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Introduction

In accordance with guidelines set for by the State Department of Education, the Tolland Public School’s “School Improvement Committee” (SIC) reviewed and refined the Professional Development and Teacher Evaluation Plan. The Tolland Professional Development Program is directed by the SIC which plans programs designed to enhance the educational environment and expand the knowledge and resources of its teachers.  The Tolland School Improvement Committee plans district-wide inservice programs and reviews school level developed programs.  This committee consists of the Superintendent of Schools, and representatives of the administrative and teaching staff.  Included were representatives from the Tolland Education Association (TEA).  The committee consists of the following members.
Karen Adamson, Teacher, Tolland High School

Jan Bacewicz, Teacher, Birch Grove Primary

Joe Bacewicz, Principal, Tolland High School

Tom Cronin, Principal, Tolland Middle School

Mary Lynn Darling, Teacher, Parker Memorial School

Kathryn Eidson, Director of Curriculum and Instruction

Henry Fay, Teacher, Tolland Middle School

Cindy Foster, Teacher, Tolland Middle School

Debbie Francis, Teacher, Birch Grove Primary

William D. Guzman, Superintendent, Tolland Public Schools

Cyndi Huschle, Teacher, Parker Memorial School

Bob Lincoln, Principal, Parker Memorial School

Jim MacArthur, Teacher, Tolland High School

Joann Sugros, Teacher, Tolland High School, TEA representative

Pat Wahlberg, Principal, Birch Grove Primary

The Board of Education provided input in the process through approval of the Professional Development/Teacher Evaluation document.  Parental input is solicited through surveys and parent organizations.

The purposes of the original Teacher Supervision, Evaluation and Professional Development Plan as well as this new evaluation and professional development plan are to facilitate the improvement of student learning through the use of clear accountability criteria and to align evaluation and professional development goals with district and school goals.  The plan delineates the role and responsibilities of the evaluators and evaluatees, and the processes that will be utilized in various phases of the plan. 

Assurances

All certified staff will participate

Provisions will be made for training, materials and resources

The contents of the Plan will be shared with all new hires during their orientation sessions

Beginning teachers will be assigned mentors

This plan was adopted by the Tolland Board of Education

Description of the Community

Tolland is a community of over 13,100 citizens, located northeast of Hartford.  It is in close proximity to the University of Connecticut, Storrs campus.  Historically this community has been known for its rural charm and historical buildings.  The population is a blend of 3,140 families.  The majority of these families is headed by dual income, college-educated parents.  21.6% of the town’s population is enrolled in the Tolland Public Schools.  The four schools in Tolland house over 3,000 students (97% Caucasian, 1.7% Asian American, 0.5% Black, and 0.7 % Hispanic).  There are 11.3 administrators, 288 certified staff, 103 non-certified (paraprofessionals), and eight nurses. The Connecticut Education Association represents the certified staff.

District Goals 

The Tolland Board of Education sets yearly goals.  These goals fall into two categories: those that support the improvement in the day to day operation and organizational functioning of the school system and those that address students” achievement.  District and building goals related to students achievement are appropriate for professional development/teacher evaluation.

Building Goals 

Each building’s principal and staff have established School Improvement Plans (SIP) based upon their needs as they relate to the district goals and the achievement of their students. 

Teachers are encouraged to select goals related directly or indirectly to district and school goals.  The analysis of district, building and individual goals by administrators and the school improvement committee will provide valuable input to the design and implementation of both district-wide and school based professional development activities each year as well as the curriculum program and assessments delivered to students.

Statement of Purpose

The primary purpose of the evaluation program is to ensure the best possible instruction and learning environment for all students.  A second purpose is to promote the professional growth and development of the teachers and evaluators and encourage excellence, creativity, and innovation in the planning and implementation of teaching strategies.  A third purpose is to implement Tolland’s educational philosophy and goals.  To that end, our document is framed around the contents of three Connecticut State Department of Education publications and District-wide Goals and Standards.

1. Connecticut’s Common Core of Learning (CCL), which clearly establishes high expectations for learning for all of Connecticut’s children

2. Connecticut’s Common Core of Teaching (CCT), which defines effective teaching practice throughout the career continuum of teachers from pre-service, through induction, as well as for the evaluation and continued professional development of experienced teachers  

3. The Connecticut Framework: K-12 Curricular Goals and Standards, which establishes student content and performance standards across all disciplines by grade span

4. Tolland Public Schools District Goals and Curriculum Standards 
Guiding Beliefs

It is the belief of the School Improvement Committee that if teachers are given the opportunity to work with each other and the administration in an environment where there is a mutual feeling of respect, trust and professionalism, teachers can and will grow as professionals.  This growth will result in the improvement of student learning opportunities.

Tolland’s evaluation plan beliefs are based on the knowledge that:

· good teaching increases the potential for successful student learning;

· the Common Core of Teaching can be used as a broad general description of good teaching;

· a collegial, collaborative relationship between teacher and evaluator creates an optimum climate for good teaching;

· a physically safe environment is conducive to both successful teaching and learning;

· a positive school climate is created when clearly defined expectations of performance and criteria for measuring that performance exist for students, teachers, and evaluators. 

· evaluation is a process by which curriculum and professional development are integrated to promote student, individual and institutional growth.
Beliefs about Students and Education

Beliefs about students and education guide the purposes set forth in the evaluation and professional development plan.  These are:

· Education of children is our top priority.

· Education is a four-way partnership: home, student, school and community.

· Education must be properly funded in order to achieve the Board of Education's goals.

· Learning is enhanced by a positive school environment in which students and teachers influence one another to realize their potential.

· All children have unique, individual abilities and should be challenged, encouraged and provided with the means to develop their talents to the fullest.

· All children have a desire to learn and succeed.

· Successful experiences encourage further learning.  

· All children learn and succeed in different ways.

· Teachers have the ability to influence children, all of whom have the ability to learn.

· Learning is a lifelong process during which motivation and experience influence the success of students.

· A clean, secure, safe and organized school creates an appropriate environment for learning.

· Effective leadership promotes a successful school system.

· Staff development must be continuous and focused on student learning if the school is to improve.

· The school district will improve as staff takes responsibility for setting goals, monitoring their own progress, and solving problems which interfere with goal attainment.

· Nothing replaces an effective teacher in the classroom.

· Resources for students and for teachers promote learning.

Goals

Professional Development/Evaluation goals focus on areas which directly or indirectly influence student learning.

These goals may include the following:



improving teacher effectiveness on a continuing basis;



enhancing or promoting creativity;



promoting a desire to grow professionally;



facilitating a  positive process which supports trust;



reinforcing a teacher's belief that he/she matters and is important to the learning system;



ensuring the curriculum is followed;



facilitating student learning;



providing on-going valid, meaningful feedback;



ensuring teachers reflect about their teaching process;



ensuring educators exchange ideas with other educators concerning effective teaching practices;



fostering opportunities for building professional growth of the observee and observer;



ensuring teachers take responsibility for their professional development;



ensuring that the organization will assist the professional growth in a non-judgmental way;



facilitating a process that promotes accountability, and

· addressing incompetence.
The goals of the Tolland Public Schools Professional Development and Evaluation Plan are to facilitate the implementation of Tolland’s educational philosophy and goals by:

1. ensuring the quality of the district’s performance expectations to provide the best possible instruction and learning environment for all students;

2. fostering professional growth and development of the teachers and evaluators and encouraging excellence, creativity, and innovation in the planning and implementation of teaching strategies, and

3. fostering individual and collaborative work that promotes school improvement and improved student learning and supporting teachers as constant learners.

Roles and Responsibilities

Evaluators are all those individuals whose job description includes supervision and evaluation of other teachers.  Teacher, as used in this document, shall mean all certified persons below the rank of Superintendent.  

Superintendent’s Role in the Evaluation Process

1. Arbitrate disputes.

2. Allocate and provide funds or resources to implement the plan.

3. Serve as liaison between the Board of Education and the evaluation process.

4. Be responsible for insuring that the School Improvement Committee receives information regarding school and program improvement and individual professional growth goals for use in planning district staff development programs.

Responsibility for Evaluations

Superintendent

· Principals 

· Director of Computer Education

· Director of Pupil Services

· Director of Curriculum & Instruction

Building Principal

· Assistant Principals 

· Teachers






· Department Chairpersons




· School Counselors





· Media Specialist





· Special Education Teachers

· School Psychologist

Director of Curriculum and Instruction

· K-12 Mathematics Specialist

· K-12 Social Studies Specialist

· K-12 Science Specialist

· K-2 Language Arts Specialist

· 3-4 Language Arts Specialist

· 5-8 Language Arts Specialist

Evaluators will be provided with on-going training in the process of evaluation and in the use and application of the district’s Evaluation Plan.

Responsibilities

In order to insure that our professional development is aligned with and supports the Teacher Evaluation Process, the Administration and School Improvement Committee will use the following procedures.

The principal of each school, or a designated representative from the Administrative Council, will serve as liaison to the School Improvement Committee.  Teacher goals are due in the fall of each year.  It is the principal’s responsibility to review all teacher goals and indicate the level of resources needed for supporting goal attainment.

The committee’s responsibility is to review the professional development support and resources required for the district, building and teacher goals as well as the state mandated training requirements.  The results of this analysis will then by used to develop a Professional Development Plan for the school system.  

Tolland Public Schools will provide 18 hours of professional development time each year to support school and individual goal implementation.  Activities provided will conform to the revised CSDE CEU guidelines (Appendix E).  Time for collaboration is an integral part of professional development.  Each school will create a mechanism that allows for scheduling of collaboration time.
Training and Resources

Ongoing training is an essential component of the Tolland’s Professional Development and Teacher Evaluation Plan.  All the staff in Tolland Public Schools have the option to be supported in their goal choice by guidelines or training.  Individual school and district-wide personnel through the School Improvement Committee plan professional development.  A variety of offerings is provided.  Individuals also select professional conferences and seminars.  In this way, training focuses on:

· teacher growth;

· student achievement;

· understanding and implementation of the district’s School Improvement Plans, and

· application of Connecticut Teaching Competencies.

All new teachers as well as veteran teachers will be provided opportunities to receive training.  Veteran teachers are encouraged to obtain National Board certification.  

Funds to provide materials and training for supporting the successful achievement of the Professional Development and Evaluation Plan goals are allocated annually.  Training time is built into the calendar year for this purpose.  Professional development and teacher evaluation are linked through a common district and building goals. Teachers are encouraged to receive mentor, cooperating teacher, and/or portfolio training. 

Framework for Evaluation of Teaching and Learning

A variety of factors support the improvement of learning and instruction.  The Tolland Public Schools’ evaluation system is designed to address all these factors and is based on clearly defined responsibilities articulated in the Common Core of Teaching and the Common Core of Learning as well as what the current research tells us about the relationship between teaching and learning.  The performance expectations also include those responsibilities that we believe to be key in promoting a positive school climate and the development of a professional learning community.

The expectations for teacher performance are defined in the following.  They include major area of responsibility, the description of the responsibility, and performance indicators

1. Application of Best Practice (e.g., Content Pedagogy, Instructional Strategies): The teacher demonstrates and articulates the selection, implementation and evaluation of the knowledge base of teaching.  This area encompasses selecting instructional methods to develop students’ abilities and meet students’ learning styles and organizing for and delivering instruction.

· Consistently and regularly uses multiple sources of data and information to inform the application of best practices.

2. Alignment of Instruction and Assessment with District Standards and Benchmarks.  Short and long term instructional goals and objectives and assessment strategies reflect curriculum guidelines and best practices.

· Assessment strategies reflect curriculum guidelines and best practices.

3. Collect, Analyze, and Respond to Student Data.  Assessment and evaluation results are used to make both daily and long range instructional decisions.

· Efforts expended to help students learn are evaluated in terms of the effect those efforts on student learning.

4. Use of a Variety of Strategies to Assess Student Learning.   A balanced approach to assessment and evaluation is used to provide ongoing feedback to students, the nature of which encourages student progress and indicates student achievements. 
· Multiple data collection techniques are used to determine the extent to which students are learning the district standards/curriculum.

5. Contributing Member of Staff:  The teacher plays a role in building school climate outside the classroom.

· Contributes to the development of a positive school climate

6. Positive Parent and Community Relationships: The teacher invites communication and builds bridges between the school, parents and the community.

· Contributes to the development of the broader school community

7. Continuous Professional Growth and Development: The teacher is a constant learner and models for students that learning is a life long endeavor.

· Implements learning from professional growth and development activities

· Actively contributes to the development of school goals that align with district goals

Data Collection

As is the case with any good assessment strategy, the Tolland Public Schools Plan requires the uses of multiple sources of data for teacher evaluation.  Multiple data sources provide for a comprehensive and authentic performance portrait of the teacher’s work.  Two types of data are collected and used throughout the evaluation process:   teacher performance data and teacher analysis data.

1. Teacher performance data is gathered from formal and informal classroom observations, teacher goals, artifact collection (e.g., lesson plans, feedback forms, worksheets), use of the data collection process, and notes from administrative observations outside the classroom.  Parent and student survey results represent additional sources of information teachers can use to assess performance and set improvement goals, but they are not part of the formal evaluation process.

