher guides students as they practice together)

7)    
Independent Practice (Teacher observes students and assists as students work independently)

8)
Closure (What occurred during this lesson and where are we going?)**

**In a Hunter lesson model, not all descriptors may be present, but all lesson models should include Set, Objectives and Closure. 

Inquiry

Developmental
   Discovery


Mastery
     Cooperative

Puzzle/Event

Confront with experiences
   Exploration


Share objectives
       Heterogeneous groups

Students question

  causing to modify

   Invention


Input

        to reach goals



Teacher ans. Y/N

  & sophisticate conceptions
   Discover



If not mastered
      Grade not group only

Teacher guides

Concepts are at appropriate
   Hands-on experiences

re-teaching &    
      Recognitions or awards

1. Verify facts

  level designed to pull 
   Degree of structure depends

  2nd exam

      All must contribute

2. Students develop

  children toward more 
     on child’s developmental

Students who    
      Minnesota Model, 

  theories & test

  complex use of the same 
     level & previous


  master after
        students taught skills of

  theories.


  concept.*

     experiences.


  1st exam…enrich
        listening, contributing, 

3. Group develops




   Guided – teacher sets 

Two forms of test,
       disagreeing, & observing.*

  hypothesis




     problem & activities

  so tested material

  that teacher or group



   Less Structured – problem is

  is the same, but test

  confirms & then analyzes  



     posed & materials provided

  items would vary.*

  strategies & develops



     or setting established 

  more effective ones.*



   Teacher functions as resource







     person.*
THE ADMINISTRATOR’S SCRIPT (IF SCRIPTING) OF THE LESSON MAY BE ATTACHED IF REQUESTED BY THE TEACHER

POST LESSON REFLECTION COMMENTS (IF ANY) FROM THE TEACHER (Attach)

PERFORMANCE STANDARDS AND DESCRIPTORS
I    FAITH COMMUNITY

Supports and Implements the Mission/Goals (of the School and Parish)

1. Supports the formal religious education program

2. Respects cultural diversity and provides activities to support cultural diversity

3. Works to reduce bias and stereotyping of groups

Comments: _____________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Gives Evidence of Lived Gospel Values

1. Actively participates in prayer opportunities

2. Acts in a consistent manner with the teachings of the church

3. Integrates religious attitudes and values into secular subjects

4. Models and plans appropriate service projects with students

5. Deals fairly with students, parents, and colleagues

6. Demonstrates a respect for all forms of life
Comments:______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

Participates in Building Faith Community

1. Contributes to a cooperative spirit in the school community

2. Welcomes all members to the community

3. Demonstrates a spirit of reconciliation through speech and action

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

II   INSTRUCTION PROCESS

Demonstrates Evidence Prior Planning and Preparation

1. Follows Catholic and school curriculum

2. Reflects the school philosophy in the instructional process  

3. Shows evidence of long and short range planning

4. Prepares lessons that reflect a strong understanding of content

5. Develops lessons that link students’ prior knowledge and states learning objective

6. Designs lessons in a clear and logical format

7. Selects and creates learning experiences relevant to curriculum goals/I.E.P.’s which are based on principles of effective learning 

8. Evaluates and adjusts lessons to meet students’ needs

9. Utilizes Catholic, school, and community resources to implement instruction

10. Provides advance knowledge of lesson information to other affected personnel

11. Communicates with appropriate personnel to meet the needs of the students

Comments:  _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

Presents Classes Clearly and Effectively

1. Communicates learning objectives clearly to the students

2. Builds upon interests, abilities, and previous learning experiences with the families, culture and community of the students

3. Employs a variety of teaching strategies, materials, and/or technology

4. Provides opportunities for guided and independent practice

5. Uses instructional time effectively and efficiently

6. Develops and promotes problem solving and critical thinking skills

7. Provides closure to each lesson

8. Promotes the development of good study skills.

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

Establishes a Climate Conducive to Learning

1. Creates and maintains an orderly, functional, safe learning environment

2. Creates a respectful and accepting learning environment by interacting with the students in a professional, courteous, and Christian manner

3. Establishes an effective classroom routine

4. Provides activities that encourage and promote involvement and participation

5. Manages student behavior effectively by using preventative measures and classroom discipline in accordance with Catholic and school policies

