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POSITIONTITLE:

JOB GOAL:

REPORTSTO:

SUPERVISES:

ROLE DESCRIPTION

Principal

To serve asthe instructional and administrative |leader of the school, to work
with staff, students, and community to ensure a high-quality educational
program, and to formulate and accomplish the school mission. To provide
leadership in an environment of high expectations for staff and students.
Superintendent/Assi stant Superintendent

Faculty, staff, and students at assigned school

PERFORMANCE RESPONSIBILITY:

1

10.

11.

12.

13.

14.

Provides effective leadership in planning, developing, implementing, and
evaluating the instructional program.

Interprets and enforces federal and state laws and state and local board policies.

Assistsin the recruiting, screening, selecting, and assigning of the school’s
certified and classified staff.

Assists in securing, maintaining, and managing material resources.
Prepares and administers the school budget and supervises school finances.
Assumes responsibility for scheduling.

Ensures students receive appropriate placement and services.

Plans and accomplishes personal professional growth and demonstrates
professional ethics.

Demonstrates proficiency in written and oral communication.
Provides professional opportunities for staff.

Communicates and clarifies the school’ s mission to students, staff, and
community.

Provides a safe, orderly environment that facilitates teaching and learning.
Provides a climate of high expectations for staff and students.

Supervises, observes, and evaluates teachers and staff.
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WHO EVALUATESPRINCIPALS

The primary evaluator of the principal should be hisher immediate supervisor. Usually that
person is the superintendent or other central office administrator designated by the
superintendent. However, additional persons can be involved in the processes as data collectors.
The distinction is quite simple. The evaluator is the person responsible for rendering value
judgments about the principal’s performance. A data collector, on the other hand, is someone
trained to administer certain assessment instruments and procedures, collect the resulting data
and pass them on to the evaluator for consideration in the judgment. In the Alabama principal
evaluation program, the evaluator (immediate supervisor) may or may not be the sole data
collector.

If there are to be data collectors in addition to the evaluator engaged in the evaluation of a
principal, there are certain criteriafor approval of those personsto servein that role:

1. All data collectors (including evaluators) must be trained as evaluators and meet al
standards established for evaluator “ certification”.

2. If adata collector from outside the school system (LEA) isto be employed to assist
the evaluator, he/she must meet the established standards for evaluators and be
approved for thisrole by the local Board of Education. Liability of the data collector
isthe responsibility of the LEA.

3. Anexterna data collector cannot participate in the evaluation of afirst year principal.

4. A datacollector cannot be responsible for a) completing the Supervisor’s Review
Form, b) completing and signing the Evaluation Summary Report (ESR) or
conducting the Evaluation Summary Conference (data collector may participate in the
summary conference).

Note: If there are administrators in the school system other than the immediate supervisor to
whom the principa is accountable for performance in one or more areas covered by the
Supervisor's Review Form, the evaluator (immediate supervisor) may go to those persons for
information regarding the principa’s performance in those areas.

SEPTEMBER 1, 2002



ALABAMA PROFESSIONAL EDUCATION PERSONNEL EVALUATION PROGRAM

EvALUATOR CODE OF ETHICS

1. Evauatorsshall conduct themselvesin a professional manner at all times during the
evaluation process.

2. Evaluators shall not communicate, either directly or indirectly, regarding any issue
concerning the evaluation process of the principal’s personal qualifications with any person
except the immediate supervisor(s) to whom evaluation results are to be reported.

3. Evauators shall not knowingly misrepresent the qualifications or performance of a
principal.

4.  Evauators shall not knowingly make false or malicious statement(s) about a principal.

5.  Evauators shall not accept any gratuity, gift, or favor that might impair or influence the
evaluation process.

6. Evauators shall not evaluate persons from their own immediate families and other relatives
including aunts, uncles, nieces, and nephews.

7.  Evauators shall try to optimize the assessment situation and develop appropriate rapport
with principals.

8. Evauators shall not receive or divulge secured information used in evaluator training

including test keys (interview, observation, portfolio, ESR, etc.), copies of tests, or
reliability records.
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ALABAMA PROFESSIONAL EDUCATION PERSONNEL EVALUATION PROGRAM

BELIEFSAND PRINCIPLES

Evaluation of programs and practicesis essential to any ongoing effort to improve any
profession. Evaluation is not apart from but a part of the educational process. However, sound
evaluation practices must be based on a set of beliefs and principles that are congruent with the
outcomes desired.

Below are the fundamental beliefs about the Alabama Professional Education Personnel
Evaluation Program, the principals, evaluators, and the evaluation process and evaluation
instruments. Hopefully, they reflect what educators across Alabama believe and desire to
accomplish, just as they reflect the beliefs and goals of the many educators who have contributed
to the development of this evaluation system.

THE PROGRAM

1. Theprimary goa of the evaluation program is the improvement of teaching and learning.
2. A sound personnel evaluation program focuses on performance rather than credentials.

3. To be useful, the personnel evaluation program must be coupled with a strong professional
development program.

4. To be useful, the personnel evaluation program must be coupled with strong programs of
student and program assessment.

THE PRINCIPAL

1. Educators, whether teachers or administrators, want to be competent professionals.
2. All educators can improve performance.
3. Itispossibleto assess differencesin educator performance.

4. Essential to competent performance in any position is a nucleus of practices and behaviors
which can be identified, assessed, and improved.
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THE EVALUATOR

1.

2.

Rigorous and comprehensive training is essential for an evaluator.

Evaluators must have a commitment to the improvement of education and to assisting others
in their improvement.

The evaluator must be fair, objective, honest, ethical, and of high moral character.

THE PROCESS

1.

2.

The evaluation process should not discourage diversity in professional behavior.

Multiple data sources and data collection procedures are necessary to obtain areliable picture
of professional practice and behavior.

Effectiveness of educational practices and principal behavior must be assessed in light of
learner characteristics and needs; teacher/staff characteristics and needs, and school and/or
school system characteristics, needs and organizational structures.

The evaluation process should focus on the identification of patterns of behavior.

THE EVALUATION INSTRUMENTS

1.

2.

No single instrument is adequate for assessing educator performance.

Evaluation instruments must be developed from the criteria upon which principals are to be
assessed.

Instruments must be understood by all professional educators in the school system.

Instruments must assess the performance of knowledge and skills considered important to
effective teaching, effective administration, and effective schools.
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ALABAMA PROFESSIONAL EDUCATION PERSONNEL EVALUATION PROGRAM

FOR PRINCIPALS

EVALUATOR STANDARDS

Evaluator approval is based on performance during training which is measured in two ways:

1. Knowledge Test
2. Performance Skills

1. KNOWLEDGE TEST

All evaluators must demonstrate 80% accuracy.

PERFORMANCE SKILLS

Evaluators of principals must demonstrate reliability in scoring one (1) knowledge/skill area,
in developing arationale/justification for the score, and in creating one professional
development objective and related activities to addresses weaknesses identified.

Reliability will be based on agreements of scores/interpretations and rationales.

In addition to the demonstration of reliability, the evaluator will be assessed on the ability to:

conduct an interview

conduct a school operations/management observation
analyze a completed principal portfolio

analyze results of surveys

complete a Supervisor's Review Form

analyze completed Professional Development Plans

compile evaluation data from the several data sources and complete the Evaluation
Summary Report accurately

identify appropriate areas of focus for the Professional Development Plan and
produce a PDP
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Failure To Meet Evaluator Standards

During the training program for evaluators, each trainee will be provided at least two (2)
opportunities to pass the knowledge test and four (4) opportunities (if needed) to achieve
reliability in performance skills.

At the end of the training program, trainers will send to the State Department of Education alist
of trainees who have met evaluator standards and a list of trainees who have not met the
standards. Those lists will include the test and reliability scores of each individual.

Upon receipt of the lists, the State Superintendent of Schools or his/her designee will providein
writing to the local superintendent approval of those persons who can serve as evaluators by
virtue of their having met evaluator standards. Administrators or others who have not met
evaluator standards may not evaluate principals.
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THE SUMMATIVE COMPONENT OF THE PRINCIPAL EVALUATION SYSTEM
PRINCIPAL PERFORMANCE STANDARDS

Act No. 2000-733 identifies three levels of performance for a contract principal®: satisfactory,
unsatisfactory but remediable, and unsatisfactory. In October 2000, an administrator evaluation
advisory committee/standard setting panel of Alabama educators and business leaders
recommended, and the State Superintendent approved, cutoff scores that define these
performance levels for principals evaluated with the PEPE Principal Evaluation System. In
February 2001, the State Board of Education approved these performance standards for contract
principals. In addition, the performance standards may be used by Local Education Agencies
(LEAYS), if approved by local boards of education, to guide performance-based decisions that
affect the employment and status of all principals.

Guiddines For Use of The Standards

1. The performance levels for principals evaluated with the Alabama Professional Education
Personnel Evaluation System for Principals are:

o Satisfactory Performance - a composite knowledge/skill area
score of 36 or higher;

* Unsatisfactory, but Remediable a composite knowledge/skill area
Performance - score not lower than 33 and not
higher than 35;
» Unsatisfactory Performance - a composite knowledge/skill area
score below 33.

The composite score shall be developed by summing the scores achieved on
knowledge/skill areas 1 through 13. A principal shall be expected to maintain a Composite
Knowledge/Skill Area Score of 36 or higher in all subsequent evaluations.

2. Local Education Agencies that have developed their own principal evaluation systems and
are using a summative component must establish minimum standards for educator
performance at least comparable to those approved for the State model. The LEA should
then apply those standards in performance-based decisions that affect employment and
status.

A panel of educators will periodically review the PEPE educator performance standards and, if
applicable, recommend to the State Superintendent any changes in the standards that appear to be
warranted.

! A contract principal is a person employed in Alabama on or after July 1, 2000 by an employing board to serve as the
chief administrator of a school, including a vocational center. Persons employed as principal s (chief school
administrators) before July 1, 2000 are not and will not become contract principal s unless they choose to relinquish
their continuing service status and be employed by contract.
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Actions Resulting from Unsatisfactory, but Remediable Per for mance Scores

All principal evaluations result in a Professional Development Plan (PDP) to be carried out by
the evaluatee as prescribed in this manual. However, Act No. 2000-733 mandates that a contract
principal receiving unsatisfactory, but remediable evaluation scores (score of 33-35) shall
complete a professional development plan addressing the area or areas of unsatisfactory
performance prior to the next evaluation. The follow-up evaluation will take place the year
following the evaluation that resultsin the low score. If improvement has not occurred, as
evidenced by a second evaluation, the Act requires that the chief executive officer of the school
system must either 1) recommend to the local board of education cancellation of the principal’s
contract, or 2) place him/her on a second, one-year professional plan with accompanying
evaluation.

Actions Resulting from Unsatisfactory Perfor mance Scores

A contract principal whose performance on an evaluation is unsatisfactory (score below 33) is
subject to cancellation of the contract. If the chief executive officer of the school system chooses
to recommend cancellation of the contract, the principal may request areview of the evaluation.
The request must be made to the chief executive officer (CEO) of the school system within 15
days of his’her receipt of the CEO’ s recommendation.

Within five (5) days of the request for review of the evaluation, the CEO or designee shall
request from the State Department of Education alist of five persons who are certified to
evaluate contract principals and review evaluations. From thislist, the CEO and the contract
principal shall each strike two names. The State Superintendent of Education or designee shall
then designate the remaining person on the list to conduct the evaluation review. The review
shall be completed within 30 days after the request for areview has be received by the chief
executive officer of the school system.

The reviewer, upon completion of hig’her review of the evaluation can recommend to the State
Department of Education one of two actions:

» Uphold the results of the evaluation
* Overturn the results of the evaluation.
In either case, the chief executive officer of the school system and the principal shall be informed

in writing of the reviewer’ s recommendations and the State Department of Education’s decision
with the reason for the decision clearly stated.
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INTRODUCTION/BACK GROUND

I ntroduction

For nearly two decades, an ever-expanding body of research has consistently indicated that
excellence in schools is more directly related to the performance of their administrators and
teachers than to anything else. School districts that implement strong performance-evaluation
programs, linked with provisions and opportunity for strong professional growth and
development, obtain marked improvements in educational quality. Educators do their jobs
better; students excel both personally and academically and, as a result, community support for
schools escal ates proportionately.

Acceptance of these findings and their promising outcomes was one of the primary factors that
prompted the State Board of Education, in 1988, to adopt a resolution requiring the evaluation of
all professional public education personnel either by a state-devel oped evaluation system or by
one which each school system may opt to formulate pursuant to Board-established criteria. It
also provided the impetus for the State Legisature, shortly thereafter, to enact legislation
endowing the School Board' s resolution with the full force of law.

The Alabama Professional Education Personnel Evaluation Program for Principals addresses the
above enactments and is the product and culmination of the intense, informed and dedicated
efforts of the many educational practitioners who participated in its development. In many
respects, the resultant scheme is a salient departure from numerous other evaluative approaches
currently in use in many school systems nationwide. Rather than focusing on personal traits,
which may or may not relate to the quality of performance, the scheme concentrates on
competencies and knowledge/skills which effective educators are known to possess, on
performance standards, and on results. The evaluation program’s primary goal is the
improvement of teaching and learning; and it seeks to effect growth, collegiality and assistance as
opposed to dismissal or demation.

Unlike some assessment processes, The Alabama Evaluation Program for Principalsis predicated
on the belief that because the leadership and management processes in a school environment are
extremely complex, multiple data sources and data-collection tools are necessary to obtain an
accurate appraisal of professional practices and needs. And while no personnel evaluations are
absolutely objective in the sense that they are completely devoid of supervisory judgment, the
plan presented in this manual does help to ensure that such judgments are not capricious and
arbitrary, but instead are supported not only by reliable and valid data, but also defensible
rational es derived through a structured process of data collection, interpretation, and inference.

The evaluation manual provides a description of the nature and interrelationship of the various
components comprising the Alabama Evaluation Program for Principals. The manual’s
organization is relatively straightforward. Acknowledgments, the background of the evaluation
system, and an overview of the program’s design and criteria are followed by a detailed
presentation of each assessment instrument and of related procedures for collecting, scoring,
synthesizing, and utilizing evaluative data and results.
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Background

In August 1996, the State Superintendent of Schools, Dr. Ed Richardson, assembled atask force
of educators and representatives of the private sector to review the current competencies for
educational administrators. This task force was to revise the competencies, as needed, to match
the educational reform and school accountability initiatives underway. It had been almost eight
years since asimilar task force had developed the initial sets of competencies.

The task force provided their insights into current and future requirements of school
administrators. Their work was augmented by review and integration of essential elements of the
sets of administrator competencies formerly used in the PEPE administrator evaluation systems
and the national standards produced by a consortium of states working under the auspices of the
Council of Chief State School Officers, i.e., The Interstate School Leaders Licensure Consortium
(ISLLC) Standards. The new Alabama standards for principals have incorporated the research,
best practice, and forward thinking found in all three foundational pieces: the work of the 1996
Alabamatask force, the former set of competencies and indicators for Alabama principals and
assistant principals, and the ISLLC standards. However, these Alabama standards are written in
the same format as that employed by the developers of the ISLLC standards.

Between August 1996 and February 1997, the competencies for principals and assistant
principals, now presented in the document entitled Framework for Recruitment, Selection,
Development, and Evaluation of Alabama School Administrators: Principals and Assistant
Principals, were reviewed by administrators, higher education faculty responsible for the
preparation of administrators, and teacher groups statewide. The Framework was finalized in
March 1997, and approved by the Administrator Evaluation Advisory committee during this
same month. This Framework is contained in Appendix A of this manual.

The Framework, which can best be seen as an evolution of the original principal/assistant
principal competenciesis different enough in structure and content that it requires substantial
revisionsin evaluation instruments and procedures used to measure principa performance,
knowledge, and skills. In addition, the evaluation system must serve three purposes. 1) creation
of datato be used in the evaluation and state accreditation of administrator preparation programs,
2) the creation of data to the used for summative evaluation decisions by LEAs who elect to use
the system in this way, and 3) creation of a database that can be used to assess the administrator
in improving his’her knowledge, skills, and performance. Proposed revisions to the evaluation
system were approved for field testing by the Administrator Evaluation Advisory Committeein
July 1998. A field test of the evaluation system for principals was conducted during Spring
1999.

Thefield test had two purposes. First it was atest of data gathering methods and procedures
proposed for use in determining principal competence in the competencies, tasks, and related
knowledge/skills areas. Second, principal scores and related information for the field test were
used to establish initial standards for acceptable principal performance. These standards are used
to assess the adequacy of administrator preparation programs and to grant program approval.
However, the same standards can be used by LEASs for the purposes of continuing employment,
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promotion and/or salary adjustment, if they choose to do so. The results of the field test will also
be used to target needed professional development activities for administrators.

In October 2000, atask force of educators met to review the first year of implementation of the
principal system. At this meeting, the minimum standards of acceptable performance were reset
based on the results of this first implementation year. The adequacy and appropriateness of the
performance standards established will continue to be reviewed periodically. Adjustments will
be made as necessary.

Principals and their evaluators who participate in the PEPE evaluation system will find that the
evaluation data collected relies heavily on evidence of performance provided by the principal.
Although some instruments and procedures have been retained from the former evaluation
system, the principal will be providing information in the form of documents or plans of which
he/she has been a primary architect, analysis of surveys provided to various stakeholder groups,
student data, and other means of documenting applied knowledge and skills that contribute to
school leadership and improvement in student assessment. Detailed information on the
instruments and proceduresis provided in later sections of this manual.

The evaluation process is not entirely competency/task specific asin the former evaluation
system implemented prior to 1999 or as in the teacher-type systems, since required knowledge
and skills found in the Framework cut across competency areas. For example, communication
knowledge and skills of various types are found in at least thirteen competencies and related
tasks defined throughout the Framework. In the former system, arequired skill was defined
within one competency area. This change requires measurement of clustered knowledge and
skills, rather than competencies and tasks.

Although the 4-point scale has been retained, the principal and the evaluator will find that
scoring procedures in the system will be different from those found in the former system. To
some extent, the scoring procedures have been ssimplified, since the process generates only 13
Sscores.
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How THE PRINCIPAL EVALUATION SYSTEM WORKS

Introduction

In Alabama s former principal evaluation system, data were collected for 6 competencies, 24
indicators of performance and 110 definition items. While 5 competencies and 18 tasks
comprise the Framework For Recruitment, Selection, Development, and Evaluation of Alabama
Administrators. Principals and Assistant Principals (see Appendix A), data collection and
analysis really focus on 13 areas of required knowledge and skills that cut across the tasks
performed by these administrators. Some examples of this cross-cutting arein order.

If one reviews the Framework carefully, he/she will find that knowledge and skillsin
communication appear in all five competencies and in 13 tasks identified within those
competencies.

Competency Task Communication K nowledge/Skills
A 1. Create an environment of quality  articulatesintended changesin

persuasive, compelling ways

» usesvariety of interpersonal skills

A 2. Create and implement avision * possesses and uses oral and written
communication skills (speak and

write fluently)

A 3. Coordinate school planning * communicates assessment datain a
compelling manner causing change

A 4. Monitor and evaluate progress » communicates results and plans to
all stakeholders

B 1. Develop customer orientation e communicates customer orientation
to stakeholders

C 1. Recruit, select, retain quality staff ~ ® communicates vision, mission,

goalsto faculty, staff candidates

C 2. Supervise and evaluate staff » communicates evaluation policies
and procedures clearly (both orally

and in writing)

C 3. Promote and lead professional  communicates linkage between
development evaluation data and professional

development activities
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Competency Task Communication K nowledge/Skills

C 4. Promote teachers and others as * possesses and uses listening and
leaders interpersona skills

D 1. Focus school operations on the e communicates school routines,
work of students procedures, rulesto all stakeholders

D 2. Establish and maintain positive « communicates high expectations for
school climate performance of staff and students

e communicates legal requirements,
organizational expectations,
policies, procedures to

customers/stakeholders
E 2. Manage information technology » guides application of technology to
communication within the
organization and with customers
E 3. Manage professional * establishes effective communication
responsibilities systems among stakehol ders

* models oral, written, and
technological communication skills

Furthermore, knowledge of and skillsin communication are implied, although not directly stated
in amost al of the other tasks.

What one sees in the list of appearances of communication knowledge/skills above is that the
effective principal must be able to communicate many types of information in many ways and
that he/she has to be a communicator who can motivate those connected with the school, moving
them to action.

Following is another example of how cross-cutting knowledge and skills takes pre-eminence
over task designations. This example focuses on innovation, an area of knowledge and skills that
Cross-cuts two tasks.

Competency Task | nnovation Knowledge/Skills
A 5. Provide leadership to curriculum * providesinformation on
development and instructional curriculum/instruction
programs
A 6. Create, identify, encourage and « thinks creatively/innovatively and

adopt innovative ideas supports those skillsin others

* identifies opportunities for
innovation

» dtimulates thinking

¢ institutionalizes innovations
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While the principal’ s knowledge and skillsin innovation are required in the completion of Task
Ab, Task A6 is devoted almost solely to this area of expertise. There are aso implications for
the existence of innovative thinking and action in other tasks requiring problem solving skills
and planning skills.

Following on this page and the next two pages is a chart showing the relationships between
knowledge and skills assessed, and competencies (A, B, C, D, E) and tasks (A1, B1, etc.) where
the knowledge and skills are required for success.

Alabama PEPE Program
Principal Evaluation Design

Knowledge/Skills Competency/Task L ocation

Communication Skills

Al A2, A3 A4,B1, C1, C2,

* interpersonal skills C3,C4,D1,D2,E2, E3

« oral/written fluency

e communication of complex datato multiple audiences

« technological communication

e communication of vision, mission, goals, objectives,
organization policies, procedures, expectations, etc.

* listening

« establish effective communication systems

Collaboration Processes and Skills
Al A2, A3,B2,C1,C2 D2,
« developing collaborations and partnerships El

* involvement of stakeholders

* identification of stakeholders

 development of teams

 team building

« model and teach collaboration skills/processes
« collaborative supervision/evaluation

Assessment/M easur ement/Evaluation
Al A3, A4, A5, B1, C1,
« developing student assessment systems C2,C3,D1

 personnel evaluation

e program evaluation
 organizational evaluation
¢ benchmarking

e gap anaysis

* needs assessment

« monitoring procedures
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Alabama PEPE Program
Principal Evaluation Design

Knowledge/Skills Competency/Task L ocation

Organizing for Results

Al A2, A3 Bl El
« change processes

 quality standards, processes

* customer identification and focus

« marketing skills

« knowledge of aternative organizations
 use of symbols, ceremonies, traditions

« definition of roles and responsibilities

Planning

.. . o A2, A3,A5,C1,C3,D1, E1
» development of vision, mission, goals, objectives

« curriculum devel opment

« forecasting

* school improvement planning

* strategic planning

* personnel planning

» professional development planning

Federal/State/L ocal Laws and Policies

. _ C1,C2,D2,D3,EL E3
« knowledge of laws/policiesin multiple areas

 policy development
 policy implementation

Problem Solving

N : : A3, A5, B2
¢ identify and dismantle barriers

* identify and solve problemsin multiple areas
« conflict resolution and mediation

| nnovation

. — . , . A5, A6
 knowledge/dissemination of curricular/instructional

innovations
« stimulation of creative thinking
 encouragement/support of innovation

Technology M anagement
» 9 E2, E3

» personal use of technology
 applications to school management and instruction
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Alabama PEPE Program
Principal Evaluation Design

Knowledge/Skills Competency/Task L ocation

School Oper ations/M anagement
D1, D2, D3
« creation of positive climate

* creation of safe, secure, attractive environment
« creation of school routines/procedures
protection of instructional time

Fiscal L eadership and Management
B2, E1
« identify funding sources and seek funding
 prepare budgets and fiscal plans (annual, multi-year)
« establish regular audits

Management of Professional Responsibilities

E3

« model professional behavior (punctuality, task completion,
consideration, response to requests, etc.)

L eader ship of Human Resour ces
Cl,C2,C3,C4
* recruit, select, retain staff

* supervise staff

* lead and model professional development
e serve asinstructional coach (capability)

» motivate others

Data Sources In The Evaluation System

The principal evaluation system relies heavily on evidence of performance provided by the
principal. Thisevidence may be responses to surveys that the principal administersto various
stakeholder groups, documents or plans of which the principal has been the primary architect,
student data (test scores, attendance, graduation rates, dropout data, etc.), videotapes, audiotapes,
or other means of documenting applied knowledge and skills that contribute to successful school
leadership. On the next few pages are avisual display of the structure of the evaluation system
and alisting of the data sources.

The reliance on the principal for providing evidence of performance does not mean that the
evaluator never functions as a data collector. The evaluator collects data through interviews, an
observation, and a supervisor’sreview. These data collection instruments are described in other
sections of this manual.
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Definitions of
Responsibility &
Performance

Competency A:
Tasks 1-6

Competency B:
Tasks 1-2

Competency C:
Tasks 1-4

Competency D:
Tasks 1-3

Competency E:
Tasks 1-3

How the Evaluation System Works

al

!

!

!

!

!

bt ot

Required Knowledge
and Skills
// D
Communication
. J
' R
Collaboration
. J
4 A
Assessment/
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Alabama Principal Evaluation System

Knowledge/Skill Area Data Collection Sour ces

Knowledge/Skill Area

Data Collection Source

Communication

Surveys
Principal’s Portfolio

Interviews (oral skills or written skills)

Observation

Collaboration

Surveys
Principal’s Portfolio
Interviews

Assessment/
M easurement/Evaluation

Surveys
Principal’s Portfolio
Interviews

Organization

Surveys

Principal’s Portfolio
Interviews
Observation

Planning

Principal’s Portfolio
Interviews

Laws and Policies

Surveys
Principal’s Portfolio
Supervisor’'s Review

Problem Solving

Surveys
Principal’s Portfolio
Interviews

Innovation

Surveys
Principal’s Portfolio
Observation

Technology Management

Surveys
Interviews
Observation

School Operations/Management

Surveys
Principal’s Portfolio
Observation

Fiscal Leadership and Management

Surveys
Principal’ s Portfolio
Supervisor’'s Review

Professional Responsibilities

Surveys
Supervisor’'s Review

L eadership of Human Resources

Surveys
Principal’ s Portfalio
Supervisor’'s Review
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Alabama Principal Evaluation System
Data Collection I nstruments and Procedures

| nstruments/Pr ocedur es

Self-Assessment

Surveys (Faculty/staff, students, parents,

and community leaders)

Structured Interview

Portfolio (documents, disks,
video/audiotapes)

School Management Observation

Supervisor’'s Review Form

[
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Coverage
All 13 knowledge and skill areas

. Communication
. Collaboration

Assessment/Evaluation
Organization
Lawg/Policies

Problem Solving

. Innovation

. Technology Management

. School Operations/Management
. Fiscal Leadership/Management
. Professional Responsibilities

. Leadership of Human Resources

. Communication (oral or written)
. Collaboration

Assessment/Evaluation
Organization

Planning

Problem Solving

. Technology Management

Communication

. Collaboration

Assessment/Evaluation
Organization

Planning
Laws/Palicies

Problem Solving

. Innovation

. School Operations/Management
. Fiscal Leadership/Management
. Leadership of Human Resources

. Communication

Organization

. Innovation
. Technology Management

School Operations/Management

. Professional Responsibilities

Fiscal L eadership/Management

. Laws/Poalicies
. Leadership of Human Resources
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Scoring Overview

In the evaluation system there are separate scores for 13 areas of demonstrated knowledge and
skills: communication, collaboration, assessment/evaluation, organization, planning, laws and
policies, problem solving, innovation, technology management, school operations/management,
fiscal leadership/management, management of professional responsibilities, and leadership of
human resources. Scoring procedures are described in more detail in alater section of this
manual.

Rating Scale

The 4-point rating scale used in the former evaluation system has been retained along with the
genera descriptions of each scale level:

4 - Demonstrates Excellence

Indicates the principal does an outstanding job in this position requirement. No area
for improvement isreadily identifiable.

3 - Areaof Strength

Indicates the principal always meets and sometimes exceeds expectations for
performance in this position requirement. Knowledge, skills, and performance can be
improved, but current practices are clearly acceptable.

2 - Needs Improvement

Indicates the principal's knowledge, skills, and performance need improvement in this
position requirement. Improvement activities are required for performance to meet
standards.

1 - Unsatisfactory

Indicates the principal’ s knowledge, skills, and performance in this position
requirement are not acceptable. Improvement activities must be undertaken
immediately.

It will be impossible for an evaluator to develop avalid score for any of the 13 knowledge/skill
areas without adhering to score rationales provided for each scale level in each knowledge/skill
areaas well asthe general definitionsfor a“4”, 3", “2” and “1". The knowledge and skill to be
demonstrated by a principal to earn a“4” (Demonstrates Excellence) in communication is quite
different from the knowledge and skill needed to earn a“4” in technology management. Score
rationales and the procedures for using them will be described in alater section of this manual.
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Usesof Standards

Based on data from the first year of implementation of the principal evaluation system, standards
for acceptable principal performance were established. These standards will be used to assess the
adequacy of administrator preparation programs and to grant program approval. However, the
same standards can be used by LEASs for the purposes of continuing employment, promotion
and/or salary adjustment, if they choose to do so.

The adequacy and appropriateness of the performance standards will be reviewed periodically.
Adjustments will be made as necessary.

Variations I n Expectations of First, Second and Third Year Principals

The evaluation system considers the principal’ s years of experience in the building in data
collection and evaluation of performance. To put it simply, what can be logically expected of a
principal new to abuilding (first year) is quite different from the expectations for aprincipal in
his/her third year of an assignment.

