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R 32 2 3.1 EVALUATION OF NONTENURED ADMINI STRATORS 

The observat ion and evaluat ion of nontenured 
admini s t rators wi l l  be conducted by appropriat e  admini strat ive 
staff members . Evaluat ion wi l l  be conducted in accordance wi th 
the fol l owing procedure s . 

A .  Evaluat ion Criteria 

1 .  Evaluat ion criteria for each admini s t rat ive pos i t ion 
wi l l  derive f rom the job description for the 
pos i  t ion and wi l l  relate directly to each of the 
tasks described . Wherever pos s ible each set of 
evaluation criteria wil l  be : 

a .  Briefly stated and focused on major . c riteria of  
the posit ion , 

b .  Based on observable information rather than on 
factors requiring SUbject ive judgment , 

c .  Generi c , covering 
pos itions , and 

a number of specific 

d .  Written in the same format and in a direct , 
simple styl e . 

2 .  Maintenance of administrat ive job evaluation 
criteria wi l l  be the responsibil ity of the 
Superintendent. Evaluat ion criteria wi l l  be 
reviewed annual ly,  and 

a .  Whenever the corre sponding job descript ion i s  
revi s ed ,  o r  

b .  On the request· of a single j ob holder . 

3. Each nontenured administ rator wi l l  be sent a copy o f  
the current evaluation c riter�a for his /her posit ion 
annual ly by the ,Superintendent . Any revi sions 
thereto shal l be provided to each holder of that job 
within thirty working days of i t s  adoption� 
Sugge sted revi s ions to evaluation criteria by job 
holders shal l be referred init ial ly to the job 
holder's immediate supervisor for review .

. 
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B .  Collect ion of  Evaluat ion Data 

Data wi ll  be gathered any one or more of  the following 
evaluat ion methods : 

1 .  Direct observat ion of the administrator in the 
course of performing an assigned duty; 

2 .  Review 
resul t s  
dut ies; 

of a 
from 

product from the admini s t rato r  that 
the performance of hi s /her a s s igned 

3 .  Interviews of the admini s t rato r  regarding hi s /he r  
knowl edge of as s igned dut ies; 

4 . Paper and pencil instrum�nt s (such as competency 
test s , pupil  surveys , and the like ) ; 

5. Audio -vi sual monitoring of  the administrator in the 
performance of hi s /her ass igned dutie s; and 

6 .  Reference to previous performance report s . 

C .  Observat ions 

1 .  Nontenured admini strators wi l l  be evaluated no fewer 
than three t imes in every s choo l  year and at least 
once during each seme ster . A nontenured 
admini strator empl oyed fewer than s ixty days in the 
s choo l  year may be observed and evaluated only once 
during the school year , and a nontenured 
admini strator employed fewer than one hundred twenty 
days in the school year may be observed and 
evaluated only twi ce during the s chool year . 

2 .  The evaluator shal l confer with the admini strator at 
the beginning of  each'three month period , the first 
of  such periods commencing at the beginning of the 
s chool year. They shall together determine the job 
performance that wi l l  be observed . The period o f  
the observat ion wi l l  be appropriate t o  the 
performance to be observed and wi l l  be conducted in 
as few separate s ess ions as pos s ible. The evaluator 
shal l record each separate inst ance of obs ervation 
and the act ivity observed . 

3. Wherever pos s ible , multip l e  observations that focus 
on different areas of re spons ibi l i ty are des irable' . 
Mul t iple observati ons should be spread over time t o  
allow t ime for improvement . 
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4 .  Each observation wi l l  be recorded on a separate form 
and a copy sent to the nontenured admini strator 
within seventy- two hours prior to the observat ion 
conference. 

D. Evaluat i ons 

1. A wri tten . evaluation of each nontenured 
admini s t rator in the performance of hi s /her dut ies 
wi ll be prepared before the end of each three -month 
period during which a nontenured admini s t rator has 
been evaluated. 

2 . In addi t ion to the evaluat ion fol l owing each 
observat ion or period of observat ion ,  the evaluator 
shal l prepare a written evaluat ion o f  each 
nontenured admini strator ' s  total performance as an 
employee of the s chool  di strict. Thi s evaluat ion 
wi l l  be submitted to the administrator suffi cient ly 
in advance of the conference to enable the 
administrator or the Superintendent to amend it. I t  
wi l l  be appended t o  the evaluation based on 
performance observat ion and wi l l  be presented to the 
admini strator at the conference. 

E. Post Observat ion Conference s  

1 .  No later than the end of each three-month period o f  
observat ion , the admini strator and the evaluat ing 
supervi sor shal l hold a conference to di s cu s s  the 
evaluat ion reports prepared in accordance wi th �D1 
and �D2 above. 

2. The pos t  observat ion conference wil l be conducted 
for the purpose of confirming the accuracy of the 
material collected , providing a forum for feedback , 
and providing assi s tance to the admini s t rator 
whenever the need for such aid is indi cated. In 
addit ion , the evaluator must point up the effects  of 
the observation ( if any) on the admini s t rator's 
annual evaluation. Suffic ient time should be 
s cheduled for a 

'
ful l  discuss ion of the i s sues 

involved . 

