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CORRECTIONS AND REVISIONS FOR
"EDUCATIONAL LEADERSHIP BY OBJECTIVES"

Page 36 - A-3-a =- ILine 6
Change "supervisor" to "other personnel"

Page 37 - A-6-a(l) ~a - Line 1
Insert after "one," or more

Page 38 - A-6-b(2) - Line 8
- Change "Appraisal Team" to "immediate superior"
3-6-c(1l) - Line 3
Insert after "Team" "or the appraisee and his immediatec
superioxr"

Page 41 - Table I-(1) - Line 1
Change "second member" to "additional members"
Table I-(1) - Line 4
Change"name" to "names"
Table I
Add item (2) at bottom of page
(2) It is the responsibility of the immediate superior
to initiate the team or individual. conferences with
the appraisee

Page 42 - B - (2) - Line 1
Delete item (2). Change to item (3) .
Item (3) Team conferences between the appraisee  and his
appraisal team or between the appraisee and his imme-
diate superior are scheduled as needed for the purpose
of providing assistance to the appraisee as well as to
assess his progress in accomplishing his stated ob-
jectives

Page 42 - Between February 1 and April 1 (1) - Line 1
Insert after "Team" "or the appraisee and his immediate
superior."
(2) Line 1 |
Insert after "appraisee" "or the immediate superior and
the appraisce." :

September 1972
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F OREWORD

The Board of School Trustees of the School Town of
Highland recognizes that its legal status is that of an
agent of the state with the prescribed authority and £espon—
sibility to execute the state's function of education at the
local level. They.also recoénize that the functiaﬁs are
tﬁreefold: (1) policy making, (2) legislation, and (3)

evaluation or assessment.

Consistent with the consideration of educators that
evaluation is a cornerstone of education, the Highland
School Board has vitally concerned itself with the assess-
ment of its total educational program. They have adopted
@ Board Policy charging the Superintendent with the respon-
sibility for the development and orderly implementation of
an annual personnel aPpraisal program for all certificated
pPersonnel, including administrative and supervisory person-

nel.

Genérally, evaluation programs have been basically
beamed at the student and the teacher. This aspect of th:
Highland program of educational assessment is directed
toward evaluation of administrators aand is entitled "Educa~-

tional Leadership by Objectives™".

S
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As the initial step in the implementation of the above

stated Board policy, Superintendent Allen J. Warren
selected Dr. Dean Speichér, Assistant Superintendent for
Personnel and School-Community Relations, to participate in
the American Association of Schoal Administrators National
Academy for School Executives seminar on “"Designing Evalua-
tion Systems for Administrative and Supervisory Personnel."
fhis seminar was held in Reno, Nevada, July 26-31, 1970.

Director of the seminar was Dr. S. J. Knezevich, AASA-NASE

Director.
&~

s
Upon his return from the seminar, Dr. Speicﬁer submitted
an excellent comprehensive report to the superintendent.
The report was then submitted to the Highlénd School Board
and the Highland Administrative Council (Superintendency Team) .
The reaction of these groups was so positive and enthusiastic
that the School Board authorized the superintendent to plan
a Highland Superintendency Team Retreat. This Retreat was
held at Lake Webster, North Webster, Indiana, on September 22,
23, and 24, 1970. The theme chosen for the Retreat was
"Designing an Assessment System for Administrative and Super-
visory Personnel in Highland." The Highland School Board

members attended the Retreat as active participants and made

many significant contributions.

Participation at the Retreat was excellent. in con-
cluding the Retreat, the participants assigned the respon-
sibility of coordinating, reconciling and compiling the

ideas and thoughts expressed at the Retreat into a prelimin-

6
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ary draft of an Assessment Plan for Administrative—Super—

visory Personnel to Superintendent Allen J. Warren,

Dr. Dean Speicher, Assistant Superintendent for Personnel

and Schoel~Community Relations, Dr. Robert Schrenker, b
Assistant Superintendent for Curriculum and Instruction,

and Mr. Harry L. Fullenwider, Director of Elementary .

Education.

The preliminary draft was prepared, presented to

both the Schocol Board and the -Administrative Council

v
- (Superintendency Team) for their review and criticisms. The
response from these groups was excellent and several recom-
mendations frowm the School Board and Administrative Council
were incorporated in the final draft as contained hercin.
Substantial time, effort and fuads havg been committed
fo this project. Each person who is involved in the project
realizes that while we have developed an insfrument that |
. will help us to define problems and toc make decisions in
achieving our goal of professional growth in educational
. leadership, we do not have a finished instrument but one
X that must itself be continﬁally evaluated.

Superintendent Allen J.-Warren and all of the members
the Superintendency Team are deeply indebted to the School
"Board for their greét interest and support of all phases o
the Highland School System and particularly for their supp

of and involvement in this project.

The Superintendent 1is espécially grateful of the

'’
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tremendous amount of time, thought and leadership supplied by
Dr. Speicher, Dr. Schrenker, and Mr. Fullenwidex. Without
their efforts it would have been impossible to develop this

instrument.

The following members of the School Board and Superin-

"tendency Team participated in the Retreat and each made

valuable contributions to, the development of this instrument

and are to be highly commended.

Mr. Robert L. Ross, President of Board of School Trustees

Mr. John W. Terpstra, Vice-President of Board of School
Trustees :

Mr. Ralph V. Pettit, Secretary of Board of School Trustees

Mr. Clyde M. Sumner, Assistant Superintendent for Busi-
ness Affairs - .

Mr. Paul J. Kienzynski, Director, Social Service Department

Mr. Robert E. Day, Principal Highland Senior High School
Mr. Merlin Clinkenbeard, Assistant Principal Highland
Senior High School

Mr. Michael Keppler, Assistant Principal, Highland
Senior -High School

Mr. James A. Hedges, Principal Highland Junior High
School

Mr. Edward Williams, Ass1stant Principal Highland Junior
High School ‘
Mr. Arthur Gilliam, Coordinator Audio-Visual Services
Miss Marge Bluhm, Coordinator Art Education (Kg.-12)

Mr. Larry Yazel, Director Athletics and Physical Educa-
tion (Kg.-12) :

Mr. Jon Hendrix, Coordinator Science Education (Kg.-12)
Miss Martha Nicholson, Head of Libraries. and Instruc-
tional Materials Centers

Mr. John Butler, Director of School-Community Relations
Mr. Joseph Bandura, Principal Orchard Park Elementary
School :

Mr. Charles Duffy, Principal Main Elementary School’’

Mr. C. Frederick Dykins, Principal Lincoln Elementary
School : :
Mr. Harvey Keim, Principal Johnston Elementary School
Mr. John Logan, Principal Merkley Elementary School

Mr. Ray Palmer, Principal Southridge Elementary Scheool

Mr. Harry Ranney, Principal Warren Elementary School

Mr. Ray Hansen, Coordinator of Guidance and Counseling
Services

Mr. Gordon Wilder, Coordinator Music Education (Kg.-12)
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I. INTRODUCTION

| ‘ A. School Board Policy Statements

"Section 438.1

"Section 438.2

ERIC | )

s ;

Purpose of Appraisal -- The Board be-
lieves that all personnel appraisal
should be of a cooperative and contin-
uing nature for the purpose of im-
proving the guality of instruction in
the Highland school system. In this
continuous and ongoing process, the
emphasis shall be on the selective pro-
fessional development of the indivi-
dual classroom teacher, librarian, gui -
dance counselor and administrator or

supervisor."

Responsibility for Implementing the

Appraisal Procedure -~- The Board shall

hold the Superintendent of Schools
accountable .for the development and

orderly implementation of an annual

personnel appraisal program for classroom
teachers, librarians, guidance counselors

and administrative-supervisory personnel.