2. Teacher analysis data is compiled from data gathered to determine how effectively students are learning.  For example, teachers review classroom artifacts and student work (including the CMT and the CAPT) and analyze the evidence of student learning to determine progress toward the teacher’s teaching goals.  This analysis process is an expectation of the evaluation plan and can be done independently, in collegial groups, both self-selected and assigned, or as requested by the supervisor.
It is expected that when the data indicates that learning is deficient in some way or learning experiences are not sufficiently challenging for students, the teacher seeks to identify adjustments in the type of learning opportunities that could be offered to enhance learning.  These might include adjustments in teaching strategies, teacher assignments, types of groupings, additional classroom experiences, student schedules, or assessment strategies.  

Data collection techniques that focus on student learning include observation of teacher/student interactions, student observation, analysis of student work, analysis of test scores and performance assessments, surveys, and parent/student/colleague feedback.   They also include analysis of portfolios, daily assignments, learning logs, and products for projects.

Connecting Teacher Evaluation and Professional Development

As our guiding principles indicate, the Tolland Public School System believes that the primary purpose of staff development is school improvement as measured by the success of every student.  Professional development focuses on creating meaningful learning experiences for all staff members.  Teachers are encouraged to have evaluation growth goals that correspond with professional development goals.  The professional development goal focuses on a selected district student learning goal.

We recognize that designing professional development is a dynamic process.  Working with our district and school goals, professional development will be planned to strengthen instruction.

We recognize that educators as well as students learn in different ways and have different learning needs at different points in their career.  Effective professional development, therefore, must provide for a variety of learning experiences through learning teams, study groups, individual study, etc. as well as school wide professional development activities.

Furthermore, it is important that the district’s professional development design includes opportunities for staff to “learn-by-doing”, have time to reflect on the learning experience, followed by the generating and sharing of the new insights about teaching and learning.  This approach to professional development allows teachers to explore different methods of instruction and to discover what works best with students in their classes.

To help nourish such an environment, it is important to be clear about the differences between supervision and evaluation, two aspects of all Teacher Evaluation and Professional Development Plans.  There are differences in the expected outcomes for these two aspects.  Supervision is defined as facilitating, stimulating, and problem solving.  Evaluation is defined as monitoring, directing, making decisions, remediating and dismissing.  The boundary line between supervision and evaluation comes when an individual makes decisions with data and information gathered from one or many sources.

Continuing Education Units
Purposes and Guidelines

To ensure that all students in Tolland Public Schools have competent, high quality teachers, we will provide meaningful learning experiences that enable our educators to raise their expectations for their students’ achievement and for their teaching.  Therefore, the central focus of all Continuing Education Units will be to improve student learning.

Connecticut’s CEU guidelines strengthen the connection between the investment in ongoing teacher professional development and improved student learning.  They also build on and strengthen Connecticut’s unwavering commitment to equity and excellence in education.  The following principles have guided the design of these guidelines:

· Student learning is directly affected by teacher competence.

· Teacher competence is enhanced by ongoing professional development and continuous learning.

· Teachers, like students, must be continual learners.

The Connecticut Guidelines for Issuance of Continuing Education Units Required for Certification replaces the Guidelines and Procedures for CEUs published on July 1, 1992.  These guidelines also reflect current statutory requirements related to professional development, CEUs and the continuation of professional educator certificates. (See Appendix E).   A CEU application for credit for workshops held outside the district, a verification form for attendance at a CEU event outside the district, an application for individually offered CEU workshops inside the district, a sign in/sign out sheet for district and individual workshops, and a professional development feedback form are included in Appendix F.

The new guidelines require that professional development for which CEUs are issued focus on improving student learning.  

The content of the new guidelines are framed by:

1. The Connecticut Common Core of Learning (CCL)

2. The Connecticut Framework: K-12 Curricular Goals and Standards

3. Connecticut’s Common Core of Teaching (CCT)

4. Connecticut Guidelines for Teacher Evaluation and Professional Development
Tolland Public Schools Teacher Evaluation Plan Schematic
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Tenure is established by 

the state.  See Section 10-151, Connecticut 

General Statutes for details

Purpose of the Plan

It is important to recognize that the overall goal of our plan is to support the development of a professional culture of analysis, reflection, feedback and discourse about teaching practice and student learning among the faculty.  Research tells us that this type of an environment results in better learning for students.

Components of the Plan

We have created a professional development/teacher evaluation system that we believe provides appropriate and multiple supervision and evaluation opportunities and ensures that staff have an opportunity to promote the development of a professional culture that focuses on improving teaching and learning.

Our plan has the following components: 

Non-tenured Evaluation 

Tenured Growth

Growth Support

Intensive Assistance

 Tenured growth is designed to:

· allow for individual and collaborative participation in activities that collect, analyze, and respond to data about student learning. 

· allow for individual choice.

· seek and provide resources and alternative approaches that help improve student learning.

· provide opportunities to engage in activities that will indicate how effectively students are learning to identify and implement strategies that may impact their own learning.

A definition of terms is in Appendix A.  

Non-Tenured Evaluation

Non-tenured teachers shall have a minimum of two formal and one informal observation per year: at least two (2) done by the principal or assistant principal.  Department chairpersons or coordinators may conduct the third or additional observations at the discretion of the principal.

Year 1 teachers in BEST will work with a mentor or a Support Team.  A Support Team consists of a trained mentor and other faculty that will work together to support the induction of the new teacher.  In addition, beginning teachers meet regularly to discuss such topics as classroom management and the use of student work.

Overall Purposes:

Develop, support and assess teacher competence as defined in the Summative Evaluation Form.

Provide feedback on district performance expectations.

Detail current performance level. 

Engage in collaborative conversations about student learning.

Year 1: 
Purpose:

1. Determine whether the district’s standards for performance are being met.

2. Provide support to develop the foundation skills for the CCT.

3. Identify areas for improvement.
Process
1. Two formal classroom observations by administrator

2. One informal observation 

3. Participate in activities designed for teachers new to the district

4. Meet regularly with assigned mentor and/or mentor team (BEST only)

5. Minimum of one “feedback” observation by the mentor or a member of the Support Team (BEST only)

6. Attendance at state BEST Seminar and/or clinics (BEST only)

7. Goal set by October 15 (Not in BEST)

8. Goal and self-evaluation report done by May 15 (Not in BEST)

9. One informal conversation about observations and goals by June 1 (Not in BEST)

Year 2: 
Purpose:

1. Determine whether the district’s standards for performance are being met.

2. Provide support to develop the foundation skills for the CCT.

3. Identify areas of improvement.
Process
1. Two formal classroom observations by administrator

2. One informal observation 

3. Participate in activities designed for teachers new to the district

4. Meet regularly with assigned mentor and/or mentor team (BEST only)

5. Minimum of one “feedback” observations by the mentor or a member of the Support Team (BEST only)

6. Development of BEST Portfolio with the support of a mentor, content coach, or support team (BEST only)

7. Attendance at state BEST seminars and activities designed to support with the development of a BEST Portfolio (BEST only)

8. Goal set by October 15 (Not in BEST)

9. Goal and self-evaluation report done by May 15 (Not in BEST)

10. One informal conversation about observations and goals by June 1 (Not in BEST)

Years 3 and 4: Teachers are coached through the district goal writing and data analysis process.

Purpose:
1. To address the professional development and school improvement goals. 

2. Implement the District’s Goal Setting and Data Analysis process.
Process:

1. Two formal classroom observations by administrator

2. One informal observation

3. Coaching sessions to develop and implement a goal using the district’s Goal Writing Model 

4. Goal set by October 15 

5. Goal and self-evaluation report done by May 15

6. One informal conversation about observations and goals by June 1 

Observation Procedures

The first observation cycle will be completed by November 1st, the second by December 1st .  A third must be done by February 1st.   By June 1, a culmination conference will be held.  The evaluator will complete a Teacher Summative evaluation Report (See Appendix D) which will be discussed during the third conference.  At this conference, the evaluator and evaluatee will discuss the evaluatee’s strengths and weaknesses.  The evaluator will make any necessary recommendations to reinforce strengths and correct weaknesses.  These recommendations will be documented on the Summary Summative evaluation Report (See Appendix D) and will be placed in the evaluatee’s personnel file.

Teachers who hold an Initial Teaching Certificate, Interim Initial Educator Certificate, Durational Shortage Area Permit, or a Temporary 90 day certificate will be assigned a mentor in accordance with State statutes.  The responsibility of the mentor is to act as an in-house support system for the new teacher and help him/her prepare for the Assessment component of the BEST Program.  The mentor is not part of the evaluation process.

Non-Tenured Evaluation Cycles

Some of the above procedures shall be carried out on or before the dates listed below.  Those on Professional Assistance shall have timelines specified in the individual plan.

In BEST

Non-tenured teacher evaluation cycle for those teachers in the Beginning Educator Support and Training Program (BEST):

By September 10

Meet with mentor.

By November 1
First observation by an administrator is completed.

By December 1
Second observation by an administrator is completed.

By February 1
Third formal or informal administrative or designee observation for all teachers in the BEST Program.  Teacher Summative Evaluation Report is completed and reviewed with non-tenured teachers in the BEST Program at this time.  (See Appendix D.)

Not In BEST
Non-tenured teacher evaluation cycle for those not in the BEST Program:

By September 10
Establish an informal “buddy”, e.g. department chair, team leader. 

By October 15
Establish a goal(s) and complete the goal form.

By November 1
First observation by an administrator is completed.

By December 1
Second observation by an administrator is completed.

By February 1
Third observation by an administrative or designee is completed.  Teacher Summative Evaluation Report is completed and reviewed with an administrator.  (See Appendix D.)


By May 15
Teacher self-evaluation and reflection on goals(s)/question is completed.  These may include criteria used to measure success and/or the teacher’s opinion on the need to continue or change goals for the subsequent year.  

Smart Goal(s)

Individual or team Smart goal(s) need to relate directly to district or school goals.  The goals(s) must be directed toward improving student learning and include criteria for evaluating results (See Appendix C).

In formulating your annual goal(s)/question(s) the following checklist should be used:

· Is your goal(s) focused on student performance?

· If you are using the team option, is the goal(s) mutually understood by all team members?

· Is the scope of your goal(s) sufficiently narrow to allow concrete investigation and evaluation?

· Is student/faculty involvement necessary to complete your investigation and evaluation within your control?

· Is the focus of your goal(s) important to you as well as to your school and/or district?

· Is measurement of student performance (qualitatively or quantitatively) possible using your goal(s)?  

The Annual Teacher Goal(s) form (Appendix C) shall be used to state a goal(s), document activities and outcomes, and evaluative criteria.  These goals will serve as the basis for growth, professional development, enhanced competency and improvement of instruction.  Timelines should be incorporated into the planning.  A review of the goal(s) will be made on an annual basis.  The focus of the review will be the teacher’s self-evaluation and reflection on the goal(s)/question(s).  The teacher shall determine the need to continue, modify, or change goal(s) for the upcoming year.

The completed annual Teacher Goal(s) form shall be kept by the primary evaluator.

Additional Growth Opportunities

The following are options for professional growth:

Doing Action Research - Participants learn new strategies, experiment with these strategies, analyze the resulting student work from these strategies, and problem solve. Data might include student work, portfolios, surveys, articles and/or instructional materials used to support on-going work related to the research question.  Data is used in evaluation and reflection.
Serving as a Mentor/Cooperating Teacher - Participants agree to observe and provide feedback and coach a beginning or student teacher.

Obtaining National Certification - Development of an extensive portfolio that demonstrates the majority of the criteria in the Common Core of Teaching with significant emphasis on providing evidence of effective analysis of student learning and student growth over time.

Peer Coaching  -Teachers visit peers with the purpose of learning new techniques or refining their own instructional methods, gaining insight into their students' day, and/or observing their students in a different classroom setting.
Developing a Portfolio - A detailed representation of work over a significant period of time to demonstrate various aspects of district performance standards with significant emphasis on providing evidence of effective analysis of student learning and student growth over time.

Pursuing a Professional Career Goal – Teachers pursue additional studies directly or indirectly related to student learning.

Compiling/Writing a Professional Development Presentation or Article - Teachers share with colleagues information or expertise in various areas.  The presentation/article should include why it is important to learn it and how it relates to student learning.

Participating in a Study Group – In a study group, participants study a topic in depth and discuss feed back concerning the studied practice or concern when applied to the educational setting.  

The teacher may reflect upon what worked and what didn’t work in their teaching and record their thoughts in a journal which could be shared with other teachers or their administrator.  The teacher may choose to use the journal as a basis for self-evaluation of his/her goal.
Tenured Growth

By September 1


Select and establish a growth model.

By October 15
Agreed upon goal(s) and criteria for self-evaluation are submitted to administrator.

October 1 through May 1
Work on goal and experience informal (or formal) observation(s).  

By May 15
Teacher self-evaluation of goals, including criteria used to measure success and the need to continue or change goals for the subsequent year, is completed.

By June 1 
Participate in a “Conversation” with the administrator, reviewing any
(In Year 1 and 2)
observations, the goal(s), and the self-evaluation. 

By June 1


It is expected that a tenured teacher completing a three year cycle 

(In Year 3)


would have, at a minimum:

1 Observation

3     Annual Teacher Goal Forms with self-evaluation reports completed

1 Summative Evaluation Report completed by an Administrator

Summative Evaluation Report

The Summative Evaluation Report (Appendix D) is a summative evaluation tool based on the Connecticut Competencies and represents the teaching responsibilities of teachers as specified in job descriptions.  An administrator completes the summative evaluation report.  Each item in the instrument is evaluated as follows:

Competent – meets or exceeds all standards for professional competency for this item. 