6. Maintains a healthy and safe physical environment

Comments: _____________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

Evaluates Student Progress Effectively

1. Uses a variety of ongoing assessments

2. Aligns assessments with goals, objectives, information taught, and instructional guidelines of the diocese and school      

3. Provides prompt constructive feedback of student work and performance

4. Maintains students’ records consistently, accurately, and neatly

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

III  INTERPERSONAL RELATIONSHIPS

Works Cooperatively with Administration

1. Supports and enforces all policies, procedures, and regulations of the diocese and school

2. Expresses views and ideas in a professional and Christian manner

3. Informs administration of activities, problems, and communications of which administration should be aware

4. Works cooperatively and openly with administration

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

Works Positively with Colleagues Support Staff and Parish Staff

1. Handles confidential information and difficult situations ethically and with discretion

2. Collaborates with others in planning and implementing projects

3. Appreciates contributions of others

4. Makes appropriate use of support staff services

5. Supports staff activities

Comments: _____________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

Demonstrates Positive Interpersonal Relations with Students

1. Maintains professionalism when relating with students

2. Offers appropriate encouragement to all students

3. Encourages student self-discipline    

4. Talks, listens, and is responsive to students in a mutually respectful and just manner

5. Seeks and identifies appropriate school and community resources as needed to benefit students

6. Uses discretion when handling difficult situations

7. Is accessible to students

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

Maintains Positive Interpersonal Relations with Parents

1. Seeks to develop cooperative partnerships with parents/guardians in support of student learning and well being

2. Communicates expected, shared responsibilities with parents/guardians

3. Facilitates effective parent/teacher/student conferences

4. Initiates and invites communication with parents

5. Communicates clearly, accurately, and promptly with parents in a professional manner 

6. Gives serious consideration and appropriate action to parental comments and concerns

7. Participates actively in school sponsored parent meetings and programs

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

IV   PROFESSIONAL RESPONSIBILITIES

Adheres to all the Policies, Procedures, and Regulations of the School and Diocese

1. Knows and implements the school’s emergency procedures

2. Maintains supportive adherence to teachings of the Catholic Church

3. Complies with school policy on attendance and punctually

4. Completes duties promptly and accurately

5. Complies with school policy and guidelines on copyright

6. Complies with school policy and guidelines regarding student confidentiality

7. Performs school supervisory tasks

8. Refrains from entering into an employment agreement that would conflict with the current contract

9. Fulfills contractual obligations before accepting other employment

10. Participates in the school’s self study and evaluation activities

11. Dresses professionally and in accordance with school guidelines

Comments: _____________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Continues Professional Development

1. Maintains state certification

2. Maintains religious education certification

3. Participates in school and Catholic in-service activities

4. Participates in activities designed to make the entire school a productive learning environment

5. Expands and applies knowledge of effective teaching practices

6. Reflects on and assesses her/his teaching practices

7. Participates in PGP/PGP-E
Comments:  _____________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

___________________________________________________
__________________________________________________
___
_________

Teacher ‘s Signature



     Administrator’s Signature

           Date

Signatures indicate that the Formative Feedback Form, lesson and comments have been discussed.

(Return one copy to the administrator signed and dated.  Append a copy of the lesson plan and all 

hand-outs and notes used for this lesson.  A unit plan may be appended as well.)

Diocese of Jefferson City

FORMATIVE FEEDBACK SHORT FORM B

(Can be handwritten.)

It needs to be understood, that in a particular lesson, not all standards and descriptors will normally be expected to be used and/or evidenced.

Teacher: 




Grade: 


Subject: 






Administrator: 




Date: 






(Signature)
Administrator Comments:
__________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________

Teacher’s Signature





              
Date

Teacher signature indicates that the Formative Feedback Short Form has been received.

