BROWARD COUNTY PUBLIC SCHOOLS
PERSONNEL EVALUATION PROCEDURES / TIMELINES

2011-2012
ORIENTATION

· Conduct orientation to criteria, instrument, procedures, and timeline.
· An agenda and sign-in sheet are required
	Employee Group
	Evaluation

Instrument
	Orientation

Deadline Date

	Instructional
	BEST

(New evaluation system as a result of SB 736)
	By September 15, 2011

(or upon employment)

	Non-Instructional
	SPPAS
	By September 30, 2011

(or upon employment)

	ESMAB/TSP
School-based Managerial
	APPAS
	By October 31, 2011
(or upon employment)

(TSP - within 3 weeks of employment)


PARENTAL INPUT

· Parents are to be notified on/before September 20, 2011, of their right to provide input into the instructional/administrative employee performance evaluations when appropriate in accordance with FS 1012.34.
PROBATIONARY TEACHERS

· Teachers hired during the 2011-2012 school year are probationary for the entire school year.
· Probationary teachers can resign or be released for “no cause” anytime during the 2011-2012 school year.
· Call your Evaluation Coordinator if you are considering releasing a probationary teacher.
EVALUATION
· Meet with each staff member individually when giving him/her their evaluation.
· For ESMAB/TSP/School-based Managerial, Mid-Year Evaluations are optional and to be completed by January 31, 2012.
· Observations and BEST conferences may not be conducted during the last week of school.
· An evaluation for teachers, Principals and Assistant Principals may be amended if school scores are received within 90 days after the close of school.
	Employee Group
	Final Evaluation

(complete on/before)

	Clerical/Confidential 
	May 1, 2012

	Instructional, Paraprofessionals
	June 1, 2012

	School Food Service, Cafeteria Workers/Managers, Bus Drivers/Attendants and Other Personnel (186 day calendar)
	Prior to the last day of the employee’s calendar

	ESMAB/TSP, Maintenance, Facilities, Campus Monitors, Security Specialists, Transportation, Other Non-Instructional (244 or 261 calendar)
	June 29, 2012

	School-based Managerial
	August 31, 2012


PERSONNEL RECORDS

· If an employee resigned, is on a leave of absence, and/or removed from the campus for an extended period of time, the supervising administrator writes a letter to personnel records stating that the employee will not receive an evaluation for 2011-2012 because he/she has not been at the school/department since (date).
· Supervisor prints a staffing report, bundles all evaluations, and signs off that they are complete.
· Send all completed annual evaluations (originals only) to personnel records by June 30, 2012.
*The timeline is subject to change as a result of the Student Success Act legislation and anticipated policy changes.  
Questions: Call Dr. Cathy Kirk 954-632-1416 or Heather Parente 954-806-8903
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