
  

                                                               
 

 

2026-2027 APPRAISAL GUIDEBOOK 
 
The Dallas Independent School District’s Board of Trustees prioritizes measurable improvement of student outcomes. While 
this work relies on the dedication and performance of teachers and school leaders, central staff and campus support team 
members play a crucial role in reaching these goals by supporting the work of instructional staff and facilitating organizational 
conditions for success.  
 
To continue improving student achievement in Dallas ISD, each of the district’s 20,000+ team members, including the 
10,000 non-instructional staff, must be working toward a singular vision, focusing on shared outcomes, and striving for 
excellence. CMS is an approved appraisal instrument for central staff appraisers/supervisors to complete team members’ 
annual performance appraisal, as dictated per district board policy. 
 

OVERVIEW                                                                                                                         

The performance review process occurs in three phases within the annual appraisal cycle: Beginning of year goal setting 
and planning, Mid-year review, and End of year evaluation.  
 
Phase 1: Beginning of year planning and goal setting conference 
During the planning/goal setting conference, appraisers ensure that team members understand their job roles and 
responsibilities, goals, and expected professional standards of conduct. All team members will be accountable for the 
development and accomplishment of individual goals that align with those of the team and department. 
 

Phase 2: Mid-year review conference 
During the mid-year review conference, team members complete a self-review and appraisers meet in person with team 
member to assess areas of strength and growth. The appraiser reviews, revises, and realigns the team member’s goals 
with the needs and the goals of the district, department, or campus. If necessary, an individual intervention plan is developed 
to address performance that is not meeting expectations.  
 

Phase 3: End of year review conference 
During the end of year review conference, appraisers conduct a final review of performance and individual goal ratings and 
discuss areas of commendation and growth with the team member. 

 

   



  

APPRAISAL CYCLE TIMELINE  
 

Phase 
Mode & 

Responsibility 
Timeframe Action 

Phase 1: 

Beginning of 

Year 

Online 
Team 

member 

September / October 

❖ Log into Cornerstone (https://dallasisd.csod.com)  

❖ Complete and Submit goal setting task 

Online 

and Face-

to-Face or 

Virtual 

Appraiser 

❖ Schedule and hold the goal setting conference to 

discuss job responsibilities, expectations, and goals  

❖ Log into Cornerstone (https://dallasisd.csod.com)  

❖ Complete and Submit the goal setting task for the 

team member 

Phase 2:  

Mid-Year 

Online 
Team 

member 

 

January / February 

 

❖ Log into Cornerstone (https://dallasisd.csod.com)  

❖ Complete the assigned mid-year self-review task 

Online 

and Face-

to-Face or 

Virtual 

Appraiser February / March 

❖ Log into Cornerstone (https://dallasisd.csod.com) to 

review team member’s mid-year review 

❖ Schedule and hold the mid-year review conference 

❖ Edit team member’s individual goals if needed 

❖ Submit the team member’s mid-year conference 

acknowledgment task online 

Phase 3:  

End of Year* 

Online 

and Face-

to-Face or 

Virtual 

Appraiser May / June * 

❖ Log into Cornerstone (https://dallasisd.csod.com)  

❖ Complete the assigned annual review and conference 

acknowledgment for (TEAM MEMBER NAME) task; 

SAVE AND EXIT 

❖ Schedule and hold the annual review and conference  

❖ Log into Cornerstone (https://dallasisd.csod.com) and 

SUBMIT the Review 

Online 
Team 

member 

May / June  
Within ten (10) days of 

Appraiser Review 

submission 

❖ Log into Cornerstone (https://dallasisd.csod.com) to 

acknowledge/sign review and submit comments 

* End of year review dates may be shifted to align with contract/work calendar end dates where applicable 

 
 

EVALUATION COMPONENTS                                                                                           

The team member review consists of two components: 

❖ 75% Performance Rubric Competencies: Evaluation of set of competencies from four domains: Shaping 
Culture, Developing Talent, Driving Impact, and Engaging Stakeholders 

❖ 25% Individual Work-Specific Goal(s): Accomplishment of 3 rigorous, SMART goals, to be tracked and 
accomplished between    September 1,  2026 and June 30, 2027 (or end of contract/work calendar date) 

 
 

75%

25%

Performance Rubric Competencies Individual Work-Specific Goal(s)

https://dallasisd.csod.com/
https://dallasisd.csod.com/
https://dallasisd.csod.com/
https://dallasisd.csod.com/
https://dallasisd.csod.com/
https://dallasisd.csod.com/
https://dallasisd.csod.com/


  

 

PERFORMANCE RUBRIC COMPETENCIES  

Drawing from past evaluation systems, stakeholder input, and current best practices in performance management, the CMS 
Performance Rubric was developed as a means of setting expectations for team member performance around four core 
domains: Shaping Culture, Developing Talent, Driving Impact, and Engaging Stakeholders. 