THE ADMINISTRATOR’S SCRIPT (IF SCRIPTING) OF THE LESSON MAY BE ATTACHED IF REQUESTED BY THE TEACHER

POST LESSON REFLECTION COMMENTS (IF ANY) FROM THE TEACHER (Attach)

PERFORMANCE STANDARDS

I FAITH COMMUNITY


Supports and Implements the Mission/Goals (of the School and Parish)

Gives Evidence of Lived Gospel Values

Participates in Building Faith Community

II INSTRUCTION PROCESS


Demonstrates Evidence Prior Planning and Preparation



Presents Classes Clearly and Effectively


Establishes a Climate Conducive to Learning




Evaluates Student Progress Effectively
III INTERPERSONAL RELATIONSHIPS


Works Cooperatively with Administration




Works Positively with Colleagues Support Staff and Parish Staff


Demonstrates Positive Interpersonal Relations with Students


Maintains Positive Interpersonal Relations with Parents

IV PROFESSIONAL RESPONSIBILITIES


Adheres to all the Policies, Procedures, and Regulations of the School and Diocese
Continues Professional Development

(Return one copy to the Administrator signed and dated)

	Teacher
	
	Date
	

	Grade
	
	Time
	 
	Subject
	

	_ __ Informal Observation                Formal Observation

It needs to be understood, that in a particular lesson, not all standards and descriptors will normally be expected to be used and/or evidenced.



	

	Teacher Role & Activity  (Check all that apply.) 
	(
	Comments:

	Catholic teachings/ values are integrated into lesson.
	
	

	Teacher gives clear and concise directions.
	
	

	The learning objective is clear.
	
	

	Students are encouraged, supported, & treated respectfully.
	
	

	Teacher attends to disruptions quickly and firmly.
	
	

	Teacher feedback is clear and productive.
	
	

	Differentiated activities are used.  
	
	

	Prior planning and preparation are evident.
	
	

	Instructional time is used efficiently & effectively.
	
	

	Formative assessment occurs.
	
	

	

	Instructional Strategies  (Check all that apply.)
Hyperlinks can be accessed for further explanations of the terms.
	(
	Comments:

	Cues/advance organizers connect prior knowledge.
	
	

	Nonlinguistic representations are used.
	
	

	Similarities and differences are identified.
	
	

	Students are grouped to accomplish shared goals.
	
	

	Hypotheses are generated and/or tested.
	
	

	Simulations and games are used. 
	
	

	Summarizing and note taking skills are taught.
	
	

	Connection between effort and achievement is made. 
	
	

	Homework and practice are used effectively.
	
	

	Thematic instruction is utilized. 
	
	

	

	Student Engagement               (Check one.)
	(
	Comments:

	High level of student engagement 
	
	

	Moderate level of student engagement 
	
	

	Low level of student engagement 
	
	

	

	Levels Of Questioning   (Check all that apply.)
	(
	Comments:

	Knowledge and comprehension
	
	

	Application and analysis
	
	

	Synthesis and evaluation
	
	


	Multiple Intelligences  (Check all that apply.) 
	(
	Comments:

	Verbal/linguistic (listening, speaking, writing)
	
	

	Logical/mathematical (problem solving)
	
	

	Visual/spatial (charts, graphs)
	
	

	Body/kinesthetic (physical activity)
	
	

	Musical/rhythmic (singing, melodies)
	
	

	Interpersonal (group work)
	
	

	Intra-personal (self reflection)
	
	

	Naturalistic (observing, classifying)
	
	

	

	Learner Activities          (Check all that apply.)
	(
	Comments:

	Whole Group
	
	

	Small Group
	
	

	Individual
	
	

	Writing
	
	

	Speaking
	
	

	Reading
	
	

	Listening
	
	

	Using Technology
	
	

	Working With Hands-On Materials
	
	

	

	Classroom Environment  (Check all that apply.)
	(
	Comments:

	Climate is positive, respectful, and Christ centered.  
	
	

	Classroom is neat and organized.  
	
	

	Student work is displayed.
	
	

	Bulletin boards are current.  
	
	

	Catholic identity is evident.  
	
	

	Classroom is a healthy and safe environment.  
	
	

	Classroom procedures/routines are evident. 
	
	

	

	
	
	
	

	Administrator's Signature
	Date
	Teacher's Signature
	Date


Signatures indicate that the Formative Feedback Form, lesson and comments have been discussed.
THE ADMINISTRATOR’S SCRIPT (IF SCRIPTING) OF THE LESSON MAY BE ATTACHED IF REQUESTED BY THE TEACHER

POST LESSON REFLECTION COMMENTS (IF ANY) FROM THE TEACHER (Attach)

Intervention Notice

Teacher: ________________________________________                       Date:__________________

It has been determined that your teaching performance needs special attention for improvement.  The following describes the needs and the plan to address them.

