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Strategic Plan 

Vision  
Every student is inspired and prepared for success in college or a career, and life. 

Mission  
To provide educational excellence in every school, in every classroom, for every student, every day. 

 

Core Values 

Excellence 
We expect the highest standards throughout our organization from the School Board and 
Superintendent to the student.                   

Integrity  
We foster positive relationships based on mutual respect, transparency, honesty, and the consistent 

demonstration of actions. 

Innovation  
We create dynamic systems and processes that solve problems and overcome challenges.     

Equity  
We promote an environment that ensures equal opportunity, honors differences, and values 
diversity. 

Collaboration  
We are a community of individuals who share a collective responsibility to achieve our common 
mission. 

 

Goals 

Develop Great Educators and Leaders 
Strategies 

¶ Provide teachers and students with the tools and resources necessary to meet the demands of 
the Common Core Standards and studentsõ individual needs. 

¶ Recruit, employ, and retain high quality, diverse teachers, instructional leaders, and staff. 

¶ Provide ongoing professional learning and support to develop all teachers, instructional 
leaders, and staff. 

 

Engage Parents, Caregivers, & Community 
Strategies 

¶ Establish and sustain a culture that is collaborative, transparent, and child-centric. 

¶ Create a welcoming, respectful, and responsive environment for all stakeholders that leads to 
open lines of communication. 

¶ Expand partnerships and ensure alignment between district strategic plan and community, 
government, non-profit, and business initiatives. 

  

Ensure Effective, Equitable, & Efficient Use of Resources 
Strategies 

¶ Ensure the use of district funds is transparent, strategic, and aligned. 

¶ Distribute district-wide programs and resources in an equitable manner. 

¶ Deploy information technology that supports the academic needs of all students, teachers, 
and staff. 
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Develop the Whole Child  
Strategies 

¶ Facilitate and align effective academic, health, and social-emotional services for students 
based on needs. 

¶ Address the needs of all students with multiple opportunities for enrichment. 

¶ Encourage positive behavior, respect towards others, and ensure safe environments 
throughout the school district. 
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EVIDENCE OF PROFESSIONAL PRA CTICE  

 
 

Duval County Public Schools employee evaluation instruments are aligned with the 
Districtõs Strategic Plan, the Florida Educator Accomplished Practices (FEAP), and the 

Charlotte Danielson Framework for Teaching.  The Florida Educator Accomplished 
Practices (FEAPs) are Florida's core standards for effective educators and provide valuable 

guidance to Florida's public school educators and educator preparation programs 
throughout the state on what educators are expected know and be able to do. The Educator 
Accomplished Practices are based upon three (3) foundational principles. Those principles 

focus on high expectations, knowledge of subject matter, and the standards of the 
profession. Each effective educator applies the foundational principles through six (6) 

Educator Accomplished Practices. Each of the practices is clearly defined to promote a 
common language and statewide understanding of the expectations for the quality of 

instruction and professional responsibility. 
 
The purpose of the evaluation system is to increase student-learning growth by improving 

the quality and effectiveness of practices implemented by instructional and non-instructional 
personnel within the schools. The organization of the evaluation framework closely follows 

that of the Danielson Framework for Teaching.  The domains for identified professional 
positions vary accordingly.  
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Preface - With  the passage of Senate Bill 736 and Duval Countyõs participation in Race to the Top, 

the district was required to develop a new teacher assessment system.  Representatives from the 

district and Duval Teachers United reviewed assessment systems and identified the Danielson rubric 

as the teacher assessment tool. The rubric is descriptive, based on current research, and meets state 

and federal requirements. It is also a professional growth model in which teachers can grow and 

develop their effectiveness.  Importantly, this rubric is a framework for professional practice.  

 

 

Philosophy - Within  the Duval County School District, teacher assessment and teacher development 

are viewed as important and interrelated processes.  The prevailing belief is that these processes are 

linked in a fashion such that the performance of one is largely contingent upon the successful 

performance of the other.  More importantly, it is believed the successful performance of these 

processes is prerequisite to improvement in instruction and student achievement. 

