Pittsburg Community Schools
Unified School District 250

Professional Staff Evaluation Handbook

“What teachers know and can do is the
most important influence on what students learn.”

National Commission on Teaching and America’s Future

Mission Statement:
To enable learners, through a partnership among home, school, and community, to live and learn in
and contribute to society.

Information contained within this document was adapted from the Framework for Teaching by Charlotte Danielson.
The document was ratified by Pittsburg Education Association and the USD # 250 Board of Education on
9/12/2011.
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PITTSBURG COMMUNITY SCHOOLS
EVALUATION CYCLE
Evaluation Cycle
I.

Employees shall be evaluated in accordance with the following cycle:
A.

First and second year employees in the district will be evaluated once each semester.
Each evaluation shall be completed by the 60th school day of each semester.

B.

Third and fourth year employees in the district will be evaluated once each year. The
evaluation shall be completed by February 15.

C.

Employees who have a significant change of assignment shall be evaluated once
during the first year of the new assignment. The evaluation shall be completed by
February 15. If he/she is employed unconditionally, then the evaluation schedule will
be reset to every three (3) years.

D.

Tenured employees with evaluation results of “reemploy with conference for
improvement’ shall be evaluated at least once the succeeding year. The evaluation
shall be completed by February 15. If he/she is employed unconditionally, then the
evaluation schedule will be reset to every three (3) years.

E.

Employees who have been employed with a plan for intensive assistance shall be
evaluated once each semester until evaluation results are at least “reemploy with
conference for improvement” or upon a recommendation for non-renewal. Each
evaluation shall be completed by the 60th school day of each semester. If he/she is
employed unconditionally, then the evaluation schedule will be reset to every three
(3) years.

F.

All other employees will be evaluated at least once every three years. The evaluation
shall be completed by February 15.

G.

Additional evaluations may be initiated by the evaluator or the employee. In such a
case, there shall be a mutual agreement on the timelines for meetings, observations,
and the final evaluation.

H.

Evaluations initiated by the evaluator (other than the regular evaluation cycle) may
not be used in calculating points for reduction in force.
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PITTSBURG COMMUNITY SCHOOLS
EVALUATION CALENDAR

Important
Dates
On or before
September 1
September 15
September 30
60th
School
Day of 1st
Semester
November 15

Task/Activity
Evaluation workshop for all employees scheduled to be evaluated this year.
Employees receiving two evaluations per year will schedule the prearranged observation for the first semester.
Employees receiving two evaluations per year will have their first
prearranged observation.
Complete first evaluation of employees receiving two evaluations this year.

Employees receiving one evaluation per year will schedule the first prearranged observation.
November 30 Employees receiving one evaluation per year will have their first
prearranged observation.
February 1
Employees receiving two evaluations will schedule the first pre-arranged
observation for the second semester.
February 15
Complete evaluation of employees receiving one evaluation this year.
March 1
Employees receiving two evaluations per year will have their first
prearranged observation of the second semester.
th
60
School Complete second evaluation of employees receiving two evaluations this
Day of 2nd year.
Semester
May 1
Notification to employees who will be non-renewed.
Employees who are not on cycle for evaluation will submit a personal reflection
May 1
about their self-evaluation by May 1st of the current school year using the reflection
form contained within this handbook.
May 15
Notification to Board by employees who will not return for following year.
May 20
Employees who are not on cycle for evaluation will meet with the building
principal to go over their reflection and make plans for professional
development during the next year.

2

PITTSBURG COMMUNITY SCHOOLS
PROFESSIONAL STAFF EVALUATION
I.

Philosophy and Objectives
A.

Philosophy about Evaluation. The Pittsburg Community School District believes
that a high quality performance evaluation system is essential for continuous
improvement of professional staff’s skills to maximize student achievement.
We further believe:
1) Performance evaluation requires an investment of time and effort by both the
administration and professional staff.
2) Continuous professional dialogue between administration and professional staff,
focusing on instruction and clearly identified expectations, is an essential
component for improvement and enhanced performance.
3) Evaluation should encourage professional reflection and self-improvement.
4) The evaluation process provides a fair and equitable system that uses specific
documented information upon which to make personnel decisions.

