























development that will be offered. These decisions are guided by the
evaluation standards the District has set for high quality staff
development.

Recording of Professional Development Activity

Throughout the year, teachers are required to maintain a log (Appendix
D) of professional development activity in which they engaged during
each school year. That log is submitted to the Personnel Department at
the end of each school year and filed in each employee’s official
personnel folder.

Mentoring Program

The District has a well-developed and regularly reviewed mentoring
program. The description of that program can be found in the “North
Shore Schools New Teacher Mentoring Program” guide (Appendix E). This
guide explicitly details the purpose of mentoring, the procedure for
selecting mentors, the preparation of mentors, the role of mentors, and
suggestions for mentoring activities and amount of meeting time. The
appropriate forms required for documentation of mentoring
professionals new to the field are also included in the guide. Issues of
confidentiality are strongly encouraged between mentors and their
protégés. In the case where the relationship between the two individuals
does not seem to be a productive one, either the mentor or the protégé
may request a change of mentor for the new teacher. There are
provisions in the mentoring guide that indicate how this should be
handled so that confidentiality is kept and judgment from either the two
individuals or those outside the relationship is avoided.

Mentoring partnerships may continue past the first year of employment
at either the request of the professional staff members or those who
supervise them.

Membership of the Professional Development Committee

The North Shore School District Professional Development Committee
consists of members (quantity in parentheses) from the following
constituent groups:

Parents (2)
Teacher Assistants (1)



Non-Tenured Teachers (1)

Teachers (5 - one from each school building)
Special Education Teacher (1)

Specialty Area Teacher (1)

Library Media Specialists (1)

Technology Staff Developers (1)

NSSFE President (1)

NSSFE Educational Policy Chairperson (1)
Directors of Curriculum (2)

Elementary Building Administrators (1)
Secondary Building Administrators (1)
Assistant Superintendent for Instruction (1)
Superintendent (1)

Representative from Post-Secondary Education (1)

Each constituency selects its own representation by a method agreed to
with that group. Committee members serve a two year term (at least) and
are replaced (if possible) when the term of service ends. The membership
of the group is fluid and may change when a need to add another
member to the group is necessary or desired. Each year, the chairperson
and secretary of the PDC is determined. An administrator fills one role
while a non-administrator fills the other. The following year, the new
chairperson and secretary who fill these roles are from the opposite
constituent group and continue to rotate in subsequent years.



Appendix A

Summer 2009 — Training/Workshop Sessions
for Middle and High School Faculty

Below is a table of courses and workshops being offered in the District this summer. Please note

the following important points:

o All “expected” and interested teachers MUST email Rob Chlebicki NO LATER THAN
MAY 22 to confirm their participation. If those teachers listed as “expected” participants
cannot attend summer training, arrangements will be made for training during the school year
with release time from the classroom. This training is necessary for particular teachers in
order for them to carry out the duties assigned to them by the district.

©  Participants will receive an email, phone call, or letter approximately 1 week prior to each
workshop indicating where the workshop will take place.

o Unless otherwise noted, all courses and workshops will begin at 9:00 a.m. and end at 3:00
p-m. (this includes one, unpaid hour for lunch).

o  All participants will receive in-service credit or monetary compensation for their
participation. Details about compensation follow the table below:

COURSES/WORKSHOPS DATE TARGET AUDIENCE

Differentiated instruction EXPECTED:

Teachers who register for this summer training
REMINDER: Al teachers who have not July 13-14 must make a commitment to continue training
participated in training MUST take part in 9:00-3:00 throughout the upcoming school year. Training
this training either during summer 2009 during the school year will require one day
and the 2009-2010 school year or during (approximately monthly) of pull out time. More
summer 2010 and the 2010-2011 school details on “during the year” training will follow.
year
Co-Teaching: Training for Partnerships EXPECTED:
Between Regular Education and Special All middle and high school regular education and
Education Teachers in the Middle and High % special education teachers who will be working in a
School R co-teaching model for next school year; those
(REGULAR AND SPECIAL unable to attend must inform Cindy Jacunski so
EDUCATION TEACHER PAIRS MUST other arrangements can be made.
ATTEND AS A TEAM}

EXPECTED:

All grade 3-6, special education, reading, speech
Rebecca Sitton Spelling August 3 teachers new to the District and those new to a
Grades 4-6 8:00-11:00-Gr.4-6 | grade level

OPTIONAL:

Teachers who have already been trained on their

grade level but would like a “refresher” course are

welcomed to attend (no compensation)

EXPECTED:

All teachers entering their second year of

. . teaching at North Shore
Socratic Seminar — Beginner's Level August 4-6
9:00-3:00

OPTIONAL:
All teachers in the District who have never
participated in the initial 3-day training




COURSES/WORKSHOPS DATE TARGET AUDIENCE
EXPECTED:
July 23 New secondary teachers
Power Teacher o 9:00-12:00 OPTIONAL:
Grade Book Training A or ‘4 Secondary teachers who have never been
97%)&1];_00 trained in the past; teachers who have been
’ ' trained but would like a refresher (no
compensation)
OPTIONAL:
Smart Board Training: July 28
8:30-10:30 Open to all faculty throughout the District. All
Introduction and Smart Board Tools or faculty who have not been trained in the use of
(LEVELI) August 25 Smart Boards are encouraged to attend as Smart
8:30-10:30 Boards will be placed in every instructional space
in each of our buildings throughout the District
July 28 OPTIONAL:
Smart Board Training: 10:45-12:45
or Open to all faculty throughout the District. All
Use of SMART Notebook and Home August 25 faculty who have not been trained in the use of
Access 10:45-12:45 Smart Boards are encouraged to attend as Smart
(LEVEL II) Boards will be placed in every instructional space
in each of our buildings throughout the District
Smart Board Training: July 28 OPTIONAL:
1:00-3:00
Video and Recording/Lesson Plan Creation or Open to all faculty throughout the District. All
(LEVEL III) August 25 faculty who have not been trained in the use of
10:45-12:45 Smart Boards are encouraged to attend as Smart
Boards will be placed in every instructional space
in each of our buildings throughout the District

Teachers will receive in-service credit (15 hours per credit) for participating in any of these

workshops. Teachers seeking advancement from the MA 60 to MA 75 pay schedule will be

allowed to use these credits toward that advancement. Monetary compensation will be offered to:
% Those teachers who are serving as leave replacements and those who have not yet earned
their Master’s Degree. The rate of compensation is $57.12/hr.

% Those teachers who are on the MA to MA+59 pay schedule provided they have not
already reached the maximum of 15 hours of paid in-service credit for the school year.
The rate of compensation is $30/hr.

%+ Those teachers who are on the MA 60 or MA 75 pay schedule. The rate of compensation
is $57.12/hr.



Summer 2009 - Training/Workshop Sessions
for New Elementary Teachers, Teachers New to a Grade Level,
and Current Teachers Who Would Like a Refresher Course

During the summer, the District hosts training sessions in the required instructional elements of our
elementary school program. This opportunity is provided to help teachers prepare for the upcoming
school year by giving them the support they may need to learn about these elements and ensure
their confidence in knowing what is expected of them before the school year begins. This training
is expected for new elementary teachers and those who are new to a grade level.

Please note the following important points:

o We expect all new teachers, and those teachers new to a grade level, to attend these training
sessions. However, alternative arrangements for training will be made during the school
year for those teachers who have made previous, unchangeable plans that conflict with
these summer training dates.

o All teachers MUST email Rob Chlebicki NO LATER THAN May 22 to confirm their

participation

o Times are noted for each workshop. Full day workshops are 9:00-3:00 which includes 1
hour of an unpaid lunch break. Participants will receive an email, phone call, or letter
approximately 1 week prior to each workshop indicating where the workshop will take

place.

o All participants will receive in-service credit or monetary compensation for their
participation. Details about compensation follow the table below:

COURSES/WORKSHOPS DATE TARGET AUDIENCE
EXPECTED:
All grade K-5 teachers new to the District and those new to a
Increase Your Understanding of grade level
Literature & Writing July 9 OPTIONAL:
9:00-3:00 All grade K-5, special education, reading teachers who wish
to increase their own general knowledge and understanding
of literature & writing. A greater understanding will help
teachers boost their own confidence in this subject area and
enable them to see how what they teach fits into a bigger
picture of what students will be studying K-12.
Differentiated Instruction EXPECTED:
Teachers who register for this summer training must make a
REMINDER: All teachers who July 13-14 commitment to continue training throughout the upcoming
have not participated in training 9:00-3:60 school year. Training during the school year will require one
MUST take part in this training day (approximately monthly) of pull out time. More details
either during summer 2009 and the of “during school year” training will be forthcoming.
2009-2010 school year or during
summer 2010 and the 2010-2011
school year
Teaching for Multisensory Learning OPTIONAL:
Grades K-3 ;‘-‘(lm—l’_% Al K-3 teachers and support staff (i.e. reading teachers,

Details available from Tom Korb

intervention specialists, speech teachers, special educators)




COURSES/WORKSHOPS DATE TARGET AUDIENCE
EXPECTED:
All grade 3-6, special education, reading, speech teachers
Rebecca Sitton Spelling August 3 new to the District and those new to a grade level
Grades 4-6 8:00-11:00-Gr.4-6
OPTIONAL:
Teachers who have already been frained on their grade level
but would like a “refresher” course are welcomed to attend
{no compensation)
EXPECTED:
All teachers entering their second year of teaching at North
Socratic Seminar — Beginner’s Level August 4-6 Shore
(All Faculty) 9:00-3:00
OPTIONAL:
All teachers in the District who have never participated in the
initial 3-day training
EXPECTED:
All grade K-3, special education, reading, speech teachers
Fundations — Phonics Program August 10 new to the District and those new to a grade level

Grades K-3

8:00-11:00-Gr.K-1
12:00-3:00-Gr.2-3

OPTIONAL:

Teachers who have already been trained on their grade level
but would like a “refresher” course are welcomed to attend
(no compensation)

Using a Balanced Literacy Approach
for Literacy Instruction
Grades K-2

DIBELS Assessment Training
Grades K-2

Using a Balanced Literacy Approach
for Literacy Instruction Grades 3-5

August 11
8:00-11:00-Gr.K-2

August 11
12:00-3:00-Gr.K-2

August 11
9:00-3:00-Gr, 3-5

EXPECTED:
All grade K-5, special education, reading, speech teachers
new to the District and those new to a grade level

OPTIONAL:

Teachers who have already been trained on their grade level
but would like a “refresher” course are welcomed to attend
(no compensation)

Co-Teaching: Training for
Partnerships Between Regular

EXPECTED (for teachers co-teaching in 09-10):

Education and Special Education August 12:14 All elementary school regular education and special
Teachers in the Elementary Schools CALUEALY education teachers who will be working in a co-teaching
(REGULAR AND SPECIAL model for next school year; those unable to attend must
EDUCATION TEACBER PAIRS inform Cindy Jacunski so other arrangements can be made.
MUSTATTEND AS A TEAM)
August 17
8:00-11:00-Gr, 1
12:00-3:00-Gr. 2 | EXPECTED:
Teaching of Mathematics All grade K-5 teachers new to the District and those new to a
Grades K-5 August 19 grade level
8:00-11:00-Gr. 5
12:00-3:00-Gr. K | OPTIONAL:
Teachers who have already been trained on their grade level
August 20 but would like a “refresher” course are welcomed to attend
9:00-3:00-Gr. 3 (no compensation)
August 21
9:00-3:00-Gr. 4
August 17
8:00-11:00-Gr. 2 | EXPECTED:
12:00-3:00-Gr. 1 | Al grade K-5 teachers new to the District and those newto a
Using STC Science Units to Teach grade level
Elementary Science Aupust 18
Grades K-5 8:00-11:00-Gr. 4 | OPTIONAL:
12:00-3:00-Gr.3 | Teachers who have already been trained on their grade level
but would like 2 “refresher” course are welcomed to attend
August 19 (no compensation)
8:00-11:00-Gr. K

12:00-3:00-Gr. 5




COURSES/WORKSHOPS DATE TARGET AUDIENCE
OPTIONAL:
Smart Board Training: July 28
8:30-10:30 Open to all faculty throughout the District. All faculty who
Introduction and Smart Board Tools or have not been trained in the use of Smart Boards are
(LEVELI) August 25 encouraged to attend as Smart Boards will be placed in every
8:30-10:30 instructional space in each of our buildings throughout the
District
July 28 OPTIONAL:
Smart Board Training; 10:45-12:45
or Open to all faculty throughout the District. All faculty who
Use of SMART Notebook and August 25 have not been trained in the use of Smart Boards are
Home Access 10:45-12:45 encouraged to attend as Smart Boards will be placed in every
(LEVEL I} instructional space in each of our buildings throughout the
District
OPTIONAL:
Smart Board Training; July 28
1:00-3:00 Open to all faculty throughout the District. All faculty who
Video and Recording/Lesson Plan or have not been trained in the use of Smart Boards are
Creation August 25 encouraged to attend as Smart Boards will be placed in every
(LEVEL III) 10:45-12:45 instructional space in each of our buildings throughout the
District

Teachers will receive in-service credit (15 hours per credit) for participating in any of these
workshops. Teachers seeking advancement from the MA 60 to MA 75 pay schedule will be allowed
to use these credits toward that advancement. Monetary compensation will be offered to:

% Those teachers who are serving as leave replacements and those who have not yet earned
their Master’s Degree. The rate of compensation is $57.12/Mhr.

% Those teachers who are on the MA to MA+59 pay schedule provided they have not already
reached the maximum of 15 hours of paid in-service credit for the school year. The rate of
compensation is $30/hr.

%+ Those teachers who are on the MA 60 or MA 75 pay schedule. The rate of compensation is
$57.12/hr.