With th e foregoing in mind, efforts were made to redevelop an assessment system, which can be 

applied and used within the school environment. Given the pivotal role of the teacher assessment 

process, efforts were made to identify a system composed of valid and reliable measures of teacher 

performance.  Finally, efforts were made to identify an assessment system, which, in essence, serves 

as a vehicle for teacher growth and development, as well as a reliable basis on which to make fair 

and equitable management decisions. 

Foremost in any assessment system is the management of effective performance.  The new 

assessment system consists of differentiated assessment instruments based on instructional 

assignments, differentiated rating and differentiated categories including experience and 

performance.  Additionally, it is a multi-metric system that is yearlong and allows for data gathering 

through informal and formal observations. The new model of assessment is a rubric that provides a 

road map for teachers to grow professionally, to reflect upon their practice and collaborate with 

administration to improve student achievement through their performance.   

 

Purpose - This manual provides an overview of the new Duval County Public Schools Collaborative 

Assessment System for Teachers (CAST).  The purpose of CAST is to improve district-wide 

professional competency, classroom performance, and to serve as a basis for management decisions.  

Additionally, CAST serves as a roadmap for teacher growth and improvement.  

 

Introduction - The process of evaluation utilizes the work of Charlotte Danielson, which is based on 

contemporary research.  CAST includes: 

ǒ A rubric with four ratings (Highly Effective, Effective, Developing/Needs Improvement, and 

Unsatisfactory)  

ǒ Implementation of four domains with the full 22 components which address the Florida 

Educator Accomplished Practices (FEAPs) 

ǒ A framework for professional practice 
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ǒ A multi -metric system which includes 50% student growth and the 40% principal performance 

evaluation along with an additional performance metric which includes the 10% Individual 

Professional Development Plan (IPDP). 

The Assessment Instrument.  Accurate assessment of teaching competency dictates the identification 

and use of observable, quantifiable assessment practice.  The assessment rubric is divided into 

twenty-two components clustered into 4 Domains.  Each component defines each aspect of a 

domain; two to five elements describe a specific feature of a component.  

Domain 1:  Planning and Preparation 

Domain One -Planning and Preparation 
Instructional planning includes a deep understanding of content and pedagogy and an understanding 
and appreciation of the students and what they bring to the educational encounter. But 

understanding the content is not sufficient; the content must be transformed through instructional 
design into sequences of activities and exercises that make it accessible to students. All elements of 
the instructional design ð learning activities, materials, and strategies ðmust be appropriate to both 
the content and the students, and aligned with larger instructional goals. In their content and 
process, assessment techniques must also reflect the instructional outcomes and should serve to 
document student progress during and at the end of a teaching episode. Furthermore, in designing 
assessment strategies, teachers must consider their use for formative purposes, and how assessments 
can provide diagnostic opportunities for students to demonstrate their level of understanding during 
the instructional sequence, while there is still time to make adjustments. 
 

1a.    Demonstrating K nowledge of Content and Pedagogy; FEAP 1.a 

1b.    Demonstrating Knowledge of Students: FEAP (a) 1.e; 3.h; 4.a 

1c.    Setting Instructional Outcomes; FEAP 1.a 

1d.    Demonstrating Kn owledge of Resources; FEAP 2.g 

1e.    Designing Coherent Instruction ; FEAP (a) 1.b.c.f; 3e 

1f.    Designing Student Assessments; FEAP (a) 1.d; 4.b.c.d.f  

 

Domain 2:  The Classroom Environment  

Domain Two -Classroom Environment 
The components of Domain 2 are not associated with the learning of any particular content; instead, 
they set the stage for all learning. The teacher establishes a comfortable and respectful classroom 
environment, which cultivates a culture for learning and creates a safe place for risk-taking. The 
atmosphere is businesslike, with non-instructional routines and procedures handled efficiently; 
student behavior is cooperative and non-disruptive; and the physical environment conducive to 

learning. 

