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FORWARD

[Fach Pro{:cssional cmPlogcd l:)g the Stow-Munroe [Falls Citg School District will
receive a copy of this Professional APPraisa] Handbook. New Prochsionals will

receive one cluring their orientation session in the fall.

In addition, it shall be the rcsPonsibilitg of each Principal to discuss this aPPraisal
program at a Faculty mceting Prior to Septcmbcr 20th of cach school year. ‘At that
time, the program should be reviewed and explaincd and each teacher informed as to

Wl‘liCl‘l) if any, alternative aPPraisal instrument I'mc/shc is to use this year.

Thc Director of Human Resources will coordinate the aPPraisal program and will
work with building PrinciPals in this rcgarcl. He/Sl’yc will Proviclc each Principal with
his/hcr list of teachers indicating the aPPraisal process for each teacher.

Individual teachers, new or cxpcricnccd, should feel free to consult their PrinciPal
concerning the appraisal program at any time. An overview is also Providec] in the
Master Agrccmcnt, Article X. As aresult of a two-year Pilot cnding in 2006-2007,
Plcasc refer to this handbook for Proccdurcs.
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STOW-MUNROL FALLS PROFESSIONAL AFFRAISAL

Bclicfs

e T eachers, Principa]s, and district staff are co”cgial partners workfng towards a common goa]

of continuous imProvcmcnt.
. On~going reflection is an intcgral part of Promccssional aPPraisa].
e [ eachers are leaders who engage students in activities that result in ]carning.
° Training of all Participants on the Profcssional aPPraisa| system is essential.

L Fro{:cssiona]growtlﬁ and dcvclopmcnt is an intcgral Part of the Promccssional aPPraisal P|an.

FurEoscs

A Fromccssional APPraisal Sgstcm should:

o  Serve as the basis for Pcrsonnc| decisions inc|uding reassignments, continuing contract

status, limited contract renewal, or contract non-renewal or termination.
e [rovidean objectivc measure for assessing a teacher's work Pchormancc.
°* [Foster an environment of continuous imProvcment.
e Assistand support the teacherin securing mcaninglcul Pro¥essiona| dcvclopmcnt.

° Align dailg Practicc with the beliefs and vision of the district.




INTRODUCTION

When a Profcssional is offered a contract for cmpioymcnt in this district, it is because there has

been a_juc]gmcnt that expresses confidence in the candidate’s Potcntia| for and commitment to
Promccssional growt]-l as well as his/her initial level of talent and competence. Thus, there is every
reason to build a staff aPPraisa] and dcvc|opmcnt program that assumes the Prochsional’s success.
Written aPPraisa] forms are Placcd in the Pcrsonnel file and the Pro{:cssiona| has access to and use

of the information in his/her file (Article X]I|, section A & B). Tl‘lrough an open aPProach,
aPPrchcnsion about aPPraisa] is unnecessary and the teacher may assume rcsPonsibilitg for using

the information to increase his/her effectiveness.

LEVEL S OF PERFORMANCE

Each element of a component has four levels of performance: unsatisfactory,
developing, proficient, and distinguished. The levels range from describing professionals who
are still striving to master the rudiments of teaching (unsatisfactory) to highly
accomplished professionals who are able to share their expertise (distinguished).

UNSATISFACTORY

The professional does not yet appear to understand the concepts underlying
the component. Working on the fundamental practices associated
with the elements will enable the teacher to grow and develop in this area.

DEVELOFING

The professional appears to understand the concepts underlying the
component and attempts to implement its elements. Implementation
is sporadic, intermittent, or otherwise not entirely successful.
Additional reading, discussion, visiting classrooms of other
teachers, and experience (particularly supported by a mentor)
will enable the professional to become proficient in this area.
For supervision or evaluation, this level is minimally competent —
improvement is likely with experience.

PROFICIENT

The professional clearly understands the concepts underlying the
component and implements it well. Most experienced, capable
teachers will regard themselves and be regarded by others as
performing at this level.

DISTINGUISHED

Professionals at this level are master teachers and make a contribution
to the field, both in and outside their school. Their classrooms
operate at a qualitatively different level, consisting of a community
of learners, with students highly motivated and engaged and assuming
considerable responsibility for their own learning.