Identify the standard and the specific improvement that needs attention at this time:  

List the steps the teacher will take to achieve improvement:

Plan of Assistance:  (Resources and/or assistance the administrator will provide)
Date of Follow-up Evaluation: __________________________

Means of Evaluation:

______________________________________________       ______________________________________

                         Teacher’s Signature/Date                                                                Administrator’s Signature/Date

=======================================================================

Follow-up Evaluation:





            Date:___________________


_____  Improvement satisfactory


_____  See revised plan that specifies further needed improvement


_____  Improvement not satisfactory (Attach a revised plan.)

______________________________________________       ______________________________________

                         Teacher’s Signature/Date                                                                Administrator’s Signature/Date

Note:  Signatures on this form indicate that the teacher has read, understands, and has received a copy of the form and discussed it with the administrator.  The teacher may append a response to the school file copy within 5 days.

PERFORMANCE GROWTH FORMS


PBTE Summative Evaluation

Name      




School Year      
Grade/Subjects      


School      




Teaching Responsibility:
    FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
Part-time

Status of Teacher (check one)     FORMCHECKBOX 
 Novice Teacher

 FORMCHECKBOX 
Experienced Teacher





      (1-3 years)
               (4+ years)

Key:

E = Exceeds Standard:  Performance is above average on a consistent basis.

M =Meets Standards:    Performance meets established criteria.

B = Below Standard:     Performance meets some criteria. (Areas form improvement 

                                         noted in Comments and to be addressed in upcoming  


                             professional growth plan)

U = Unsatisfactory:       Performance fails to meet established criteria.

I. Faith Community                   



Key:     E      M       B         U

	A. Supports and implements the mission/philosophy
	
	
	
	


1. Supports the formal religious education program;

2. Respects the cultural diversity and provides activities

3. Works to reduce bias and stereotyping of groups

	B. Gives evidence of lived Gospel values
	
	
	
	


1. Actively participates in prayer opportunities

2. Acts in a consistent manner with the teachings of the church

3. Integrates religious attitudes and values into secular subjects

4. Models and plans appropriate service projects with students

5. Deals fairly with students, parents, and colleagues

6. Demonstrates a respect for all forms of life

	C. Participates in building faith community
	
	
	
	


1. Contributes to a cooperative spirit in the school community

2. Welcomes all members to the community

3. Demonstrates a spirit of reconciliation through speech and action

Comments:

II. Instructional Process




Key:      E        M       B       U

	A. Demonstrates evidence of prior planning and preparation
	
	
	
	


1. Follow diocesan and school curriculum

2. Reflects the school philosophy in the instructional process

3. Shows evidence of long and short range planning

4. Prepares lessons that reflect a strong understanding of content

5. Develops lessons that link student prior knowledge and states learning objectives

6. Designs lessons in a clear and logical format

7. Selects and creates learning experiences relevant to curriculum goals/IEPs and are based on principals of effective lessons

8. Evaluates and adjusts lessons to meet students’ needs

9. Utilizes diocesan, school, and community resources to implement instruction

10. Provides advance knowledge of lesson information to other affected personnel

11. Communicates with appropriate personnel to meet needs of all students

	B. Presents classes clearly and effectively
	
	
	
	


1. Communicates learning objectives clearly to the students

2. Builds upon interests, abilities, and previous learning experiences with family, culture and community of the students

3. Employs a variety of teaching strategies, materials, and/or technology

4. Provides opportunities for guided and independent practice

5. Uses instructional time effectively and efficiently

6. Develops and promotes problem solving and critical thinking skills

7. Provides closure to each lesson

8. Promotes the development of good study skills

	C. Establishes a climate conducive to learning
	
	
	
	


1. Creates and maintains orderly, functional, safe learning environment

2. Creates a respectful and accepting learning environment by interacting with the students in a professional, courteous, and Christian manner

3. Establishes and effective classroom routine

4. Provides activities that encourage and promote involvement and participation

5. Manages student behavior effectively by using preventative and classroom discipline in accordance with diocesan and school policies

6. Maintains a healthy and safe physical environment

	D. Evaluates student progress effectively
	
	
	
	


1. Uses a variety of ongoing assessments

2. Aligns assessments with goals, objectives, information taught, and instructional guidelines of the diocese and school

3. Provides prompt constructive feedback or student work and performance

4. Maintains students’ records consistently, accurately, and neatly

Comments:

