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GUIDELINES 
 
Introduction 
The Sycamore Community School District believes that staff evaluation should serve as a 
vehicle for staff growth, ultimately providing for an improved educational program.  We 
believe there are several areas that encompass high quality performance; Instructional 
Planning, Instruction and Assessment, and Professionalism.  It is through continued 
emphasis and opportunities for growth in these areas that we hold ourselves to the highest 
standards. 
 
The Evaluation Cycle  
The formal evaluation forms used, as well as the time schedule for evaluations, are the same 
in all of the Sycamore district schools for certified teachers who are responsible for student 
instruction 50% or more of the day.  The required use of the form does not, however, 
preclude the use of additional observation methods that may be developed.  Certificated staff 
not subject to OTES 2.0 requirements shall be evaluated utilizing specially designed tools 
aligned with specific requirements. 
 
Teachers scheduled for performance review will receive a copy of the evaluation instrument 
and notification of which evaluator will be completing the evaluation by October 12th.  The 
evaluation process and observation procedures will be explained at that time.  A full 
evaluation cycle consists of two rounds and shall be comprised of the following components: 
 

●​ A pre-observation conference before the first observation. Another may also be held 
before the second observation. 

●​ At least two classroom observations of thirty minutes each.  The first observation will 
be holistic and the second focused.  

●​ A minimum of two walkthroughs of at least five minutes each in length but no more 
than twenty minutes.  

●​ A final evaluation conference no more than ten school days after each observation 
and document between the evaluator and the employee. 

●​ If the employee’s employment is under consideration for non-renewal or termination, 
then a third observation must be completed and included in the evaluation document.  
The third observation should occur no less than 2 weeks after the second observation. 

 
No evaluation is required for teachers during their last year, when they have submitted in 
writing their intention to retire prior to December 1, and their retirement has been accepted 
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by the Board of Education.  Also, a teacher who was on leave for 50% or more of the school 
year is not subject to evaluation. Job share and part time employees will be evaluated as per 
requirements of the law.   
 
Teachers receiving a rating of ‘Accomplished,” will be evaluated every three years.  Teachers 
receiving a rating of “Skilled,” will be evaluated every two years. Teachers receiving a rating 
of “Developing” or “Ineffective” will be evaluated annually. In any year in which a teacher has 
not been formally evaluated as a result of having previously received a rating of 
“Accomplished” or “Skilled,” a credentialed evaluator shall conduct a partial evaluation cycle 
which includes at least one 30 minute observation and at least one conference with 
discussion of progress on the Professional Growth Plan. 
 
The teacher will be responsible for sharing their Professional Growth Plan by November 15. 
This should indicate their goals  for the school year and serve as a starting point for dialect 
around what the evaluator might focus on during the formal Focused observation. 
 
All “new to district” teachers must participate in the full evaluation cycle as described above. 
 
All teachers requesting a continuing contract will participate in the full evaluation cycle as 
described above. 
 
Teachers who: (a) are in their final Resident Educator year; (b) have been evaluated by the 
Board; and (c) received a final summative evaluation rating of  “Accomplished” or “Skilled” on 
their most recent evaluation from Sycamore may be excused from the formal evaluation 
cycle during their Resident Educator Summative Assessment year. 
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EVALUATION TIMELINE 

 
Listed below are important dates in the evaluation process. Any date listed alone is the final date 
by which that step must be completed.  
 
By October 10:  

● Employee notified of evaluator  
● Evaluation process explained in a formal meeting (Full Evaluation) 
● Employee receives copy of evaluation instrument  

 
By November 14:  

●​ Professional Growth Plan (PGP) is submitted. 
●​ The HQSD will be filled out while discussing the PGP.  

 
By End of the First Semester (December 18):  

● Pre-conference held  
●​First round of classroom observations and post-conference (Full Evaluation) 
● First walk through and evidence submitted  
●​Professional Growth Plan (PGP) is agreed upon 
●​First Holistic Rating given 

 
Beginning of Second Semester  (January 6) - April 30:  

● Second observation and post-conference (Full and Partial Evaluations) and third 
observation* (this is necessary and required if an employee’s employment contract is under 
consideration for non-renewal or termination)  

● Second walk through and additional evidence 
●​ Second Holistic Rating given 

 
By End of the Third Quarter (March 13):  
● Employee notified if put on an Improvement Plan 
 
May 10:  

● Summation of teacher performance entered by evaluator and provided to employee 
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NOTIFICATION OF ELIGIBILITY FOR 
CONTINUING CONTRACT 
  
Applying for a Continuing Contract requires the employee to meet one of the four categories below: 
 

1.​ Hold a professional, permanent or life certificate and have taught for at least three of the last five 
years in Sycamore.  Staff may make notification at the start of their third year.   
 

2.​ Hold a professional (five year) license, have a Master’s Degree and have taught for at least three of 
the last five years in Sycamore. Staff may make notification at the start of their third year.   
 

3.​ Hold a professional (five year) license, complete thirty (30) semester hours of coursework in the area 
of licensure or in an area related to the teaching field since initial issuance of the Professional (five 
year) license and have taught for at least three of the last five years in Sycamore. 
 

4.​ Held a continuing contract elsewhere and taught at least two years at Sycamore. Staff may make 
notification at the start of their second year. 