The primary focus of Alabama public schools is the continuous improvement of student learning
and student test scores. That is aso the primary focus of the work of the principal as described in
the Framework. Therefore, data collection and evaluation in the context of that framework must
ultimately focus on results (improved learning and test scores) and the activities of administrators
that contribute to those results. A principal (either anew or experienced principal) entering a
building for the first time cannot be expected to bring about dramatic changes in test scores or
supporting programs and practices in one year’ stime. Steady progress should be evidenced by
the third year. However, evidence of this progress will not be present unless the principal
undertakes extensive data gathering and analysis, and the establishment or extension of sound
practices (communication, collaboration, problem solving, et al.) immediately in year one. This
evaluation system is built on those premises, so years one, two, and three differ in their focus on
processes and results and in the content of data collected.

In the former principal evaluation system, a school system could elect to “fully” evaluate tenured
principals every three years with the years between full evaluations devoted to accomplishment

of objectives and activities. That option has been retained in the current system whereby each
full evaluation will conclude with the formulation of a Professional Development Plan (PDP) and
each ensuing year will have anew plan or arevised plan. This plan can guide the activities
related to the evaluation of the principal for as much as two years (one year in the case of the
non-tenured administrator who must be evaluated annually). A principa’s PDP (its completion
and its results) then becomes a factor in his’her next evaluation.

14
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STEPSIN CONDUCTING THE EVALUATION PROCESS

There are fourteen (14) stepsin the principal evaluation process. Each of these stepsis explained
below, and a suggested timeline is provided for each step. The evaluation for contract principals
must be completed at least 90 days prior to the termination of the contract period. For contract
principals, the evaluation should be completed by March 15 of the school year to ensure that the
90-day requirement for notification of non-renewal/cancellation of the contract can be met.
However, depending on the contract period ending date, the evaluation schedule dates can be
adjusted accordingly. For non-contract principals, the Spring dates can be moved forward with
completion of the evaluation process by May 30.

Step 1: Orientation (By October 30)

All principalsto be evaluated should receive an evaluation manual and participate in an
orientation session around the evaluation process and requirements.

Step 2: Self-Assessment (By November 15)

An optional self-assessment form has been included in the instrumentation. Thisformis
completed by the principal as a self-appraisal of knowledge and skills and performance. The
form is not part of the evaluation process and will not be used in determining scores. Itisthe
property of the principal completing it. He/sheis not required to share the results with anyone or
to submit the form for review by the evaluator or any other representative of the LEA. If the
principal chooses to reveal scoresto the evaluator for the process of formulating a Professional
Development Plan, he/she may do so. The Self-Assessment should be completed before the
formal evaluation process begins.

Step 3: Distribution of Surveys (By January 5)

During every full evaluation year, the principal will distribute surveys to several, but not all
stakeholder groups, collect the responses, analyze or have the data analyzed (scored), interpret
the results, and offer reflections on the results. Detailed explanation of this process is provided
in the section on surveys. The surveys have been developed and provided by the State
Department of Education to match expectations of principal performancein 11 of the 13
knowledge/skill areas. The surveys should be distributed by January 5 to allow time for their
return and time for the principal to analyze and interpret the data and offer reflections on the
results. The surveys should be returned no later than February 1. Note: The surveys may be
administered at any time before January 5, but it is recommended that principalsin their first or
second yearsin a building wait long enough to allow afair assessment of their efforts during the
current year by their constituents.
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Step 4. Preparation of Principal Portfolio (By February 5)

The principal isresponsible for developing lines of evidence (more than one piece of evidence)
to demonstrate the level of one’s knowledge/skillsin 11 of the 13 areas being assessed. More
information is provided in the section of the manual entitled, Principa Portfolio.

In most cases, a principa should not have to (and is not encouraged to) create materials for the
evaluation process. It will be amatter of selecting evidential material from the abundance of
material generated by the principal in carrying out daily activities and working to improve the
school. Although the portfolio is to be submitted by February 10 to the evaluator, the principal
should begin selecting/preparing lines of evidence (portfolio entries) immediately after his/her
orientation.

Step 5: School Management Observation (By February 10)

The evaluator conducts the school management observation. This observation can be conducted
at any time during the second semester of the evaluation year. The observation should be
conducted by February 10.

Note: An evaluator or evaluator team can conduct a second formal observation, if it is deemed
important to gather more or different data.

Step 6: Supervisor’'s Review Form (By February 10)

There are afew areas of principal knowledge and skill (e.g., ability to carry out professional
responsibilities) in which the immediate supervisor is an important source of data. In those
areas, the immediate supervisor’s experiences with the principal are recorded on the Supervisor’'s
Review Form and reviewed at the end of the data collection process together with other relevant
data. The immediate supervisor should complete this form and enter it into the principal’s file no
later than February 10 before the portfolio submitted by the principal is analyzed.

Step 7: Principal’ s Submission of Portfolio (By February 10)

Asindicated in previous comments, the principal should submit hig/her portfolio to the evaluator
by February 10. A deadline isimportant because the evaluation process cannot be concluded
until the evaluator has had time to carefully review the work submitted.
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Step 8: Preparation of Survey Data (By February 20)

After the principal distributes and collects the surveys, he/she then analyzes and interprets the
data and offers reflections on the results. The survey report providing an interpretation of the
response data should be submitted to the evaluator by February 20. (Detailed explanation of this
process is provided in the section on surveys.)

Step 9: Interview Session (Part A) (By February 20)

The interview has two parts: Part A and Part B. Part A isa structured interview containing
several questions to be commonly asked of all principals. Part B isaclarifying interview and is
addressed in Step 11. The structured interview can be either oral or written. An oral interview
session, where the evaluator asks the questions and records (scripts) the principal’s answers, can
be scheduled anytime during the second semester, but the interview must be completed by
February 20. If the principal chooses to provide written responses to the structured interview,
these responses must be submitted by February 20.

The structured interview data are considered as yet another line of evidence of principal

knowledge/skill in 7 of the 13 areas being evaluated. They will be considered together with other
available data when developing scores at the end of the process.

Step 10: Evaluator Review of Portfolio (By February 20)

The evaluator will conduct areview of the portfolio to determine if he/she has any questions
about its contents. The questions devel oped from thisreview, if any, are intended to clarify any
of the materials submitted and should be asked in the clarifying part of the interview (see Step
11). Thus, the timely completion of the next step in the process must be considered in the
schedule an evaluator sets for reviewing portfolios.

Step 11: Interview Session (Part B) (By February 25)

Part B of this session is devoted to probing questions that the evaluator asks to bring clarification
and understanding to his’her analysis of the principal’s portfolio entries or the written interview,
if that option was selected. In other words, questions asked in this part of the session will differ
from principal to principal. Evaluators will make notes as principals respond to assist them in
the final review of the lines of evidence provided by principals.

Note: Interview Parts A (structured interview) and B (clarifying interview) can be conducted in
the same setting or at different times as the evaluator and principal agree. The clarifying
interview session must be held to promote dial ogue about and understanding of the principal’s
presentations in awritten interview. Questions about portfolio contents are optional. In many
situations they may not be needed.
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Step 12: Scoring the Lines of Evidence (By March 7)

The evaluator will score each of the 13 knowledge/skill areas based on the lines of evidence
gathered through the principal’ s portfolio, the survey report, the school management observation,
the interview, and supervisor’s review. The evaluator uses the score level descriptions
(rationales) provided for each area. More detail can be found in the scoring section of this
manual.

Step 13: Evaluation Summary Conference (By March 12)

Once the evaluator has developed the final set of scores, an Evaluation Summary Conferenceis
to be held. The purposes of the conference are to a) share scores and rationales with the principal
and b) prepare with him/her a Professional Development Plan to serve as aguide for
improvement in weaker areas over the next year. This conference should be held by March 12.

Step 14: Submission of Evaluation Summary Reports (By March 15)

Evaluation Summary Reports should be submitted to whoever needs/requires them inthe LEA. A
copy of the report must also be submitted to the State Department of Education immediately
following the Evaluation Summary Conference. In some cases, the State Department of
Education may request that copies of all materials, including the portfolio, be submitted as part of
the review of the evaluation process.
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SELF-ASSESSMENT

I ntroduction

For the principal evaluation system, an optional self-assessment form has been included in the
instrumentation. Thisform is completed by the principal for personal assessment of the various
knowledge and skill areas. The self-assessment form is contained in Appendix B.

The Purpose

Prior to the start of the evaluation cycle, the principal may opt to complete a self-evaluation. The
information from this process is used by the principal to:

1) identify areas that need improvement,

2) compare the principal’ s perceptions of performance with the results of an evaluation
conducted by a superior, and

3) determine areas for professional growth activities to be included in a professional
development plan.

The results from the self-assessment are designed to be used only by the principal. The
superintendent/immediate supervisor and principa can agree to share information from the self-
assessment at the conclusion of the evaluation process. This sharing process should take place
after the formal evaluation is complete. Self-assessment results are not considered in deriving
scores or ratings for the formal evaluation process.

The Process

Each self-assessment form contains space for scores in each knowledge/skill area. The form also
identifies the specific knowledge and skills that characterize that area. The principal should
review each area, examining the specific knowledge and skills. Then, taking the specific
knowledge and skills for that area as a whole, ratings should be assigned for each area using the
rating scale described below. To better understand the expectations of a principal, one should
become familiar with the Framework for Recruitment, Selection, Development, and Assessment
of Alabama School Administrators: Principals and Assistant Principals before rating each of the
thirteen knowledge and skill areas.

When considering the specific knowledge and skill requirements for each area, the principal may
want to make notes about perceived strengths or weaknesses within the list. These notes can be
very useful in formulating a Professional Development Plan.
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Rating Scale
4 - Demonstrates Excellence

Indicates the principal does an outstanding job in this position requirement. No area for
improvement isreadily identifiable.

3 - Areaof Strength

Indicates the principal always meets and sometimes exceeds expectations for performancein
this position requirement. Knowledge, skills, and performance can be improved, but current
practices are clearly acceptable.

2 - Needs Improvement

Indicates the principal's knowledge, skills, and performance need improvement in this
position requirement. Improvement activities are required for performance to meet
standards.

1 - Unsatisfactory

Indicates the principal’ s knowledge, skills, and performance in this position requirement are
not acceptable. Improvement activities must be undertaken immediately.

Once the principa has assigned scores for each of the knowledge and skill areas, he/she should
examine the results and assess individual strengths and areas for improvement. The areas for
improvement should be identified as measurabl e objectives, with proposed activities and
assessment methods, for inclusion in a personal, professional development plan.
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INTERVIEWS

Overview

The Interview hastwo parts. Part A and Part B. Part A isastructured interview containing
severa questions to be commonly asked of all principals. The structured interview gathers
assessment information that is generally not available through other sources. These data are
considered as yet another line of evidence of principal knowledge and skills. The interview data
will be considered together with other available datain developing scores at the end of the
process.

The structured interview can be either oral or written. An oral interview is a discussion between
the evaluator and the principa where the evaluator asks the questions and records (scripts) the
principa’s responses. The written interview consists of the principal’s preparation of written
responses to the question sets followed by a brief conference between the evaluator and the
principal. The selection of the oral or written option should be made by agreement of the
principal and evaluator.

Part B of the interview is devoted to probing questions that the evaluator asks to bring
clarification and understanding to hig’her analysis of the principal’ s portfolio entries and/or the
written interview, if that option was selected. In other words, questions asked in this part of the
interview session will differ from principal to principal. Evauators will make notes as the
principa respondsto assist them in the final review of the lines of evidence.

The Structured Interview: Oral Option

The oral structured interview is adiscussion between the principal and the superintendent/
immediate supervisor about particular areas of the principal’s knowledge, skills, and
performance. The principal is not expected to conduct a monologue after a question has been
asked, nor should the principal read pre-written statements. The evaluator has the responsibility
of probing for more in-depth information throughout the discussion. The principal may bring
illustrative supporting materials to this structured interview. The supporting materials a principal
brings to the structured interview are to aid in clarifying or exemplifying certain points, and to
assist the evaluator in probing or follow-up questions.

The structured interview should be conducted in an area where interruptions are not expected.
The evaluator will alow approximately eight to ten minutes for responses to each question set.
The structured interview may be held in one sitting or may be spread over several sessions.

Each structured interview question set covers one knowledge and skill area. The question sets
emphasize why the principal does something or how a principal makes decisions for determining
what to do. The evaluator also seeks to find out what the principal does to implement plans or
policies.
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The areas of knowledge, skill, and performance addressed in the structured interview are:

e communication

» collaboration processes and skills

» assessment/measurement/evaluation
» organizing for results

* planning

* problem solving

» technology management

With the exception of knowledge and skill in communication, one question set is devoted to each
of these broad areas. The questions and their targets (knowledge/skills/performance areas) are:

Question Set 1:

Question Set 2:

Question Set 3:

Question Set 4:

Question Set 5:

Question Set 6:

Collaboration Processes and kills

How do you involve school faculty, staff, parents, students, and others in school
related decisions and processes? Y ou may wish to discuss how you use these
groups in developing and implementing school mission, vision, goals,
objectives, and programs.

Assessment/Measurement/Evaluation

How do you determine the success of instruction in your school? How do you
determine the effectiveness of your faculty and staff? How do you use the data
collected?

Organizing for Results

Discuss how you organize for accomplishing objectives. What do you do to
ensure that the results you seek are attained? In your response, discuss how you
organize to bring about improvement in student academic performance.

Planning

How do you lead planning in your school? For example, how do you plan for
school improvement? What do you do to produce your school improvement
plan?

Problem Solving

How do you go about removing obstacles or barriers to instruction in your
school? Please describe how you work with staff to solve problems and meet
various challenges in the classroom and the school.

Technology Management
How do you implement the use of technology by faculty, staff, and othersin
your school ?
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The Structured Interview: Written Option

The written option for the interview is much like the oral interview except that the principal
provides a written response to each question set. Then abrief conference is scheduled during the
clarifying interview so that the evaluator may seek further clarification or probe for additional
information. Knowledge and skill areas assessed through the written interview option are the
same as those assessed in the oral interview.

The written responses to the interview are due at atime agreed upon by the principal and the
evaluator but the responses should be submitted to the evaluator no later than February 20 (non
contract principals should submit their responses no later than April 15). Written responsesto all
guestion sets are due at the same time. However, the principal may write his/her responses over
aperiod of time. The principal should use the Interview Scripting Form (or other 8 %2 by 11
paper with identifying information) for recording his/her responses. It is expected that more than
one page will be needed for each question set. Written responses should fully answer each
guestion, but quantity is not the criterion for a strong contribution to the lines of evidence when
each knowledge/skill areais scored. The principal should keep the answers as concise as
possible.

The principal may, but is not required to, provide additional illustrative materials. Any materials
appended to the written responses should help to enhance the written responses. The materials
should not be a duplication of portfolio entries nor should they be as extensive. They should
provide examples of the practices and procedures being described.

Clarifying Interview (Part B)

After the structured interview is complete and the portfolio has been submitted, the evaluator will
schedule a conference for the purpose of conducting a clarifying interview. This discussion will
probably require no more than 20-30 minutes. The purpose of the interview isto allow the
evaluator to ask clarifying and probing questions about a) the portfolio submitted by the
principal, and b) the written interview responses, if that interview option has been chosen.

Questionsin thisinterview session will differ from principal to principal. The evaluator will
develop the key questions to be asked before going to the interview session. The principa’s
responses to these questions will be recorded either through notes or scripting. The information
provided by the principal will be added to the other data already collected, and it should be used
in developing final scores.

If the written interview option is chosen, there will always be a brief, clarifying interview around
those responses. If the written interview option is not chosen, the clarifying interview is
optional, i.e., itisheld only if the evaluator feels that he/she needs more information about
portfolio contents.
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Scoring

The interview itself is not scored. The principal’s responses as scripted by the evaluator, or as
provided in written form by the principal, are added to the other evidence provided through other
sources (portfolio, observation data, etc.) for the knowledge/skill areas covered in the interviews.
The entire body of evidence for a particular area of knowledge/skill is analyzed and a single score
awarded for each area.

Banking Interview Responsesto Question Sets

A principal on annual evaluation may score high enough in a knowledge/skill areathat the
evaluator believes the principal’ s interview response won't change markedly in one year. For
educators who undergo annual, full evaluation, if knowledge/skill areas during the preceding
year’s evaluation received scores of “3” or higher, the questions pertinent to that knowledge/skill
area do not have to be addressed again in the subsequent year of the principal’s annual evaluation
unless he/she or the evaluator decidesit isimportant to do so. For question sets not repeated in
this second year, the responses from the first year can be brought over or “banked” during the
second year of annual evaluation. These responses from the previous year will be used as the
current year’ s responses. Responses can be banked for only one year. That is, the same
responses are not to be used for more than two yearsin arow.

Using the Interview for Evidence of Oral or Written Communication

When interviewing principals or reading their responses, evaluators will focus on the oral or
written communication skills of the principals as well as the content of their responses. Notes or
direct quotations from the oral interview sessions or responses by the principal in the written
interview will be used in determining the principal’ s knowledge/skill performance in grammar,
organization, fluidity, sentence structure, and other elements of vocal/written expression.

Scripting Forms

Appendix B contains forms used for recording the principa’ s responses to the interview
guestions. Thereis one form for each of the knowledge/skill areas covered by the interview.
(Additional pages may be attached to the forms, if needed.) Other forms are provided for the
evaluator to use in summarizing, writing notes, and recording direct quotes pertinent to the area
of communication and for scripting the Clarifying Interview. The evaluator may choose to write
notes regarding communication on the particular knowledge/skill area form rather than moving
back and forth among the forms.
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THE ScHOOL MANAGEMENT OBSERVATION

Observation Overview

Observation is very complex work. It isno easy task to observe al that can possibly be observed
and record significant practices and behaviors. Observation of such complex areas as the
principa’s school management practices requires not only observation of the individual but also
the routines and procedures by which othersin the school operate. The influence of the principal
as leader of the school must be captured. When observing human interactions, it is necessary to
watch and listen to receivers of communication aswell as senders. Therefore, it is necessary to
train observers to recognize discreet verbal and nonverbal behaviors, the presence or absence of
artifacts in the environment, and the presence or absence of patterns of behaviors that indicate
well established, effective routines and procedures.

The observation process is made even more complex by the matter of style. Good principals do
not all look alike or do things in the same way. Most people would give lip service to the notion
that good administrators differ in their styles. However, many of those same people may have
subconscious stereotypes of the effective administrator. Failure to recognize differencesin
administrative styles can produce two types of errors critical in the evaluation process: (1) failure
to credit an administrator for the demonstration of knowledge and skills that are present, and (2)
failure to recognize the lack of a specific knowledge or skill.

The training which observers in the Alabama Principal Evaluation System will experienceis
designed to break down stereotypes and develop observers' sensitivity to various styles while
sharpening their ability to recognize effective administrator behaviors and practices.

Procedures

The school management observation generates data for five areas of knowledge and skills:

* communication

» organizing for results

* innovation

» technology management
school operations/management

One school management observation is required for principals. School management
observations address such things as the operation of the school, establishment of climate,
facilities management, resource management, and technology management which are
responsibilities of the principal. The observation, conducted by the evaluator, will require an
hour and a half to complete. If the observer feels that data collected during the school
management observation visit are insufficient, a second observation at a different time of day
will be conducted.
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The school management observation visit(s) are unannounced and the time of day for the visit
will be selected so that situations essential to assessment of the competencies and tasks can be
studied. For example, observing school operations focusing on established routines requires that
the observer bein the building when students and staff are carrying out these routines.

Therefore, the observer should plan a) a morning observation in which he/she can observe
arrivals and opening of school, b) a mid-day observation when student movement during the
lunch period can be observed, or ¢) an afternoon observation in which school closing routines
and behaviors can be witnessed. In one sense, this observation focuses on what the principal has
created rather than what he/she is doing at the time of observation.

During the visit, the observer will complete four major activities:

1. Observethe "routines’ of the school at a particularly active time of day to gather
information about coordination of school operations, student/staff understanding of
procedures, and adequate supervision of activities,

2. Walk through the school plant and facilities to gather information about the learning
environment, climate, and safety of the school;

3. Observe the pattern of the principal's activities during a more-or-less normal day to
determine how he/she goes about the management of people, facilities, and resources,

4. Observe the utilization and management of technology in the school.

Pre-observation Conference

The evaluator should attempt to conduct a short pre-observation conference with the principal
before he/she begins observing. This conference provides a perspective on the events and
activities that an observer would expect to see that day. The conference will also alert the
observer to any special conditions of which he/she should be aware. The observer should use the
information gathered from the conference to help plan his/her observation strategies. A Pre-
observation Conference Record is provided in Appendix B for recording the conference.

Since the observations are not announced, the evaluator may not be able to meet immediately
with the principal. If thisisthe case, the evaluator should begin observing and attempt to meet
with the principal as soon as possible. It isimportant that the observer understand the
significance of what he/she observed or might be observing. For very few observations, the
observer may have to get an understanding of this significance through the post-observation
conference.
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Recording Data

The procedure used to collect and record pertinent information in this observation is modified
narrative scripting. In this procedure, the observer moves about the building and writes down
whatever is seen or heard that appears to relate to one or another of the criteria defined in the
evaluation Framework. A Management Observation Scripting Form is provided for recording
information. The observer can use a combination of two procedures for taking notes:

1. Record direct statements by someone observed.

2. Write descriptive notes (explanations) of what is seen and heard.

Observation protocols (list of expected events/activities) are aso provided on the scripting form
to help the observer record what is seen and heard. However, the observer should use these
protocols in combination with his/her taking of notes.

The observer travels the building by himself/herself when taking notes. The observation is not to
be a guided tour by the principal.

The observation itself is not scored. The narrative information constitutes the documentation
that is added to the other evidence provided through other sources (principal produced evidence,
interview, etc.). The documentation must be sufficient to support decisions used in scoring all
the evidence for a knowledge/skill area.

Observational Definitions And Examples

It isimportant to define evidence of high levels of principal knowledge and skillsin each of the
five areas identified (communication, organizing for results, innovation, technology
management, school operations/management) that an evaluator might expect to find while
visiting the school. Remember that much of the evidence will be indirect, i.e., it will be products
of the principal’ s leadership observed throughout the school rather than evidence obtained
through watching and listening to the principal. To help the evaluator determine what to look for
some examples of observational data in each of the areas that constitute the focus of the
observation are provided below. These are only examples; you might find evidence other than or
in addition to the examples given here.

» Communication of vision, mission, goals, policies, procedures, routines, expectations, and
priorities (communication).

When attentively wandering through a school, the observer is bombarded by both printed and
other forms of communication. What is posted on bulletin boards and walls, written on chalk
boards, given prominent display in administrative offices and guidance suites, and discussed
and attended to by teachers or studentsin the halls, are all examples of the communication of
these six elements; i.e., vision, mission goals, policies, procedures, routines, expectations,
and priorities. The principal isthe author of and catalyst for these communications.
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Positive Examples:

O
O

O

Interactions with staff indicate an understanding of the school vision.

M orning announcements contain areminder to teachers about procedures for completing
grade reports and a reminder to students about procedures for late arrival at school.

New policies that affect teachers and staff are posted in the teacher’ s lounge.

Negative Examples:

0
0
0

O

Bulletin board displays are outdated.

Posted natice conflicts with another notice posted elsewherein building.

A teacher is overheard asking another teacher if he understood whether all faculty were
to attend the principal’ s called meeting or just the new teachers.

A student asks assistant principal if parent notes are needed for field trip tomorrow.
Assistant principal says, "Well let you know later this morning on the P.A. I'll haveto
check first."

High expectations, including student behavior expectations, are communicated and present
(communication, school organization - climate)

An effective principal will communicate high expectations for student and staff performance
including support staff and student efforts to improve the school climate and learning. There
should be an acceptance of differences and continuous recognition of academic
accomplishment. A visit to the school should show a presence of effective disciplinein the
school. Within this part of the observation is the communication of expectations regarding
student behavior, the implementation of procedures for handling disciplinary problems, and
the presence of accountability for all concerned.

Positive Examples:

0
0
0

0
0

Bulletin boards and walls of the school contain many admonitions to "do your best."
M orning announcements remind students of appropriate school attire.

Review of daily schedule indicates an orientation program for new students on school
rules and procedures.

Trophy case contains pictures of school "Citizens of the Week."

Observer attends assembly program in which student council leaders and the principal
discuss current problems with smoking and drugs in the school.

Bulletin boards contain procedures for student communication of problems to
administration.

Student and Faculty Handbooks contain clear statements of procedures.

Survey (discussion) with several studentsin main office indicates that they are there for
disciplinary reasons.

Teachers are observed admonishing students for violations of rules.

Teachers stand in the halls between classes monitoring hall traffic.

Negative Examples:

O
O
O

No evidence of high expectations or a supportive climate for learning.
Few examples of an attempt to communicate behavioral expectations are found.
Students are observed writing graffiti in the restroom.

28
SEPTEMBER 1, 2002



School operations are organized to support student engagement in academic work
(operations, organization)

A visit to aschool quickly reveals procedures and practices that support student engagement
in academic work. The observer should look for things such as frequency and types of
interruptions to student work, wasted time for students or faculty in the classroom or in
transition from class to class, organization of the school day, the content of announcements,
posted materials, specia events, etc.

Positive Examples:
O No intercom interruptions of teaching/learning time.
O Bulletin board displays include academic messages and activities.
O Movement from classto classis minimized by patterns of classroom assignment.

Negative Examples:
[0 Frequent intercom interruptions.
[0 Bulletin board displays general information and athletic events but no reference to clubs
and organizations that support the academic orientation of the school.

School operations are organized for effective conduct of school routines and activities
(operations, organization)

Observation of student and staff arrivals and departures, movement between classes, staff
activities, passage of information to students and staff, lunchroom procedures, parental
movement about the school and information posted in the building should provide insight
into the principal's approach to operationa coordination of routines.

Positive Examples:

[0 Teachers/aides are seen monitoring the delivery of students by parents and buses to the
building.

[0 When the bell rings for class change, students empty into the halls with minimum
confusion and quickly move toward their next classes. When the bell sounds for the
beginning of the next class, halls are clear and quiet.

[0 When released for lunch, students know what to do and they do it in a courteous and
orderly fashion.

[0 A chart of faculty responsibilitiesis posted near faculty mailboxes.

Negative Examples:

O When the bell rings to end the school day, students "explode" from the building in al
directions. Severa run across the drive in front of amoving bus.

0 Severa teachers are noted walking into their classrooms 3-4 minutes after the bell
sounds for the beginning of class.

O During/before school, lunchtime and class changes, the principal is not to be found.

O While standing in the main office, observer hears two different faculty members ask the
secretary how they should go about obtaining substitutes. Another asks the secretary
who is responsible for lunchroom duty during the current week since no oneisthere.

29
SEPTEMBER 1, 2002



Monitoring occursin all areas of the school and adequate supervision of school routines and
activities is assured (operations)

Good managers are "out and about". They always seem to be where they might be needed at
appropriate times. The principal's involvement (or lack of it) in the daily procedures of the
school communicates important messages to students and staff.

Positive Examples:

O

0
0

During 30-minute walk through of the building, the observer meets the principal in three
different locations.

Principal aswell asthe assistant principal are regularly seen walking the halls.

In a casual conversation with the Refrigeration teacher, an observer learns that the
principal visits the shop about once a week.

Principal excuses himself from conversation because it istime for children to be in the
lunchroom, and he wants to be there.

Principal is seen at entry door talking with students and calling them by name as they
enter.

Principal is seen walking the playground area while students are in physical education
classthere.

Negative Examples:

O

O

During class changes, no teachers or other adults are seen in the halls. Students are seen
wrestling. When the bell rings for the beginning of the next class, many students are still
in the halls.

Asthe observer walks the halls, agreat deal of noise and confusion can be heard from
classrooms five minutes after classes begin.

The principal is not present before school, during school nor at lunchtime and class
changes.

In casual conversation, the observer learns that the principal has not visited the
vocational area of the school in three months.

Buses are seen entering and leaving a designated pickup area without any discernible
pattern, but no administrator is seen in the area.

During atwo-hour visit, the principal remains in his office the entire time.

The school offers a range of programs and activities to meet student interests and needs
(operations, communications, organization)

The school will also provide non-academic programs of interest to students that support the
academic orientation of the school.

Positive Examples:

O

0
0

M orning announcements contain reminders of Math Club, Spanish Club, and Computer
Club meetings.

Invitationsto avariety of clubs and contests are posted on the bulletin boards.
Invitations to tryouts for tennis, swimming, Rugby, and soccer teams are posted on the
bulletin boards.

Bulletin boards announce a specia "new" course for 8th gradersin Cadet Teaching.
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Negative Examples:

[0 No evidence of any programsin addition to the usual team sports (football, basketball,

baseball, etc).

The school provides support for student and staff achievements

An effective principal recognizes and rewards students and staff for their accomplishments
related to educational growth and development and publicizes these accomplishments.

Positive Examples:

0
0
0

Pictures of Honor Roll students for the last grading period are displayed in the foyer.
Trophy case contains pictures of student "good neighbors* for last month.
M orning announcements recognize three teachers on completing their Masters degrees.

Negative Examples:

O

No evidence of achievements or accomplishments displayed in addition to athletic ones.

The appearance of facilities is preserved (operations)

An effective principal will preserve the appearance of buildings and grounds through
appropriate repairs and a systematic maintenance program. Programs will also exist that
teach students respect for property.

Positive Examples:

OooOOooOono

Students are painting mural on walls of central hall.

Walls are clean, free of graffiti, handprints, etc.

No broken objects are seen.

Paint is bright; rooms are cheerful.

Principal compliments students for their attention to cleaning up the gym after an event.

Negative Examples:

O
O
O

O
O

A number of student lockers arein disrepair -- doors off or hanging or bent.

Patches of plaster off wallsin several places.

Tour of playground areareveals several broken pieces of equipment; some breaks with
sharp edges.

Shrubs around building are overgrown and shaggy. Lawn is not mowed (quite tall).
Glass panes out of five windows; replaced by plywood.

Sudents and staff are ensured a safe environment (oper ations, communications)

A safe learning environment is free from weapons, drugs, alcohol, violence, and external
persons who would bring these disruptive forces to the building. The observer, aswell as
others, should have a sense that the school is a safe place. Procedures for safely exiting the
building and where to go in emergencies, movement about the building in a safe manner,

31
SEPTEMBER 1, 2002



firearms regulations and policies, and adherence to safety measures are part of a safe
environment.