A




Stow-Munroe Falls City Schools
Teacher Roles

Teachers as Designers of| Teachers as Instructional
Engaging Work Leaders

Invents/creates Implements

Experiments Assesses work based on state
Differentiates and district standards and
Collaborates teacher expectations

Solves problems Facilitates

Uses and identifies | Modifies

resources

Teacher as Professionals

Collaborates

Articulates and promotes district beliefs
and vision

Is a life long learner

Leads/mentors colleagues

Communicates with stakeholders
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CYCLE OF FROFE SSIONAL AFPRAISAL

(sortccl bg contract status)
A. Carccr Tcachcrs (—rcnurccl)~ 5~5ear cyclc

] complcte two aPPraisals within the Fivc-ycar cgclc; 2006-2007 begins the
Fivc~3car cgcle
] aPPraisal oPtionS: co”cgial aPPraisal partner (CAD) or self-directed
plan (SDF)
o completc any combination of the aPPraisal oPtions
o these two aPPraisals may not be completecj in the same year
B. One-gcar limited contract
e observational aPPraisal
C. Multi-gear not exPiring contract
L complctc one SDF
D. Multi~9car exPiring contract

° obscrvationa]appraisa] ‘

Cgclc of Professional APPraisal
(sorted 133 aPPraisal activitg)

CAFP SDFP
Ca reer Teachcrs ,(Tcnured) Carccr Tcachcrs ﬂ—enured)

Multi-—gcar not cxpiring

OBSERVATIONAL

| imited one year

Multi year cxPiring

Schedule
Options A. Pre p-obs p post obs ¥ post & summary
Per
Semester
B. Pre % obs obs » post & summary
C. Pre ® obs post Prewobs ppost & summary

An observational aPPraisal can be done at anytime.

~10~




AFFRAISAL DESCRIFTIONS

OBSE RVATIONAL

2 aEEraisa]s - it takes two observations of at least 30 minutes each before a summary

can be written.

ist aEEraisa| - observations must take Place between 9/15~-12/15 with a deadline of
12/20 for the formal aPPraisal and conference.

2nd aEEraisa] - observations must take Place between 1/5-%/%1 with a deadline of 4/5

for the formal aPPraisal and conference.

NOTE:
L] T}‘IC week immcdiatclg before SPring Brcak cannot be used for observation.

L Anﬁ aPPraisa[ that includes areas for imProvcmcnt must have a conference within 7

calendar clags of the observation. .

SLILF-DIRECTED PROFESSIONAL GROWTHPL AN - (SDP)

This is a form that is Planncd with and aPProvccl bg the PrinciPal. Tﬁclprofcssbna/lﬁs asked to

comp/ctc all sections of the form /'rlr:/ua//ngr goal(s), activities to be comp/ctcaf resources needed,

timelines, and what evidence will be used For verification of completion. 5amp/c documents may

/hc/ua’cy'ouma/s, student feedback surveys, peer obscrvatfon, Jesson P/ans, v/dcotapcs,
Ioﬁotogra/aﬁs, co//cct/bns, /Dortfo/fos, and units. A summa ry, written 135 the Profcssional, is to be
comPlctcd at the end of the activity. The PrinciPa| makes comments in rcgard to progress and

comPletion oFgoa|s. Theformbecomes a part of the teacher's Pcrsormcl record. Final aPProval

must be obtained bg Okct. 1.
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COLLEGIAL APFRAISAL PARTNERS (CAFR)

g FURFOSE O]: CAF Thc entire CAF team will focus on a signﬁ:icant but doable

curricular/instructional issue that will benefit students, teachers, and the district.

A Q/ualhcications For Far‘cicipation:

(Career | eachers are defined as those with continuing contracts with the Stow-Munroe [Falls City
Schools.

CAF may consist of two or more persons in the district.
Y P

A CAF will usua”g last for one year.

A second year CAF may align with work conducted in the first CAF.

(areerteachers are rcquircd to comP|étc two aPPraisa|s.

CAF or SDF.

2006-2007 )Civc—gcar cgclc begins.

Complctc atleast one CAF or SDF combination.

B. Commitments and Benefits

C ommitments [nvolved:

The entire CAF team commits to participate for the school year.
P P Yy

. The CAF team may utilize additional resources as needed (e, administrators, hig}'lcr ed.

