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Purpose

The purpose of the evaluation component of the Administrative and Supervisory Professional Growth System (A&S PGS) is to assure and document quality performance of assistant principals (AP), student support specialists (SSS), and coordinators of school-based programs and to provide feedback to AP/SSS/coordinators for their own professional continuous improvement. The process clearly outlines expectations and measures that are based on the six standards of performance.  “The evaluation system also provides MCPS with information from which professional development programs can be developed, personnel selection procedures can be appraised, and the adequacy of human and material resources can be assessed.” (MCPS-MCAASP negotiated agreement)

The structure of the evaluation process recognizes the complexities of school-based administrative positions and provides opportunities for continuous improvement.  School-based administrative positions include a variety of roles: assistant principals, assistant principals in training, student support specialists, and coordinators of programs, such as International Baccalaureate, specialized magnets, and language immersion.  Because this variety in roles leads to differences in responsibilities, each AP/SSS/coordinator’s strengths are recognized and nurtured.  Strengths and areas of need are documented through multiple sources of data.  
AP/SSS/coordinators are given the necessary support and resources to address identified needs and improve performance.  Support and resources for AP/SSS/coordinators vary by position.  Assistant principals in training receive their support from their development teams.  Assistant principals in training are evaluated via their training programs and under the training process.  The Student Support Specialist position is unique in that the maximum duration of the position is four years.  The purpose of this position is to give individuals the opportunity to try an administrative position and to determine if they wish to pursue administration further.  Therefore, the support for Student Support Specialists comes primarily from the principal and is not as intense as the support for permanent administrators or assistant principals in training.  Support for permanent AP/coordinators may include training, a consulting principal, the principal, the associate superintendent, the director of school performance, and the evaluation support cycle as outlined below.  
Between formal evaluation years, AP/SSS/coordinators participate in professional growth activities as part of the professional growth cycle, which is described in the Professional Development component of the A&S PGS.  These growth activities are based upon individualized professional development plans (PDP’s) for each AP/SSS/coordinator.

Elements of the Evaluation Process

I. Evaluators – The principal to whom the AP/SSS/coordinator is assigned is responsible for completing the formal evaluation. 

II. Frequency Schedules – Formal evaluations are required as follows:

· First and second year as an AP/SSS/coordinator
· First year after a change in assignment
· Fifth year as an MCPS administrator

· Ninth year 

· Every fifth after the ninth year

Note:  A Special Evaluation may be used in any year using the process in #III below. 

III. Annual Review Process in Non-Evaluation Years

During professional growth years, the AP/SSS/coordinator gathers and interprets data for the three annual meetings with the principal.  These meetings will occur at the beginning, middle, and the end of the school year to review data sources in order to set goals, review goals, and review performance in relation to the six standards and data that supports the school improvement process plan. 

A. Performance with no concerns 
If these annual reviews indicate that progress is continuing and there are no concerns, the AP/SSS/coordinator will continue in the professional growth cycle that will include a personal Professional Development Plan, as described in the Professional Development component of the A&S PGS, and the school improvement process plan.  

B. Performance with concerns:  

1. During the first semester, if the principal identifies and documents concerns regarding the AP/coordinator’s performance in relation to the six standards through two formal observations, the principal will request a special evaluation.  The AP/coordinator will be provided training and/or support by a consulting principal.  The AP/coordinator, the consulting principal, and the principal will develop an improvement plan that outlines the concerns, the goals for improvement, the training and other supports, and the specific data points that will measure the improvement. The principal will review the data points of the improvement plan and the input from the consulting principal by April 1. 

· If the principal finds that the AP/coordinator has met the goals of the improvement plan, the principal completes the special evaluation by May 1 and the AP/coordinator continues in the professional growth cycle. 

· If the principal documents that the AP/coordinator did not meet the goals of the improvement plan, a second observer completes an observation before the AP/coordinator receives a special evaluation. The principal completes the special evaluation by May 1.  

· If the AP/coordinator’s performance is rated as “Does not meet standard”, he/she is placed in the Evaluation Support Cycle for the next school year.  

2. During the second semester, if the principal identifies and documents concerns regarding the AP/coordinator’s performance in relation to the six standards through two formal observations, the principal will request a special evaluation.  The Office of Human Resources will notify the AP/coordinator by letter of the special evaluation request.  The AP/coordinator will be provided training and/or support by a consulting principal, as outlined in #1 above.  
· The principal will review the data points of the improvement plan and the input from the consulting principal by December 1. 

· If the principal finds that the AP/coordinator has met the goals of the improvement plan, the AP/coordinator continues in the professional growth cycle. 

· If the principal documents that the AP/coordinator did not meet the goals of the improvement plan, a second observer will complete an observation before the AP/coordinator receives a special evaluation. The principal will complete the special evaluation by January 1. 

· If the AP/coordinator’s performance is rated as “Does not meet standard”, the AP/coordinator is placed in the evaluation support cycle for the remainder of the school year and the first semester of the next school year. 