B.

Objectives of Evaluation.
Pittsburg Community Schools’ objectives for
performance evaluation of certified personnel are:
1.
2.
3.
4.
5.
6.

II.

To improve the performance of employees for increased student learning and
achievement.
To improve the skill level of the employees of the Pittsburg Community
Schools.
To determine the most effective utilization of employees.
To promote a sense of achievement that occurs through self-evaluation and
reflection.
To plan for professional development activities for licensed staff.
To provide a basis for administrative recommendation and Board decision
regarding personnel decisions.

Criteria
The main focus of the evaluation program is objective observation with major attention
directed toward possible improvement of individual performance in the position. The
judgments will be based on the domains and indicators contained within the Teacher
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Performance Evaluation Rubric. The evaluation forms include Pre-Observation
Conference Forms, Observation Summary, and Evaluation Performance Rubric. The
completed set of these forms will be submitted to the Superintendent after the completion
of the evaluation.
III. General Evaluation Procedures
A.

All employees will be evaluated on the basis of the policy, procedures, frequency,
forms, timelines, dates, and criteria outlined in the body of this section.

B.

Evaluators shall typically be the building administrators, except as allowed in Section
III (C).

C.

With the exception of district-level administrators, no administrator shall evaluate any
professional staff other than those assigned to him/her, except with the advance
permission of the employee.

D.

If the evaluator is not the building administrator, the evaluator shall use the
established evaluation forms and submit all completed and signed forms to the
employee’s building administrator.

E.

All evaluators of professional staff will receive yearly ongoing training about the
evaluation process as well as training to ensure inter-rater reliability among
evaluators. Data will be gathered through the process to inform the professional
development of evaluators.

F.

The evaluator may have access to and may review previous evaluation reports as
prescribed by law.

F.

Employees that are transferred from one building to another will remain on their
original schedule of evaluation unless the job requirements change significantly.

G.

Employees may request to be evaluated at any time, and a building administrator may
evaluate any employee in his/her building at any time. Additional evaluations beyond
the minimum required by statute may be initiated by either the evaluator or employee.
A mutually agreeable timeline for the evaluation, including observations and
conferences, shall be developed.

H.

Informal and formal classroom visits and observations:
1.

Informal classroom visits may be of any number, be unscheduled, and be of any
length.

2.

Observation for the purpose of evaluation may be conducted on an unannounced
basis, but the time and date for the first formal observation and pre and post
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observation conference shall be scheduled between the evaluator and the
employee.

I.

3.

Formal observations of employees shall be at least two (2) in number for a
significant part of the instructional period. In the case of employees who are not
assigned to a classroom, the observation shall be an equivalent amount of time.

4.

All observation of the work performance of an employee will be conducted
openly and with the full, but not necessarily prior, knowledge of the employee.
The use of eavesdropping, public address or audio system, hearsay evidence, or
surveillance devices is strictly prohibited.

5.

All conferences following formal observations should be completed within one
(1) week following the classroom observation. For all other observations, the
final evaluation conference shall be the only required conference.

Teacher Performance Evaluation Rubric:
1. After completion of the evaluation process, the evaluator shall submit the Teacher
Performance Evaluation Rubric for each employee under his/her supervision in
accordance with the schedule for evaluation. The Teacher Performance
Evaluation Rubric shall be an assessment of the employee’s overall performance
based upon the indicators on the form.
2. A conference between the evaluator and the employee will be held to discuss the
Teacher Performance Evaluation Rubric. The evaluator shall review the Teacher
Performance Evaluation Rubric with the employee who shall acknowledge the
report by his/her signature. An employee’s signature on the evaluation is required,
but does not necessarily constitute agreement with such evaluation.
3. The evaluator will give the employee a signed copy of the Teacher Performance
Evaluation Performance Rubric complete with the evaluator’s and employee’s
comments.
4. Within two (2) weeks after such presentation, the employee may respond in
writing. Responding statements will be attached with the original evaluation form
and all copies.

J.