The Superintendent shall maintain

10
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s

suitable records of the process

and results of such appraisals.
These appraisals shall be made in
accordance with an appropriate

schedule of frequency."

Rationale of Assessment Program

L)

The Highland Superintendency Team Assessment Program
is based on three assumptions:
* The administrator has responsibility to become in-
creasingly effective by acquiring new knowledges and

skills;

* Effectiveness can be acquired by each administrator
through self-commitment;

* The primary aim of administrator assessment is to
improve administrator effectiveness through indivi-
dual commitment to attainment of specific measure-
able objectives directly related to indicators of
administrative performance.

Educational administrators in Highland are paid for
being effective. The effective administrator places high
demands on himself and makes his own goals compatible
with organizational needs. The effective administrator
sets his sights high when selecting performance objectives.
His level, his standards, his demands on himself deter-

mine to a-large degree the motivation, the direction,

the dedication of his subordinates.

As administrators work toward becoming more effec-
tive, they raise the performance level of the whole

organization. They raise the sights of other people in

11
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the organization as well as their own. This focus on
appraising administratofs changes the perspective of asses-~-
sment from a preoccupation with problems to a vision of
opportunity, fxom concern with professional weakness to

exploitation of human strengths.

The effective administrator learns and applies new
knowledges and skills. He learns many new work habits as
he proceeds along his career, and he occasionally has to

unlearn some old work habits.

A growing numbexr of school systems are developing and
implementing administrative appraisal or assessment programs.
The major objectives of any plan ‘designed to assess the work
of administrative y:rsonnel should be tha® of improving per-
formance. From the limited research available one can con-
clude that appraisal should direct attention to administra-
tor performance rather than to characteristics of administra-
tors. The latter involves looking at traits in isolation,
an approach that has been largely discredited. Most people
tend to look more objectively at their own performance than

they do at their personal characteristics.

While the primary purpose of performance appraisal
must remain that of improving administrative performance and
effectiveness, certain secondary purposes need to be served.
The goals of the assessment program stated in Section C

point out several of these secondary purposes.

12
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Goals of Agsessment Program

The goals of the Highland Superihtendency Team As-

sessment Program are:

A. To promote improvement of the performance of
the superintendency team by positive, system-
atic means.

B. To bring about improvement of instruction
through effective supervision.

C. To describe indicators of administrative per-
formance and effectiveness in eight task areas
for employment, deployment, promotion and re-
muneration of superintendency team members.

D. To promote selective growth of each member of
the superintendency team by direct action to
meet individual and organizational needs.

E. To ensure the efficient use of school system
facilities and services according to federal
and state laws, Board of School Trustees poli-

cies and administrative rules and regulations.

Explanation of Educational Leadership by Objectives (ELBO)

"Educational Leadership by Objectives" is a simple
concept: It is job performance and achievement guided by

results desired.

The system of "Educational Leadership by Objectives"
can be divided into four basic components: Job Specifi-
cation, Indicators of Administrative Effectiveness, Set-

ting of Objectives and Assessing Performance.
l. Job Description

Descriptions of work assignments are essential

tools to be utilized in the assessment of administra-

r

tor effectiveness. Well-defined job responsibilities

give each administrator a framework within which to

13
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operate. These responsibilities define his job in terms
of what he is expected to do. When the responsibilities
@are known by the administrator he can concentrate on meet-

ing them and can aspire for superior performance.

Job descriptions for_each Highland administrator can
be found in the Board of School Trustees Policy Handbook,
Section 300. If the "ideal" job description is not com-
patible with the "real" job as perceived by the Highland
administrator being assessed, it is the responsibility of
the appraisee to discuss these discrepancies with his im-
médiate superior for the purpose of resolving the differ-

ences.

Once the édministrator has reviewed his formal job
description in the Board Policy Handbook, he should
develop a role description of his responsibilities based
on his job description and the eight performance task
areas listed as indicators of administrative effectiveness.

(Section II, p.13 )

However, an understanding of job responsibilities is
pot all that is needed to encoufage effective administrator
performance. Descriptions of administrative effectiveness
must be developed to let the administrator know how he is

exXpected to perform his responsibilities.
Descriptions of Indicators of Administrative Effectiveness

The second component of "Educational Leadership by

14
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Objectives" involves the description of Indicators of
Administrative Effectiveness. Sect;on IT of this docu-
ment de;cribes Indicators of Administrative Effectiveness
in Highland for eight task areas: Curriculum and Instruc-
tion, Staff Personnel, Pupil Personnel, Finance and Busi-
ness Management, School Buildings and Equipment, School-
Community Relations, Professional Growth and Supporting Ser

vices.

The Indicators of Effectiveness are open-ended descrip-
tions of administrative responsibilities in each of the
eight task areas. The exact nature of an administrator's
performance in relation to a given Indicator depends upon
his particular administrative assignment and his perception

of his role.

The Indicators of Administrative Effectiveness
establish guidelines which enable the individualvto judge
how well he is performing. 1Indicators of Administrative
Effectiveness are descriptions of administrator behavior
which will exist at any administrative level when a job is

performed in a superior way.

When the administrator has developed his role descrij -
tion based upon his formal job description and. the eight
task areas of administrator effectiveness, then self-devclop-
ment objectives‘(baséd upon these Indicators) can be

jointly set by the administrator and his appraisal team.

Setting of Objectives

15
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The third component of "Educational Leadership by Objec-
tives" is the setting of self-development objectives. When

the administrator's respornsibilities have been determined, and

"desirable indicators of administrative effectiveness agreed

upon, then objectives can be set to improve his performance.

The setting of objectives provides the administrator
being appraised and his appraisal team with a means of plan-
ning and measuring his performance. Appropriate performance
objectives will be written in‘areas of responsibility as

identified by either the administrator, his immediate superior

or ‘both.

Objectives writteﬁ‘in relation to particular Indicators
of Admihistrative Effectiveness must describe specifically the
proposed activity, the anticipated outcomes and the benefits
to be derived from successful completion. Such objectives
provide a necessary frame of reference for planning courses

of action and for measuring performance.

Job performance objectives written by administrators
generally can be classified into one of the three following

categories:

A. Regular or routine objectives,
B. Problem-solving objectives, or

C. Innovative or improvement objectives.

Having a hierarchy of objectives places the greatest premium

on administratiye decision-making which moves the organization

16
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to greater growth and achievement. It presumes that ad-
ministrators who do only routine work are worth less to the
organization than administratorsm&hgwfan see problems and
solve them. It also presumes that regular or problem-sol-
ving work is worth less to the schdol corporatioh than

work which innovates and causes the organization to move

ahead.

THE SUPERIOR PERFORMER CAN BE DESCRIBED AS THE ADMIN-
ISTRATOR WHO DOES ALL HIS REGULAR DUTIES, SOLVES HIS
ORDINARY PROBLEMS AND IN ADDITION ADDS NEW AND NOVEL IDEAS

THROUGH INNOVATIVE OR IMPROVEMENT OBJECTIVES.

The process of "Educational Leadership by Objectives"

can be summed up in three steps:

A. Administrator and his appraisal team work out
appropriate and realistic performance objectives,

B. They agree on the means for achieving specified
results,
C. At the end of the specified assessment period,

actual results are compared to expected results.
Assessing Performance

The fourth component of "Educational Leadership by
Objectives" 1is fﬁe assessment of performance. This is a
review of an administrator's work results fgr a given period
of time. The performance assessment provides two benefits.
First, it calls attention to an individual's strengths and
good work. Second, it helps identify his inadequacies, and

shows the direction in which he can strive to improve his

17




performance and value to the school system.