Area for Growth – meets standards for competency in this area, but need for improvement is 
identified.  Objectives which address this area shall be developed with the school 
administrator.

Not Acceptable – does not meet competency standards for this area.  A narrative shall describe the 

deficiencies observed by the principal, evaluators, and observers.

The summative evaluation report should be used by the school administrator with tenured teachers once every three years and non-tenured teachers every year.  

The Summative Evaluation Report will take into account factors influencing the achievement of goals that are beyond the control of the staff member being evaluated, such as the availability of materials, resources, space and other environmental concerns.

Growth Support

When an administrator determines, at any time during an evaluation cycle, that a teacher is having difficulty demonstrating the knowledge and/or skills described in the job description and the Teacher Summative evaluation form, the teacher will be put on a Growth Support plan.  The teacher, with administrative assistance, will:

1. meet and outline in writing, the areas of concern.  A teacher may request that his/her evaluation team assist with the implementation of the supervised Growth Support plan. 

2. develop a written support plan which will include:

a. observable objectives for improvement;

b. a plan of action to meet these objectives;

c. a plan of action for the administrator to assist the teacher to meet the objectives;

d. a reasonable timeline; and

e. observable means for verifying achievement of the objectives.

3. be required to participate in conferences and observations.

At the completion of the initial Growth Support Timeline, the administrator will evaluate whether the teacher has successfully met the established objectives.  The administrator then has two additional options:

a. Should the administrator decide that sufficient progress has been made toward meeting the established objectives, the teacher will be returned to his/her regular evaluation program cycle.

b. If insufficient progress is made, the teacher will be placed in Intensive Assistance in an effort to continue providing support to the teacher.  

Intensive Assistance

Intensive Assistance is intended to provide the necessary help for the tenured teacher to meet the requirements of his/her position.  Tenured personnel who exhibit marginal performance in some aspect of the job description shall be assigned to the Intensive Assistance Program (IAP).

The teacher may request an additional certified staff member from the present Tolland supervisor staff who will provide assistance and support for the teacher, and also provide the principal with data relative to the achievement of specified objectives.  The principal will provide, in writing, to the teacher the following information:

1) A statement of the objective(s) to be accomplished with the expected level(s) of performance.

2) A statement defining the amount and kind of assistance and the frequency of observations and conferences.  A written and oral report of the observation shall be given to the teacher within three days of an observation.

3) A timeline not to exceed thirty (30) consecutive school days.  When the timeline has expired, the principal may assign the teacher to the assistance phase of the evaluation plan.  Continuation of IAP or withholding of increment or termination of employment if unsatisfactory performance persists.  Personnel assigned to IAP are fully protected by the right of due process rights as provided by Connecticut General Statutes.

Appeals Procedure for Initial IAP Placement

If an appeal is made by a teacher, observation and evaluation by the principal or assistant principal may continue.

1. Purpose


The purpose of this appeals procedure shall be to find equitable solutions to disagreements between a teacher and administrator with regard to initial placement in IAP. 

2. Time Limits

a. Since it is important that appeals be processed as rapidly as possible, the number of days indicated at each step shall be considered maximum.  The time limits specified may, however, be extended by written agreement of both parties.

b. “Days” shall mean school days, except during the summer when days will be week days.

c. If a teacher does not initiate the appeals procedure within five (5) days of the disagreement, the teacher shall be considered to have waived his/her right to appeal.

d. Failure of the teacher at any level to appeal to the next level within the specified time, shall be deemed to be acceptance of the decision rendered.

3. Steps

a. The teacher will meet within five (5) days of the initial appeal and discuss the matter with the evaluator with the objective of resolving the matter informally.

b. If the disagreement has not been resolved to the satisfaction of both parties, then another conference should be scheduled within five (5) days with the addition of another district administrator and an additional teacher representative whose purpose will be to help clarify areas of difference.  They will facilitate dialogue and submit a written statement of the areas of difference to both parties involved within three days.  Resolution may be made at this time.

c. The party wishing to appeal further shall request the superintendent to review all pertinent materials.  The superintendent shall meet with both parties within five (5) days and will render a final decision within (5) days.

d. Regardless of the level of appeal or decision, the teacher has the right to submit a written rebuttal which will be placed in his or her permanent file.

Evaluation of Non-Instructional Certified Staff

Non-Instructional Certified Staff

Section 10-151b of the Connecticut General Statutes requires the evaluation of teachers on a continuous basis.  By definition, this includes guidance counselors, social workers, nurses, speech and language pathologists, and psychologists.  In 1991, revisions to the teacher evaluation guidelines specified requirements for evaluating these non-instructional educators.

Whenever possible, the observation procedure will take place to evaluate pupil service personnel.  Competencies for the various pupil service personnel will be used in the evaluation process.  In addition, a student and/or parent survey will be used to gain feedback regarding the effectiveness of services provided by these non-instructional educators.  The evaluator will write a narrative describing the overall effectiveness and competencies of this group of pupil personnel specialists.
Evaluation of Plan

Evaluation of the Professional Development/Teacher Evaluation Plan shall include:

A. a periodic district-wide survey conducted by the School Improvement Committee at the end of the school year;

B. input from administrators; 

C. additional revisions to the existing plan made at the discretion of the School Improvement Committee, with input from department heads, coordinators and specialists, and

D. the Professional Development/Teacher Evaluation Plan shall be reviewed at least once every four years.

Implementation of Plan

It is the responsibility of the administration to maintain evaluation cycle records, maintain personnel records, and inform each staff member of his status on the evaluation cycle. 

Dissemination of Plan

At the beginning of the school year, the Professional Development/Teacher Evaluation Plan shall be distributed through the faculty handbooks.  A discussion of the plan shall be conducted annually by the administrator with the staff.  The SIC will monitor adherence to the plan throughout the school year.  

Appendices

Appendix A.  Definition of Terms
Summative Evaluation Form

This form is used after the third year of tenured growth.  It is consistent with the Connecticut Common Core of Teaching (CCT).

Formal Observation

All formal observations include a pre-conference, observation and post-conference.  Observations may vary in length but are a minimum of 30 minutes long.  Post-conferences will be conducted within five (5) working days of the observation.  All formal observations require the collection of literal data and the completion of a written report.
Growth Support

This category in the evaluation process is present for those who are asked to address specific CCT areas in need of growth.

Informal Observation

Informal observations by administrators to be included in the evaluation report require no prior notification.  The focus is the observation of the teacher.  It needs to take place for a minimum of 20 minutes.  A post-conference needs to take place within five (5) working days and a form needs to be filled out.  This observation can occur in a variety of professional settings. 

Intensive Assistance

This category in the evaluation process is present for those who are asked to address specific areas in need of remediation.

Non-Tenured Evaluation

This category in the evaluation process is present for those teachers who have not yet received tenure in the Tolland Public Schools.

Tenured Growth

This category in the evaluation process is for those teachers who, unless otherwise assigned, have received tenure.  This category involves a choice of growth options.  Options include: 



Doing Action Research



Serving as a Mentor/Cooperating Teacher

Obtaining National Certification



Peer Coaching 



Developing a Portfolio 

Pursuing a Professional Career Goal



Compiling/writing a Professional Development Presentation or Article

Participating in a Study Group

Walk About

This involves a general announcement probably with a range of days given.  The focus is discussion with students to determine student understanding.  The time in the classroom will vary.  There is no required post-conference.  A letter is sent to the staff.  The “informal” form may be used, and a conversation may take place. 

Appendix B.  Job Description of Classroom Teachers

TITLE:
   Teacher
CERTIFICATION REQUIREMENT:
Educator Certificate
REPORTS TO:

Principal





Department Head/Supervisor/Coordinators(where appropriate)





Curriculum and Instruction Leader/Dept. Representative/





Instructional Supervisors
RESPONSIBILITIES:
The teacher’s responsibility is to effectively motivate, instruct and assess learners in order to raise each student to the highest level of achievement commensurate with the student’s potential.  To fulfill this responsibility the teacher accomplishes the following:

I.  THE TEACHER HAS KNOWLEDGE OF:

Students

· Understands major concepts, principles, theories, and research related to the normal development of students.
· Understands variations in students’ physical, emotional, and cognitive development so that they can construct learning opportunities that support students’ development, acquisition of knowledge and motivation.
Content

· Is proficient in reading, writing, and mathematics.
· Understands central concepts and skills, tools of inquiry and structures of the discipline(s) they teach.
Pedagogy

· Knows how to design and deliver instruction.
· Recognizes individual differences in approaches to learning and the need to vary instructional methods.
II.  TEACHERS APPLY THIS KNOWLEDGE BY:
Planning

· Plans daily and long term instruction based upon their knowledge of subject matter, students, the curriculum, and the community.

· Selects and/or creates learning tasks that support students’ academic, social, and personal development.

 
Classroom Management

· Establishes and maintains appropriate standards of behavior that create a positive learning environment that shows a commitment to students and their successes. 
· Establishes systematic and effective procedural class routines.

· Inculcates respect for rights, opinions, property and contributions of others.

· Promotes healthful and safe condition in their classroom.

Instruction

· Establishes high expectations for achievement that promote shared responsibility for learning and encourages development of independent work habits.
· Budgets class time effectively.
· Uses and promotes effective verbal, nonverbal, and media communications techniques which foster active learning.
· Employs a variety of instructional strategies and enables students to think critically, solve problems, and demonstrate skills.
· Adjusts, as necessary, to differences among children and considers the overall well-being of the child.

Assessment

· Uses various assessment techniques to evaluate student learning and modifies instruction as appropriate.
· Shares assessment criteria with students on a regular basis as well as guides students to use these criteria for self-evaluation.
· Collects data over time by analyzing student work and determining whether or not instructional strategies promote desired student learning outcomes.
III. TEACHERS DEMONSTRATE PROFESSIONAL RESPONSIBILITY THROUGH:


Professional and Ethical Practice

· Conducts themselves as professionals in accordance with the Code of Professional Responsibility for Teachers (Section 10-145d-400a of the Connecticut Certification Regulations).
· Works collaboratively with school administrators and colleagues.
· Involves families of students in the education of their children by keeping them informed about their students’ learning and seeking input to support and meet children’s needs.
· Follows district policies, procedures, and curricula.
· Maintains effective supervision of non-classroom areas within the school environment.
· Keeps in confidence information that has been obtained in the course of professional service, unless disclosure serves professional purposes or is required by law.
· Demonstrates ethical behavior toward fellow teachers and co-workers.

Reflection and Continuous Learning

· Re-evaluates periodically their own methods of presentation.
· Continually engages in self-evaluation of the effects of their choices and actions on students and the school community.
· Works with administrators and colleagues to explore student work and progress, to examine the effectiveness of instructional strategies, to identify school and program needs based on student data, and to ensure that the collective needs of the school are addressed. 
· Demonstrates responsibility for self-growth, professional improvements, and ongoing self-evaluation.

Leadership and Collaboration

· Serves as a leader in the school community through means such as:
a. working with colleagues to create a positive, collaborative school culture;

b. working with colleagues in addressing other identified needs of the school and  student body.
c. working with groups or individuals promoting school related projects. 

Professionalism

· Uses community resources where available and applicable.
· Contributes constructively to committees, faculty meetings, and other school system groups.
IV.  TEACHER COMPLETES ORGANIZATIONAL TASKS

· Keeps necessary records and makes needed reports for the benefit of the students.
· Accurately prepares and maintains marking books, plan books, and required reports and submits them within designated time limits.
· Maintains an up-to-date record of basic information for the use of substitutes, including an up-to-date student identification system.
· Accepts and carries out required school regulations and assignments within designated time limits.
Appendix C.  Professional Development Goals

Tolland Public Schools 

Part I.
Teacher ______________________________   School _____________________

Evaluator _________________________________________________________ 

Required:
        Professional Learning Community Goal
Team Members:
________________________________         ___________________________________

________________________________         ___________________________________
                           (Attach completed Smart Goal form – See next page)

Anticipated Completion Date:  ________________________________________
Optional:
       Professional Growth Goal

Indicate Choice:

                        National Certification



Portfolio



Mentor/Cooperating  

                        Teacher



Professional Career Goal



Study Group



Action Research



Peer Coaching

                        Professional 
                        Development     

                        Presentation
Goal Description: 

	All goals need to relate to enhancement of instruction and improvement of student learning as documented through some form of student achievement.


______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Expected impact on student learning:  ______________________________________________________________________________________

______________________________________________________________________________________

How will the change be measured? ______________________________________________________________________________________

______________________________________________________________________________________
Tolland Public School

Smart Goal Form
Year 

	School Improvement Plan Goal
	

	Group Members
	

	Smart Goal
	

	Strategies
	Measures
	Baseline
	Goal
	Results

	Activity – Who is Responsible – Target Dates
	
	
	
	

	
	
	
	
	


Reflection:  (Continue on Back)

Self assessment/reflection is the heart of professional growth.  It is the examination of knowledge, skills, techniques, and effectiveness.  These suggestions may help in organizing a reflection:  

· Explain what your research and/or activities taught you about improving student performance.  Be specific, and when applicable, use data as supportive evidence.  Remember less than perfect outcomes may teach us the most. 

· Examine your data and draw conclusions.  Based on your results and insights, what is the logical next step in your professional growth plan?

Teachers may use information on student performance and growth.  Type of information which measure student outcomes may include, but should not be limited to:

· benchmark tests

· finals

· portfolio assessment

· grades

· teacher observations

· research

· student teacher conferences

· parent teacher conferences and support staff consultation

Part II.