III. Interpersonal Relationships

           
      Key:      E           M        B           U

	A. Works cooperatively with administration
	
	
	
	


1. Supports and enforces all policies, procedures, and regulations of the diocese and school

2. Expresses views and ideas in a professional and Christian manner

3. Informs administration of activities, problems, and communications

4. Works cooperatively and openly with administration

	B. Works positively with colleagues, support and parish staff
	
	
	
	


1. Handles confidential information and difficult situations ethically and with discretion

2. Collaborates with other in planning and implementing projects

3. Appreciates contributions of others

4. Makes appropriate use of support staff services

5. Supports staff activities

	C. Demonstrates positive interpersonal relations w/students
	
	
	
	


1. Maintains professionalism with relating with students

2. Offers appropriate encouragements to all students

3. Encourages student self-discipline

4. Talks, listens, and is responsive to students in a mutually respectful and just manner

5. Seeks and identifies appropriate school and community resources as needed to benefit students

6. Uses discretion when handling difficult situations

7. Is accessible to students during the school day

	D. Maintains positive interpersonal with parents
	
	
	
	


1. Seeks to develop cooperative partnership with parents/guardians in support of student learning and well being

2. Communicates expected share responsibilities with parents/guardians

3. Facilitates effective parent/teacher/student conferences 

4. Initiates and invites communications with parents

5. Communicates clearly, accurately, and promptly with parents in a professional manner

6. Gives serious consideration and appropriate action to parental comments and concerns

7. Participates actively in school sponsored parent meeting and programs

Comments:

IV.  Professional Responsibilities 

                    Key:      E          M         B          U

	A. Adheres to all the policies, procedures, and regulations of the school and diocese
	
	
	
	


1. Knows and implements school’s emergency procedures

2. Maintains supportive adherence to teaching of Catholic Church

3. Compiles with school policy on attendance and punctuality

4. Completes duties promptly and accurately

5. Compiles with school policy and guidelines on copyright

6. Compiles with school policy and guidelines regarding student confidentiality

7. Performs school supervisory task

8. Refrains from entering into an employment agreement that would conflict with current contract

9. Fulfills contractual obligations before accepting other employment

10. Participates in the school’s self study and evaluation activities

11. Dresses professionally and in accordance with school guidelines

	B.  Continues professional development
	
	
	
	


1. Maintains state certification

2. Maintains religious education certification

3. Participates in school and diocesan in-service activities

4. Participates in activities designed to make the entire school a productive learning environment

5. Expands and applies knowledge of effective teaching practices

6. Reflects on and assesses his/her teaching practices

7. Completes required professional development plans (PGP or PGP-E)

Comments:

My signature indicates I have seen and discussed the evaluation with my administrator but it does not necessarily imply agreement with the ratings. I understand I am free to attach any written comments I may have regarding the evaluation report.

_______________



___________________________________________

Date





Signature of Teacher

_______________



____________________________________________

Date





Signature of Administrator

Original to: Catholic School Office no later than June 15 of the current school year.

Copies to: Personnel File and Teacher
BASIC PROFESSIONAL GROWTH PLAN

One PGP form is used for each responsibility addressed.

_____________________________________

_____________________
_____________

Teacher






School/Town


School Year

____ Novice Teacher, 1-3 years


____ Experienced Teacher, 4+ years

_________________________________________
Mentor Teacher – Required for 1st and 2nd year teachers.

The purpose of this Professional Growth Plan is to: ____ guide

____
enrich

____ improve
1.
Professional Responsibility: (check)


____ Faith Community



____ Instructional Process


____ Interpersonal Relationship


____ Professional Responsibilities

2.
State the expected Professional Standard:

(I. Faith Community, B. Gives Evidence of lived Gospel values.)

3.
List the objective to be addressed.

(I.B.#3 Integrates religious attitudes and values into secular subjects.)

4.
Procedures for achieving the objective.

(Explain the steps to be taken by the teacher [and mentor or administrator as relevant] that describe what the teacher will do to achieve the objective [and what the mentor or administrator will do to assist.]  This is the process/plan for improvement.) 

5.
Appraisal Method and Target Dates:


(How will progress be monitored?  At what point in time is the objective achieved?)

6.
Administrator’s Comments:


(The administrator may reinforce the change that needs to be addressed.)
7.
Teacher’s Comments:


(The teacher may share his/her thoughts.)

