Northeast USD 246 Evaluation Procedure
(From the Negotiated Agreement)

13.1
The evaluator shall establish a time to review the Teacher evaluation process, including 
procedures, criteria and forms, with each new Teacher and to other interested Teachers 
during the first month of school.

13.2
Copies of the procedures, criteria and forms will be provided to each Teacher during the 
first month of school.

13.3
A Teacher in his or her first three consecutive years of employment in the School District 
shall be evaluated at least two (2) times.  One evaluation and conference shall be 
completed on or before the sixtieth school day of the first semester.  Another evaluation 
and conference shall be completed on or before the sixtieth school day of the second 
semester.  Each Teacher may be evaluated at any time and with such frequency as the 
Administrator deems appropriate.

13.4
Beginning with the fourth consecutive year of employment of the Teacher in the School District, each Teacher shall be evaluated at least one (1) time every three (3) years.  The evaluation and conference shall be completed on or before February 15 of such evaluation year.  Each Teacher may be evaluated at any time and with such frequency as the Administrator deems appropriate.

13.5
The Teacher may request a classroom visitation by the evaluator at any time during the 
school year.

13.6
The process of evaluation shall consist of the following:


a.
Orientation of procedure by evaluator;

b.
Two or more classroom observations followed by a copy of the observation notes and an opportunity to discuss them with the evaluator;


c.
Conference to discuss evaluation report filled out by the evaluator.

d.
Teachers are encouraged, but not required, to provide the evaluator with a written self-evaluation that addresses the evaluation criteria prior to the final evaluation report.

13.7
In addition to the formalized evaluation procedure, it is expected that frequent conferences between Teacher and evaluator of a more informal nature will take place concerning the improvement of Teacher performance.

13.8
The evaluator shall make at least two classroom observations of not less than thirty (30) minutes each prior to the completion of the Teacher evaluation report.  A “classroom visitation” report shall be completed after each observation and provided to the teacher along with the opportunity for the teacher to discuss the report with the evaluator.  Consideration will be given to individual Teacher requests to review the “classroom visitation” report to acknowledge that the information has been discussed with the Teacher and a copy has been received.  The evaluator will confer privately with the Teacher. This meeting shall occur promptly and at a time and date mutually agreed upon.

13.9
The Teacher evaluation report shall be completed by the evaluator prior to the conference 
with the Teacher.  The report shall be signed by the evaluator and by the Teacher 
acknowledging that a conference has been held and that the Teacher is aware of the 
contents of the report.  The Teacher shall be offered the opportunity to affix to the report 
within two (2) weeks after the conference a rebuttal of any portion of the report which the 
Teacher feels is inaccurate, unfair or incomplete.

13.10
Signed copies of the Teacher evaluation report shall be made for the evaluator, Teacher 
and superintendent.

13.11
A rating of “1” (unsatisfactory performance) or “2” (needs improvement) shall require 
mandatory comment by the evaluator.  Ratings of “1” or “2” must be accompanied by 
suggestions for improvement.  The Principal may require a self-improvement plan for   
any employee.

13.12
Except by order of a court of competent jurisdiction, evaluation documents and responses thereto shall be available only to the evaluated employee, the Board, the Board’s attorney, administrative staff making same, State Board of Education as provided in K.S.A. # 72-7515, the board and administrative staff of any school to which the employee applies for employment, and other persons specified by the employee in writing pursuant to K.S.A. # 


72-9005.