Appendix B

PROCEDURES FOR COURSE/IN-SERVICE NOTIFICATION FOR
CREDIT/PAYMENT

In order to assist the District in monitoring teachers’ professional and
accounting/budgeting for teachers’ advancement on the salary scale, teachers are asked to
comply with the following procedures:

1. Complete the NORTH SHORE CENTRAL SCHOOL DISTRICT COURSE/IN-
SERVICE NOTIFICATION FORM prier to registering for a course. Courses,
workshops, training, etc. can ONLY be taken for credit only (and not for monetary
compensation unless otherwise approved by the Superintendent or Assistant
Superintendent. Please note the following contractual stipulations about taking
courses for salary credit:

“The courses for which in-service credit will be granted must be subject connected
or approved by the Superintendent (or his/her designee), which approval shall not
unreasonably be withheld, and shall be for courses offered by Regional Curricular
Centers (BOCES), the State Education Department, North Shore Schools or an
accredited degree-granting college or university. The teacher shall notify the
District in writing before enrolling in any in-service course other than one offered
by the District. The District shall use the Nassau BOCES protocol for approval of
online courses, which protocol is attached hereto as Appendix 10” (North Shore
Teachers’ Contract — pg. 20-21).

2. Submit the completed form to the Assistant Superintendent for Instruction. If
approval is necessary, the Assistant Superintendent for Instruction will evaluate the
request and indicate his/her approval. If the request is not approved, the teacher will
be notified in writing. If a teacher is unsure of whether or not the course meets the
qualifications for automatic approval as stated in the contract, s/he should submit a
form prior to registering for a course.

3. Upon receipt of the notification form, the Assistant Superintendent will forward it to
the building principal and personnel office for filing. If the course requires approval,
the Assistant Superintendent will send an email and a written note to the teacher
indicating whether the teacher’s request has been approved. Once this email approval
has been secured, the teacher may register and take the course.

4. Upon completion of the course, submit a transcript or certificate of successful -
completion to the Personnel Office. The transcript/certificate of completion will be
placed in the teacher’s file. It is also requested that teachers complete the Course/In-
service Feedback Form and return it to the Assistant Superintendent for Instruction.
The feedback form will be placed in the feedback form binder (which wili be
available as a reference to all teachers in each school’s library).

5. Retain all copies of paperwork for your files.
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Appendix C

Professional Development Committee Needs Assessment Survey

| Professional Development Survey

In order to plan an effective program of professional development for the 2010-2011 school year, the
PDC is seeking faculty input as we explore opportunities for the next school year. Please make sure to
complete this survey so that your input may be considered.

Page 1



Professional Development Committee Needs Assessment Survey

Default Section

* 1, Name
Last Name [ﬁ%@ﬁ_@_‘%ﬁ%“ﬁ*@% R s tg e |
First Name R G e e

* 2. School - please select from the drop down menu

]

The following questions focus on the use of technology in instruction. Please check each area you would be interested
in learning about.

* 3. Tools for Collaboration, Communication and Creation. Please check all
items you are interested in learning about.

D educational bookmarking

D photo sharing
|:| digital photo

D video editing

D surveys

Page 2



Professional Development Committee Needs Assessment Survey

* 4, Instructional Strategies for Teaching and Learning With Technology-
Please check all you are intertested in learning about.

D webquests
D virtual field trips

|:| keypals or e-pals
D online mentors and experts

l:l reusable learning chjects

D repurposing videos

* 5. Developing Interactive Lessons using the SMART Board

O Elementary
(O widdie schoot
O High School

The following questions focus on Literacy and Content

* 6. Do you need support in assisting your students in reading and
understanding text in your content area?

(O ves O O wa

* 7. Do you need support in assisting your students in writing in the content
area?

O ves
@1
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Professional Development Committee Needs Assessment Survey

* 8. Do You Wish To Have Support In Strengthening Your Subject Area
Knowledge?

D Elementary Math

D Secondary Math

[:I Elementary Science

D Secondary Science

D Elementary Social Studies
I:l Secondary Social Studies

I:I Elementary Literacy {Readers’ and Writers’ Workshops)Secondary Literacy

D Art and Music

The following options focus on general teacher development

\ *9. Educational Equity

Are you interested in developing/expanding your repertoire of culturally
responsive pedagogy in order to engage all learners; examining underlying
beliefs and assumptions as they relate to conceptions of intelligence and
expectations of students?

O Yes O No O N/A

* 10. Are you interested in developing collegial relationships and processes
that foster collaborative examination of practice so that you are able to
adapt your practices to meet the needs of all learners?

Critical Friends Groups (CFGs) and collaborative examination of student
work, using data to inform instruction and set instructional goals.

(O ves O wo O wa
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Professional Development Committee Needs Assessment Survey

* 11. Grammar and Writing For Teachers

Review of basic writing and grammar skills for those who would like a
refresher.

O Yes O No O N/A

* 12. Teach All Students In The General Education Classroom

Are you interested in understanding the neuro-developmental fearning
functions of the brain, including executive functioning and exploring the
differences between accommodations and interventions, connecting these
to specific learner profiles, and addressing the question, “why this strategy
for this child at this time?”

(O ves O o O wa

* 13. Creating Classroom Communities of Learners that Take into Account the
Strengths and Needs of All Learners

)  How to assess the needs and strengths of each of your learners and build
upon this information to create an inclusive community of learners.

(O ves O we O wa

* 14. Planning for All Students

Beginning with knowledge of what we want students to know, understand
and be able to do, how do you create goals and performance-based
assessments, plan backwards, and differentiate curriculum, instructional
processes and assessments?

O Yes O No O N/A
* 15. How to Read and Understand an I.E.P or 504 Plan

O ves O ro O wa

Page 5



Professional Development Committee Needs Assessment Survey

* 16. Co-Teaching

Strategies, methods and desired outcomes
() Yes @L O wa

* 17. Developing Deeper Level Thinking Through Questioning

Developing one’s questioning through Socratic Seminar and critical thinking.
O Yes O No O N/A

18. Do you have suggestions in addition to the above listed courses ?

T

S e T
e e e e e ket
e ;‘3‘%& e

19. Would you be interested in teaching any of the above courses? If so,
hich ones?

e Y iy

TR

Page 6



Professional Development Committee Needs Assessment Survey
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pendix D '
Professional Activity Summation Report >U mHH _.N

North Shore Schools

Continuing Professional Development - Activity Summation

Directions: According to New York State Education Law, teachers must complete 175 hours of professional development every five years. This maintains the validity of the
Professional certificate and allows professionals to continue to teach. The professional development period spans the course of each school year which begins on July 1 and ends
on June 30. This information is being requested so that District records can adequately reflect your professional activity during each school year,

In completing the chart below, consider the following categories of activities as fulfilling the Continuing Professional Development requirement for building teacher capacity:
building, department, grade-level, and team meetings; building or district committees; graduate course work and in-service credit {including district training); collegial circles;
conferences and workshops; professional writing (including curriculum work); Reflective Practice collaboration; mentoring; new teacher orientation; visitations (e.g. classroom,
interschool, Tri-States); active membership in professional organizations; presentations {e.g. conferences, building)

Name: | school: | Year:
Activity Provider/Sponsor Date(s) Personal/District Goal Addressed Clock Hour
(Purpose for Engaging in Activity) Equivalent

{Estimated)
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North Shore Central School District
New Teacher Mentoring Program

Among a district’s greatest resources are its teachers. For that reason, the North Shore
School District takes seriously the support of its teachers throughout their employment.

It is through their work that student academic, social and emotional achievement is
impacted. Therefore, providing teachers with opportunities for professional development
that support their success and growth is an important goal of the North Shore Schools.

It is most important for teachers who are new to the district to be supported in a special
way. There are a variety of people who are responsible for providing this support
including the building principal and assistant principal, Curriculum Associate/Director (if
applicable) and the other members of the faculty as colleagues. In addition to these
people a formal one-to-one mentor is also assigned to each new faculty member through
the North Shore Schools’ Mentoring Program. This program is designed to assist
teachers who are new to the profession in their transition from academic preparation to
their first professional appointment. For those who have had experience in teaching, the
mentoring program serves to help them not only develop as professionals, but to learn the
specific programs, curricula, community and protocols within the district. Critical to the
success of any mentoring program are those who serve in the capacity of mentor or coach
to the new teacher. Following is a descnptlon of the New Teacher Mentonng Program
and the aspects related to being a mentor in that program:

Selection of Mentors

Mentors are selected based on their pedagogical skills, content knowledge, teaching
experience, interpersonal skills and willingness to serve as a mentor. The mentor should
also be a person who has demonstrated leadership qualities, organizational skills,
experience with informal mentoring and a positive attitude toward professional growth.
Skills or attitudes such as self-confidence, self-actualization, enthusiasm for teaching and
the ability to see many different ways to accomplish a purpose or goal are desirable in
mentor candidates.

Toward the conclusion of each school year, a general letter to district faculty will be sent
by the Assistant Superintendent for Inistruction outlining the anticipated need for mentors
for the following school year and sollcmng names of those faculty members interested in
being a mentor. Teachers with at least five years of teaching experience (with a
minimum of two of those years in the district) may submit their names for consideration
to their building principal. The principal, Curriculum Associate/Director (in the case of
secondary teachers) and three teachers (at least one of them being a union building
representative) will review the list, select, and match the appropriate number of mentors
(if possible) with new teachers in that building. In the event that there are an insufficient
number of teachers who volunteer to be mentors, or new teaching positions are filled
during the summer, the principal will contact the members of the Building Committee to
solicit names of additional mentor candidates and/or request approval for suggested
names. Every effort will be made to select a mentor who is in the same building, same
grade level and/or same subject area. The principals will inform all mentor candidates
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whether or not they have been chosen. This list of mentors will be sent to the Assistant
Superintendent for Instruction,

Role of the Mentor

The mentor’s role is one of guidance and support. The mentor can fulfill a variety of
roles for the teacher: guide, champion, confidant, subject expert, “critical friend,” and
reflective partner. At conferences with the administration, the mentor may accompany
the teacher at his/her request. The role of the mentor in these situations is to take notes
during the conference, ask clarifying questions or help the teacher understand the
information begin shared by rephrasing or paraphrasing the message given by the
administration. As such, confidentiality between the new teacher and his/her mentor is
critical as it helps to create a truly collegial relationship, inviting honesty, risk-taking and
self-reflection by the teacher regarding the practice of teaching.

Preparation of Mentors

Even excellent, highly-skilled teachers need preparation as they assume the role of a
mentor to a colleague. The district will provide this preparation for its mentors prior to
the beginning of the school year in which the teacher assumes this role. If the teacher
serves in the role of mentor for multiple, consecutive years, the teacher will be required
to undergo district training every third year of service or attend an approved out-of-
district workshop for the same purpose. Mentor training will be the equivalent of one full
day. If that training takes place outside the contractual working day, the mentor will be
compensated with in-service credit. Teachers, who are “maxed-out” on credit, will
receive monetary compensation at the curriculum rate established for that year. For those
teachers who are certified after February 2004, participation in the Mentor Training
Program can be used toward fulfilling the continuing professional development
requirements for the maintenance of professional certification.

Types of Mentoring Activities

The types of mentoring activities in which a teacher and mentor engage should be
flexible and based on the needs of the teacher. However, after initial conversation
between the mentor and new teacher, a “Mentoring Plan-of-Action” form must be
completed by the mentor and new teacher and submitted to the building administrator by
the end of September. As the mentoring relationship emerges, develops and matures it is
understood that this plan may need to be adjusted in response to the teacher’s perceived
needs, abilities and requests. Only substantial changes need to be documented on the
plan and resubmitted to the building administrator. Types of mentoring activities may
include but are not limited to:

Joint Lesson Planning
Coaching

Modeling Instruction
Team Teaching
Observations
Reflection Activities
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Analysis of Student Work
Orientation to the Local Community/School Culture

Time Allocation

Time is a critical factor and essential ingredient in a successful mentoring program. Not
only is it important that time be devoted to the training of mentors, but time must also be
provided for the new teacher and mentor to work together.

During the summer prior to the beginning of the school year, one day of compensated
time (in-service credit or money — at curriculum rate — for those who are “maxed out” on
credit) will be provided for both the new teacher and mentor to meet, get to know one
another and begin to establish a mentoring plan for the ensuing year. If mentor training
occurs during the summer, this meeting should take place after the training is completed.
Throughout the school year, the teacher and his/her mentor should be provided common
planning time for the purposes of meeting to discuss the teacher’s development, questions
and transition into the school community and district. If common planning time is not
possible, the mentor/teacher team should be provided with periodic release time during
the school day as needed. The mentor will inform the building principal when this is
necessary so arrangements could be made for substitutes. If feasible, the teacher and
mentor could also be released from required building duties and use that time before or
after school to meet.

Mentoring Requirements/Compensation

There are several requirements expected of the mentor in fulfilling his/her duties. Some
of these requirements are those set forth by State regulations and others are established by
the school district. The requirements for the State are for the purposes of documenting
the fulfillment of regulations for the mentoring of new teachers and teachers new to a
school district. The requirements set forth by the district are for the purposes of ensuring
a quality mentoring program.

The mentor and new teacher, through completing the “Record for Mentoring
Requirements” form at the conclusion of the mentoring experience, will fulfill the
requirements set forth by the State. Attached to this form must be a log of mentoring
activities and the number of clock hours devoted to each activity throughout the year. It
is recommended that mentors and teachers meet at least weekly; however, such a
determination needs to be made based on the needs of each new teacher. These materials
must be submitted to the Assistant Superintendent for Instruction who will keep them in
the new teacher’s file in the Personnel Office.

The requirements set forth by the District are as follows:

e Participation in the Mentor Training Program as described in that section of this
document

e Availability during the summer (one fuit day/full day equivalent) to meet wﬂh the
new teacher

4 Revised 7/08



¢ Completion of the “Mentoring Plan-of-Action” and “Record for Mentoring
Requirements” (along with the log of mentoring activities/hours) forms

The district will compensate the mentor in one of the following ways according to the
desire of the mentor:

e Three in-service credits OR
o $1,035 stipend

At the conclusion of the school year, mentors should submit either a timesheet (for
monetary compensation) or an in-service credit form (for ins-service credit) along with
all completed forms referenced above to the Assistant Superintendent for Instruction.
Payment/Credit will not be processed without full completion of these forms.