Partncrship, on-line resources,).

The CAF commits to share benchmarks (summarg of Progrcss) with the bui‘ding administrator

through e-mail feedback or face to face mcctings. ]ngormation shall be shared by Dcccmbcr 1 and
March 1.

The CAF will Par’cicipatc in cross (CAF focus groups in APril/MaH.
~12-




. Tl’lc CAF also commits to two school dags clcsignatcd as Dcsign clags (Octobcr/Novembcr;
Dcsign Day 1 —~ |ntroduction; Apri]/May - Dcsign Dag 2 ~ Presentation of [ vidence).

FF ach CAF will determine its own team meeting dates, times, and work to be accomplisl—lcd and
iclcntiﬁj the support it will need to do this work during the Dcsign Day. Revisions will be made as
needed throughdut the year. [n order to commit to the success of the Projcct, additional time

begoncl the Dcsign Day will be rcquircd.
. CAFS are allotted seven hours of release time. This may be taken as two I/Z~cla55 or 1 full c]ag.

Ben efits

. The oPPortunitg to work co”cgia”g with FROFESS]ONALS in the district on a curricular or

instructional matter that is congruent with the core business of the Stow-Munroe [Falls Citﬂ
Schools.

. Eacl’l CAF member may earn C]:_U’s bg submitting a Proposa] for Otﬁcrﬁrofcss/ona/

Dcvc/opmcnta/Act/vitics to the LFDC The Prior aPProva] of this ProPosa| bg the L FDCis
necessary to receive CEU)s.

. CAFS will have the oPPortunitg to share their cxPcricnccs and Products with others.

Timeline

May
o Overiewof CAFP process held at builcling staff meetings.

: Scptcmbcr

. APPraisal Status Sheet must be submitted to your builc‘ing administrator bg ScPtcmbcr 15.

Octobcr/Novcmbcr

o CAF C ommitment Form must be submitted to your building administrator by October 1.
. Dcsign Dag 1 —~ |ntroduction to CAFP process and workclag.

December

e [Tirst benchmark due to builcling administrator no later than December 1.

~12a~




DCCCITI]DCI" - Marcl‘n

o (CAF teams engage in their work.

March

e Seccond benchmark due to building administrator no later than March 1.

April - Mag
Dcsign Day 2 ~ Celebration of CAF work.
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CLIGIBLE FOR CONTINUING CONTRACT

A Pro{:cssional who becomes cligiblc fora continuing contract during the term of a multi—ycar
limited contract shall nothcg the Director of [{uman Resources in writing bg October 1 of
the school yearin which t]wcg become cligiblc, for the purposc of Placing said teacher on the

proper aPPraisa’ format in order to granta continuing contract.

2 aEEraisals - it takes two observations of at least %0 minutes each before a summary can be

written.

1st aEEraisal - observations must be made between 9/15 ~ 12/15 with a deadline of 12/20

‘FOF tl’lc Forma| aPPraisa‘ ancl COl‘lgCFCI‘ICC.

2nd aEEraisal - observations must be made between i/5-3/31 with a deadline of 4/5 for

t“IC Forrnal aPPraisal and COI‘\FCFCHCC.

NOTE.:

o Theweek immccliatclg before SPring Break cannot be used for observation.
o Ang aPPraisaI that includes areas for imProvcmcnt must have a conference within 7

calendar days of the observation.

Continuing C ontract Requirements

o 3 oflast 5 years in distric’c; 2 years in district if tenure was earned in a
Prcvious district
o [Professional CcrtiFicatc/Fcrmancnt Ccr’chcicatc or ]:ivc~gcar
FroFessional I~ ducator | icense
e 30 semester hours since the initial issuance of certificate _O_R license
OR
o Masters held at the time of initial license

e 4 gracluatc hours since the initial issuance

Once a Pro[cs.s‘/bna/ reaches career status (cont/nu/ng contract), tﬁcy Pa/‘t/bfpatc ina Co//cg/é/
Alolora/:sa/ Fartners (¢ CAF) or Sel-Directed Jndividual Crrowth [lans accorc/fng to a S-year Cyc/c.
Co//cg/a/ Alo/:)ralﬁsa/ Fartners /s a process where teams of Profcsslbna/s commit to jo/nt[y pursuc