Tolland Public Schools

Goal Plan and Report
Action Research

Description:  In action research, a teacher, working individually or in a small group, develops a hypothesis and a research project to test that hypothesis.  The goal of action research is to learn or formulate new strategies, experiment with these strategies, analyze the student work resulting from these strategies, and apply the results of the research.   

A teacher might propose the hypothesis that the use of cooperative learning strategies will improve student achievement in Civics.  The teacher could then identify lessons or a unit in which to use the strategy and measure student achievement.  Findings could be briefly presented in a paper and discussed with other faculty.

Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Documentation
	Goal work must involve an evaluation of the instructional enhancement and the resultant student learning.  Student work or documentation used to indicate change in student learning might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


Description of Results

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

What has been the impact on student learning? 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

(Attach any materials that may apply)

Communication
What type of support did you receive for your goal? ___________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

How did you share your learning?  ___________________________________________________________

Reflection

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________
Part II.

Tolland Public Schools

Goal Plan and Report

Mentor/Cooperating Teacher

Description:  The teacher serves as a BEST-trained mentor and/or cooperating teacher or wishes, with administrative approval, to enter into a mentoring relationship with another teacher. (Limit of two consecutive years).  Participants agree to observe and provide feedback to the teacher (with a minimum of 30 hours/year), and to write a reflection at the end of each year for review with another colleague and with their supervisor.  (See state requirements in the BEST handbook.) 

Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Log of Meeting Dates and Observations

	Date
	Type of Meeting
	Duration

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Communication
What type of support did you receive for your goal (release time, university supervisors, etc.)? 

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

How did you share your learning with your peers?  ____________________________________________

Reflection

(Attach )

Part II.

Tolland Public Schools

Goal Plan and Report
National Certification

Description:  A teacher may elect to complete national certification for his/her professional development goal.  In such cases, national procedures are followed.  This work is expected to impact student learning.  

Documentation

	Goal work must involve an evaluation of the instructional enhancement and the resultant student learning.  Student work or documentation used to indicate change in student learning might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


What has been the impact on student learning? ________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

(Attach any materials that may apply)

Communication
What type of support did you receive for your goal? ___________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

How did you share your learning?  ___________________________________________________________

Reflection

(attach)

Part II.

Tolland Public Schools

Goal Plan and Report
Peer Coaching

Description:  A teacher may select this option when he or she has “teamed” with a colleague who wishes to learn new instructional strategies that foster instructional improvement.  

The peer coaching process has three components: Pre-conference, Observation, and Post-conference.


Pre-conference:  Teachers meet informally to develop a common language and communication rapport.  A decision is made about dates for observations and the role the coach will have while in the classroom.  


Observation:  An observation is more than just watching a teacher work.  An observation should be an objective reflection about a topic determined at the pre-conference.  The observation should be purposeful, factual, value-free, specific, and nonjudgmental.  The observer may use several methods of data collection during the observation; i.e., scripting, time/student, teacher location in the room, reference CCT.


Post-conference:  The coach is to provide the feedback in a helpful, nonthreatening manner.  The teacher is to listen actively and to assess the data presented by the coach.  After the information has been given to the teacher, the coach may ask questions, be asked for suggestions or additional comments.  Recognition and praise should be give for accomplishments, and possible modifications could be suggested. 

This process is shared with each member on the peer coaching team.

Overview

· The process is observation based: 

· Teams have a general meeting early in the year to set up goals (individual or group) for their observations.  A suggested outline and calendar of meetings and observations is scheduled.

· Teams plan and execute several observations with each other according to individual needs.

· Teams meet several times to discuss goals, observations, findings, suggestions, and outcomes.

· The observations are data based: the observer records full information about the class observed over time. 

· There is collaborative assessment: each participant tries to identify patterns of teacher and learner behavior.

· Teachers may be working on similar or different goals.

· There is concern for improving student learning and teacher reflection.

Ideas:  Several suggested topics for observation could be:

· classroom management

· student behavior

· classroom instruction

· differentiation of instruction

· time management

· transitions

· questioning techniques

· student interviews of learning

· guided reading groups

· assessments/rubrics

· monitoring and adjusting for student understanding
Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Documentation

	Goal work must involve an evaluation of the instructional enhancement and the resultant student learning.  Student work or documentation used to indicate change in student learning might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


What has been the impact on student learning?_______________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

(Attach any materials that may apply)

How did you share your learning?  _________________________________________________________________

_____________________________________________________________________________________________

Record of Observations
       

        







        Date

Individual(s) completing observation





of Observation

______________________________________________________                                    _____________

______________________________________________________                                    _____________

______________________________________________________                                    _____________

Record of Team Meetings

Please put dates of at least three team meetings.

Dates

_________________________

_________________________

_________________________

How did you share your learning? _________________________________________________________________

_____________________________________________________________________________________________

Reflection

(attach)

Part II.

Tolland Public Schools

Goal Plan and Report

Portfolio

Description:  

What is a teacher portfolio?  Portfolios are more than a scrapbook, and not merely a container for storing and displaying evidence of a teacher’s knowledge and skills.  A teaching portfolio, like an artist’s portfolio, is a collection of work that illustrates an individual’s talents as a educator (Doolittle, 1994).  …A portfolio allows a teacher to analyze his/her teaching, to gather evidence that supports identified beliefs/standards, and to develop reflective rationales that connect teaching and learning.  A teaching portfolio is a structured collection of evidence of a teacher’s best work that is selective, reflective, and collaborative, and demonstrates a teacher’s accomplishments over time and across a variety of contexts (Edgerton, 1991).1
When is a teacher portfolio an appropriate choice for professional development?  The decision is appropriate:

· when the teacher wants to analyze in detail why a certain practice has been a success in his/her classroom;

· when the teacher wants to implement a new strategy or approach and carefully document the effects upon student learning, and/or

· when the teacher wants to analyze the success of his/her efforts to meet a personal, school, or district-wide goal.

Scope:  

Are there any requirements for the implementation and design of the portfolio project?

· By October 15, the teacher must describe the scope of his/her portfolio, what types of materials he/she will collect and reflect upon, and what he/she hopes to accomplish through the portfolio process.

· Since portfolios may be used to pursue very different questions or areas of study, no specific format is required.  However, the following should be included in all teacher portfolios:
· a statement of purpose:

· teacher created materials:  lesson plans, assignments, handouts, assessments (e.g. rubrics, assessment sheets):
· student work:  quizzes, tests, essays, projects (photographed or videotaped when appropriate); a rationale for the selection of included pieces should be provided:
· periodic reflections by the teacher on the effectiveness of individual assignments or assigned tasks or of the overall plan, and
· a final reflective essay that summarizes and draws conclusions
1 “Teacher Portfolio”.  November 15, 2003 <http://template.aea267.iowapages.org/portfolio/index.html>

Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Documentation

	Goal work must involve an evaluation of the instructional enhancement and the resultant student learning.  Student work or documentation used to indicate change in student learning might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


What has been the impact on student learning? ( reflection on the connection between instruction, assessment, and student achievement.)  __________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

(Attach any materials that may apply)
Communication

What type of support did you receive for your goal? ___________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

How did you share your learning?  ___________________________________________________________

Reflection

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________
Part II.

Tolland Public Schools

Goal Plan and Report
Professional Career Goal

Description:  Professional career goals refer to the pursuit of advanced degrees or certifications within the education field.  A teacher completes a graduate course, summer seminar, or series of workshops related to a district, school, or individual goal.  

Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Documentation

	Goal work must involve learning related to instructional enhancement and the resultant student learning.  Student work or documentation is appropriate to indicate change in student learning. This might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


What has been the impact on student learning?_______________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

(Attach any materials that may apply)

Communication

What type of support did you receive for your goal? ___________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

How did you share your learning?  _________________________________________________________________

Record of Career Work
Work Undertaken








      Date

______________________________________________________                                    _____________

______________________________________________________                                    _____________

______________________________________________________                                    _____________

Reflection

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________
Part II.

Tolland Public Schools

Goal Plan and Report
Preparation of a Presentation or an Article

Description:  A teacher with interest and expertise in an area of instruction that relates to a district goal would develop and present a program on the topic to staff.  The presentation should include what participants will know or be able to do as a result of participating in the program, why it is important to learn it and how it relates to student learning. 

Alternatively the teacher prepares and presents an article on instruction or curriculum for publication in a professional journal.

Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Documentation

	Goal work must involve an evaluation of the instructional enhancement and the resultant student learning.  Student work or documentation used to indicate change in student learning might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


What has been the impact on student learning? ________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

(Attach any materials that may apply)

Communication
What type of support did you receive for your goal? ___________________________________

______________________________________________________________________________

______________________________________________________________________________

How did you share your learning?  ___________________________________________________________

Reflection.

(attach)

Part II.

Tolland Public Schools

Goal Plan and Report

Study Group

Description:  A study group is a group of four to six peers studying educational issues and/or literature.  Participants meet with a small group of colleagues to learn new strategies, experiment with these strategies, analyze the resulting student work from these strategies, and to problem solve.  Study groups can be formed to focus on content that supports the implementation of a building or district goal.  Each member is responsible for documenting the meeting times and the results of the study.

Study groups can work effectively to:

· plan common or connected instructional units;

· propose school-improvement measures, and

· research new instructional and learning techniques.

Study groups should:

· meet before or after school or during common planning time and

· conduct a minimum of five meetings during the school year.

Designing a Study Group Action Plan

(Adapted from: Whole-Faculty Study Group, Murphy & Lick, 1998.)

1. Determine the general area of need.  The need comes from study and analysis of student data.

2. Identify the specific areas of need within that category.  Teachers identify these needs from their work with their students.

3. Specify the actions teachers will take when the study group meets.

4. Decide the anticipated outcome of the study and the document needed to provide evidence that change occurs.

5. List who and what the resources will be for this study group.

Development: 




	Step
	Planned Actions
	Anticipated Outcomes
	Observed Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Documentation

	Goal work must involve an evaluation of the instructional enhancement and the resultant student learning.  Student work or documentation used to indicate change in student learning might include written products or products students make or do, responses to tasks, presentations, demonstrations of skill, etc.  The use of a rubric to evaluate these products is appropriate.


What has been the impact on student learning?_______________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

 (Attach any materials that may apply)

Communication

What type of support did you receive for your goal?____________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

How did you share your learning?  ____________________________________________________________

Record of Meetings
                                        Meeting






Date

____________________________________________________________                                _____________

____________________________________________________________                                 _____________

____________________________________________________________                                 _____________

Reflection

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________

 _____________________________________________________________________________________________

_____________________________________________________________________________________________
Part III.

Self-Reflection

For

Summative Report

The following is part of the summative evaluation.  As such, is there anything under these categories that you would like documented that does not appear in Part II?  (You might want to keep a record each year).

Reflection and Continuous Learning  

1. Teachers continually evaluate the effects of their choices and actions on others by engaging in critical analysis of effectiveness of their teaching, by examining their planning, by making instructional decisions, and by assessing their students’ progress. They also explore student work and progress, examine the effectiveness of instructional strategies, identify school/program needs based on student data, and ensure that the collective needs of the school are addressed.

2. Teachers actively seek opportunities to grow professionally by drawing upon professional colleagues in other professional arenas to support reflection, to share experiences, and to seek and provide feedback.  They enrich their knowledge base about content, learners, pedagogy, technology, and the U.S. public school system through examination of the professional literature, participation in professional organizations, and professional development seminars and graduate level coursework.

Leadership and Collaboration 

1. Teachers foster relationships with school colleagues, parents, and agencies in the larger community to support students’ learning and well being.  They consult with other school professionals to improve the education and well being of their students as well as the overall learning environment of the school.  They involve families of students in the education of their children by keeping them informed about their students’ learning and they seek input as appropriate to support and meet childrens’ needs.  They foster relationships with families, professional organizations, businesses, and agencies in the larger community to enlist support for students and for the school. 

2. Teachers constantly seek ways to improve student learning, being proactive in promoting efforts that support the continuous improvement of student learning.

Professional and Ethical Practice  

Teachers constantly monitor their conduct to be professionally appropriate by abiding by a professional code of ethics and rules of conduct that govern sound educational practice.

Appendix D.  Observation and Report Forms

Walk About 

Informal Observation Notes

Informal Observation Report Form

Formal – Pre-Observation, Observation, Post-Observation

Summative Evaluation Report

Growth Support Goal

Growth Support Action Plan

Growth Support Status Report

Growth Support Summative Evaluation

Intensive Assistance Goal

Intensive Assistance Action Plan

Intensive Assistance Status Report

Intensive Assistance Summative Evaluation

School Counselor – Elementary and Middle School – Formal Observation Checklist

School Counselor – High School – Formal Observation Checklist

School Counselor Pre Observation Form

School Counselor Post Observation Form

School Counselor Summative Evaluation Form

Speech Pre-Observation Form

Speech Post-Observation Form

Psychologist Formal Observation Form
Psychologist Pre-Observation Form

Psychologist Post-Observation Form

Psychologist Summative Evaluation Form

Tolland Public Schools

Walk About

Summary Sheet

         Observable Elements




Notes

Tolland Public Schools

Informal Observation Notes

Date ________
Time___________
Setting _________________________________

Planning

Managing

· Management of student behavior

· Management of routines and transitions
Instructing

· Variety of strategies

· Questioning techniques
· Relating learning to students
· Communication
Assessing and Adjusting

· Monitoring student understanding

· Variety of assessments
· Feedback to students
Professional Responsibilities
Tolland Public School

Professional Accountability Evaluation Cycle

Informal Observation Report

Time Arrived  _____________

Teacher
_____________________

Time Departed_____________

School

_____________________

Total:               _____________                      Grade/Subject
_____________________







 Date    
_____________________        







 # of Students
_____________________

The intent of this form is to provide an accurate narrative that describes the planning, assessing and adjusting of the teacher as well as the corresponding behaviors of the students.



