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EVALUATION PROCEDURES

for

· Education Support Management
Association of Broward

(ESMAB)

· Technical Support Personnel

(TSP-BTU)
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PURPOSE OF THE APPAS

Performance planning and appraisal is a systematic approach and process which is designed to achieve the following:

· Document competencies and skills necessary for success in the positions of assistant principal, principal and, district level administrators.

· Facilitate employee understanding of job responsibilities and expectations, priorities, and the criteria used to evaluate performance.

· Provide an equitable and consistent basis for administering compensation based on individual performance.

· Establish a means to facilitate a comprehensive performance appraisal system and establish procedures for the collection, retrieval, and use of data to provide feedback to an individual, a team, and the system.

OUTCOMES OF THE APPAS

· Stimulate improved job performance by clarifying position-specific performance expectations.

· Develop administrator effectiveness through emphasis on feedback, coaching, and professional development activities.

· Guide performance consistent with the District’s Strategic Plan, the Florida Principal Competencies, and the Sterling Quality Criteria.

· Hold individual administrators accountable for: (1) the performance of schools, departments, or work groups under their supervision; (2) student performance; (3) satisfaction of parents, community leaders, teachers, students, and/or business/industry in school/department operations.

TARGET GROUPS

The APPAS applies to all administrators assigned to schools, area offices, and district offices.  Typically, groups include:

· Assistant principals

· Principals

· District administrators classified as administrative, supervisory, professional, and technical (ASPT) or TSP.

PARTICIPANT STATUS

Administrators are classified according to two categories depending on their length of service in their current position.

ENTRY LEVEL

This category includes all administrators in their first year of service in any new administrative position, including lateral transfers.

PROFESSIONAL

This category includes all administrators with more than one year experience in their current assignment.

PERFORMANCE CRITERIA

APPAS recognizes performance through a variety of means.  The categories are defined on the appraisal form (APPAS form). Each category contains several descriptive indicators that assist the appraiser in rating the appraisee with respect to the category.  Performance criteria provides for parent and teacher input.  Parents will be notified in the fall that they will have the opportunity for input into administrative assessment.  

Leadership

· Contributes to and monitors a department mission and goals that are aligned with the district’s mission and goals.


· Maintains an active involvement in the department improvement planning process by facilitating decision making and priority setting.

· Uses quality improvement principles and processes in daily administration of department or area of responsibility.
· Uses collaborative leadership style and quality processes to involve stakeholders in establishing and achieving the department’s mission and goals.

· Establishes and utilizes a process that readies the department for change.

· Develops and maintains a department atmosphere conducive to achieving district goals.
· Provides leadership to involve the department in quality initiatives.

· Communicates department information and goals to stakeholders.
Information and Analysis

· Collects and maintains information appropriate to the monitoring of improvement goals.
· Analyzes and uses data for decision-making to improve actions, plans, processes, and systems.

· Uses benchmarks and comparison data in the analysis of results.

· Makes data accessible to all stakeholders.
Strategic Quality Planning

· Develops long and short term plans and goals aligned with the strategic plan of the district.
· Communicates overall department improvement plan requirements to staff so they can describe how the goals and plan relate to their work.

· Allocates resources consistent with the implementation of the department improvement plan.

· Utilizes a systematic process for collecting input from stakeholders and incorporates their requirements in department/area plans.
Customer Focus 

· Develops positive relationships with customers (internal staff, schools, other departments, community, etc.).

· Establishes processes and methods to respond to valid customer requirements.

· Establishes processes to determine customer needs and level of satisfaction.

· Provides leadership support to internal and external partnerships.
Human Resources 

· Analyzes data and information to plan training to accomplish department goals.

· Builds or contributes to a department environment which supports learning and growth for staff toward achievement of the department’s mission.

· Uses team approach in solving problems and improving processes and provides frequent feedback to those involved in improvement efforts.

· Contributes to positive staff morale through flexibility, support, and recognition of groups and individuals working toward department improvement.

· Deals appropriately and professionally with personnel issues, including personnel recommendations, evaluation, staff deficiencies, and retention; provides feedback on professional performance and offers assistance to strengthen weaknesses in performance.