Profcssfona/ growt/7 goa/s over a Fcr/oc/ of time. [ r(jccts may extend bcgond one school year and

may involve Profcssfona/s at various grac/c Jevels andor 5u//a//n‘g5. A consultant may be chosen to

assist the group and the CAFis supcrw:scc/ 5ﬂ bu//o'/hg administrators.
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INDIVIDUAL FLAN OF ACTION

T he purpose of an Individual Flan of. Action is to document slocc/ﬂ'c beha viors, support, resources,

and f)cncﬁmarks necessary to /'m/orovc a /orofcs.s/ona/ at the unsa t/s[.actory /c vc/

Jt is initiated [Jy the ap/ora/:scr and Hows from the formal aloloralisa/ process. T he Stow [ eachers’
Association shall be informed at the time the appra/’scr decides to /mlo/cmcnt this Procca/urc so that
t/mﬂ shall assist in Prowb//hg support.

T he goa/s and behavior section should be Com/o/ci'ca/ bﬂ the aplora/:scn /ni'crvcntfons, tfmc/fncs, and
documentations should be comp/ctcc/ n coolocraf/bn with the teacher a/uring a com[crcncc; an
Association rcprcscntai’ivc _5/1_3// be present at the meeting. 7 he /J/an /m/:)//cs mutual effort for
successtul /h;/arovcmcnts; focus should be on critical behaviors ta,é/ng care not to overwhelm the

individual. /ntcrvcnﬁons should be as clearas Iooss/f)/c /nc/ud/'ng who is rcsponsfé/c for su/oloort.

SPFECIAL RULESFOR ALL APPRAISAL ACTIVITIE S:

NOTE:
o A bui]ding Principa| may initiate an observational aPPraisal in any year.

o |[f the building Principal believes it is necessary, he/she may make additional observations
after the Dcccmbcr and Marc}v deadlines. Thc Principai must use the proper form (Stamcxc

Summarq Appraisal).

o A Prochsional may be P’accd on an /no//v/alua//D/an of Action after the Principal has made an
observation in Scptcmbcr (ncw stam orin October (vetcran staff mcmbcr.)
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PROFESSIONAL APPRAISAL STATUS

Stow-Munroe Falls City Schools
STAFF MEMBER:

SCHOOL YEAR:

Our records indicate that your method of evaluation should be as listed below. Your method of
evaluation is tied to your contract status. Your appraisal options are indicated below as part of
the chart. To indicate your agreement with my mark, please initial my mark(s) and return by
September 15™. If you disagree with the information provided, please see your primary
appraiser.

Note: A Career Teacher must complete two appraisals within a 5-year cycle. Appraisal Options
include: Collegial Appraisal Partners (CAP) or Self-Directed Plan (SDP). These two may not be
completed in the same year. Place a "/" beside your selected option, if you plan to complete one
of the two options this school year or mark Non-Appraisal Year.

Contract Status Appraisal Option

Continuing Contract Collegial Appraisal Project
Self-Directed Plan

Non-Appraisal Year

_______ Mulfi-Year Contract - not expiring _____ Self-Directed Plan
Multi-Year contract - expiring ________ Observationadl
One Year Contract ______ Observational
__ Substitute (extended) _____ Observational

NOTE: Any teacher may have an observational appraisal in any year.

Teachers who become eligible for a continuing contract during the term of a multi-year limited
contract shall notify the Director of Human Resources by October 1 of the school year in which
they become eligible for the purpose of placing said teacher on the proper evaluation format in
order to grant a continuing contract.

YOUR PRIMARY APPRAISER FOR THIS SCHOOL YEAR WILL BE:

Name Position
-17-



CAP COMMITMENT FORM

The vision of the Stow-Munroe Falls City Schools is to actively engage all students in meaningful experiences that will
enable them to acquire the tools necessary to become productive, responsible citizens.

Please state the goal of your CAP:

The signatures below agree to abide by the CAP process as set forth in the Professional Appraisal
Handbook:

Date

Date

Date

Date

Date

Please submit this form to your building principal by October 1.
Principals send one copy of this report to the Director of Human Resources, retain one copy, and give
one copy to the teacher by October 8.
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F

Stow-Munroe Falls

CITY SCHOOLS

Name

Self-Directed Professional Growth Plan

Oproing Minds mrpsacin The vision of the Stow-Munroe Falls City Schools is to actively engage all students in meaningful experiences that will enable them to acquire the tools
necessary to become productive, responsible citizens.