Positive Examples:
[0 All bulletin boards contain emergency procedures.
Exit signs are working and well displayed.
Students move in an orderly fashion between classes.
Unaobstructed hallways or exits.
Emergency exits not chained.
Safety procedures observed in classrooms or labs (kids wearing goggles, gloves, etc.).
Facilities for hand washing.
Evidence of first aid materials.
No safety hazards observed.

OoOOoOooooOoad

Negative Examples:

The fire alarm sounds and students do not know what to do.

Students are running in the halls.

A water spill on the floor has not been cleaned.

A teacher has an extension cord running from an outlet across a heavy traffic area
without being securely taped.

(I I |

Students and staff are ensured a secure environment

The observer, aswell as others, should have a sense that the school is a secure place. Persons
should not be able to come and go at will and procedures should have been established for
lock-downs, securing areas of the building, and identification of all occupants.

Positive Examples:
O A sign greets persons entering the front door requesting all visitors report to the office.
O Parentsregularly come and go from the building as they assist in school programs.
0 Parentsare noted signing in and out at asmall office staffed by a parent located near the
main office.

0 Classroom doors are locked
0 Staff wearsidentification

Negative Examples:
O An outside door to a classroom is | eft open.

Utilization of technology in the school (teachers using multimedia, computer on, students at
computers)

Technology is the application of science to commercial, educational, health related, military,
and/or industrial objectives. It may include the use of computers, calculators, communication
devices (telephone, videoconference devices), or other entities and methodol ogies used to
achieve those objectives. Thus, technology can be broader than, and not synonymous with,
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the use of computers. The evaluator will be observing how technology or its products are
being used in the school environment and in instruction and learning.

Positive Examples:
[0 A bulletin board provides information to students on the school’ s computer club.
[0 Teachersin the lounge are discussing their staff development workshop on the use of
technology in the classroom.

Negative Examples:
O Studentsin thelibrary are playing games on the computer (evaluator may need to clarify
that the games were not part of an instructional strategy).

* Provision for assistance, repair, maintenance of equipment

Equipment should be in working order and well maintained. There should also be
opportunities for faculty, staff, and students to receive assistance in the operation of
egui pment when needed.

Positive Examples:
[0 A teacher is observed asking the library/media specialist for a replacement bulb for an
overhead projector to be used during the next class period. Thelibrarianisableto
provide the replacement immediately.

Negative Examples:

0 Observation of an empty classroom during lunch hour, indicates two computers and an
overhead projector in the corner with notes stating they are not to be used because they
are not working. The notes have dates that are over three weeks old.

O Two teachers are overheard talking about equipment that doesn’'t work.

Analyzing the Data

After the observation, the observer will review his/her notesto seeif any clarifications are
needed. If so, the observer will seek these clarifications in the post-observation conference. The
observer will also review the script for patterns of behaviors or events that have occurred
showing strengths and areas of need. Since the observation may occur weeks and even months
before the end of the school year, this synthesis will provide a helpful summary when reviewing
the lines of evidence. The evaluator may wish to use the optional Observation Pattern Analysis
Form (see Appendix B) to summarize this synthesis of the observation for the appropriate
knowledge/skill area. The observer may also wish to discuss this summary with the principal
during the post-observation conference.

The observer will not score the observation since the modified scripting will become part of the
lines of evidence used to rate the knowledge and skill areas. Thus, a separate score for the
observation will not be formulated.

33
SEPTEMBER 1, 2002



The Post-Observation Conference

As soon as possible after each observation is completed (within three days), the observer will
schedule a post-observation conference with the principal. The purposes of this conference are
1) to discuss what was observed, and 2) to seek clarification of any events or practicesthat are
puzzling to the evaluator. Any clarifications will be indicated in the observation narrative notes.
The Post-Observation Conference Record in Appendix B will be used to record this conference.

Although the observer does not score the specific observation (since what was observed is
considered with the other lines of evidence at the end of the evaluation process), some patterns of
obvious strengths and areas of improvement may have emerged and can be discussed with the
principal.

34
SEPTEMBER 1, 2002



SUPERVISOR'S REVIEW FORM

A Supervisor's Review Form (SRF) isincluded as part of the principal evaluation system. The
SRF provides information about a principal’s job performance in areas where a supervisor has
objective, experiential information. A copy of the SRF is provided in Appendix B.

The areas of knowledge, skill, and performance addressed in the supervisor’sreview are:

federal/state/local laws and policies
fiscal leadership and management
professional responsibilities
leadership of human resources

The principal's immediate supervisor, usually the superintendent, will complete the SRF. The
knowledge/skill areas on the SRF are areas in which an immediate supervisor should have first-
hand knowledge of the principa’s performance. If there are areasin which the
supervisor/evaluator believes that more information is needed and that he/she (the supervisor)
does not have that information, there are two options:

1. Ask the principal about this area during the structured interview. (If thisoptionis
chosen, the principa will be informed prior to the interview so that he/she can
prepare.)

2. Go to the person who has the information (e.g., another administrator who has
responsibility for the principal’s activities in an area of the SRF).
Deter mining Results
The responses to areas in the Supervisor’s Review Form are not scored. Rather, the information

is added to the evidence provided through other data sources. The entire body of evidence for a
particular area of knowledge and skillsis analyzed and a single score is awarded for each area.
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SURVEYS

Overview

The principal will distribute surveysto several, but not all stakeholder groups, collect the
responses, analyze the data, and offer reflections on the results as part of his’her lines of

evidence. Four types of respondents are given surveys: school instructional faculty/staff, students
(grades 4-6 and grades 7-12, separately), parents, and community leaders. The surveys have been
developed to match expectations of principalsin the following 12 of 13 knowledge and skill
areas.

e communication

» collaboration

*  assessment/measurement/eval uation
e organization

» lawsand policies

* problem solving

e innovation

» technology management

» school operations/management

» fiscal leadership and management
» professional responsibilities

* leadership of human resources

The surveys are contained in Appendix C of this manual.

The surveys may be administered at any time prior to the suggested distribution date (January 5
for contract principals), but the principal should allow ample time for distributing the surveys,
returning the responses, and analyzing the responses. It is expected that respondents will need at
most 15-20 minutes to complete any survey. The respondents are instructed to base their
responses on their own knowledge of the principal and not on hearsay information. The
responses to the questions are to be anonymous. Survey results and analyses are to be submitted
to the evaluator by February 20 (can be as later for non-contract principals).

Administration of Surveys

The survey distribution and collection procedures will be dependent on the stakeholder group
responding to the survey. The principal isto ensure that an appropriate cross-section of
respondents is asked to complete surveys. In general, arandom sample of respondents will meet
this criterion. The number of respondents will be dependent upon the size of the respondent

group.
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Faculty/Staff Survey

The faculty/staff survey is administered to at least 20 randomly selected faculty members. If the
number of faculty in the building is fewer than 20, the survey is administered to all faculty
members. The purpose of the survey should be communicated to the entire faculty, aswell asthe
possibility of anindividual’s selection for survey response. Responses to survey items are to be
based upon the respondent’ s personal knowledge rather than second-hand information. The
principal is not to discuss survey questions with the faculty.

Although randomly selected respondents will be known by the principal, surveys are to be
returned anonymously. The principal should allow ample time (usually about two weeks) before
initiating follow-up action on surveys. The principa will decide the most appropriate waysto
duplicate, distribute and collect surveys.

Student Surveys

There are two student surveys, one to be administered to arandomly selected sample of students
in grades 4-6 inclusive, and another to be administered to a randomly selected sample of students
in grades 7-12 inclusive. Students below grade 4 are not to receive any surveys. The appropriate
survey isto be administered to at least 60 students in the school regardless of the school’ s grade
configuration. Theideaisto obtain the best representative sampling of students. Thus, if the
grade organization is a 4-year high school, the principal may wish to choose at least 15 students
in each of the grade levels. If the school has a K-12 organization, the principal may wish to
select students from grade levels 4-6, 7-8, and 9-12. To provide the fewest disruptions, the
principal may distribute the surveys to homerooms or classes as awhole. These groupings,
however, should be randomly chosen.

The purpose of the survey should be explained to the students. Responses to the survey areto be
based upon personal knowledge or perceptions of the principal. The principal should not discuss
the questions of the survey with the students.

Although randomly selected respondents will be known by the principal, surveys are to be
returned anonymously. The principal will decide the most appropriate ways to duplicate,
distribute and collect surveys. Students typically will respond individually in a group setting
rather than using personal time to do so through an individual distribution and return process.

Parent Survey

The parent survey should be administered to at least 30 randomly selected parents/guardians of
students enrolled in the school. The purpose of the survey should be communicated to
parents/guardians. Responses to survey items are to be based upon the respondent’ s personal
knowledge rather than second hand information. The principal is not to discuss the questions
with the respondents.
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Although randomly selected respondents will be known by the principal, surveys are to be
returned anonymously. The principal should allow ample time (usually about two weeks) before
initiating follow-up action on surveys. The principa will decide the most appropriate ways to
duplicate, distribute and collect surveys. If the principal mails the surveys, return postage
provided by the school is recommended.

Community Leader Survey

The community leader survey should be administered to at least 15 individuals considered to be
leaders in the community. The individuals should have direct involvement and familiarity with
the school. Community leaders can also include people associated with various agencies (e.g.,
psychological services, and socia services). The principal should devise alist of various leaders
and randomly select survey respondents. The purpose of the survey should be communicated to
the respondents. Responses to survey items are to be based upon the respondent’ s personal
knowledge rather than second-hand information. The principal is not to discuss the questions
with the respondents.

Although randomly selected respondents will be known by the principal, surveys are to be
returned anonymously. The principal should allow ample time (usually about two weeks) before
initiating follow-up action on surveys. The principa will decide the most appropriate ways to
duplicate, distribute and collect surveys. If the principal mails the survey, return postage
provided by the school is recommended.

Survey Schedules and Guidelines

Only two respondent groups need to be surveyed each year. The schedule below should be
followed for administering surveys.

Principal’s Year in Building Group to be Surveyed (Number of Respondents)

 students (60)

First year in buildin
y 9 « faculty/staff (20 or all)

e parents (30)

Second year in buildin
y 9 « community leaders (15)

 students (60)

Third year in buildin
y g o faculty/staff (20 or all)

Principal on annual evaluation * two groups per year; each group will
participate on an every-other-year basis.

Non-contract principal on 3-year cycle « each group at least once during cycle

39
SEPTEMBER 1, 2002




Should survey results of any group suggest a problem(s), it is recommended that the group be
surveyed the following year. The repeat survey isin addition to the scheduled surveys.
Principals in elementary schools, which do not have a fourth grade or higher, will not administer
any student surveys.

Survey Analysis

The principal isresponsible for compiling and analyzing the responses from the surveys. This
process serves two purposes. 1) information gleaned from the surveys will be evaluated with
other lines of evidence, and 2) the procedures and methodol ogies used by the principal in
collecting and analyzing data will in itself become information for the evaluator to usein
assessing the principal in the knowledge and skill area of assessment/measurement/evaluation.

After the surveys have been returned, the principal will compile and analyze the responses. The
principa will then provide areport for inclusion in his’her evaluation package. The principal
may use appropriate staff members, software packages, or scannersto assist in the compilation
and general reporting of the data. The State Department of Education has a survey response
entry and analysis program that can be downloaded from their web site. The principal can use
this program in compiling and reporting survey results, if he/she chooses.

The principal will choose the method for analyzing, interpreting, and summarizing the data, but
the resulting report must include the following:

*  Number of respondents by group.

* Percent of return.

* Any problems with the data and how they were addressed in the analysis (e.g.,
how outliers were handled, disproportionate return rate).

» Datatablesthat show at least the following: distribution of responses for each
guestion, means for each question (except for grades 4-6), and distribution and
means for each knowledge/skill area by respondent group and across
respondent groups.

* Interpretation (including similarities/differences among/within stakehol der
groups, possible reasons for result).

* Conclusions, including what the principal believes he/she should do
with/about the survey results.

Since the survey for every respondent group contains several items related to the knowledge/skill
areas being addressed, the principal is provided charts of questions and knowledge/skill
relationships to be used in analyzing and interpreting results. These charts are contained in
Appendix C.
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PRINCIPAL PORTFOLIO

As has already been described, the principal being evaluated is responsible for providing some
evidence of hig/her knowledge and skillsin many of the areasto be evaluated — 11 of 13 areasto
be exact. In each of these areas, aline of evidence; i.e., more than one piece of evidence, is
required. However, the evidence should be “real” artifacts of the ongoing activities of the
principal — not “artificial” materials produced for the evaluation. Generally, the evidence will be
in one or more of four forms. documents (printed materials), computer disks, videotapes, or
audiotapes.

Thetotality of the evidential material (lines of evidence for al knowledge/skill areas, except for
technology management and professional responsibilities) submitted by the principal will
constitute his’her evaluation portfolio. Thereis no specific form of packaging required for the
portfolio (e.g., three-ring binder, file folder, box). However, there are organizational
requirements:

1. Theportfolio and portfolio entries must be easily identifiable — name of principal, date
(year, month, day) submitted.

There must be atable of contents.
Entries must be organized by knowledge/skill area.

Every entry must be accompanied by a completed Portfolio Entry Form.

o M W D

When an entry is used as evidence of knowledge, skills, and performance in more than
one areq, it should be placed with other materialsin the first applicable areathat the
evaluator will encounter in his/her review. In subsequent areas where the entry isto be
considered, a Portfolio Entry Form identifying the entry, its location and the relevancy
of the entry for the additional area should be provided. Thereisno need to provide
another copy of the entry itself.

Types of Evidence

The evidence should not be what one is going to do, but what one has done. Thus, the principal
is not to create documents, but should present existing materials or evidence. As previously
suggested, much of the evidence presented will probably be in document (print) form. However,
computer disks, videotapes, or audiotapes would be appropriate presentation forms for certain
portfolio entries. Following are some examples of evidential materia that might be submitted.
Please note that these lists are not meant to dictate the type or quality of evidence to be provided.
The list suggests probable existing evidence readily available for portfolio inclusion.
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Documents

Evidence of school improvement planning efforts or School Improvement Plan (if
required by the state)*

Teacher evaluation file*

Student standardized test results (multiple years summarized and interpreted)*
Plans other than School Improvement Plan

School budget and expenditure report

Lettersto principa

L etters/memos from principal

Newspaper articles

School brochures

Press releases

Faculty Handbook

Student/Parent Handbook

Reports to school system or Board

Grant proposals

Descriptions of projects, innovations

Lists of active participants/partnersin projects or initiatives

*These entries are required.

Video tapes/Audio tapes

Faculty meetings

Parent meetings

Media coverage of school or event
Conferences not requiring confidentiality
Student assemblies

Planning groups

Computer Disks

Note

Student data (synthesized and analyzed)
Teacher evaluation files

Other datafiles

Budget and expenditure report

- Remember that no entry is self-explanatory. The entry form must clearly explain the

relevance of the whole, or specific parts, of the entry as evidence of the principal’s knowledge

and skills.

The Portfolio Entry Form

As previoudly stated, each portfolio entry (document, videotape, disk, etc.) must be accompanied
by a completed Portfolio Entry Form (see next page). Thisimportant form informs the evaluator
about the artifacts crossing over to other areas. The relevancy section of the form (Item 6) isalso
important to the value and interpretation of the artifacts.
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PRINCIPAL PORTFOLIO ENTRY FORM

Note: Complete an entry form for each portfolio entry or reference to an entry and place the formsin the appropriate

knowledge/skill section of your portfolio.
1. Principal:
2. Date of Submission:

3.

Description (e.g., School Improvement Plan, letter from parent, newspaper article, video tape):

Explanation of Content (What is the content of the entry and who wer e the intended audiences?):

In Section A, check all the knowledge/skill areasfor which thisentry isbeing submitted. In

Section B, indicate wherein the portfolio the entry (material) islocated.

A. Knowledge/Skill Areas

|:| Problem Solving

|:| Innovation

|:| School OperationsMgt.

[ ] Fiscal Leadership/Mgt.
|:| Ldrship Human Resources

|:| Communication

|:| Collaboration

|:| Assessment/Evaluation
|:| Organizing for Results
|:| Planning

|:| Laws and Policies

B. Section Where Entry Material isL ocated
|:| Problem Solving

|:| Communication
|:| Collaboration |:| Innovation

|:| Assessment/Evauation |:| School Operationg/Mgt.
|:| Organizing for Results |:| Fiscal Leadership/Mgt.
|:| Planning |:| Ldrship Human Resources
|:| Laws and Policies

6. Relevancy to Knowledge/Skill Area:

a. Specific knowledge/skill area addressed on this entry form:

b. State how the content of the entry relatesto

the knowledge/skill areaindicated in 6a. State why

the entry is valuable evidence of your knowledge/skills/performance in this knowledge/skill area.

(Note: you should provide evidence of your

knowledge/skillg/activities, not those of othersin

your building) Please be specific: (attach additional page, if needed)
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This form serves four purposes:

1. Itidentifiesthe entry by title or some designation which can be used for future reference
by both the evaluator and principal.

It briefly explains what the entry is about and specifies the intended audience(s).
It identifies the knowledge/skill area(s) for which the principal wantsit used.

It provides the evaluator with the principal’ s thoughts about the entry’ s contributions to
each of the areas (separate form in each area) in which it isto be considered.

When an entry isto be used in evaluation of knowledge, skills, and performance in two or more
areas (maximum of three areas), the principal should provide a Portfolio Entry Form for the entry
with the materials submitted in each area. The entry form is self-explanatory. However, the
importance of three items should be highlighted because they have great influence on the
evaluation of portfolio contents and, ultimately, the principal’ s scores:

Item 3. Description - This description should be concise but complete. For example, if the entry
is a school improvement plan, but only a certain section(s) isto be reviewed as evidence
in aknowledge/skill area, the section(s) should be identified here.

Item 4. Explanation of Content - This section asks for explanation of the specific item to be
reviewed and for identification of the audience(s) for whom this material was created or
those who took part inits creation. The evaluator should know exactly what he/sheis
reviewing and who, besides the principal, would see or experienceit.

Item 6. Relevancy to Knowledge/Skill Area- The principal isto identify the specific
knowledge/skill area addressed. For example, if thisform covers the use of an
entry/artifact for collaboration, then collaboration should be identified as the area
addressed. If the artifact is used again as evidence in another knowledge/skill area, the
particular knowledge/skill areawill be identified in 6a on the additional form.

Item 6b isvery critical. In this section the principal must explain why a particular entry
or portion of an entry demonstrates his/her knowledge and skill in the area. For example,
the principal may begin his/her explanation by stating, “ This entry demonstrates my
knowledge/skill in Collaboration because ...”. One should provide details on how this
entry is relevant to the knowledge/skill area. Furthermore, it isimportant the evidence
presented is directly linked to principal involvement, i.e., evidence should not be
developed by others without the principal’ s leadership and active involvement.

How Much Evidence I s Required

Evaluators are interested in the quality of evidence provided, not the quantity of evidence. Itis
important that the amount of evidence provided be consistent from each principal. Therefore,
requirements for the amount of evidence to be provided in each of the 11 areas requiring
principa produced evidence are as follows:
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e Communication 3 pieces of written communication
» Collaboration 3 artifacts (documents, tapes, etc.)

e Assessment/Evaluation 1 teacher evaluation file

1 document/disk synthesizing and presenting
student achievement results

1 document directly related to program

evaluation

* Organizing for Results 2 documents/artifacts representing marketing
knowledge/skills, customer focus and/or
change efforts

* Panning School Improvement Plan (most recent) or
evidence of school improvement planning
efforts

1 other artifact/document

* Lawsand Policies 2 artifacts/documents
* Problem Solving 2 artifacts/documents
* Innovation 2 artifacts/documents
» School Operations/Management 2 artifacts/documents
» Fiscal Leadership and Management 2 artifacts/documents
» Leadership of Human Resources 2 artifacts/documents

1 PDP (principals with 2 or more years in building)

Although the numerical count of the required documents listed is 26, a portfolio could feasibly
contain only 12-15 entries. With careful selection a single document can be evidence of
knowledge and skill in more than one area.

A single artifact/document can be used as evidence for no more than three areas. Example: The
School Improvement Plan serves as evidence in the area of planning. Based on its contents and
the process for developing it, the plan might also serve as evidence of collaboration. Good
School Improvement Plans will contain student data analyses and interpretation (the area of
assessment and evaluation). If the principal writes most of the plan, it could be evidence of
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written communication skills. It behooves the principal to decide which three allowable
knowledge/skill areas would best be represented by the School Improvement Plan.

Guidelines For Developing Portfolio Entries

On the following pages are guidelines for developing portfolio entries in each of the 11 areas.
The guidelines also contain suggestions to help the principa determine the applicability of an
entry to additional knowledge/skills performance areas.

Note: Principals should study the Score Level Rationales found in the scoring section of the
manual. They describe what the evaluator seeks when he/she analyzes the portfolio entries for
each knowledge/skill area.

Ground Rule: An artifact/document may be used as evidence of knowledge and skill in more
than one area, but no more than three.
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

COMMUNICATION SKILLS

To assist an evaluator in evaluating skills in written communication, principals should provide
three samples of written communication personally composed to others (faculty, staff,
superordinates, parents, students, community representatives). Principals may choose the
documents to submit using the following specifications:

*  The communications may be to agroup or to individuals.

» The communications may be lengthy (e.g., areport) or brief (e.g., aletter or memorandum of
severa paragraphs). Be sure that they demonstrate written communication skills sufficiently.

* One sample must represent an attempt to communicate complex data or information (e.g.,
student test results) such that the information is understandable to the intended audience(s).

» Samplesshould berealia; i.e., written communications that were actually sent/distributed
over the past year.

» If the principal has served three or more yearsin a building, one sample must represent an
attempt to communicate School Improvement Plan implementation results to one or more
audiences.

NOTE: Principals may want to select samples that also provide evidence of
knowledge/skill/performance in other areas; (e.g., collaboration, planning, assessment/evaluation,
innovation).

Expectations

All principals e One sample representing an attempt to
communicate complex data or information

Principals with three (3) or moreyears  «  one sample representing an attempt to
experience in the building communicate results of school
improvement planning
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

COLLABORATION

To assist an evaluator in evaluating skills and performance in collaboration, principals should
provide three artifacts (documents, videotapes, audiotapes, computer disks) that show “who and
how” he/she has established collaboration with stakeholder groups and/or individuals (students,
parents, faculty/staff, community leaders, business, service agencies). These artifacts should
clearly illustrate:

* Thoseinvolved in the attempted collaboration (groups, individuals).

* Thefocus of the collaboration; (e.g., work-based |earning experiences for students, school
improvement planning, evaluation of school programs, curriculum development).

* Theinvolvement of the collaborators.

These artifacts may be documents, videotapes or audiotapes of meetings or assemblies of people,
e-mail messages, etc. The principal must have played amajor role in what is presented. If a
principal has served three or more yearsin abuilding, some of the evidence should demonstrate
that collaborations have been formed and have produced some results.

NOTE: Principals may want to select artifacts that also provide evidence of
knowledge/skills/performance in other areas; (e.g., communication, organizing for results,
planning, problem solving).

Expectations

1st year principal » collaborations with faculty/staff and students should
be in progress to produce plans, discussions
» collaborations with parents should be in the
development stage
» collaborations with community agencies, businesses,
and others should be in the devel opment stage

2nd year principal

collaborations with all four groups should be
operational

3rd year principal » collaborations should have produced results. What
are the results?
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

ASSESSMENT/EVALUATION

To assist an evaluator in evaluating knowledge, skills, and performance in assessment and
evaluation, principals should provide the following portfolio entries:

*  One completed teacher evaluation file (all forms and instruments including copies of the
Teacher’sPDP). The principal must have been the evaluator of thisteacher. The teacher’s
name and social security number should be removed from the evaluation forms. (The next
page provides a guide for analyzing teacher evaluation files.)

*  One document synthesizing and presenting student achievement results to at least one
audience (parents, Board, etc.) The principal must have had the lead role in the production of
this document. The document should be self-explanatory.

*  Onedocument directly related to program evaluation or some phase/process of evaluation
that the principal hasled or isleading. The document should reveal the principa’s
knowledge and skillsin evaluation of programs or the school, not that of the students.

Note: Principals may want to select documents that also provide evidence of
knowledge/skills/performance in other areas; (e.g., written communication, leadership of human
resources, planning, problem solving).

Expectations

The expectations are the same for al principals, regardless of yearsin the building.
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Guidefor Analyzing Teacher Evaluation Files

To analyze the teacher evaluation file contained in the A ssessment/Eval uation section of each
principal’s portfolio, the following questions should be considered:

Isthe file complete? Doesit contain elements needed for defense if evaluation results
are questioned such as raw data (scripts for observation, interview, etc.),
analysis/summary sheets with rationales, summary report, professional development
plan?

Do the data support the scores awarded? |s there evidence that the scores are consistent
with the raw data; that indicator score patterns support competency scores awarded?
(Use a"spot check™, not analysis of all scores.)

Arerationales for scores provided? Are those rational es consistent with the supporting
data? (Use a"spot check”, not analysis of al scores.)

Are scripts and rationales free from judgmental language?

Isthere a professional development plan that specifies objectives and activities
consistent with score patterns; i.e., a plan that addresses indicators and/or competencies
that received "lower" scores?

Does the PDP address improvement in at least one area of student performance?

Arethe activities specified in the PDP reasonable; i.e., can they be done by the teacher
in the time specified; do they have a reasonable chance of accomplishing the
objective(s), if completed?

Would thisfile and the evaluation results withstand scrutiny if there were alegal
challenge? Could areviewer follow it, reconstruct what took place, and arrive at the
same conclusions; i.e., scores, professional development plan?
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

ORGANIZING FOR RESULTS

To assist an evaluator in assessing knowledge, skills, and performance in positioning
(organizing) the school for improved learning and student achievement, principals should
provide two artifacts or documents that clearly show accomplishmentsin thisarea. The artifacts
(videotapes, audiotapes, written documents, CD ROMs) should demonstrate two of the
following:

» Theprincipa’s efforts to analyze school organization and identify needed changesin
relationship to school vision.

» Theprincipal’s efforts to market (sell) change to those involved in a change process.

» Theprincipal’s efforts to lead reorganization of curricula and/or instruction in the school to
improve student achievement.

» Theprincipal’s efforts to stimulate thinking about organizational change.
» A principal with three or more yearsin a building must provide evidence of @) gainsin

student achievement over the last 2-3 years, and b) results of school improvement planning.
(In other words, what results have been attained?)

Artifacts may be documents, videotapes or audiotapes of meetings or assemblies of people,
Internet (e-mail) documents or interchanges, etc.

Note: Principals may want to select artifacts that also provide evidence of knowledge/
skillsg/performance in additional areas (e.g., planning, communication, problem-solving,
innovation, assessment/evaluation).

Expectations
1st year principal e assessment of needs
* marketing change
» making decisions (with help of stakeholders)
2nd year principal e curriculum leadership
e organizational and operating changes are underway
3rd year principal e results
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GUIDELINES FOR DEVELOPING PORTFOLIO ENTRIES:
PLANNING
To assist an evaluator in evaluating knowledge, skills, and performance in the area of planning,
principals should provide the following artifacts:

» Evidence of school improvement planning efforts or School Improvement Plan (if required
by the state).

* One other artifact (document, tape, newspaper article) that represents planning for daily
school operations, a special event, or use of resources.

Note: Principals may want to select artifacts that will provide evidence of knowledge, skills, and
performance in additional areas; (e.g., written and/or oral communication, collaboration,
assessment and evaluation, leadership of human resources).

Expectations
Expectations are the same for al principals.

Planning should reflect the school’ s vision, mission, and goal statements. Enclosures for this
area of knowledge/skills should reference these statements by:

* including copies of the statements with planning entries, or
» discussing the statementsin item 6b of the portfolio entry form, or
* including them with entries referenced in another part of the portfolio.
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GUIDELINES FOR DEVELOPING PORTFOLIO ENTRIES:
LAWSAND POLICIES

Principal s should provide two artifacts or documents that demonstrate a)his/her understanding of
federal, state, and/or local laws, policies, and procedures and b) efforts to interpret/communicate
them to faculty, staff, students, or parents. Entries may cover laws, policies, and proceduresin
any two of the following areas:
» Personnel matters (recruitment, selection, retention, evaluation).
» School operations.
» Sdafety and security.
e Student conduct, drugs and alcohol, weapons, fiscal matters.
These artifacts or documents should be actual documents that have been devel oped and

disseminated by the principal within the last year.

Note: Principals may want to select samples that also provide evidence of
knowledge/skill/performance in areas such as communication, school operations/management,
fiscal |eadership/management, leadership of human resources, or collaboration.

Expectations

All principals should be able to demonstrate knowledge and skill in this area.
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

PROBLEM SOLVING

Principals should provide two artifacts or documents that demonstrate
knowledge/skill/performance in identifying and solving problems and/or in leading problem
solving processes. Evidence might focus on any of the following areas.

* ldentifying and overcoming barriers to improvement of student achievement.

* Leading othersin identifying and solving problems.

» ldentifying and solving day-to-day classroom challenges.

» Equa accessto curriculum/programs for all students.

» School safety and security.

* ldentifying and overcoming barriers to achievement of school vision, mission, and goals.

A principal with three or more years should be able to provide evidence of the results of hisher

problem solving capabilities.

Note: Principals may want to select artifacts/documents that also provide evidence of
knowledge/skill/performance in other areas (e.g., school operations/management, organizing for
results, innovation, planning).

Expectations
1st year principal * identification of any mgor problems
e atention to safety and security
» establishing groups to assist in problem solving
* identifying and solving day-to-day problems
2nd year principal » process for solving mgor problem(s) identified is
underway
* barriers being removed
* identifying and solving day-to-day problems
3rd year principal e results

* identification of new (major) problems
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

INNOVATION

Principals should provide two artifacts or documents that demonstrate:

» Knowledge/skill/performance in leading and facilitating innovations in the school.