· Assesses the expertise and development needs of others and self and considers the aspirations of others in relation to jobs and tasks assigned.
Management of Processes
· Identifies quality requirements of materials and services and communicates this information to suppliers.
· Employs an improvement cycle of Plan, Do, Study, Act (PDSA) that analyzes results and identifies root causes of operational problems and makes corrections.
· Utilizes quality tools to assess and improve processes, programs, and services.

· Has knowledge of, supports, and implements School Board, State, and Federal Policies, negotiated agreements, and district decisions.
· CONSEQUENCES OF PROPERTY AUDIT EXCEPTIONS
· 1. In the event audit exceptions are reported resulting from the property audit, the property custodian (principal/director) will be subject to the following progressive discipline. This discipline is specified for audit exceptions resulting from property audits and does not consider audit exceptions from internal account audits. Internal account audit exceptions in addition to property audit exceptions will further impact the course of progressive discipline as determined by the applicable Area Superintendent. Further note that the audit exception is applicable to the property custodian and not the location. Previous audit exceptions at a location will not impact the progressive discipline of a new property custodian at a location.
· a) First Audit Exception: Conversation between the property custodian and ELT representative to discuss improvement opportunities to prevent similar exceptions in the future, along with written summary of conversation.
· b) Second Audit Exception: The property custodian will receive a written letter of concern and a comment will be included within the annual APPAS performance review. Alternatively, the property custodian will receive a Letter of Reprimand and an “Ineffective” within the “Management of processes” section of their annual APPAS performance review.  Alternatively, the property custodian will receive a Letter of Reprimand and an “Ineffective” within the “Management of Processes” section of their annual APPAS performance review, depending on the nature and magnitude of the second audit exception.
Operational Results to include: Key Goals, Business Practices, Customer Satisfaction, Safe Learning 

Environment and Student Achievement Data
· Shows positive trends in the achievement of improvement goal results in the areas of:

· Key Goals and/or Strategic Plan (to be attached)

· Business practices

· Customer satisfaction

PERFORMANCE RATINGS FOR

APPAS CATEGORIES
The indicators listed within each category are not intended to be an exhaustive list of items that can be considered in determining how well the criteria have been achieved; but are simply examples of items the supervisor may consider for that particular category.

Ratings on the APPAS appraisal form are determined by the following scale:

H  =
Highly Effective-Exceeds Job Standard-Performance exceeds the description linked to the category. 

· Written justification for such rating from the appraiser must be recorded in the section “Comments” following the category description and documentation must be presented. 

· For an overall rating of Highly Effective (H), more than half (four or more) of the categories on the APPAS must be assessed as (H) Highly Effective. 

E   =
Effective-Meets Job Standard-Performance exhibits/demonstrates the description linked to each of   the categories.

· For an overall rating of Effective (E), more than half of the categories must be assessed as (E) Effective  (providing there is no more than one ratings of Ineffective).


I    =
Ineffective-Does not meet Job Standard-Performance does not exhibit/demonstrate the description linked to each of the categories.

· For an overall rating of Ineffective (I), two or more of the categories must be assessed as Ineffective (I).
· If only one category is rated as Ineffective, the overall rating is Effective and written documentation and recommended strategies for improvement must be attached to the instrument.

· Written justification for such rating from the appraiser must be recorded in the section “Comments” following the category description.

· When two or more categories are rated as Ineffective, a PIP must be developed within 10 working days.

· Failure to correct the identified deficiencies outlined in the PIP results in an overall Ineffective rating on the APPAS and the individual’s ineligibility to be recommended for a salary increase, and/or voluntary transfer.   Further, this ineffective rating may result in a recommendation for non-renewal of contract/non- reappointment or termination.

NR  =  Not Rated-No Criteria or need for measurement  (For Operational Results only if APPAS completed before end of year.)

APPAS PROCEDURAL STEPS

The APPAS process consists of five major stages: Orientation, Goal Setting, Appraisal Developmental Feedback, and Staff Development.