3 . Two copies of the written evaluat ion wil l  be 
prepared and both the supervisor and the nonten�red 
administrator shall  s ign e.ach copy and retain one 
copy . 
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4 .  I f  the nontenured admini strator s o  wi shes , he / she 
may prepare a written di s c l aimer to the evaluat ion . 
Any disclaimer wil l  be appended to the evaluat ion ,  
provided i t  i s  received not more than ten calendar 
days after the conference .  

5. Each observat ion report wi l l  be fi l ed in the 
admini strator ' s  personnel fi le . A copy wi l l  be 
provided to the admini st rator wi thin three working 
days of the conference .  

F .  Annual Performance Conference and Report 

1 .  An annual performance conference wi l l  be held with 
each nontenured admini s t rator by the evaluator who 
prepared the annual performance report (whenever 
pos s ibl e )  before the admini strat or ' s annual 
performance report i s  fi l ed . 

2 .  The annual performance conference wi l l  include a 
review of the: 

a .  Admini strator' s performance based upon hi s /her 
j ob de s cript ion , 

b .  Admini s trator ' s  progres s  toward t he obj ect ives 
of his/her Individual Performance Improvement 
Plan developed at the previous annual 
conference (if app l i cable ) ,  and 

c .  Available indicators 
growth toward the i r  
applicabl e )  . 

of pupil progres s  
program obj ect ives 

and 
(if 

3 .  The purpose of the annual performance conference i s  
to provide for a total review of the year ' s  work , t o  
ident ify s t rategies for improvement where neces sary ,  
and to recogni ze achievement and good pract ice . 
Adequate t ime should be allotted for the conference 
in order to cover the required top i c s  of d i s cu s s ion 
and to permit a ful l explorat ion of the pos s ib l e  
s olut ions t o  any probl ems identified. 

4 .  The annual performance report wi l l  be s igned by the 
evaluator at the time of the conference and by the 
nontenured admini strator wi thin five working days o f  

.the conference. The s i gnature of the admini s t rator 
wil l  not neces sari ly be const rued to indi cate assent 
with the report. 
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5. The admini strator shal l have up to ten working days 
fol lowing the conference to add material to the 
report not inc luded by the evaluator . 

6 .  Each annual performance report shal l be fi led in the 
admini strator ' s  personnel fi le . A copy wi l l  be 
p rovided to the staff member within three working 
days of the conference .  

G .  Review of Pup i l  Progres s  and Growth 

1 .  A review wil l  be conduc ted , at least annual ly , of 
pupil  progres s  and growth in each clas s , for the 
purpose of determining whether or not changes in the 
performance of the admini s t rator or in the program 
would lead to improved resul t s  by the pup i l s  during 
the subs equent school year . 

2 .  The review of pupil  progres s  and growth wi l l  be made 
by an evaluator who i s  fami l iar with the pup i l s  
involved and the school context against indicators 
p reviously determined by the admini s trator and 
agreed upon by the Superintendent . 

3 .  A summary of the pup i l  progress and growth data and 
i t s  imp l i cat ions wil l  be placed in the 
admini st rator ' s  annual performance report . If  
app l icable , the pupil progre s s  and growth report 
wi l l  be one measure of the admini strator ' s  annual 
performance evaluat ion . 

4 .  I f  the review of the pupil  data reveal s that pup i l s  
have not made the progres s  expected , the supervi sor 
and staff member shal l j oint ly dete rmine what 
change s should be made to improve pup i l  performance .  
Any such changes are subj  ect to approval of the 
Superintendent before being implemented . 

H .  Individual Performance Improvement Plan 

1 .  An Individual Performance Improvement P l an wi l l  be 
prepared annually for each nontenured admini s t rator 
to correct defic ienc ies  and to cont inue p rofes s ional 
growth . The p lan wi l l  derive from the app l i cabl e  
evaluat ion criteria and focus o n  the mos t  important 
areas of profe s s i onal growth for each admini s t rator 

.as determined from weaknes ses ident ified in hi s /he r  
evaluat ion . 

.. 
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2 .  The Individual Performance Improvement Plan wil l  be 
prepared in cooperat ion with the admini strator 
whenever pos s ible and wi l l  include : 

a .  Areas of required growth , 

b .  Methods of achieving that growth , 

c .  A schedule for implementat ion of  those methods , 
and 

d .  The respons ibi l i ty of  the admini strator and the 
district for implement ing the plan . 

3 .  At the t ime the Individual Performance Improvement 
Plan is prepared , a review' wil l  al so be made of the 
admini strator ' s  ef fort s to achieve the pri or year ' s  
plan . 

4 .  Copies of the Individual Performance Improvement 
Plan wi l l  be placed in the admini strator ' s  annual 
performance report and given to the admini strator . 
The degree to which the admini s t rator achieved the 
requirement s of the previous plan wil l  be a measure 
of  hi s /her annual performance evaluat ion . 

5 .  I t  i s  the duty of the admini s t rator t o  implement· the 
plan as prepared ; his /her fai lure to do so may 
resul t in di scipl inary act ion up to and including 
di smi s sal . 

Adopted : 3 May 2 0 04 
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