It is most important that the appraisal be based upon
how the administrator has performed in relation to his for-
mal jgb description, the Indicators of Administrative Effec-
tiveness he has identified with his role and his stated self-
development objectives. A results-oriented assessment of
this nature is based upon specific and measurable performance
objectives which havg been established ih advance. This
appears to be far more productive than an assessment plan

based upon personality traits or characteristics.

The administrator is assessed from two dimensions. The
Appraisal Team ‘and the administrator determine the extent

to which the appraisee has met his self-development objectives.

In the second dimension, the immediate superior evaluates the

administrator on his overall performance in relation to his

formal job description and the Indicators of Administrative

. _ Effectiveness he has identified with his role.

Increasingly administrators are collecting data about
their performance from their subordinates. This is called
"subordinate-based" assessment. Some people have reasoned
that assessment by a person's subordinates is more meaningful.
because tge subordinate is in a position to constantly ob-
serve the performance of the appraisee. It is the teacher
who knows best how the principal and coordinator operate;

It is the principal who knows best the gquality of services and

cooperation he receives from central office administrators.

18
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A number of data collecting instruments are available to

the Highland administrator wishing to assess the perceptions
of his subordinates. The data collected in this way by any
Highland administrator ts for his personal perusal and in-

formation.

During the final Appraisal Team conference consideration
should be given to developing a plan to assist the administra-
tor in improving his results during the next assessment
period (April 1 to April 1). The plan for the next assess-
ment period is to be basea-upon the self~assessment.pro-
gram as well as the previous overall performance of the
administrator. The design of this plan should specify what
needs to be done aﬁd how and when the action should be ac-

complished.

Administrators can grow and develop, they can achieve,
and they can make meaningful contributions to the organi-
zation if their experiences and capabilities are utilized to
the fullest. "Educational Leadership by Objectives" ié a
promising method for achieving increased results for the
organization and greater personal satisfaction for the ad-

ministrator.

Definitions

administrator - The terms administrator and supervisor are
used interchangeably throughout this document. The term
administrator includes the following positions: Assistant

Superintendents, Directors, Principals, Coordinators and
Supervisors and Assistant Principals.

Appraisee-Administrator or Supervisor being assessed.

19




ERIC

Aruitoxt provided by Eic:

- 11 -

Appraisal Team - The task of the appraisal team is to previde
assistance, counseling and advice to the appraisee in establish-
ing appropriate and realistic self-development objectives and

in assegsing his performance. The appraisal team will con-

sist of the appraisee's immediate superior or a person desig-
nated by the Superintendent of schools and a Highland admln—
istrator chosen by the appraisee.

Job Description ~ Accurately defined job respon51b111t1es give
each administrator guidelines to follow. These responsibili-
ties define his job in terms of organizational needs. Job
descriptions for each Highland administrator can be found in
the Board of School Trustees Policy Handbook.

Indicators of Administrative Effectiveness - These are open-
ended descrlptlons of administrative responsibilities in eight
task areas. The eight task areas are curriculum and Instruc-.
tion, Staff Personnel, Pupil Personnel, Finance and Business
Management, School Buildings and Equipment, School-Community
Relations, Professional Growth, and Supporting Services. The
exact nature of an administrator's performance in relation

to a given Indicator depends upon his particular administrative
assignment and his perception of his role. These descriptions
of desirable administrative behavior in each task area enable

.the appraisee and his appraisal team to select specific areas

for improvement of administrative performance.

Self-Development Objectives - Descriptions of specific ocut-
comes sought. These are developed after the appraisee and

the appraisal team have identified areas for strengthening and
improvement.

Assessing Perfof¥mance -~ The assessment made by the appraisee

and the appraisal team of the appraisee's job performance both
with reference to specific self-development objectives and
overall accomplishment in relation to his formal job description,

Self-Assessment -~ The self-assessment which the appraisee makes
of his own past performance in relation to the Indicators of
Administrative Effectiveness described in Section II of this
document.

Planning Conference - The meeting between the appraisee and his
appraisal team for the purpose of preliminary planning and
joint setting of self-development objectives.

Team Conference - The meeting(s) between the appraisal team and
the appraisee for the purposes of discussing achievement of

the appraisee's objectives and the rendering of assistance to
the Appraisee.

.. .Final Conference - The meeting(s) between the appraisal team

and the appraisee to prepare a written summary and final eval-
uation of activities, including measurable and observable evi-
dences of constructive change resulting from the appraisee's

efforts. The summary report will also include recommendations

<0




for appropriate future self-development objectives.

Final Report - The final annual report submitted by the
appraisal team and the immediate superior to the Super-
intendent of Schools. '

Appraisal and Assessment - These two terms are used inter-
. changeably describing the Highland Superintendency Team Plan.

<1
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II. INDICATORS OF ADMINISTRATIVE EFFECTIVENESS

This section of the Highland Superintendency Team Assess-

ment Plan describes Indicators of Administrative Effective-

ness in eight task areas. The categories of tasks are:

Curriculum and instruction
Staff Personnel

Pupil Personnel

Finance and Business Management
School Buildings and Equipment
School-Community Relations |
Professional Growth

Supporting Services

Beneath the heading for each task category are descrip—

tions of administrative performance which are required to

effectively perform the task. Few of these descriptions will

be appropriate for all administrators, some will not; the

descriptions of performance cover all levels of administration

in the Highland school system.

To determine which descriptions of effective administra-

tive performance are appropriate for him, the individual

administrator must:

Become familiar with his formal job description.

Review carefully the descriptions of desirable
administrative performance within each of the eight
task areas.

Compare his formal job description with the Indi-
cators of Effectiveness for sach of the eight task

areas. 22
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‘D. Develop a role descriétion of his specific respon-

sibilities as he sees them.

The administrator can then select specific areas in
which he wishes to improve his administrative skills or know-
iedge, and develop a self-assessment plan for achieving the
desired performance and effectiveness in each of the areas

selected for improvement.

To develop an effective plan the educational administra-
tor must try to describe the specific terminal performance
which would bring about the desired improvement. The educa-
tional administrator should then identify the particular
activities which will enable him to reach the described
terminal pe:formance. Finally, the educational administra-
tor should develop a system for measuring his progress
toward his desired terminal performance, i.e., how he will
know when he has achieved his objective. After the admin-
istrator has.completed this process for each of his selected
areas for improvement he will be ready to develop his pro-

fessional improvement plan with his appraisal team.

A. Curriculum and Instruction

1. The effective educational administrator coordinates
his efforts with the efforts of others for coopera-
tive development of the instructional program.

a. TInitiates, administers, and facilitates system-
atic development of a school system philosophy
specifying instructional and curricular objectives.

b. Assumes leaaership in developing school, depart-
mental, or area philosophy consistent with
school system philosophy.

«

c. Contributes to the development‘of system-wide

<3
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Cont'd ...

-curricular structure consistent with school sys-

tem philosophy.

Develops administrative structure and defines

"administrator responsibilities in the area of

curriculum and instruction.

Develops comprehensive goals and related sequences
of performance objectives for particular curricu-
lum areas. Analyzes results and revises goals

and sequences accordingly.

Cooperatively develops instructional guidelines
and resources, and makes provisions for their use
and refinement. '

Develops and administers assessment program and
in-service programs for staff members.

Establishes and maintains a professional library
for staff use.

Develops programs of student activities consis-
tent with school system philosophy.

Organizes and administers supplemental programs,
such as adult education and summer school, based
on identified needs of those served by the pro-
grams.

In cooperation with other staff members, the effec-
tive educational administrator consistently seeks
improvement of instruction and of the total instruc-

tional program.

a.