Program Coordination/Resolution of Conflicts

Success of the New Teacher Mentoring Program is best achieved through the oversight of
a particular individual who will serve as a coordinator. This person’s responsibilities will
be as follows:

e Provide training to the mentors
Act as a liaison between teacher/mentor pairs and the administration

e Serve as a resource to the teacher/mentor pairs — using local colleges, universities
and teachers’ centers

* Provide on-going staff development/courses/collegial circles for new teachers (see
“New Teacher On-going Instructional Program” attached)
Serve as a confidant to mentors and new teachers
Intervene in situations between mentors and their mentees (if necessary)
Develop and administer a formal evaluation of the New Teacher Mentoring
Program and its success

¢ Recommend changes in the program to the Professional Development Committee
and Superintendent based on the data from the annual formal evaluation

* Initiate, approve and collect all paperwork required from the mentor

¢ Ensure all current and evolving State and district regulations are met

The critical concept to remember is that the needs of the new teacher are of primary
importance and every effort should be made to connect the new teachers with someone
who is able to fulfill that person’s needs. The realization that mentor matches are being
made without truly knowing the new teacher makes this a challenge which may need to
be re-visited periodically by those assigning mentors. One way to try to guarantee a
successful coupling from the initial assigning of mentors is to ask the new teachers to
identify characteristics of the type of person with whom they would like to be paired.
Every effort will be made to satisfy that request.

5 Revised 7/08



In situations where there is a mismatch between mentor and new teacher, either party
should inform the program coordinator who will serve as a facilitator in working through
the difficulties in the mentoring relationship. If such matters cannot be effectively
addressed, the program coordinator should work with the teacher union building
representative to find a new mentor for that teacher who ultimately needs to be approved
by the principal. If someone cannot be identified to meet that teacher’s needs in this
capacity, the program coordinator can act as the teacher’s mentor or find someone outside
the district who could serve in that role.

It is important to note that these mismatches do not occur often, and when they do, they
do not reflect negatively on either the mentor or the teacher. There are simply some
pairings that do not work between people regardless of everyone’s best efforts to make
them successful.
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Mentoring Plan-of-Action

»
Name of Teacher:

Name of Mentor;

Expected Goals of Mentoring:

Detail of Plans/Activities That Will be
Pursued in Meeting Mentoring Goals:

Signature of Teacher: Date:

Signature of Mentor: Date:



Record for Mentoring Requirements

Name of Teacher:

Certificate Number of Teacher:

Name of Mentor:

Certificate Number of Mentor:

A log of mentoring activities and the clock hours required for those activities is attached
to this document.

Signature of Teacher: Date:

Signature of Mentor: Date:



ANNUAL PROFESSIONAL PERFORMANCE REVIEW PLAN
Supervision and Evaluation

There is a comprehensive performance review plan for all professional
personnel in the North Shore Central School District: Superintendent,
District Administrators, Educators, and Teacher Assistants. The forms
used to report on the performance evaluation of all professional
personnel are attached to this document as appendices. References to
those appendices are noted as necessary throughout this document.

Below are specific practices in which the District engages related to the
performance review of its professional staff:

Superintendent

The goals and objectives for the Superintendent, as well as a description
of his/her duties are delineated in the Board of Fducation Policy manual
(Appendix A). The Board of Education meets annually to evaluate the
performance of the Superintendent of Schools based on these goals,
objectives, and performance of his/her duties. After consultation with
each other, the Board vice-president compiles a written report (Appendix
B) that is given to the Superintendent. The Superintendent then meets
with the Board of Education to review his evaluation and discuss the
feedback provided in it.

District Administrators

The goals and objectives for District administrators, as well as a
description of their job duties are delineated in the Board of Education
Policy manual (Appendix A). District Administrators are evaluated in
regards to these goals and objectives as well as in regards to the
performance of their duties each year by those who supervise them;
specifically, the Superintendent evaluates the Assistant Superintendents,
District Principals, Director of Special Education, and Director of
Athletics; the Assistant Superintendent for Instruction evaluates the
District Directors of English and Literacy, Fine and Performing Arts,
Guidance, LOTE and ESL, Mathematics, Physical
Education/Health/Recreation, Science, Social Studies, and Technology; the
District Principals evaluate their respective Assistant Principals; the
Director of Special Education evaluates the Assistant Directors of Special
Education.

The Superintendent and Assistant Superintendent for Instruction meet
monthly with all District Principals and Directors for the purpose of



supervision. In January, an informal mid-year evaluation conversation is
held with each of these administrators. In June, a formal end-year
conference is held to review the administrators’ performance. That
meeting is followed with a formal, written yearly evaluation report
(Appendix C).

Similarly, Assistant Principals and Directors are supervised and evaluated
by the administrator who oversees their performance.

Teachers, Professional Support Staff, and Teacher Assistants

The success of students’ performance is dramatically affected by the
expert instruction of the professional staff who guide their learning.
Therefore one of the district’s biggest investments is in supporting its
professional staff with quality professional growth through its
supervision and evaluation process.

Probationary Professional Staff:

All probationary teachers, professional support staff, and teacher
assistants (hereto referred as professional staff members) are informally
observed in their first year of employment for three consecutive days in
September. These observations are followed with a list of strengths and
areas of improvement from which focused supervision plans are
developed as a means of fostering continuous growth and improvement.
These plans are flexible as the supervisors become more familiar with the
new staff.

A minimum of three formal observations (i.e. observations that are
preceded by a pre-observation conference, followed by a post-observation
conference, and documented in a written report (Appendices D & E)
which is signed by the professional staff member and the person
conducting the observation) are completed throughout the course of the
school year according to the following deadline: the first by October 15,
the second by December 15, the third by April 15. The criteria for
professional performance are delineated in benchmark descriptors
(Appendices F & G).

A mid-year planning conference is also conducted for each probationary
professional staff member. At this conference, all the supervisors of the
professional staff member along with the Superintendent and Assistant
Superintendent for Instruction meet to discuss the professional staff
members’ performance. Areas of strength and improvement are noted as
well as recommendations for addressing future growth. Following these
planning conferences, building and department administrators meet with



individual probationary professional staff members to discuss their
performance. This meeting is followed with a written mid-year

evaluation report (Appendices H & I) signed by the professional staff
members and all of their supervisors. All meetings are conducted by
March 15. A written end-year report is also provided to professional staff
members by July 15 accompanied by a conference at the professional
staff members’ request.

Toward the conclusion of the probationary period of professional staff,
the District administrators who directly supervise the staff members
being recommended for tenure author a Tenure Recommendation Report
(see Appendix ]) that is provided for the Superintendent and the Board of
Education. An individualized letter recommending tenure is also
provided along with this formal report.

In addition to the formal supervision and evaluation of all probationary
professional staff members, those new to the district are provided a
“mentor” who serves as a resource and guide to the new professional
staff member. The mentor’s role will vary, depending on the needs of the
new staff member; however, the mentor will be a supporter, sounding
board, source of information, model and coach. The mentor is familiar
with the resources and support available at North Shore, so that more
specialized help can be made available if it is needed.

The mentor does not represent any supervisor, nor will he or she
participate in the processes of formal observation or evaluation.
Furthermore, the relationship between the mentor and new professional
staff member is confidential. Professional staff members may choose to
invite their mentors to attend pre and post-observation meetings, as well
as the mid-year conference. The mentor’s role in such conferences is to
listen and clarify in order to help provide the new professional staff
member with a better understanding of the content and message of the
discussion.

It is suggested that mentors meet with their partners at least once each
week. If the professional staff member or mentor ask for help or provide
assistance that will take either of them from their required duties,
coverage will be provided. Through weekly meetings and peer coaching,
the mentor will assist the new professional staff member in “learning the
ropes” and anticipating the week ahead. Peer coaching will provide the
mentor and new professional staff member with the opportunity to visit
each other while performing their roles and provide feedback and
suggestions related to practice.



Mentoring partmerships may continue past the first year of employment
at either the request of the professional staff members or those who
supervise them.

Tenured Professional Staff-

As the district strives to foster critical and creative thinking in its
students, so too does it strive to provide tenured teachers, professional
support staff, and teacher assistants (hereto referred as professional
staff members) opportunities to involve themselves in a supervisory
model that encourages and enables them to engage in professional
development that espouses similar values. The program for the
continued professional growth of tenured professional staff members
consists of a three-year cycle:

Year One - Contractual Observation/Evaluation

Year Two - Reflective Practice for Continued Professional
Growth: Phase I
(or Contractual Observation/Evaluation)

Year Three - Reflective Practice for Continued Professional
Growth: Phase II
(or Contractual Observation/Evaluation)

During the years professional staff members are not on the Contractual
Observation/Evaluation cycle, they declare which cycle of evaluation they
wish to participate in for that school year as early as possible, but before
the end of June in the previous year.

Following are descriptions of the three types of programs in the
evaluation cycle stated above:

Contractual Observation/Evaluation

Once every three years professional staff members are reviewed
according to the provisions contained within the teachers’ contract. This
review consists of a minimum of one formal observation (completed prior
to May 30) followed by a written report (Appendices D & E) and a formal,
written end-of-year evaluation (completed prior to July 15) (Appendices K
& I). The professional staff member and his/her supervisor are expected
to view performance in relation to identified benchmarks (Appendices F &
G) and specific goals that the professional staff member and supervisor
may have identified together. The role of the supervisor is to support the
professional staff member in his/her development by providing feedback



on his/her performance and helping the person attain the goals
identified.

Provided that the benchmark for performance is achieved during the year
of Contractual Observation/Evaluation, the professional staff member
will have the option to select Reflective Practice for Continued
Professional Growth or continue on with the Contractual
Observation/Evaluation during the second and third years of the three-
year cycle.

Reflective Practice for Continued Professional Growth: Phase I

During Reflective Practice for Continued Professional Growth: Phase I, the
professional staff member’s direct supervisor (i.e. the Director or
Principal) functions in the role of “coach.” The coach supports
professional staff members in their discovery and reflection process by
encouraging activities designed to meet their identified goals of the
reflective practice as they specifically relate to their practice. Professional
staff members taking part in this cycle of evaluation must complete a
“Reflective Practice for Professional Growth Project Proposal” (Appendix
L) by June 15 of the year prior to beginning the Reflective Practice.
During the year in which the professional staff member engages in the
Reflective Practice, a “Reflective Practice for Professional Growth Mid-
Year Summary of Progress Report” (Appendix M) and a “Reflective
Practice for Professional Growth Project Summary Report” (Appendix N)
need to be completed by January 29 and June 15 respectively. A formal
observation and end of year evaluation are not required for those
individuals who participate in this cycle of professional growth.
However, should serious issues emerge, the supervisor may initiate a
series of formal observations. Should this be the case, the professional
staff member will have the option of concurrently continuing with
his/her plan for professional growth or forgoing the professional growth
plan and moving to a Contractual Observation/Evaluation cycle for the
remainder of the year.

Reflective Practice for Continued Professional Growth: Phase 11

During the second year of Reflective Practice for Continued Professional
Growth: Phase II, professional staff members select a colleague,
administrator or outside mentor to function in the role of “coach.” The
coach supports professional staff members in their participation in a
variety of activities designed to support the professional staff member’s
identified goals, discovery and reflection, which must be related to the
field of practice but may be more globally focused than in year one.
Professional staff members taking part in this cycle of evaluation must



complete a “Reflective Practice for Professional Growth Project Proposal”
(Appendix L) by June 15 of the year prior to beginning the Reflective
Practice. During the year in which the professional staff member engages
in the Reflective Practice, a “Reflective Practice for Professional Growth
Mid-Year Summary of Progress Report” (Appendix M) and a “Reflective
Practice for Professional Growth Project Summary Report” (Appendix N)
need to be completed by January 29 and June 15 respectively. A formal
observation and end of year evaluation are not required for those
individuals who participate in this cycle of professional growth.

However, should serious issues emerge, the supervisor may initiate a
series of formal observations. Should this be the case, the professional
staff member will have the option of concurrently continuing with
his/her plan for professional growth or forgoing the professional growth
plan and shifting to contractual observation/evaluation for the remainder
of the year.

All Professional Staff:

In addition to the supervision and evaluation practices, processes, and
procedures detailed above, all professional staff is informally observed
throughout the school year, regardless of their years in the profession.
District administrators are asked to keep a log of informal observations
(Appendix O) completed each month and to submit them to the
Superintendent. These informal observations provide administrators
with a fuller perspective of strengths and focus areas of the teaching
professionals’ performance. They also provide administrators with data
upon which to base the need for support, coaching, and supervision or
resource personnel to whom struggling teachers may be referred for
collegial assistance.

Acquainting Professional Staff with Expectations and Review Process

North Shore Central School District holds the highest standards and
expectations for its professional staff. The performance responsibilities
and expectations are delineated for all administrators in the Board of
Education Policy Manual (Appendix A).

The professional teaching staff is acquainted with District standards,
expectations for performance and the supervision and evaluation process
at the New Teacher Orientation when they are first hired.

New Teacher Orientation

A New Teacher Orientation program begins with a two-day workshop
scheduled the week prior to the opening of school. This formal



workshop provides the opportunity for new employees to meet and
network with each other and members of the school district. Elements of
the two-day workshop have included topics such as:

» Team Building Activities

» An Introduction and Overview of the Mentor Program

« Review of Supervision/Evaluation Practices, Processes, and
Performance Standards and Criteria

Training in the Use of Technology for Communication
Sessions with Administrators

Meeting with Members of the Board of Education

An Employee Benefits Workshop

A Unit Association Workshop

A Bus Tour of the District

The orientation of new professional staff members continues with a
series of periodic, meetings during which topics of interest as identified
by the professional staff members are addressed. Generally, three or
four meetings are held throughout the fall term. These and other
formalized programs supplement the informal professional development
that takes place throughout the year whenever professional staff
members meet to discuss and reflect on their professional practice.

In addition to the New Teacher Orientation at which each professional
learns about District expectations regarding performance, all new
professional staff members are assigned a mentor in their first year of
employment. It is most important for those who are new to the district
to be supported in a special way. There are a variety of people who are
responsible for providing this support including administrators and the
other members of the faculty. In addition to these people a formal one-
to-one mentor is also assigned to each new professional staff member
through the North Shore Schools’ Mentoring Program. This program is
designed to assist professionals who are new to the profession in their
transition from academic preparation to their first professional
appointment. For those who have had past experience in their
professional roles, the mentoring program serves to help them not only
develop as professionals, but to learn the specific expectations,
standards, programs, curricula, community and protocols within the
district.