 

2a.    Creating an Environment of Respect and Rapport; FEAP (a) 2.d.f.h  

2b.    Establishing a Culture for Learning ; FEAP (a) 2.c.d.f.h; 3e  

2c.    Managing Classroom Procedures; FEAP (a) 2.a 

2d.    Managing Student Behavior; FEAP (a) 2.b 

2e.    Organizing Physical Space; FEAP (a) 2.a .h 
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Domain 3:  Instruction  

Domain Three- Instruction  

Domain 3 contains the components that are at the essential heart of teaching ɀ the actual 
engagement of students in learning, through the vision of students developing complex 
understanding and participating in a community of learners. Students are engaged in 
meaningful work, which carries significance beyond the next test and is relevant to 
ÓÔÕÄÅÎÔÓȭ ÌÉÖÅÓȢ  

 
3a.    Communicating with Students ; FEAP (a) 2e; 3.a.b.c.d.e.i; 4a 

3b.    Using Questioning and Discussion Techniques; FEAP (a) 3f 

3c.    Engaging Students in Learning; FEAP (a) 1.a; 3.a.b.c.d.e.f.g  

3d.    Using Assessment in Instruction; FEAP (a) 3.c.i.j; 4.a.b.c.d.e.f  

3e.    Demonstrating Flexibility and Responsiveness; FEAP (a) 3.d. j ; 4.a.d 

 

Domain 4:  Professional Responsibilities 

Domain Four - Professional Responsibilities 
The components in Domain 4 are associated with being a true professional educator: they 
encompass the roles assumed outside of and in addition to those in the classroom with students. 
Domain 4 consists of a wide range of professional responsibilities, from self-reflection and 

professional growth, to participation in a professional community, to contributions made to the 
profession as a whole. The components also include interactions with the families of students, 
contacts with the larger community and advocacy for students. Domain 4 captures the essence of 
professionalism by teachers; teachers are, as a result of their skills in this domain, full members of 
the teaching profession, and com- mitted to its enhancement. 

 

4a.    Reflecting on Teaching; FEAP (a) 1.3; (b) 1.a.b.c.d.e 

4b.    Maintaining Accurate Records; FEAP  (a) 1.3 

4c.    Communicating with Families ; FEAP (a) 4.e; (b) 1.c 

4d.    Participating in a Professional Community ; FEAP (a) 1.e; (b) 1.a.b.c.d.e 

4e.    Growing and Developing Professionally ; FEAP (a) 1.e; (b) 1.a.b.d.e; (b) 2 

4f.    Showing Professionalism; FEAP (b) 2 

The Assessment Procedures - The following procedures are to be followed by each school and district 

based administrator with evaluation responsibility for instructional personnel.  These procedures 

have been developed to conform to Article 7, section A, of the negotiated master contract between 

the Duval County School Board and Duval Teachers United.   

Throughout the implementation of CAST, confidentiality is a necessary requirement for any 

evaluation process used in the district.  At the school site, only the school administrators, the 

employee being evaluated, and the principalõs personal secretary may on some occasions have access 

to the information contained in the evaluation.  Once the evaluation is transmitted to the Human 

Resources Division, 1012.34 of Florida School Law will guide the maintenance of confidentiality 

related to the employeeõs personnel file. 
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The purpose of the Collaborative Assessment System for Teachers is to improve district-wide 

professional competence, classroom performance, professional growth, and to serve as a basis for 

management decisions.  The process of evaluation utilizes valid, research-based procedures and 

instruments to identify effective teaching and provide feedback for on-going professional 

development.  It is imperative, therefore, that school and district administrators understand and 

apply the CAST criteria effectively. 

The Collaborative Assessment System for Teachers consists of one instrument, a rubric with four 

domains and twenty-two components, for assessing the performance of instructional personnel.  

Each domain of the rubric is measured through both formal and informal observations, evidence and 

conversation with the teacher. 

CAST Final Evaluation ð A teacherõs final evaluation will consist of three metrics totaling 200 points: 

¶ 0 ð 90 Points  Final summative Assessment Score determined by administrator observation 

¶ 0 ð 10 Points Individual Professional Development Plan (IPDP) determined by the  

                          teacherõs development and implement of his/her professional learning plan. 