Accepts responsibility for becoming informed about
significant new developments in curriculum and
instruction.

Stimulates and assists staff members in investi-
gating and evaluating promising new developments.

Implements instructional changes under way in the
Highland Schools and secures staff support for
them.

Works with staff in his area of responsibility so
as to support and strengthen Instructional Staff

Assessment:

(1) Communicates philosophy effectively.
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(2) Secures staff cooperation and support.

(3) Assists staff members in selecting appro-
priate and significant objectives for
professional growth.

(4) Assists in devélopment and execution of
professional growth plans, including
means of measurement.

(5) Completes required general evaluations as
outlined in Teacher Assessment Program.

Conducts research projects related to curri-
culum ard instruction in Highland.

Obtains and disseminates information and ini-
tiates proposals relative to supplemental
funding of curriculum and instruction projects.

In cooperation with staff, evaluates and makes
recommendations concerning materials and texts
for use in_Highland Schools.

Works for curriculum development and improve-
ment of instruction through a program of
regular meetings with staff.

Prepares annual report of status, accomplish-
ments, needs, unresolved issues in area of
responsibility.

Effectively resolves conflicts within area of
responsibility.

Follows systematic plan for involving students
in curricular and instructional planning.

Contributes to overall efforts by accepting
responsibility for special assignments.

B. Staff Personnel

1.

Recruitment and Selection

The effective educational administrator respon-

sible for recruitment and selection:

a.

Cooperatively and appropriately participates in
the employment cycle of the school system.

Actively participates in the development and
implementation of recruitment programs for
cgertificated personnel.
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4a.

Q.

£.

g.

h.

i.

J.

k.

1.
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Exhibits professional behavior and personal cha-
racteristics which will attract capable and
desirable personnel to the school system.

Devises a systematic means of collecting data
whereby judgements can be made about prospective
candidates for vacancies.

Makes a positive couwcribution in the school sys-
tem visitation phase of the recruitment and
selection process for certificated personnel,

Recomm2nds to the appropriate person in the school
system which candidate is best qualified for
each vacancy. :

.. Develops recruitment materials and works with

other educational administrators in recruiting and
employment of non-certificated personnel.

Attempts to correlate the effectiveness of selec-
tion pror:iures with teaching prerformance.

Develops a plan for analyzing causes of employee
‘turnover and retention.

Provides information and suggestions for upgrading
the effectiveness of the substitute teacher pro-
gram. ’

Encourages capable high school students to parti-
cipate in cadet teaching pPrograms designed to
encenrage consideration of teaching as a career.

Encourages capable student teachers in the school
system to seek a teaching career in Highland.

Assignment, Load and Transfer

The effective educational administrator respon-

sible for assignment, load and transfer:

a.

Implements school board policies pertinent to
these areas.

Consults with other administrators regarding as-
signment procedures and enlists their cooperation
in making the process as effective as possible.

Makes work assignments based on the strengths of
the individual in relation to the description of
his job.

Makes assignments on the basis of the individual's

<6
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qualifications and consideration of his desire
for the assignment.

Makes instructional and service loads equi-
table and fair for each employee.

Cooperates with other administrators in deter-
mining assignment, load and transfer require-
ments for the school system.

Orienting the School Employee

The effective educational administrator respocn-

sible for orienting the new school employee:

Develops orxientation programs to introduce new
personnel to the school system and the community
throughout their first year of service in the
school system. ’

Designs orientation programs which naturally
lead into the in-service training programs of
the school system during the second and succeed-
ing years of employment.

Demonstrates that an employee's professjonal

development and commitment is largely depend-
ent upon his active participation in the im-

provement of the school system.

Develops programs and procedures which provide
the opportunity for expe:ienced staff personnel
to assist new employees.

Staff Management Role

The effective educational administrator respon-

sible for fostering the staff management role:

a.

Develops a cooperative and positive relation-
ship with other school personnel to achieve the
goals of the school system.

Stimulates staff morale, promotes organizafional
purpose and readiness to change, and pursues
traditional goals of efficiency and economy.

Exhibits rational administrative behavior in
job-relevant situations which encourages other
school personnel to trust and respect his
leadership.

Prevents his personal satisfactions from
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standing in the way of meeting organizational
needs and goals.

Seeks a balance between concern for orgnaization-
al needs and personal satisfaction.

Represents management at the various levels (as-
appropriate) of the grievance procedure. '

Development of Personnel

The effective educational administrator respon—

51b1e for develcping staff personnel:

a.

Cooperates in developing comprehensive in-service
education programs which are well-organized and
well-planned.

Communlcates with all members of the school system
the nature of the professional development pro-
gram and how it's objectives relate to their areas
of concern.

Provides oppoftunities for selected professional
development experiences for school employees
under his supervision.

Utilizes a wide variety of in-service techni-
ques and tools in implementing the program in
order to meet the needs and interests of the
whole staff, i.e., workshops, brainstorming, buzz
sessions, demonstrations, group discussions and
role playing.

Supports in-service training programs on a system-
wide basis by his words, actions and attitudes.

Serves as a model of professional growth to his
subordinates.

Personnel Administration and Employee Organizations

The effective educational administrator respon-

sible for establishing positive relationships with
employee organizations:

a.

Operates within his appropriate role in the organ-
izational plan of the school system.

Encourages informal organizations within the
framework of the formal school organization to
support the goals of the formal organization,

<8
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support its activities, and assist in securing
public participation in improving its services.

c. Cooperates in establishing a communicatic. pro-
cedure whereby problem situations or concerns can
be discussed in terms of the goals and objectives
of the school system. ’

d. Develops relationships with employee organiza-
tions which will encourage such organization to
assist in the attainment of the further develop-
ment of each employee in meeting the school
system's goals and objectives.

Pupil Personnel

1. The effective educational administrator devises and
maintains efficient records systems to meet student
and organizational needs:

a. Provides for efficient and systematic maintenance
of necessary and desirable individual records.

b. Provides for maintenance and use of special pur-
pose short-term records.

c. Formulates and consistently follows clear poli-
cies regarding confidentiality of student .records.

2. Plans, develops, and expands general guidance func-

tiuns in the Highland Schools.
(In this context, guidance functions are not special-
ized service, but constructive ccurses of action for
meeting individual needs throughcout the school set-
ting. Teaching strategies, adapting instruction to
individuals, and methods for resclving student
problems, as well as special program features, are
thus guidance activities. Guidance and instruction
are viewed as inseparable.)

a. Plans, develops, and refines group and individual
guidance activities.

(1) Involves staff members in the study of
student needs and development of appro-
priate policies, strategies, and class-
room ‘activities emphasizing develop-~-
mental and preventive guidance.

(2) Conducts in~service programs directed to
initiating, maintaining, evaluating, and

o)
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refining school guidance functions.

(3) Bases decisions for changes on evaluations
of proposed and existing guidance activi-
ties for suitability and effect on stu-
dents.

Applies principles of effective guidance to hand-
ling of student problems and conflict situations.

(1) Deals with causes as well as symptoms of
student problems.

(2) Conducts systematic, constructive followups
to crisis encounters with students.

(3) Develops case studies of pPersistent or
severe student problems.

(4) Acts to influence future behavior by secur-
ing teacher or student commitments to posi-
tive courses of action.

(5) VUses many sources of data for making major
decisions affecting students.

(6) Consults with and makes referrals to special-
ists in seeking to resolve persistent or
severe student problems.

L7) Defines and pursues courses of action which
emphasize enabling as well as controlling
functions.

Cooperatively develops and implements changes of view-
point, teaching strategies, and school program to
Serve varying needs of students.

a.

Works cooperatively with staff members to increase
flexibility in instruction.