* Innovations that lead to improved student learning and achievement.

» Collaborations with parents, business, community agencies or other stakeholders.

The principal should provide artifacts that show evidence of support for and encouragement of

innovation among faculty, staff, and/or students.

Note: Principals may want to select artifacts/documents that also provide evidence of
knowledge/skill/performance in other areas (e.g., communication, organizing for results, problem
solving, leadership of human resources assessment and evaluation).

Expectations

All principals should be able to show evidence supporting the creative/innovative ideas and
efforts of others.

If major program innovations are undertaken at any point in time, evidence of program results
should be available within 3 years.
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

SCHOOL OPERATIONSAND MANAGEMENT

Principal s should provide two artifacts/documents that demonstrate knowledge/skill/performance
in:

» Creating school policies, procedures, routines and schedules that protect instructional and
learning time.

» Planning best use of facilities.

* Recognition of academic accomplishment and efforts by students and staff.

* Minimizing discipline problems.

» Creating consistency of school programs and activities with vision, mission, and goals.
Note: Principals may want to select artifacts and documents that also provide evidence of
knowledge/skills/performance in other areas (e.g., planning, problem solving, organizing for

results, or communication).

Expectations

Expectations for this area are the same for al principals.
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

FISCAL LEADERSHIP AND MANAGEMENT

Principals should provide two of the following artifacts/documents:

A copy of the most recent budget and expenditure report that clearly shows how the principal
has attempted to meet high priority needs.

A proposal written by the principal and submitted to a potential funding source.

A report submitted to the Superintendent or Board that forecasts student enrollments,
facilities, equipment, and/or operating needs over several years.

An audiotape, videotape, or printed materials developed by the principal and used in efforts
to gain additional resources from the Superintendent and Board, community, or others.

Note: Principals may want to select documents that also provide evidence of
knowledge/skill/performance in one or more other areas (e.g., communication, planning, problem

solving).

Expectations

1st year principal » Thefirst two bullets are most applicable although
evidence identified in any of the four bullets would
be possible and acceptable

2nd year principal o All four bullets are applicable

3rd year principal o All four bullets are applicable
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GUIDELINESFOR DEVELOPING PORTFOLIO ENTRIES:

LEADERSHIP OF HUMAN RESOURCES

Principal s should provide two artifacts/documents that demonstrate knowledge/skill/performance
in leading the recruitment, selection, retention, supervision, and development of human resources
in the school. (Competency C and the Score Level Rationale may be reviewed for ideas.)

Note: Principals may want to select artifacts/documents that also provide evidence of
knowledge/skill/performance in other areas (e.g., communication, collaboration, planning, fiscal
leadership and management, innovation, or assessment and evaluation).

Expectations

By the second year in abuilding, it is expected that a principal will have plansin place for staff
recruitment and staff development that will lead to improved student and school performance.

It is expected that staff development and professional development plans will be directly related
to weaknesses identified in a) student academic performance, and b) teacher evaluations.

The PDP

Beginning with the second full evaluation, the principal will include his’her completed PDP
form(s) and any related attachments in this section as evidence of leading and modeling
professional development. (These materials can also be used in one or two other areas, if
appropriate.) Wherever the PDP is used as evidential material, a portfolio entry form should be
provided asis true for other entries.
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SCORING

When data from all sources, including the final interviews, have been collected, the evaluator
will carefully analyze the lines of evidence pertinent to each of the 13 areas of knowledge/skill.
This includes the evidence provided by the principal and the evidence/data developed by the
evaluator from the school management observation, Supervisor’s Review Form, and the
interviews. On the basis of al the evidence available for a particular knowledge/skill area, the
evaluator will award one score for that area. Thus, the principal’s profile will consist of 13
SCores.

The four-point rating scale definitions are consistent across knowledge/skill areas:
4 - Demonstrates Excellence

Indicates the principal does an outstanding job in this position requirement. No area
for improvement isreadily identifiable.

3 - Areaof Strength

Indicates the principal always meets and sometimes exceeds expectations for
performance in this position requirement. Knowledge, skills, and performance can be
improved, but current practices are clearly acceptable.

2 - Needs Improvement

Indicates the principal's knowledge, skills, and performance need improvement in this
position requirement. Improvement activities are required for performance to meet
standards.

1 - Unsatisfactory

Indicates the principal’ s knowledge, skills, and performance in this position
requirement are not acceptable. Improvement activities must be undertaken
immediately.

A set of score level rationales specific to the knowledge/skill area under consideration must be
used to determine the level of principa performance in that particular skill area. The use of these
rational es serves two important purposes. First, they ensure consistency/reliability in scoring
from principal to principal and evaluator to evaluator. Second, they provide for the principal the
answer to the question, “Why did | get this score?” Copies of the 13 sets of score level rationales
are provided at the end of the scoring process description.

Asthe evaluator develops a score for the principal in each of the 13 knowledge/skill areas, he/she
will place it on the Evaluation Summary Report. The processis briefly described in the next
section of this manual.
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Perhaps an example of how a score for one of the knowledge/skill areas is developed would be
helpful at this point. Let’s use the area of communication for our example.

Step 1: The evaluator assembles al evidence of the principal’ s communication knowledge,
skills, and performance. This evidence will include:

» The principa’s summaries and analysis of survey responses (those survey items that deal
with communication).

» The examples of written communication provided by the principal.

» The observational data pertaining to communication collected by the evaluator.

» The evaluator’s notes pertaining to the principal’s oral communication skills exhibited in
the interview session or writing skills exhibited in the written interview.

Step 2: The evaluator carefully reads and reviews all of the data, looking for patterns, both
positive and negative. He/she probably makes notes about patterns and any principal
behaviors that “ stand out” in the data.

Step 3: The evaluator reviews the data and notes a second time. Thistime, the review guide
isthe set of score level rationales and “look fors’ provided for communication. Asthe
evaluator studies the evidence he/she asks two questions:

1. Which score level description/rationale does the evidence best fit?

2. How does the evidence differ from the description?

The purpose of the first question isto try to elicit an initial locator for a score. The purpose
of the second question isto try to determine if there is enough deviation from the pattern
described at the level initially targeted to suggest that the score should be lower or higher.
While the pattern of behavior described in a particular score level rationale and the pattern of
evidence in the data collected will seldom match, there must be a very close relationship or
the score awarded by the evaluator can be seriously questioned.

Explaining this data analysis and pattern identification process, it is easiest to use a structured
approach:

a) Mentally, draw a hypothetical mid-line between level 2 and level 3:

b) Ask, doesthe pattern of evidence fall below or above thisline?

c) If the pattern of evidence falls below the line, doesit fit the description of level 1
performance for this knowledge/skill area?

d) If the pattern of evidence doesn’t “fit” the level 1 description, doesit closely match
the level “2” description?

Or, if the answer to the question in step b was “above the line,” the decision process should
be:
c2)  Doesthe pattern of evidence closely match the description for score level “4”?
d2) If the pattern of evidenceisn't “4” level, doesit closely match the rationale for
level “3"7?
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Step 4: The evaluator records the score to be awarded for the communication areain the
proper location on the Evaluation Summary Report. He/she then notes in the space provided
the elements in the pattern of evidence that support the score awarded. The elements and the
descriptions for scores awarded will be the basis for formulating a Professional Devel opment
Plan at the conclusion of the Evaluation Summary Conference..

Note: A “Scoring Guide” consisting of the score rationales and sets of “look fors” has been
provided in Appendix D of this manual. It can be removed and copies made for use when
scoring principal packages.
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SCORE LEVEL RATIONALES: COMMUNICATION

The principal demonstrates thorough knowledge and effective application of communication
processes. He/she consistently demonstrates excellence in communication skills and consistently
applies sound communication practicesin al areas of responsibility. Thereisno readily
identifiable area for improvement.

Thelines of evidence indicate that the principal knows what to communicate, how to
communicate it, when to communicate it, and to whom to communicate it. Thereis convincing
evidence that he/she has established communication systems with stakeholder groups and used
those systems to communicate and receive important ideas and information. He/she
communicates to stakeholders school vision, mission, goals, objectives, organizational policies
and procedures, expectations and data, even very complex data, in a compelling manner that
rallies support and causes appropriate action. The evidence also indicates that the principal is
proficient in oral, written, listening, and nonverbal skills aswell asin interpersonal relations.
Furthermore, the evidence shows that the principal uses technology effectively asa
communication tool.

The principal demonstrates substantial knowledge and application of communication processes.
He/she generally demonstrates excellence in communication skills and generally applies sound
communication practicesin all areas of responsibility. He/she consistently meets and sometimes
exceeds expectations for performance.

Thelines of evidence indicate that the principal knows what to communicate, how to
communicate it, when to communicate it, and to whom to communicate it. However, the
evidence suggests that effective communication systems have not been completely established
with all stakeholder groups. While communications are usually clear, powerful, and timely, there
are afew lapses. The principal’s communications often, but not always, produce support and
result in responsive actions. The evidence indicates competency in oral, written, listening, and
nonverbal skills aswell asin interpersonal relations. The application of technology to
communication in this school is not yet what it could be.

The principal demonstrates some knowledge and application of communication processes.
Communication skills are inconsistently demonstrated. He/she applies sound communication in
many areas of responsibility some of the time, but not all of the time. He/she sometimes, but not
always, meets expectations for performance.

Thelines of evidence indicate that the principal’s knowledge of communication (what, how,
when, to whom) can beimproved. There is evidence that communication systems have not been
well established with some stakeholder groups. Clarity, succinctness, and timeliness of
communication are sometimes problems. The principal’ s communications sometimes produce
supportive and appropriate actions. The evidence indicates appropriate oral, written, listening,
and nonverbal skills aswell as interpersonal relations most of the time. The application of
technology to communication in this school is not what it could be.

The principal demonstrates limited knowledge and application of communication processes.
Communications skills are inadequate. He/she sometimes applies sound communication in some
areas of responsibility. Communication performance is currently not acceptable.
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Thelines of evidence indicate that the principal’s knowledge of communication (what, how,
when, to whom) isincomplete. Thereis evidence that communication with some stakehol der
groups is limited or absent. Communications often lack clarity, succinctness, and timeliness.
The principal often has difficulty communicating ideas and plans and building support for them.
Some communication skills (oral, written, listening, nonverbal) and/or interpersonal relations are
weak, as are applications of technology to communication.
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SCORE LEVEL RATIONALES: COLLABORATION

Areasin which the pursuit of collaboration among administration, staff, students,
parents/caregivers, and the community are considered to be important include:

*  Development and implementation of school vision, mission goals, objectives, policies,
procedures, programs, and activities.

»  School improvement, particularly improvement of student achievement and learning.

*  Recruitment and selection of staff.

e Supervision, evaluation and development of human resources (staff, students,
administration).

* Acquisition of fiscal resources and resource allocation.

o  Safety and security of al on-site personnel and visitors.

The principal demonstrates thorough knowledge and understanding of collaborative processes.
He/she consistently demonstrates excellence in collaboration skills. He/she also consistently
seeks to build community relationships and devel op partnershipsin all areas of responsibility;
(e.g., establishment of school vision, mission, and goals; school improvement planning; delivery
of programs and activities, acquisition and allocation of resources; problem solving, staff
recruitment, and evaluation). Thereis no readily identifiable areafor improvement.

Thelines of evidence indicate that the principal knows the types of collaborations and
partnerships needed, how to develop them, and when to utilize them. Thereis convincing
evidence that he/she has identified stakeholder and consumer groups and brought them into the
decision making process. Shared |eadership and team building are evident, asis the principal’s
teaching and modeling of collaboration skills and processes. In addition, there is evidence that
the principal is skilled in managing collaboration.

The principal demonstrates substantial knowledge and understanding of collaboration processes.
He/she generally seeks to build community relationships and devel op partnerships in most areas
of responsibility. He/she consistently meets and sometimes exceeds expectations for
performance.

Thelines of evidence indicate that the principal knows the types of collaborations and
partnerships needed, how to develop them and when to utilize them. However, the evidence
suggests that afew stakeholder and consumer groups have not been brought into the decision
making process. Some potentially important partnerships have not been completely devel oped.
Shared |eadership and team building are evident in many areas of school organization and
operations, but not in all. The principal generally, but not always, teaches and models
collaboration skills and processes. The principal’s management of collaboration is adequate, but
not outstanding.

The principal demonstrates some knowledge and understanding of collaboration processes.
Collaboration skills are inconsistently demonstrated. He/she seeks to develop community
relationships and partnershipsin some areas of responsibility some of the time, but not all of the
time. He/she sometimes, but not always, meets expectations for performance.

Thelines of evidence indicate that the principal’ s knowledge and practice of collaboration skills
and processes can beimproved. Thereis evidence that several stakeholder and/or consumer
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groups are not regularly included in decision making. Some important partnerships have not
been developed. The principal sometimes does not support collaborative activities or shared
leadership. He/sheis not consistent in teaching and modeling collaboration. Thereisalso
evidence that the principal sometimes has difficulty in managing collaboration.

The principal demonstrates limited knowledge and understanding of collaboration processes.
Collaboration skills are inadequate. He/she sometimes seeks to build community relationships
and develop partnerships in some areas of responsibility. Performance in the use of collaborative
skills and processes is currently not acceptable.

Thelines of evidence indicate that the principal’ s knowledge and practice of collaboration skills
and processes are incomplete. Collaborative relationships among various stakeholder and
consumer groups have been poorly developed or are nonexistent. The principal seldom lends
support to collaborative activities or shared leadership. The evidence indicates that the principal
has difficulty teaching and modeling principles and processes of collaboration, and that his/her
management of collaboration is inadequate.
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SCORE LEVEL RATIONALES: ASSESSMENT/EVALUATION

The principal demonstrates thorough knowledge and excellent application of student assessment,
personnel evaluation, and program evaluation. He/she consistently demonstrates excellence in
developing, interpreting and using assessment and evaluation data. Thereisno readily
identifiable area for improvement.

Thelines of evidence indicate that the principal knows how to read, interpret, and use student
data, particularly student assessment data, in improving teaching and learning. He/she also leads
school personnel, parents, and other stakeholders in thoughtful use of these data. He/she leads
the development of school and classroom-based systems of student assessment that are aligned
with curriculum, instruction, and standardized tests. He/she engages stakeholders in continuous
evaluation of the school and its programs, using procedures such as needs assessment, gap
analysis and benchmarking whenever and wherever appropriate. The principal’ s evaluations of
school personnel are consistently thorough, valid, reliable, creditable and fair. He/she regularly
monitors instructional programs and practices, student support services, and all other aspects of
school operations that can contribute to, or detract from, accomplishment of the school’ s vision,
mission, and goals. The information gathered is then used, along with the results of formal data
collection, to lead data driven decision making. Student achievement results in the school
demonstrate consistent improvement.

The principal demonstrates substantial knowledge and application of assessment and evaluation
processes and methodologies. His/her performance in developing, interpreting and using
assessment/eval uation data always meets and sometimes exceeds expectations.

Thelines of evidence indicate that the principal has and can apply extensive knowledge of
student assessment, program and personnel evaluation as outlined in the score level 4 rationale.
However, continuous development and use of data for improvement of teaching and learning can
be improved. Data driven decision-making does not appear to be “away of life” in the school.
Student achievement results usually show some improvement, but not as much as could
reasonably be expected.

The principal demonstrates some knowledge and skillsin assessment and evaluation, but
performance isinconsistent. Gaps are apparent in knowledge and/or leadership in devel oping,
interpreting and using student assessment, personnel evaluation and program evaluation data for
improvement of teaching, learning, and school operations. He/she sometimes, but not always,
meets performance expectations.

Lines of evidence indicate that the principal’ s knowledge of principles and processes of student
assessment, program evaluation and/or personnel evaluation should be improved. Systematic,
continuous processes of collecting and using a variety of datain efforts to improve student
learning and schooling are fewer than needed. Patterns of student achievement show substantial
variation from year to year, subject to subject, and grade level to grade level.

The principal demonstrates limited knowledge of assessment and evaluation. Application of
knowledge in the form of systematic, regular, comprehensive programs of data collection and use
isinadequate. He/she sometimes makes data-based decisions and/or |eads data-based decision
making processes, but that is not the rule. Performance in assessment and evaluation is not
acceptable.
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The available evidence indicates that the principal’ s knowledge and skillsin one or more sub-
areas; i.e., student assessment, personnel evaluation, program evaluation is/are incomplete.
Systemic, regular, comprehensive data gathering and use in some or all of these areas are limited.
Planning for improvement of teaching, learning and school operations often lacks a database.

Patterns of student achievement in the school show limited improvement and sometimes |oss
rather than gain.
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SCORE LEVEL RATIONALES: ORGANIZING FOR RESULTS

The principal demonstrates thorough knowledge of, and expertise in, developing an organization
capable of and dedicated to accomplishing its vision, mission, and goals, and to meeting the
needs of its customers. His’her school is one in which learning, teaching, and continuous
improvement are always the primary focus, and change, when needed, is embraced. There are no
readily identifiable areas for improvement.

Lines of evidence indicate that the principal has demonstrated knowledge of aternative
organizational structures, change processes, quality management and marketing strategiesin
planning, implementing, and accomplishing school improvement. His/her development of a
results-oriented organization has included a strong customer focus that began with the
identification of customer groups and the appropriate use of symbols, signs, and ceremoniesto
build cohesiveness and commitment among stakeholder groups. Roles and responsibilities,
where needed, are well defined.

The principal demonstrates substantial knowledge and expertise in the devel opment of an
organization focused on results; i.e., an organization where learning and teaching are the primary
focus, and change is accepted. In devel oping such an organization, the principal consistently
meets and sometimes exceeds expectations.

Lines of evidence indicate that the principal’ s knowledge of, and skill in, implementing
alternative organizationa structures, change processes, quality management, and marketing
strategies to bring about school improvement is adequate, but can be improved. A customer
focusis present in the organization to some degree, but not dominant. Some customer groups
have not been identified and/or been made afocus of the organization. Where they are needed,
most roles and responsibilities have been defined.

The principal demonstrates some knowledge and skill in the development of an organization
focused on results; i.e., an organization where learning, teaching and continuous improvement
are the primary focus and meeting customer needsis a priority. He/she sometimes, but not
always, meets expectations for performance.

Thelines of evidence indicate that some lack of knowledge or skill in implementing alternative
organizational structures, change processes, and marketing strategies is hampering school
improvement. Knowledge and/or skill in implementing quality management processesis also
inadequate. Customer orientation and focus are not a strength of the organization and there is
need for further delineation of roles and responsibilities in the organization.

The principal demonstrates limited knowledge of, and skill in, the development of aresults-
oriented organization; i.e., an organization focused on learning, teaching, continuous
improvement, and customer needs. Performance in this areais currently not acceptable.

Lines of evidence indicate that knowledge and/or skill in implementing change processes,
alternative organizational structures, marketing strategies and/or quality management is lacking.
Thereislittle or no evidence of a customer focusin the organization. Roles and responsibilities
within the organization are not clearly defined.
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SCORE LEVEL RATIONALES: PLANNING

The principal’s exemplary knowledge of, and skillsin, planning are evident in all aspects of
school organization and operation. There are no identifiable areas for improvement.

Lines of evidence indicate that the principal understands strategic planning, school improvement
planning, vision and mission development, goal setting, benchmarking, curriculum planning,
forecasting, needs assessment and other planning models and tools. Likewise, thereis evidence
that he/she uses them in leading stakeholders in short- and long-term planning for continuous
improvement in all aspects of organizational development, human resource devel opment, school
operations, and fiscal management. Furthermore, thereis evidence that the principal hasled or is
leading efforts that identify and integrate stakeholders’ values, beliefs, commitments, and
perceived future needs of students into statements of school vision, mission, goals, and
objectivesthat are translated into action plans.

The principal exhibits adequate knowledge of, and skillsin, planning for all aspects of school
organization and operation. Performance in planning always meets and sometimes exceeds
expectations.

Lines of evidence indicate that the principal understands and uses a number of planning models
and tools (see level 4 rationale) in leading planning for continuous improvement of all aspects of
school organization and operations. The principal has led or isleading processes that identify
and integrate most stakeholders' values, beliefs, commitments, and perceived future needs of
students into statements of school vision, mission, goals, and objectives. However, translation of
statements into action plans can be improved.

The principal exhibits less than adequate knowledge of, and skillsin, planning for some aspects
of school organization and operation. Performance in this area sometimes, but not always, meets
expectations.

Lines of evidence indicate that the principal has knowledge of, and skillsin, some planning
models and tools (see level 4 rationale), but needs to expand his/her repertoire. Systematic
planning in afew aspects of school organization and operations islacking. The evidence aso
indicates that school vision, mission, goals, and objectives need work, particularly in the
tranglation into action plans. It appears that some stakeholder groups have not been adequately
engaged in planning processes.

The principal exhibits limited knowledge of, and skills in, using a range of planning models and
tools. Systematic planning involving stakeholdersis not evident in several aspects of school
organization and operations. Performancein this areais unacceptable.

Lines of evidence indicate that the principal 1acks knowledge and/or skill in using several of the
planning models and tools discussed in the level 4 rationale. Thereislittle or no evidence that
stakeholder groups have been actively engaged in planning processes. Translations of statements
of vision, mission, goals, and objectives, if defined, have not been translated into appropriate
action plans.
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SCORE LEVEL RATIONALES: LAWSAND POLICIES

The principal demonstrates a thorough understanding of all applicable federal, state, and local
laws and policies and appropriate application in all aspects of hisher leadership and
management; (e.g., employments and dismissals, personnel supervision and evaluation,
disciplinary procedures, development and implementation of building level policies and
procedures). There are no identifiable areas for improvement.

Lines of evidence indicate that the principal develops and implements building level policies and
procedures consistent with local, state, and federal laws and policies. Thereisalso evidence that
the principal regularly interprets existing laws and policiesto stakeholders and encourages their
support.

The principal demonstrates substantial understanding of most applicable federal, state, and local
laws and policies and appropriate application in most aspects of his/her leadership and
management (employments and dismissals, personnel supervision and evaluation, disciplinary
procedures, development of building level policies and procedures). Performance in this area
always meets and sometimes exceeds expectations; but there is room for improvement.

Lines of evidence indicate that the principal develops and implements building level policies and
procedures consistent with local, state, and federal laws and policies with which he/sheis
familiar. He/she also interprets existing policies and laws to stakeholders and encourages their
support.

The principal demonstrates alack of understanding and/or appropriate application of afew laws
or policies important to one or more areas of his/her leadership and management of the school
(see score levels 3 and 4). Performance in this area sometimes, but not always, meets
expectations.

Lines of evidence indicates that the principal develops and implements building level policies
and procedures that are sometimes inconsistent with local, state and/or federal laws or policies.
Thereislimited evidence that the principal interprets laws and policiesto all stakeholder groups
and/or encourages support.

The principal demonstrates a lack of understanding and/or appropriate application of a number of
laws or policiesimportant to several areas of his/her school leadership and management.
Performance in this area is unacceptable.

Lines of evidence indicate that the principal develops and implements building level policies and
procedures that are often inconsistent with local, state, or federal laws or policies. Thereislittle
or no evidence that he/she upholds and/or encourages support of some laws or policies among
stakeholders (staff, students, parents).
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SCORE LEVEL RATIONALES: PROBLEM SOLVING

The principal demonstrates a thorough understanding of, and skill in, the identification and
solution of problems that threaten the accomplishments of the vision, mission, goals, objectives,
and improvement initiatives of the school. There are no identifiable areas for improvement.

Lines of evidence indicate that the principal identifies and resolves problemsin all areas of the
school’ s organization, operations, programs, and activities, consistently engaging stakeholdersin
these efforts. Thereis evidence that the principal is adept at |eading the identification and
dismantling of barriersto learning and teaching and to students' equal accessto programs and
services. In his/her problem solving efforts, capability in the use of mediation and conflict
management skillsis evident.

The principal demonstrates substantial understanding of, and skill in, the identification and
solution of problems that threaten the accomplishment of the vision, mission, goals, objectives
and improvement initiatives of the school. Thereisroom for improvement, but the principal
always meets and sometimes exceeds expectations.

Lines of evidence indicate that the principal is able to identify and resolve most problems in most
areas of school organization, operations, programs, and activities, usually engaging stakeholders
in these efforts. Thereis evidence that the principal seeks out and leads the dismantling of
barriersto teaching and learning and to students' equal access to programs and services. His/her
understanding of, and capability in, applying mediation and conflict management skills are
acceptable.

The principal’s understanding of, and skill in, identification and solution of problemsis
sometimes less than adequate in some areas of hisgher influence and responsibility. Performance
in this areais unacceptable.

Lines of evidence indicate that the principal is able to identify and resolve some problemsin
some areas of school organization, operations, programs, and activities, sometimes engaging
stakeholders in these efforts. Thereis evidence that barriers to learning and teaching and/or
students' equal access to programs and services sometimes go unnoticed. The principal’s
understanding of, and skill in, applying mediation and conflict management skills need
improvement.

The principal lacks understanding of, and skill in, identification and solution of problemsin
many areas of higher influence. Performance in this areais unacceptable.

Lines of evidence indicate that the principal does not regularly seek out and attempt to resolve
problemsin several areas of school organization, operations, programs, and activities.
Stakeholders do not perceive that they are involved in these efforts. Barriersto teaching and
learning and/or students' equal access to programs and services often go unnoticed. The
principal’s mediation and conflict management skills are insufficient.
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SCORE LEVEL RATIONALES: INNOVATION

The principal demonstrates the ability to create, identify, encourage, and adopt innovative ideas.
He/sheisarisk taker who constantly seeks creative, innovative solutions to problems as well as
creative and innovative ways of organizing and operating the school that will lead to the
accomplishment of vision, mission, goals, objectives, and school improvement plans. There are
no identifiable areas for improvement.

Lines of evidence indicate that the principal keeps abreast of teaching/learning research and best
practices, that he/she thinks creatively/innovatively and encourages as well as supports creativity
and innovation in others. He/she incorporates innovations into school organization, operations,
programs, and activities and/or maintains those that are successful beyond the commitments and
efforts of the original implementers and leaders. When an innovation fails, as some will, the
principal is able to reframe the failure positively and help the organization learn fromiit.

The principal often exercises creative/innovative thinking. He/she encourages and usually
supports others' creative ideas and innovations that appear relevant to the improvement of
teaching and learning, school organization, operations, programs, and overall school
improvement. Performance in this area always meets and sometimes exceeds expectations, but
there isroom for improvement.

Lines of evidence indicate that the principal usually keeps abreast of teaching/learning research
and best practices. He/she usually triesto incorporate appropriate innovations (his’her own,
those of others) into the school and maintain those which are successful. When an innovation
fails, the principal seeks to reframe the failure positively and helps the organization learn fromiit.

The principal sometimes demonstrates creative, innovative thinking and sometimes encourages
and supports the creative ideas and innovations of others. Performance in this area sometimes,
but not always, meets expectations.

Lines of evidence indicate that the principal is sometimes unaware of teaching/learning research
and best practices. He/she sometimes tries to incorporate innovations and creative ideas into the
school and to maintain those that are successful. When an innovation fails, the principal
sometimes misses the opportunity to reframe the failure positively and lead the organization in
learning fromit.

The principal does not appear to value creativity and innovation. He/sheis usually not
innovative in his’her own thinking and usually does not encourage or support the creative and
innovative ideas of others. Performancein this areais unacceptable.

Lines of evidence indicate that the principal does not keep abreast of teaching/learning research
and best practices. He/she seldom tries to incorporate innovations or creative ideas into the
school or to maintain successful innovations after their original developers and implementers are
no longer available. When an innovation fails, the principal usually does not try to reframe the
failure positively and help the organization learn fromit.
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SCORE LEVEL RATIONALES: TECHNOLOGY MANAGEMENT

The principal always applies technological knowledge to the operation of the school, leadership
of instructional programs, and human resource development. There are no identifiable areas for
improvement.

Lines of evidence indicate that the principal is able to project information technology needs and
to acquire appropriate equipment, hardware, and software. He/she models the use of technology
in his/her areas of influence and responsibility. He/she also assists faculty in utilizing
technology as atool to engage students in academic work and in their own development of
technological knowledge and skills. He/she uses technology in his’her own professional
development and encourages its use by others.

The principal usually applies technological knowledge to the operation of the school, leadership
of instructional programs, and human resource development. Performance in this area always
meets and sometimes exceeds expectations, but there is room for improvement.

Lines of evidence indicate that the principal is able to project information technology needs and
is sometimes able to acquire appropriate equipment, hardware, and software. He/she uses
technology in his’her areas of influence and responsibility, and sometimes assists faculty in
utilizing technology as an instructional tool and in further developing their own technol ogical
knowledge and skills. He/she sometimes uses technology in his’her own professional
development and encourages its use by others.

The principal’s technological knowledge and/or skillsin technology management sometimes, but
not always, meet expectations for improvement. Thereislimited application of technological
knowledge to the operation of the school, leadership of instructional programs, and human
resource development.

Lines of evidence indicate that the principal is not always able to project information technology
needs and is not aggressive in seeking to acquire appropriate hardware, software, and equipment.
His/her use of technology in hisher areas of influence and responsibility islimited. He/she
usually does not assist faculty in their efforts to devel op their own technological knowledge and
skills and/or to use technology as an instructional tool. He/she seldom uses technology in his’her
own professional development or encourages its use by others.

The principal’s technological knowledge and/or skillsin technology management are inadequate.
Thereislittle application of technological knowledge to the operation of the school, |eadership
of instructional programs, and development of human resources. Performancein thisareais
unacceptable.