¶ 0 ð 100 points Student Growth Score determined by student growth as measured by  

                          assessment 

 

Overall Score and Ratings - The teacher will receive an overall score and rating based on a 200-point 

scale (100 for the assessment section and 100 for the Student Growth section).  CAST cut points, 

which will determine the overall rating for the teacher, are as follows: 

 

  

A teacher must have at least 25 points on the Student Growth portion to be eligible for a 

ranking of  Effective or Highly Effective.   

 

Use of Assessment Data - The expectation is that the teacher performance rating and the student 

growth final rating will closely mirror each other.  A final evaluation rating will be determined by 

the combination of points from both metrics.  Data from the assessment system will be used to make 

personnel decisions including employment, promotion, demotion and transfers.   

 

CAST System for Weights, Ratings and Points - Weights, ratings, and points have been assigned to 

each component in the assessment rubric.  Further, each domain within the system is weighted a 

percentage.  See chart below: 

 

 

Highly Effective 160 ð 200 

Effective 80 ð 159  

Developing (Category I teacher with 1-3 years of experience) 

Needs Improvement (A teacher with 4+ years of experience) 

45 ð 79  

Unsatisfactory 44 and below 
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Teacher Ratings Based Framework Components and Domains 

 

 

Administrator Observation Score 
Components 

Rating Points 
U D/NI  E HE 

1a. Demonstrating Knowledge of Content and 
Pedagogy 

0 0.60 1.80 3  
Domain I  
Maximum 

Points 
Possible 

18  

1b. Demonstrating Knowledge of Students 0 0.60 1.80 3 
1c. Setting Instructional Outcomes 0 0.60 1.80 3 
1d. Demonstrating Knowledge of Resources and 
Technology 

0 0.60 1.80 3 

1e. Designing Coherent Instruction 0 0.60 1.80 3 
1f. Designing Student Assessments 0 0.60 1.80 3 
2a. Creating an Environment of Respect and Rapport 0  2.16 3.6  

Domain II  
Maximum 

Points 
Possible 

18  

2b. Establishing a Culture for Learning 0 0.72 2.16 3.6 
2c. Managing Classroom Procedures 0 0.72 2.16 3.6 
2d. Managing Student Behavior 0 0.72 2.16 3.6 
2e. Organizing Physical Space 0 0.72 2.16 3.6 

3a. Communicating with Students 0 1.44 4.32 7.2 Domain III  
Maximum 

Points 
Possible 

36  

3b. Using Questioning and Discussion Techniques 0 1.44 4.32 7.2 
3c. Engaging Students in Learning 0 1.44 4.32 7.2 
3d. Using Assessment in Instruction  0 1.44 4.32 7.2 
3e. Demonstrating Flexibility and Responsiveness 0 1.44 4.32 7.2 

4a. Reflecting on Teaching 0 0.60 1.80 3  
Domain IV  
Maximum 

Points 
Possible 

18  

4b. Maintaining Accurate Records 0 0.60 1.80 3 
4c. Communicating with Families 0 0.60 1.80 3 
4d. Participating in a Professional Community 0 0.60 1.80 3 
4e. Growing and Developing Professionally 0 0.60 1.80 3 
4f. Showing Professionalism 0 0.60 1.80 3 

ADMINISTRATOR OBSERVATION SCORE TOTAL  (Scale 0-90 points) weighing Chang es reflected in 
green  

90 

Domain I:  Student Achievement Data 0 0.40 1.20 2  
IPDP 

Maximum 
Points 

Possible 
10  

Domain II:  Student Achievement Data SMART Goal 0 0.40 1.20 2 
Domain III:  Professional Learning Goals (a) 0 0.20 0.60 1 
                     Professional Learning Goals (b) 0 0.20 0.60 1 
Domain IV:  Professional Learning Strategies ɀ
Implementation of Learned Professional Practices 

0 0.40 1.20 2 

Domain V:  Results/Changes in Educator Practices 0 .40 1.20 2 

INDIVIDUAL PROFESSIONAL DEVELOPMENT PLAN (Scale 0-10 points)  10 
STUDENT GROWTH SCORE  (Scale 0-100 points)    

FINAL EVALUATION SCORE  (Scale 0-200 points)    

FINAL OVERALL RATING   
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1.   For the Student Performance portion, the teacher will be measured by the percent of students 

who meet the growth criteria from pre to post assessment.         