Works with staff in development and application
of teaching strategies which place students in
active roles, (e.g. -- student-teacher planning)

Develops programs of voluntary activities based
on students' interests.

Identifies and uses special abilities of staff
members and students in pParticular activities.

Provides for systematic review, evaluation, and
refinement of methods for meeting individual
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differences.

Develops and refines methods of reporting pupil
progress which are satisfying to parents and
which are consistent with instructional objec-
tives for individual students.

and Business Management

effective educational administrator responsible
general business procedures and management:

Cooperates with all other concerned personnel in
the overall management of financial and business
affairs relating to the operation of the school

system.

Follows federal, state and local laws, rules and
regulations relating to school finance and funding
as they apply to his particular assignment.

Provides his superiors with information relating
to the funding under his supervision.

Provides information to his staff as to the cur-
rent financial developments and situations as they
may apply to his position or assignment and to the
staff. :

Develops an insurance program for appropriate
coverage of facilities, equipment and personnel.
The program to provide property, liability and
crime protection.

effective educational administrator responsible
budget preparation: '

Secures the cooperation and involvement of all af-
fected personnel in preparing budgetary needs and
recommendations. (Teachers, department heads,
non-certificated employees and others are involved
in recommending needs and priorities to imple-
ment the educational program.)

Prepares a realistic budget that considers the
educational program, the expenditures necessary
to support the program, and the anticipated
available revenues.

Develops cost estimates of proposals that would
change the number of professional and/or non-
certificated staff members or their compensation.

31 |




ERIC

Aruitoxt provided by Eic:

The
for

The
for

The
for

Allocates budget funds in accordance with expres-
sed needs and budget limitations.

Arranges for public meeting to inform the general
public as to educational needs, the proposed bud-
get to meet these needs, and the financial pro-
blems relating thereto.

effective educational administrator responsible
managing requisitions and purchases:

Informs personnel who are responsible for the
management of budget funds as to the amounts of
funds available. ’

Provides for systematic and efficient purchasing
procedures and expenditure of funds under his
jurisdiction and for the instruction of the staff
in these procedures.

Arranges for storage and equitable distribution
of materials and supplies (instructional and/or
non-instructional) .

Checks carefully the receipt of equipment, mat-
erials and supplies and reports to the proper
school officials.

Arranges for efficient purchasing through pro-
per bidding procedures.

effective educational administrator responsibile
managing expenditures of funds:

Secures established procedural approval before
obligating the expenditure of budget funds.

Consults with his superiors before obligating
any funds when the expenditure might be contro-
versial. Example: Equipment which might be
dangerous, require building alteration, etc.

Establishes an accurate and efficient system of
controlling the expenditure of funds (budget,
éxtra-curricular) within the framework of all
federal, state and local rules and regulations
and of reporting the status of all accounts.

effective educational administrator responsible
funding (securing of finances):

Is informed as to the availability of federal,
state and local sources of revenue.

32




b. Secures all possible funds from available
sources that are necessary for the effici-
ent implementation of the total school program.

¢. .Manages funds so as to have sufficient funds
available to meet obligations in an acceptable
business manner, to properly invest idle funds
and accurately account for funds.

LS 6. The effective educational administrator responsible
‘ for business affairs relating to personnel:

a. Organizes and operates a system of accurate
personnel accounting and reporting relating to
such items as sick leave, personal business days,
loss of time, etc.

b. Develops cooperatively with the Board of School
Trustees and school personnel salary schedules
and fringe benefit programs that will attract
capable personnel to the system.

E. School Buildings and Equipment

b 1. The effective educational administrator responsible
for school building plans:

a. Keeps informed as to advances in educational pro-
gramming, building design, equipment and
materials development through reading, atten-

. dance at conferences, workshops and exhibits,

g contacts with architects, contractors and sup-

' pliers.

b. Causes surveys to be made to determine the ade-
gquacy of existing facilities to provide for the
system's educational program. ' »

c. Analyzes results of surveys and other predictors
of enrollment projection and educational pro-
gram needs in developing an overall plan for
meeting facility needs.

d. Provides an opportunity for staff (certificated
and non-certificated) and the community to
‘ become involved in the planning construction
| (new or remodeling) of facilities to house the
educational program.

e. KXeeps infermed as to all rules and regulations
concerning building construction and cause pro-
per forms and procedures to be completed and

followed.
33
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effective educational administrator responsible
management of physical .facilities:

Provides and . organizes a staff for the effective
and equitable utilization of buildings, grounds
and equipment.

Cooperates with all personnel in organizing and
conducting an effective maintenance pProgram for
buildings, grounds and equipment.

Submits to the proper staff members, requests
for repairs, alterations and improvements.

Provides for care and for respect of physical
facilities in their usage.

effective educational administrator responsible
buildings and equipment: '
Provides for sufficient equipment, materials and
supplies, for the operation and maintenance of
the physical facilities and equipment. ‘

Plans for and supervises the effective and econom-
ical use of materials and supplies in building
maintenance., -

Follows stated procedural practices in the req'.i-
sition, storage, distribution and inventory of
materials, supplies and equipment.

Develops a program for the selection, training,
assignment and supervision of the custodial and
maintenance staff. :

Develops a long-range maintenance program which
provides for emergency maintenance, preventive
maintenance, recurring and periodic maintenance
and deferred maintenance. Such Program is to
include the development of a maintenance records
system.

School~Community Relations

1. Establishing a School~Community Relations Program

‘
the

a.

To develop an effective school-community program,
educational administrator:

Contributes to the development and implementatio:
of a system~wide school~community relations pro-
gram.
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b. Identifies the publics with which the school-
community relations program intsxacts, such as
(1) the students, (2) the faculty, (3) the par-
ents, (4) the taxpayers, (5) the non-taxpayers
and (6) organized service and social agencies
in the community.

c. Interprets the policies, rules and regulations,
objectives, conditions, and needs of the school
system to the various publics in the school
system and the community.

v . .
d. 1Is consistent in the administration of poli-
cies and rules and regulations within the

framework of the school system.

e. Creates a climate and provides opportunities
which strengthen the lines of communication be-
tween the home and the school, i.e. parent-

teacher conferences, home visitation,. "open
house," school visitation, etc.
f. Utilizes the various media of public communica-

tions available to the school {(radio, news-
paper, speaker's bureau, staff newsletter and
community newsletter) .

g. Informs patrons and the community of the school
program, calendar, policies, and innovations
through the use of a school handbook, newsletter,
school newspaper, and bulletins.

h. Prepares and distributes annually a brochure
listing topics and certificated and non-certi-
ficated personnel who participate in the system-—
wide Speaker's Bureau.

i. Studies and develops programs to involve pupils
who are the primary agents for establishing an
effective school-home relationship.

j. Makes check lists or develops assessment instru-
ments to see if patrons in the community under-
stand educational programs of the school system
and to collect data for the purpose of future
program development.

Community Relations
To develop the proper attitude for a successful
school-community relations program, the effective '

educational administrator:

a. Identifies the needs and concerns of various

395
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constituencies in the school system and proVides
this input for an effective system-wide school-
community relations program.

b. Devises means and programs which enable the school
to aid in the cultural, recreational, and educa-
tional interests of adults as well as children. o

c. Involves parent organizations in the utilization
of school facilities, equipment and instruction-
al materials.

d. Provides for home-school conferences on a system-
. atic basis.

e. Provides a training program for teachers before
they begin home visitations. .-

f. Uses special weeks and special educational pro-
grams to show the citizenry what pupils are ac-
complishing in the school system.

g. Prepares mailings to be sent to taxpayers who
would not normally receive items or materials
from children enrolled in the school or school
system.

h. Develops and maintains an up-to-date listing of
organizations and clubs, service or social, who
can be valuable sources of support for schoo
programs . ] ’

3. Utilization of Community Resources

The effective educational administrator endeavors e
to encourage utilization of community-wide resources:

e

- a. Prepares a community file of parents and others

* - willing to share their specialized knowledge'.
b. Cultivates leaders in industry, business, labor

and community organizations who can communicate
, vocational opportunities to school system per-
; sonnel.

c. ‘Develops citizens committees to aid as resource
agencies or as study groups to serve as two-way
communicators for school and community.

d. Organizes.@arent groups to aid on tours, field
trips and parties.