Additional comments may be appended as space requires.

 8.          Mentor’s Comments:

             (Coaching/guiding suggestions are appropriate.)

Date the Professional Plan is Approved:



Date the Professional Plan is Completed:

Date

Teacher’s Signature



Date

Teacher’s Signature

Date

Administrator’s Signature



Date

Administrator’s Signature

Date

Mentor’s Signature



Date

Mentor’s Signature

The original plan is submitted to the Catholic School Office for the teacher’s personnel file by June 15.

PROFESSIONAL GROWTH PLAN FOR ENRICHMENT
The PGP-E provides competent experienced teachers a self-directed, goal-centered enrichment process.  It allows them to focus their professional growth beyond the basic level of competency.

_____________________________












Teacher 
                                                                    Year

                        School/Town

(Check)

( FAITH/MISSION GOAL

( INSTRUCTIONAL LEARNER GOAL

( BUILDINGS/SCHOOL GOAL

( CATHOLIC GOAL

( PROFESSIONAL GOAL

( INTERPERSONAL GOAL

A. Enrichment Goal

Describe the goal, i.e., study or research, implementation and classroom monitoring, professional enhancement, sharing with or guiding colleagues to adapt the goal.

1. Identify the goal:

2. Explain the purpose of the goal:

3. Describe the process for achievement of the goal:

B. Assessment

1. What checkpoints will be set to measure progress?

2. What means will the teacher use to assess completion of the goal?

C. Administrator’s Comments:

_____________________________________

___________________________________

   Date

    Teacher’s Signature


    Date 
Administrator’s Signature

PROFESSIONAL GROWTH PLAN FOR ENRICHMENT

PROGRESS LOG
The teacher makes periodic notes on the progress on the goal.  Progress conference notes between the teacher and the administrator, activities, contacts and interactions are documented.

Date(s):



Notes:

REPORT OF PROFESSIONAL GROWTH PLAN FOR ENRICHMENT

A. State the enrichment goal:

B. Summarize the progress achievement:

      (The teacher reflects on the goal, progress attained, assessment of success, difficulties encountered, further steps, etc.)
C. General follow-up observations:

      (The teacher makes professional recommendations about the plan.  Could it be duplicated by others; what would improve    

      the plan; what is its professional significance?)

D. Administrator comments:
_________________________________

_____________________________________

        Date
    Teacher’s Signature

       Date   
Administrator’s Signature

TEACHER SELF-APPRAISAL INSTRUMENT FOR GOAL PLANNING

(OPTIONAL)

Based on your perspective, rank yourself on these criteria.  Your view of your strongest point should be designated 1, the next strongest 2, and so forth.  Each number, 1 through 9, must be used and no number may be repeated.

____ CLARITY: The ability to clearly, logically, rationally present material to students.  The instructional materials are compatible with desired outcomes and the cognitive level of instruction is appropriate for and of interest to the students.

____ VARIABILITY: The ability to match method with content and with students.  A variety of materials is available for use.  The teacher is able to display a variety of techniques, and they are matched to the learning styles of the students.

____ ENTHUSIASM: The teacher exhibits a clear, dynamic physical presence in the classroom.  The teacher is vigorous and animated during class time and displays involvement, excitement, and interest in the subject matter.

____ CLIMATE: The teacher promotes an atmosphere in the room that encourages all students to feel free to be a part of the class.  There is an obvious concern for involvement levels and high success rates.  Praise and reinforcement are given appropriately.  All students are provided opportunities to succeed.

____ TASK ORIENTATION: The classroom is characterized by a focus on cognitive tasks.  There is a business-like environment where students are continuously engaged in activities directly related to the desired outcomes.

____ METHODS OF EVALUATION: The teacher constantly monitors student understanding and student progress.  A variety of both formal and informal techniques is used and the data are collected to help provide input into making formal instructional decisions.  Individual student differences are taken into account and modifications are needed.

____ CLASSROOM MANAGEMENT: Rules and procedures are clear, understandable and value the Christian dignity of the students.  Class time is planned from bell-to-bell in order to maximize engagement rates.  Student activities and work are continuously monitored and high behavioral expectations are established.

