
 

 

Draft Appendix____ 
Licensed Staff Member Evaluation Timelines 

 
The following constitutes a summary of the timelines for the evaluation process.  This appendix 
is not intended to supplement, replace or supersede the District’s Evaluation Plan.  This appendix 
is not intended to be a full statement of the District’s evaluation procedures.   
 
Probationary Licensed Staff Members 
 

1. Probationary licensed staff members will be evaluated each year. 
 

2. The evaluation tool and procedures will be explained during new teacher orientation 
through the District’s mentoring program. 
 

3. First and Second year licensed staff members will have three formal observations 
scheduled.  Third and Fourth year licensed staff members will have two formal 
observations and a third if desired by administration. 
 

4. The first and second formal observation must be completed prior to Winter Break, the 
third formal prior to March 1st. 
 

5. By January 15th the licensed staff member will receive an interim written evaluation 
based on the initial cycle of formal observations, as well as any known or observed 
professional knowledge and competencies to date. 
 

6. By March 1st, the licensed staff member will receive a summative written evaluation that 
will address all areas of knowledge and competencies.  If concerns were noted, progress 
toward remedying these concerns will be addressed.  The end of the report will have one 
overall rating: excellent, proficient, needs improvement, or unsatisfactory. 
 

7. A first year principal may evaluate any licensed staff member during the principal’s first 
year in a building. 
 

Licensed Staff Members Under Continued Contractual Service – Evaluation Year 
 

1. Tenured licensed staff members will be evaluated at least once during every other school 
year.  However, a tenured licensed staff member who has obtained a “needs 
improvement” or “unsatisfactory” rating on the previous year’s evaluation shall be 
evaluated in the next school year after receiving that rating. 
 



 

 

2. A conference will be held by November 1st of the evaluation year between the licensed 
staff member and the evaluator. 
 

3. Two formal observations will be held.  The first must be completed prior to Winter 
Break.  The second must be completed by March 1st. 

 
4. By March 1st, the licensed staff member will receive a summative evaluation. 

 
5. Within 30 days after completion of an evaluation rating, a teacher deemed 

“unsatisfactory” will be placed on a remediation plan designed by the district to correct 
deficiencies cited, provided the deficiencies are deemed remediable. This plan shall 
provide for quarterly evaluations and ratings to occur during the year immediately 
following the teacher’s receipt of a remediation plan based on an unsatisfactory 
evaluation. A fourth and final evaluation shall be made at the conclusion of this year of 
remediation. A qualified administrator shall conduct the quarterly evaluations and ratings. 

 
A teacher who requests an HEA representative during the evaluation process cannot be denied. 
 
If any legislative changes arise or regulatory guidance is issued which conflicts with the 
timelines stated herein, the timelines will be modified to ensure consistency with applicable 
legislative and regulatory provisions. 


