The Evaluation Cycle
1. Self-assessment:

· Educators fill in text boxes with at least one “strength” and one “area for growth” tagged to a standard / indicator / element of the rubric. 

· This must be completed by the educator by October 1. When an educator hits “submit,” an email is sent to the evaluator. Once submitted, a self-assessment cannot be edited.

· Evaluators meet with those hired after October 1st, to discuss the evaluation process.

2. Goal proposal and approval process:

· Educators propose at least one student learning and one professional practice goal in EDFS by October 1. 
· For each goal, categorize it as student learning or professional practice, label it as team or individual, tag the subject, subgroup and assessment where applicable, and choose to use the provided template OR to erase the template and follow your own format. 

· Submitting goals will lock your goals until they have been reviewed by your manager.
· Evaluator shares school wide priorities or goals to assist educators in writing their goals.

· Evaluators may approve the goals or return goals with requests for revision.

· All goals must be approved by November 1st.

3. Action Steps 

· Educator (1) writes specific action steps for each individual or team goal, (2) includes supports and resources for each step, and (3) includes a timeline or frequency for completing each step.
· Evaluator approves the action plan by November 1.

4. Collection of Artifacts and Observations 

· As soon as the plan is started, Educators and Evaluators can submit artifacts to the online system.  
· Each artifact will require a description, rationale, and a tag to one or more goals or standards.
· Evaluators also submit evidence from observations to EDFS.

· No less than two weeks before the date of the Formative Assessment report, and no less than four weeks before the date of the Summative Evaluation report, the Educator shall provide evidence of:

·  family outreach and engagement (Standard III)
·  fulfillment of professional responsibility and growth (Standard IV)
·  and progress on attaining professional practice and student learning goals. The educator may provide additional evidence of performance. 

5. Formative and Summative Assessment/Evaluation:
· Formative Assessment takes place at some point midway through the evaluation cycle. For those educators on 2-year plans, this midway check-in is called a Formative Evaluation and should occur at the end of the first year. 

· Summative Evaluation takes place at the conclusion of an evaluation cycle. For 1-year plans, it must occur by May 15. 

· The Evaluator should inform the Educator of the dates of the Formative Assessment and Summative Evaluation. 

· The Evaluator will complete the following sections on EDFS:
· Progress in Student Learning and Professional Practice Goals:  Evaluator will rate progress on each goal by selecting one of the following:

· Exceeded
· Met
· Significant progress
· Some progress
· Did not meet
· Data not available 
This rating will be accompanied by a rationale.

· Proficiency in the Four Standards on the Effective Teaching Rubric:  In each of the four the standards (Curriculum, Planning, and Assessment, Teaching All Students, Family and Community Engagement, and Professional Culture), the evaluator will give a rating of:

· Exemplary
· Proficient
· Needs improvement
· or Unsatisfactory
This rating will be accompanied by a rationale.

· Prescriptions:  If rating an educator needs improvement or unsatisfactory in any area/goal, evaluators will write a prescription that includes: 
· the indicator attached to the prescription
· a statement of the problem
· evidence/description of the problem
· and a prescription for the problem.  
· Overall Comments: Both Evaluators and Educators may leave overall comments about the assessment/evaluation as a part of the written record in the online system. 
· Overall Rating:  On the Overall Rating page, educators will see a summary of their ratings on the Goals, ratings on the four Standards. Based on these ratings, they will select an overall rating of 

· Exemplary
· Proficient
· Needs improvement
· or Unsatisfactory
· Educators will be notified via email when reports are complete, and they will have five days to comment on the content of the evaluation.

Email Notifications

Educators receive email when: 




Evaluators receive:
1- their plans are activated; 




1- a weekly case load email
2- their goals are approved/returned; 



 
3- their action plans are approved/returned; 




4- observations are added from the evaluator;  
5- when their evaluator has signed off on their 
 evaluation/assessment. 
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