Opportunity for Written Commentary by Those Evaluated

The mutual respect between all professionals in the North Shore School
District is of the highest degree. Affording all professional staff an
opportunity to provide a written commentary in regards to their
supervision and evaluation reports is a right agreed upon in the contract



(Article II, Section A, 5.) between the professional staff and the Board of
Education. A signature on any evaluation report indicates
acknowledgement that the recipient has read the report. Should, for any
reason, a professional staff member like to append a written commentary
to that report, the professional staff member is encouraged to do so.

Improvement Plan for Unsatisfactory Performance

The goal of all supervisors is to provide those identified as exhibiting
unsatisfactory performance with the professional development,
supervision, and coaching to help the assistance they need to improve
their performance.

There is a section in the administrators and teachers, professional
support staff, and teacher assistants contracts that outlines the process
used identify and support a teacher in need of improvement (Article II,
Section C). This section of the contract has been retyped and can be
found in Appendix P.

Plan for the Supervision of Teachers
with Transitional/Initial Certification

The evaluation of teachers with transitional/initial certification will be
based on portfolio review which may include but not limited to:

o A video of teaching performance

o A sample lesson plan

o A sample of student work

o Student assessment instruments

o Teacher reflection on classroom performance

Training of Administrators in the Area of Supervision and Evaluation

Though formal training of District administrators in the area of
supervision and evaluation does not extend beyond the years during
which administrators are in the pursuit of their license through a degree
program, the District does provide informal training, support, and
feedback to administrators in this area of administrative duty.

Administrators are encouraged to co-observe professional staff and
provide feedback to each other in each of the phases of clinical
supervision (i.e. the pre-observation conference, observation, and post-
observation conference). Administrators also gather approximately every
6 weeks to provide feedback to one another on written evaluation
reports. These opportunities are guided by the use of a review protocol
(Appendix Q) which enables both the author of the reports and those



providing feedback a comprehensive feedback loop regarding an area of
question posed by the author of the observation/evaluation report.
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Appendix A ..

GOALS AND OBJECTIVES FOR ADMINISTRATION

The Board of Education recognizes that proper administration is vital to a
successful educational program. The Board expects the educational administration
to direct, coordinate and supervise students and staff in their efforts to reach the
goals and objectives adopted by the Board.

Within the guidelines of board policy, negotiated agreements and state
law, the Board expects the educational administration to:

. Provide up-to-date information and sound professional advice to the
Board, as an aid to rational decision-making.
. Plan, organize, implement and evaluate the educational programs

established by Board policy, in order to provide optimum educational
opportunities to the students of the district.

. Provide these optimum educational opportunities at the lowest possible
cost.
. Use efficient administrative and management procedures, in accordance

with law and regulation, and developed after consultation with and among
the Board, administrators and other appropriate staff members.

. Coordinate the resources of the community with those of the district.

Ref: Education Law §§ 1604, 1711, 2507, 2508

Adoption date: June 15, 2006



3120
DUTIES OF THE SUPERINTENDENT

The Superintendent of Schools, as chief executive officer of the Board of

Education, will have the following specific powers and duties:

Relationship with the Board

1.

to serve as the executive officer for the Board and be charged with the
responsibility for implementing the policies of the Board. He/She shall
work with the Board President and/or Vice President in planning the
agenda for each meeting, shall attend all meetings and participate in all
regular and special meetings of the Board and executive meetings of the
Board at the Board’s request;

to develop a harmonious and close working relationship with the Board.
He/She shall treat all Board members impartially and alike, refraining
from criticism of individual or group members of the Board. He/She shall
go to the Board when serious differences of opinion arise in an earnest
effort to resolve such differences immediately;

to serve as a resource person and advisor to the Board. He/She shall keep
the Board informed on issues, needs, and operation of the school system.
He/She shall offer advice to the Board, based on thorough study and
analysis, on items requiring Board action;

to provide a continuous appraisal of all school policies originating with the
Board. He/She shall advise the Board on the need for new and/or revised
policies and suggest draft policies to satisfy those needs;

Educational Direction and Leadership

5.

to develop administrative principles and procedures for implementing
Board policy. He/She shall ensure the enforcement of all provisions of
law, rules and regulations, and Board policy relating to the management of
the schools and other educational, social and recreational activities.
He/She shall interpret for the staff all Board policies and applicable laws,
rules and regulations;

to understand and keep informed on all aspects of the instructional
program at all levels. He/She shall have responsibility for the supervision
of instruction and shall bring to the school, in a leadership capacity, the
best in educational thought and practice. He/She shall, on a continuing
basis, review and update the educational program of the school, and keep
the Board informed of all changes in curriculum;

to recommend to the Board for its adoption all courses of study,
curriculum guides and textbooks to be used in the schools;

to encourage a positive approach to student behavior and discipline;



3120

Persconnel

9.

10.

11.

12.

13.

14.

to develop and implement sound personnel practices, consistent with law,
Board policy and collective bargaining agreements, including recruitment,
hiring, assignment, supervision, evaluation, promotion, and discipline of
all personnel. He/She shall develop procedures for the selection of staff
members. He/She shall establish standards for teacher selection, and shall
provide a framework for continuing in-service training of all professional
staff members;

to recruit qualified professional, civil service, and non-certified personnel.
He/She may authorize the payment of part or all of the expenses of
candidates for teaching positions if the candidates are asked to come to the
district for visits or interviews;

to nominate employees for appointment, promotion, transfer or dismissal
in accordance with the policies of the Board and the procedures outlined
by the law. He/She shall make recommendations to the Board regarding
salary and tenure of all employees. He/She may temporarily suspend any
employee for cause and shall promptly report such suspension to the
members of the Board. Unless otherwise determined by the Board, he/she
is authorized to reemploy all employees upon the adoption by the Board of
the budget for the following year;

to supervise and evaluate all staff members. He/She shall work for good
morale and be impartial, firm and fair in dealing with staff;

to encourage in-service education and the professional growth of staff
through conferences, workshops, group discussions, committee/individual
studies and use of consultants;

to advise the Board, in conjunction with the Board-designated
negotiator(s), in all collective bargaining matters;

Financial Management

15.

16.

to prepare and present to the Board a preliminary annual budget in
accordance with a schedule established with the Board. He/She is
responsible for ensuring that the budget, as adopted by the Board and
approved at the annual meeting, is properly administered. He/She shall
ensure that regular reports are made to the Board on the status of the
budget;

to establish efficient procedures to maximize income, safeguard investments
and provide effective controls for all expenditures of school funds in
accordance with the adopted budget. He/She shall ensure that all necessary
bookkeeping and accounting records are maintained by the district;

Facilities Management

17.

to supervise operations, maintenance, alterations and repair to buildings
and grounds, insisting on competent and efficient performance;



18.

3120

to evaluate plant needs and recommend to the Board improvements,
alterations and changes in the buildings and equipment of the district;

Community Relations

19.

20.

to supervise the public relations activities of the district. He/She shall
keep the public informed about the policies, practices, and problems in the
district’s schools, and provide leadership in changing attitudes and
practices for the future. He/She shall develop friendly and cooperative
relationships with the news media;

to establish and maintain an effective working relationship with all
segments of the community: parent-teacher organizations, local and state
government, other school systems, institutions, agencies, civic
organizations, and the general public. He/She shall solicit and give
attention to problems and opinions of all groups and individuals;

Personal Qualities and Growth

21.

22.

23.

24.

25.

to demonstrate outstanding qualities of leadership with ability to delegate
authority and responsibility effectively and to hold subordinates
accountable;

to exhibit good judgement, common sense and perception;

to exhibit the ability to face controversy, remain true to convictions and to
live with a high-pressure job;

to speak well before large and small groups, expressing ideas in a logical
and forthright manner;

to maintain professional development by reading and course work,
attending conferences, working on professional committees, visiting other
districts, and meeting with other Superintendents;

Management Functions

26.

to coordinate and manage the district so that the school organization
operates smoothly and efficiently. He/She must be able to coordinate the
processes essential to achieving a smooth operation in all areas of the
school district organization:

. Planning: determining needs, objectives and goals;

. Organization: assigning roles, responsibilities and establishing
lines of communication;

. Control: ensuring that progress is being made toward priorities,
disciplining, making necessary staff reallocations and changes and
evaluations;

. Decision-making: data-collecting, analyzing data and choosing
appropriately from a variety of decision-making techniques;

. Problem-solving: sensitivity to problems, formulating problem

statements, and using a variety of problem solving techniques;



. Communication: giving and receiving information effectively both
orally and in writing, facilitating the exchange of information,
views and opinions; and

27.  to perform such other duties as the majority of the Board may determine.
Cross-ref: 0320, Evaluation of the Superintendent

Ref:  Education Law §§1604(8); 1711; 1804

Adoption date: June 15, 2006

Reviewed: November 19, 2009
Revised: December 3, 2009
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ADMINISTRATIVE TEAM

Policy Setting and Administrative Structure

The Board of Education is responsible for

the fiscal well-being, philosophy and objectives of the North Shore Central
School District and for setting policy to achieve its aims. It selects a
Superintendent to implement its policies and manage all administrative functions.

The Board policies should be broadly expressed and amendable, fit the

district’s mission and long-range plans, and adhere to local, state and federal law
and regulations.

Members of the Board act only as a group and only in the areas

policymaking, planning and appraisal. The Board will seek and act upon the
Superintendent’s recommendations.

The Board and Superintendent will:

Assure opportunities for high quality education for all students

Act only in the best interest of students

Obey all national, state and local laws and regulations,

Represent the entire community without fear or favor

Uphold due process, honor individual dignity and protect civil and human
rights.

Respect and regard each other's responsibilities and duties

Enhance effectiveness through research and continuing professional
development.

Consider all issues fairly and without bias

Instill respect for community, state and nation

Honor all contracts

Be honest, direct and maintain confidentiality

Board members will;

Attend all meetings, insofar as possible.

Be informed of issues under consideration

Enact policy only after full discussion at open public meetings.

Base decisions on available facts and independent judgment; not on the
influence of individuals or special interest groups.

Maintain contact with the Superintendent

Act through the Superintendent in professional relationships with school
personnel.

Take no private action that compromises the Board or administration.
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The Superintendent will:

Attend Board meetings and participate in deliberations.

Provide the Board information necessary to meet its responsibilities.
Be chief advisor, guiding the Board in the full range of its activities.
Handle all communications between the Board, faculty and staff.

Superintendent of Schools
The Superintendent determines the methods for implementing Board

policies; creates operational regulations; oversees the business operation;
develops and evaluates student programs and services; organizes the staff:
provides administrative and professional leadership for faculty and staff;
orchestrates external relations; selects administrators, faculty and staff and
recommends them to the Board for appointment, and designates appropriate
officials to make necessary administrative decisions.

Employees and students must follow Board policy. If a situation is not
covered by an existing policy or regulation, the Superintendent or designee will
decide how to proceed, and will report to as appropriate.

The Board makes available enough qualified officials to administer the
schools effectively and requires the Superintendent to secure clear understandings
of each official's functions and of the relationship between and among them; to
establish clear lines of communication, both vertically and horizontally; and to
establish the necessary councils, cabinets, and committees to provide for efficient
operation of the schools. Each group shall be given particular responsibilities,
and channels shall be established so that the recommendations or decisions of
each group can be heard and reviewed by the chief administrative officer
concerned and, where appropriate, by the Board.

Members of the staff, when assigned a responsibility or a position, shall be
given the authority to make decisions necessary to perform the tasks. The Board,
however, shall at all times reserve appropriate authority to itself.

Assistant Superintendent for Instruction
The educational leadership of the district is the responsibility of the

Superintendent and an Assistant Superintendent for Instruction.

The Assistant Superintendent for Instruction concentrates attention on the
instructional process and teaching quality, thereby permitting the Superintendent
to work on program planning and development and on forging a community
vision of educational excellence.

The Assistant Superintendent for Instruction is responsible for
professional staff recruitment, screening, and recommendation for hiring. He or
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she is also responsible for evaluation and for developing ways to address
problems of ineffective performance.

The Assistant Superintendent for Instruction also is responsible for the
professional development of the faculty -- not only training in the usual sense --
coursework, workshops, and so on, but also continued challenges and
opportunities for staff's continuing growth as adults. This may mean looking at
structural changes -- ways teachers can assume different roles in the system as
mentors to younger staff, advisors of students, quasi administrators, committee
chairpersons, or the like. It may mean helping identify opportunities outside the
district and, in the extreme, providing outplacement for people who no longer are
compatible in teaching.

In addition, the Assistant Superintendent for Instruction is responsible for
cutriculum and instructional coordination among schools (grades 5 and 6, grades
8 and 9, or among elementary schools), and for supporting the Superintendent in
carrying out district, school and department goal setting, program/curriculum
planning and implementation, and evaluation.

In all matters relating to instruction as to which his or her duties are not
specifically prescribed or limited, and particularly in emergencies, he or she may
exercise discretion subject to later approval of the Superintendent of Schools.

Assistant Superintendent for Business
Under the supervision of the Superintendent of Schools, the Assistant

Superintendent for Business has general responsibility for planning, organizing,
coordinating and directing all financial and business operations.

The Assistant Superintendent for Business is the financial and business
assistant to the Superintendent of Schools, administratively responsible for
direction, review and coordination of construction, building and grounds,
transportation, purchasing, insurance, food services, budgeting and accounting for
the school system. He or she recommends administrative policies, develops
programs and work objectives for each major operating function and resolves
problems as appropriate. He or she organizes, advises on and oversees the review
of budget estimates and the preparation of the district budget plan. He or she
provides the Superintendent of Schools with timely, accurate and informative
reviews of the district's financial position.