3. For Student Support Specialists, if the principal identifies concerns regarding the SSS’s performance in relation to the six standards at any time during the year, the principal will provide counseling regarding the SSS’s continuation in the position.  The principal may provide whatever support he/she deems appropriate and will evaluate the SSS by May 1.  If the evaluation identifies that the SSS is not meeting standard, the SSS is removed from the position.
IV. Collection of Evaluation Data

Data are collected throughout the professional growth years.  For the evaluation process, the principal will collect and analyze data from observations, conferences, meetings, and other related data sources.  This should be an on-going and cumulative process documenting progress over time. 

A. Data sources will include the three meetings, one at the beginning, one in the middle, and one at the end of each school year between the AP/SSS/coordinator with the principal to review goals and progress in the AP/SSS/coordinator’s professional development plan and the school improvement process. 

B. In addition to the three meetings, there will be formal observations and other visits and interactions as needed to document performance in relation to the six standards.  During an evaluation year at least two formal observations are required, one of which must be scheduled in advance.  Formal observations require that the person being observed has full knowledge of the observation which is followed by a conference, the person receives a written report in a timely manner, and the person has the right to respond to the observation report.   It is recommended that observations should be a minimum of thirty (30) minutes in length or longer as appropriate.  Examples of formal observations and visits include:

· Staff meetings

· Student meetings

· Special education meetings

· Parent /community meetings

· School Improvement Team meetings

· Instructional Leadership Council meetings

· Staff evaluation conferences

· Parent conferences

· Staff, student, and parent interactions

C. The principal will collect and analyze in conjunction with the AP/SSS/coordinator a variety of required data sources as a part of the evaluation.  Data sources include:



Required Data Sources

· Formal observations

· Professional Development Plan

· Improvement Plan, if applicable


Optional Performance Data Sources based on the six standards

· Local school parent, student, and staff surveys

· AP/SSS/coordinator’s portfolio

V. Evaluation Year

AP/SSS/coordinators enter the evaluation year in accordance with the frequency schedule (see #II above) of the evaluation process.  During formal evaluation years, a minimum of two, formal observations are required with at least one each semester.  One formal observation must be done by the principal.  If the AP/SSS/coordinator is below standard, one formal observation must be done by a qualified second observer.  The evaluation is based on the data outlined in #IV in relation to the six standards, performance criteria, and descriptive examples.  The principal completes the evaluation by May 1.
· If the AP/SSS/coordinator meets standard, the AP/SSS/coordinator continues in the professional growth cycle.

· Where significant performance issues are identified, second observer(s) will be assigned.  In the event that the second observer does not have experience as an AP, the AP being observed may request a third observer who has had experience as an AP.
· If the principal identifies concerns during the formal evaluation year, a consulting principal is assigned for support and an improvement plan is developed. The principal completes the evaluation by May 1. If the AP/coordinator meets standard, he/she continues in the professional growth cycle.  If the AP/coordinator does not meet standard, he/she enters the Evaluation Support Cycle. 
· For Student Support Specialists, if the principal identifies concerns regarding the SSS’s performance in relation to the six standards at any time during the year, the principal will provide counseling regarding the SSS’s continuation in the position.  The principal may provide whatever support he/she deems appropriate and will evaluate the SSS by May 1.  If the evaluation identifies that the SSS is not meeting standard, the SSS is removed from the position.
VI. Special Evaluation/Evaluation Support Cycle

During the special evaluation/evaluation support cycle, the AP/coordinator will receive clear expectations and support from the principal, a consulting principal, and the Review Panel.  Due to their positions, Student Support Specialists are not eligible for this support.  The consulting principal, the principal, and the AP/coordinator will collaborate on the development of an improvement plan that will include the identification of the specific areas of need, the expected improvements, and the support that will be provided by the consulting principal and principal, and the specific data that will be used to determine effectiveness.  The goal of this intense intervention is to provide assistance and opportunities to the AP/coordinator in order to meet all standards.  The AP/coordinator takes responsibility for involvement in developing the improvement plan and in meeting standards.

The AP/coordinator enters the Evaluation Support Cycle through a “Does not meet standard” evaluation.  The Evaluation Support Cycle includes the following:

· The consulting principal provides direction and support to the AP/coordinator.  He/she will observe and confer with the AP/coordinator and submit updates to the principal and the AP/coordinator Review Panel on the supports provided to the AP/coordinator and the AP/coordinator’s progress on the improvement plan. By April 1 of the Evaluation Support Cycle year, the consulting principal will complete a summary report on the AP/coordinator’s progress on the improvement plan. 

· The principal will also monitor progress on the improvement plan through quarterly observations and meetings with the AP/coordinator.  As outlined in “Collection of Evaluation Data” above, the principal will complete the evaluation using multiple sources of required data to document each standard.   The principal will complete the evaluation by the due date. 

· The Review Panel is comprised of three principals not assigned to that AP/coordinator, and three assistant principals recommended by MCAASP. The superintendent or designee will approve the membership for the panel.  This panel will receive quarterly updates from the principal and the consulting principal on the progress of the AP/coordinator on the improvement plan.  Panel members may provide suggestions for support in helping the AP/coordinator meet the goals of the improvement plan to meet standard at the end of the year of the evaluation support cycle.  The panel makes final recommendations to the superintendent.