STEP I  

Orientation (First quarter)
· Orient the appraisee to the APPAS categories, process, and instrument.

· Foster an understanding of the basis and procedures for appraisal.

· Discuss job performance expectations and the uniqueness of the school/work site.

· Identify and facilitate training, coaching, mentoring, and resources needed.

· Review the APPAS rating scale and leadership categories with the appraisee. 

· Review the District's Strategic Plan, department improvement plans, and customer surveys.

· Orientation takes place during the first quarter of the year (August, September, October) or at the time of appointment to a new administrative position.

STEP II

Goal Setting (First Quarter)

Goal setting shall take place during the first quarter of the year or within three (3) weeks of hire or appointment to a new administrative position.  The appraiser shall discuss available data with the employee regarding customer surveys, facility audits, etc.  The appraiser shall provide the employee with strategic goals ties to a departmental strategic plan or request the employee to submit a minimum of three (3) Key Goals to the appraiser linked to targets specific to the employee’s job.  Based on a review of the data, Key Goals will be collaboratively agreed upon.  If agreement cannot be reached, the appraiser’s supervisor shall establish the employee’s Key Goals.  The appraiser shall inform the employee how and when these goals will be rated. 

STEP III 

A.  Mid-Year Appraisal

A mid-year appraisal may take place during the second quarter of the year (November, December, January) or within three months of the completion of goal setting for a newly hired or appointed employee.  Specific performance criteria for a category rated as “less than Effective” must be identified in writing on a Performance Improvement Plan (PIP) if the overall rating is “Ineffective”.  A mid-year appraisal with an overall rating of “less than effective” and an accompanying PIP must be completed no later than January 31.  The appraiser shall review but not rate the employee’s key goals. 
B.  Final End of Year Appraisal  

· Appraiser conducts a final appraisal using the APPAS instrument and submits to Supervisor, Personnel Records. 
· The achievement of key goals is assessed.

· Specific performance criteria for a category rated as Ineffective must be identified in writing on a PIP.
· The PIP must address appropriate strategies for improvement that may include staff development activities. Appraisees are responsible for developing appropriate strategies for improvement and initiating a collaborative meeting for approval of the strategies with their supervisor.
· A final appraisal with an overall rating of Ineffective along with a copy of the PIP must be submitted to the Associate Superintendent, Human Resources no later than April 30th if an individual is being recommended for non-reappointment.

· All final appraisals must be completed and submitted to the Supervisor, Personnel Records by June 30th.
STEP IV 

Developmental Feedback (Ongoing)

Required conferences are held first quarter for orientation, fourth quarter for the final evaluation, and any time an interim evaluation is completed.  Third quarter feedback conferences are strongly encouraged for Entry Level employees.  Conferences provide for a review of data to determine the progress of performance, to adjust individual Key/Strategic Goals, and to identify and facilitate training, coaching, mentoring and resource needs.  Development feedback may take place at anytime during the year but must be included in all evaluation conferences.  Developmental feedback focuses on specific performance behavior and expectations.  Feedback conferences for employees whose performance is ineffective must be conducted individually.
STEP V

Staff Development (Ongoing)

· Areas for professional growth and development should be identified throughout the appraisal process.

· Staff development initiatives may include such things as the use of leadership assessments, participation in workshops or study groups/learning communities, on-line staff development, conference attendance, coaching/mentoring opportunities, etc.

· Feedback regarding professional growth and development must be included in all APPAS conferences.

THE APPAS TIMELINE

The Administrator Performance Planning and Appraisal System (APPAS) focuses on continuing achievement and striving for excellence.  The APPAS is designed to improve the performance of the organization and its employees.  Professional development and developmental feedback stages are on-going throughout the year.  Performance Improvement needs may be identified at any time during the year.  If performance deficiencies are identified, they must be communicated to the employee and documented in writing in a timely manner.













PERFORMANCE IMPROVEMENT PLAN PROCESS
STEP 1
DEFICIENCIES ARE NOTED: Conference(s) outlining areas of deficiencies must be conducted and assistance offered prior to placement on a Performance Improvement Plan (PIP). The identified deficiencies must be communicated to the employee and documented in writing.

