
ARTICLE 15 
CERTIFIED STAFF EVALUATION 

 
A. Purpose of Teacher Evaluation 

Teacher evaluation is an ongoing process of improving and monitoring instructional 
effectiveness and overall performance of the teacher by observing instruction, reviewing 
artifacts of teaching, reviewing evidence of student learning, and establishing professional 
goals. 

Summative evaluation is the periodic objective assessment of a teacher’s overall 
performance.  This comprehensive assessment should identify the teacher’s strengths, areas 
needing improvement and provide direction of continued professional growth and development.  
Summative evaluations are based on the school district’s performance area competencies, state 
law, and board of education policies. 

 
Evaluation Process 
•​ Annually, each teacher shall establish personal goals following the process outlined on the 

Annual Professional Goal sheet (Appendix A).  This instrument is designed as a positive 
growth instrument and is neither optional nor punitive. 

 
•  ​ Certified staff in their first two consecutive years of employment will be evaluated twice per 

year, at least one time in each full semester of employment by no later than the 60th day of 
school. 

 
•​ Employees in their third and fourth years must be evaluated at least one time per year no 

later than the 15th of February. 
 
•  ​ After the fourth year, employees will be evaluated at least once every three years and by 

February 15 of the school year in which the employee is being evaluated. 
 
•​ The supervising administrator will schedule a pre-observation conference with the teacher in 

order to discuss the objectives planned during the observation, specific professional goals, 
and areas that either party has targeted for assistance.  This pre-conference and the annual 
goal-setting conference may be conducted concurrently. 

 
•​ The administrator shall observe the teacher following the pre-observation conference.  This 

observation shall not preclude other informal observations of the teacher. 
 
•​ Following the observation, the administrator shall schedule an evaluation conference with 

the teacher.  The teacher may bring a self-evaluation or other documentation (student/parent 
surveys, portfolios, peer observation data, etc.) to the conference if desired.  They may be 
attached to the supervisor’s formal evaluation at the employee’s discretion.   

 
•​ If needed, as a result of the observations and conferences, a Professional Improvement 

Plan (Appendix B) will be filed to assist the teacher in documenting improvement. 
 
•​ The formal evaluation must be signed by the administrator and the employee.  The teacher 

may respond in writing within two weeks of the time the conference is held.  Signed copies 
shall be made for the principal, teacher and superintendent. 

 



•  ​ In the event the teacher disagrees with the evaluation, a review by the superintendent may 
be requested.  Such a request must be in writing and submitted, with a copy to the 
evaluator, within two weeks of the conference. 

•​ Written communication shall be sent to the employee on or before the third Friday in May if 
the employee's contract is to be terminated at the close of the school year.  The notice of 
termination must have prior approval by the Board of Education.  

 
•​ The employee must notify the Board of Education on or before the 14th calendar day 

following the third Friday in May of intent to discontinue employment. 
 
•​ The evaluation report will be considered confidential and maintained in a personnel file for 

each employee for a period of not less than three years from the date each evaluation is 
conducted per Kansas statute. 

 
•​ The teacher’s file in the principal’s office shall be open to the inspection of the teacher at all 

times, except for credentials and other related papers from teacher placement bureaus 
which are confidential. 
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B. Observation Form 
1.​ Here is an example of an optional observation form that can be used.  

 
Teacher:_____________________________​ ​ School:____________________ 
 
Date of Observation:___________________​ ​ Subject/Grade_______________ 
 
 

1.​ Describe unit, skills, or concepts being taught. 
 
 
 
 
 
 
 

2.​ Highlights of the lesson: 
 
 
 
 
 
 
 
 

3.​ Suggestions: 
 
 
 
 
 
 
 
 

4.​ Comments: 
 
 
 
 
 
 
__________________________________ 
Teacher’s Signature / Date ​ ​ ​ ​  
 
__________________________________ 
Evaluator’s Signature / Date 

 
 
 
 

 



 
C. Plan of Assistance 

1.​ Guidelines for Plan of Assistance 
At any time that a non-probationary teacher (one who has taught more than three years) 
does not meet the standards of the teacher evaluation (having an overall score under 
2.5), the following steps are to be taken by the evaluator: 

 
a.​ Prepare a plan of assistance using the attached form. 

 
b.​ Review at the evaluation conference or at a scheduled meeting performance 

standards not met.  The evaluator will present and discuss the assistance plan 
with the teacher. 

 
c.​ Monitor the teacher’s performance according to the plan of assistance. 

 
d.​ Meet and confer with the teacher according to the timeline established on the 

plan of assistance.  Provide 5 working days for the teacher to sign and return a 
response to the conferences. 

 
e.​ Hold a summative conference upon completion of the plan of assistance.  