SIGNATURES:  The signing of this form indicates only an awareness of its contents.

_________________________


_________________

Teacher





Date

_________________________


_________________

Administrator




            Date

Tolland Public Schools

Pre-Observation Conference Form

Teacher:





 Assignment:

Observation Date:




 Time:

1. What is the major focus of the lesson?

2. How does this learning activity fit into my instructional sequence – what will come immediately before and what will come immediately after this lesson?

3. What do I expect students to know and to be able to do at the conclusion of this lesson?

4. How will I know when students have an understanding of the lesson’s learning objective?

5. How will I assess student learning?

6. What two student performances will I collect for the post-conference?  Why have I chosen these students i.e., abilities, approach to learning?

7. What instructional activities will my students be involved in during the lesson?

Optional:

Is there anything the evaluator needs to know about my students, recent events, etc.?

My evaluator can assist me in this observation by collecting data on (specify): 

Tolland Public Schools

Formal Observation Form

Teacher:





 Assignment:

School:




 
Pre-Observation Date:

Observation Date:




 Administrator:

	Indicators of CCT Teaching Standards
	Notes

	I. Planning

· Appropriate lessons/content/learning tasks

· Appropriate resources/materials

· Sequencing learning tasks that foster understanding

· Knowledge of individual students/learning styles

· Curriculum planning that is both short and long term

· Accurate academic knowledge


	

	II. Classroom Management

· Discipline/Attention

· Routines

· Quality academic time/active participation

· Proper use of space

· Momentum

· Positive learning environment


	


	Indicators of CCT Teaching Standards
	Notes

	III. Instructional Opportunities

· Employs different models of teaching

· Promotes critical and creative thinking

· Promotes problem-solving, decision making skills and inquiry

· Shows liveliness when presenting

· Promotes ethical and responsible student behavior

· Makes connections between curriculum, school, and careers

· Demonstrates clear and organized instruction


	

	IV. Communication

· Uses effective verbal, nonverbal, and media communication techniques

· Uses appropriate questioning techniques

· Engages students in purposeful discourse

· Uses clear speech/precise language

· Encourages high expectations


	

	V. Assessing/Adjusting

· Uses multiple sources of data

· Encourages self-assessment

· Correlates data to learning outcomes

· Monitors student understanding

· Adjusts when necessary

· Monitors comprehension 

· Makes frequent requests for oral and written responses


	


Tolland Public Schools

Post-Observation Conference Form

For

Formal Observation
Teacher:





School:

Assignment:





Administrator:

Observation Date:




 Conference Date:

Directions:  This form should be completed by the teacher and shared with the evaluator at the post-observation conference.

1.  What went well?  How do you know?

2. Did anything occur during this lesson that was not anticipated?  How did it have an effect on the planned outcome?

3. Selected work from two students.  What evidence of student learning do you have from each of the students?

4. What did you learn about these students’ understanding of the concept?

5. How will you use your analysis of students’ performances to modify or adjust your instruction?

6. Following the observed lesson, what did your students do next as part of the planned instructional sequence for this concept?

7. If you were to teach this lesson again, would you do anything differently?  Why?

Tolland Public Schools

Summative Evaluation Report – Tenured Evaluation Cycle Year 3
School Year __________ - __________

____________________________            _________________                  ________________

Teacher’s Name


        School



Grade/Subject

The following checklist indicates the summative assessment of professional performance based on formal and informal observations and professional growth activities. 

Definitions and Codes:

Competent  ( C ): Evidence indicates that effective teaching techniques and professional 

behaviors are consistently demonstrated and applied.

Area for Growth (AG):  Evidence indicates that effective teaching techniques and 

professional behaviors are observed but not consistently demonstrated and applied. 

Unacceptable (U):  A Growth Support Plan must be written if one or more of the standards listed below is rated unacceptable. 

I.       Planning

     C      AG     U

The teacher plans instruction based upon knowledge of subject matter, 

students, the curriculum, and the community.

II.     Managing 

      C      AG     U

The teacher establishes and maintains appropriate standards of behavior and creates a positive learning environment.




The teacher effectively manages routines and transitions.

III.    Instructing

     C      AG     U

The teacher employs a variety of instructional strategies to create significant learning tasks that support students’ academic, social, and personal development and enable students to think critically, solve problems, and demonstrate skills. 

The teacher uses appropriate questioning techniques.

The teacher relates learning to the big picture and makes connections for            

students.

The teacher communicates clearly using precise language and acceptable oral expression. 

IV.   Assessing and Adjusting
      C      AG     U

The teacher monitors student understanding of lessons and modifies instruction as appropriate. 

The teacher uses various assessment techniques to evaluate student learning.

The teacher shares progress in learning with students on a regular basis and guides students to proactive learning and self evaluation.

The teacher uses multiple sources of data over time to analyze and reflect on student learning.

Professional Responsibilities

The following is completed using Part II and Part III of the Goal Plan and Report Form.  

V.  Reflection and Continuous Learning   

1. Teachers continually evaluate the effects of their choices and actions on others by:

a. engaging in critical analysis of effectiveness of their teaching through an examination of their planning, instructional decisions, and assessment of their students’ progress.

     C      AG     U 

As evidenced by:

Comments (optional):


b. working with colleagues – exploring student work and progress, examining the effectiveness of instructional strategies, identifying school/program needs based on student data, and ensuring that the collective needs of the school are addressed.

     C      AG     U 
As evidenced by:





Comments (optional):

2. Teachers actively seek opportunities to grow professionally by:

a. drawing upon professional colleagues in other professional arenas to support reflection, to share experiences and to seek and provide feedback.
     C      AG     U 
As evidenced by:





Comments (optional):

b. enriching their knowledge base about content, learners, pedagogy, technology, and the U.S. public school system through examination of the professional literature, participation in professional organizations and professional development seminars and graduate level coursework.

     C      AG     U 
As evidenced by:





Comments (optional):

VI.   Leadership and Collaboration
1. Teachers foster relationships with school colleagues, parents, and agencies in the larger community to support students’ learning and well-being by:

a. consulting with other school professionals to improve the education and well-being of their students as well as the overall learning environment of the school.

      C      AG     U 
As evidenced by:





Comments (optional):

b. involving families of students in the education of their children by keeping them informed about their childrens’ learning and by seeking input as appropriate to support and meet students’ needs.

     C      AG     U 
As evidenced by:





Comments (optional):

c. cooperating and fostering relationships with families, professional organizations, businesses and agencies in the larger community to enlist support for students and for the school. 

     C      AG     U 
As evidenced by:





Comments (optional):

2. Teachers constantly seek ways to improve student learning by:

a. being proactive in promoting efforts that support the continuous improvement of student learning.

     C      AG     U 
As evidenced by:





Comments (optional):

VII.  Professional and Ethical Practice  

Teachers constantly monitor their conduct to be professionally appropriate by:

a. abiding by a professional code of ethics and rules of conduct that govern sound educational practice; e.g. confidentiality, attendance.

     C      AG     U 
As evidenced by (If a “U” is marked):





Comments (optional):

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools

Summative Evaluation Report – Non-Tenured Years 3-4 

and Non-Tenured Transfer Year 2
School Year __________ - __________

____________________________            _________________                  ________________

Teacher’s Name


        School



Grade/Subject

The following checklist indicates the summative assessment of professional performance based on formal and informal observations and professional growth activities. 

Definitions and Codes:

Competent  ( C ): Evidence indicates that effective teaching techniques and professional 

behaviors are consistently demonstrated and applied.

Area for Growth (AG):  Evidence indicates that effective teaching techniques and 

professional behaviors are observed but not consistently demonstrated and applied. 

Unacceptable (U):  A Growth Support Plan must be written if one or more of the standards listed below is rated unacceptable. 

I.       Planning

     C      AG     U

The teacher plans instruction based upon knowledge of subject matter, 

students, the curriculum, and the community.

II.     Managing 

      C      AG     U

The teacher establishes and maintains appropriate standards of behavior and creates a positive learning environment.




The teacher effectively manages routines and transitions.

III.    Instructing

     C      AG     U

The teacher employs a variety of instructional strategies to create significant learning tasks that support students’ academic, social, and personal development and enable students to think critically, solve problems, and demonstrate skills. 

The teacher uses appropriate questioning techniques.

The teacher relates learning to the big picture and makes connections for            

students.

The teacher communicates clearly using precise language and acceptable oral expression. 

IV.   Assessing and Adjusting
      C      AG     U

The teacher monitors student understanding of lessons and modifies instruction as appropriate. 

The teacher uses various assessment techniques to evaluate student learning.

The teacher shares progress in learning with students on a regular basis and guides students to proactive learning and self evaluation.

The teacher uses multiple sources of data over time to analyze and reflect on student learning.

Professional Responsibilities

The following is completed using Part II and Part III of the Goal Plan and Report Form.  

V.  Reflection and Continuous Learning   

3. Teachers continually evaluate the effects of their choices and actions on others by:

c. engaging in critical analysis of effectiveness of their teaching through an examination of their planning, instructional decisions, and assessment of their students’ progress.

     C      AG     U 

As evidenced by:

Comments (optional):


d. working with colleagues – exploring student work and progress, examining the effectiveness of instructional strategies, identifying school/program needs based on student data, and ensuring that the collective needs of the school are addressed.

     C      AG     U 
As evidenced by:





Comments (optional):

4. Teachers actively seek opportunities to grow professionally by:

c. drawing upon professional colleagues in other professional arenas to support reflection, to share experiences and to seek and provide feedback.
     C      AG     U 
As evidenced by:





Comments (optional):

d. enriching their knowledge base about content, learners, pedagogy, technology, and the U.S. public school system through examination of the professional literature, participation in professional organizations and professional development seminars and graduate level coursework.

     C      AG     U 
As evidenced by:





Comments (optional):

VI.   Leadership and Collaboration
3. Teachers foster relationships with school colleagues, parents, and agencies in the larger community to support students’ learning and well-being by:

d. consulting with other school professionals to improve the education and well-being of their students as well as the overall learning environment of the school.

      C      AG     U 
As evidenced by:





Comments (optional):

e. involving families of students in the education of their children by keeping them informed about their childrens’ learning and by seeking input as appropriate to support and meet students’ needs.

     C      AG     U 
As evidenced by:





Comments (optional):

f. cooperating and fostering relationships with families, professional organizations, businesses and agencies in the larger community to enlist support for students and for the school. 

     C      AG     U 
As evidenced by:





Comments (optional):

4. Teachers constantly seek ways to improve student learning by:

b. being proactive in promoting efforts that support the continuous improvement of student learning.

     C      AG     U 
As evidenced by:





Comments (optional):

VII.  Professional and Ethical Practice  

Teachers constantly monitor their conduct to be professionally appropriate by:

b. abiding by a professional code of ethics and rules of conduct that govern sound educational practice; e.g. confidentiality, attendance.

     C      AG     U 
As evidenced by (If a “U” is marked):





Comments (optional):

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________


                          FORMCHECKBOX 

                          FORMCHECKBOX 
                     
Tolland Public Schools

Growth Support Plan/Goal Worksheet

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

The following are a list of goal(s) that are to be accomplished:

The teacher with administrative assistance will:

1. meet and outline in writing, the areas of concern.  A teacher may request that his/her evaluation team assist with the implementation of the supervised Growth Support Plan. 

2. develop a written support plan which will include:

a. observable objectives for improvement;

b. a plan of action to meet these objectives;

c. a plan of action for the administrator to assist the teacher to meet the objectives;

d. a reasonable timeline; and

e. observable means for verifying achievement of the objectives.

3. be required to participate in conferences and observations.

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools
Growth Support Action Plan

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

Goal(s):

Actions to be Taken:

Meeting Dates:

Indicators of Success:

Resources in Place:

Resources/Professional Development Needed:

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools
Growth Support Status Report

(Filled out within 30 days of the original conference)

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

Administrator’s Comments:


Evaluator’s comments on progress towards goal(s):


Evaluator’s current recommendations:

Response Attached:   ________Yes  _____________No 

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools
Growth Support

Summative Evaluation

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

Goal(s):


Summative Evaluation of Action Plan:


Evaluator’s Comments:

Response Attached:   ________Yes  _____________No 

Signature: _____________________________

Evaluator’s Signature:  _____________________________   Date: _________________

Receipt of Notice: __________________________________  Date: _________________

      (Evaluatee’s Signature)

Tolland Public Schools

Intensive Assistance Plan/Goal Worksheet

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

The following are a list of goal(s) that are to be accomplished:

The teacher with administrative assistance will:

1. meet and outline in writing, the areas of concern.  A teacher may request that his/her evaluation team assist with the implementation of the supervised Growth Support Plan. 

2. develop a written support plan which will include:

a. observable objectives for improvement;

b. a plan of action to meet these objectives;

c. a plan of action for the administrator to assist the teacher to meet the objectives;

d. a reasonable timeline; and

e. observable means for verifying achievement of the objectives.

3. be required to participate in conferences and observations.