2.  The total from the principal's evaluation portion will be added to the percentage from the Student 

Growth portion. 

3.  The total range of points is 200 (100 for the Assessment portion and 100 for the Student Growth 
portion).  The CAST evaluation ratings are: 160-200 points = Highly Effective; 80-159 points = 

Effective; 45-79 = Needs Improvement/Developing; and 44 and below = Unsatisfactory.  A teacher 

must have at least 25 points on the Student Growth portion to be eligible for a ranking o f 

Effective or Highly Effective  
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FORMAL OBSERVATION PROCEDURES  

 

Step 1:  Administrator Informs Teacher about the Evaluation Process 

During pre-planning, the school administrator conducts an initial orientation for all instructional 

employees to be evaluated by CAST.  This should occur during pre-planning and include a 

minimum of an overview of the forms and procedures and locations of these forms; a description 

of the domains and components; and the observation schedule. These forms should be readily 

accessible to teachers. 

 

Step 2:  Administrator Schedules Observation and Pre-Conference 

Please Note:  The administrator conducts the required number of observations as outlined on the 

observation schedule (minimal requirements must be met.) 

Observations are scheduled as follows: 

ǒ  Formal Observations:  The administrator pre-arranges with the employee a time 

and date for a formal instructional observation (see Categories and Observation 

Schedule). 

ǒ Conduct a pre-observation conference for all formal observations 

ǒ The teacher will provide the lesson plan, submit responses to the pre-

observation conference questions in the portal and be prepared to discuss the pre-

observation conference responses. 

 

Step 3:  The Administrator Conducts the Observation using the CAST Rubric 

1. During the observation, the administrator will: 

¶ Gather evidence.  The administrator will then: 

o Determine ratings for each component within a domain(s) or rubric from the 

gathered evidence. 

o Complete the Post-Observation Conference Tool form.  
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Step 4:  Administrator Schedules the Post-Observation Conference 

¶ Within five (5) working days , the administrator schedules and conducts the post-

observation conference with the employee using the Teacher Post-Observation 

Conference Tool.  The teacher will submit responses to the post-observation 

questions in the portal and should be prepared to discuss the responses in the post-

observation conference. The post-observation conference occurs after both formal 

and informal observations. 

Please Note:  Both the teacher and the administrator share in the professional responsibility to 

ensure that the post-observation conference occurs within the 5 day window. 

Step 5:  Administrator Aligns E vidence to the Framework 

¶ After the observation, the administrator identifies the relevant component(s) for each 
piece of evidence.  The administrator compares the evidence listed under each 
component to the level of performance descriptions and chooses the level of 
performance for each component that most closely aligns to the evidence (ratings 
based on a preponderance of the evidence).   

o Please Note:  The administrator will not complete component 4a until 

after the post-conference has been held. 
  

NOTE : If  any component in domain 3 or multiple components in domains 1, 2, 

and/or 4 are rated as unsatisfactory, a professional growth plan MUST  be initiated. 

(See Professional Growth Plan procedures). 

 

Step 6:  Post-Observation Conference 

¶ During the post-observation conference, the administrator will review the Post-

Observation Conference Tool and ask the teacher to respond to the Teacher Post 

Observation Conference Tool (Teacher must complete this form in the portal prior 

to the post-observation conference) questions. The administrator will provide òNext 

Stepsó recommendations on the Post-Observation Conference Tool (in the portal) for 

the teacher.  The post-conference is centered on professional growth as indicated by 

the evidence gathered in the observation. While the actual rating is not discussed, the 

school administrator will use the verbiage of the rubric when identifying teacher 

performance.  The administrator will provide the teacher a copy of the Post-

Observation Conference Tool. 

¶ After the conference, the administrator will complete component 4a based on 

teacher responses to questions asked at the post-conference. 
 