The Assistant Superintendent for Business also assists the Superintendent
in the analyzing and conducting negotiations, maintaining of all personnel records
and planning and administering employee benefit programs. The Assistant
Superintendent for Business recruits and recommends the hiring of all civil
service personnel.

In all matters relating to the business management of the schools as to
which his or her duties are not specifically prescribed or limited, and particularly
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in emergencies, he or she may exercise his or her discretion subject to later
approval of the Superintendent of Schools.

Elementary and Secondary Principals

Under the supervision of the Superintendent of Schools, the Principal is
the chief supervisory educational and administrative officer of the building. He or
she is responsible for the leadership, supervision and direction of the pupils,
programs, and personnel of the school and for the management and operation of
the buildings, grounds and equipment.

The Principal is responsible to and serves under the direction of the
Superintendent of Schools. The Principal is the executive officer of the school
with all of the powers and duties pertaining to this office which, by Board policy
and administrative regulations, he or she is authorized to perform, with general
authority to act at his or her discretion, subject to later approval of the
Superintendent of Schools, upon all emergency matters and those as to which his
or her powers and duties are not particularly set forth or limited.

Assistant Principals
The Assistant Principal performs such duties as the Superintendent and/or

Principal assigns. He or she performs the duties of the Principal in his or her
absence. The Assistant Principal works under the direct supervision of the
Principal, developing and supervising programs, practices, procedures and
personnel as determined by the Principal or the Superintendent.

Academic Directors

Directors are the Principals' representatives for work with teachers on
matters of curriculum and teaching. They are responsible to the Assistant
Superintendent for Instruction for articulation of program grades K-12.

Under each Principal's direction, they have prime responsibility for
performance evaluation, program development and articulation in the middle and
senior high schools in the area of their specialty. In addition, they have a
consultative relationship with the elementary school Principals, working primarily
with teachers in their own area of subject specialty.

They assist the Principal in teacher supervision, evaluation and the
improvement of instruction. They assist in recruiting new teachers and employing
new personnel. They are responsible for improving curriculum content and the
methods used by teachers.

Through suggestion, development of interests, and example, they seek to
motivate teachers to become involved in more significant content and more
effective, interesting methodology.

Administrative Relationships
Administrative line and staff organization flexes as functions change. At

times, for instance, the Assistant Superintendent acts in line between the
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Superintendent and Principals. At others, the Principal is directly in line to the
Superintendent. As relationships and roles evolve, there will be evolution in the
nature of line/staff relationships, but the following concepts will guide that
process.

Human Resource Functions

Human resource administration occurs straight line from Superintendent to
Assistant Superintendent for Instruction to Principals to Directors. Recruiting,
educating teachers, evaluating, offering career development, establishing
conditions of employment (assignment, staffing, etc.), resolving staff problems
are all the responsibility of the Assistant, with building responsibility delegated to
Principals.

Superintendent

Assistant Superintendent for Instruction

Principals

Directors

Curriculum/Program Development/Maintenance

Program development and maintenance occur in straight line from
Superintendent to Assistant Superintendent to Principals and also in a series of
triangular relationships. The nature of the issue determines which model is
appropriate,

Where curriculum and instructional coordination among schools (grades 5
and 6, grades 8 and 9, or among elementary schools) are concerned, the Assistant
is directly responsible to the Superintendent as in the diagram above. Principals
Directors report directly to the Assistant Superintendent.

At other times, the Superintendent is at the apex of a triangle finally
responsible for district, school and department goal setting, for
program/curriculum planning and implementation, and for evaluation. The
Assistant Superintendent for Instruction and Principals are the other two corners
of the triangle. Directors report to both.



Superintendent

Assistant
Superintendent Principals
for Instruction

Directors

On any given building matter -- for example, establishing a grade 9
through 12 writing requirement -- the Superintendent and Principal develop broad
direction. The Assistant Superintendent for Instruction is involved in planning
but is a resource to the Principal in each phase of implementation. This means
giving the Principal direct advice, information, and support. It also means
working with the department head to find strategies to implement plans and to
advise on ways to resolve the human problems which arise. In this connection,
the Principal, Director and Assistant Superintendent for Instruction will
communicate closely. Here, the Assistant Superintendent for Instruction,
Principal and Director act in a second triangle.

The Assistant Superintendent for Business reports directly to the
Superintendent of Schools. There is a line relationship to the members of the
division which he or she heads. There is a line relationship between the Assistant
Superintendent and each of the Principals and each of the administrators in the
other divisions of the school system in all business and financial matters.

The following diagram defines the administrative relationship of the
Assistant Superintendent for Business to staff on matters of business operations
and Civil Service personnel.

Superintendent

Assistant Superintendent for
Business and Personnel Services

Principals Buildings & Grounds
1 Transportation
Directors
Cross-ref: 2410, Policy Development, Adoption, Implementation and Review

4200, Curriculum Management

Adoption date: June 15, 2006
Reviewed: November 19, 2009
Revised: December 3, 2009



Appendix B

NORTH SHORE CENTRAL SCHOOL DISTRICT
SUPERINTENDENT

SELF-EVALUATION

For the school year beginning July 1, and ending June 30,
o Mid Year Evaluation Superintendent:
a End of Year Evaluation Dated:

The indicators listed in this self-evaluation are the same indicators that
will be used by the board of education to evaluate the Superintendent’s
performance.

Please read the indicators in each area and comment as necessary in the
appropriate space. Additional space is provided at the end of each section as well
as at the end of evaluation.

In accordance with Board policies 3120 (Duties of the Superintendent),
0320 (Evaluation of the Superintendent) and regulation 0320-R (Evaluation of the
Superintendent Regulation), the Superintendent’s performance evaluation will
also be based upon the progress of this year’s district goals that were mutually
agreed upon by the Board and the Superintendent.

Please attach the “Supeﬁntenﬁent’s Portfolio” to this self-evaluation.



LEADERSHIP

0320-E.2

Abie to lead, guide, motivate and direct every member of
the administrative, instructional and support service
team in setting and achieving the highest standards of

excellence in educational

systems

programs and operating

COMMENTS

Promotes the values of public education

Exemplifies the skills and attitudes of a master teacher
and inspires in others the highest professional standards

Promotes and expects a school based climate of
tolerance, acceptance and civility

Motivates and models continuous learning and
promotes the professional growth of self and others

Fosters collegiality and team-building among
personnel, encouraging active involvement in decision
making, where appropriate

Demonstrates the ability to build consensus

Works collaboratively with others in developing the
district’s goals and articulates a vision for the district’s
programs

Visits schools and maintains contact with school
district personnel to be informed of school district
needs and accomplishments

Ensures that policies and rules are uniformly observed
and enforced

Attends a reasonable number of student/staff events

Collaboratively develops professional improvement
plans

Develops positive working relationships with staff

Recognizes efforts and achievements of staff, teachers,
administrators and students

Articulates and promotes high expectations for staff
performance and student learning in a supportive
manner




LEADERSHIP
(cont.)

0320-E.2

Able to lead, guide, motivate and direct every member of
the administrative, instructional and support service
team in setting and achieving the highest standards of
excellence in educational programs and operating
systems

COMMENTS

Outlines tasks and sets timelines to meet intended
goals. Ensures that timelines are met

Understands staff capacity to implement new or
different initiatives

Shows good judgment in balancing workload for self

and staff

Responds effectively and promptly to issues and
communicates resolutions in a timely manner

Provides meaningful and timely feedback

Demonstrates ability to anticipate needs of the district

Demonstrates awareness of professional issues and
developments in education

Provides leadership in addressing the challenges facing

the profession

Ensures compliance with all laws, regulations and

board policies

Maintains own professional development by reading,
course work, conference attendance, work on
professional committees, visiting other districts and
meeting with other superintendents

COMMENTS:




0320-E.2

INSTRUCTIONAL Ensures that the most effective teaching techniques are
LEADERSHIP in place and that all instructional resources are used to

maximize student

achievement. Committed to

evaluating school programs in the spirit of continuous
improvement, understanding of educational practices,
research and national/state/local initiatives.

COMMENTS

Establishes instructional objectives and uses evaluative
results to determine if the instructional objectives have
been met

Establishes systems to ensure alignment of curriculum,
instruction and assessment. Oversees timely revision
of curriculum, as necessary

Formulates plan to assess appropriate teaching
methods, classroom management and strategies for all
learners

Finds, implements and shares new instructional
strategies

Establishes instructional strategies that support
differences in learning styles

Works with staff to ensure vertical and horizontal
continuity among and within schools, grades K-12, in
meeting curricular and extra curricular needs of the
students

Fosters an environment that encourages continuous
learning and improvement on the part of school staff

Develops and promotes an effective system of staff
development focused on improving educational and
operational programs of the schools

COMMENTS:




0320-E.2

PERSONNEL Monitors the recruitment and selection of district

MANAGEMENT AND personnel and holds staff accountable for performance.

SUPERVISION Able to recruit, develop and retain high quality staff.
COMMENTS

Develops and executes sound personnel procedures and
practices

Effectively and consistently applies the legal
requirements for personnel selection, retention and
dismissal

Exhibits good judgment in selection of staff,
nominating to the board for employment highly
qualified and competent teachers and administrators

Makes recommendations for employment or promotion
of personnel in writing and with supporting data, and
accepts responsibility for those recommendations

Takes responsibility for the development of salaries for
all personnel and recommends to the board the levels,
which, within budgetary limitations, will best serve the
interest of the district

Identifies ways for more effective staff utilization

Recognizes individual strengths and weaknesses

Delegates duties, responsibilities and functions
effectively

Leads and manages programs supporting the
recruitment, orientation, development and retention of
quality teachers, administrators and staff

Uses an evaluation process that establishes clear
performance standards and follows through to resolve
performance issues

Disciplines employees as necessary and reports such
actions to the board as appropriate

Effectively handles employee grievances or problems
in accordance with applicable board policies, collective
bargaining agreements and/or state/federal laws and
regulations

COMMENTS:




ORGANIZATIONAL
MANAGEMENT

0320-E.2

Able to gather and analyze data for decision making.
Promotes the success of all students by ensuring
management of the organization, operations and
resources for a safe, efficient and effective learning
environment.

COMMENTS

Formulates procedures for gathering, analyzing and
using district data for decision making

Handles routine tasks promptly, efficiently and

consistently

Implements appropriate safety and security practices in

school

Designs and implements policies and programs to
ensure the fair enforcement of student and staff
discipline and handling of misconduct in a prompt,
consistent and effective manner

Conducts systematic reviews of the total school
program and advises the board on recommendations for
the educational advancement of the schools

Develops a facilities management plan which assures
safe and adequate learning environments for all

students

Encourages and facilitates the use of technology to
improve teaching, learning and communication

Demonstrates a working knowledge and continuous
improvement and growth in knowledge of all
applicable laws and government regulations

Demonstrates a working knowledge of all bargaining

unit contracts

Identifies contract language issues and proposes

modifications

Establishes productive relationships with bargaining
units while managing contracts effectively

COMMENTS:



0320-E.2

BUSINESS/FINANCIAL  Plans and structures resources of the organization to
MANAGEMENT meet the goals of the district

COMMENTS

Demonstrates the ability to perform effective financial
forecasting and long and short term financial planning

Establishes and maintains efficient procedures and
effective controls for all expenditures of school funds

Provides adequate data to support budgetary requests

Demonstrates knowledge of and keeps well informed of
funding sources

Actively seeks procurement of additional funding
sources (i.e. grants)

Facilities are maintained and upgraded according to a
district developed plan

Presents the annual budget to the board in a timely
manner

COMMENTS:



0320-E.2

COMMUNICATION Demonstrates effective communication skills (written,
verbal, non-verbal, formal and informal) with large and
small groups and one-on-one.

COMMENTS

Promotes, demonstrates and supports clear two-way
communication at all levels of the school district
community

Practices and promotes the consistent district-wide use
of written documentation in all instructional and
managerial contexts

Speaks well in front of large and small groups,
expressing ideas in a logical and forthright manner.,
Able to “get to the point”

Demonstrates the ability to communicate complex
issues clearly

Writes clearly and concisely

Formulates and implements plans for effective internal
staff communication, including clear understanding of
expectations at all levels

Formulates and implements plans for external
communication, including communication of school
district issues, priorities and performance to the
community

Clearly explains proposed budgets, needs and priorities
to the board and the community

COMMENTS:



0320-E.2

COMMMUNITY Recognition of the importance of both stimulating and
RELATIONS reflecting community needs and wants regarding
education. Focus on building community support for the
district.
COMMENTS

Provides leadership for developing a positive rapport
between the schools and the community

Promotes participation of all stakeholders in the process
of education

Establishes and maintains a program of public relations
to keep the public well informed of the activities and
needs of the schools

Evaluates the success of the public relations program
and makes necessary adjustments

Is available to meet with community and school groups

Solicits and gives attention to problems and opinions
brought by all groups and individuals

Works well with other districts, police and government
officials

COMMENTS:



0320-E.2

BOARD RELATIONS Supports and facilitates the work of the Board.
Maintains open communication with the Board,

COMMENTS

Plans and structures the activities of the board to meet
the goals of the district

Provides timely and adequate information on issues,
needs and operation of the district, including the need
for policy on particular subjects. Appropriate
recommendations are based on study and analysis

Provides leadership with the board for defining
superintendent and board roles, mutual expectations,
procedures for working together and formulating
district policies

Assists the board in developing both short and long
range plans to carry out district goals, objectives and
policies

Accurately reports progress on goals

Acts responsibly in using own discretion if action is
necessary in any matter not covered by board policy,
reports such action to the board as soon as practicable
and recommends policy in order to provide guidance in
the future

[s willing to modify proposals and recommendations in
light of board suggestions

Goes to the board when feeling a serious difference of
opinion exists between self and the board, in an earnest
effort to resolve such differences immediately

Supports board policy and actions to public and staff

Accepts responsibility for maintaining liaison between
the board and school personnel

Engenders trust among board members

Treats all board members even handedly

Responds to requests in a timely manner providing
follow through, as necessary, until resolved

10



0320-E.2

BOARD RELATIONS Supports and facilitates the work of the Board.
(cont.) Maintains open communication with the Board.