❖ Shaping Culture Central Staff contribute positively to the District through ethical decision making and 
professionalism 

❖ Developing Talent Central Staff identify opportunities and take action to develop self, peers, teams, and divisions 

❖ Driving Impact Central Staff impact the District with high levels of productivity 

❖ Engaging Stakeholders Central Staff communicate in ways that build trust, develop positive relationships, and 
promote equity 

 
The CMS Performance Rubric adapts its valuation of excellence by layering additional responsibilities onto team member 
expectations depending on the requirements of their position: Leader of Self, Leader of Others, and Leader of Teams. 

❖ Team members on CMS who do not supervise others are evaluated under the Leader of Self category 

❖ Team members on CMS who formally manage or supervise at least one team member are evaluated under the 
Leader of Others category 

❖ Team members on CMS who hold a title of Director or higher are evaluated under the Leader of Teams category 

 

 Leader of Self Leader of Others Leader of Team(s) 

 

No Supervisory 
Responsibility 

(Admin Asst., Specialist, 
Coordinator, Analyst) 

Supervises People  
(Lead, Manager, Supervisor) 

Leads Direction of Work 

(Director, Exec Dir, Deputy Chief, 
Asst. Supt) 

Culture  1.1, 1.2 1.1, 1.2, 1.3 1.1, 1.2, 1.3 

Talent 2.1, 2.2 2.1, 2.2, 2.3, 2.4 2.1, 2.2, 2.3, 2.4, 2.5 

Impact 3.1, 3.2, 3.3 3.1, 3.2, 3.3, 3.4, 3.5, 3.6 3.1, 3.2, 3.3, 3.4, 3.5, 3.6, 3.7 

Stakeholders 4.1, 4.2 4.1, 4.2, 4.3 4.1, 4.2, 4.3, 4.4 

# Indicators 9 16 19 

 

 

 
  



  

 

CMS PERFORMANCE RUBRIC DOMAINS & INDICATORS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

  
 

 
 
  
 
 



  

 
 
 

 
 
 
 
 
          
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 

 
 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
  



  

 
 
 

 
 
 
 



  

  



  

 

APPRAISAL PROCESS  

The appraisal process is accomplished through three conferences during the annual appraisal period: 
 

❖ Planning/goal setting conference 
❖ Mid-year review conference 
❖ End of year review conference 

 
Performance tasks include both team member and appraiser action and acknowledgment. All team members have access to 
their appraisal documents electronically, will participate in performance conferences with their appraiser, and can respond 
to the appraisal results. All District employees shall be annually appraised. The District's employee appraisal system shall 
be administered consistent with the general principles set out below. The District shall develop appraisal manuals and 
regulations that include detailed criteria on how this policy is implemented, including time lines, appraisal procedures, and 
compliance forms, to be approved by the Superintendent of Schools or designee. [See also DNA(LOCAL) and DNB(LOCAL)] 

https://pol.tasb.org/PolicyOnline/PolicyDetails?key=361&code=DN#localTabContent 
 

BEGINNING OF YEAR PLANNING/GOAL SETTING CONFERENCE  

In preparation for the planning/goal setting conference, all team members should develop and submit approximately three 
job-specific goals which they will work toward achieving throughout the appraisal cycle. During the planning/goal setting 
conference, appraisers must ensure that team members understand their job roles and responsibilities, goals, priorities, and 
expected professional standards of conduct.  
 
During this planning/goal setting conference, appraisers are also expected to ensure that their team members’ goals are 
aligned with the goals of their department and the district, whenever possible. This planning activity is critical for the success 
of the campuses, departments, and the district. When this activity is well executed by all appraisers and team members, 
team members can focus their time and resources in meeting strategically aligned priorities. 
 

INDIVIDUAL WORK-SPECIFIC GOAL SETTING  

Goals are the core job functions or projects that appraisers hold team members accountable for annually. During the fall 
Planning/Goal Setting Conference, team members, and evaluators conference to formally discuss these individual goals. 
 
