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Guide Principal Evaluation Process
Resources: Pilot Manual, April 2006, Pilot Guides, School Exemplars
Performance Evaluation of Principals/Headmasters/Directors (Pilot Manual, 2006)

The Superintendent has delegated responsibility for annually evaluating a Pilot school's principal/director to each school's governing board, which can use whatever evaluation form and process the board selects.  However, if the Superintendent is not satisfied with a governing board’s evaluation or its findings and recommendations, the concerns shall be communicated to the Pilot’s governing board.  The Superintendent may also choose to initiate further evaluation of the principal at that time, and will inform the governing board of this decision, and the reasons why, as well as the process that will be used.

.  

Every Pilot School governing board should have an approved, written process for performance evaluation of the principal/headmaster.  This document should clearly articulate the process by which the principal will be evaluated, and the criteria by which he/she will be evaluated. The performance evaluation of principals/directors should be based at least in part on the BPS Principles of Effective Leadership.  This written policy should be on file with the Superintendent or a designee.

The performance of a principal/director should be evaluated annually.  The board can elect to conduct a more thorough evaluation every two or three years (that includes gaining input from faculty, students, parents, community partners, and the respective deputy superintendent), and a more streamlined process on the alternate years.  Off-year evaluations could exist, for example, of the principal(s) submitting to the governing board a self-assessment, and the governing board then using this data and the board’s own assessment to write an evaluation summary.

If a Pilot governing board does not have the capacity to annually evaluate the principal, the board can choose to have the respective Deputy Superintendent conduct the evaluation.  If the board does choose to have the Deputy Superintendent conduct the evaluation, it is the board’s responsibility to educate the Deputy Superintendent, prior to the evaluation being conducted, of the school’s mission and what the board would like to see included in the evaluation process.

While Pilot schools governing boards are expected to annually evaluate the principal/headmaster, a governing board may request of the Superintendent to extend the principal/headmaster’s annual contract to two or three years for subsequent years.  The Superintendent makes the final decision on these requests.  In addition to the superintendent and principal/headmaster signing the principal/headmaster’s annual contract, the governing board chairperson should sign the contract as well.

Guidelines for the evaluation process in each Pilot school

Following are recommended guidelines that each Pilot governing board should use in developing and approving their annual evaluation process for the principal:

1. Ensure that there is a written and approved job description for the principal.  As well, the Board should annually work with the principal to agree on a set of 3-4 measurable goals to be accomplished, particular to the school year.  Every governing board should keep in mind that the current Superintendent has two ongoing goals that can be used as a touchstone:

· To improve student achievement for all students

· To narrow the achievement gap for Black, Latino, English Language Learner, and low-income students

The mutually agreed upon goals should be accompanied by an agreement of the support that the governing board will provide to the principal in accomplishing the goals, including using the Deputy Superintendents as a resource.

2. The annual evaluation should include collection of the following data:

· A self-evaluation or assessment by the principal of his/her performance in relation to the job description and annual goals

· Collection of other data, such as student, staff, and parent surveys; student, staff, and parent focus groups; review of student engagement and performance data; review of the progress in meeting the annual expectations of the prior year

3. The governing board should then synthesize all collected data, resulting in a written document that includes commendations and recommendations for improvement.  This document should be reviewed with the principal, including agreeing on a plan for addressing the recommendations, and any additional support that is needed.  Once completed, the evaluation summary should be submitted to the Superintendent and the school’s principal.

4. The Superintendent shall acknowledge receipt of the annual evaluation to both the governing board chairperson and the school’s principal.

Role of the Chairperson

The role of the Pilot governing board chairperson is critical in the annual evaluation of the principal.  It is the chairperson’s role to ensure that:

· There is a written job description for the principal

· There is a written and approved policy for annual evaluation of the principal, as well as annual goals mutually agreed to with the principal

· An evaluation subcommittee is formed in a timely fashion each year

· The evaluation process is carried out in a timely manner and in accordance with the board’s approved evaluation policy

· The evaluation’s findings and recommendations are written up in a timely fashion, approved by the entire board, and submitted on time to the Superintendent

· The governing board’s evaluation subcommittee meets with the principal to review the findings and recommendations, and agree on next steps and future goals

Timeline and Process of Evaluation 
All annual evaluations of Pilot principals must be conducted and the results submitted to the Superintendent by June 15 of each school year.  If a Pilot school’s governing board plans to recommend its principal for non-renewal, the governing board must inform the Superintendent by March 29.  If a Pilot governing board does not submit an annual evaluation of the principal by June 15 or it is not en route at that time, the Superintendent can choose to conduct his/her own evaluation process of the principal.

Evaluation of Pilot Leaders Who Are BASAS Members

According to the BASAS administrators’ contract, those Pilot schools that are headed by a BASAS administrator (usually called a director) must have the director evaluation conducted by someone who has principal or supervisory certification and therefore the qualification needed to supervise a BASAS director.  If no governing board member has the appropriate certification to evaluate the BASAS director, then the director must be supervised and evaluated by their assigned Deputy Superintendent.  This decision should be made at the beginning of the school year, to provide ample time for the Deputy Superintendent to conduct the evaluation process.
	Principal Evaluation: Guide for Timeline and Process


	
	August/ September
	Mid-January
	February
	March


	April

	TASKS
	Board engages in a review of the student achievement data and other indicators.

School principal/headmaster shares their goals for the year. 
	A principal evaluation committee and process timeline are established by the governing board.

The board chair, a parent, faculty member, and a student in high schools are members of the committee.

At the first committee meeting, members review the timeline, process and develop norms for their work.  Confidentiality is a strict norm throughout the work.
The committee develops questions for written reflections by the principal/ headmaster; the school leader is given a time frame for written reflections.
	The committee develops school survey tool and timeline for the survey completion.  

Survey tools can include paper/ pencil and Survey Monkey.  Surveys should be translated for parents where needed. 

Committee members communicate to school community about surveys and timeline for survey completion.

In an end of contract year evaluation, interviews of school staff, parents, and community members may also be conducted.  Committee members organize interview questions and protocol as well as dates/ times for interviews.
	School community interviews take place in an end of contract year evaluation.

Committee meets to review all data other data including the survey, interviews, student achievement and school indicators.

A draft evaluation report is written by the board chair.

The board chair meets with the school leader to share data and draft report by the end of March.

	A final evaluation report is written and shared with the school leader.

The board chair presents the final evaluation with the full board; the school leader is excused from this portion of the meeting.

The board chair forwards the final evaluation with a recommendation to renew or not as well as number of contract years they would like the district to offer the school leader.  
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