4., Utilization of School Personnel Talents

36
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Since the school system has a rich puol of tal-
ented personnel, the utilization of these individuals
enriches the educational administrator who:

a. Consults with school personnel in the planning,
production, and presentation of specific com-
munications.

b. Assists in coordinating work with civic and
other groups which contribute to the advance-
ment of the school system. \

Cc. Provides assistance to staff members in prepar-
ing and submitting articles to be printed in
periodicals, or used with other forms of media.

d. Provides staff members with assistance and '
materials for exhibition at educational conven-
tions, workshops, and seminar meetings locally
and in preparation of materials for community
and staff distribution (handbooks, recruiting
booklets, etc.)

e. Guides those responsible for developing publi-
cations in formulating a consistent style.

f. Assists in coordination of the publication of
manuals which would be subject to periodic
up-dating and revision.

g. Encourages and instructs school personnel in
the use of school-community relations techni-
ques and informs them of the activities of
the school system.

Program Evaluation
The effective educational administrator:

a. Conducts systematic evaluations of communica-
tions and reports utilized in the total school-
community relations program.

b. Plans interaction with community leaders to
determine the reaction to educational programs
in operation and also to obtain reactions to -
proposed programs. )

c. Develops methods for assessing feedback from

internal and external audiences to modify
communications operation or initiate action to
establish new objectives.

d. Evaluates relative effectiveness of various com-
munication media and channels.
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G. Professional Growth

Wﬁ“w 1. The effective educational administrator is an active

(R

g participant in group activities for profe551onal
growth of administrators:

a. Helps to identify and select desirable profes-
sional growth projects to be undertaken coop-

eratively by the Superintendency Teum.

Participates actively in group undertakings for
profe551onal growth of admlnlstrators, such as --

(1) Workshops and conferences

(2) study groups

(3) Planning and research projects

(4) Pilot programs

(5) Appraisal and evaluation activities

The effective educational administrator assumes re-

sponsibility for a continuing personal program of

professional improvement:

a. Identifies and assigns priorities to--significant
professional growth areas directliy related to
his particular administrative responsibilities.
Follows a syétematic plan for attainment of per-
sonal professional growth objectives through such

activities as --

(1) Planned programc cof independent reading and
study

(2) Selected university courses

(3) Selected professional meetings

(4) oOn-the-job role development
The effective educational administrator uses new un-
derstandings and skills to 1mprove his on-the-job

rerformance:

a. Changes or enlarges his activities to reflect
" changed concept of his role.

Changes management of time to reflect revised
pPriorities.

Provides imp?iéf and direction for change.
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d. Adopfs new leadership techniques.
H. Supporting Serviées ‘
The effective educational administrator:
: 1. Organizes and administers guidance and counseling
E services to meet the anticipated and expressed

needs of students, teachers, and administrators
through:

a. Assessing vocational trends, communicating ed-
§ : _ ucational implications of new vocational develop-
7 ments to professional staff and students, pro-
viding resources and activities which encourage
student exploration of occupational and profes—
sional alternatives; providing assistance in job
placement for enrolled and graduating students.

b. Providing educational counseling services by
systematically identifying appropriate education-
al agencies for a wide range of vocational in-
terests, by providing accurate and current finan-
cial assistance information to both parents and
students, and by providing resources and acti-
vities which promote student exploration of
post-high school educational opportunities.

c. Providing personal counseling services on a con-
* fidential and individual and/or group basis for
Highland secondary (grades 7-12) students.

d. Providing in-service programs to enable instruc-
tional staff to develop skills in assisting
students to develop positive attitudes toward
self and the school environment. '

e. Identifying supplemental and supporting community
service agencies which can be utilized to help
students with special physical and psychological
needs.

f. Designing and administering in-service.programs
for the professional development of guidance and
counseling personnel.

g. Systematically examining the effectiveness of
the guidance and counseling program by obtaining
evaluation from parents, graduates, administra-
tors, teachers and parents; modifies program on
basis of evaluation obtained. .

h. Designing and administering a testing program

39

ERIC

Aruitoxt provided by Eic:

»




ERIC

Aruitoxt provided by Eic:

W

i, Cont'd...

which provides a sound basis for the vocational
and educational counseling of secondary students
and which provides a basis for curriculum and
instructional decision-making by admlnlstrat1v°
and 1nstructlonal personnel.

1. Assisting in initiating and completing research
studies related to graduates, students, and
dropouts.

j. Providing annual reports to appropriate adminis-
trators relative to the status of Highland gui-
dance and counseling services.

Organizes and administers library resources and ser-
vices to meet the needs of Highland students, teachers,
and administrators by:

a. Supervising the selection and ordering of library
materials for all instructional materials cen-
.ters.

b. Supervising the collection of recommendations
for additional library materials from teachers
and administrators.

€. Training librarians and clerk-librarians to ad-
minister library services in the various build-
ings.

d. Providing up-to-date catalogues of library
resources and services to all instructional per-
sonnel.

€. Providing assistance to all instructional person-
nel in the identification, selection, and order-
ing of all types of commercial A-V materials.

f. Ensuing that appropriate instruction in the
proper use of library facilities and materials
is provided for staff and students.

Organizes and administers Audio-Visual services to
meet the anticipated and expressed needs of teachers
and administrators by:

@. Maintaining an inventory of all A-V equipment in
the school system on a school by school basis.

b.i Providing in-service workshops for iastructional
i personnel in the use of A-V egquipment and the
construction of A-V materials.
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c. ‘Assessing the A-V equipment needs of each
school annually; budgets for necessary eguipment.

d. Assisting administrators and teachers in the
evaluation and selection of A-V equipment.

e. Supervising the circulation and maintenance
of the school system film library.

f. Selecting, training, and supervising student
audio-visual assistants.

Directs the operation of efficient food services for
schools in accordance with state and local laws and

health regulations and in compliance with state and

local laws and health regulations and in compliance

with directives of the School Lunch Division of the

State Department of Public Instruction by:

a. Selecting of capable personnel and assignment to
appropriate duties.

b. Efficient budgeting and economical purchasing pro-
cedures for equipment, supplies, and food.

c. Maintenance of high standards of food gquality
and sanitation.

d. Providing (within limits of cost) food and service
attractive to those using the lunchroom.

Provides, organizes, and directs an adequate, safe
and efficient transportation service for the stu-
dents that is in compliance with all local policies
and’ state laws regulating school buses and drivers
by:

a. Determining transportation needs through the use
of spot maps indicating the resident location of
all pupils.

b. Providing adequate physical equipment and per-
sonnel to meet the transportation requirement
needs.

c. Developing a transportation plan of routes and
schedules.

d. Determining that all physical eguipment meets all
local and state laws and regulations concerning
to construction, design and safety.
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€. Providing a system fo: selection of personnel
(drivers) that will ensure legally gqualified
drivers, in good physical condition and of high
moral character.

f. Providing for an efficient operational and main-
tenance program that will ensure the availability
of the buses,

6. Provides for essential social services directly affec-
ting students' school experience, in close coopera-
tion with other school services and community agencies
by:

a. Supplying essential i.formation about available
social services to teachers, nurses, guidance per-
sonnel, and administrators.

b. Coordinating efforts of Social Services and Gui -
dance in areas and matters of mutual concern and
responsibility.