COMMENTS

Handles differences of opinion between board members
and self in an effective manner

Executes Board policy in a positive and responsive
manner

COMMENTS:

11



0320-E.2

PERSONAL Promotes the success of all students by acting with
QUALITIES integrity, faimess and in an ethical manner
COMMENTS

Demonstrates respect for all students, staff, teachers, administrators,
parents and community members

Conducts oneself with integrity and in an ethical, trustworthy and
professional manner in the school environment, with the board and
with the community

Is organized

Demonstrates compassion

Listens actively

Acts in a decisive manner

Takes initiative

Demonstrates creativity

Has a good sense of humor

Is not vengeful

[s intellectually stimulating

Thinks quickly when faced with an unexpected or disturbing turn of
events

Maintains principles under pressure

Is accepting of criticism

Demonstrates a willingness to take risks necessary to build and
implement the district’s vision and achieve district goals

All decisions are based upon what is best for the child

COMMENTS:

12



Appendix C

NORTH SHORE SCHOOLS
ANNUAL PERFORMANCE APPRAISAL

of

Name
Position

20?77-2077
SCHOOL YEAR

Administrator's Signature Date

Evaluator's Signature Date



YOU MAY USE THE FOLLOWING (OR SOME VARIATION OF THIS):

Dear,

After reflecting upon your performance in the position of
during the 20??-20?? schoot year, and in consultation with the
Superintendent/Assistant Superintendent, | would like to both commend and
thank you for your excellent work!

CONTINUE WITH A NARRATIVE DESCRIBING THE ADMINISTRATOR'S
OVERALL CONTRIBUTION TO THE DISTRICT AND ACCOMPLISHMENTS
WITHIN HIS OR HER BUILDING OR DEPARTMENT.

YOU MAY USE THE FOLLOWING (OR SOME VARIATION OF THIS):

Above, | have noted some of the extraordinary contributions you made to the
district this past year. Below follows a general evaluation of your performance in
your administrative role and the duties of your position. Please understand that
the category "At Benchmark” indicates the high standard expected for
administrators at North Shore. In understanding this calibration, the other
categories should be self explanatory.



BENCHMARKS FOR ADMINISTRATORS

AREA UNABLE
FOR AT EXCEEDS TO
FOCUS | BENCHMARK | BENCHMARK | ASSESS

INTERPERSONAL SKILLS

| Exhibits active listening__

Demonstrates concern for students and staff

Creates a supportive and nurturing
learming/work environment

Creates situations for all students and staff to
succeed

Is respectful of others

Provides meaningful and timely feedback

Recognizes individual strengths and
weaknesses

Uses reflection to improve practice and
professional growth

Exhibits willingness to collaborate with
colleagues

MANAGEMENT & ORGANIZATIONAL
SKILLS

Uses consistent, proactive and appropriate
discipline in dealing with student behavior

Creates efficient organizational structures

Balances workload for self and staff

Anticipates and addresses potential
problems

Handles routine tasks promptly, efficiently
and consistently

Effective use of meeting time

INSTRUCTIONAL LEADERSHIP AND
SUPPORT

Encourages analysis of student work as a
means of looking at growth and improvement

Articulates instructional goals and strategies
for teachers

Facilitates, guides and provides ongoing
support for effective instruction

Finds, implements, and shares new
instructional strategies

Looks at instructional issues from a variety of
perspectives

Effective allocation and monitoring of
budgetary needs

Able to apply an understanding of the
developmental stages of children

Open to new approaches in education

Creates an environment in which critical
reflection of instructional practice is valued
and encouraged

Able to evaluate objectively

Shares data and helps staff interpret
meaning of data for their schools

Is cognizant of their own limitations and
strength in the evaluative process

Seeks, welcomes, and remains open to
feedback from all constituent groups and
assessment from others




AREA UNABLE
FOR AT EXCEEDS TO
FOCUS | BENCHMARK BENCHMARK ASSESS

COMMUNICATION SKILLS

Communicates expectations through

modeling

Regularly provides staff members with clear
and concise feedback concerning their
performance

Communicates clearly, effectively, and
concisely with all components of the
educational community

Believes in utilizing a Shared Decision
Making Process

Provides direction consistent with district
mission

YOU MAY USE THE FOLLOWING (OR SOME VARIATION OF THIS IF

NECESSARY):

It is clear that there are some areas which | am asked to evaluate for which | do

not have sufficient knowledge to provide an assessment. Let's be sure to

discuss these particular categories during our monthly supervisory meetings in

the upcoming year.

Following are some areas of your performance on which | would like you to focus

on the year ahead:

A NARRATIVE OR BULLETED LIST WOULD FOLLOW EXPLAINING THE
REASON FOR IDENTIFYING THESE AREAS OF FOCUS AND YOUR
WILLINGNESS TO HELP THE ADMINISTRATOR DEVELOP A PLAN TO

ADDRESS THESE AREAS.

DEVELOPMENT OF INDIVIDUAL/DEPARTMENTAL
GOALS FOR 207?7?-20??

As you begin to formulate your personal and departmental/building goals for the
year ahead, | would ask that you consider the following:

INSERT YOUR NARRATIVE OR BULLETED POINTS HERE



YOU MAY USE THE FOLLOWING CLOSING (OR SOME VARIATION OF
THIS):

In all of the above goals for your consideration and those you are contemplating
yourself, please know that | am willing to support and help you in any way | am
able to do so. Please call on me to provide that support and assistance. By
October 2077, please provide me with a list of your goals for 20??7-20?7.

If you would like fo meet with me after reading this evaluation, please make an
appointment to do so. Otherwise, please sign your name on the cover page
indicating that you have read the evaluation, make a copy for yourself, and return
the original form to me by September 1, 207?.



Appendix D

NORTH SHORE SCHOOL DISTRICT
Teacher Observation Report

Teacher: School:
Grade: Subject:
Observer:

Date of Pre-Observation Conference:
Date of Observation:

Date of Post-Observation Conference:

General Summary of Lesson:

(Narrative is inserted here,)
The following categories are among those that form the basis of a teacher’s mid-year and end-of-year

evaluations. These categories are further defined in the list of descriptors that accompany the North
Shore Benchmarks for teacher performance.

Interpersonal Skills:

Recommendations (if any):

Classroom Management and Organizational Skills:
Recommendations (if any):

Instructional Skills:

Recommendations (if any):

Assessment Skills:

Recommendations (if any):

Summary:

Based on the observation of your lesson and the details contained in the narrative above, the overall
rating of this lesson is:

Meets District Standards
Meets District Standards with Exceptions
Below District Standards

Signature of Teacher Date

Signature of Observer Date



A dix E
NORTH SHORE SCHOOL DISTRICT
Professional Support Staff Observation Report

Teacher: School:
Grade: Subject:
Observer:

Date of Pre-Observation Conference:
Date of Observation:

Date of Post-Observation Conference:

General Summary of What Was Qbserved:

(Narrative is inserted here.)
The following categories are among those that form the basis of a professional support staff
member’s mid-year and end-of-year evaluations. These categories are further defined in the list of

descriptors that accompany the North Shore Benchmarks for professicnal support staff
performance,

Interpersonal Skitls:

Recommendations (if any):

Counseling Skills:
Recommendations (if any):

Professional Responsibilities Skills;

Recommendations (if any):

Consulting and Coerdination Skills:
Recommendations (if any):

Summary:

Based on this observation and the details contained in the narrative above, the overall rating of your
performance;

Meets District Standards
Meets District Standards with Exceptions
Below District Standards

Signature of Teacher Date

Signature of Observer Date



Appendix F

TEACHER EVALUATION
Criteria Descriptors

The lists that follow are an attempt to identify some of the observable behaviors and skills that are partofa
good teacher’s reperioire.

INTERPERSONAL SKILLS

Exhibits Active Listening
Allows time for students to think and respond

Encourages students to speak

Allows for individual viewpoints

Encourages interaction between students

Gives feedback on open-ended questions

Builds upon student responses

Is prepared with follow-up questions based on student responses
Demonstrates engagement with students in discussion

Makes eye-contact

Shows Concern for Students® Emotional and Physical Well-Being

Knows students as individuals

Seeks interaction with students outside the classroom

Is aware of student differences when organizing group activities
Differentiates instruction and individualizes approach

Designs lessons to accommodate students

Develops rapport with students

Promotes student comfort with and trust in the teacher

Creates a Supportive and warm classroom climate

Establishes a positive tone in the classroom

Appears accessible and open to students with questions and problems

Demonstrates sensitivity to a student’s personal situations (home, friends etc.).

Uses student work in the classroom to motivate

Demonstrates a sense of humor but never at the expense of the student

Promotes positive peer interaction

Insists upon mutual respect

Uses classroom setting and seating arrangements to promote a positive environment

Creates Situations for all students to succeed

Differentiates activities according to modalities, abilities, interests etc.
Designs differentiated materials and assignments when appropriate

Uses a range of questions

Recognizes the importance of learning styles

Creates alternative assessments and homework activities when necessary
Demonstrates flexibility in assessment practices

Is Respectful of Others
Encourages respect through modeling

Gives appropriate responses to students’ efforts

Discourages put downs or disparaging remarks about other students
Treats students as individuals and respects their thoughts and feelings
Recognizes and rewards ethical conduct

Promotes an atmosphere of mutual respect with respect to opinions

Provides Meaningful Feedback

Articulates clear expectations
Acknowledges and reinforces positive student responses
Expands opportunities for peer feedback



Provides praise frequently

Listens and responds to each student

Provides time for conferencing

Takes care that written commentary is clear and positive in tone

Explains grades, criteria, and the conditions for assessment clearly and unambiguously

Finds, Implements, and Shares New Instructional Strategies

Participates and shares with colleagues

Takes risks with new ideas and approaches in the classroom
Demonstrates a passion for learning through reflective questioning
Promotes collegiality

Invigorates classroom atmosphere

Recognizes Individual Strengths and Weaknesses

Recognizes that assessment is an ongoing process
Challenges each student appropriately

Multiple assessments are utilized

Provides additional support and extra help when necessary

Uses Reflection to Improve Practice and Professional Growth

Demonstrates a willingness to implement recommendations of supervisors and colleagues
Engages in reflective practice as a professional development option

Is receptive to mentoring

Asks reflective questions frequently and reevaluates own practice

Exhibits Willingness to Collaborate with Colleagues

Participates in mentoring and co-teaching

Plays an active role during faculty meetings

Shares materials with peers

Demonstrates an open attitude and habits of life-long learning

Contributes to a congenial as well as collegial atmosphere in the workplace

CLASSROOM MANAGEMENT & ORGANIZATIONAL SKILLS

Uses Consistent Proactive and Appropriate Discipline

Maintains an orderly class

Sets clear expectations & guidelines

Provides enforcement while keeping individual needs in mind
Involves administration and seeks help when necessary
Communicates with home frequently

Establishes Routines & Expectations for Daily Tasks and Needs

Organizes smooth transitions from one activity to the next

Provides needed structure while observing the need for flexibility

Is mindful of time and pacing on particular tasks and throughout the day
Evaluates how routines may be improved and explains changes clearly

Balances Varjety and Challenge in Student Activities

Differentiates according to needs and ability
Varies activities to create motivation
Provides for activities that stretch all children

Anticipates angd Addresses Patential Problems

Seeks out guidance counselors, team teachers, other professional and support staff

Communicates freely and openly with parents in a proactive way

Speaks with students individually and as a group when necessary prior to a predictable circumstance
Leaves clear and specific plans for substitute teachers



Handles Routine Tasks Promptly, Efficiently, and Consistently

Establishes routines and explains them clearly
Monitors the effectiveness of routines frequently

Prepares Materials in Advance

Creates differentiated materials

Keeps materials at hand for students to actively construct their own leamning

Promotes interaction and individual exploration through centers and with research materials
Updates materials frequently

Organizes Classroom Space Safely and Effectively

Arranges for effective seating during instruction

Monitors group work in different parts of the room

Makes intelligent use of wall space, shelves and storage areas

Maintains a safe work area when working with materials that could pose a danger to students

Interprets and Responds to Inappropriate Behavior

Determines whether a situation requires immediate attention or time for an appropriate resolution
Seeks the help of other professionals in handling children with emotional disabilities

Responds effectively to children in need of correction

Keeps parents and administration informed of actions taken

Implements Rules of Behavior Fairly and Consistently

Models appropriate behavior

Holds students to a standard

Explains Rules in a clear and timely fashion
Uses Visual reminders when necessary

Reinforces and Reiterates Expectations for Positive Behavior
Acknowledges positive behavior

Reinforces positive attitudes and actions
Provides reminders of rules, guidelines, and consequences

INSTRUCTIONAL SKILLS

Designs Instruction to Enable Students to Learn the Concepts

Has knowledge of the concepts students need to understand, what the student must learn about the
concepts, and why it is important for the students to know this

Anticipates the difficulties and limitations in teaching the concepts

Understands what prerequisite knowledge students need in order to understand the concept

Determines students’ previous ideas, understanding, or confusion

Provides connections to students’ background/interests

Chooses appropriate teaching strategies, procedures, and representations in planning lessons that keep both
the concepts and the students in mind

Focuses Classroom Time on Teaching and Learning

Establishes purposes and goals for all classroom activities
Provides visual schedules or checkpoints when necessary
Monitors activities to be sure students are on task
Provides closure or summary at conclusion of lesson

Sets Clearly Articulated and High Expectations for Self and Students

Uses essential questions to guide discussions

Discusses and refers to expectations for learning

Uses visual reminders of learning goals

States the objective or aim of a lesson clearly

Checks to see if goals and objectives have been met during the course of a lesson



Orients Classroom Experience Toward Improvement and Growth

Engages students in the process of learning

Presents materials and concepts in terms that students recognize and understand
Explains motives and reasons for classroom activities and assignments

Gives clear indications of progress

Stresses Student Responsibility and Accountability

Creates a classroom community

Establishes jobs and activities that make students less dependent on the teacher
Identifies individual roles in collaborative leaming activities

Gives positive feedback to students who exhibit responsibility and accountability
Clarifies consequences with an emphasis on learning rather than punishment

Organizes Content for Effective Instruction

Creates coherent units of study that relate to each other

Uses materials that are well matched to learning goals

Demonstrates the use of an observable plan for teaching

Makes prudent decisions about what is included or excluded in the curriculum

Explores Student Understanding by Asking Questions

Understands how to create essential questions based on large concepts
Probes for student understanding by using follow-up questions
Provokes thought and motivates learning by asking authentic and challenging questions

Considers Student A ttention Span and Learning Stvle When Designing Lessons

Decentralizes instruction frequently and in a variety of ways
Demonstrates an awareness of how time is used and how to transition from one activity to another
Checks for understanding and attention throughout the lesson

Employs Different Techniques and Instructional Strategies, Such as Hands-on Learning

Uses cooperative groups, debate formats, fish-bowl and other strategies to engage students
Designs activities that lend themselves to student involvement and interaction
Encourages student presentations and demonstrations

Gives Clear Examples and Offers Guided Practice
Models frequently

Uses multiple analogies and examples
Monitors and guides student work
Identifies errors and suggests altematives

Knowledge of Content Area

Shows an enthusiasm for the subject matter

Refers students to additional examples or sources of information

Demonstrates continual interest and learning in the subject

Utilizes personal knowledge or experience to enhance leaming in the classroom
Familiarizes students with authors, experts, and people connected to the field

Concerned with Student Learning and Having Students Demonstrate What They Have Learned

Encourages students to present information and learning to their peers
Displays student work publicly
Uses various assessment practices

Holds Reading as a Priority
Models reading

Refers students to classroom and building libraries
Encourages students to explore a variety of literature and genres
Addresses particular reading needs in a content area



ASSESSMENT SKILLS

Clearly Explains Homework
Debriefs with students to determine understanding

Allows time for questions and instructions
Displays assignments or provides clear copies
Allows for sufficient time for students to perform homework tasks

Relates Homework to the Content Under Study and Student Capacity

Reviews homework and reinforces its connection to classroom learning

Assigns purposeful tasks with an emphasis on habits and responsibility for elementary children
Models how to study, how to work independently, how to collaborate, etc.