Lines of evidence indicate that the principal is not able to project technology needs and does not
seek to acquire hardware, software, and equipment. He/she does not use technology in his/her
areas of influence and responsibility. Thereis no assistance or support given to faculty seeking
to develop their own technol ogical knowledge and skills and/or develop their use of technology
as an instructional tool. He/she does not use technology in his’her own professional development
or encourage its use by others.
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SCORE LEVEL RATIONALES: SCHOOL OPERATIONS/MANAGEMENT

The principal demonstrates thorough knowledge of, and expertise in, school management.
His/her school is one in which operating policies and procedures and management practices
consistently support teaching and learning; climate is consistently positive, and orderliness,
safety and security are apparent. There are no readily identifiable areas for improvement.

Lines of evidence indicate that school routines and schedules designed to protect instruction and
learning time have been established and are consistently maintained. Planning for best use of
facilitiesis evident as are high expectations for student and staff performance, acceptance of
differences, and continuous recognition of academic accomplishment and effortsto improve
learning and school environment. Programs, both curricular and co-curricular, support school
vision, mission, and goals and are of high interest to students. Everyoneis held accountable for
his/her actions. Disciplinary problems and conflicts are minimal, and when they occur, are
handled consistently and fairly. Buildings and grounds are attractive, inviting, safe, secure, and
in good repair.

The principal demonstrates substantial knowledge and expertise in school management. His/her
school is one in which operating policies and procedures and management practices usually
support teaching and learning; climate is generally positive, and safety and security are apparent.
In the daily operation of the school, the principal consistently meets and sometimes exceeds
expectations.

Lines of evidence indicate that school routines and schedules designed to protect instructional
and learning time have been established and are usually maintained. Thereis evidence of
adequate planning for facilities use, high expectations for student and staff performance, and
some recognition of academic accomplishment and efforts to improve learning and school
environment. Both curricular and co-curricular programs are generally consistent with school
vision, mission, and goals and are of interest to most students. There is an atmosphere of
accountability. Disciplinary problems and conflicts are not numerous and when they occur, they
are usually handled consistently and fairly. The appearance of buildings and groundsis
adequate. Buildings, grounds, and equipment are safe and well maintai ned.

The principal demonstrates some knowledge and skill in understanding of school management.

In his’her school, operating policies and procedures, and management practices sometimes do not
seem to support teaching and learning, Climate is often, but not always, positive. Safety and
security are not usually problems. In managing the daily operation of the school, the principal
sometimes, but not always, meets expectations.

Lines of evidence indicate that there have been attempts to establish school routines and
schedules that protect learning and teaching time, but they are not consistently maintained.
Planning for use of facilities appears less than adequate. Expectations for student and staff
performance are not as high as they could be and recognition of academic accomplishment and
efforts to improve learning and school environment are sometimes lacking. There are avariety
of curricular and co-curricular programs, but some do not appear to be strongly related to the
school’ s vision, mission, and goals. Some curricular and/or co-curricular programs are not of
interest to many students. Persons are not always held accountable for their actions. While
disciplinary problems and conflicts are not numerous, they are handled inconsistently.
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Appearance of buildings and grounds can be improved. Buildings, grounds, and equipment are
safe, but not always attractive or well maintained.

The principal demonstrates limited knowledge and/or expertise in school management. In his/her
school, teaching and learning are subject to interruptions and other activities often seem to have
higher priority. School climate is neutral or sometimes negative. There are some safety and
security problems. Buildings and grounds are unattractive and uninviting. Management of daily
operations is currently not acceptable.

Lines of evidence indicate that school routines and schedules designed to protect teaching and
learning have not been well established and/or maintained. Planning for facilities usage appears
less than adequate. Expectations for student and staff performance are low. Academic
accomplishment and efforts to improve learning and school environment are seldom recognized
or rewarded. Programs of interest to students are somewhat limited, and some existing ones
show little relationship to the specific vision, mission, and goals of the school. Not everyoneis
held accountable for their actions. Disciplinary problems and conflicts are numerous and are not
handled consistently. Safety, security, and appearance of buildings and grounds are less than
adequate.
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SCORE LEVEL RATIONALES: FISCAL LEADERSHIP AND MANAGEMENT

The principal isan able provider and manager of financial resources. His/her school is
characterized by exemplary fiscal planning and management of existing resources, and by
aggressive solicitation of additional resources with which to accomplish the vision, mission, and
goals of the school. Inthefiscal area, asin all other areas, the principal actively involves
stakeholders in planning and decision processes. There are no discernible areas for
improvement.

Lines of evidence indicate that the principal |eads the devel opment and implementation of multi-
year fiscal plans, annual budgets, sound accounting and auditing procedures and that he/she
practices good stewardship of available funds. In addition, he/sheis constantly seeking
additional funds through preparation of grant applications and proposals to various funding
agencies and foundations and through appeals to the school system administration, local
governmental funding agencies, and potential donors.

The principal’ s fiscal management practices are sound and his/her leadership of financial
planning and resource acquisition is adequate. Some stakeholders are often involved in fiscal
planning, decisions, and processes. Performance in this area always meets and sometimes
exceeds expectations.

Lines of evidence indicate that sound financial management practices; i.e., budgeting,
accounting, audits arein place. Faculty and staff are involved in planning and making decisions
related to the use of existing funds, but other stakeholder groups may not have been brought into
these processes. The principal, on occasion, identifies external funding sources and leads efforts
to acquire funds through grant applications, preparation of proposals, and other means. Thereis
limited evidence of the development of multi-year fiscal plans and their presentation to school
system administration and local governmental funding agencies.

The principal’s knowledge and/or skills in fiscal management and leadership sometimes, but not
aways, meet expectations. While there are no problems in basic management processes, there is
little or no evidence of long-term planning. Thereisalso little or no evidence of attemptsto
identify funding sources external to the school system from which to seek funds to support
learning, teaching and school improvement. Stakeholder involvement in the fiscal aspects of the
school is limited.

Lines of evidence indicate that acceptable budgeting, accounting, and auditing processes arein
place. However, thereislittle or no evidence of multi-year fiscal planning or systematic attempts
to augment funds from external (to the school system) sources. Thereisalso little or no evidence
to engage faculty, staff, parents, and the community in fiscal planning, in seeking external funds,
or in making decisions about the use of existing funds.

The principal’s knowledge and/or skill in leading and managing the fiscal aspects of the school is
inadequate. Performance in thisareais not acceptable.

Lines of evidence indicate that basic fiscal management processes and procedures (budgeting,
accounting, auditing) are inadequate. There is no evidence of multi-year fiscal planning or of a
systematic process to acquire additional funds. Stakeholders have little or no involvement in the
fiscal aspects of the organization.
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SCORE LEVEL RATIONALES: PROFESSIONAL RESPONSIBILITIES

The principal demonstrates thorough knowledge and exemplary practice of professional
responsibilities. He/she consistently demonstrates excellence in professional behavior. Thereis
no readily identifiable area for improvement.

Thelines of evidence indicate that the principal is knowledgeable of the behavioral expectations
of aschool leader and role model. He/she demonstrates responsibility and commitment to the
school and/or school system as well as the stakeholder and consumer groups affected by his/her
leadership. The principal aso demonstrates an understanding of the ramifications of
inappropriate behavior. Thereis convincing evidence that the principal performsall dutiesin a
professional manner including completing tasks accurately and timely, demonstrating punctuality
and considering the interests of stakeholder and consumer groups when making decisions. There
is also convincing evidence that the principal responds to requests and circumstancesin a
positive manner and maintains his’her composure in all situations whether or not he/sheisin
agreement. The principal models professional behavior.

The principal demonstrates substantial knowledge and understanding of professional
responsibilities. He/she generally displays appropriate and professional behavior in the
performance of duties. The principal consistently meets and sometimes exceeds expectations for
performance in this area.

Thelines of evidence indicate that the principal is generally knowledgeable of the behavioral
expectations of a school leader and role model. He/she demonstrates responsibility and
commitment to the school and or school system as well as stakeholder and consumer groups
affected by his’her leadership. However, the evidence suggests that some behavior has created
problems with stakeholders, consumers, and/or superordinates. There is evidence that the
principal performs most duties, but not all, in the manner expected of his/her position.
Sometimes afew tasks are not completed accurately or timely. The principal is usualy punctual;
and the interests of stakeholder and consumer groups are usually considered when making
decisions. Thereis evidence that the principal does not always respond to requests and
circumstances in a positive manner, and on occasion, loses his’her composure. Although the
principa’s professional behavior is adequate, it does not consistently exceed expectations for the
position of principal.

The principal demonstrates some knowledge and understanding of professional responsibilities.
The display of appropriate and professional behavior in the performance of dutiesis inconsistent.
He/she sometimes, but not always, meets expectations for performance.

Thelines of evidence indicate that the principal’ s knowledge and display of professional
responsibility can be improved. The evidence suggests that the principal’ s actions sometimes
negatively impact his/her leadership ability in working with the school and/or school system as
well as stakeholder and consumer groups. There is evidence that the principal sometimes, but
not always, performsin a manner expected of his’her position. Often, tasks are not completed
accurately or timely; the principal is often late for work, meetings, and appointments, and the
interests of stakeholder and consumer groups are sometimes not considered when making
decisions. Thereisevidence that the principal sometimes responds to requests and
circumstances in a positive manner, but sometimes loses his’/her composure. The principal
sometimes exemplifies appropriate professional behavior.
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The principal demonstrates limited knowledge and understanding of his/her professional
responsibilities. His/her professional behavior negatively impacts the leadership role.
Performance in the exercise of professional responsibility is not acceptable.

The lines of evidence indicate that the principal’ s knowledge and/or application of professional
behavior is poor. The evidence suggests that the principal’ s behavior has frequently created
problems with stakeholder and consumer relationships and has affected his/her ability to lead.
Thereis evidence that the principal often performsin amanner inconsistent with his’her position.
Many tasks are not completed accurately or timely; the principal is often late or does not attend
meetings and appointments. The interests of stakeholder and consumer groups are rarely
considered when making decisions. Thereis evidence that the principal often responds to
requests and circumstances in a negative manner and is known for losing his’her composure in
many situations. The principa has difficulty exemplifying appropriate professional behavior.
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SCORE LEVEL RATIONALES: LEADERSHIP OF HUMAN RESOURCES

The principal demonstrates commitment to, understanding of, and skill in, developing the human
resources of the school: students, families, faculty, and staff. He/she recognizes, develops, and
promotes leadership in others. He/she develops, models, and implements effective, integrated
programs of personnel selection, supervision, evaluation, and professional development. He/she
sets high expectations for self and others and motivates people to perform at high levels. There
are no identifiable areas for improvement.

Lines of evidence indicate that the principal identifies leadership capabilities of teachers and
others and matches them with |eadership opportunities, and often serves as a mentor and coach.
He/she establishes systematic programs to recruit, select, retain, and develop the knowledge and
skills of faculty and staff. He/she serves asamodel for professional development, always
seeking ways to enhance his/her own knowledge and skills. He/she creates and |eads a system of
human resource/professional development that uses data from student assessment as well as
personnel supervision and evaluation as its foundation.

The principal demonstrates adequate understanding of, and skill in, devel oping the human
resources of the school: students, families, faculty and staff. He/she develops, models, and
implements programs of personnel selection, supervision, evaluation and professional
development, but programs are not well integrated. He/she sets high expectations for self and
others and seeks to motivate people to perform at high levels. While he/she seeks to promote
leadership in others, he/she sometimes fails to recognize and develop leadership potential.
Performance in this area always meets and sometimes exceeds expectations.

Lines of evidence indicate that the principal establishes systematic programsto recruit, select,
retain, and develop the knowledge and skills of faculty and staff. He/she models professional
development, seeking ways to enhance his’her own knowledge and skills. He/she creates and
leads solid programs of personnel supervision, evaluation, and professional development, but
programs are not always linked and data-driven; i.e., founded on data generated from the systems
themselves. He/she sets high expectations for al people connected with the school (students,
families, faculty, staff) and tries, often successfully, to motivate them to accomplishment.

He/she often identifies leadership capabilities of teachers and others, tries to match them to
appropriate leadership opportunities, and serve as a mentor to them.

The principal’s understanding of, and/or skill in, developing the human resources of the school
(students, families, faculty, staff) needsimprovement. There is no systematic, integrated
program of personnel selection, supervision, evaluation, and professional development, although
several of the elements arein place. Expectations of those connected with the school (students,
families, faculty, staff) are not at high levels. He/she does not seek to identify and develop
leadership potential on aregular basis.

Lines of evidence indicate that the principal attempts to identify and select quality faculty and
staff as needed, but there is no comprehensive program for recruitment, orientation, and

retention. The principal does not present a personal model for professional development. He/she
does not aggressively seek opportunitiesto learn and grow. Programs of student assessment,
personnel supervision, evaluation, and professional development are not linked through the
exchange and use of data; thereby making it difficult to use the programs as vehicles for school
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improvement. Setting expectations for students, families, faculty and staff does not appear to be
apriority, nor do the identification and development of |eadership potential in others.

The principal demonstrates limited understanding of, and skill in, the development of human
resources. Programs of personnel selection, supervision, evaluation, and professional
development are minimal, and sometimes do not even meet the requirements of state or local law
or policy. Thereislittle or no linkage among programs. Expectations of self and othersin the
school (students, families, faculty, staff) are low. There are few, if any, attempts to identify and
develop leadership potentia in others. Action toward improvement must be made immediately.

Lines of evidence indicate that his principal exertslittle effort to recruit and select quality faculty
and staff. He/she leaves these decisions to the school system without attempting to make input.
He/she does not model professional development, nor attempt to initiate individual professional
development or staff development programs in the school. There are few attempts to use data
from personnel evaluation, student assessment, and/or program evaluation in decisions regarding
human resource needs and programs.
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THE EVALUATION SUMMARY REPORT AND CONFERENCE

The Evaluation Summary Report (ESR) is used to present the scores developed from the lines of

evidence for each of the 13 knowledge and skill areas. Entries on the ESR are based on the score
level rationales (corresponding to the 1-4 rating scale) provided for each area. Space on the ESR
isalso provided for comments, explanations, or justifications for each of the ratings.

Completing the Evaluation Summary Report

Since the ESR contains the final scores from the evaluation process, it constitutes the official
evaluation record. Therefore, the ESR requires complete demographic information about each
principal--name, socia security number, school system, school, date of the evaluation summary
conference, and the name as well as the socia security number of the evaluator.

Once the demographic information has been entered, the evaluator will record the scores
developed from the lines of evidence for each knowledge and skill area. Thisis accomplished by
circling the appropriate 1 - 4 rating to the right of each knowledge and skill area. (An electronic
form will also be available in order for scores and rationales to be entered via computer.)

In the third step, perhaps one of the most important, the evaluator writes the required comments,
explanations, or justifications in the space provided that support the score for the specific area.
Deviations from the patterns of knowledge, skills, and performance outlined in the score level
rational es considered in the score awarded are especially noteworthy. This documentation will
be specific, obtained from data collected in the evaluation process, and clearly indicate to the
principal the justification for the scores assigned on the ESR.

In the fourth step in completing the ESR, the evaluator is to identify one or two areas for focusin
planning professional development for the coming year(s). Spaceis provided onthe ESR to list
the areas. The areas chosen for focus will be those receiving the lowest scores. The evaluator
will emphasize only those areas where performance can be improved.

The last step applies only to contract principals and to non-contract principalsin LEAsthat have
adopted, through Board approval, the summative standards for use in personnel decisions and
other summative decisions. In thislast step, the evaluator isto complete the Composite
Competency Score section of the form. The evaluator sums the competency scores and places
thistotal in the appropriate box. The evaluator then determines the established standard the
educator has met. If the composite competency score is 36 or higher, the evaluator marks the
box next to “satisfactory” indicating that the principal has met that performance standard. If the
scoreisa33, 34, or 35, the evaluator marks the “ satisfactory, but remediable” box. The
evaluator marks the “unsatisfactory” box for composite scores falling below 33.
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The Evaluation Summary Conference

As soon as the Evaluation Summary Report is completed, an Evaluation Summary Conference
will be scheduled with the principal. The conference has three purposes:

1. Tosharewith the principal the results of the evaluation.
2. To solicit the principa’s insights and comments.
3. Tocomplete, with the principal, a Professional Development Plan.

At the conference, the evaluator will first sharethe ESR. A copy of this report will be provided
to the principal for review. Asvarious knowledge and skill area scores are discussed, practices
and behaviors that generated especialy high or especially low scores will be highlighted.

Once the review and discussion of the evaluation data are completed, areas targeted for
professional development should be discussed. The evaluator and principal should agree that
areas targeted are reasonable and based upon the individual principal’s evaluation results. A
Professional Development Plan (PDP) should be completed during the conference if possible. |If
additional timeisrequired to complete professional development planning, a meeting date and
time should be arranged. At the end of the conference, both the evaluator and principal should
sign the Evaluation Summary Report and the Professional Development Plan. Signatures
indicate that information from all data collection has been shared and evaluation results have
been discussed. The presence of a principal’s signature does not signify agreement with
evaluation results
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THE PROFESSIONAL DEVELOPMENT PLAN

As an outcome of the evaluation process, all administrators develop a Professional Development
Plan (PDP). Principalswho are on annual, full evaluation complete a PDP every year. Non-
contract principals who are on a multi-year evaluation cycle also complete a PDP each year, but
the PDPisin lieu of full evaluation during those years when full evaluation does not occur. The
multi-year cycleis at the discretion of the local school system. The completed PDP is used as an
artifact in the administrator’ s portfolio submitted during the next full evaluation. The three
charts below summarize the process for development and implementation of professional
development plans.

Chart 1
Principals on Annual Evaluation

Initial Evaluation 2nd Evaluation | 3rd Evaluation Year 4th Evaluation Y ear
Y ear and Beyond
e Conduct full e Implement o Implement current | Repeat 3rd year
evaluation current PDP PDP process
* Develop PDP e Conduct full » Conduct full
based on full evaluation evaluation
evaluation » Completed PDP |+ Completed PDPis
isused as an used as an artifact
artifact in in portfolio
portfolio * Develop PDP
* Develop PDP based on current
based on current full evaluation
full evaluation

Chart 2
Non-Contract Principalson 2-Year Multi-Year Evaluation

Initial Evaluation 2nd Evaluation 3rd Evaluation Y ear 4th Evaluation Y ear
Y ear and Beyond
* Conduct full e Implement e Implement current |¢ Repeat 2nd and 3rd
evaluation current PDP PDP year processes
* Develop PDP * Completed PDP |« Conduct full
based on full isused as an evauation
evaluation artifact in » Completed PDPis
portfolio during used as an artifact
next year’s full in portfolio during
evaluation current full
* Revise/Develop evauation
new PDP * Develop PDP
based on current
full evaluation
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Non-Contract Principalson 3-Year Multi-Year Evaluation

Chart 3

Initial 5th Evaluation
Evaluation 2nd Evaluation 3rd Evaluation 4th Evaluation | Year and Beyond
Y ear Y ear Y ear
* Conduct e Implement e Implement e Implement * Repeat 2nd
full current PDP current PDP current PDP through 4th year
evaluation | Completed PDP |« Completed » Conduct full processes
e Develop iIsused asan PDPisused as evaluation
PDP based artifact in portfolio | an artifact in » Completed
on full during next full portfolio during PDPisused as
evauation evaluation next year’ s full an artifact in
* Revise/Develop evaluation portfolio
new PDP * Revise/Develo during current
p new PDP full evaluation
» Develop PDP
based on
current full
evaluation

As shown in the charts, a professional development plan is required every year for principals,
even when these educators are under full evaluation (except for the very first year).

The PDP has three dimensions/areas of focus. Thefirst area of focus is the Evaluation Summary
Report (ESR). The areas for improvement identified on the last page of the ESR should be used
to create professional development objectives and identify activities that will lead to the
accomplishment of those objectives. If aprincipal receives scores of mostly “1” and “2” on
his/her ESR, then the PDP will focus entirely on improvement in these areas of low performance.
Since an individual can only address a reasonable number of improvements at one time, only the
lowest scores (usually no more than two or three) should be identified in asingle year’s PDP.

The second dimension/area of focus (second priority) for the PDP isimprovement of student
achievement. Principals who receive scores of mostly “3” and “4” on their ESRs will select, in
concert with the evaluator(s), an area of student achievement in which to develop an objective,
related activities, and appropriate assessments. The student achievement focus should be taken
from the school improvement plan, if aformal plan exists. If aformal school improvement plan
is not required, the focus for improving student achievement should still be consistent with needs
identified school wide.

Administrators who demonstrate high levels of performance (mostly “3s” and “4s”) in all areas,
particularly administrators on multi-year evaluation cycles, may target a personal/professional
objective for implementation and assessment. This third dimension/area of focusis not in lieu of
work to improve performance in the area receiving the lowest score during full evaluation. Itis
an addition to the plan when all knowledge/skill scores are “3” or “4”, and the administrator can
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exercise growth and leadership in areas not covered in the defined areas of knowledge and skills.
Objectives selected for personal/professional growth should be those that will contribute to the
principa’s ability to lead the school to greater academic excellence.

Following is a chart that should be a useful resource in determining priorities for an individual’s
PDP

Chart 4
Prioritiesfor Development of PDP

Scoresfrom ESR

M ostly Mostly
“18" & “ 29’ “3s" &“4s’
Priority #1 L owest Scores Lowest Scores
from ESR from ESR

Priority #2 Student
Achievement
or
Program
Improvement

Priority #3 Personal/
Professional
Objective

Note: In reality, all educators are working to improve student achievement. The competencies
and tasks in the Framework identify administrator knowledge and skill areas that have impact on
student achievement. Therefore, lower performing educators (those with scores of mostly “1”
and “2”) must improve their knowledge and skills before they can hope to improve student
achievement.

More detailed instructions for developing all areas of the PDP follow. These instructions should
answer most questions about this process and the PDP form.

Professional Development Plan: Knowledge and Skills Focus

Side one of the PDP form will be used to plan objectives, activities, and assessment methods
related to the areas of knowledge and skillstargeted for improvement. Spaceis also provided for
recording end-of-PDP cycle assessment results and benefits along with the evaluator’s
comments. There are several steps in completing this part of the form:

General Directions (Side 1)

1. Theevaluator and administrator should cooperatively develop all parts of the Professional
Development Plan.
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2.

For administrators who receive al “3” and “4” scoresin the full evaluation, only one
knowledge/skill area receiving the lowest score needs to be targeted. However, if more
than one knowledge and skill area needs to be targeted, use side 2 of the form to address
the knowledge/skill areafor improvement, and use an additional form (side 2) to create
plans for improving student achievement and personal professional development. The
actual intent and design of side 2 isto create plans for improving student achievement
and personal/professional development. Procedurally, when side 2 is used to create plans
for improvement of a knowledge/skill area (as in the scenario above), a duplication of a
“blank” form, side 2, must be produced in order to create plans for improving student
achievement and personal professional development. Note: If improvement in several
knowledge and skill areas is needed because the educator received many “1” and “2"
scores, no student achievement or personal/professional objectives and activities should
be planned.

When an area of knowledge and skill is chosen for professional development, several
traits/behaviors subsumed within that area, as defined by the score level rationales, are
targeted for improvement.

Completing the PDP Form (Upper Half, Side 1)

1.

Enter a one-word identifier (e.g., communication, organizing, innovation), in the column
entitled “ Area Designation.”

Identify at least one specific, measurable objective for each arealisted. (Objectives
column.) A knowledge/skill areais not an objective and should never be listed as an
objective. Objectives spell out the outcomes to be accomplished in regard to a
knowledge and skill area or the traits/behaviors subsumed within that area.

Identify one or more activities to be undertaken which together should lead to
accomplishment of the objective (Activities column). Remember that objectives specify
expected results/outcomes. Activities are the things to be done to achieve those resullts.

Note: Most objectives will require completion of several related tasks/activities.

4. Identify a specific date for completion of each activity. (Time Line column).

5. Identify a method for assessing accomplishment of each stated objective -

accomplishment of objective, not activity. (Assessment Methods column).

Completing the Planned Activities

The columns provided for “Progress Checks’ are used only to note that the evaluator and
administrator have conferred at appropriate points along the way to 1) ensure that activities are
progressing as planned, 2) make adjustments to the plan, if needed, and 3) make sure that the
administrator is receiving the help needed to complete the plan. Appropriate timelines for
progress conferences are as follows:

Annual plan (All PDPs are considered to be 1-year plans) — one (1) conference at mid-
year
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» Non-contract principal on 2-year cycle (full-evaluation followed by PDP completion
requirements for two years) — conference at mid-year and end-of-PDP implementation for
“year 1” to develop new plan or adjust current one, conference at mid-year during the 2nd
PDP implementation (full-evaluation) year. Discussions during these conferences,
especially around completed objectives and activities, will contribute to the line of
evidence and portfolio submitted by the administrator during full evaluation. Note that
the educator is still completing a PDP during the full evaluation year. The only exception
isaninitial year evaluation.

» Non-contract principal on 3-year cycle (full-evaluation followed by PDP completion
requirements for three years) — conference at mid-year and end-of-PDP implementation
for “year 1” to develop new plan or adjust current one, conference at mid-year and end-
of-PDP implementation for “year 2" to develop new plan or adjust current one,
conference at mid-year during the third PDP implementation (full-evaluation) year.
Discussions during these conferences, especially around completed objectives and
activities, will contribute to the line of evidence and portfolio submitted by the
administrator during full evaluation. Note that the educator is still completing a PDP
during the full evaluation year. The only exception isan initial year evaluation.

While many objectives are complex and improvements might require several activities over more
than one year, few PDPs will require more than two years to complete. A PDP can berevised
(objectives, activities, assessment methods) during any conference by mutual consent of the
evaluator and administrator. When revisions are made, they should be written into the plan and
initialed by both parties.

Directions for Completing End-of-PDP Cycle Information (Lower Half, Side 1)

The lower half of side one of the PDP form contains space for several types of information
critical to assessing the accomplishment of the objectives stated in the plan and to assessing the
administrator’ s accomplishments in the knowledge/skill area of Development of Human
Resources. When the activities constituting the plan have been completed, the evaluator and
principal will determine if the objectives of the plan have been accomplished. They will use the
assessment methods established during planning. The responsibilities of the two parties are as
follows:

Principal

1. Provide evidence of the accomplishment of the objectives as established in the
“ Assessment Methods” column. This evidence may be awritten statement in the “End of
PDP Cycle Assessment and Benefits’ column if that is appropriate to the specified
assessment methods. Or, it may include materials/products appended to the PDP.

2. Provide a description of the professional development efforts that summarizes personal
action to implement the intent of the plan outlined on the upper half of the form. Be
specific in explaining what was actually done. This description statement also goesin the
“End Of PDP Cycle Assessment and Benefits’ column.
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3. Provide adescription of the benefits that accrued to students, educators, the school,
and/or the school system as aresult of the completion of these activities. How did the
activity improve student learning, classroom behavior, etc.? How did it improve test
scores? How did it improve the school ?

Evaluator

1. Inthe*Evaluator Comments’ section provide an assessment of whether or not the
principa fulfilled the plan and accomplished the objective(s) stated at the top of the form.
In this section, also state what the next steps should be regarding the professional
development of the administrator. These steps may address such things as additional
activities that need to be undertaken, a different focus for the next year's PDP,
continuation of current activities, etc.

2. Consider the completed PDP as another part of the principal’ s evaluation package for the
next full evaluation. The completed PDP form will be used as evidence in the area of
“Leadership of Human Resources’ (Lead and model professional development), and,
optionally, in any one or two other areas that the principal identifies on portfolio entry
forms.

Professional Development Plan: Student Achievement Focus

The State of Alabama has placed highest priority on student learning and achievement, on school
system accountability for student learning/achievement, and on continuous improvement of
schools to support these learning and accountability priorities. These high expectations have
now been brought to the level of individual accountability. Principalswho receive scores of
mostly “3” and “4” on their ESRs must define at |east one specific objective in their Professional
Development Plan for improvement in student achievement or development to be accomplished
over the coming year. Note: Educators receiving scores of mostly “1” and “2” on their ESRs
will not pursue the student achievement objective. Rather, they will concentrate on addressing
those competency areas that are of greatest need for improvement.

The Student Achievement/Devel opment Section of the PDP Form (Side 2)

1. Thedirectionsfor completing side 2 of the PDP form are the same as those for
completing side 1 with one exception. In the “Area Designation” column, the “ Student
Achievement/Devel opment” box should be checked, if the plan being established and
reported hereisin that area.

2. Inschoolson “Caution” or “Alert” status, the student achievement objective selected
must address aweak areaidentified in the school’ s achievement results, and target the
area for improvement in the school improvement plan.

3. If aformal school improvement plan is not required of the principal’ s school by the State,
the student achievement objective selected should be consistent with weaker achievement
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areas targeted in the school’ s internal improvement planning. (Note: It is assumed and
expected that every school develops and implements plans for academic improvement,
regardless of the need to supply aformal plan to the State Department of Education.)

Professional Development Plan: Personal/Professional Focus

Not all principals will create and implement a plan for personal/professional development
beyond improvement in the knowledge and skill areas. For principals, improvement in
knowledge and skills as defined through the Framework and continuous improvement of student
learning and achievement are the highest priorities.

Most principals on annual or multi-year cycles who are performing well in their position (scores
of “3” and “4” in the knowledge and skill areas) may wish to target an additional objective in
personal or professional development. Thisisthe areain which many leadership efforts as well
as unique initiatives to expand professional knowledge and skillswill appear. If thisareais
chosen, the “ Personal/Professional” box should be checked under the “ Area Designation”
column of side 2 of the PDP form.

All professiona educators who prepare a plan around the personal/professional area should be
able to articul ate objectives, which, if accomplished, would @) make them more creative and
productive in their present positions and responsibilities or b) prepare them for new professional
roles and responsibilities. This category title isintended to indicate that objectives and activities
targeted in this area are to be based on professional interests and needs that are not
accommodated in the evaluation criteria (knowledge and skills). Remember that activities such
as taking coursework or attending workshops are not objectives. Objectives identify outcomes
that will result from one or more activities.

