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Daniel T. White


District Superintendent
 


TO: Monroe#1 BOCES Administrators and BUP and BPA Unit Members
FROM: 
Dan White, District Superintendent

Jane Countryman, BPA President

Cynthia Baker and David Gresens, BUP Co-Presidents 

Laura Hefner, Coordinator of Paraeducators

Sheila Wallenhorst, Director of Human Resources

DATE:  9/14/10
RE:  Paraeducator Evaluation Process – Implementation Guidelines

The purpose of this memo is to establish guidelines in regard to the process for evaluating paraeducators. 

As per Union Agreement:

· Intern paraeducators shall be evaluated at the conclusion of five months service and annually there after.  Paraeducators with more than five months service will be evaluated yearly.

· Evaluations will be placed in the personnel file

· Unsuccessful evaluations may be extended by the supervisor in anticipation of satisfactory improvements, if satisfactory improvements are not made, evaluation would result in appropriate actions by supervisor and HR.

· BPA members of Deaf Ed will be evaluated during the first year and then once every three years.
· Copies of the evaluation forms will be distributed prior to evaluation

· Unit members shall acknowledge receipt of evaluation by signature and date

· A written response may be submitted for the inclusion of the file within 30 school days of the written evaluation.  

Suggested Guidelines:

· All paraeducators and supervising teachers will receive a copy of the paraeducator self-evaluation instrument at the beginning of the school year for their files and on-going reflection.
· All paraeducator Interns will be evaluated at the conclusion of five months service.
· Long Term substitutes working over five months in same capacity/assignment will also be evaluated.

· All other paraeducators are evaluated in yearly rotations beginning as early as February 1st and completed by June 1st.  

· Prior to February 1st paraeducators will be notified of their scheduled evaluation date.

· Paraeducators and supervising teachers will be given one week in which to complete the evaluations documents, self-evaluation and evaluation respectively.

· Meetings with administration will be held within a timely manner of the completed evaluations documents by paraeducator and supervising teacher.

· A copy of the employee’s attendance calendar will be attached to the completed evaluation.

· Paraeducators may respond in writing within 30 school days of their evaluation meeting with attachment(s) to their evaluations in their personnel file.

· BPA members in Deaf Ed will model these guidelines as closely as possible using the (modified) forms when appropriate.
       See attached Forms 
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