Differentiates assignments

Gives Clear, Specific, and Timely Feedback

Returns homework and assignments in a timely fashion and with appropriate comments
Writes comments designed to improve learning

Uses results from running records to guide further instruction

Conferences with students

Defines assignments in writing and provides clear criterion rubrics

Reviews rubrics with students and uses them as a basis for improving performance
Provides an unambiguous explanation of how grades reflect the work performed
Avoids comments that might be construed as demeaning or unclear

Clarifies policies regarding lateness and its impact on grades

Monitors and Assesses Student Progress
Articulates a student’s strengths, weaknesses and goals with clarity

Maintains clear gradebooks / profile / records and complies with district reporting procedures
Uses assessment data to develop instructional strategies, materials, and curriculum

Uses formal and informal assessment measures

Communicates with home, guidance, special education staff and others on a frequent basis

Knows and Understands Students as Individuals in Terms of Ability. Achievement, and Learning
Styles

Varies assessment practices, assignments, conditions, etc.
Encourages self-reflection and assessment
Works with special education staff to develop appropriate assessments and accommodations

Responds to and Supports Students’ needs

Demonstrates familiarity with IEP’s and communicates with special education staff
Checks with students to gauge their understanding

Encourages students to reflect on what is taught vs. what is learned

Provides additional help and resources

Allows students to express frustration and provides encouragement

Encourages revision of work to correct errors and improve skills

Designs Appropriate Assessment Materials and Provides Helpful Feedback to Students

Uses assessments that provide evidence of conceptual understanding

Uses a Literacy Profile, Portfolio, or Writing Folder to mark progress

Encourages metacognitive practice and reflections on past performance

Employs both specific and generic rubrics that are shared with students both before and after the
assignment

Draws from Assessment Information to Inform Instructional Approaches and Activities

Uses scores and item analyses from standardized tests to inform instruction
Creates patterns in the classroom that reinforce good test-taking practice
Observes student behaviors during tests in order to help them individually



PROFESSIONAL SUPPORT STAFF EVALUATION DESCRIPTORS

INTERPERSONAL SKILLS:

Exhibits active listening

Shows concern for the emotional and physical well being of students
Creates a supportive and warm climate which encourages open communication with students
Is respectful of others

Recognizes students’ individual strengths and weaknesses

Uses reflection to improve practice and professional growth
Demonstrates positive interpersonal relationships with students
Promotes positive self-image in students

Interacts with students in a mutually respectful and friendly manner
Makes an effort to know students as individuals

Is accessible to students

Cooperates with parents in the best interest of the student

Handles expressions of conflict in a constructive manner
Establishes effective rapport with students

Communicates effectively

COUNSELING:

Demonstrates strong understanding of counseling techniques
Provides counseling appropriate to the needs of students
Provides career guidance

Participates constructively in meetings

Provides useful information to students, teachers, parents and administrators
Advocates for students

Provides academic guidance

Explains and maintains confidentiality

Adapts to emergency and unanticipated situations
Demonstrates concern for students’ welfare

Helps students to recognize and explore feelings

Manages counseling sessions effectively

PROFESSIONAL RESPONSIBILITIES:

Communicates effectively

Accepts and completes assignments accurately and on schedule
Facilitates new student integration into the school environment
Coordinates successful transition from one level of education to the next
Has knowledge of community agencies for referral of students

Possesses professional and responsible work habits

Uses available technology as a management and counseling tool

Treats colleagues with professional respect, courtesy and fairness
Participates in staff development activities to enhance the guidance program
Pursues continuous professional growth and development

Demonstrates efficient and effective use of time

Demonstrates evidence of effective daily planning

CONSULTING AND COORDINATION:

+ Exhibits willingness to collaborate with colleagues
e Encourages students, teachers, and parents to utilize guidance services
Collaborates with colleagues to meet identified educational, social and emotional needs of
students
Establishes and maintains professional relationships with faculty, staff and administration
Establishes and maintains a positive, collaborative relationship with students’ families to
increase student achievement
» (Collaborates with teachers to provide support for students
Collaborates with agencies, organizations and individuals in the schools and community in
the best interests of students
Proposes ways in which parents can support and reinforce goals, objectives and standards
Adheres to the profession’s ethical standards, district policies and legal guidelines
Researches opportunities for students
Utilizes effective referral strategies
Is a responsible and supportive team member
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Ai)i:)endix H

Teacher: School Year:

School: Grade/Department:

Teachers are evaluated in four performance areas: Interpersonal Skills,
Classroom Management and Organizational Skills, Instructional Skills,
and Assessment Skills. The commentary provided in each section is
based on the descriptors that are listed for each skill area. At the end
of each section, a summary of the teacher’s performance in that skill
area is rated against North Shore Public Schools’ standards.

This evaluation is to be signed by the teacher and returned to his/her
supervisor within 15 days of receipt indicating that he/she has read
and acknowledges the contents. The teacher’s signature is not
necessarily an indication of agreement with the content and
individuals are free to attach written comments in those cases where
they may not agree with aspects of the evaluation. A copy of this
evaluation, along with any attached comments will be placed in the
teacher's personnel file.

Teacher’s Signature Date

Director’s Signature Date

Principal’s Signature Date



Interpersonal Skills

Exhibits active listening

Shows concern for students’ emotional and physical well being
Creates a supportive and warm classroom climate

Creates situations for all students to succeed

Is respectful of others

Provides meaningful feedback

< Finds, implements and shares new instructional strategies

% Recognizes individual strengths and wealmesses

% Uses reflection to improve practice and professional growth

< Exhibits willingness to collaborate with colleagues
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Commendations (Mid-Year 1);
Recommendations (Mid-Year 1):
Rating (Mid-Year 1): _____ Meets District Standards

Meets District Standards with Exceptions
_____ Does Not Meet District Standards

Commendations (End-Year 1)
Recommendations (End-Year 1):
Rating (End-Year 1). _____Meets District Standards

_____ Meets District Standards with Exceptions
———--120€eS Not Meet District Standards

Commendations {(Mid-Year 2):
Recommendations (Mid-Year 2):
Rating (Mid-Year 2): _____ Meets District Standards

Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (End-Year 2):
Recommendations (End-Year 2):
Rating (End-Year 2): _____ Meets District Standards

----_Meets District Standards with Exceptions
_---.Does Not Meet District Standards

Commendations (Mid-Year 3):
Recommendations (Mid-Year 3);
Rating (Mid-Year 3): _____ Meets District Standards

————_Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (End-Year 3);
Recommendations (End-Year 3):
Rating (End-Year 3): _____Meets District Standards

-----Meets District Standards with Exceptions
~--...D0es Not Meet District Standards




Classroom Management and Organizational Skills

Uses consistent, proactive and appropriate discipline

Establishes routines/expectations for daily tasks and needs
Balances variety and challenge in student activities

Anticipates and addresses potential problems

Handles routine tasks promptly, efficiently and

Organizes classroom space safely and effectively consistently
Prepares materials in advance; ready to use

Interprets and responds to inappropriate behavior appropriately
Implements rules of behavior fairly and consistently

Reinforces and reiterates expectations for positive behavior
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Commendations (Mid-Year 1):
Recommendations (Mid-Year 1):
Rating (Mid-Year 1): _____ Meets District Standards

---—-Meets District Standards with Exceptions
_____ Does Not Meet District Standards

Commendations (End-Year 1):
Recommendations (End-Year 1);
Rating (End-Year 1): _____Meets District Standards

Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (Mid-Year 2):
Recommendations (Mid-Year 2):
Rating (Mid-Year 2): _____Meets District Standards

Meets District Standards with Exceptions
_____ Does Not Meet District Standards

Commendations (End-Year 2):
Recommendations (End-Year 2);
Rating (End-Year 2): _____ Meets District Standards

_____ Meets District Standards with Exceptions
_-—__Does Not Meet District Standards

Commendations (Mid-Year 3):
Recommendations (Mid-Year 3):
Rating (Mid-Year 3): _____Meets District Standards

-----Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (End-Year 3):
Recommendations (End-Year 3):
Rating (End-Year 3): _____ Meets District Standards

_____ Meets District Standards with Exceptions
—=——-Do€es Not Meet District Standards




Instructional Skills
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Designs instruction to enable students to learn the concepts

Focuses classroom time on teaching and learning

Sets clearly articulated high expectations for self and students

Orients classroom experience toward improvement and growth

Stresses student responsibility and accountability

Organizes content for effective instruction

Explores understanding by asking questons

Considers student learning styles and attention span when designing lessons
Employs a variety of instructional techniques and strategies

Gives clear examples and offers guided practice

Possesses knowledge of content area

Concerned with student learning and having students demonstrate what they have learned
Holds reading as a priority

Uses technology to improve instruction, organization and management

Commendations (Mid-Year 1):

Recommendations (Mid-Year 1):

Rating (Mid-Year 1): _____ Meets District Standards

———--Meets District Standards with Exceptions
~-—-_1Does Not Meet District Standards

Commendations (End-Year 1);

Recommendations (End-Year 1):

Rating (End-Year 1): _____Meets District Standards

——_--Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (Mid-Year 2):

Recommendations (Mid-Year 2);

Rating (Mid-Year 2): _____Meets District Standards

-———_Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (End-Year 2):

Recommendations (End-Year 2):

Rating (End-Year 2): _____ Meets District Standards

————-Meets District Standards with Exceptions
-———_Does Not Meet District Standards

Commendations (Mid-Year 3):

Recommendations (Mid-Year 3):

Rating (Mid-Year 3): _____Meets District Standards

Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (End-Year 3);

Recommendations (End-Year 3):




Rating (End-Year 3):

Meets District Standards
Meets District Standards with Exceptions
Does Not Meet District Standards




Assessment Skills

% Explains homework clearly

% Relates homework to content being studied and student capacity

% Gives clear, specific and timely feedback

< Monitors and assesses student progress

+ Knows and understands students as individuals in terms of ability, achievement and
learning styles

% Responds to and supports students’ needs

< Designs appropriate assessment material and provides helpful feedback to students

» Draws from assessment information to inform instructional approaches and activities

Commendations (Mid-Year 1);
Recommendations (Mid-Year 1):
Rating (Mid-Year 1): _____ Meets District Standards

_____ Meets District Standards with Exceptions
_____ Does Not Meet District Standards

Commendations (End-Year 1):
Recommendations (End-Year 1):
Rating (End-Year 1): _____ Meets District Standards

_____ Meets District Standards with Exceptions
_____ Does Not Meet District Standards

Commendations (Mid-Year 2):
Recommendations (Mid-Year 2):
Rating (Mid-Year 2): _____ Meets District Standards

_____ Meets District Standards with Exceptions
--—--D0oes Not Meet District Standards

Commendations (End-Year 2);
Recommendations (End-Year 2):
Rating (End-Year 2): _____ Meets District Standards

_____ Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (Mid-Year 3);
Recommendations (Mid-Year 3):
Rating (Mid-Year 3): _____ Meets District Standards

--—--Meets District Standards with Exceptions
Does Not Meet District Standards

Commendations (End-Year 3);
Recommendations (End-Year 3):
Rating (End-Year 3): _____ Meets District Standards

_____ Meets District Standards with Exceptions
-----D0es Not Meet District Standards




Appendix I
NORTH SHORE SCHOOLS

PROFESSIONAL SUPPORT STAFF
EVALUATION FORM

PROFESSIONAL SUPPORT STAFF

SCHOOL YEAR

SCHOOL

GRADE/DEPARTMENT

COUNSELOR’S SIGNATURE DATE
PRINCIPAL’S SIGNATURE DATE
DIRECTOR DATE

This end-of-year evaluation is to be signed by the counselor and retuned to their
supervisor within 15 school days of receipt, indicating the he/she has read and
acknowledges the contents. The counselor’s signature is not an indication of agreement
with the content, and individuals are free to attach written comments in those cases where
they may not agree with aspects of the evaluation. A copy of this evaluation, along with
any attached comments will be placed in the counselor’s personnel file.