When identifying a personal/professional objective, the objective should be one that will
contribute to the principal’s ability to lead the school to greater academic excellence. Examples
of areasin which an principal might choose to develop objectives and related activities are:

* Improving knowledge of programs around the state or nation that are producing high
academic achievement.

» Learning how to benchmark and lead benchmarking processes.

* Increasing personal computer skillsin order to better use and model technology in the
school.

* Improving knowledge of various instructional software packagesin order to lead
faculty in making better decisions about the use of resources available for instruction.
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Signature Lineson Side 2 of PDP Form

The signature line for agreement (first line at bottom of page of side 2) should be completed
when the plan (all sections) isformulated. This plan should be seen as a binding contract
between the educator and evaluator. Neither party can make changes unless they are written into
the plan and initialed by both parties.

The signature line for discussion of assessment results and benefits should be completed when
the results of the activities (accomplishment of objectives) are discussed and the evaluator shares
his/her comments.

Tips On Completing the PDP Form

It has been determined that the greatest problems evaluators and administrators have in
completing the PDP are @) differentiating between objectives and activities, b) specifying
assessment methods, and c) specificity in describing the administrator’ s activity and the benefit
derived. Remember that an objective is a statement of the outcome desired, the end to be
accomplished. Objectives should be stated in measurable terms, i.e., in ways that enable one to
determine whether or not they have been accomplished. Activities are the means to accomplish
objectives, the tasks that together should result in the accomplishment of the objectives.
Assessment methods should fit objectives. There isno need to assess activities. These are
simply the meansto the end. Good assessment methods enabl e the evaluator and administrator
to objectively answer two questions. “Was the objective accomplished? If not, why?’

Specificity in describing the administrator’ s activity and benefits derived is critical if the
evaluator isto assess fairly the completion and success of the PDP with reference to the
administrator’ s self development and leadership initiatives. No activities should be undertaken
(or included in the PDP) that do not relate to the objectives targeted for accomplishment. Don’'t
report activities for which an objective was not pre-planned.

Use of the PDP in Next Full Evaluation

The completed PDP form(s) and any attachments to it become a portfolio entry in the
administrator’ s next full evaluation. PDP forms should be included in the portfolio with an
appropriately completed Portfolio Entry Form in at least one section — Leadership of Human
Resources — where they represent evidence of the principal’ s knowledge, skill, and performance
in leading and modeling professional development.

The principal can decide to use this entry as evidence of knowledge, skill, and performancein
one or amaximum of two additional knowledge/skill areasif the entry applies. Additional entry
forms must be completed and inserted in the appropriate sections of the portfolio as is done with
any other entry used in multiple areas.
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Summary: PDP
1. Who completes a PDP?

Each year aPDP is prepared for and completed by all educators. The PDP usually requires
completion of all activitiesin one year, but in some cases, completion of some PDP activities
may be targeted for more than one year, if an educator is on a multi-year evaluation cycle. In
such cases, a new or adjusted PDP should be developed for year two.

Note: For non-contract principals on multi-year cycles, anew or updated PDP will be
developed and implemented each year. However, some parts of the new PDP may be
carryovers from the preceding plan.

2. What doesthe PDP cover?

The PDP contains objectives and activities in three focus areas: improvement of performance
in selected knowledge and skill areas, student achievement, and personal/professional
growth. All principals are required to implement plans for a) improvement in weaker
knowledge and skill areas and b) improvement in an area of student achievement/
development if their ESR scores are mostly “3s’ and “4s.” Principals on multi-year
evaluation cycles who are performing well (scores of mostly “3” and “4”) in the first two
areas may also target an objective for personal/professional growth.

3. When isthe PDP form filled out?

The top half (planning portion) of both sides of the PDP is completed by the principal and
evaluator either at the Evaluation Summary Conference or at another time shortly after afull
evaluation is completed. The principal supplies information required of him/her on the lower
half of the sheet (assessment results and benefits) after completing the planned activities and
assessments. The evaluator provides comments and next steps to be taken after reviewing the
principal’ s assessment results and benefits descriptions.

4. When and how isthe PDP Scored?

All completed PDP forms become part of the administrator’ s portfolio as an artifact under the
area of “Leadership of Human Resources’ and may also be used for a maximum of two
additional knowledge/skill areasif the entry applies. The PDP is not scored but is considered
with the other lines of evidence for that knowledge/skill area during the next full evaluation.
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FRAMEWORK FOR RECRUITMENT, SELECTION, DEVELOPMENT, AND ASSESSMENT
OF ALABAMA SCHOOL ADMINISTRATORS

PRINCIPALSAND ASSISTANT PRINCIPALS

Competency A: Leadership For A Results-Oriented Organization

Task Al: Create an environment of quality that isfocused on customers, continuous
improvement, and data-driven decisions.

Effective Alabama school |eaders develop a clear focus on the needs of students as the primary customers
for the work of the schools. They understand the needs and expectations of those whaose support is
needed, if students are to be served effectively. These groups include parents, business leaders, senior
citizens, and leaders of community agencies. To transform our schools into organizations of this kind,
every principal will have knowledge of quality focused decision-making processes that are consistent
with the beliefs that guide the school system. He/she will be able to analyze the organization of the
school and to lead change processes.

Results-oriented leaders work to understand the schools they inherit. They articulate intended changesin
ways that are persuasive and compelling to others. They envision and communicate changes in ways that
are consistent with the values of the organization. They identify the organization’s stakeholders and
work smoothly and easily in a multiple stakeholder environment. Using a variety of methods and
interpersonal skills, they not only market change, but go about creating a structure to support it.

Knowledge And Skills

» Ableto demonstrate knowledge of “quality” processes and practices
* Abletolead analysis of school organization and change processes

* Abletoidentify stakeholders

* Abletowork in an environment of multiple stakeholders

* Ableto market change

* Ableto demonstrate interpersonal skills

Ableto link school organization to vision
Commitments
The building administrator believesin, values, and is committed to:

» quality education exemplified by high academic achievement and success of all students
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» aschool organization that supports quality education

* inclusion of all members of the school community

» continuous examination of school practices and the collection of data essential to that examination
» doing the work required for high levels of personal and organization performance

* student learning as the fundamental purpose of schools

Competency A: Leadership For A Results-Oriented Organization
Task A2: Create and implement a vision based on beliefs, values and commitments.

L eadership means building avision of what the organization can be and what it can attain, avision that
calls those who make up the organization to excellence through the accomplishment of a common
mission and common goals. An administrator in today’s schoolsisthat kind of leader. He/sheis ableto
develop the values, beliefs, and commitments that further the purpose of the school(s), the ability of
studentsto learn, the roles of family and community, and the focus of school activity. Using these
building blocks and a broad range of collaboration and communication skills, the building administrator
involves teachers, other administrators, parents/guardians, community leaders, citizens, community
agencies, and students themselves in creating and implementing the vision for the school. Leading these
efforts requires that the administrator understand the distinctions among and the purposes of avision, a
mission, goals, and objectives and how to promote student achievement as the centerpiece of the
organization’s activities. Communicating the vision requires that the administrator possess excellent
communication skills, both oral and written, that he/she understands motivation and is able to motivate
members of the organization and customers to embrace the vision, and that he/she can use symbols,
ceremonies, and traditions as integral parts of the vision building process.

In the results-oriented school system, there will be development of avision, mission, and goals at the
system level, but the school principal is not exempt from the same developmental processes at the
building level. Every building represents alearning community needing its own vision, mission, and
goals consistent with those of the school system.

Knowledge And Skills

» Abletoidentify values, beliefs, and commitmentsin a) the school organization, b) community
» Ableto develop collaborative relationships among educators and consumers
» Abletowrite and speak fluently and correctly

* Ableto demonstrate appropriate use of symbols, ceremonies, and traditionsin building and
communicating avision

» Ableto demonstrate appropriate understanding and use of vision and mission statements, goals and
objectives

* Ableto coordinate efforts to create and implement a vision for the school
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Commitments
The building administrator believesin, values, and is committed to:
» looking beyond present organization, activities and outcomes to what can be

» collaboration, shared |eadership, and development of human resources within the school and
community

* theeducation of al students

Competency A: Leadership For A Results-Oriented Organization
Task A3: Coordinate school planning to accomplish vision and mission.

Creating and implementing a vision requires strategic planning at the system level and complementary
school planning at the building level. Both processes will involve most, if not al, of the personsin the
organization as well as representatives of the customers served. It isthe responsibility of the building
administrator to lead and coordinate the school planning process, drawing upon knowledge and skillsin
both assessment and planning. The principal identifies the gap between the current conditions and
productivity of the organization and desired conditions and products articulated in the school and system
vision; identifies barriers to the achievement of the vision, mission, and goals; and assembles and
communicates assessment data in a compelling manner that causes members of the organization and
customers to embrace needed changes. Implementation of effective school planning requires knowledge
of that process, ability to create planning teams, ability to translate vision into action, knowledge of
organizational design and alternative organizational structures, understanding of positional roles and
responsibilities within various structures, the ability to develop strategies to eliminate or overcome
barriersto achievement of vision, mission, and goals once barriers have been identified, and the ability to
create entirely new organizational structures, when needed.

As suggested in the previous task, school planning includes the establishment of clear, distinct, building
level goals and benchmarks of progress toward their accomplishment. These building-level goals should
be consistent with the overarching vision, mission, and goals of the school system, but reflective of the
unique vision and mission of the school. The effective principal has knowledge of goal-setting
processes, the ability to write clear goals and related short-term objectives, and the ability to establish
appropriate benchmarks of progress.

Knowledge And Skills

» Ableto assess gap between current state of the organization and desired state articulated in the vision

» Abletoidentify barriers to achievement of vision, mission, and goals and develop strategies to
eliminate or overcome them

* Ableto assemble and communicate assessment data in a compelling fashion

» Ableto demonstrate knowledge of strategic planning and school planning processes, including goal
setting
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* Ableto create planning teams, involving both members of the organization and customers
» Abletotrandate vision into action plan
» Ableto demonstrate knowledge of alternative organizational structures and invent new structures

* Ableto demonstrate understanding of positional roles and responsibilities within various
organizational structures

» Abletowriteclear, distinct goals and objectives

Commitments

The building administrator believesin, values, and is committed to:
» taking risksto improve schools and student learning

» change when changeis needed

* maintaining the personal mental flexibility needed to lead a dynamic organization

Competency A: Leadership For A Results-Oriented Organization
Task A4: Monitor and evaluate progresstoward goals

What is evaluated iswhat is emphasized in any organization. Once long-term goals and short-term
objectives are identified, the principal leads benchmarking and other measurement and evaluation
processes. Since student achievement isthe focal point of the organization and its activities, these
evaluative processes will be anchored by student achievement data, but will require additional data of a
variety of kinds. Progress toward accomplishment of goals cannot be known or communicated unless
data exist to support the judgments.

In this data-driven environment, the principal needs knowledge and skill in the benchmarking process,
measurement systems, and evaluation models. He/she designs, in collaboration with stakeholders, a
student assessment system to provide data consistent with the goals and student performance standards of
the school. He/she leads the process of investigating existing “quality” programs and practices to
establish benchmarks of school progress. He/she implements the processes of gathering, analyzing,
prioritizing and integrating data about programs, instruction, school organization, and school-community
relationships that are instrumental in improving student performance. The principal aso monitors these
continuous evaluative activities and communicates results and plans for improvement to all stakeholders.

Knowledge And Skills

» Ableto lead benchmarking processes

* Ableto select and implement measurement systems and eval uation models appropriate to school
goals and student performance standards
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* Ableto design student assessment programs consistent with school goals and performance standards
» Abletointerpret, integrate and prioritize data from multiple sources
* Ableto design, manage and monitor a comprehensive evaluation program

* Ableto determine needed revisions and improvements in programs, practices, organization based on
available data

e Ableto communicate clearly data from student assessment, program evaluation, and benchmarking
activities to customers and members of the organization

Commitments

The building administrator believesin, values, and is committed to:
e continuous, comprehensive evaluation

* high-quality standards, expectations, and performances

e data-based decision making

Competency A: Leadership For A Results-Oriented Organization
Task A5:  Provide leadership to curriculum development and instructional program

Although there are many day-to-day operations that require the attention of the principal, those to which
he/she will give priority time are those that produce learning. Asinstructional leader of the schoal, the
principal hasthree areas of responsibility: to remove barriersto instruction, to guide curriculum
development, and to ensure that ongoing instruction meets the needs of all students.

In the first area of responsibility, the principal identifies day-to-day challengesin the classroom,
recognizes barriers to program delivery, and works with staff to solve these problems.

In guiding curriculum devel opment, the principal conducts regularly with faculty comparisons of existing
curriculawith school vision, mission, and goals. In addition, he/she provides faculty current information
on curriculum innovations and instructional practices, initiates special programs (e.g., early intervention
programs), and creates time and processes for curricular and instructional planning.

To ensure that ongoing instruction meets the needs of all students, the principal monitors classrooms and
teacher planning to ensure that all students have equal access to programs, materials, and resources, that
there is coordination between regular curriculum offerings and special programs, and that a variety of
instructional practices and grouping arrangements, consistent with goals, mission, and vision are in use.

Knowledge And Skills

* Abletoidentify day-to-day classroom challenges

» Ableto recognize and dismantle barriers to instruction and program
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* Ableto lead comparisons of existing curriculawith school goals, mission, and vision
» Ableto provide current information on curricular and instructional innovations

* Abletoidentify needsfor special programs and initiate those programs

* Ableto plan and schedule time for curricular and instructional planning

» Ableto recognize consistency, or lack thereof, between classroom activities and goals, mission, and
vision

» Ableto demonstrate understanding of curriculum alignment and cohesiveness

Able to identify and resolve equal access problems
Commitments

The building administrator believesin, values, and is committed to:
e providinginstructional |eadership

» making teaching and learning his/her highest priority

»  keeping abreast of teaching/learning research and best practices

Competency A: Leadership For A Results-Oriented Organization
Task A6: Create, identify, encourage and adopt innovative ideas

Accomplishment of avision requires risk-taking, creativity, and innovation. The principal of the results-
oriented school is arisk-taker who supports innovation. He/sheis a creative thinker and supports
creativity in others. As more decisions are decentralized and teachers are given more control over tools
and methods, the school |eader ensures that innovative efforts lead to desired results. In addition, the
principal ensures that successful innovations are maintained beyond the time of the original implementers
and leaders. When innovations are successful, the principal celebrates them; when they are unsuccessful,
he/she is able to reframe the failures positively, help the organization learn from them, and move on.

Knowledge And Skills

Ableto think creatively and innovatively and support those skillsin others
* Abletoidentify opportunities/areas for innovation

* Ableto stimulate thinking

* Abletoidentify successes and develop appropriate celebrations

* Ableto reframe failures positively, helping the organization learn from them
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* Abletoinstitutionalize innovation

Commitments

The building administrator believesin, values, and is committed to:

» taking risks and supporting risk taking in others

» subordinating one’s own interest to the good of the school community

* innovations that lead to desired results

* incorporating into the school good ideas developed by teachers, students, parents, and other
stakeholders

Competency B: Leadership For A Customer Focused Organization

Task B1: Develop a customer orientation

If the school is to be a customer-focused organization dedicated to continuous improvement in that

relationship which is guided by data-driven decisions, the principal is key to developing and

communicating to stakeholders the customer orientation. He/she understands and communicates to

others the principles of a customer-supplier relationship.

Since the student is the primary customer of the educational system, the job of adults (members of the
organization, other stakeholder groups) isto organize all school activity around the academic work of
students, so that they (students) engage and persist in that work. It isthe principal who leads the process
of identifying and prioritizing present and future student needs, and the needs and expectations of those
groups and persons whose support is needed in order for students to achieve academic success. Itisthe
principal who builds common understandings of the needs of students and others using marketing
principles and strategies. He/sheisthe chief promoter of continuous improvements in service to students

and to stakeholders.

Knowledge And Skills

* Ableto demonstrate knowledge of customer-supplier relationship

* Abletoidentify secondary customer groups (support groups)

* Abletoidentify and prioritize student needs, and the needs and expectations of support groups
» Ableto use marketing strategies to devel op common understandings of customer needs

e Ableto communicate customer orientation to stakeholders
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Commitments
The building administrator believesin, values, and is committed to:
» establishing a customer oriented organization

e continuous improvement in service to customers

Competency B: Leadership For A Customer Focused Organization
Task B2: Create an environment of collaboration

Establishing and maintaining a customer-focused school requires extensive collaboration among those
who make up the organization and among the school, parents, community agencies, potential employers,
and other stakeholder groups. The principal sets the tone, teaches, and models the principles and
processes of collaboration, and initiates and supports collaborative activities. The principal empowers
staff, students, parents, community, and the corporate sector by engaging them in identifying and solving
problems, in developing and delivering school programs and activities consistent with the vision,
mission, and goals, and in obtaining and allocating resources (a climate of shared decision-making). In
addition, the principal is the key person in forging partnerships with social agencies, human service
agencies, and other community organizations essential to meeting the needs of students and families.

Knowledge And Skills

* Ableto model and teach collaboration skills and processes

» Ableto build community, rather than simply respond to community

» Ableto lead problem-solving processes

» Abletoidentify sources of funding and other resources and obtain needed resources

» Ableto demonstrate knowledge of roles of local and state social agencies, human service agencies,
and other community organizations and develop partnerships with them

Commitments

The building administrator believesin, values, and is committed to:
e shared decision making

» collaboration

» using the influence of on€e’s office constructively and productively in the service of all students and
their families

e using community agencies, organizations, and legal systemsto protect students and improve their
opportunities
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Competency C: Leadership of Human Resour ces
Task C1: Recruit, select, and retain quality staff

The success of the school envisioned in the previous competenciesis clearly dependent on the quality of
itsstaff. The principal isinstrumental in recruiting, selecting, and retaining quality staff who share the
school’ s vision, are committed to its mission and goals, and provide the diversity of race/ethnicity,
background, gender, training, and creativity essential to the results-oriented school.

Staff recruitment and selection require the principal’ s understanding of the school culture, aplan for
short-and long-term recruitment, understanding of federal, state, and local employment laws and policies,
understanding of local employment procedures, and clear definition of the specific roles and
responsibilities new staff memberswill fulfill. The principal recruits staff who share the school’ s vision,
mission, and goals, communicates those foundational elements to candidates, and assesses their
knowledge, skills, values, and commitments. A principal who is building a collaborative, customer-
oriented environment involves stakeholders in the recruitment and selection processes and avoids any
appearance of nepotism in employment decisions.

Not al principals have the final word in employment decisions for their schools. However, the principal
will be extremely influential in these decisions within the context of the results-oriented school system.

The principal’ s responsibility for staffing does not end with the employment decision. Retention of
quality staff who contribute to improvement in student learning, the centerpiece of the school’ svision, is
not easy. They will be in demand, both in-and out-of-state. The principa will need to know what
incentives are important to each staff member and how to motivate each person to continue servicein the
organization. The principal aso has responsibility to remove and replace non-contributory staff members.
In carrying out this responsibility, he/she demonstrates understanding of applicable laws and policies and
exercises skill in supervision and evaluation (see supervision and evaluation task).

Knowledge And Skills

» Ableto apply understanding of the school’s culture
» Ableto develop and implement a recruitment plan

» Ableto apply knowledge of federal, state, and local employment laws and policies to recruitment and
selection procedures and retention decisions.

» Ableto apply understanding of local employment procedures
» Ableto develop job descriptions

» Ableto communicate school vision, mission, and goals to potential staff members

» Ableto assess candidate’ s knowledge, skills, values, and commitments
* Abletoinvolve stakeholdersin recruitment and selection processes

» Ableto develop aplan for retaining quality staff, which includes use of incentives
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Commitments

The building administrator believesin, values, and is committed to:
e building aquality staff

e data-driven employment and dismissal decisions

* involvement of stakeholdersin employment and retention decisions

Competency C: Leadership of Human Resour ces
Task C2: Supervise and evaluate staff

In the results-oriented school, principal supervision and evaluation of staff are important components of
continuous school improvement based on data-driven decisions. The supervision and evaluation
processes provide the data that drive the professional development program, matching of staff with
leadership opportunities, and staff retention decisions.

The effective principal understands and applies principles of effective supervision, understands and
implements state and local personnel evaluation policies, communicates eval uation policies and
procedures clearly (both orally and in writing) to staff and other stakeholders. The principal carries out
evaluations consistently and objectively, interprets evaluation data and trandates them into school-wide
staff development programs and formulation of professional development plans with individual teachers
and other staff members.

Thisisnot to imply that the principal must carry out supervision and evaluation processes aone. Inthe
school where everyone' s focus is continuous improvement, it is expected that supervision and continuous
evaluation of all aspects of the organization are collaborative ventures. However, the principal is
ultimately responsible for summative decisions; i.e., decisions that influence advancement, monetary
awards, and/or retention.

Knowledge And Skills

» Ableto apply principles of effective supervision

* Ableto understand and implement state and local personnel evaluation policies and procedures
*  Ableto communicate evaluation policies and procedures clearly, both orally and in writing

* Ableto carry out staff evaluations consistently and objectively

» Abletointerpret evaluation data and translate them into staff development programs and professional
development plans

* Abletoinvolve stakeholders appropriately in supervision and evaluation processes
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Commitments

The building administrator believesin, values, and is committed to:
e supervision and evaluation of staff as an integral part of school improvement

»  setting high expectations for faculty/staff performance and holding persons accountable

Competency C: Leadership of Human Resour ces
Task C3: Promote and lead professional development of staff

The results-oriented school is dedicated to development of its human resources: students, families, and
staff. Asprevioudly indicated, the principal gives |leadership to data collection processes that are based
on student, staff and family development (e.g., student assessment, staff supervision and evaluation,
program evaluation, community and employer needs assessments). He/she also |eads the school’ s efforts
to tranglate data into school improvement through processes such as school improvement planning, goal
setting, curricular and instructional planning, and awell-devel oped professional development program
for staff. Professional development is defined here as the activities of individuals and organizations
designed to help each individual improve performance in his’her current role and responsibilities.

The principal’s promotion and leadership of professional development begins at home. He/she accepts
constructive criticism, acknowledges limitations, openly identifies performance areas needing
improvement and implements a plan for bringing about improvements. In short, the principal models the
commitments sought from others in the organization.

An effective, professional development program begins with a new staff member’ sinduction into the
school and school system. The effective principal provides thorough orientation to the school system’s
and school’ s vision, mission, goals, organization, and operational procedures as well as acts as a mentor
with a clearly defined role and responsibilities from within the organization.

In establishing an ongoing professional development program for al staff, the principal demonstrates and
communicates understanding of the relationship between evaluation data and professional devel opment
activities. He/she, helps staff members trand ate evaluation data into clearly defined professional
development goals and activities and initiates group and school-wide staff development programsto
address common needs. He/she creatively provides development opportunities for individuals from
available school and system resources, and understands and applies instructional coaching skills.
Undergirding all of this activity isthe principal’ s understanding of the differing needs of experienced and
inexperienced teachers, knowledge of each individual and the incentives likely to promote optimum
performance by that person, and commitment to providing a strong human support system within the
organization.

Knowledge And Skills

» Ableto develop orientation and induction programs

» Ableto understand and communicate linkage between evaluation data and professional development
activities
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* Ableto translate evaluation data into effective staff development programs and professional
development plans

* Ableto serve asaninstructional coach
* Ableto create professiona development opportunities
» Ableto differentiate between the needs of experienced and inexperienced teachers

» Ableto useincentives to motivate staff to optimal performance
Commitments
The building administrator believesin, values, and is committed to:

» life-long learning for self and others
» professional development as an integral part of school improvement

» development of a strong human support system within the school

Competency C: Leadership of Human Resour ces
Task C4: Promoteteachersand othersasleaders

Developing an organization dedicated to transforming itself and to continuous improvement is not a
one-person activity. A responsibility of the leader of the organization is to accept, promote, develop and
support leadership in others.

The effective principal understands the |eadership required of teachersin classrooms and others who
carry out the numerous functions of the school. This principal identifies the unique leadership
capabilities of each staff member, identifies opportunities and designs situations in which each can
emerge as aleader, and provides mentorship as he/she demonstrates leadership skills. The principal will
use staff knowledge and expertise in decision-making. He/she will possess effective listening,
observation, and interpersonal skills and will match staff capabilities with leadership opportunities. In
short, the principal becomes aleader of leaders rather than a supervisor of followers.

Knowledge And Skills

* Abletoidentify leadership skillsinvolved in teaching and other school functions

» Abletoidentify unique leadership capabilities of teachers and others and match them with leadership
opportunities

» Ableto mentor others and to identify others with mentoring capabilities
» Abletolisten, observe, and interact effectively with staff

« Abletolead leaders
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Commitments

The building administrator believesin, values, and is committed to:
» Using staff knowledge and expertise in decision-making

e Sharing leadership

»  Decreasing emphasis on command and control

»  Seeing leadership as|earned knowledge and skills

Competency D: School M anagement
Task D1: Focusdaily operationson thework of students

Among the most significant management tasks of the principal is creation of an operational settingin
which teaching and learning can proceed smoothly. To create this setting he/she functions as catalyst,
monitor, and publicist, ensuring that all school operations are organized to support student engagement in
academic work.

To manage daily operations, the principal uses aworking knowledge of basic school operations as well
as applicable legislation and policies. He/she leads the staff in determining effective space utilization
and school schedule, and in establishing and conducting daily school routines (movement of students,
operation of classes, opening, dismissal, lunch, etc.) that are efficient and protective of instructional time.

The principal’ s monitoring activities include regular and timely visits to all areas of the school to ensure
that established routines are in place and working and that facilities are being used effectively. He/she
also ensures adequate supervision for all school sponsored activities and monitors these activities as
needed.

As publicist, the principal uses avariety of means (handbooks, orientation sessions, etc.) to communicate
schaool routines, procedures, and rules to all stakeholder groups.

Knowledge And Skills

Able to demonstrate knowledge of basic school operations and applicable laws and policies

» Ableto establish and maintain school routines

» Ableto protect instructional time and increase learning time

* Ableto plan facilities utilization and to develop a master schedule

» Ableto determine effectiveness of school routines, facilities utilization, and activities supervision

» Ableto prepare and deliver appropriate communications (oral and written) of school routines,
procedures, and rules
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Commitments

The building administrator believesin, values and is committed to:
e student learning as the highest priority of the organization

* engagement of faculty and staff in management decisions

Competency D: School M anagement
Task D2: Establish and maintain a positive school climate

The climate of the school is critical to student learning and to the well-being of all those who interact in
the school environment. The principal's knowledge and skill in the climate setting are essential. He/she
communicates high expectations for student and staff performance, recognizes groups and individuals for
their accomplishments, promotes acceptance of differences among students and staff, ensures
opportunities for positive interactions among stakeholder groups, and gives recognition to efforts of
stakeholders to improve learning and the organization. Additional principal activities that contribute to
school climate are identification and provision to students of programs of interest that support the
school’ s vision, mission, and goals, and maintenance of the buildings and grounds (both their physical
repair and appearance).

A positive school climate is aso dependent on orderliness, freedom from major student disciplinary
problems, and freedom from conflicts among those who work in the school environment (students, staff,
others). The effective principal is knowledgeable of laws and policies that pertain to disciplinary actions
and conflict resolutions, and engages staff and students in developing and maintaining building level
policies and procedures. He/she holds persons accountable for their actions and for maintaining policies
and procedures. When problems arise, the principal gathers and analyzes information related to the
problem, and applies established policies and proceduresin afair and timely manner. He/sheis adept in
the use of mediation and conflict management skills, communication of legal requirements, and
communication of expectations of organizational policies and procedures to customers and stakehol ders.

Knowledge And Skills

» Ableto communicate high expectations for student and staff performance

» Ableto develop appropriate means of recognition and rewards for accomplishments and efforts to
improve learning and school environment

» Ableto promote acceptance of differences among students and staff

» Ableto create opportunities for positive interactions among stakehol ders

» Abletoidentify and provide programs of interest to students that support vision, mission, and goals
» Ableto maintain physical repair and appearance of buildings and grounds

» Ableto apply knowledge of laws and policiesto development of building level policies and
procedures and to disciplinary actions
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» Ableto lead staff and students in developing and maintaining building level policies and procedures
* Ableto hold persons accountable for their actions

» Ableto analyze disciplinary problems and conflicts and devel op solutions which are applied
consistently and fairly

* Ableto use mediation and conflict management skills effectively

* Ableto understand legal terminology

Able to communicate behavioral expectations, policies, and procedures clearly

Commitments

The building administrator believesin, values, and is committed to:

» acceptance of diversity within the school community

* anorganization that promotes achievement, success, and the efforts of the individuals within it
* anorderly environment in which all persons are treated fairly and equitably

» aschool community free from unresolved conflicts among its inhabitants

Competency D: School M anagement
Task D3: Create a safe, secure lear ning environment

Maintaining the safety and security of personsin the building and on the campus is also an important
aspect of the principal’ s responsibility. While orderliness and freedom from major student disciplinary
problems (see previous task) contribute to safety and security, there are other contributory factors. The
principal ensures that facilities and equipment are safe and that they are used appropriately. He/she
keeps the campus free from weapons, drugs, alcohol, violence and external persons who would bring
these disruptive forces to the organization. He/she ensures that stakeholders feel safe and secure within
the school environment and does so within the context of federal, state, and local laws and policies.

Knowledge And Skills

Able to identify aspects and uses of facilities and equipment that are unsafe and solve those problems

Able to develop and implement plans for maintaining a substance, weapon, and violence-free campus

Able to make customers and members of the organization feel safe and secure

Able to create a safe, secure environment within the context of applicable laws and policies
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Commitments
The building administrator believesin, values, and is committed to:
e maintaining a safe, secure learning environment free from violence, drugs, and a cohol

e maintaining an organization that upholdslocal, state, and federal laws and policies

Competency E: Management of Resour ces
Task E1: Manage fiscal resources

The principal is responsible for acquiring, budgeting, and all ocating resources to achieve agreed upon
vision, mission, and goals. Since the focal point of the vision, mission, and goals, and all school activity
is student learning, the relationship between allocation of fiscal resources and activities to improve
student achievement should be evident. In the results-oriented school, the building administrator
involves stakeholdersin fiscal processes and decisions, drawing upon knowledge of the State Foundation
program, sound accounting procedures, and requirements of federal, state, and local laws and policies.
He/she establishes sound procedures for receiving and disbursing funds and for record keeping. He/she
understands auditing procedures and ensures that fiscal records for all school funds are audited regularly.