The evaluators shall submit all completed forms to the Superintendent. He/She will
review each evaluation and place it in the employee’s personnel file. All evaluation
reports and responses thereto shall be maintained in the evaluation files for a period
of not less than five (5) years from the date each evaluation is made.

K.

Evaluation documents shall be confidential as prescribed by law.
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M.

Employees shall be notified in writing of the Board’s intent to non-renew no later
than May 1 of the contract year in accordance with Kansas statutes.

IV. Evaluation Process and Time Guidelines
A.

Evaluation: For all employees scheduled to be evaluated.
1. By September 1, an evaluation workshop shall be conducted for employees
scheduled to participate in the evaluation process for the current year.
2. Employees will receive information regarding evaluation purposes, criteria,
procedures, and forms.

B.

C.

Evaluation: For employees new to the system.
1.

The employee’s mentor may assist in areas for improvement throughout the
evaluation process.

2.

The mentor shall only provide information to the evaluator with the advance
permission of the employee.

Evaluation: For traveling teachers
Employees who serve in more than one building will be evaluated in the building in
which they are scheduled for a majority of their time. Administrators from other
buildings in which the employee serves are encouraged to have input in the
evaluation process. This information shall become part of the final evaluation which
is prepared by the evaluator.

VII. Follow-up Conference for Improvement
At the final evaluation conference the evaluator and the employee shall schedule a followup conference to review progress in any area marked as Basic on the Teacher Performance
Evaluation Rubric.
VIII. Intensive Assistance
A.

Employees who have not demonstrated satisfactory levels of proficiency and
improvement during the evaluation process may be placed on an intensive assistance
program. Intensive assistance shall only be initiated after an Unsatisfactory rating on
the Teacher Performance Evaluation Rubric.

B.

The purpose of intensive assistance will be to assist the employee in improving
his/her performance to satisfactory levels. The written plan for intensive assistance,
including goals and objectives, types of assistance, and time-lines, shall be developed
by a team. The team may be composed of one of the following groups:
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1.
2.
C.

Any employee being recommended for intensive assistance will be notified in writing
by his/her evaluator. The notice shall include specific reasons for the
recommendation.

D.

The evaluator will inform the employee in writing of the time and place of the
conference to start the intensive assistance process. At the conference, the evaluator
and employee shall define procedures for intensive assistance; including the resources
the district will provide to remediate the areas(s) of concern. The evaluator shall
review the specific areas in need of improvement and offer a specific plan to
eliminate the concerns. The employee shall be provided the opportunity for input,
expansion, and refinement of the objectives. A process for the monitoring and
accomplishment of the objectives shall be formulated at this meeting. The employee
has the right to bring a representative of his/her choice to this meeting.

E.

Intensive assistance shall be indefinite in length, but shall generally occur over one
school year. The beginning of the time for intensive assistance will not be less than
30 school days prior to the evaluator’s recommendation for nonrenewal on the
employee’s contract.

F.

The evaluator shall prepare a Teacher Performance Evaluation Rubric at the end of
the intensive assistance process outlining the initial reasons for the assistance, goals
set, the assistance provided, progress made, and the objectives accomplished during
assistance. This Performance Evaluation Rubric shall be reviewed by the employee
and evaluator and placed in the employee’s evaluation file.

G.

An employee on intensive assistance plan shall be evaluated each semester under the
guidelines and timelines found in this handbook until removed from said status.

H.

After an employee has completed the intensive assistance plan, the evaluator may:
1.
2.
3.
4.

X.

the employee, evaluator, and a mutually agreed upon third party, or
the employee and evaluator.

recommend unconditional reemployment
establish a follow-up conference for improvement
continue intensive assistance
recommend non-renewal

Evaluation Forms
A.

Evaluation forms shall be standardized throughout Pittsburg Community Schools and
shall be made available to the employee upon request and are contained herein.

B.

Approved evaluation forms included in this document are:
1.
Pre-Observation Conference Summary
2.
Observation Summary
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3.
4.
5.