STEP 2
DEFICIENCIES CONTINUE:
An APPAS appraisal is conducted and a Performance Improvement Plan (PIP) is developed if two or more categories are rated as Ineffective, within 10 working days. The appraisee is notified of performance deficiencies in writing on the appraisal form (APPAS). Notice of performance deficiencies may take place at any time.

STEP 3
DEVELOPMENT OF THE PIP:

· Categories rated as less than “effective” must be identified on the PIP.  
· The PIP must provide written strategies for improvement that may include staff development activities.
· Appropriate activities/tasks for improvement along with a timeline for their completion will be developed collaboratively between the appraiser and employee, and must include input from HRD, Professional Standards and/or Human Resources. 
·  The PIP must identify a date within three months when the PIP and progress made will be reviewed. 
·  Consequences for failure to correct the identified deficiencies must be indicated in writing on the PIP.
STEP 4
 FEEDBACK

· An appraisee with a PIP will be afforded developmental feedback regularly as determined by the appraiser and apprised of progress achieved.
STEP 5
PIP CLOSE OUT

· At the conclusion of the period of time listed on the PIP for mastering the performance deficiencies, the appraiser will be notified as to whether or not the performance deficiencies have been mastered.

· If deficiencies are mastered, the APPAS evaluation shall reflect the appropriate rating.

· If said deficiencies are not mastered, an appraisee’s overall year-end evaluation will be rated Ineffective (I). In such case, the appraiser must, prior to the final evaluation conference, meet with the appropriate Area Director, Area Superintendent and/or Deputy or Associate Superintendent, Human Resources to discuss the related documentation, the affected individual’s PIP, and final appraisal prior to making a recommendation for the subsequent school year’s renewal/reappointment.

· The appropriate Area or Deputy or Associate Superintendent shall meet with the appraisee at any time during the APPAS evaluation process to discuss said evaluation if requested to do so.

· The appraisee may file district’s grievance procedures in writing and/or attach a statement to the appraisal within 10 days of its completion.

· The APPAS document and PIP must be submitted to Associate Superintendent, Human Resources by April 30th for an overall appraisal which results in recommendation for non-renewal/non-reappointment.

· The PIP must be submitted to the Supervisor, Personnel Records by June 30th.
INSTRUCTIONS FOR FORM COMPLETION

· An appraisal is required to be completed at the end of the school year, but may be completed at any time in order to identify deficiencies.

· When completing the Type of Appraisal at the top of the form, check all that apply.

· All categories must receive a rating of H, E, or I. (Exception: Operational Results may receive an NR if appraisee is assessed prior to the end of the year for the identification of deficiencies.)

· The Orientation to the APPAS categories, process, and instrument must occur prior to the end of October (or upon appointment to a new administrative position) by the appraiser. At the time the instrument is completed, the Orientation Box is marked with a Yes to indicate that the orientation occurred.

· Two or more Ineffective (I) ratings on the appraisal results in an overall rating of Ineffective.

· For an overall rating of Highly Effective (H), more than half (four or more) of the categories on the APPAS must be assessed as (H) Highly Effective. 

· For an overall  rating of Effective, four or more categories must be rated as Effective, with no more than two ratings of Ineffective.

· Remarks written under Focus for Professional Growth may be used to indicate performance that is in need of improvement.

· For ratings of Highly Effective or Ineffective, specific behavioral examples must be written in the Comments section. 

· The indicators listed under each category are not intended to be an exhaustive list of items that can be considered in determining how well the criteria have been achieved but are simply examples of items the supervisor may consider for that particular category.

PERFORMANCE IMPROVEMENT PLAN 
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All Ineffective appraisals & PIPs resulting in non -reappointment must be completed and submitted to Associate Superintendent   by April 30.
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Final Appraisal Conference Final APPAS completed and submitted to Supervisor, Personnel Records 
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OVERALL ‘EFFECTIVE’ APPAS COMPLETED & SUBMITTED TO PERSONNEL RECORDS BY 8/30. 
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