____ PROFESSIONAL CONTRIBUTION: The teacher works to increase understanding of the teaching and learning process in the Catholic school and positively influences other educators to improve their practice.  Self-evaluation, professional dialogue, and action for improvement are engaged in with administration, colleagues, and parents.

____ SPIRITUAL FORMATION: The teacher completes the certification for Religious Education and provides consistent Christian example to students and colleagues.  Students engage in a variety of prayer and service experience.
Source: Successful Teacher Evaluation, Thomas L. McGreal; ASCD Publication

ANNUAL PROFESSIONAL DEVELOPMENT PROFILE

Teacher:      



School:      




School Year:      
In compliance with teacher certification advancement requirements, this form is to be submitted to the school office at the end of the school year to verify professional hours gained. Eight professional development days are required in the Diocese of Jefferson City.











   Religious
      Public


1. DIOCESAN INSERVICE DAYS (dates and sessions attended)


Certification
Certification




     Hours
     Hours

Teachers Institute ___________________________________________________


__________________________________________________________________
__________
__________
Religious Education Institute __________________________________________


__________________________________________________________________
____________
____________

2. LOCAL PROFESSIONAL DAYS





Topic


Facilitator

Orientation day (1) _______________________________________________________
____________
____________

Orientation day (2) _______________________________________________________
____________
____________

Orientation day (3) _______________________________________________________
____________
____________

Workshop (1)
   _______________________________________________________
____________
____________

Workshop (2)
    _______________________________________________________
____________
____________

Local Faculty Meeting/Inservices:




Topic


Facilitator

September _____________________________________________________________
____________
____________

October _______________________________________________________________
____________
____________

November _____________________________________________________________
____________
____________

December _____________________________________________________________
____________
____________

January _______________________________________________________________
____________
____________

February ______________________________________________________________
____________
____________

March ________________________________________________________________
____________
____________

April _________________________________________________________________
____________
____________

May __________________________________________________________________
____________
____________

Local Retreat ___________________________________________________________
____________
____________

Local Religious Education Day in place of Religious Education Institute (Describe):

______________________________________________________________________
____________
____________

Local Faculty Meeting/Inservices (continued): 




   Religious
     Public











Certification
Certification

Parent/Teacher/Student Conferences: _______________________________________
     Hours
     Hours

______________________________________________________________________
____________
____________

Parent/Teacher/Student Conferences: _______________________________________

______________________________________________________________________
____________
____________

In-school workday (explain): ______________________________________________

______________________________________________________________________
____________
____________

In-school workday (explain): ______________________________________________

______________________________________________________________________
____________
____________

3. OTHER PROFESSIONAL DAYS

Workshop/Inservice/Activity

Topic(s)


Timeframe

1. ____________________________________________________________________

______________________________________________________________________

______________________________________________________________________
____________
____________

2. ____________________________________________________________________

______________________________________________________________________

______________________________________________________________________
____________
____________

3. ____________________________________________________________________

______________________________________________________________________

______________________________________________________________________
____________
____________











____________
____________
Teacher Signature



Date



   Total Hours
   Total Hours

Administrator Signature



Date

Submit to the School Office by May 30.

Diocese of Jefferson City

Catholic School Office

P. O. Box 104900

Jefferson City, MO 65110
NOVICE		1-3 years





Teacher Evaluation Components





* Teacher collected data


* Data requested by administrator


* Planned/Unplanned data


* Frequent “drop-in” observations





EXPERIENCED		4+ years





Teacher Evaluation Components





* Teacher collected data


* Data requested by administrator


* Planned/Unplanned data 





Administrator/Supervisor Collected Data





* Classroom observations


* Pre- and post-observation conferences


* Data collection (suggest meeting with each teacher monthly)


* Summative Evaluation





            * Contract decision made





Professional Development Component


(Annually)


PBTE





* Mentor for 1st and 2nd year teachers


* Professional development documentation/portfolio


* Administrator directs PGP (Professional Growth Plan)


* Annual Professional Profile





Professional Development Component


(Annually)


PBTE-E





* Colleagues may share a PGP-E Plan or Goal


* PGP-E (Professional Growth Plan for Enrichment) addresses criteria, building goals or comprehensive school improvement plan


* Annual Professional Profile





The teacher completes this report and receives the administrator approval. The original of the report is sent to the Catholic School Office by June 15. The school retains a copy in the teacher’s file.  The teacher receives a copy.





Formative Feedback Form C
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