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools
Intensive Assistance Action Plan

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

Goal(s):

Actions to be Taken:

Meeting Dates:

Indicators of Success:

Resources in Place:

Resources/Professional Development Needed:

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools
Intensive Assistance Status Report

(Filled out within 30 days of the original conference)

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

Administrator’s Comments:


Evaluator’s comments on progress towards goal(s):


Evaluator’s current recommendations:

Response Attached:   ________Yes  _____________No 

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools
Intensive Assistance 

Summative Evaluation

Teacher: _________________________________     School: ________________________

Evaluator: _________________________________  Date:  _________________________

Goal(s):


Summative Evaluation of Action Plan:


Evaluator’s Comments:

Response Attached:   ________Yes  _____________No 

Signature: _____________________________

Evaluator’s Signature:  _____________________________   Date: _________________

Receipt of Notice: __________________________________  Date: _________________

      (Evaluatee’s Signature)

Tolland Public Schools

Formal Observation Form School Counselors – Elementary, Middle School
Counselor:





School:
Observation Date:




Administrator:

Please check the focus of the observation in the box(es) provided.

Counseling

· Assists students in developing decision-making skills
· Demonstrates knowledge of family development 
· Employs knowledge of career development
· Makes appropriate student referrals
· Demonstrates the ability to provide individual counseling and/or group counseling to target populations
· Demonstrates ability to initiate counseling relationships with students
· Displays respect for the rights and unique characteristics of students
· Counsels students in their adjustment to a new school
· Creates a counseling environment which fosters feelings of acceptance and empathy
· Demonstrates sensitivity to multicultural issues in counseling
· Assists with the transition from school to school 
· Provides interventions and support in crisis situations
· Assists student in making schedule adjustments
Comments and Recommendations:

Individual Planning

· Provides a systematic approach to individual planning using academic, career, and personal information
Comments and Recommendations:

Consulting

· Provides counseling perspective and relevant information to other school departments

· Assists instructional personnel in relating subject matter to career development

· Shares information relative to post secondary planning

· Participates in the Special Education and Section 504 process as required

· Shares background information pertinent to student performance with appropriate parties

· Provides counseling perspective in the development of school initiatives

· Employs mediation skills with the school population

· Contributes expertise to the development and implementation of district wide policies and procedures

· Plans and delivers parent programs

· Interprets test scores and career inventory information to target populations

· Shares information on school choice options 

· Shares general information related to family development 

Comments and Recommendations:

Coordinating

· Coordinates the services and activities of the school counseling program
· Coordinates community resources related to the services and activities of the school counseling program
· Develops cooperative working relationships between the school and community agencies and businesses
· Coordinates school resources to ensure the provision of school counseling information to target populations
· Initiates communication between the school counseling department and home
· Facilities the provision of career and vocational information to all students
· Collaborates with members of the instructional staff to maximize the academic experience for students
· Serves as a liaison among students, parents, teachers and support personnel
· Coordinates programs for student and parents to assist in planning for the transition from school to school
Comments and Recommendations:

Managing Curriculum

· Demonstrates knowledge of the school counseling topics presented

· Assists in the development, evaluation and revision of the school counseling curriculum

· Addresses the goals and objectives in units of instruction

· Employs a variety of teaching strategies when delivering curriculum

· Promotes a positive learning environment

· Facilitates the instructional process by using school and community resources

· Collaborates with classroom teacher in delivery of the school counseling curriculum

Comments and Recommendations:

Professional Responsibility

(   Works collaboratively with school administrators and colleagues

(   Works with administrators and colleagues to identify school and program needs based on

      student data, and to ensure that the collective needs of the school are addressed

(   Demonstrates responsibility for self-growth, professional improvements, ongoing self-

      evaluation

(    Serves as a leader in the school community

· Contributes constructively to committees, faculty meeting, and other school system groups

· Keeps necessary records and makes needed reports for the benefit of students   

Comments and Recommendations:
________________________________________________

_______________

Signature of School Counselor                                                        
Date

________________________________________________

_______________

Signature of Evaluator






Date
Tolland Public Schools

Formal Observation Form School Counselors – High School
Counselor:





School:

Observation Date:




Administrator:

Please check the focus of the observation in the box(es) provided.

Counseling

· Assists students in developing decision-making skills
· Demonstrates knowledge of family development 
· Employs knowledge of career development
· Makes appropriate student referrals
· Demonstrates the ability to provide individual counseling and/or group counseling to target populations
· Demonstrates ability to initiate counseling relationships with students
· Displays respect for the rights and unique characteristics of students
· Counsels students in their adjustment to a new school
· Creates a counseling environment which fosters feelings of acceptance and empathy
· Demonstrates sensitivity to multicultural issues in counseling
· Assists with the transition from middle school to high school 
· Provides interventions and support in crisis situations
· Provides information and guidance in selecting post-secondary options 
· Assists student in making schedule adjustments
Comments and Recommendations:

Individual Planning

· Provides a systematic approach to individual preparation for post-secondary planning using academic, career, and personal information

Comments and Recommendations:
Consulting

· Provides counseling perspective and relevant information to other school departments

· Assists instructional personnel in relating subject matter to career development

· Shares information relative to post secondary planning

· Participates in the Special Education and Section 504 process as required

· Shares background information pertinent to student performance with appropriate parties

· Provides counseling perspective in the development of school initiatives

· Employs mediation skills with the school population

· Contributes expertise to the development and implementation of district wide policies and procedures

· Assists in the planning and delivery of parent programs

· Interprets test scores and career inventory information to target populations

· Provides information on the selection of post secondary education and training

· Shares general information related to family development 

Comments and Recommendations:

Coordinating
· Assists in coordinating the services and activities of the school counseling program
· Assists in coordinating community resources related to the services and activities of the school counseling program
· Develops cooperative working relationships between the school and community agencies and businesses
· Assists in the coordination of school resources to ensure the provision of school counseling information to target populations
· Initiates communication between the school counseling department and home
· Facilities the provision of career and vocational information to all students
· Collaborates with members of the instructional staff to maximize the academic experience for students
· Serves as a liaison among students, parents, teachers, and support personnel
· Assists in coordinating programs for student and parents to assist in post secondary planning
Comments and Recommendations:

Managing Curriculum

· Demonstrates knowledge of the school counseling topics presented

· Assists in the development, evaluation, and revision of the school counseling curriculum

· Addresses the goals and objectives in units of instruction

· Employs a variety of teaching strategies when delivering curriculum

· Promotes a positive learning environment

· Facilitates the instructional process by using school and community resources

· Collaborates with classroom teacher in delivery of the school counseling curriculum

Comments and Recommendations:

Professional Responsibility

(   Works collaboratively with school administrators and colleagues

(   Works with administrators and colleagues to identify school and program needs based on

      student data, and to ensure that the collective needs of the school are addressed

(   Demonstrates responsibility for self-growth, professional improvements, ongoing self-

      evaluation

(    Serves as a leader in the school community

· Contributes constructively to committees, faculty meeting, and other school system groups

· Keeps necessary records and makes needed reports for the benefit of students   

Comments and Recommendations:

________________________________________________

_______________

Signature of School Counselor                                                        
Date

________________________________________________

_______________

Signature of Evaluator






Date
Tolland Public Schools

Formal Observation   Conference Form

Pre-Observation School Counselors

Counselor:





School:

Observation Date:




Time:

1. What is the major focus of the session/lesson (refer to formal observation form)?

2. How does this activity fit into the developmental counseling program (refer to formal observation form)?

3. What do I expect the student to know and be able to do at the conclusion of the

session/lesson?

4. How will I assess student learning?

Optional:

Is there anything the evaluator needs to know about the student(s), recent events, etc.?

My evaluator can assist me in this observation by collecting data on (specify):

Tolland Public Schools

Formal Observation Conference Form

Post-Observation School Counselors

Counselor:





School:

Observation Date:




Administrator:

Post-Conference Date:

Directions:  This form should be completed by the counselor and shared with the evaluator at the post-observation conference.

1. What went well in the session/lesson?  How do you know?

2. Did anything occur during the session/lesson that was not anticipated?  How did it have

an effect on the planned outcome?

3. What did you learn about the student’s understanding of the session?

4. How will you use your analysis of the student’s performance to modify or adjust future

sessions/lessons?
5. Following this session/lesson, what does your student do next as part of the developmental counseling curriculum?
If you were to do this session/lesson again, would you do anything differently?  Why?

Tolland Public Schools

Summative Evaluation Report School Counselor

School Year __________ to _________

_______________________________


________________________________
               Counselor’s Name





School

The following checklist indicates the summative assessment of professional performance based on formal and informal observations and professional growth activities.

Definitions and Codes:

Competent  (C): Evidence indicates that effective teaching techniques and professional behaviors are consistently demonstrated and applied.

Area for Growth (AG): Evidence indicates that effective teaching techniques and professional behaviors are observed but not consistently demonstrated and applied.

Unacceptable (U): A Growth Support Plan must be written if one or more of the standards listed below is rated unacceptable.

I.          Counseling

C     AG     U  

(       (      (     
The counselor demonstrates the ability to provide individual and or group counseling based upon establishing counseling 
relationships with students, knowledge of the comprehensive counseling curriculum, school-wide curricula, school and community.

I. Individual Planning

C     AG     U     N/A     

(      (       (       (   
The counselor provides a systematic approach to individual

                                     counseling using academic, career and personal information.

II. Consulting

C     AG     U

(       (      (
The counselor consults with other school professionals to improve the education and well being of students as well as the overall learning environment of the school.
C     AG    U

(      (      (
The counselor involves families of students in the education of their students by keeping them informed about their children’s learning and by seeking input as appropriate to support and meet students’ needs.

C     AG     U

(      (       (
The counselor cooperates and fosters relationships with families, professional organizations, businesses and agencies in the larger community to enlist support for students and for the school.

C     AG     U

(       (     (
The counselor is proactive in promoting efforts that support the continuous improvement of student learning.

III. Coordinating
C    AG     U

(      (      (
The counselor coordinates and/or assists in coordinating  the services and activities of the school counseling program.

C    AG     U

(     (       (
The counselor initiates communication between the school counseling department and parents.

C     AG     U

(      (       (
The counselor collaborates with members of the instructional staff to maximize the academic experience for students.

C    AG     U


(      (      (
The counselor serves as a liaison among students, parents, teachers and administration.

IV. Managing Curriculum

C     AG     U

(       (      (
The counselor demonstrates knowledge of the developmental counseling curriculum.

C     AG     U

(      (       (
The counselor addresses the goals and objectives of the curriculum.

Professional Responsibilities

The following is completed using Part II and Part III of the Goal Plan and Report Form.

V. Reflection and Continuous Learning

1. The counselor continually evaluates the effects of their choices and actions on others by

a. engaging in critical analysis of the effectiveness of their counseling through an examination of their planning, counseling decisions and assessment of student progress.

C     AG    U      
(      (      (
As evidenced by:

b. working with colleagues – discussing student progress, examining the effectiveness of counseling programs and practices, identifying school/program needs based on student data, and ensuring that the collective needs of the school are addressed.

C    AG    U

(     (      (
As evidenced by:

2. The counselor actively seeks opportunities to grow professionally by:

a. drawing upon professional colleagues in other professional arenas to support reflection, share experience and seek and provide feedback.

C     AG     U    
(       (      (
 As evidenced by:

b. enriching knowledge about counseling techniques, student growth and development, and current trends in counseling through examination of professional literature, participation in professional organizations and professional development seminars and graduate level coursework.

C     AG     U  

(      (       (
As evidenced by:

VI
Leadership and Collaboration

1. The counselor fosters relationships with school colleagues, parents, and agencies in the larger community to support students' learning and well-being by:

a. consulting with other school professionals to improve the education and well-being of students, as well as the overall learning environment of the school.

C   AG   U

(     (     (
As evidenced by:



Comments (optional):

b. involving families in the education of their children by keeping them informed about their and by seeking input as appropriate to support and meet students' needs.

C   AG   U

(     (     (
As evidenced by:


Comments (optional):

c. cooperating and fostering relationships with families, professional organizations, and agencies in the larger community to enlist support for students and for the school. 

C   AG   U

(     (     (
As evidenced by:



Comments (optional):
2. The school counselor constantly seeks ways to improve student learning by:

a. being proactive in promoting efforts that support the continuous improvement of student learning. 

C   AG   U

(     (     (
As evidenced by:


Comments (optional):

VII.     Professional and Ethical Practices
1. The counselor constantly monitors conduct to be professionally appropriate by 

a. abiding by a professional code of ethics and rules of conduct that govern sound education practice; e.g.  confidentiality, attendance.

C     AG     U     
            (      (       (
As evidenced by:

Comments (optional):

Evaluator’s Signature:  _____________________________   Date: _________________

Teacher’s Signature: ________________________________  Date: _________________

Tolland Public Schools

Formal Observation Conference Form

Pre-Observation Speech Language Pathologists

Speech Language Pathologist:



School Year:

School/Assignment:





Administrator:

Observation Date:





Time:

Directions:  This information should be completed by the speech language pathologist and shared with the evaluator at the pre-observation conference.

1. What is the major focus of the observation/lesson?

2. What outcomes do you have for participants?  Are they the same for all participants?  Why or why not?

3. What materials, strategies, and instructional activities will you use?

4. How will you assess that participants know and understand your intended outcomes?

Optional:

Is there anything the evaluator needs to know about the participants, students, or recent events?