¶ The administrator will provide the teacher the completed rubric electronically the 

day following the post-observation conference.   
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IN FORMAL OBS ERVATION PROCEDURES  

An informal observation is an unscheduled visit to the classroom by the administrator to observe 

Domain I, Domain 2 (The Classroom Environment), Domain 3 (Instruction) or a combination of 

Domains 1, 2 & 3. It is important to note that i f the classroom activity does not lend itself to a 

suitable observation, the observer should return at another time. 

 

 

¶ A pre-conference will not be held. 

o No pre-conference is required unless Domain 1 is to be observed.  

¶ The teacher does not complete a pre-conference form.  

¶ The observer generally stays between 15-25 minutes.  

¶ The observer may talk to the students.  

¶ If the situation warrants a delay, the observer will make that determination.  
 

 

The Post Observation Conference 

¶ A post conference will be held within 5 workdays of the observation .  

¶ The teacher must answer the post observation conference questions in the portal 
prior to the conference.  

¶ The observer notes will reflect the specific lesson observed and provide feedback 
to the teacher.  

¶ Written Next Steps will be provided by the observer.  

¶ The rated rubric will be provided the next workday after the post conference.  

¶ The rubric will reflect the post conference discussion. 

¶ All evaluation forms, rubrics and Next Steps will be entered into the portal and 

available for teacher review.  

¶ The administrator will provide the teacher the completed rubric electronically the 

day following the post-observation conference.   
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Professional Growth Plan  

CAST Procedures - One purpose of CAST is to assist the employee to improve his or her 

performance.  Performance problems are best addressed early.  If either a formal or informal 

observation or classroom visit indicates possible performance problems, the principal should 

immediately respond by initiating steps to improve instruction, and/or initiating a Growth Plan. If 

an observation is rated unsatisfactory by the assistant principal, the principal must initiate a formal 

observation for the teacher.  

The Professional Growth Plan is initiated if any component in Domain 3 or multiple components in 

domains 1, 2, and/or 4 are rated as unsatisfactory.  The plan may be initiated at any time a school 

administrator observes performance that reflects a need for growth.  However, the Professional 

Growth Plan must be initiated by January 13th and implemented by January 30th for those teachers 

who have the potential to receive an overall annual unsatisfactory evaluation. The Plan must be 

written in collaboration with the teacher. A Professional Growth Plan Team must act as a resource 

to the teacher. The Professional Growth Plan Team, including the teacher, must meet on a frequent 

basis to discuss and monitor the progress of the teacher in meeting the Professional Growth Plan 

objectives. If the steps outlined below are carefully followed, personnel decisions will be appropriate. 

1. Administrator (school-based principal, district-based ð supervisory administrator) must pre-
conference with the teacher using Pre-Observation Conference Tool form. 

2. Administrator (school-based principal, district-based ð supervisory administrator) will 

complete an observation, which is at least 30 minutes in length using the rubric.  
3. At the post-conference, the Principal (school-based)/ Supervisory Administrator (district-

based) will give the teacher the  
ǒ Post-Observation Conference form with areas of strengths and areas of focus listed 
ǒ Potential Unsatisfactory letter. The teacher will sign the acknowledgement statement 

on the letter.  

ǒ A draft copy of a professional growth plan for the teacher to review.  Ask the 

teacher to suggest a team member(s) for the Growth Plan Support Team . 
(DTU members may request DTU representation on the Grown Plan Support Team.  
Components listed in the Potential Unsatisfactory letter as unsatisfactory MUST 
match the components rated as unsatisfactory on CAST. 

4. Select Professional Growth Plan Support Team; set meeting time to finalize the Professional 

Growth Plan.  Remember, the components listed as Unsatisfactory on the CAST rubric, 

MUST match the components addressed on the Professional Growth Plan and in the 

Potential Unsatisfactory letter .  THE LETTER OF POTENTIAL UNSAT . MUST BE 

ISSUED BY JANUARY 13 TH. 
5. Give opportunity to teacher for input into the plan. The teacher must initial inclusion 

statement at the top of the Professional Growth Plan form. Identify the specific strategies 
and timeline for which the support team members are responsible.  