 
How Is A Continuing Contract Obtained? 
 

1.​ A bargaining unit member must provide notice prior to September 15th of the school year by written 
notification to the Superintendent of Schools. 
 

2.​ Go through the full evaluation process and be recommended for a continuing contract by both the 
evaluator and the Superintendent of Schools. 
 

3.​ All licenses, transcripts and related documentation must be received by the Superintendent no later 
than July 31st of the school year in which eligibility is declared by the bargaining unit member. 
 
Remember, the responsibility of initiating the process of obtaining a continuing contract rests with the 
teacher.  If any employee is unsure of his or her status regarding eligibility for a continuing contract, 
he or she should contact the superintendent's office. 
 
The decision to be awarded a continuing contract is at the full discretion of the administration. The 
process should be fair and transparent. 
 
Peer Assistance Mentor 
At the discretion of the building principal, Veteran employees may access a Peer Assistance Mentor  
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by contacting one of the members of the Sycamore Mentor Committee. 

 
 

FORM SECTIONS 
For those on both a full or partial evaluation cycle all required forms will now be 
completed in OhioES.  
 
For those on partial the former Partial Observation Evaluation Cycle Form from p.22 
of the Guidelines for Teacher Evaluation will be replaced with the “Walkthrough 
Observation,” in OhioEs. 
 

A.​ Self-Assessment  
This form is optional. It allows teachers to record evidence to indicate strengths and areas for 
growth.  This may be helpful for completion of the Professional Growth Plan. 
 

B.​ Professional Growth Plan  
This form allows the teacher to select goal statement(s)  to focus on during the evaluation 
cycle. This form must be based on the results of the evaluation and aligned to any school 
district and/or building plan(s) and is required to be shared with the evaluator.  
 

C. ​ High Quality Student Data (HQSD) Verification Form   
This form* is used to document the two sources of HQSD after reviewing the given criteria. 
Value-Added must be used as one if it is available 

 
D.​ Pre-Conference Planning  

The questions provided are intended to guide thinking and conversation; every question 
DOES NOT need to be answered and may not be relevant.   

 

E.​ Evaluation Rubric  
This rubric is used to document evidence during the pre-conference, observation, 
walkthroughs and post conference. This will be used during a full evaluation cycle.  

 

F.​ Walkthrough Forms  
These are the record keeping forms for informal walkthroughs.  A minimum of two (announced 
or unannounced) walkthroughs, of 5-20 minutes in length, will be conducted during a full 
evaluation cycle. A minimum of 1 walkthrough will be conducted for partial evaluation cycles. 

 

G.​ Post Conference Planning 
This form is used to guide the conversation during the post-conference.  It is not necessary to 
answer each question.​  
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H.​ Final Holistic Rating  

This form is to be given to employees by May 10th by their evaluator via OhioES.   
 
I.​ Improvement Plan  

This form is to be completed by the evaluator if concerns are present regarding teacher performance.   
It takes the place of the PGP. The IP shall include specific recommendations for improvement, the means 
to make the improvement, and the date by which improvement should be made. The deadline for this form 
to be given to employees is the end of the third quarter (March 14th). 
 

J. ​ Partial Evaluation Cycle Form 
This form is maintained on the walkthrough form. This observation will be a minimum of 30 minutes and 
does not require use of the evaluation rubric.  
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Self-Assessment 
 
This form is optional. It allows teachers to record evidence to indicate 
strengths and areas for growth.  This may be helpful for completion of 
the Professional Growth Plan.  
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Professional Growth Plan 
This form allows the teacher to select goal statement(s)  to focus on during 
the evaluation cycle. This form must be based on the results of the 
evaluation and aligned to any school district and/or building plan(s). This 
form is required to be shared with the evaluator. Teachers with a Final 
Holistic Rating of Accomplished develop a self-directed PGP annually, 
Skilled teachers develop a PGP annually working jointly with the evaluator, 
Developing teachers develop a PGP guided by the evaluator and Ineffective 
teachers will be placed on an Improvement Plan in lieu of a PGP. In all 
cases, collaboration between the evaluator and employee is encouraged.  
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Pre-Conference Planning 
 

The questions provided are intended to guide thinking and 
conversation; every question DOES NOT need to be answered and may 
not be relevant to every observation.  
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Evaluation Rubric OTES Model 
 
This rubric will be used to document evidence during the pre-conference, 
observation, walkthroughs and post conference. 
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Walkthroughs 
 
These forms are for informal walkthroughs.  A minimum of two 
announced or unannounced walkthroughs, of 5-20 minutes in length, will 
be conducted during a full evaluation cycle.  
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Post-Conference Planning 
 
The goal for the conference leader is to cognitively coach the teacher 
through the use of reflective questions.  
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Final Holistic Rating 

This form is to be given to teachers by May 10th by their evaluator.  
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Improvement Plan 
The purpose of the Improvement Plan is to identify specific deficiencies in 
performance and foster growth through professional development and 
targeted support. The deadline for this form to be given to employees is 
the end of the third quarter (March 14th). 
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Partial Evaluation Cycle Form 
This form is maintained on the walkthrough form. This observation will be a 
minimum of 30 minutes and does not require use of the evaluation rubric.  
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