Grade/Subject

Growth Goal(s)

School Year

School

Check all that apply

See Appraisal Handbook for Domain descriptions. The goal(s) addresses components in the distinguished level of performance: [ bomain A [ bomainB  [[] Domain ¢  [] Domain D

Activities and/or Person/Resources . . . , .
Steps to be Taken Needed Timelines and Deadlines Professional’s Documentation
Oct. 1
On or about Dec. 15
On or about April 5
Professional’s Signature Appraiser’s Signature
Date Date

Due Oct. 1 to Appraiser
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Semester 1 Summary:

Semester 2 Summary:

Professional’s comments:

" Appraiser’s Signature
Name Date
Professional’s Signature
Name Date
Appraiser’s Signature
Name Date
Professional’s Signature
Name Date

Instructions: send one copy of this report to the Director of Human Resources, retain one copy, and give one
copy to the teacher,
Signature indicates only that you have received a copy.
Signature does not necessarily indicate agreement with content.
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m H.;_ Individual Plan of Action

Opeming Minds megssain The vision of the Stow-Munroe Falls City Schools is to actively engage all students in meaningful experiences that will enable them to acquire the tools

mﬁoi.g:ba%m Falls necessary to become productive, responsible citizens.
CITY S¢C oLsS

Name School Year Date

Grade/Subject School

Goal(s) for criteria needing improvement

The goal(s) addresses components in (check all that apply): [0 pomainA [ DomainB [ DomanC [ DomainD

Interventions to help produce
desired behaviors

How behavior changes will

Behaviors to be demonstrated be documented

Timelines
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Behaviors to be demonstrated

Interventions to help produce
desired behaviors

Timelines

How behavior changes will
be documented
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Summary and Recommendations:

Appraiser’s Signature Professional’s Signature

Name Date v Name

Instructions: send one copy of this report to the Director of Human Resources, retain one copy, and give one copy to the teacher.
Signature indicates only that you have received a copy.
Signature does not necessarily indicate agreement with content.

Date
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Opening Minds f H i Through Education

Stow-Munroe Falls

CITY SCHOOLS

Name

Pre-Observation Conference Form

The vision of the Stow-Munroe Falls City Schools is to actively
engage all students in meaningful experiences that will enable
them to acquire the tools necessary to become productive,
responsible citizens.

Date

School

Grade/Subject

Please be prepared to discuss the following;:

* knowledge of students, including characteristics, approaches to learning, current
skill level, level of knowledge and any other information the observer needs to

know in advance.

* your goals for this lesson; what do you expect the students to learn or be able to
do by the end of this lesson? (Identify grade level indicator)

* how you determined that this is what these students need to learn.

* the assessment you will use to determine if your students have achieved the

intended outcome.

* the activities, methods and materials that are aligned with the goals of the lesson.

- * how the lesson relates to the applicable grade level indicators and to the past and

future lessons.

Comments:
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F Observation Worksheet

Through Bducation— The vision of the Stow-Munroe Falls City Schools is to actively
Stow-Munroe Falls engage all students in meaningful experiences that will enable
CITY SCHOOLS them to acquire the tools necessary to become productive,
responsible citizens.

Opening Minds

Name Date
School Grade/Subject
Dates of Pre-Conference Dates of Observations
Student Learning Environment (Domain B) Instructional Practices (Domain C)
1. Interacts appropriately with students 1. Communicates clearly and accurately the
2. Promotes appropriate interaction among students learning goals and instructional procedures
3. Establishes challenging learning expectations 2. Makes content comprehensible for students
4. Monitors and manages student behavior 3. Engages students in meaningful learning experiences
5. Organizes the environment for safe and effective 4. Monitors understanding of content and provides
use of physical resources . ' feedback

5. Manages instructional time and exhibits flexibility
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Name Date

Post-Observation Conference Form
S I The vision of the Stow-Munroe Falls City Schools is to actively
it Through Education engage all students in meaningful experiences that will enable

Opening Mi

them to acquire the tools necessary to become productive,

Stow-Munroe Falls responsible citizens.