Informal Classroom Observation Form
Teacher Performance Evaluation Rubric
Reflection on Self-Evaluation
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PITTSBURG COMMUNITY SCHOOLS
PRE - OBSERVATION CONFERENCE SUMMARY
This conference should occur between the evaluator and the employee prior to the formal observation. The focus of
the discussion should be about the teaching and learning that occurs in the classroom on a regular basis as well as
other pertinent information related to the students and learning environment. The questions below should serve as a
guide for the conference discussion.

A. Please describe the make-up of your class. Which students achieve at high levels?
Which students are struggling to learn the content being taught?
B. How do you utilize the district’s curricular standards in the planning and delivery of
instruction?
C. How do you accommodate for the individual learning needs of the students in your class
during instruction?
D. What multiple measures will you use to determine that the students in your class(es) are
learning the content being taught?
E. How do you utilize differentiated instruction in your classroom to meet the levels of
learning for all students?
F. What part of the curriculum do you anticipate that students might struggle? How will
you plan accordingly?
G. How do you utilize available student support services (including special education, SIT,
MTSS, ESOL, Mental Health, etc.) to meet the learning needs of all students in your
classroom?
H. What additional information would you like for me to know prior to observing in your
classroom?
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Informal Classroom Observation Form
Teacher:

Subject/Grade Level:

No. of Students:

Time In:

Time Out:

Objective Being Taught:

ENVIRONMENT/MANAGEMENT

STRATEGIES

Safe and Conducive for Learning
Warm and Friendly with Student Displays
Smooth Routines and Procedures
Consistently Responds to Student Behavior

Identify Similarities and Differences*
Summarize and Take Notes*
Reinforce Efforts and Provide Recognition*
Use Homework and Practice Opportunities*
Represent Knowledge Using Linguistic/Non-Linguistic Forms
of Info*
Organize Learning in Groups; Cooperative
Learning/Pairs/Small Groups*
Set Objectives and Provide Immediate/Continuous Feedback*
Generate and Test Hypotheses*
Use Cues, Questions, and Advance Organizers*
Utilizes Technology for Teaching and/or Learning
Uses High-Level Questioning Techniques for Classroom
Discussions
Lecture

Notes:

Notes:

INSTRUCTIONAL DESIGN

COMMUNICATION

Standards/skills based communicated
Explicit instruction
Modeling/Demonstrating Expected Learning
Checking for Understanding
Guided Practice
Independent Practice/Homework
Evaluation of Learning Progress
Utilizes Resources to Enhance Learning
Adjusts Instruction in Response to Students’ Interests and Questions
Adjusts for Multiple Learning Styles
Accommodates for Individual Students’ Needs
Notes:

Summary:
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Communicates Clearly and Accurately
Communicates High Expectations for Achievement
Interactions are Respectful
Good Rapport with Students
Enthusiastic about Subject
Notes:

PITTSBURG COMMUNITY SCHOOLS
FORMAL OBSERVATION SUMMARY
The evaluator shall describe the content of the observation. The focus of this summary should relate
directly to the information discussed during the Pre-Observation Conference.
Employee’s Name _______________________

Assignment _____________________

Primary Evaluator _______________________

Date ____________

__________________________
Employee’s Signature

__________________________
Evaluator’s Signature

_______
Date

________
Date

Signatures and dates are required. Signatures acknowledge content and do not signify agreement. Responses to this document
may be made no later than two weeks after receipt of it.
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Teacher Self-Reflection
This form is to be completed by all teachers who are not on evaluation cycle. It should be completed after the teacher
has completed a self-assessment using the Teacher Performance Evaluation Rubric. A conference with the building
principal should be held by May 1st to discuss the teacher’s responses to the questions and their plans for future
growth and professional development.

Which two or three indicators on the Teacher Performance Evaluation Rubric do you consider to
be particular strengths for you? Why did you choose these indicators?

Which two indicators would you like to improve upon in the future? Why did you choose these
indicators?

What is your plan for developing the indicators you listed in the previous question?

How can your building administrator help to support your growth in these indicators?

What evidence through multiple measures have you used to determine that you students have
learned the expected content for your classes?

Describe the overall student performance of your classes using these multiple measures.
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