¢. Developing orderly procedures for referrals to
Social Services and for providing follow-up re-
pPorts on referrals.

d. Evaluating services and establishing work prior-
ities through systematic efforts to identify
social services yielding greatest student benefits.

e. Developing and maintaining close working relation-
ships with community agencies.

7. Organizes and administers data processing services to
. meet the anticipated and expressed needs of Highland
administrators by:

. a. Assisting in the selection, training, and assess-
ment of data-processing personnel.

b. Sharing the responsibility'for cooperatively plan-
ning and organizing data-processing instruction
for Highland students. )

c. Systematically identifying educational record-
ing and service functions which can be facilitated
by utilizing data-processing services.

d. Annually submitting to the superintendent a report
concerning the status of the data-processing de-
partment.

8. Contributes to maintenance. and development of neces-
sary and beneficial Health Services by:
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a. Participating, in cooperative planning for the
organization and administration of School Health
Services.

b. Maintaining records and reports of Health Ser-
vice activities, including those to meet State
requirements for periodic vision, hearing, and
tuberculin tests.

c. Using Health Services as a resource for aid in
diagnosis of student problems and identifica-
tion of handicapped children. . .

d. Developing programs of health and hygiene for
students through consultation between Health ‘ .
Service personnel and the general staff.

e. Providing for in-service activities for profes-
sional growth of Health Services personnel and
improvement of services.

f. Providing, in c¢noperation with Health Services
personnel, reccmmendations and information re-
lated to dealing with students with special
physical or health problems. (e.g., epileptics,
diabetics) .

g. Coordination of Health Services with other
school and community agencies serving students.

h. Participation in regular evaluation of the oper-
ation of Health Services..

10. Works with therapists to organize Speech and Hear-
ing services for maximum effectiveness in over-
coming student disabilities.

a. Preparing a written description of the program, . -
including objectives, criteria for kinds and
degrees of disability to be served, and methods
of screening and referral of students.

b. Providing for systematic communication between
therapists and classroom teachers and between
therapists and parents when essential.

c. Establishing case loads and schedules for thera-
pists.

d. Providing for case records to include therapy
provided and progress made.

e. Preparing an annual report summarizing thera-
pists' activities, results, and recommendations.
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1l1. Maintains, supports, and develops an effective pro-
gram of Special Education by:

a. Disseminating information about services of
Special Education, types of disabilities served,
and methods of referral.

b. Following systematic procedures for identifying
students in need of Special Education services
and for placement in Special Education.

c. Formulating and following specific procedures
for incorporating Special Education into the
total school program and for including Special
Education students in the total program of
school activities.

d. Working with other personnel to enrich the in-
structional program for Special Education.

€. Providing in-service activities for school per-
sonnel to enable them to recognize and meet
needs of exceptional children.

12. Works with special reading teachers to secure maxi-
mum benefits for students needing Remedial Reading
services.,

a. Developing written description of the program
of services, including statement of objectives,
screening and referral methods, services to
teachers, criteria for including students in the
program, and means of measuring improvement .

b. Establishing procedures for coordinating efforts
of special reading teachers and classroom
teachers.

c. Providing for individual case records showing
: disabilities, instruction received, and pro-
gress made. -

d. Preparing an annual report summarizing services,
results, and recommendations.

14
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A.

Assessment Procedures

1.

ITI. DESCRIPTION OF ASSESSMENT PLAN

Assessment Time Period

a. The assessment time period for all members of
the Highland Superintendency Team shall be
April lst of one year to April 1lst of the suc-
ceeding year.

Who Is To Be Assessed

a. All administrative and supefvisory personnel
other than ﬁhe Superintendent of Schools are
to be assessed. The Superintendent of Schools
is evaluated directly by the Board of School
Trustees. Personnel evaluated under the High-
land Superintendency Team Assessment Plan in-
clude: Assistant Superintendents, Directors,
Coordinators and Supervisors, Principals and
Assistant Principals. Departiment Heads are to
be evaluated under the Assessment of Profession-
al Performance Plan for Highland teachers,
guidance counselors and librarians which went
into effect September 1,;1870.

The Appraisal Team Concept

a. Each administrator and supervisor will be
appraised by his immediate superior or by some
other administrator designated by the Superin-
tenédent. The appraisee selects and receives
agreement from another Highland administrator
or supervisor to serve on his Appraisal Team-

b. The purpose of the Appraisal Team is to pro-
vide assistance, counseling and advice to the
appraisee in establishing appropriate and real-
istic self-development objectives and in
assessing his performance.

Frequency of Assessment

a. Annually throughout service for all administra-
tors and supervisors to comply with Board of
School Trustees policy 438.2.
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Assessment Instruments and Other Resources To be Em-
ployed

a.

The Self-Assessment Instrument which appears in
Section IV A will be used by the appraisee and
his Appraisal Team, in determining his self-
development objectives.

Other resources to be embloyed by the appraisee

.

and his Appraisal Team will depend upon the ob-
jectives stated.

Conference Sequence For Appraisee and Appraisal Team

a.

Planning Conference (s)

(1) Prior to the planning conference(s) with
the Appraisal Team, the appraisee should:

(a) Invite one Highland administrator to
serve on his Appraisal Team for his
annual professional growth under-
taking. This is done in cooperation
with his immediate superior.

(b) Review his formal job description in
© the Board of School Trustees Policy
Handbook.
(c) Compare his formal job description with

the described indicators of administra-
tive effertiveness for each of the

eight task areas and develop a role
description of his specific responsibil-
ities as he sees them.

(d) Design his self-development objectives
in relation to the eight categories of
desirable administrative performance
described in Section II. The appraisee's
individual professional growth objec-
tives should relate specifically to his

particular administrative responsibilities.

(2) Between March 1 and April 1 of each calen-
' dar year the appraisee and his Appraisal
Team schedule a single or a series of plan-
ning conference(s): for the purpose of pre-
liminary planning and joint setting of
self—development.objectives for the appraisee.
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b. Team

(1)

During the planning conference(s), the ap-
praisee and his Appraisal Team will design
an operationally stated plan for attainment
of the appraisee's annual self-development

- objectives --

(a) They jointly agree upon and state
objectives on the self-assessment
instrument, including benefits to be
derived.

(b) They establish a time schedule for pro-
jected activities required to achieve
objectives.

(c) They plan for the involvement of the
Appraisal Team.

(a) They identify indicators of successful
attainment of his objectives.

By April 1, the appraisee files copies of
the completed self-assessment instrument
with his immediate superior, his selected
Appraisal Team member and the Personnel
Office.

Conference (s)

Between April 1 and February 1, regular
supervisory and administrative contacts are
carried out with the appraisee.

Between April 1 and February 1, team con-
ferences between the appraisee and his
Appraisal Team are scheduled as needed for

‘the purpose of providing assistance to the

appraisee as well as to discuss the achieve-
ment of the appraisee's objectives. A

team conference may be requested by either
the appraisee or the Appraisal Team.

(a) The appraisee is expected to maintain
a chronological record of all acti-
vities related to the execution of his
operational plan.

c. Final Conference(s)

(1)

ERIC
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Between February 1 and April 1 of the fol-
lowing calendar year, the appraisee and
his Appraisal Team meet to review to what
extent the appraisee has met his stated
self-development objectives.
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(2) With the cooperation of his Appraisal Team,
the appraisee prepares a written summary
and final evaluation of activities, inclu-
ding measurable and observable evidence of
constructive change resulting from his ef-
forts. 1

(3) The Appraisal Team and the appraisee con-
sider appropriate future professional growth
plans for the appraisee.