CITY SCHOOLS

School Grade/Subject

This form can be used to facilitate the post-conference and should be used as a guide.
Please bring documentation where applicable.

Please be prepared to discuss:

the effectiveness of the lesson

the differences in student learning

collegial groups

participating and contributing to the District Vision

communicating student learning

record keeping
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P Staff Summary Appraisal

The vision of the Stow-Munroe Falls City Schools is to actively

Opening Minds Through Education engage all students in meaningful experiences that will enable
M Fall them to acquire the tools necessary to become productive,
CStIOyV; lslrclr}(l)eo A g responsible citizens.
Name School Year
School Grade/Subject

Dates of Conferences

Dates of Observations

Rating Definitions

* Unsatisfactory

* Developing

* Proficient

* Distinguished

* NA - Not Applicable

OVERVIEW

It takes two observations before a summary can be finalized; each summary is based on
two observations; each observation must be at least 30 minutes. A pre-conference must
be held before at least one of the observations.

First Semester - Observations must take place between 9/15 - 12/15 with a deadline of
12/20 for the formal appraisal and conference.

Second Semester - Observations must take place between 1/5 - 3/31 with a deadline of
4/5 for the summary conference.

Please note:

* week before Spring Break cannot be used for observation

* any appraisal that includes areas for improvement (unsatisfactory rating) must have
a conference within 7 calendar days of the observation
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Semester 1 Semester 2

Planning, Preparation & Knowledge Ulbevl Pl D UlDevl P| D

Demonstrates knowledge of students

States clear and appropriate learning goals for stu-
dents

Makes connections between past, present and future
lessons

Utilizes methods, activities and materials that are
appropriate for students and aligned with the goal(s)

of the lesson
Designs and utilizes appropriate evaluation strategies
for students

EVIDENCE:

Student Learning Environment UlDevl P| D UlDev| P D

Interacts appropriately with students

Promotes appropriate interaction among students

- Establishes challenging learning expectations

Monitors and manages student behavior

Organizes the environment for safe and effective use
of physical resources

EVIDENCE:
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Semester 1 Semester 2

Instructional Practices UlDevl P D Ulbevl PI D

Communicates clearly and accurately the learning
goals and instructional procedures

Makes content comprehensible for students

Engages students in meaningful learning experiences

Monitors understanding of content and provides
feedback

Manages instructional time and exhibits flexibility

EVIDENCE:

Reflection and Professionalism Ulbevl P | D Uibevl P D

Reflects upon the effectiveness of the lesson

Reflects upon differences in student learning

Participates in collegial groups

Participates and contributes to meeting the mission,
vision and beliefs of the district

Communicates student learning with parents

Keeps records

EVIDENCE:
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Semester 1 Summary:

Semester 2 Summary:

Professional’s comments:

Appraiser’s Signature

Name Date
Professional’s Signature

Name Date
Appraiser’s Signature

Name Date
Professional’s Signature

Name Date

Instructions: send one copy of this report to the Director of Human Resources, retain one copy, and give one
copy to the teacher.
Signature indicates only that you have received a copy.
Signature does not necessarily indicate agreement with content.
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Stow-Munroe Falls City Schools
Stow, Ohio

CONTRACT RECOMMENDATION

School Year
Teacher Building
Subject(s) or Grade(s)
Total Years of Teaching Experience Yrs. In Stow
Type of Certification (check one): Type of Licensure (check one):
___Ayr. _ 2yr.
_ 8yr ____5yr.
____ Permanent __ PK-3 49 712
____ Elementary ___ Secondary ____ FElementary ___ Secondary
_____ Specialist ___ Specialist
CURRENT CONTRACT STATUS: __ Continuing __ Limited

CONTRACT RECOMMENDATION:

Eligible
1 year

2 year _
Eligible for Continuing Contract
Remain on Continuing Contract
No Contract to be Offered

Comments:

- Date of Conference

Teacher’s Signature

NOTE: This signature indicates that a conference has been held and that the teacher has seen, although

not necessarily approved, this evaluation.

Signature of Principal

Instructions: Send ONE copy of this report to the Director of Human Resources, retain ONE copy for

your file, and give ONE copy to the teacher.

Doc:compevaluation8/06
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