
PROCESS DOCUMENT

Traditional Model
Name      



Year      
Building      



Position      
Directions:  Two times throughout the year you will be meeting with your administrator to check in as you progress through the evaluation process.  Each time you meet with your administrator, please come prepared with this form completed for your current stage of the process and any previous stages (see attached timeline for details of stages).  At the end of the year, after your final meeting and observation, a personnel document will be placed in your permanent file.  Please note:  this document will NOT be placed in your permanent file—it is a process document designed to help guide you through the evaluation process.
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Goal Setting (Spring or early Fall):
A.  The two sources of data I looked at when determining my goal were:

     
B.  My SMART (Specific, Measurable, Attainable, Realistic, and Timely—see attached SMART goal handout for more details) goal is:

     
C.  My SMART goal aligns with my building’s school improvement plan, the district strategic plan, my benchmarks/GLCEs, OR I got approval from my administrator in the following way:


     
REFLECTION:

Date      Administrator     
· The goal is SMART.

· The need to work towards this goal is supported by the data.

· Two sources of data were used.

· The goal aligns to school or district improvement goals, benchmarks/GLCEs, or approval from an administrator was gained.

Comments/Thoughts:

     

Research & Planning (by Dec. 1):  

A. The research-based strategy I used to make progress towards my SMART goal is (describe the strategy and record the author and title of book or journal article, name and date of conference, or name and contact info for colleague who used the strategy for his/her action research and had success):
     
B. The data I collected to look at to determine whether or not I was making progress towards my goal was:

     
REFLECTION:

Date       Administrator      
· The strategy used is researched-based.

· The strategy used should reasonably yield progress towards the desired goal.

· The data collected should reasonably be able to be used to show growth or lack of growth towards the desired goal.

· Data was collected over a minimum of a 2 month period (from approximately November through the end of March).

Comments/Thoughts:

     

Implementation (November-April):  

Briefly describe how you implemented your plan.  Be sure to include how long you implemented your plan, how often you used the selected strategy, how often you collected data to measure progress towards your goal and how often you analyzed that data to measure progress towards your goal.  

     
REFLECTION:

Date       Person Met With      
· The plan was implemented over a 2-3 month period of time

· The strategy indicated in the Plan phase of the process was regularly implemented (at least 3 times)

· Throughout the implementation process, data was regularly collected (at least 3 times)

· Throughout the implementation process, data was regularly analyzed (at least 3 times) and adjustments made if necessary

Comments/Thoughts:

     

Administrative Observation (February-May)—to be completed if observed that year…if not, please proceed to next section:

Observation took place on      
Observation was:

· Scheduled 

· Unscheduled 

Administrative Write-Up of Observation:

Pluses:

     
Deltas:
     
Comments:

     
Administrator’s Signature      
Date      
Teacher Reflection of Observation:

     
Staff Member’s Signature      
Date      
Sharing/Reflecting (February-May)—to be completed if not observed that year:

A. My data told me:

     
B. I have concluded the following about the usefulness of the strategy used:

     
C. Next, I am going to…

     
REFLECTION:

Date       Administrator      
· Data has been analyzed and conclusions made

· The success/lack of success/usefulness of the strategy has been determined

· Next steps are clearly identified

Comments/Thoughts:

     