(4) By May 1 of the succeéding calendar year,
a Summary Report of Appraisal (Iv, B and C)
is to be completed and filed in the Per-
sonnel Office. A copy of Summary Repoxt
of Appraisal (IV, B) is prepared for the
appraisee, the Appraisal Team member,
immediate superior and the Personnel Office.
A copy of the Summary Report (Overall) of
Appraisal (IV, C) is prepared for the
Appraisee, the immediate Superior, the
Superintendent of Schools, and the Person-
nel Office.

d. Planning Conference

(1). Between February 1 and April 1 of the
succeeding calendar year, the appraisal
planning process for the next assess-
ment time period begins for each appraisee.

Summary Report of Appraisal Activities, Accomplish~-
ments and Recommendations.

2. A Summary Report of Appraisal (IV, B and C) for

each appraisee is to be completed by the im-
mediate superior and filed in the Personnel Office
by May 1 of each calendar year.

b. The appraisee, appraisal team member and immedi-
ate superior will retain copies of the Summary
Report of Appraisal (IV, B). The Appraisal Team
member is not involved or does he receive -a copy
of the Summary Report of Appraisal (IV,. C).

This is the overall evaluation of the appraisee.

C. The Summary Report of Overall Appraisal (IV, C)
is to be completed by the immediate superior for
communicating recommendations for employment,
deployment, or promotion to the Superintendent.
This form is also to be used by the appraisee's
immediate superior to report a summary evaluation
of the appraisee' overall administrative per- ...
formance in relation to the descriptions admin-
istrative performance described in Section II and

a8
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Cont'd ...

has formal job description. (Copy to the
appraisee, copy directly to the Superintendent,
copy for personnel file, copy retained by
immediate superior.)

8. Decision-Making Related to -Assessment Plan

a.

The essential purpose of gathering, processing
and storing data is to develop an information-
base for making intelligent and enlightened
personnel decisions regarding the objectives of
the assessment program. The specific decisions
which must be made are stated or inferred from
the statements of program goals listed in
Section I, page 4.

Based upon the data reported by the immediate
supericr in the Summary Report of Appraisal,
(page 59) the Superintendent will determine
the adequacy of individual administrative con-

" tributions to the achievement of Superintendency

Team Goals set forth in Section I, page 4.
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and Time Schedule

B. Assessment Steps
14
TABLE I
Dates ActionkTo Be Taken

Between Feb. 1
April 1

&

(1)

The appraisee selects the second mem-
ber of his Appraisal Team in
cooperation with his immediate super-
ior and files the name of the Appraisal
Team member with the Personnel Office.
The immediate superior provides the
necessary assistance and forms for com-
pleting the self-assessment instrument.
The appraisee reviews his job des-
cription in the Board of School Trus-
tees Policy Handbook.

The appraisee compares his formal job
description with the descrlbed indi-
cators of administrative effectiveness
for each of the eight task areas and
develops a role description of his
specific responsibilities.

The appraisee designs his self-
development objectives in relation to
the descriptions of administrative
performance described in Section II

Beﬁween March 1
& April 1

The appraisee completes his self-
assessment instrument.

The .appraisee and his Appraisal Team
schedule a single or series of plan-
ning conference(s) for the purpose

of jointly setting objectives for the
appraisee.

The appraisee and his Appraisal Team
agree on specific self-development
objectives or performance targets for
the appraisee within the eight cate-
gories suggested. They indicate means
for measuring the extent that each
objective is achieved.

The appraisee files copies of the com-
pleted self-assessment instrument with
his immediate superior, his selected
Appraisal Team member and the Per-
sonnel Office.

Between April 1
& Feb. 1

Regular supervisory and administra-
tive contacts are carried out.
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B. Assessment Ste

(2)

ps and Time Schedule (Cont'd.)

Team conferences betwec'. the apprai-
see and his Appraisal Team are
scheduled as needed for the purpose
of providing assistance to the
appraisee as well as to assess his
stated objectives.

Between Feb.

April 1

1

&

(1)

(2)

The appraisee and Appriasal Team meet
to review to what extent the apprai-
see has met his stated self-develop-

" ment objectives.

The Appraisal Team and the appraisee
consider appropriate future profes-
sional growth plans for the appraisee.

By Méy 1

(1)

(2)

A Summary Report of Appraisal (IV, B)
for each appraisee is to be completed
and filed in the Personnel Office by
the immediate superior. A copy of this
Summary Report is prepared for the
appraisee, the Appraisal Team member,
immediate superior and the Personnel
Office.

A Summary Report of Overall Appraisal
(Iv, C) for each appraisee is to be
completed and filed in the Personnel
Office by the immediate superior. A
copy of thig Summary Report is pre-
pared for the appraisee, the immediate
superior, the Superintendent of
Schools and the Personnel Office.

Between Feb.

April 1

1

&

(1)

The appraisal process for the next
assessment time period begins for
each appraisee.

S1




C. Designation of Immediate Superior
TABLE II
Supt.of Schls. Ass't.Supt.for |[Ass't.Supt.for |[Ass't. Supt.for
jBus .Affairs Personnel Curriculum &
Instruction
l.Ass't.sSupt. l.Dir. of l.Dir.of Schl. [i.pir.of Elem. Ed.
for Bus. Bldgs. and Com.Relations
. Affairs Grounds
2.Ass't.supt. 2.Dir.of Schl. [2.Sr.High Schl.2.Dir.of Phys .EQ.,
; for Per- Lunch Pro- Principal Health, &
sonnel gram Athletics
" 3.Ass't.Supt. 3.Jr.High Schl.3.Coordinator of
for Curri- Principal ILibrary Ser-
culum and vices
Instruction
4.Dir.of Data 4 .A-V Specialist
Processing
5.Coordinator of
Guidance and
Counseling Ser-
vicdks
a
6 .Head Nurse
7.Supervisor of
Social Services
& Attendance
8.Art Coordinator
9.Music Coordinator
ﬁO.Sci. Coordinator
Dir.of Elem.Educ. Sr. High School |Jx». High School Principal
Principal
1.A11 Elem. l.Ass't. Princi-{l.Ass't. Principal(s)
Principals pals ‘
| g
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DATE

IMMEDIATE SUPERIOR'STICOMMENT AND "SIGNATURE
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DATE

APPRAISAL TEAM MEMBER'S COMMENT AND SIGNATURE
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OTHER COMMENTS (Superintendent, Assistant Superintendent, Director)
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SUMMARY REPORT OF APPRAISAL

Name of Administrator

Administrative Position Year
I. Evaluation of Achievement of Specific Objectives:
(Describe specific evidence of attainment)
II. Record of Conference (Dates, Activitics, help rendered)
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IITI. Goals and Objectives Recommended to the Appraisee for
the next year by the Appraisal Team

IV. Comment by Appraisee:

7. fignatures (Signature indicates completion of appraisal;
not necessarily agreement with the appraisal)

Appraise=s

Immediate Superior

Member of Appraisal Team

Date

60
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I.

iv, C.
SUMMARY REPORT OF OVERALL APPRAISAL

Recommendation by Immediate Superior for Further Action:
(Include a summary evaluation of the appraisee's over-
all administrative performance in relation to the
descriptions of administrative performance described
in Section II and his formal job description.)

€1




II. Comments by Appraisee:

III. Signatures (

Signature indicates appraisee has read
this report;

not necessarily agreement with appraisal)

Appraisee

Immediate Superior

Date

IV. Action Recommended or Taken by Superintendent:

Signature

62 ‘Date

O
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