Sound fiscal management al so means forecasting future needs of facilities, operating funds, and
equipment essential to teaching and learning, then devel oping and implementing plans for acquiring
resources from the school system and elsewhere. Forecasting requires that the principal understand
processes for projecting student enrollments and facilities needs based on enrollments, work space
necessary for special and/or innovative programs, and cyclical renovation. Forecasting equipment needs
requires the gathering of data about current and future innovations and practices in the workplace as well
as data about future student enrolIments.

To acquire needed resources, the principal prepares plans and proposed budgets for school system
policymakers and stakeholder groups and proposals for submission to potential funders.

Once budgets have been completed and resources allocated, the principal keeps the staff informed about
the status of budget requests, equipment purchases, and materials ordered.

Knowledge And Skills

» Ableto lead stakeholders in budget preparation and allocation of resources to achieve vision,
mission, and goals

» Ableto demonstrate knowledge of the State Foundation program, accounting procedures and
requirements of federal, state, and local laws and policies

» Ableto establish procedures for receiving and disbursing funds and keeping records
» Ableto understand auditing procedures and establish regular audits of fiscal records

» Ableto forecast student enrollments, facilities, equipment and operating needs over several years
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* Ableto market fiscal needs to school system authorities and stakeholder groups

* Abletoidentify potential funding agencies and prepare proposals

Commitments

The building administrator believesin, values, and is committed to:

» sound fiscal operations

» aggressively seeking resources needed to improve student learning and the school.

e planning for the future.

Competency E: Management of Resour ces
Task E2:  Manage infor mation technology

Schools, as other organizations, are increasingly dependent on technology in improving the effectiveness
and efficiency of their operations. Student customers now need advanced technological knowledge and
skillsto meet the requirements of the workplace. Technology offers great opportunities for improving
communication among stakeholders and for professional development of staff. Ultimately, this means
that the principal must possess a high level of technological knowledge and be able to apply it to the
operation of the school, leadership of instructional programs, and human resource development. He/she
proj ects technology needs and acquires hardware and software resources that will facilitate
accomplishment of goals, mission, and vision. He/she develops and implements plans for maintaining
and upgrading existing hardware and software. He/she provides the assistance and professional
development the faculty needs to make technology an instructional tool that engages students in
meaningful academic work and develops their technological knowledge and skills. Also, the principal
guides the application of technology to fiscal and facilities management, data gathering and analysis, and
communication within the organization and with customers. He/she serves as a catalyst and facilitator of
the use of technology in staff development. His/her personal use of the opportunities afforded by
technology to network with colleagues, participate in distance learning, and acquire new knowledge
serves as amodel for others.

Knowledge And Skills

» Ableto apply technological knowledge and skill to operation of the school (e.g. fiscal and facilities
management, data gathering and analysis, communication)

» Ableto project information technology needs and acquire appropriate hardware and software
* Ableto develop and implement plans for maintaining and upgrading existing hardware and software

» Ableto assist faculty in utilizing technology as atool to engage students in academic work and in
development of their technological knowledge and skills

* Ableto usetechnology in professional development (own and others)
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Commitments

The building administrator believesin, values, and is committed to:
o full utilization of technology in the school

* modeling the use of technology

* acquiring the technology needed in a 21st century school

Competency E:  School M anagement
Task E3: Manage professional responsibilities

The building level school organization exists within alarger organization, the school system. The
principa has responsibilities to the larger organization and its customers, as well asto the organization
he/she |eads.

While it may have been implied, but not necessarily stated, in previous competencies and tasks, the
principal performs all dutiesin a professional manner; i.e., completes tasks accurately and on time,
demonstrates punctuality for work, meetings and appointments, considers the interests of al stakeholders
when making decisions in atimely manner, and responds to requests for service in a positive manner.

The principal is apipeline or conduit for information to and from the school system. He/she maintains
accurate, up-to-date information about the school, its customers, community, organization, and activities
and about the school system. He/she provides information to the school community and to the school
system in atimely manner and in an appropriate format.

As suggested at several pointsin this document, the principal is responsible for implementation of
federal, state and local laws and policies in anumber of areas. He/she has thorough understanding of the
body of legidlation, policy, and procedure in which the school operates, communicatesit clearly to
stakeholders, and monitors its implementation.

Finally, the principal establishes effective communication systems among stakeholders in the school
organization, and between the school organization and the larger school system organization.

Within these communication systems, his/her personal oral, written, and technological communication
skills serve as the model for others.

Knowledge and Skills

» Ableto complete tasks accurately and on time
» Ableto demonstrate punctuality to work, meetings, appointments
* Ableto demonstrate consideration of the interests of all stakeholders when making decisions

* Ableto make decisionsin atimely manner
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* Abletorespond to requests for service positively

* Ableto maintain accurate, up-to-date information about the school and school system
» Ableto provideinformation and datain atimely manner and in an appropriate format
* Ableto communicate understanding of federal, state, and local laws, policies, and procedures
* Ableto monitor implementation of laws, policies, and procedures

* Ableto establish effective communication systems

* Ableto model oral, written, and technological communication skills

Commitments

The building administrator believesin, values, and is committed to:

» professional behavior

» effective communication

» creating amodel for othersin the organization
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APPENDI X B:

Instruments

Self-Assessment

Interview

Pre- and Post-Observation Forms
Management Observation
Supervisor’'s Review Form
Evaluation Summary Report
Professional Development Plan
Portfolio Entry Form

Surveys (see Appendix C)
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Principal: Date:

Self-Assessment | nstrument

1 - Unsatisfactory 3 - Area of Strength
@ 2 - Needs Improvement 4 - Demonstrates Excellence

Communication Knowledge and Skills 1 2

Demonstrates interpersonal skills

Writes and speaks fluently and correctly

Writes clear, distinct goals and objectives

Communicates assessment data in a compelling fashion
Communicates clearly data from student assessment, program
evaluation, and benchmarking activities to customers and
members of the organization

Provides current information on curricular and instructional
innovations

Communicates school, vision, mission, and goals to stakeholders
and others

Communicates personnel evaluation policies and procedures
clearly, both orally and in writing

Understands and communicates linkage between evaluation data
and professional development activities

Communicates (oral and written) school routines, procedures,
rules, and expectations to appropriate others

Listens and interacts effectively

Communicates high expectations for student and staff
performance

Communicates understanding of federal, state, and local laws,
policies, and procedures

Establishes effective communication systems

Collaboration Processes and Skills 1 2

Identifies and involves stakeholders

Devel ops collaborative rel ationshi ps among educators and
consumers

Coordinates efforts to create and implement avision for the
school

Creates teams, involving both members of the organization and
customers

Models and teaches collaboration skills and processes

Builds community (rather than simply responds to community)
Demonstrates knowledge of role of local and state social
agencies, human service agencies, and other community
organizations and devel ops partnerships with them

Involves stakeholdersin avariety of activities and processes
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Self-Assessment I nstrument (cont.)

1 - Unsatisfactory 3 - Area of Strength
@ 2 - Needs Improvement 4 - Demonstrates Excellence
. Assessment/M easur ement/Evaluation Knowledge and Skills 1 2 3 4

e Assesses gaps between current state of the organization and
desired state articulated in the vision

« Ableto assemble, analyze, and synthesize assessment datain a
compelling fashion

e Leads benchmarking processes

e Selects and implements measurement systems and evaluation
models appropriate to state goals and student performance
standards

e Designs student assessment programs consistent with school
goals and performance standards

e Interprets, integrates, and prioritizes data from multiple sources

e Designs, manages, and monitors a comprehensive evaluation
program

« Determines needed revisions and improvementsin programs,
practices, and organization based on available data

« ldentifies needs for specia programs and initiates those programs

* Recognizes consistency or lack thereof between classroom
activities and goals, mission, and vision

e ldentifies and prioritizes student needs, and the needs and
expectations of support groups

e Assesses candidate’ s knowledge, skills, values, and commitments

e Understands and implements state and local personnel
evaluation policies and procedures

e Carriesout staff evaluations consistently and objectively

Organizing for Results 1 2 3 4

» Leads change processes effecting the school organization

e Markets change

e Linksschool organization to vision

* Demonstrates appropriate understanding and use of vision and
mission statements, goals and objectives

e ldentifies values, beliefs, and commitmentsin a) school
organization, b) community

* Demonstrates knowledge of alternative organizational structures
and invents new ones

e Uses marketing strategies to develop common understandings of
customer needs

*  Provides continuous improvements in service to customers

»  Establishes and maintains a customer focused school

e Makes use of symbols, ceremonies and traditions to help bring
about results

* Clearly definesroles and responsibilities of all stakeholders and
customers

SEPTEMBER 1, 2002



Self-Assessment I nstrument (cont.)

@ 1 - Unsatisfactory 3 - Area of Strength
2 - Needs Improvement 4 - Demonstrates Excellence

. Planning 1 2

Demonstrates knowledge of “quality” processes and practices
Develops the values, beliefs and commitments that further
the purpose of the school, the ability of studentsto learn, the
roles of family and community, and the focus of school
activity

Understands strategic plans that affect building level and
complement the system level

Develops the school planning processes including goal
Setting

Trandates vision into an action plan

Establishes clear, distinct, building level goals and
benchmarks of progress toward their accomplishment
Leads planning processes that result in plans for multiple
areas of need

Plans for the future and forecasts such things as student
enrollments, facilities, equipment and operating needs over
severa years

. Federal/State/Local Laws and Policies 1 2

Demonstrates understanding of federal, state and local
employment policies

Applieslaws and policies to supervision and evaluation of
personnel

Applies knowledge of laws and policies to development of
building level policies and procedures and to disciplinary
actions

Maintains an organization that upholds local, state, and
federal laws and policies

Implements federal, state, and local laws and policiesin
multiple areas

Understands legal terminology

Provides leadership in overseeing the implementation of
laws, policies, and procedures
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Self-Assessment | nstrument (cont.)

1 - Unsatisfactory 3 - Area of Strength
@ 2 - Needs Improvement 4 - Demonstrates Excellence

Problem Solving 1 2

Identifies and dismantles barriers

Identifies and solves problems in multiple areas

Identifies and resolves equal access problems

Empowers staff, students, parents, community and others
by engaging them in identifying and solving problems
Identifies day to day challengesin the classroom,
recognizes barriers to program delivery, and works with
staff to solve these problems

Uses mediation and conflict management skills effectively

. Innovation 1 2

Keeps abreast of teaching/learning research and best
practices

Takes risks that support innovation

Thinks creatively and stimulates creativity in others
Reframes failures positively, helping the organization learn
from them

Maintains successful innovations beyond the time of the
original implementers and leaders

Incorporates innovations into the school in order to produce
desired results

Encourages and supports innovation

. Technology M anagement 1 2

Appliestechnological knowledge to the operation of the
school, leadership of instructional programs, and human
resource development

Projects information technology needs and acquires
appropriate equipment, hardware and software

Assists faculty in utilizing technology as atool to engage
students in academic work and in development of their
technology knowledge and skills

Uses technology in professional development of self and
others

Models or has modeled the use of technology

SEPTEMBER 1, 2002



Self-Assessment I nstrument (cont.)

1 - Unsatisfactory 3 - Area of Strength
@ 2 - Needs Improvement 4 - Demonstrates Excellence

10. School Operations and M anagement 1 2

11.

Determines effectiveness of school routines, facilities utilization,
and activities supervision

Leads analysis of school organization and change processes
Demonstrates knowledge of basic school operations
Establishes and maintains school routines

Protects instructional time and increases learning time
Develops a master schedule

Creates a safe, secure learning environment

Creates a positive climate within the school

Identifies and provides programs of interest to students that
support goals, mission, and vision

Maintains physical repair and appearance of buildings and
grounds

Maintains an orderly and attractive environment

Holds persons accountable for their actions

Fiscal L eader ship and Management 1 2

Markets fiscal needs to school system authorities and
stakeholder groups

Identifies funding sources and seeks funding

Prepares budgets and fiscal plans (annual, multi-year)
Establishes and passes regular audits

Allocates resources to areas of need

L eads stakeholders in budget preparation and allocation of
resources to achieve goals, mission, and vision
Demonstrates knowledge of state foundation program and
accounting procedures

Identifies potential funding agencies and prepares proposals
Establishes procedures for receiving and disbursing funds
and keeping records
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Self-Assessment I nstrument (cont.)

1 - Unsatisfactory 3 - Area of Strength
@ 2 - Needs Improvement 4 - Demonstrates Excellence

12. Management of Professional Responsibilities 1 2

13.

Completes tasks accurately and on time
Demonstrates punctuality to work, meetings, and
appointments

Makes decisionsin atimely manner

Responds to requests positively

Maintains accurate, up-to-date information about the
school and school system

Provides information and datain atimely manner and
appropriate format

Models professional behavior

L eader ship of Human Resour ces 1 2

Translates evaluation data into effective staff devel opment
Differentiates between the needs of experienced and
inexperienced teachers

L eads staff and students in developing and maintaining building
level policies and procedures

Develops job descriptions

Assesses a candidate’ s knowledge, skills, values, and
commitments

Applies principles of effective supervision

Demonstrates a commitment to high expectations for faculty and
staff performance

Devel ops orientation and induction programs

Ableto serve as an instructional coach (capahility)

Creates professional development opportunities

Motivates staff and others

Identifies leadership skillsinvolved in teaching and other school
functions

Identifies unique leadership capabilities of teachers and others
and matches them with |eadership opportunities

Mentors others and identifies others with mentoring capabilities
Leads others
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting or annotating the principal's oral/written
communication skills as evidenced through responses to the interview questions. Use the back of this

formif additional space isneeded.

Communication K nowledge and Skills

No Question. Use spacefor direct quotesor notes. L ook for: Appropriate and proper gramma.
Organization, sentence structure, fluidity, and

other elements of vocal or written expression.
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting the principal's responses to the interview questions.
Use the back of thisformif additional space is needed.

Collaboration Processes and Skills

Question Set 1: How do you involve school faculty, staff, parents, L ook for: Identification and involvement of
stakeholders. Development of collaborative

students, and others in school related decisions and processes? You May | \gaionships. Coordination of efforts and
wish to discuss how you use these groups in developing and teams to implement vision for the school.
implementing school mission, vision, goals, objectives, and programs.
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting the principal's responses to the interview questions.
Use the back of thisformif additional space is needed.

Assessment/M easur ement/Evaluation

Question Set 2:  How do you determine the success of instruction in LO(:E for: Ability to ﬁ;ﬂb'g agalilzey t
. . Synthesize assessmen a. Student assessmen
your school? How do you determine the effectiveness of your faculty and | ograms and evaluation activities,
staff? How do you use the data collected? Identification of needs. Objective staff
evaluations.
B-11
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting the principal's responses to the interview questions.
Use the back of thisformif additional space is needed.

Organizing for Results

Question Set 3: Discuss how you organize for accomplishing L ook for: Demonstrated knowledge of

bi ecti What d dot that th It dternative organizational structures and change
objectives. 0 you do to ensure eresultsyou seek' are processes, A strong customer focus.
attained? In your response, discuss how you organize to bring about Appropriate use of symbols, signs, and

ceremonies. Well-defined roles and

improvement in student academic performance. by
responsibilities.
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting the principal's responses to the interview questions.
Use the back of thisformif additional space is needed.

Planning
Question Set 4:  How do you lead planning in your school? For L ook for: Strategic planning that affects
building level activities. Development of a

example, how do you plan for school improvement? What do you do to school planning process including forecasting

produce your school improvement plan? needs, goal setting, benchmarking, and mission
development.
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting the principal's responses to the interview questions.
Use the back of thisformif additional space is needed.

Problem Solving

Question Set 5:  How do you go about removing obstacles or barriersto | Look for: Identification of problems and
solutions. Mediation and conflict management

instruction in your school? Please describe how you work with staff to resolution. Empowering of staff, students,

solve problems and meet various challenges in the classroom and the community and others in identifying and
school. solving problems.
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Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used for scripting the principal's responses to the interview questions.
Use the back of thisformif additional space is needed.

Technology M anagement

Question Set 6:  How do you implement the use of technology by L ook for: Application of technology to the
faculty. staff. and others in vour school ? operation of school and instructional programs.
Y, ’ y : Assistance provided faculty and othersin the

utilization of technology. Uses of technology in
professional development of self and others.
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Clarifying Interview Scripting Form

Principal Name: Evaluator Name:

Directions: This form should be used during the Clarifying Interview for listing the questions about the
portfolio and/or the written interview submitted by the principal and scripting responses to those
guestions. Use the back of thisformif additional space is needed.

Knowledge/ Skill Area Question Response
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Pre-Observation Conference Record
Principals

Principal: Date: Time:

1.  What eventsor activities should | expect to see during this observation? What is the
significance of these events/activities?

2. How do you see your role in what I'm going to see and what will you be doing?

3. Arethere special conditions or circumstances of which | should be aware?
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Post-Observation Conference Record
Principals

Principal: Date:

1. Events/activities observed

2. Specia conditions observed

3. General comments

4.  Clarification of what was observed (e.g., building maintenance problem)
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Principal:

School Management Observation

Scripting Form

Communication

Yes

No

Announcements (specify contentsin script)
Postings (specify contentsin script)
Discussions (specify contents in script)
Fluency, Grammar, Clarity (specify in
script)

Other (specify)

Organizing for Results

Yes

No

Students engaged (specify in script)
Academic work posted (specify contentsin
script)

Ceremonies/symbol s (specify in script)
Staff conversation (specify subject in script)
Other (specify)

Innovations

Yes

No

State of the art instruction (specify in
script)

Facilities (specify in script)

Routines (specify in script)
Techniques (specify in script)

Other (specify)

Technology

Yes

No

Students using technology or products of
technology (specify in script)

Teachers using technology or products of
technology (specify in script)

Equipment in working order (specify in
script, if not)

Assistance (specify typein script)

Other (specify)

Operations

Yes

No

No disruptions (specify in script)

Classes begin immediately (specify in
script)

Smooth transitions (specify in script, if not)
Monitoring (specify typein script)

Sense of high expectations (specify in
script, if not)

Clean/nesat bldg. interior (specify problem
in script, if not)

Clean/neat bldg. exterior (specify problem
in script, if not)

Emergency procedures posted

Safe environment (exits, doors, etc.)
Other (specify)

Date:

Time
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Principal:

School Management Observation
Pattern Analysis Form

Date:

(Optional Form)

Knowledge/Skill Area

Pattern Analysis

Communication
Interactions
Print/other
Expectations

Organizing for Results
Student Engagement
Routines and Activities

Innovation
Instruction
Facilities
Routines

Technology M anagement
Assistance
Presence and Use of
Technology
Maintenance

School M anagement/Oper ations

Protection of

Instructional/Learning Time

Routines and Activities
Monitoring
Environment

Appearance of Buildings and

Grounds
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SUPERVISOR’'SREVIEW FORM

Principal: Supervisor:

Date:

Directions: Provide a written synthesis of the principal’s performance in each of the knowledge/skill areas.
Synthesis statements should reflect patterns of behaviors. The bulleted items under each knowledge/skill area
provide examples of behaviors that may be considered in describing the principal’ s performance. Attach additional

pages, if needed.

Knowledge/Skill Area

Synthesis Statements

Federal/State/L ocal Laws and Policies
 Upholds laws/policies/guidelines

* Interprets laws/policies/guidelines
 Encourages support of laws/policies/guidelines

Fiscal L eadership and Management

* Prepares budgets and fiscal plans

« Establishes and passes audits

» Demongtrates knowledge of state foundation
program

* Practices sound accounting procedures

» Establishes procedures for receiving and disbursing
funds

 Seeks additional funding through applications and
proposals

Management of Professional Responsibilities
» Completes tasks accurately and on time

» Demonstrates punctuality

» Responds to requests and circumstances positively
» Models professional behavior

L eader ship of Human Resour ces

» Trandates faculty evaluation and student
assessment data into effective staff development

» Applies principles of effective supervision

» Servesasan instructional coach

¢ Motivates staff and others
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Evaluation Summary Report

Principal: SSN: - - Date:
School System: School:

Evaluator: SSN: - -

1. Communication Knowledge and Skills 1 2 3 4

(Sources: surveys, portfolio, interview, observation)
Comments, justifications, explanations:

2. Collaboration Processes and Skills 1 2 3 4

(Sources. surveys, portfolio, interviews)
Comments, justifications, explanations:

3. Assessment/M easur ement/Evaluation 1 2 3 4

(Sources: surveys, portfolio, interviews)
Comments, justifications, explanations:

4. Organizing for Results 1 2 3 4

(Sources. surveys, portfolio, interviews, observation)
Comments, justifications, explanations:
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5. Planning
(Sources: portfolio, interviews)
Comments, justifications, explanations

6. Federal/State/Local Lawsand Policies
(Sources. surveys, portfolio, supervisor’s review)
Comments, justifications, explanations

7. Problem Solving
(Sources: surveys, portfolio, interviews)
Comments, justifications, explanations

8. Innovation
(Sources. surveys, portfolio, observation)
Comments, justifications, explanations
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9. Technology M anagement 1 2 3 4

(Sources: surveys, interviews, observation)
Comments, justifications, explanations

10. School Operations and M anagement 1 2 3 4

(Sources: surveys, portfolio, observation)
Comments, justifications, explanations

11. Fiscal L eadership and Management 1 2 3 4

(Sources: surveys, portfolio, supervisor’s review)
Comments, justifications, explanations

12. Management of Professional 1 2 3 4

Responsibilities
(Sources: surveys, supervisor’sreview)
Comments, justifications, explanations
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13. Leadership of Human Resour ces 1 2 3 4

(Sources: surveys, portfolio, supervisor’s review)
Comments, justifications, explanations

Areasfor Improvement: 1.

Composite Knowledge/Skill Score
Complete this box for all contract principals or for non-contract principals in school systems adopting a summative component.

For a principal to meet the approved “satisfactory” performance standards for the state evaluation model, the sum of
the scores for knowledge/skill areas 1 through 13 must equal 36 or more. Scores of 33-35 are “unsatisfactory, but
remediable” and scores less than 33 are “unsatisfactory”

Total of all knowledge/skill scores:

Principal has met the performance standard marked below:

|:| Satisfactory |:| Unsatisfactory, but remediable |:| Unsatisfactory

Principal Sgnature/Date Evaluator Sgnature/Date

Principa’s signature does not necessarily indicate agreement with the results of the evaluation.
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PRINCIPAL PORTFOLIO ENTRY FORM

Note: Complete an entry form for each portfolio entry or reference to an entry and place the formsin the appropriate

knowledge/skill section of your portfolio.
1. Principal:

2. Date of Submission:

3. Description (e.g., School Improvement Plan, letter from parent, newspaper article, video tape):

4. Explanation of Content (What is the content of the entry and who wer e the intended audiences?):

5. In Section A, check all the knowledge/skill areasfor which thisentry isbeing submitted. In
Section B, indicate wherein the portfolio the entry (material) islocated.

A. Knowledge/Skill Areas

|:| Problem Solving

|:| Innovation

|:| School OperationsMgt.

[ ] Fiscal Leadership/Mgt.
|:| Ldrship Human Resources

|:| Communication

|:| Collaboration

|:| Assessment/Evaluation
|:| Organizing for Results
|:| Planning

|:| Laws and Policies

B. Section Where Entry Material isL ocated
|:| Problem Solving

|:| Communication
|:| Collaboration |:| Innovation

|:| Assessment/Evauation |:| School Operationg/Mgt.
|:| Organizing for Results |:| Fiscal Leadership/Mgt.
|:| Planning |:| Ldrship Human Resources
|:| Laws and Policies

6. Relevancy to Knowledge/Skill Area:

a. Specific knowledge/skill area addressed on this entry form:

b. State how the content of the entry relates to the knowledge/skill areaindicated in 6a. State why
the entry is valuable evidence of your knowledge/skills/performance in this knowledge/skill area.
(Note: you should provide evidence of your knowledge/skillg/activities, not those of othersin
your building) Please be specific: (attach additional page, if needed)
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APPENDIX C:

Surveys

Faculty/Staff Survey
Student Survey Grades 4-6
Student Survey Grades 7-12
Parent Survey

Community Leader Survey
Survey Construct Map
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Survey for Instructional Staff

As you are aware, school districts in the State of Alabama evaluate the work of school administrators.
One aspect of these evaluations includes the use of surveys to gather information from instiaftiomal s
work in a principal’'s school. This information is used to assist in assessing the effectiveness of the
principal in areas of leadership, management, communication, and community relations.

Because you are an instructional staff member in the school of the principal named on the front cover,
you have been randomly selected to complete this survey. It will take around 15-20 minutes to complete.
Your responses are important and will remain confidential. Therefore, do not place your name on this
survey. When you have finished, return the survey in the enclosed envelope to the contact person named
on the cover of this survey. If you have any questions, you may call the contact person.

Please respond to all statements by circling one number or letter to the right of the statement. Respond
from your own knowledge about this principal using the following rating scale with the corresponding
response choices:

1 - rarely

2 - sometimes

3 - usually

4 - almost always

X - don’t know

Statement

1. My principal keeps me informed of school matters pertinent 1 2 3 4 X
to me.

2. lam given the opportunity to provide input on school 1 2 3 4 X
matters that affect me.

3. My principal is good at identifying and overcoming barriers 1 2 3 4 X
to teaching and learning.

4. My principal requires that we as a school examine what we 1 2 3 4 X

are doing, how we are doing it, and why we are doing it.

5. My principal uses information about student performance to 1 2 3 4 X
improve schoolwide instruction.

6. My principal is knowledgeable of laws and policies that 1 2 3 4 X
govern the school and school system.

7. My principal is good at identifying and solving problems. 1 2 3 4 X
8. My principal finds new ways to do things better. 1 2 3 4 X
9. This school is a good place to work 1 2 3 4 X



10

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22,

23.

24,

25.

26.

Statement

. My principal delegates leadership to teachers and othersin 1
the school and helps us achieve success in these activities.

My principal leads us in celebrating academic improvement.

school staff.

performance.

succinctly.

My principal maintains open, two-way communication with

My principal sets high standards for staff and student

My principal actively seeks resources for our school.

My principal communicates information clearly and

My principal actively leads us in developing and

implementing school policies and procedures.

and instruction.

My principal promotes the importance of m

progress systematically.

making process.

the needs of students and parents.

My principal actively promotes the school.

sources to lead us in making changes in th

My principal manages available funds well.

My principal takes an active role in improving curriculum

My principal ensures that the school is a place for learning.

easuring student

My principal performs duties in a professional manner.

My principal makes faculty and staff a part of the decision

My principal communicates the importance of focusing on

My principal promotes and supports innovations.

My principal uses information gained from a variety of
e school.

IS-2
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28.

29.

30.

31.

32.

33.

34.

35.

Statement

@
@
<

. My principal promotes the use of technology in all aspects of 1

the school.

My principal is a positive person who maintains his/her
composure.

My principal monitors programs and improvement in our
school.
contribute to learning and teaching.

My principal creates opportunities for faculty, staff, parents,
and others to share ideas, suggestions, etc.

My principal provides me with professional growth
opportunities.
the classroom.

My principal evaluates my teaching in accordance with
established procedures.

This school is a safe and secure place to work.

1

1

My principal establishes school routines and procedures that 1

1

My principal provides assistance to me in utilizing technology in

1
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Survey for Students: Grades 4-6

From time to time, schools in the State of Alabama have students respond to questions about their school.
Because you go to this school, you have been chosen to answer some quesions about your principal. It
will take around 15-20 minutes to complete these questions. No one will know how you answer the
guestions.Do not place your name on this survey.

Please respond to all questions by circling your answer to the right of the question. Respond from your
own knowledge about your principal and school.

Statement

1. Does this school let your parents know how you are doing in Yes No Don't Know
school?

2. Can students help make rules and decisions in this school? Yes No Don't Know

3. Do you feel safe in this school? Yes No Don't Know

4. Do students have computers to use at this school? Yes No Don't Know

5. Isyour school building kept clean? Yes No Don’t Know

6. Do you know what to do if there is a fire drill or storm alert at Yes No Don’t Know
this school?

7. Are students encouraged to use computers in their school Yes No Don’t Know
work?

8. Does this principal expect you to follow school rules? Yes No Don’'t Know

9. Do students get in trouble at school if they don’t follow school Yes No Don’t Know
rules?

10. Does this school have special events and programs to honor Yes No Don’'t Know
students and teachers?

11. Does the principal in this school let students know that they Yes No Don't Know
should do well in class?

12. If something about this school bothers you, do you know who Yes No Don't Know

to talk to at this school?

ST-1
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Survey for Students: Grades 7-12

On a regular basis, school districts in the State of Alabama evaluate the work of school administrators.
One aspect of these evaluations includes the use of surveys to gather information from students enrolled
in a principal’'s school. This information is used to assist in determining how well a principal is doing his
or her job.

Because you are enrolled in this school, you have been randomly selected to complete this survey about
your prinicipal. It will take around 15-20 minutes to complete. Your responses are important and will
remain confidential. Therefordp not place your name on this survey.

Please respond to all statements by circling one number or letter to the right of the statement. Respond
from your own knowledge about your principal and school using the following rating scale with the
corresponding response choices:

1 - rarely

2 - sometimes

3 - usually

4 - almost always

X - don’t know

Statement
1. This school lets my parents know how | am doing in school. 1 2 3 4 X
2. Students at this school help make rules and decisions that 1 2 3 4 X
affect the school.
3. |feel safe in this school. 1 2 3 4 X
4. Students have access to computers in this school. 1 2 3 4 X
5. This school building is kept clean. 1 2 3 4 X
6. Students in this school know procedures to follow in case of 1 2 3 4 X
an emergency.
7. Students are encouraged to use computers in their work. 1 2 3 4 X
8. This school lets students know how well they are doing 1 2 3 4 X
academically.
9. Students think that this is a good school. 1 2 3 4 X
10. This school keeps students informed of activities and mattersi 2 3 4 X

that affect them.