Each team member evaluated on the Career Management System is required to have 3 job-specific, measurable goals 
entered in the system. Goals should be rigorous yet attainable to challenge team members while aligning their work to the 
team, division, or District. Goals should meet the SMART goal criteria and must be entered online in Cornerstone. Resources 
on goal development can be found on online at the Career Management System website: 
https://dallasisd.org/careermanagement.     
 

MID-YEAR REVIEW CONFERENCE  

During the Mid-year review conference each team member completes a self-review, and the appraiser meets in person with 
each team member to assess areas of strength and growth. In addition, the appraiser will review, revise, and realign the 
team member’s goals with the needs and the goals of the district, their department, and campus. Team members should be 
prepared to present evidence supporting their work performance for the mid-year conference. If necessary, an intervention 
plan will be developed to address levels of performance that are not meeting expectations.  
 
The mid-year conference includes the following activities: 

❖ A discussion and review of team member’s performance 
❖ Review of performance components where team member’s and appraiser’s perception of work performance or 

goal progress are not aligned 
❖ Review, revision, and realignment of the team member’s goals with the needs and goals of the district, department, 

or campus 
❖ Development of an Individual Improvement Plan if team member’s performance requires improvement* 

 

*Note: If a team member’s work performance requires improvement, appraisers should conduct additional meetings between 
the Mid-year conference and End of year conference and should not wait until the End of year review conference to develop 
an Individual Improvement Plan. 
 
 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpol.tasb.org%2FPolicyOnline%2FPolicyDetails%3Fkey%3D361%26code%3DDN%23localTabContent&data=05%7C01%7CIRERODRIGUEZ%40dallasisd.org%7C5ca47cf9ba77499225f408db468b10f6%7C800a094b60c842e5afe66ccb630750c2%7C0%7C0%7C638181335315852867%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=VpdFxjF5D7ZFkbAS6UOy0%2F0RVxWVKNFMIHWQyKhcCJY%3D&reserved=0


  

 

END OF YEAR REVIEW CONFERENCE  

The End of year review conference requires that appraisers: 

❖ Review the team member’s success in meeting their individual goals and expected work behaviors 

❖ Provide team members with their ratings on performance rubric indicators and individual goals 

❖ Review performance components for areas of improvement and commendation 
 
 

PERFORMANCE DOCUMENTATION  

Appraisers will collect information and evidence to support performance and goal ratings throughout the appraisal cycle. 
Documentation indicating the appraiser’s rationale for ratings of is strongly recommended in the End of year evaluation, 
particularly for 1-Unsatisfactory and 4-Exemplary. 

Team members may be asked to prepare and present evidence supporting their performance. This supporting documentation 
may include information such as attendance records, action plans, and completed products and documentation of services 
(reports/data, report numbers/metrics, memos, meeting agendas and/or minutes, customer satisfaction survey results, or 
records of services). Evidence should be organized by relevant performance indicators or individual work-specific goals. 
 
 

INDIVIDUAL INTERVENTION PLAN  

An appraiser must develop an Individual Intervention Plan for a team member whose performance has been deemed in 
need of improvement. The appraiser may develop an Individual Intervention Plan at any time during the annual appraisal 
cycle to call attention to performance components requiring improvement. 

The Individual Intervention Plan template is available on the CMS website, and appropriate documentation and evidence for 
need should be included. 
 
As a best practice, an Individual Intervention Plan should be developed in collaboration with their team members. In all cases, 
appraisers and the team member must meet and review the Individual Intervention Plan. The Individual Intervention Plan 
must be implemented and completed during the scheduled workdays and within the annual appraisal year. 
 

The Individual Intervention Plan consists of the following: 

❖ Performance component(s) in which the team member requires improvement 

❖ Specific activities and tasks designed to improve performance (including dates for completion) 

❖ Evidence to determine that performance improvement activities and tasks have been completed and/or 

❖ Directives for needed changes in team member behavior and timelines for accomplishing change 

❖ Evidence to determine if team member performance or behavior has changed 

 
 
*Note: Appraisers will provide team members with corrective feedback on existing intervention plans and discuss 
intervention plans for the subsequent appraisal period if necessary. 
 
Please contact the Employee Relations team for additional information or clarification. 
 
 
  



  

 

EXTENUATING CIRCUMSTANCES  

Extenuating circumstances may prevent appraisers from providing an End of year appraisal. These circumstances 
include the following: 

❖ The team member was hired or transferred into the current position on or after April 1st 

❖ The team member has not been in attendance due to an approved leave (for additional guidance or clarification, 
contact the HCM Performance Management team) 

 

Appraisers who cannot rate performance due to extenuating circumstances should use the “N/A” rating option for all 
indicators and submit with comments providing context.  
 