6. Have all members of the support team and teacher sign plan. Give copy of plan to each 
support team member.  REMEMBER: At no time should support team members be told that the 

teacher is demonstrating unsatisfactory performance.  It is recommended that the growth plan  

team meets with the teacher to review the Professional Growth Plan and to discuss 

progress every three depending on when the plan was initiated.  
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7. FINAL OBSERVATION TO BE COMPLETED  
3-step process (1) Pre-conference using approved conference form only (2) Observation (3) 
Post conference-within 5 days of observation (Use approved post conference observation 
form only. This observation takes place after the Letter of Potential Unsatisfactory has been issued 
(must be issued by January 13th) to the teacher, after implementation of the growth plan, and before the 
final evaluation period, giving sufficient time for the Professional Growth Plan strategies to be 
implemented. 

8. Meet with teacher to sign off on the Professional Growth Plan.  Complete òSummative 
Evaluation.ó Make sure the teacher signs the Evaluation form and final Professional Growth 
Plan. 

 

 
 
 

 
Please Note:  A teacher who receives a final evaluation as identified below:  

 

1. Two consecutive annual performance evaluation ratings of unsatisfactory :  

Or  

2. Two annual performance evaluation ratings of unsatisfactory within a 3 -year 

period:  

Or  

3. Three consecutive annual performance evaluation ratings of needs 

improvement or a combination of needs improvement and unsatisfactory can 

be dismissed for just cause 
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Suggested Evaluation Timeline Summary  

Principals 

During Pre-planning 

ǒ The administrator will hold a group orientation for all certificated personnel who will be 
evaluated by the Collaborative Assessment System. 

An explanation will be given for the following: competencies, ratings, 
procedures, forms and student performance measures.  Forms will be 
made available to all teachers.    

                           
An explanation of the student performance portion of the evaluation is to 
be included.     

        

ǒ A private conference will be held with each teacher who has an overall Unsatisfactory rating 

(based on prior year) or is on a Growth Plan .  If final summative scores are not available 
before pre-planning, this meeting should take place immediately after evaluations are 
finalized. 

 

August through December 
ǒ Conduct a formal observation for all Category I and Category III teachers. 

ǒ By January 13th or within two weeks of issuance of Letter of Potential  

Unsatisfactory Teacher whichever is earlier a professional growth plan must be initiated for 
the teacher.   

 

By September 30th  
ǒ The administrator (school-based ð principal, district-based ð supervisory administrator) will 

conduct a formal observation for all potential Category IV teachers. The Growth Plan will be 
modified by October 15th if the formal observation reveals significant domain deficiencies or 
the timelines need to be adjusted.  

ǒ The administrator will begin conducting formal and or informal observations. 

ǒ The administrator will conduct a principalõs Initial Screening observation cycle for each 

beginning teacher (Category I).  Please Note:  This observation must be conducted 

within the first 45 days of hire . Adjustments will be made based on date of hire. 

October 1-31 

Individual Professional Development Plan ð  

¶ Development Window Opens ð Overview, development, administrator review, and 
implementation of IPDP begins. 

 

Informa l and Formal observations for all instructional personnel will be on -going 
 

By December 13th  

¶ The administrator will begin closing out first semester observations for Category I teachers. 

By January 13th    
ǒ The administrator will observe and evaluate new teachers then conduct second observation 

for category IV teachers. 
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ǒ The administrator will complete a summative evaluation on all Category I instructional 
personnel 

ǒ The administrator will (initiate  by January 13th or within two weeks of issuance of 

Letter of  Potential Unsatisfactory Teacher whichever is earlier) implement (by 
January 30th) a professional growth plan for the teacher 

 

January 30th  

Principals/ Supervisory District Administrators  must implement a professional growth plan for 

any category of teacher who may have the potential to receive an unsatisfactory evaluation.  

ǒ Conduct observations for Category II teachers. 

ǒ Begin conducting 2nd formal observation for Category I and III teachers. 

 

Principals 
By April 30 th  

ǒ The principal will conduct the 3rd formal observation for all Category IV teachers. 

ǒ All formal and informal observations are to be completed. 