ST-1



11.

12.

13

14.

15.

16.

Statement @A
&

This school has special ceremonies and programs to honor 1
students and teachers accomplishments.

If I have a question or concern about a school matter, | 1
know who, on the school staff, | can go to about it.

The principal of this school lets students know the 1
importance of doing well at whatever they do.
The principal of this school encourages academic activities 1

such as math contests, science fairs, forensic tournaments,
etc.

Students are able to provide suggestions about what is 1
needed in this school.

| am required to follow the rules and procedures of this 1
school

ST-2



Survey for Parents/Guardians

On a regular basis, school districts in the State of Alabama evaluate the work of school administrators.
One aspect of these evaluations includes the use of surveys to gather information from parents or
guardians of students enrolled in a principal’'s school. This information is used to assist in assessing the
effectiveness of the principal in areas of leadership, management, communication, and community
relations.

Because you have a child enrolled in the school of the principal named on the front cover, you have been
randomly selected to complete this survey. It will take around 15-20 minutes to complete. Your
responses are important and will remain confidential. Therefore, do not place your name on this survey.
When you have finished, return the survey in the enclosed, stamped envelope. If you have any questions,
call the contact person named on the cover of this survey.

Please respond to all statements by circling one number or letter to the right of the statement. Respond
from your own knowledge about this principal using the following rating scale with the corresponding
response choices:

1 - rarely

2 - sometimes

3 - usually

4 - almost always

X - don’'t know

Statement
1. This principal keeps parents informed of school matters 1 2 3 4 X
pertinent to them.
2. Parents are given the opportunity to provide input on school 1 2 3 4 X
matters that affect them.
3. This principal is good at identifying and overcoming barriers 1 2 3 4 X

to the education of our children.

4. This principal leads parents or parent groups in examination 1 2 3 4 X
of what the school is doing, how it is being done, and why it
is being done.
1 2 3 4 X

5. This principal engages parents or parent groups in school
improvement planning.

6. This principal informs parents about current laws and 1 2 3 4 X
policies that affect the education of their children.

7. This principal is good at identifying and solving problems. 1 2 3 4 X
8. This principal finds new ways to do things better. 1 2 3 4 X
9. This school is a good place to send my children. 1 2 3 4 X
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10.
11.
12.
13.

14.

15.
16.
17.
18.
19.

20.

21.
22.

23.
24,
25.
26.

27.

Statement

This principal delegates leadership roles to parents or parent1

groups and helps them achieve success in these roles.

This principal leads us in celebrating the achievements of

our children.

1

This principal maintains open, two-way communication with 1

parents.

This principal sets high standards for staff and student

performance.

This principal actively seeks resources for our school.

This principal communicates information clearly and

succinctly.

This principal actively involves parents or parent groups in
developing and implementing school policies and procedures.

This principal takes an active role in improving instruction of

our children

This principal ensures that the school is a place for learning.

This principal collects and shares data from parents about

the needs in our school.

This principal responds to parents in a professional manner.

This principal makes parents a part of the decision making

process.

This principal communicates the importance of focusing on

the needs of students as well as parents.

This principal actively promotes the school.

This principal promotes and supports innovations.

Parents know what this principal expects of them.

This principal manages available funds well.

This school is a safe place for my children.

P-2
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Survey for Community Leaders

On a regular basis, school districts in the State of Alabama evaluate the work of school administrators.
One aspect of these evaluations includes the use of surveys to gather information from community
leaders or agency personnel who are familiar with a principal and his/her school. This information is
used to assist in assessing the effectiveness of the principal in areas of leadership, management,
communication, and community relations.

Because you have been identified as a community leader by the principal named on the front cover, you
have been randomly selected to complete this survey. It will take around 15-20 minutes to complete.
Your responses are important and will remain confidential. Therefore, do not place your name on this
survey. When you have finished, return the survey in the enclosed, stamped envelope. If you have any
guestions, call the contact person named on the cover of this survey.

Please respond to all statements by circling one number or letter to the right of the statement. Respond
from your own knowledge about this principal using the following rating scale with the corresponding
response choices:

1 - rarely

2 - sometimes

3 - usually

4 - almost always

X - don’'t know

<
&
Statement &

1. This principal keeps the community informed of school matterd 2 3 4 X
pertinent to them.

2. The community is given the opportunity to provide inputon 1 2 3 4 X
school matters.

3. This principal resolves conflicts when they occur. 1 2 3 4 X

4. This principal leads the community in examination of what the 1 2 3 4 X
school is doing, how it is being done, and why it is being done.

5. This principal engages the community in school improvement 1 2 3 4 X
planning.

6. This principal makes sure that the community is knowledgeable 2 3 4 X
about current laws and policies that affect local education.

7. This principal is good at identifying and solving problems. 1 2 3 4 X

8. This principal promotes new practices in the school. 1 2 3 4 X

9. This school is a good place to send children. 1 2 3 4 X
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

Statement

This principal delegates leadership roles in school matters to 1
members of the community and helps them to achieve
success in these roles

This principal leads the community in celebrating 1
achievement of students.

This principal maintains open, two-way communication with 1
the community.

This principal sets high standards for staff and student 1
performance.

This principal actively seeks resources for the school. 1
This principal communicates information clearly and 1
succinctly.

This principal involves the community in developing and 1

implementing school policies and procedures.

This principal takes an active role in improving programs 1
and instruction in the school.

This principal ensures that the school is a place for learning. 1

This principal has developed strong partnerships with the 1
community agencies serving children and families.

This principal responds to the community in a professional 1
manner.

This principal makes the community a part of the decision 1
making process.

This principal communicates the importance of focusingon 1
the needs of students and parents.

This principal actively promotes the school. 1

This principal promotes and supports innovations. 1
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K nowledge/Skill

Communication
Collaboration

Assessment

Organization

Planning
Lawsand Policies
Problem Solving
Innovation
Technology Mgt
School Operations
Fiscal L eadership

Professional
Responsibilities

Human Resour ces

Staff
Q1,12 15,22
Q2 21,31

Q4,5,19, 29,
34

Survey Constructs

Student 7-12

Student 4-6

Q1,10 12

Q2,15

Q11,13,17,23, Q8 11,13,14

25

Q6,16
Q3,7

Q8,24
Q27,33
Q9,18,30,35
Q14,26

Q20,28

Q10,32

Q4,7

Q356,916

Q1,12

Q2

Q4,7

Q3,5,6,8,9

Parent
Q1,12 15 22
Q221
Q4,5,19

Q11, 13,17,
23,25

Q6,16
Q3,7

Q8,24

Q9, 18,27
Q14,26

Q20

Q10

Community
Q1,12 15, 22
Q2 19,21
Q4,5

Q11, 13,17,
23

Q6,16
Q3,7

Q8,24

Q9,18
Q14

Q20

Q10

SEPTEMBER 1, 2002



Survey Constructs

Staff Grades 7-12 Grades 4-6 Parent Community
Qst K now/Skill Qst K now/Skill Qst K now/Skill Qst K now/Skill Qst K now/Skill
1 | Commun 1 | Commun 1 | Commun 1 | Commun 1 | Commun
2 | Collaboration 2 | Collaboration 2 | Collaboration 2 | Collaboration 2 | Collaboration
3 | Prob. Sal. 3 | Operations 3 | Operations 3 | Prob.Sol. 3 | Prob.Sol.
4 | Assessment 4 | Technology 4 | Technology 4 | Assessment 4 | Assessment
5 | Assessment 5 | Operations 5 | Operations 5 | Assessment 5 | Assessment
6 | Laws 6 | Operations 6 | Operations 6 | Laws 6 | Laws
7 | Prob.Sol. 7 | Technology 7 | Technology 7 | Prob.Sol. 7 | Prob.Sol.
8 | Innovation 8 | Organization 8 | Operations 8 | Innovation 8 | Innovation
O | Operations O | Operations O | Operations O | Operations O | Operations
10 | Hum. Res. 10 | Commun 10 | Organization | 10 | Hum. Res. 10 | Hum. Res.
11 | Organization | 11 | Organization | 11 | Organization | 11 | Organization | 11 [ Organization
12 | Commun 12 | Commun 12 | Commun 12 | Commun 12 | Commun
13 | Organization | 13 | Organization 13 | Organization | 13 | Organization
14 | Fiscd 14 | Organization 14 | Fiscd 14 | Fiscd
15 | Commun 15 | Collaboration 15 | Commun 15 | Commun
16 | Laws 16 | Operations 16 | Laws 16 | Laws
17 | Organization 17 | Organization | 17 | Organization
18 | Operations 18 | Operations 18 | Operations
19 | Assessment 19 | Assessment 19 | Collaboration
20 | Prof Resp 20 | Prof. Resp. 20 | Prof. Resp.
21 | Collaboration 21 | Collaboration | 21 | Collaboration
22 | Commun 22 | Commun 22 | Commun
23 | Organization 23 | Organization | 23 | Organization
24 | Innovation 24 | Innovation 24 | Innovation
25 | Organization 25 | Organization
26 | Fisca 26 | Fisca
27 | Technology 27 | Operations
28 | Prof. Resp.
29 | Assessment
30 | Operations
31 | Collaboration
32 | Hum. Res.
33 | Technology
34 | Assessment
35 | Operations
C-16
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SCORING GUIDE: COMMUNICATION

Rationale

thorough knowledge and effective application of communication processes
effective communication systems with students, faculty/staff, parents, community

communicates in acompelling manner causing action: school vision, mission,
goals, objectives, policies, procedures, expectations

proficient in oral, written, listening, and nonverbal skills as well asinterpersonal
relations

uses technol ogy effectively as communication tool

substantial knowledge and application of communication processes
effective communication systems with most stakeholder groups
communications generally clear, powerful, timely, but afew lapses
communications often produce support and action

competent in oral, written, listening and nonverbal skillsaswell asin
interpersonal relations

application of technology to communication not completely effective

some knowledge and application of communication processes
communication systems not well established with some stakeholder groups
clarity, succinctness, timeliness of communications are sometimes problems
communications sometimes produce support and action

appropriate oral, written, listening, and nonverbal skills as well as interpersonal
relations most of the time

application of technology to communication is less than adequate

weak in knowledge and application of communication processes
communication with some stakeholder groups limited or absent
communications often lack clarity, succinctness, timeliness

difficulty in communicating ideas and plans and building support for them

some skills (oral, written, listening, nonverbal), and/or interpersonal relations are
weak

application of technology to communication limited/weak
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SCORING GUIDE: COLLABORATION

Rationale

thorough knowledge/understanding of collaborative processes and excellencein
collaboration skills

consistently develops partnershipsin all areas of responsibility and decision-
making: establishment of school vision, mission, goals, school improvement
planning, delivery of programs and activities, acquisition and allocation of
resources, problem solving faculty/staff recruitment and evaluation

demonstrates shared leadership and team building
teaches and models collaboration skills/processes

manages collaboration skillfully

substantial knowledge/understanding of collaboration processes
generally seeks to develop partnerships in most areas of responsibility
collaboration lacking with a few stakeholder and consumer groups

shared leadership and team building evident in most, but not all, areas of
organization and operations

generally teaches and models collaboration skills/processes

management of collaborations adequate

some knowledge and understanding of collaboration processes

seeks to develop partnerships in some areas of responsibility some of the time
severa stakeholders and/or consumer groups not included in decision-making
does not regularly support collaborative activities or shared leadership
inconsistent in teaching and modeling collaboration

has difficulty managing collaboration

limited knowledge/understanding of collaboration processes
sometimes tries to develop partnershipsin some areas of responsibility

collaboration with/among several stakeholder groups poorly developed or
nonexistent

seldom supports collaborative activities or shared leadership
has difficulty in teaching and modeling collaboration principles/processes

management of collaboration inadequate
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SCORING GUIDE: ASSESSMENT/EVALUATION

Rationale

thorough knowledge and excellent application of student assessment, personnel
evaluation, program evaluation

consistently excellent in devel oping, interpreting and using assessment and
evaluation data

leads school personnel, parents and other stakeholder groups in thoughtful use of
student data, especially student assessment data

leads devel opment of school and classroom-based systems of student assessment
that are aligned with curriculum, instruction, standardized tests

engages stakeholders in continuous evaluation of school and its programs using
needs assessment, gap analysis, benchmarking, when/where appropriate

evaluations of school personnel are consistently thorough, valid, reliable,
creditable, fair

regularly monitorsinstructional programs and practices, student support services,
all other aspects of school operations

uses monitoring data and formal data collection and evaluation resultsto lead
decision making

student achievement results consistently improve

substantial knowledge and application of assessment and eval uation processes
and methodologies

development and use of data for improvement of teaching and learning can be
improved

often leads school personnel, parents, and othersin use of school data

often engages some stakeholders in evaluation of the school and programs, using
needs assessment and other tools

evaluations of school personnel are usually valid, reliable, and fair
decisions are not always data driven

student achievement results usually show improvement, but not as much as could
reasonably be expected

some knowledge and skills in assessment and evaluation

gaps in knowledge and/or leadership in developing, interpreting and using student
assessment, personnel evaluation and program evaluation data

systematic collection and use of datain decision-making fewer than needed

seldom focuses attention on classroom assessment practices
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SCORING GUIDE: ASSESSMENT/EVALUATION (cont.)

Rationale

evaluations of school personnel sometimes do not meet state and/or local
standards

sometimes monitors programs and services

patterns of student achievement vary substantially from year to year, subject to
subject, grade level to grade level

limited knowledge of assessment and evaluation

systematic, regular, comprehensive programs of data collection and use are
limited or non-existent

sometimes makes data-based decisions and/or |eads data-based decision making
processes

planning for improvement of teaching, learning and school operations often lacks
a database

patterns of student achievement show limited improvement and sometimes loss
rather than gain
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SCORING GUIDE: ORGANIZING FOR RESULTS

Rationale

thorough knowledge of, and expertise in, developing an organization capable of
and dedicated to accomplishing its vision, mission, and goals

learning, teaching, and continuous improvement are always the primary focus
change, when needed, is embraced

demonstrated knowledge of alternative organizational structures, change
processes, quality management, marketing strategies

strong customer focus

appropriate use of symbols, signs, and ceremonies to build cohesiveness and
commitment among stakeholder groups

well-defined roles and responsibilities, where needed

substantial knowledge and expertise in developing an organization focused on
results

learning and teaching are the primary focus
change is accepted

adequate knowledge of, and skill in, implementing alternative organizational
structures, change processes, quality management, marketing strategies

customer focus present to some degree

most roles and responsibilities defined, where needed

some knowledge and skills in developing an organization focused on results

some lack of knowledge or skill in implementing aternative organizational
structures, change processes, marketing strategies, quality management

learning, teaching, and continuous improvement sometimes the focus
customer orientation and focus not a strength

change not readily and always acceptable

roles and responsibilities in the organization need further delineation

limited knowledge of, and skill in, development of aresults oriented organization

lacking knowledge and/or skill in implementing change processes, alternative
organizational structures, marketing strategies, quality management

little or no evidence of customer focus
changeisreluctant, at best

roles and responsibilities not clearly defined
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SCORING GUIDE: PLANNING

L evel Rationale

exemplary knowledge of, and skillsin, planning in all aspects of school
organization and operation
understands strategic planning, school improvement planning, and curriculum
planning

4 understands vision and mission development, goa setting, benchmarking, and
needs assessment
uses planning models and tools to lead stakeholders in short- and long-term
planning
leads efforts to identify and integrate stakeholders' values, beliefs, commitments,
and perceived future needs of studentsinto statements of school vision, mission,
godls, and objectives
tranglates statements into action plans
adequate knowledge of, and skillsin, planning in all aspects of school
organization and operation
understands strategic planning, school improvement planning, and curriculum
planning
understands vision and mission development, goal setting, benchmarking, and
needs assessment

3 uses a number of planning models and tools to lead stakeholders in short- and
long-term planning
leads processes that identify and integrate stakeholders’ values, beliefs,
commitments, and perceived future needs of students into statements of school
vision, mission, goals, and objectives
translation of statements into action plans can be improved
less than adequate knowledge of, and skillsin, planning in all aspects of school
organization and operation
some understanding of strategic planning, school improvement planning, and
curriculum planning

2 some understanding of vision and mission development, goal setting,

benchmarking, and needs assessment

systematic planning in afew aspects of school organization and operationsis
lacking

statements of school vision, mission, goals, and objectives need work
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SCORING GUIDE: PLANNING (cont.)

L evel Rationale

2 trandlation of statements into action plans needs work
some stakeholder groups have not been adequately engaged in planning processes
limited knowledge of, and skillsin, planning in al aspects of school organization
and operation
limited knowledge of strategic planning, school improvement planning, and
curriculum planning

1 limited knowledge of vision and mission development, goal setting,

benchmarking, and needs assessment

systematic planning involving stakeholdersis not evident in several aspects of
school organization and operations

lacks knowledge and/or skill in using severa planning models and tools

statements of vision, mission, goals, and objectives, if defined, have not been
translated into appropriate action plans
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SCORING GUIDE: LAWSAND POLICIES

Level Rationale

thorough understanding of al applicable federa, state, local laws and policies
and appropriate application in employments/dismissals, personnel supervision
and evaluation, disciplinary procedures, development and implementation of
building level policies and procedures

4 develops and implements building level policies and procedures consistent with
local, state, federal laws and policies
regularly interprets laws/policies to stakeholders and encourages their support
substantial understanding of most federal, state, local laws/policies and
appropriate application in employments/dismissal's, personnel supervision and
evaluation, disciplinary procedures, development and implementation of building
level policies and procedures

3 develops and implements building level policies and procedures consistent with
local, state, federal laws and policies that are understood
interprets laws and policies to stakeholders and encourages their support
lack or understanding and/or appropriate application of afew laws or policies
important to one or more of his/her leadership/management areas (e.g.,
employments/dismissals personnel supervision and evaluation, disciplinary
procedures, development of building level policies/procedures)

2 develops and implements building level policies and procedures that are
sometimes inconsistent with local, state, and/or federal laws and policies
does not interpret laws/policies to all stakeholders and encourage their support
lack of understanding and/or application of laws and policiesin several of his/her
|eadership/management areas (e.g., employments/dismissal's personnel
supervision and evaluation, disciplinary procedures, development of building
level policies/procedures)

1 develops and implements building level policies and procedures that are often

inconsistent with local, state, federal laws and policies

little or no evidence that he/she upholds and/or encourages support of some laws
or policies among stakeholders (staff, students, parents)
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SCORE LEVEL RATIONALES: PROBLEM SOLVING

Rationale

thorough understanding of, and skill in, identifying and solving problems

identifies and solves problemsin all areas (school organization, operations,
programs, activities)

consistently engages stakeholder groups in problem solving efforts

adept at leading the identification of barriers to learning, teaching, and students
egual accessto programs and services

demonstrates capability in the use of mediation and conflict management skills

substantial knowledge of, and skill in, identifying and solving problems

identifies and resolves most problems in most areas (school organization,
operations programs, activities)

usually engages stakeholder groups in problem solving efforts

seeks out and leads the dismantling of barriers to learning, teaching, and students
egual accessto programs and services

acceptable understanding of, and capability in, applying mediation and conflict
management skills

some knowledge of, and skill in, identifying and solving problems

identifies and resolves some problems in some areas (school organization,
operations, programs, and activities)

sometimes engages stakeholders in problem solving efforts

barriersto learning, teaching, and students' equal access to programs and services
sometimes go unnoticed

understanding of and capability in applying mediation and conflict management
skills need improvement

lacks knowledge of, and skill in, problem identification and resolution
limited identification and resolution of problemsin severa areas of responsibility
stakeholders do not perceive that they are involved in problem solving efforts

insufficient mediation and conflict management skills
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SCORING GUIDE: INNOVATION

Rationale

demonstrated ability to create, identify, encourage, adopt innovations

takes risks and constantly seeks creative/innovative solutions

keeps abreast of teaching/learning research and best practices

encourages and supports creativity and innovationsin others

incorporates innovations into school organization, operations, programs, and
activities

maintains successful innovations beyond commitments of origina implementers

reframes failures in innovations positively and helps the organization learn from
them

exercises creative/innovative thinking

usually supports creative ideas and innovations of others that appear relevant to
improvement of teaching, learning, school organization, operations, programs

usually keeps abreast of teaching/learning research and best practices

tries to incorporate appropriate innovations (own, others) into the school and
maintain those that are successful

reframes failures positively and helps organization learn from them

sometimes demonstrates creative/innovative thinking and sometimes supports
creative ideas and innovations of others

sometimes unaware of teaching/learning research and best practices

sometimes tries to incorporate innovations (own, others) and creative ideas into
the school and maintain those that are successful

sometimes misses the opportunity to reframe failures positively and lead the
organization in learning from them

does not appear to value and support creativity and innovation (own, others)
does not keep abreast of teaching/learning research and best practices
seldom tries to incorporate innovations and creative ideas into the school

seldom tries to maintain innovations of predecessors/others that have been
successful

usually does not try to reframe failures positively and help the organization learn
from them
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SCORING GUIDE: TECHNOLOGY MANAGEMENT

Rationale

always applies technological knowledge to school operations, |eadership of
instructional programs, human resource devel opment

projects information technol ogy needs and acquires appropriate equipment,
hardware, software

models use of technology in his’/her areas of influence and responsibility

assists faculty in developing their technological knowledge and skillsand in
using technology in instruction

uses technology in own professional development and encourages use by others

usually applies technological knowledge and skills to school operations,
leadership of instructional programs, human resource devel opment

projects information technology needs and is sometimes able to acquire
equipment, hardware, and software

uses technology in own areas of influence and responsibility

sometimes assists faculty in developing their technological knowledge and skills
and using technology in instruction

sometimes uses technology in own professional development and encourages use
by others

limited application of technological knowledge to school operations, |eadership
of instructional programs, human resource development

not always able to project technology needs and is not aggressive in acquiring
appropriate equipment, hardware, software

limited use of technology in own areas of influence and responsibility

usually does not assist faculty in developing their technological knowledge and
skills and/or using technology in instruction

seldom uses technology in own professional development or encourages use by
others

little or no application of technology in school operations, |eadership of
instructional programs, human resource devel opment

not able to project technology needs
does not seek to acquire hardware, software, and equipment
does not use technology in own areas of influence and responsibility

does not assist faculty in developing their technological knowledge and skills
and/or their use of technology in instruction

does not use technology in own professona development or encourage use by others
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SCORING GUIDE: SCHOOL OPERATIONSMANAGEMENT

Rationale

* thorough knowledge of, and expertise in, school management

* operating policies, procedures, and management practices support teaching and
learning

* school climate is consistently positive

» school characterized by
- orderliness, safety, security
- routines and schedules that protect learning and instructional time
- planning for best use of facilities
- high expectations for student and staff performance
- acceptance of differences
- continuous recognition of academic accomplishment
- continuous efforts to improve learning and school environment

* programs support school vision, mission, goals and are of high interest to
students

* disciplinary problems and conflicts minimal and handled consistently and fairly
 everyone held accountable for his/her actions

* buildings/grounds are attractive, inviting, safe, secure, and in good repair

» substantial knowledge of, and expertise in, school management

 operating policies, procedures, and management practices usually support
teaching and learning

* climate generally positive

» school usually characterized by
- safety and security
- routines and schedules that protect learning and instructional time
- adequate planning for facilities use
- high expectations for student and staff performance
- some recognition of academic accomplishments
- some efforts to improve learning and school environment

 programs usually support school vision, mission, goals
* programs are of interest to most students

» disciplinary problems and conflicts not numerous and usually handled
consistently and fairly

» atmosphere of accountability

* buildings/grounds adequate in appearance; equipment safe, well-maintained
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SCORING GUIDE: SCHOOL OPERATIONS/MANAGEMENT (cont.)

Rationale

some knowledge and skill in understanding of school management

operating policies and procedures, and management practices sometimes do not
support teaching and learning

climate often, but not always, positive

school characterized by
- routines and schedules that do not consistently protect learning and
teaching time
- some lack of order, safety and/or security
- planning for use of facilities less than adequate
- expectations for student and staff performance not as high as could be
- acceptance of some differences
- recognition of academic accomplishments sometimes lacking
- efforts to improve learning and school environment sometimes lacking

some programs not strongly related to school’ s vision, mission, goals
some programs not of interest to many students

disciplinary problems not numerous, but sometimes handled inconsistently or
unfairly

persons not always held accountable for their actions

buildings/grounds safe, but not always attractive, well-maintained

limited knowledge and/or expertise in school management

teaching, learning subject to interruptions and not always higher priority
school climate neutral, sometimes negative

some safety and security problems

buildings/grounds unattractive and uninviting

routines and schedules that protect teaching/learning not well established
low expectations for student and staff performance

academic accomplishments seldom recognized

efforts to improve learning and school environment seldom recognized

programs of interest to students are limited and some show little relationship to
specific vision, mission, goals

disciplinary problems numerous and handled inconsistently

not everyone is held accountable for their actions
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SCORING GUIDE: FISCAL LEADERSHIP

Rationale

able provider and manager of financial resources
exemplary fiscal planning and management of existing resources

aggressive solicitation of additional resources (preparation of grant applications,
proposals, etc.)

actively involves stakeholdersin fiscal planning and decision making

leads devel opment and implementation of multi-year fiscal plans and annual
budgets

sound accounting and auditing procedures

sound fiscal management practices
leadership of financial planning and resource acquisition adequate

some stakeholders are often involved in fiscal planning and decisions, others are
not

occasiona solicitation of external resources
limited evidence of multi-year fiscal planning

sound accounting, budgeting, and auditing procedures

knowledge and/or skillsin fiscal management and |eadership sometimes meet
expectations

few attempts to obtain additional resources
limited involvement of stakeholdersin fiscal planning
limited evidence of multi-year fiscal planning

sound accounting, budgeting, and auditing procedures

inadequate knowledge and/or skillsin fiscal management and leadership
no systematic process to acquire additional funds

little or no involvement of stakeholdersin fiscal planning

no evidence of multi-year fiscal planning

inadequate accounting, budgeting, and auditing procedures
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SCORING GUIDE: PROFESSIONAL RESPONSIBILITIES

Level Rationale

thorough knowledge and exemplary practice of professional responsibilities
knowledgeable of the behavioral expectations of a school |eader/role model
demonstrates responsibility and commitment to school, school system,
stakeholder and consumer groups

4 performs duties/tasks accurately and on time
demonstrates punctuality
considersinterests of stakeholders and consumer groups when making decisions
responds to requests and circumstances in a positive manner
maintains composure in al situations
models professional behavior
substantial knowledge and understanding of professional responsibilities
generaly knowledgeable of the behavioral expectations of a school |eader/role
model
usually demonstrates responsibility and commitment to school, school system,
stakeholder and consumer groups

3 sometimes a few tasks are not completed accurately or timely
demonstrates punctuality
usually considersinterests of stakeholder and consumer groups when making
decisions
does not always respond to requests and circumstances in a positive manner
maintains composure most of the time
professional behavior is adequate but does not consistently exceed expectations
some knowledge but inconsistent practice of professional responsibilities
actions sometimes negatively impact his’/her leadership ability in working with
school, school system, stakeholder and consumer groups
sometimes performs duties/tasks accurately and on time

2 sometimes punctual to work, meetings, appointments

sometimes considers interests of stakeholdersin decisions
sometimes responds to requests and circumstances in a positive manner
sometimes |oses composure

sometimes exemplifies appropriate professiona behavior
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SCORING GUIDE: PROFESSIONAL RESPONSIBILITIES (cont.)

Rationale

* limited knowledge and understanding of professional responsibilities
» knowledge and/or application of professional behavior is poor

* behavior has frequently created problems with stakeholders and consumer
relationships

* many tasks are not completed accurately or timely
» seldom punctual to work, meetings, appointments

» seldom considers interests of stakeholders and consumer groups when making
decisions

* often responds to requests and circumstances in a negative manner
* often loses composure

« difficulty in exemplifying appropriate professional behavior
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SCORING GUIDE: LEADERSHIP OF HUMAN RESOURCES

Level Rationale

demonstrates understanding of, commitment to, and skill in, devel oping human
resources (students, families, faculty, staff)
recognizes, develops, and promotes leadership in others

4 develops, models, and implements effective, integrated programs of personnel
selection, supervision, evaluation and professional development based on data
sets high expectations and motivates performance at high levels
identifies leadership capabilitiesin others and matches them to leadership
opportunities
serves as amodel of professional development, aways seeking ways to enhance
own knowledge and skills
regularly mentors and coaches teachers and others
adequate understanding of and skill in devel oping human resources (students,
families, faculty, staff)
sometimes fails to recognize and devel op |eadership potential
solid programs of personnel selection, supervision, evaluation, professional
development, but not always linked and data-driven
sets high expectations and motivates performance at high levels

3 sometimes identifies |eadership capabilities in others and matches them to
|eadership opportunities
often serves as amodel for professional development, seeking ways to improve
knowledge and skills
sometimes mentors and coaches teachers and others
understanding of, and skill in, developing human resources (students, families,
faculty, staff)
expectations are not at high levels

2 does not seek to identify and develop leadership potential on aregular basis
no comprehensive, integrated program(s) of personnel recruitment, selection,
orientation, retention, supervision, evaluation, professional development
does not serve as arole model for professional development; does not
aggressively seek opportunities to learn and grow
seldom mentors and coaches teachers and others
little understanding of, and skill in, development of human resources
expectations of self and others are low
programs in personnel selection, supervision, evaluation, and professional

1 development are minimal, unlinked

few attempts to identify and develop leadership potential in others

does not serve as arole model for professional development; does not seek
opportunities to learn and grow

uninterested in mentoring and coaching teachers and others
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