My evaluator can assist me in this observation by collecting data on (specify):

Tolland Public Schools

Formal Observation Conference Form

Post-Observation Speech Language Pathologists

Speech Language Pathologist:



School Year:

School/Assignment:





Administrator:

Observation Date:







Directions:  This form should be completed by the speech language pathologist and shared with the evaluator at the post-observation conference.

5. What went well?  How do you know?

6. Did your participants achieve the outcomes you had planned?  What evidence supports that they did?

7. Did anything occur during this observation that was not anticipated?  How did it affect the planned outcome?

8. What, if anything, would you do differently?  Why?

9. What did you learn from this experience that you can use in future experiences?

Tolland Public Schools
Formal Observation Form School Psychologists
School Psychologist: 




School:



Observation Date:





Administrator:

Please check the focus of the observation in the box(es) provided.


Consultation

· Collaborates with teachers, parents, and administrators to find effective solutions to learning and behavior problems.

· Helps others understand child development and how it affects learning and behavior.

· Strengthens working relationships among students, teachers, parents, and service providers in the community.

· Interfaces with teachers, administration, and support service personnel through the Student Assistance Team.

· Collaborates with administration regarding Planning and Placement Team (PPT) procedures and process.

· Provides relevant literature to parents regarding child development and learning.

Comments and Recommendations:

Coordination

· Assists in integrating information from the various specialties in order to develop an appropriate Individualized Education Plan (IEP) for each student during the PPT process.

· Serves as PPT chair, as needed.

· Uses evidence-based research to develop and/or recommend effective interventions.

· Provides in-service to school personnel regarding current topics in special education and Section 504.

Comments and Recommendations:

Assessment

· Reports assessment results, orally and in writing, in a manner that promotes appropriate understanding and use, and maintains confidentiality requirements.

· Assists the team in determining special education and Section 504 eligibility.

· Develops functional behavioral assessments for use in creating behavior intervention plans.

· Evaluates social, emotional, and behavioral development for Student Assistance Team, outside agencies, or physicians, as requested.

Comments and Recommendations:

Intervention

(     Chooses goals and objectives that are educationally relevant, and developmentally appropriate.

· Selects appropriate strategies, techniques, and materials to support goals and objectives.

· Provides mandated counseling to help resolve interpersonal or family problems that interfere with school performance.

· Works directly with children and their families to help resolve problems in adjustment and learning. 

· Provides training in social skills and anger management.

· Develops, implements, and monitors behavior intervention plans.

· Provides counseling for problems for non-identified students as requested.

· Makes appropriate referrals to other professionals/agencies for evaluation and services, and ensure follow-up.

Comments and Recommendations:

Professional Responsibility

(   Works collaboratively with school administrators and colleagues

(   Works with administrators and colleagues to identify school and program needs based on

      student data, and to ensure that the collective needs of the school are addressed

(   Demonstrates responsibility for self-growth, professional improvements, ongoing self-

      evaluation

(    Serves as a leader in the school community

· Contributes constructively to committees, faculty meeting, and other school system groups

· Keeps necessary records and makes needed reports for the benefit of students   

Comments and Recommendations:

                   Signature of School Psychologist


                            Date

                    Signature of Evaluator




Date                 

Tolland Public Schools

Formal Observation Conference Form

Pre-Observation School Psychologists

School Psychologist:





School Year:

School/Assignment:





Administrator:

Observation Date:





Time:

Directions:  This information should be completed by the school psychologist and shared with the evaluator at the pre-observation conference.  (Please refer to the formal observation form).

1.  What is the major focus of the observation?

2. What outcomes do you have for participants?  Are they the same for all participants?  Why or why not?

3. What materials and strategies will you use?

4. How will you assess that participants know and understand your intended outcomes?

Optional:

Is there anything the evaluator needs to know about the participants?

My evaluator can assist me in this observation by collecting data on (specify):

Tolland Public Schools

Formal Observation Conference Form

Post-Observation School Psychologists

School Psychologist:





School Year:

School/Assignment:





Administrator:

Observation Date:







Directions:  This form should be completed by the school psychologist and shared with the evaluator at the post-observation conference.

1. What went well?  How do you know?

2. Did your participants achieve the outcomes you had planned?  What evidence supports that they did?

3. Did anything occur during this observation that was not anticipated?  How did it affect the planned outcome?

4. What, if anything, would you do differently?  Why?

5. What did you learn from this experience that you can use in future experiences?

Tolland Public Schools
Summative Evaluation Report School Psychologists



School Year ________________ to ________________

             School Psychologist's Name


                                            School
The following checklist indicates the summative assessment of professional performance based on formal and informal observations and professional growth activities.

Definitions and Codes:


Competent (C):  Evidence indicates that effective teaching techniques and professional behaviors are consistently demonstrated and applied.


Area for Growth (AG):  Evidence indicates that effective teaching techniques and professional behaviors are observed but not consistently demonstrated and applied.


Unacceptable (U):  A Growth Support Plan must be written if one or more of the standards listed below is rated unacceptable.

I.  
Consultation
  
C   AG   U

(     (     (

The school psychologist demonstrates the ability to consult with other
school professionals to improve the educational experience and well
being of students in the school learning environment.

C   AG   U


(     (      (

The school psychologist collaborates with parents to help them
                                        understand child development and how it affects learning and behavior.

C   AG   U


(     (      (

The school psychologist interfaces with teachers, administration, support
                                        service personnel, and students through the district's pre referral and 
                                        early intervention models.

C   AG   U

(     (      (

The school psychologist maintains working relationships between area
                                        service providers and the school community to promote positive 
                                        educational experiences for students.



Comments:

II.
Coordination
C   AG   U

(     (     (

The school psychologist assists in integrating information from the

various specialties in order to develop appropriate IEPs and Section 504 plans.

C   AG   U

(     (     (

The school psychologist serves as PPT chair, as needed, and uses
                                        evidence-based research to develop and/or recommend effective 
                                        interventions.

C   AG   U

(     (     (

The school psychologist provides in-service to school personnel and/or
parents regarding current topics in special education and Section 504.




Comments:

III.
Assessment
C   AG   U

(     (     (

The school psychologist reports assessment results in a manner that 
 promotes appropriate understanding and use, and maintains 
 confidentiality requirements.

C   AG   U

(     (     (

The school psychologist assists the team in determining special

                                        education.

C   AG   U

(     (     (

The school psychologist evaluates social, emotional, and behavioral
functioning in order to develop appropriate behavioral intervention plans.




Comments:

IV.
Intervention


C   AG   U

(     (     (

The school psychologist chooses goals and objectives that are
                                        educationally relevant and developmentally appropriate, using effective 
                                        strategies, techniques and materials.

C   AG   U

(     (     (

The school psychologist provides individual and/or group counseling, for 
                                        school based issues, to assist students with interpersonal relationships.

C   AG   U

(     (     (

The school psychologist implements and monitors behavior intervention
                                        plans.

C   AG   U

(     (     (

The school psychologist makes appropriate and timely referrals to other 
                                        professionals/agencies for evaluation and services.




Comments:

Professional Responsibilities

The following is completed using Part II and Part III of the Goal Plan and Report Form.

V.
Reflection and Continuous Learning
1.
The school psychologist evaluates the effects of their choices and actions on others by

a. engaging in critical analysis of the effectiveness of their professional practice through an examination of their consultations, assessments, interventions, and coordination of services for students.

C   AG   U

(     (     (

As evidenced by:




Comments (optional):

b. working with colleagues – discussing student progress, examining the effectiveness of educational programs and practices, identifying school/program needs based on student data, and ensuring that the collective needs of the school are addressed.

C   AG   U

(     (     (

As evidenced by:





Comments (optional):

2. The school psychologist seeks opportunities to grow professionally by:

a. drawing upon professional colleagues in other professional arenas to support reflection, share experiences, and to seek and provide feedback.

C   AG   U

(     (     (

As evidenced by:




Comments (optional):

b. enriching their knowledge relating to school psychological services, student growth and development, and current trends in education through examination of professional literature, participation in professional organizations, and professional development seminars and graduate level coursework.  

C   AG   U

(     (     (

As evidenced by:




Comments (optional):

VI
Leadership and Collaboration

1. The school psychologist fosters relationships with school colleagues, parents, and agencies in the larger community to support students' learning and well-being by:

a. consulting with other school professionals to improve the education and well-being of their students, as well as the overall learning environment of the school.

C   AG   U

(     (     (

As evidenced by:




Comments (optional):

b. involving families of students in the education of their children by keeping them informed about their children’s' learning, and by seeking input as appropriate to support and meet students' needs.

C   AG   U

(     (     (

As evidenced by:



Comments (optional):

c. cooperating and fostering relationships with families, professional organizations, and agencies in the larger community to enlist support for students and for the school. 

C   AG   U

(     (     (

As evidenced by:




Comments (optional):
        2.    The school psychologist constantly seeks ways to improve student learning by:
a. being proactive in promoting efforts that support the continuous improvement of student learning. 

C   AG   U

(     (     (

As evidenced by:



Comments (optional):

VII.
Professional and Ethical Practice
The school psychologist constantly monitors their conduct to be professionally appropriate by: 

a. abiding by a professional code of ethics and rules of conduct that govern sound educational practice;  e.g. confidentiality, attendance. 

C   AG   U

(     (     (

As evidenced by (If a "U" is marked):




Comments (optional):

_______________________________



_______________

Signature of School Psychologist




Date

_______________________________



_______________

Signature of Administrator





Date

Appendix E.  Connecticut Common Core of Teaching
(A Summary)

I. Students 

A. Appropriately handles exceptionalities.

B. Considers influences on student learning – cultural, emotional, physical, mental, etc.

II. Planning

A. The teacher plans instruction based upon knowledge of subject matter, students, the curriculum, and the community.

III. Instructing

A. The teacher establishes and maintains appropriate standards of behavior and creates a positive learning environment.

B. The teacher effectively manages routines and transitions.
C. The teacher employs a variety of instructional strategies to create significant learning tasks that support students’ academic, social, and personal development and enable students to think critically, solve problems, and demonstrate skills. 

D. The teacher uses appropriate questioning techniques.

E. Relates learning to the big picture and makes connections for students.

F. The teacher communicates clearly using precise language and acceptable oral expression. 

IV. Assessing and Adjusting

A. Monitors student understanding of lessons and modify instruction as appropriate. 

B. The teacher uses various assessment techniques to evaluate student learning.

C. Shares progress in learning with students on a regular basis and guides students to proactive learning and self evaluation

D. Uses multiple sources of data over time to analyze and reflect on student learning. 

Appendix F.  Responsibilities of Educators Seeking CEUs for the Continuation of the Professional Educator Certificate

Activities through which educators may meet the CEU requirements

The required 90 hours of contact hours of continuing education may consist of the following (singly or in combination of ) and must be appropriately documented by the CEU provider:

CEU equivalents and graduate credit(s) earned during one five year professional educator qualification period may not be applied toward the required 90 contact hours of continuing education for the subsequent five year period.

1. Professional Development Activities Eligible for CEUs Offered by the Local Board of Education

Description:   Workshops, seminars and activities involving application of learning in school-based settings which provide opportunities for participants to learn and investigate, experiment, consult or evaluate practices which promote student learning.

CEU Calculation: CEU credits awarded to reflect the actual time spent in the learning process and the application of new learning in school-based settings.

Documentation:  Consists of documentation appropriate to series of workshops, practice sessions, application of learning in a school-based setting, and feedback attestation/evaluation.  Supervisor prior approval for projects and project completions signed by participant(s) and verified (by principal, director, department head, or agent of Approved CEU Provider) for submission to CEU Coordinator.

Examples:  Workshop series, Action Research, Study Teams, Curriculum Development, Teacher Visitations, Problem-Solving Groups, Extended Curriculum-based Learning, School-wide Improvement Initiatives, and professional development activities which meet the criteria of enhancing the ability of educators to increase student learning.

2. Professional Development Activities Offered by Approved CEU Providers

Description:  Participation in professional development activities that maintain, enrich or improve the abilities of teachers, administrators or other certified school staff to improve student learning in the context of their responsibilities.

CEU Calculation: Actual Time spent in learning activities and the application of new learning in school-based settings.

Documentation:  CEU certificate stamped with the provider number of the issuing agent for professional development.

3. CEU Equivalents

Description: A planned continuing education experience directly related to improving student learning.  Examples include presenters/trainers who develop or facilitate a unique or new training activity that is directly related to student learning, independent study, a research project, preparation for National Board Certification, participation in a New England Association of Schools and Colleges (NEASC) school evaluation, or preparation for NEASC accreditation visit.  CEU equivalents are available only to school district personnel by mutual, prearranged agreement with a school district provider.

4. Service in a Specific State Role

Description:  Application of learning through service in specific state roles: (first-time participation as BEST Assessor, BEST Mentor, BEST Cooperating Teacher, BEST Portfolio Scorer, BEST Seminar Leader, BEST Trainer, Higher Education Visiting Team Assessor, or other state service as approved by the Commissioner).

CEU Calculation

               Participants in the State Service Roles

· 0.4 CEUs each for the first two CCI assessments completed by a CCI Assessor following both initial training and update training

· 1.6 CEUs for the first placement event for BEST Mentors or support team leaders following both initial training and update training

· 1.0 CEUs for the first placement event for Cooperating Teachers following both initial training and update training

· 1.0 CEUs for the first BEST portfolio scorer event following both initial training and update training.