ǒ Complete all summative evaluations 

ǒ Principals/Supervisory District-based Administrators will  complete evaluations for 
all current unsatisfactory rated teachers. Each must have three pre- observation conferences, 
observations, and post conferences no later than April 30th.  Have all teachers sign evaluation 
forms during the evaluation conference. 

Notes: 

ǒ Either the principal or the assistant principal may conduct informal observations. 

ǒ If an observation is rated unsatisfactory by the assistant principal, the principal must initiate 
a formal observation for the teacher. 

ǒ The principal (school-based) and supervisory district administrator must conduct the initial 
and final formal observation for all Category IV teachers.  

ǒ Assistant principals may complete evaluations for Category I, II, or III teachers who receive 
an overall òEffective or Highly Effectiveó rating on the evaluation. 
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Schedule, Forms, and Observation Instruments 
 

Listed below is the teacher category schedule.  A principal may elect to schedule more observations if 

needed.                                          

Instructional and Instructional Support Categories 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Note 1: If the observation is rated unsatisfactory by the assistant principal, the principal must initiate a 
formal observation.    

Note 2: For first-year teachers, the formal observation process includes the review of state, local and 
teacher developed assessments.  

Note 3:  Principal will conduct the first and last formal observation and the assistant principal may 
conduct the mid-year and the informal observation (Category IV teacher). 
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Pre-observation Conference Tool 

 

Post-observation Conference Tool Guiding Questions for Teachers 

 

 

 
PRE-OBSERVATION CONFERENCE 

TOOL 
(Teacher must answer the following 

questions in the portal prior to the pre-
conference.)   

Teacher Name:  Observation Date: 

School Name:  Subject Area Observed: 
 

Grade:  Lesson Topic:   
Provide brief answers (bullet points or narrative) to each question.  

 
1. What is/are your lesson objective(s)?     

2. How is/are the lesson objective(s) aligned with state curriculum standards?   

3. What things did you consider when planning this lesson (e.g., data, previous 
lessons, etc.)?  

4.  How will you know if your lesson objective(s) was/were achieved?  
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Instructional Strategies and Activities 

5.  What teaching strategies will you use to teach this lesson? What resources will be utilized?   

 
 

 

     Why did you choose these strategies and resources?   
 
 
 

Connecting Learning 

6.  What is the academic relationship between this lesson with past or future lessons (Why this  
     lesson? Why now?)   

7.  Please explain any special situations or circumstances of which the observer might need to be  
     aware.  

8.  The observer will provide feedback on this lesson.  Are there specific areas you would like the  
     observer to look for/focus on? 
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Post-observation Conference Tool  

 

Post-observation Conference Tool Guiding Questions for Teachers 

 

 

 
POST-OBSERVATION CONFERENCE 

TOOL 
(Teacher must complete this form in the 

portal prior to the post-observation 
conference.) 

Teacher Name:  Observation Date: 

School Name:  Subject Area Observed: 
 

Grade:  Lesson Topic:   
Provide brief answers (bullet points or narrative) to each question.  

 
1. Do you feel you successfully achieved the lesson objective(s)?  Why/why not?  

What data support your answer to the previous question?   

2. What do you feel worked well and what would you refine if you were to teach this 
lesson again to the same class? 

3. Based on student learning of your objectives, what are your next steps? 

4. As you reflect over this observation cycle, what ideas or insights are you 
discovering about your teaching? (Think specifically about your Individual 
Professional Development Plan) 
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Post-observation Conference Tool 

 

 

 
CLASSROOM OBSERVATION 
SUMMARY 
(To be completed in the portal by the 

administrator.) 

Teacher Name:  Observation Date: 

School Name:  Subject Area Observed: 
 

Grade:  Lesson Topic:   

Provide brief answers (bullet points or narrative) to each question. 
Strength of Lesson 

 

Area(s) of Focus 

 

Next Steps 

 

Teacherôs signature:                                                                                   Date: 

Administrator/evaluatorôs signature:                                                           Date:  
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Growth Plan Template 

 

 

 

 

 

 

 



28 
 

 

 

 

 

 

 

 

 

 

 

The CAST Rubric  
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