 

SCORING PERFORMANCE RUBRIC COMPETENCIES  

When evaluating performance, Performance Rubric competencies will be scored using the following 1-4 scale during the 

End of year Appraisal: 

EXEMPLARY: Impact & Outcomes 

The exemplary team member is considered a role model that consistently exhibits exceptional performance translating to 

high levels of achievement of department and/or team goals. They show evidence of in-depth expertise along with superior 

ability to implement and integrate ALL essential functions of the position. Their work and interactions are always culturally 

appropriate, focused on providing unparalleled customer service, and branded with high expectations for themselves and 

their team. The exemplary team member’s impact is not limited to their team but is department and/or districtwide. They 

possess a growth mindset that facilitates productive collaboration and compelling mentorship of colleagues. They are 

highly motivated, showing initiative and requiring minimal supervision to move their work forward. Team members 

performing at this level are uniquely creative, innovative, or positively influential. They are considered “irreplaceable.” 

PROFICIENT: Consistent; Meets Expectations 

The proficient team member is a valued team member who demonstrates consistent favorable performance that translates 

to the team meeting most performance goals. There is evidence of substantial expertise along with implementation and 

integration of the essential functions of the position. Proficient team members participate in professional learning 

opportunities and are supportive of colleagues. This rating refers to a successful, professional team member that is 

consistently culturally responsive and customer service focused while maintaining high expectations for themselves. It is 

the expectation that most team members are consistently performing at a proficient level while simultaneously engaging in 

further development.  

PROGRESSING: Inconsistent 

The progressing team member displays sporadic shifts in effectiveness. There is evidence of basic knowledge and skills 

needed for the position, but more consistent overall performance is required. They are cordial with colleagues, but 

collaboration and/or professional learning is occasional and typically initiated via mandates. This rating refers to team 

members who are occasionally culturally responsive and customer focused, and they uphold some expectations for 

themselves. This level of performance indicates that the team member’s work product is inconsistent and often ineffective, 

thus opportunities for improvement are warranted. 

UNSATISFACTORY: Harming; Hindering 

The unsatisfactory team member is considered ineffective. The team member shows little or no expertise and minimal 

initiative to achieve personal and/or team goals. The team member does not meet minimum performance standards and 

needs substantial improvement. This rating refers to work that is rarely culturally appropriate or customer focused. This 

level of performance is hindering the team member from achieving required goals or is harming the team and/or 

department from reaching collective goals. Significant intervention is required. 

 
 
 



  

 
 

SCORING INDIVIDUAL GOAL ACCOMPLISHMENT  

When evaluating individual work-specific goals, they will be scored using a 1-4 scale as prescribed on the following 

Individual Goals rubric during the End of year Appraisal: 

 

 
 

 

  



  

OVERALL EVALUATION SCORING  

The annual evaluation score is the sum of points earned from the appraiser’s evaluation of the team member’s 
performance and goals during the applicable appraisal cycle. Scores from the performance indicators comprise 75% and 
goals comprise the remaining 25% of the overall evaluation rating. 

❖ Performance rubric indicator scores are averaged and weighted 75% 
❖ Goal scores are averaged and weighted 25% 
❖ Performance and goals weighted scores are combined to determine the overall evaluation score and categorized 

according to the ranges below. 
 
 

OVERALL EVALUATION RATING SCORE RANGE 

Exemplary 3.7 - 4.0 

Exceeds Expectations 3.3 - 3.6 

Proficient 2.6 - 3.2 

Progressing 2.0 - 2.5 

Unsatisfactory 0 - 1.9 

 
 

WHAT IF I DISAGREE WITH MY APPRAISAL?  

Team members are encouraged to discuss their concerns and grievances with their immediate appraiser, principal, or other 
appropriate administrator. When informal discussions fail to resolve the concern or dispute, the team member may file a 
grievance with the Employee Relations Department. See DGBA at http://pol.tasb.org/Policy/Code/361?filter=DGBA. 
 

A grievance form must be filed no later than fifteen (15) business days from the date the team member first knew or, with 
reasonable diligence, should have known of the decision or action giving rise to the grievance or complaint. Please contact 
the Employee Relations team for additional information or clarification. 
 
 

CONTACT  
 

Human Capital Management 

Performance Management Team 

Email: careermanagement@dallasisd.org 

Phone: (972) 749-5712 

 

 

APPENDIX  
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