· 1.0 CEUs for the first BEST seminar leader workshop

· 1.0 CEUs for the first Higher Education Visiting Team Assessment following both initial training and update training

Documentation

Participation in State Service

· BEST Assessors, mentors, portfolio scorers, and seminar leaders: CSDE documentation of participation (e.g., assessment documentation, district recording of mentor placements, training completed)

· Cooperating teachers: signed confirmation of student teacher placement forms submitted by district to CSDE

· Higher Education Visiting Team Assessors, documentation of participation.

5. Graduate Courses

Description:  Graduate-level (or above) courses taken from an approved college or university directly applicable to current endorsement or toward earning an additional endorsement.

CEU Calculation: At a rate of 1 graduate credit = 15 hours toward fulfillment of 90 hour requirement. 3-Credit Graduate Course = 45 hours

Documentation: Official college/university transcript indicating course completion and credit hours awarded.  The Bureau of Certification and Teacher Preparation does the calculation. 

For a summary of “Special Requirements for Continuation of the Professional Educator Certificate” see the end of this appendix.
Responsibilities of Local and Regional Boards of Education in the Granting of CEUs for Professional development Activities

Statement of Purpose:

TO ENSURE THAT ALL STUDENTS HAVE COMPETENT, HIGH QUALITY AND CARING TEACHERS, WE MUST PROVIDE MEANINGFUL LEARNING EXPERIENCES WHICH ENABLE EDUCATORS TO RAISE THEIR EXPECTATIONS FOR THEIR STUDENTS’ ACHIEVEMENT AND FOR THEIR TEACHING.  THEREFORE, THE CENTRAL FOCUS OF ALL CONTINUING EDUCATION UNITS MUST BE TO IMPROVE STUDENTS’ LEARNING.

1. All learning experiences for which CEUs are awarded should enrich or improve skills, knowledge and abilities of educators to improve student learning.  The content of professional development and related learning experiences should be guided by:

· expectations for student performance as reflected in Connecticut’s Common Core of Learning (CCL) and The Connecticut Framework: K-12 Curricular goals and Standards, as well as in school or district goals. 
· actual student performance, as evidenced by a variety of indices, including, but not limited to, the Connecticut Mastery test (CMT) and Connecticut Academic Performance test (CAPT), and
· what teachers need to know and be able to do to improve instruction that advances student learning.
2. Learning experiences should have clear and concise written statement of intended learning outcomes.

3.
Professional development activities should provide information, strategies or applications (e.g., materials, curriculum designs, instructional strategies) designed to enhance the capabilities of educators to improve student learning.

4.
Each district should annually offer teachers and administrators significant opportunities to enhance their abilities to promote student mastery of literacy 1 and numeracy 2  as they apply to all content area(s) or job assignment(s) in which the educator works.

Opportunities should be provided for educators to receive district-provided professional development which fulfills the special requirements for certified educators as mandated under Subsection (k) (1) (1) of Section 10-145b of the Connecticut General Statues.
Connecticut Guidelines for Issuance of Continuing Education Units Required for Certification

Statutory Requirements (related to Professional Educator Certificate Holders)


Subsection (k)(1)(1) of section 10-145b of the Connecticut General Statutes as amended by Public Act 99-211: “For certified employees of local and regional boards of education each professional educator certificate shall be valid for five years and continued every five years thereafter upon the successful completion of professional development activities which shall consist of not less than ninety hours of continuing education in accordance with this section, during each successive five year period.  (A) Such continuing education completed by certified employees with an early childhood nursery through grade three or an elementary endorsement who hold a position requiring such and endorsement shall include at least fifteen hours of training in the teaching of reading and reading readiness and assessment of reading performance, including methods of teaching language skills necessary for reading comprehension skills, phonics, and the structure of English language during each five year period.  (B) Such continuing education requirement completed by certified employees with elementary or middle grade endorsements who hold a position requiring such an endorsement shall include at least fifteen hours of training in the use of computers in the classroom during each five-years period.  (C) Such continuing education completed by (i) the superintendent of schools and (ii) employees employed in positions requiring an intermediate administrator or supervisory certificate, or the equivalent thereof, and whose administrative or supervisory duties equal at least fifty percent of the assigned time of such employee, shall include at least fifteen hours of training in the evaluation of teachers pursuant to section 10-151b during each five-year period.  (D) In the case of certified employees with a bilingual education endorsement who hold an endorsement in elementary education, such continuing education taken on or after July 1, 1999, shall count only toward the ninety hour requirement if it is in the language arts, reading and mathematics, and (ii) in a middle or secondary school on or after July 1, 1999, shall count only toward the ninety hour requirement if it is in such subject area or areas…”

Subsection (k)(1)(2) of section 10-145b of the Connecticut General Statutes: “… At the end of each five year period each professional educator shall attest to the State Department of Education, in such form and at such time as the commissioner shall prescribe, that the professional educator has successfully completed ninety hours of continuing education.”

______________________

1 Literacy is defined as the knowledge, skills and dispositions that enable students to construct meaning and make sense of the world through reading, writing, speaking, listening, viewing and enacting.

Numeracy is defined as the knowledge, skills and abilities that enable students to represent numbers.

Appendix G. CEU Forms

Tolland Public Schools

Tolland, Connecticut  06084

Request for CEU Equivalent
(To be submitted to the Curriculum Director in advance of the CEU Activity) 

Name_____________________________________________________________________   

Date__________________________________ School _____________________________

Number of Instructional Hours Anticipated ___________________ (less lunch and breaks)

What do you hope to gain by participating in this activity?

Date of Activity: _______________________

Who is providing this activity? ______________________________

Where is this activity being held? _____________________________

What evidence of accomplishment will you provide?





____________________________________________________






         (Signature of Tolland Staff Member)

Reminder:  You need to submit the “Verification of Completion” form in order to receive the CEUs.


CEU Authorization

Circle One:  
Approved  

Not Approved

Number of CEU Equivalent Hours Approved ________________________

CEU Manager _______________________________

Date _______________________________________

Tolland Public Schools

Tolland, Connecticut  06084

Verification of Completion

CEU Equivalent Credit

(To be submitted to the Curriculum Director after participation in the CEU Activity) 

Name______________________________ School ______________________________ School Year ___________

Date of Submission of Verification ________________________  SSN ___________________________________

Title of Activity ___________________________________________________

Presenter’s Name(s) ________________________________________________

Location of Activity ________________________________________________

Date of Activity ________________________

Beginning Time  _________________   Ending Time _____________________

Total Time (not including lunch and breaks) _____________________________

Evidence of Achievement (Please attach or describe below)

Evaluation of the Activity (Would you recommend this for others?)


Office Records:


CEU Equivalent Credit Awarded: ______________________     CEU Code: ______________


Date Credit Awarded ________________________  Date Transcript Sent ________________








CEU Manager _______________________________

District CEU Workshop Request
Name of Workshop:  ______________________________________________________  

Goals of the Workshop:                           Date this form is being submitted:____________

a.


b.


c.

Expected product/results from the workshop: ___________________________________

Date the workshop(s) will be held: ___________________________________________

Location of Workshop:  _____________ Exact Beginning and Ending Times:  ________

Presenter/Facilitator:  ______________________________________________________

(If you are a presenter and want CEUs, please use the appropriate form.  If you are presenting a workshop, you may also qualify for a stipend.)  

At the conclusion of the workshop, please submit forms (CEU and payment forms if appropriate), a sheet on which participants have signed in and out, and the evaluation form from each participant.  (Please make copies.) 

People expected to attend:   (Grade levels, Departments – to whom is this open?)  

______________________________________________________________________________

Expected follow-up:  ___________________________________________________________

______________________________________________________________________________

Please return this form to Director of Curriculum and Instruction at Birch Grove Primary

TOLLAND PUBLIC SCHOOLS

51 TOLLAND GREEN

TOLLAND, CT 06084

Workshop Presenters – Awarding of CEUs

To:  
Presenters

From:  
Director of Curriculum and Instruction

Thank you for agreeing to present a workshop.  We appreciate the extra effort it takes to prepare and present this learning opportunity.

Please return sign-in sheets with participants’ signatures and written evaluations to Director of Curriculum.  Please let us know if you need any assistance in setting up your room, equipment, or materials.  Please make sure that the time and location is announced to the appropriate audience.

- - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Awarding CEUs:

You may receive CEUs for the first time you have done this training for the actual clock hours of the sessions, plus an equivalent number or hours for planning to account for workshop preparation.  You may receive CEUs for the second time you have accomplished this training for the actual clock hours of the session, plus one hour for planning a half day or two hours for planning a full day.  This accounts for refinement and revision of the learning activity.  

This is the first time I have presented this workshop:    Yes            No


This is the second time I have presented this workshop:  Yes             No


Total Hours (See eligible hours above) = _________________

Please return this form to Director of Curriculum and Instruction at Birch Grove Primary

Professional Development
Inservice Feedback Form

The District’s Professional Development Committee requests your feedback on today’s inservice program.  Your feedback will be useful to the Committee in planning future inservice programs.  

Thank you for your assistance.

Today’s date: _____________________

Presenter:  _______________________            Topic:   ___________________________

a. Did you feel that the presentation served your needs? 

 _____  Yes 
    _____  No
_____Somewhat 

b. Please rate the presenter’s ability to relate to the audience.

_____  Excellent
_____ Good
_____
Fair   _____  Poor

c. Please rate content of the presentation.

_____  Excellent
_____ Good
_____
Fair   _____  Poor

d. Were materials/handouts helpful and appropriate?

_____  Yes     _____  No
_____Somewhat 
_____  None Given

e. Comments

f.  Please indicate any future programs or presenters you would like to have:

TOLLAND PUBLIC SCHOOLS

51 TOLLAND GREEN

TOLLAND, CT 06084

Workshop Presenters - CEU and Compensation Form

To:  
Presenters

From:  
Director of Curriculum and Instruction

Thank you for agreeing to present a workshop.  We appreciate the extra effort it takes to prepare and present this learning opportunity.

Please return sign-in sheets with participant’s signatures and written evaluations to Director of Curriculum and Instruction.  Please let us know if you need any assistance in setting up your room, equipment, or materials.  Please make sure that the time and location is announced to the appropriate audience.

Compensation for Preparation Time:
If your workshop is three hours long, you may submit up to three hours’ time for preparation time taken outside the regular school day.  If your workshop is six hours long, you may submit for up to six hours of preparation time taken outside the regular school day.  If your workshop is outside school hours, you may submit for the time of the workshop and an equal amount of preparation time. 

Total time for preparation (taken outside the regular school day and equal to or less than the workshop time) = ___________________

Total workshop time (if outside regular paid school hours) = ____________

Prep time(+ workshop time, if applicable) x compensation rate = ______________

Signature: _______________________________________

Awarding CEUs:
You may receive CEUs for the first time you have done this training for the actual clock hours of the sessions, plus an equivalent number or hours for planning to account for workshop preparation.  You may receive CEUs for the second time you have accomplished this training for the actual clock hours of the session, plus one hour for planning a half day or two hours for planning a full day.  This accounts for refinement and revision of the learning activity.  

This is the first time I have presented this workshop:    Yes            No


This is the second time I have presented this workshop:  Yes             No


Total Hours (See eligible hours above) = _________________

Please return this form to: Director of Curriculum and Instruction at Birch Grove Primary.

Sign In and Out

Name of Workshop ___________________________ 

Date of Workshop ________________________
	Name
	Sign In
	Sign Out

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


If your social security number is not on file with the CEU district provider, please email the provider.

Non-Tenured Evaluation





Tenured


Growth (5+ Years)





Non-Tenured 


In BEST





Twenty months if tenured from another district


Forty months if not tenured from another district 








Tenured 





Year 1-2


One informal observation every three years


At least one “Walk About” a year


Goal Set by October 15 


Goal and self-evaluation interim or final report done by May 15


One informal conversation about goal by June 1 


Formal observation as needed/requested








Year 1


Two formal observations


One informal observation


One or more feedback conferences by mentor/Support Team


Attend BEST seminars and/or clinics








Two formal observations  by an administrator each year


One informal observation by an administrator each year


Goal Set by October 15


Goal and self-evaluation report done by May 15


One informal conversation about classroom observations and goals by June 1











Year 2


Two formal observations


One informal observation 


One or more feedback conferences by mentor/Support Team


Attend BEST seminars 


BEST Portfolio Development








Year 3


At the end of the cycle at least three annual teacher goal forms completed


Self Reflection for Summative Evaluation Report due May 15


Summative evaluation Report done by administrator by June 1 of third year


At least one formal or informal observation in the classroom or while performing professional duties during the three years

















Growth Support


Intensive Assistance





Non-Tenured*


Not in BEST





Due October 15th






































Tolland Public Schools




















Professional Development





And





Teacher Evaluation Plan




















June 2005











1-  General Area of Need





2 – Specific Areas of Need





3- Action Steps





Action steps are the steps needed to achieve your goal.  They may involve professional development, research, reading, observation of other schools, discussions, reflections.


The action plan should reflect hands-on learning.  When specifying the group’s actions during meetings, the reader should get a visual of what the group will actually do when meeting.


Consider the following action verbs when planning this session:





Practice�
Share�
Demonstrate�
Critique�
Explore�
�
Collect�
Analyze�
Train�
Read�
Investigate�
�
Construct�
Role Play�
Model�
Design�
Examine�
�
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Due May 15





Due May 15





Due May 15





Due May 15





Due May 15





Due May 15





Due May 15





Due May 15





Due May 15


of 3rd year





Tenure Recommended (Year 4)





Tenure Recommended (Year 2 Transfer)





Due October 15th and again May 15th
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