VII. Decisions regarding the Evaluation Support Cycle

If the principal and the consulting principal agree that the AP/coordinator has met standard, the AP/coordinator will return to the professional growth cycle.  

If the principal and the consulting principal agree that the AP/coordinator did not meet standard or they could not agree if the AP/coordinator met standard, they will present their findings to the Review Panel.  The AP/coordinator will also have an opportunity to present information to the Review Panel.  After considering all of the information, the Review Panel makes one of the following recommendations to the superintendent by May 15:

· The AP/coordinator returns to the professional growth cycle.

· The AP/coordinator is reassigned to another administrative position.

· The AP/coordinator is reassigned to a non-administrative position.  AP/coordinators who are tenured as teachers in MCPS are still tenured for teaching positions when dismissed from A&S positions.

· The AP/coordinator is dismissed from MCPS.  


If the panel cannot reach agreement, the superintendent or his designee makes the decision.

VIII. Appeal Process 

Through these procedures the A&S PGS establishes that the AP/SSS/coordinator is an active participant throughout the evaluation process.  The meetings held at the beginning, middle, and end of each year, the post observation conferences, and the development of any improvement plans are examples of the opportunities for collaboration among the principal, the AP/SSS/coordinator, and others involved.  The school system shall be responsible for maintaining the confidentiality of an individual’s evaluation process and all related documents.  The following appeal process will be available:

· The AP/SSS/coordinator may respond in writing to any observation report within ten working days of receiving the report.

· The AP/SSS/coordinator may respond in writing to the principal regarding an evaluation within ten working days of receiving the evaluation.

· The AP/SSS/coordinator may request a review of the evaluation by the community superintendent.

· The AP/coordinator may submit information and request a meeting with the superintendent or designee to discuss the recommendation of the Review Panel.  Evaluations of Student Support Specialists are not presented to the Review Panel.
Appendix A

Glossary

Qualified Observers are the superintendent, the community superintendent, the associate superintendent, and their professional assistants, including the principal.

A Consulting Principal is assigned by the Office of Organizational Development to support and coach AP/coordinators who have been placed in special evaluation or the evaluation support cycle.

The Review Panel consists of three principals not assigned to supervise the AP/coordinator, and three currently sitting assistant principals.  The panel reviews the reports and recommendations of the principal and the consulting principal, and then presents recommendations to the superintendent on personnel actions for AP/coordinators in the Evaluation Support Cycle.

Formal Observations require that the person being observed has full knowledge of the observation which is followed by a conference, the person receives a written report in a timely manner, and the person has the right to respond to the observation report within ten working days of receipt of the observation.  

A Portfolio provides the AP/SSS/coordinator with the opportunity to collect and present a variety of data sources describing his/her performance.  The portfolio could include information from parents, staff, or students; results of school meetings or surveys; coursework; attendance or presentations at professional conferences; examples of professional activities within MCPS or other educational groups.  It is a tool maintained by the AP/SSS/coordinator to address the six standards.

A Special Evaluation is an evaluation scheduled out of the regular sequence.  The purpose of the special evaluation is to address serious deficiencies in the AP/coordinator’s performance on the six standards.  Observations by both the principal and another qualified observer are required if the evaluation will be below standard.  A special evaluation can result in referral to the evaluation support cycle, or in return to the professional growth cycle.  The special evaluation process does not apply for Student Support Specialists.
The Evaluation Rating is a decision made by the principal based upon a holistic view of the evidence regarding an individual’s performance on all the standards.  The rating will state that the individual either “meets standard” or “does not meet standard”.   Evaluations also require a second observer if the evaluation will be below standard.

Appendix B
The Role of the Consulting Principal 

The purpose of the consulting principal’s role is to provide support for the AP/coordinator (client).  In order to accomplish this, the consulting principal will meet initially with the principal and, at the request of the principal, the director of school performance to obtain information about the needs of the client.  As soon thereafter as possible, the consulting principal will meet with the client.  The priority of the role is to provide sufficient time for effective interactions with the client.  The consulting principal will organize a meeting with the client and the principal at which the consulting principal will facilitate the development of an improvement plan.  This plan will be the basis for identifying needs, providing support, establishing a timeline, and determining the measures by which the client is expected to meet standard.

The consulting principal will be responsible for coaching the client.  The consulting principal will provide direction with regard to the supports that are available from within MCPS and from outside sources.  The consulting principal will provide assistance to the client with regard to areas of need as identified on the improvement plan.  The consulting principal will help the client set priorities and maintain a focus on improvement. 

The consulting principal will be responsible for: 

· Making frequent visits with informal support

· Analyzing problems and suggesting options

· Identifying resources for the client AP/coordinator
· Conducting two formal observations with post conferences each semester  

· Providing written reports on the formal observations to the client and the principal

· Communicating with the principal regarding the client’s progress

· Preparing quarterly reports to the Review Panel

· Making a recommendation regarding the client’s status to the Review Panel at the end of the improvement plan’s timeframe
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