Provide 5 working days for the teacher to sign and return a response to the result 
of the conference. 

 
f.​ A plan of assistance may be used at any time at administrator discretion without 

being necessitated by a low evaluation score. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Plan of Assistance 
 
Teacher:________________________________  School:______________________ 
 
Assignment:_____________________________  Date:________________________ 
 
Evaluator: ______________________________ 
 
 
A.  Areas Where Assistance is Needed to Meet Standards Identified in the Evaluation: 
 
 
 
B.  Recommended Plan of Corrective Action: 
 
 
 
C.  Resources for Corrective Action: 
 
 
 
D.  Actions Which Reflect Evidence of Sufficient Improvement: 
 
 
 
E.​ Target Dates for Review of Improvement: 
 
 
 
F:  Target Date for Completion of Assistance Plan: 
 
 
This notification has been discussed with this certified employee.  The employee acknowledges 
the receipt of this form.   
 
 
__________________________________________________________________ 
Teacher’s Signature*/  Date / Time 
 
 
___________________________________________________________________ 
Evaluator’s Signature/ Date / Time 
 
Signature indicates that a copy of this form was received and reviewed with the teacher.  This 
does not necessarily indicate agreement. 
 
 
 
 
 



 
3. Plan of Assistance 

 
Summary of Progress of Assistance Plan: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Recommendation(s) for Teacher: 

_____ 1.  Return to regular evaluation cycle. 
 
_____2.   Continue plan of assistance for a specific agreed upon time. 
 
_____3.  Initiate non-renewal procedures (non-tenured). 
 
_____4.  Initiate termination procedures (tenured). 
 
 
 
This notification has been discussed with this certified employee.  The employee acknowledges 
the receipt of this form.   
 
 
__________________________________________________________________ 
Teacher’s Signature*/ Date / Time 
 
 
___________________________________________________________________ 
Evaluator’s Signature/ Date / Time 
 

*Signature indicates that a copy of this form was received and reviewed with the teacher.  This 
does not necessarily indicate agreement. 
 
 
Amended 2025-26: Negotiations Session- rearranged the order of Article 15 items.  
 



ARTICLE 15.1 
FAIR DISMISSAL 

 
​ In the event that a teacher has been notified of intent to non-renew or termination, the 
teacher may request a meeting before a three-member BOE panel with the panel membership 
determined by the BOE. The purpose of this meeting is to grant the teacher an opportunity to 
provide information to the board concerning their dismissal.  The teacher request must be made 
in writing and delivered to the Superintendent or board clerk within 10 calendar days following 
the notice of intent to non-renew and include the list of representatives and witnesses and their 
purpose for their attendance.  The BOE panel administers the hearing.  Each party may bring up 
to three witnesses/representatives.  The district will provide the evidence for the basis of the 
nonrenewal or termination.  As a result of this meeting, the USD 382 Board of Education may 
accept the administrator’s recommendation of nonrenewal or termination, reject the 
recommendation, or propose an alternative course that may include, but is not limited to, placing 
the teacher on a plan of improvement or other job performance measures. 
 
Adopted during 2020-21 Negotiations. 

ARTICLE 15.5 
EDUCATOR FILES 

 
All material obtained during the period of employment, which is placed in the 

professional employee’s permanent personal file and which may be used to determine the 
employee’s continued employ, shall be visible for inspection by the professional employee.  
Credentials and related papers from teacher placement bureaus, labeled as closed credentials, 
will not be made available for inspection.  However, the professional employee shall be provided 
a list of the closed credential items upon request.  The employee and his or her representative 
have the right to inspect and copy the contents of the file with the exception of the 
aforementioned closed credentials. 

Anonymous material will be given to the employee for review and response.  The 
response may be a written or verbal response.  The material will not be placed in the 
employee’s professional file. 

No material relating to the professional employee’s conduct, service, or personality may 
be placed in the employee’s file unless the employee has had the opportunity to review and 
respond to the material.  The employee shall have the right to respond in writing to any material 
filed subsequent to employment, and the response shall be affixed to the material and placed 
with it in the professional employee’s file. 
 
Revised during the 2010-11 Negotiations. 
 

ARTICLE 15.6 
INTELLECTUAL PROPERTY 

      The District supports and encourages creativity; therefore, it is hoped that the intellectual 
property created by teachers will be shared with other district teachers for the benefit of 
students. 
      The property right of teacher-generated materials created for the classrooms shall belong 
solely to the teachers having produced said materials only if said materials are generated 
outside of school time, without any financial assistance, or other district resources.  IF the 
teacher generated materials are produced on school time with financial assistance, and/or with 
district resources, co-ownership will result. 
      A teacher may request a waiver from the Board of Education for exclusive property rights to 
said materials. 
Adopted (D) during the 2009-10 Negotiations Session.  Effective July 1, 2009. 



ARTICLE 15.7 
SOFTWARE 

 
The district will establish a line item for software purchases appropriate for classroom 

learning.  The discretion for approval will be with the building principal in consultation with 
district technology staff. 
 
Adopted during the 2013-14 negotiations session. 
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