North Shore Schools

Professional Support Staff Evaluation Form

INTERPERSONAL SKILLS
PERFOMANCE | AREA FOR
AT FOCUS
BENCHMARK

Exhibits active listening

Shows concern for the emotional and physical
well being of students

Creates a supportive and warm climate which
encourages open communication with students

Is respectful of others

Recognizes students’ individual strengths and
weaknesses

Uses reflection to improve practice and
professional growth

Demonstrates positive interpersonal relationship
with students

Promotes positive self-image in students

Interacts with students in a mutually respectful
and friendly manner

Makes an effort to know students as individuals

Is accessible to students

Cooperates with parents in the best interest of
the student

Handles expressions of conflict in a constructive
manner

Establishes effective rapport with students

Communicates effectively

COMMENTS RELATED TO AREAS FOR FOCUS

SUMMARY OF PERFORMANCE




Counseling

PERFOMANCE
AT
BENCHMARK

AREA FOR
FOCUS

Demonstrates strong understanding of counseling
techniques

Provides counseling appropriate to the needs of
students

Provides career guidance

Participates constructively in meetings

Provides useful information to students, teachers,
parents and administrators

Advocates for students

Provides academic guidance

Explains and maintains confidentiality

Adapts to emergency and unanticipated
situations

Demonstrates concern for students’ welfare

Helps students to recognize and explore feelings

Manages counseling sessions effectively

COMMENTS RELATED TO AREAS FOR FOCUS

SUMMARY OF PERFORMANCE




Professional Responsibilities

PERFOMANCE
AT
BENCHMARK

AREA FOR
FOCUS

Communicates effectively

Accepts and completes assignments accurately
and on schedule

Facilitates new student integration into the school
environment

Coordinates successful transition from one level of
education to the next

Has knowledge of community agencies for referral of
students

Possesses professional and responsible work
habits

Uses available technology as a management and
counseling tool

Treats colleagues with professional respect,
courtesy and fairness

Participates in staff development activities to
enhance the guidance program

Pursues continuous professional growth and
development

Demonstrates efficient and effective use of time

Demonstrates evidence of effective daily planning

COMMENTS RELATED TO AREAS FOR FOCUS

SUMMARY OF PERFORMANCE




Consulting and Coordination

PERFOMANCE
AT
BENCHMARK

AREA FOR
FOCUS

Exhibits willingness to collaborate with
colleagues

Encourages students, teachers, and parents to
utilize gnidance services

Collaborates with colleagues to meet identified
educational, social and emotional needs of students

Establishes and maintains professional relationships
with faculty, staff and administration

Establishes and maintains a positive, collaborative
relationship with students® families to increase
student achievement

Collaborates with teachers to provide support for
students

Collaborates with agencies, organizations and
individuals in the schools and community in the
best interests of students

Proposes ways in which parents can support and
reinforce goals, objectives and standards

Adheres to the profession’s ethical standards,
district policies and legal guidelines

Researches opportunities for students

Utilizes effective referral strategies

Is a responsible and supportive team member

COMMENTS RELATED TO AREAS FOR FOCUS

SUMMARY OF PERFORMANCE




Appendix ]

North Shore Schools
Tenure Recommendation Report

Tenure Date:

Tenure Area:

Formal # of Observation Reports
Documentation: (List names of administrators who have conducted these
observations.)

# of Mid-Year Probationary Conferences
(List names of administrators who have participated in
these conferences.)

# of Mid-Year Evaluation Reports
(List names of administrators who have authored these
reports.)

# of End-Of-Year Evaluation Reports
(List names of administrators who have authored these

reports.)

Anecdotal Informal Observations

Documentation: (List names of administrators who have conducted these
observations.)

Supervision Conversations
(List names of administrators who have participated in
these conversations.)

Review of Student Work
Professional BA: (State name of college/university)
Development: MA.: (State name of college/university)

Participation in the following courses/in-service opportunities while at North Shore:



interpersonal Skills
¢ Relationship with Students

* Relationship with Parents

* Relationship with Colleagues

Classroom Management and Organizational Skills

* Management of Student Behaviors

* Organization and Management of Student Learning

Instructional Skills

» Content Area Knowledge and Ability to Use and Apply it to Teaching

* Knowledge of Pedagogy and How lts Used to Activate the Student Learning

Assessment Skills

e Assessment Practices Used
» Expertise in Formative and Summative Assessment

e Expertise in Using Assessments to Inform Instruction



Ai)i)endix K

Teacher: School Year:
School: Grade/Department:

Teachers are evaluated in four performance areas: Interpersonal Skills,
Classroom Management and Organizational Skills, Instructional Skills,
and Assessment Skills. The commentary provided in each section is
based on the descriptors that are listed for each skill area. At the end
of each section, a summary of the teacher’s performance in that skill
area is rated against North Shore Public Schools standards.

This evaluation is to be signed by the teacher and returned to his/her
supervisor within 15 days of receipt indicating that he/she has read
and acknowledges the contents. The teacher’s signature is not
necessarily an indication of agreement with the content and
individuals are free to attach written comments in those cases where
they may not agree with aspects of the evaluation. A copy of this
evaluation, along with any attached comments will be placed in the
teacher’s personnel file.

Teacher’s Signature Date

Director’s Signature Date

Principal’s Signature Date



Interpersonal Skills

<+ Exhibits active listening

< Shows concern for students’ emotional and physical well being
% Creates a supportive and warm classroom climate

+ Creates situations for all students to succeed

Is respectful of others

Provides meaningful feedback

Finds, implements and shares new instructional strategies
Recognizes individual strengths and weaknesses

Uses reflection to improve practice and professional growth
Exhibits willingness to collaborate with colleagues
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Commendations:

Recommendations:

Rating: —----Meets District Standards
_____ Meets District Standards with Exceptions
-----Does Not Meet District Standards



Classroom Management and Organizational Skills

% Uses consistent, proactive and appropriate discipline

<+ Establishes routines/expectations for daily tasks and needs

< Balances variety and challenge in smdent activities

% Anticipates and addresses potential problems

< Handles routine tasks promptly, efficiently and consistently

< Prepares materials in advance; ready 1o use

< Organizes classroom space safely and effectively

+ Interprets and responds to inappropriate behavior appropriately
+ Implements rules of behavior fairly and consistently

+ Reinforces and reiterates expectations for positive behavior

Commendations:

Recommendations:

Rating:  _____ Meets District Standards
_____ Meets District Standards with Exceptions
———__Does Not Meet District Standards
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Instructional Skills

Designs instruction to enable students to learn the concepts

Focuses classroom time on teaching and learning

Sets clearly articulated high expectations for self and students

Orients classroom experience toward improvement and growth

Stresses student responsibility and accountability

Organizes content for effective instruction

Explores understanding by asking questions

Considers student learning styles and attention span when designing lessons
Employs a variety of instructional techniques and strategies

Gives clear examples and offers guided practice

Possesses knowledge of content area

Concerned with student learning and having students demonstrate what they have learned
Holds reading as a priority

Uses technology to improve instruction, organization and management

Commendations:

Recommendations:

e e e e

Rating: Meets District Standards

_____ Meets District Standards with Exceptions
——-—_Does Not Meet District Standards



Assessment Skills

e

!

Explains homework clearly

Relates homework to content being studied and student capacity

Gives clear, specific and timely feedback

Monitors and assesses student progress

Knows and understands students as individuals in terms of ability, achievement and
learning styles

Responds to and supports students’ needs

Designs appropriate assessment material and provides helpful feedback to students
Draws from assessment information to inform instructional approaches and activities
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Commendations:

Recommendations:

Rating: ————_Meets District Standards
Meets District Standards with Exceptions
Does Not Meet District Standards
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REFLECTIVE PRACTICE FOR PROFESSIONAL GROWTH

PROJECT PROPOSAL
Due June 19, 2009

Name: School: GlenHead
Supervisor: Coach:
Reflective Practice QPhase | _Q_Phase il School Year: 2009-2010

What is your essential question? What do you hope to learn?

Page 10of 3



North Shore Schools

Please briefly describe your project

What strategies, techniques, or methods will you use to collect information:

[ Action Research [J Peer Coaching

[ Review of Student Work 3 Journaling

3 Questionnaires 1 Portfolio

LI Technology [3 Shadowing

[ Study Groups 31 Other (Please Specify)

Page 2 of 3




@ North Shore Schools

Why have you chosen this/these methods?

How does your project connect to District goals?

Please indicate any additional support or assistance you will need.

Principal's Signature Date
Director's Signature Date
Teacher's Signature Date

Please return a copy of this proposal to the office of the Assistant Superintendent for Instruction afier it has been completed and signed.

Page 3 of 3



Appendix M

@ North Shore Schools

REFLECTIVE PRACTICE FOR PROFESSIONAL GROWTH

MID-YEAR SUMMARY OF PROGRESS
Due January 29, 2010

Name: School: _._
Supervisor: Coach:
Reflective Practice =] Phase | QPhase 1l School Year: 2009-2010

Has your essential question remained the same or changed?

Do you require any additional resources or support at this time?

Principal’s Signature Date
Director's Signature Date
Teacher’s Signature Date

Please return a copy of this proposal to the office of the Assistant Superintendent for Instruction after it has been completed and signed.
Page 1 of 1



Appendix N

@ North Shore Schools

REFLECTIVE PRACTICE FOR PROFESSIONAL GROWTH

PROJECT SUMMARY
Due June 15, 2010

Name: School:
Supervisor: Coach:
Reflective Practice D Phase | [ Phase Il School Year: 2009-2010

What did you learn about your essential question?




North Shore Schools

REFLECTIVE PRACTICE FOR PROFESSIONAL GROWTH

PROIJECT SUMMARY
Due June 15, 2010

How has this experience influenced your day-to-day practice?




@ North Shore Schools

REFLECTIVE PRACTICE FOR PROFESSIONAL GROWTH

PROJECT SUMMARY
Due June 15, 2010

Have any new questions arisen as a result of this experience?

Would you be willing to share what you have learned with colleagues?

Principal’s Signature Date

Director’s Signature Date

Teacher’s Signature Date



Appendix O

Name: Department:

Month/Year:

Log of Informal Observations

Teacher’s Name Date Period/Time Duration of Time
Example: John Doe 1/23/08 3 for 11:15) 20 mins.

Submit this form at the end of each month to Ed Melnick.



Appendix P

Improvement Plan for Unsatisfactory Performance

The plan for addressing teachers whose performance is evaluated as
unsatisfactory is included as part of the collective bargaining agreement
between the Board of Education of the north Shore School District and
the North Shore Schools Federated Employees. Following is the excerpt
from the contract (Article II, Section C) binding these two parties:

Intensive Supervision

Phase 1: When a supervisor or principal has notified a teacher that
there is a serious concern with regard to that teacher’s
performance; and that concern has been expressed in at least
one prior observation or evaluation of that teacher, the
District may thereafter place that teacher under Phase 1
intensive supervision. The President of the Federation shall
be informed when any teacher is to be placed under Phase 1
intensive supervision. Any teacher placed on intensive
supervision shall be notified in writing.

Phase 2: If the District determines that a teacher’s performance
remains inadequate after no less than one school year of
Phase 1 intensive supervision (or its equivalent), the district
may place the teacher under Phase 2 intensive supervision,
subject to the following conditions.

* A meeting must occur among the teacher’s immediate supervisor,
the Assistant Superintendent for Instruction, the teacher, and a
Federation representative, if requested by the teacher.

+ The meeting must be followed by a written notice to the teacher at
least 90 days prior to the commencement of Phase ? intensive
supervision, indicating the District’s intention to place him or her
under Phase 2 intensive supervision

e For any teacher placed under Phase 2 intensive supervision, the
District shall provide:

o Recommendations to assist the teacher in remedying
performance problems; and

o The opportunity to meet no less than once per academic
quarter with the teacher’s immediate supervisor, the
Assistant Superintendent for Instruction, and a Federation
representative, if requested by the teacher.



¢ During Phase 2 intensive supervision, the teacher shall:

o Remain at the level of compensation on the step and column
of the salary schedule applicable to him or her at the time
Phase 2 intensive supervision commenced; and

o Have the opportunity to meet no later than thirty days prior
to the end of the phase 2 intensive supervision period with
the teacher’s immediate supervisor, the Assistant
Superintendent for Instruction, and a Federation
representative, if requested by the teacher, to discuss the
District’s determination about whether Phase 2 intensive
supervision should continue for another school year (or its
equivalent)

e At the end of Phase 2 intensive supervision

o A teacher who was not on top step at the time Phase 2
intensive supervision commenced shall move to the salary
schedule step next above the step on which he was placed
when his or her salary was frozen, on July 1 next following
the cessation of Phase 2 intensive supervision.

o A teacher who was on a top step on the salary schedule shall
be entitled to any increase negotiated in the value of that
step that takes effect on July 1 next following the cessation
of Phase 2 intensive supervision.



Ai:)ioendix Q

Discussion Group
Tuning Protocol

. Presentation (~10 minutes)

The presenter sets the context for the observation report.

The presenter then poses one or two key questions he or she wants the group to
address. What message about instructional strategies does this report convey to
the teacher? How could I use the report to stimulate the teacher to think more
deeply about....?

. Clarifying Questions (~5 minutes)

Participants ask nonjudgmental questions about the presentation, avoiding
questions that could be perceived as critical. For example, a participant might ask
“Was this lesson the teacher’s first attempt at using this strategy?”

. Individual Thought and/or Writing (~5 minutes)
Participants think and/or write about the presentation, trying to answer the
presenter’s questions for themselves.

. Participant Discussion (~20 minutes)

While the presenter is silently taking notes, the participants discuss issues raised
during the presentation and clarified during individual thought/writing time. They
work together to answer the question(s) posed by the presenter. Each person’s
comments are directed to the whole group, not to the presenter. Participants
should offer a mix of warm and cool feedback.

. Presenter Reflection (~10 minutes)

The presenter reflects aloud on the participants’ discussion, using the issues the
participants raised as a framework and reflecting on possible answers to the
questions posed. The participants remain silent.

. Participant Response (~ 15 minutes)
The participants reflect on and respond to the presenters’ comments.

. Debriefing (~5 minutes)
First the presenter and then the participants discuss how well the protocol process
worked and what they took from the process.





