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1.0 OVERVIEW 
 
 
1.1 Focus on Educational Improvement 

 
In order to ensure an excellent school system, one that provides opportunities for all children to learn, the DeSoto Parish 
School System has developed a philosophy of work for its employees. The DeSoto Parish Public School System recognizes 
that if it is to provide an excellent educational environment for its students, it must also provide an environment conducive to 
professional growth for its employees: one that is related to educational goals at the State level as well as the district and 
school building level; one that stimulates creativity and encourages new ideas; one that is flexible enough to allow for 
employee originality and experimentation; and one that nurtures the development of the master teacher as well as support for 
the professional development of the new teacher. 

 
The DeSoto Parish School System will administer this Personnel Evaluation Plan in compliance with provisions of this 
legislation and Bulletin 130. 

 
1.2 Guidelines of the Program 

A. As required by R.S. 17:391.2, et seq., all local educational agencies (LEAs) in Louisiana developed accountability  plans 
to fulfill the requirements as set forth by the laws. Specifically, Act 621 of 1977 established school accountability programs for 
all certified and other professional personnel. Act 9 of 1977 established a statewide system of evaluation for teachers and 
principals. Act 605 of 1980 gave the Louisiana Department of Education (LDE) the authority to monitor the LEAs' personnel 
evaluation programs. Act 54 of 2010 requires that measures of student growth be incorporated into teachers’ and administrators’ 
evaluations and represent fifty percent of their final rating. In addition, Act 54 of 2010 requires that all teachers and 
administrators receive annual evaluations. In passing these Acts, it was the intent of the legislature to establish within each LEA 
a uniform system for the evaluation of certified and other professional personnel. 

B. The guidelines to strengthen local teacher evaluation programs include the Louisiana Components of Effective  Teaching 
and were entitled “Toward Strengthening and Standardizing Local School Districts’ Teacher Evaluation Programs.” The 
guidelines were approved by the Louisiana Board of Elementary and Secondary Education (BESE) in September 1992. These 
guidelines along with the requirements of the local accountability legislation form the basis for the local evaluation programs. 

C. BESE also authorized the convening of the Louisiana Components of Effective Teaching (LCET) Panel in spring of 1992. 
The charge of the panel was to determine and to define the components of effective teaching for Louisiana's teachers. Reviewed 
and revised in the late 90s and 2002, the components are intended to reflect what actually takes place in the classroom of an 
effective teacher. The original 35 member panel was composed of a majority of teachers. The resulting Louisiana Components 
of Effective Teaching, a descriptive framework of effective teacher behavior, was intended to be a uniform element that served 
as evaluation and assessment criteria in the local teacher evaluation programs. 

D. In 1994, Act I of the Third Extraordinary Session of the 1994 Louisiana Legislature was passed. Act I amended and 
reenacted several statues related to Local Personnel Evaluation. In April 2000, Act 38 of the Extraordinary Session of the 2000 
Louisiana Legislature was passed. Act 38 amended, enacted, and repealed portions of the legislation regarding the local 
personnel evaluation process. While local school districts are expected to maintain the elements of the local personnel 
evaluation programs currently in place and set forth in this document, Act 38 eliminated the LDE's required monitoring of the 
local implementation. Monitoring of local personnel evaluation programs is to occur as requested by BESE. 

E. In August 2008, BESE approved the Performance Expectations and Indicators for Education Leaders to replace the 
Standards for School Principals in Louisiana, 1998 as criteria for principal evaluation. 
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1.3 Purposes of Personnel Evaluation 
 

The DeSoto Parish School System recognizes the need to fully implement Bulletin130—Regulations for the Evaluation and 
Assessment of School Personnel if it is to fulfill the expectations of this community and the State of Louisiana. 

 
The philosophy of the DeSoto Parish School System stems from the belief that all students can learn, that good teaching 
increases the opportunities for learning, and that a collegial, collaborative relationship between an evaluatee and evaluator 
creates the appropriate climate for effective teaching.  To support this relationship, the purposes of the evaluation program  are 
explained and discussed with all evaluatees. 

 
To that end, the DeSoto Parish School System has developed its District Strategic Plan that includes district wide goals. Each 
school submits annually a Plan for Student Success that addresses goals that are reflective of the district’s District Strategic 
Plan. Therefore, personnel evaluation in this parish is viewed as a process to encourage employees to develop Individual Growth 
Plans that reflect the goals of both the district and school. 

 
The philosophy of principal evaluation in the DeSoto Parish School System embraces the belief that an effective principal 
works with staff to identify school goals. These goals promote the enhancement of student learning. The effective school leader 
maintains a safe and orderly school environment and creates (promotes) a positive school atmosphere where staffs are 
empowered to make decisions collaboratively regarding the school’s programs. Effective principals are visible, positive role 
models who are respected by staff, students, and the school community. They are leaders who encourage by example, ongoing 
professional development of those around them. They promote leadership in others so all can learn to lead.  They  are fair and 
consistent, yet flexible enough to be creative problem-solvers and risk-takers. The DeSoto Parish School System believes that 
this philosophy captures the essence of the effective principal and will serve as the foundation for the principal evaluation 
process. The purposes of the DeSoto Parish evaluation and assessment regulations are as follows: 

 
The purposes for which personnel evaluation will be used in Louisiana are as follows: 

 
A. to  support  performance  management  systems  that  ensure  qualified  and  effective  personnel  are  employed         

in instructional and administrative positions; 
 

B. to enhance the quality of instruction and administration in public schools; 
 

C. to provide procedures that are necessary to retain effective teachers and administrators and to strengthen the formal 
learning environment; and 

 
D. to foster continuous improvement of teaching and learning by providing opportunities for targeted 

professional growth and development. 

1.4 Framework for LEA Personnel Evaluation Programs 

A. The DeSoto Parish School System has the responsibility of providing an appropriate program for the evaluation of 
certified and other professional personnel employed within the system. 

B. The Local Personnel Evaluation Plans defined by the School Board shall include, at a minimum, the following elements: 

1. Job Descriptions. All job descriptions shall contain the criteria for which the teacher or administrator shall be 
evaluated. 

2. Individual Growth Planning Process.  The DeSoto Parish Public School System shall design and provide 
guidelines for teachers and administrators to develop an Individual or Professional Growth Plan with their 
evaluators. The plans must be designed to assist each teacher or administrator in demonstrating effective 
performance, as defined by Bulletin 130. Each plan will include objectives as well as the strategies that the 
teacher or administrator intends to use to attain each objective. 

 
Each teacher and administrator develops a professional growth plan at the beginning of the evaluation period,  
using the individual / professional growth plan form developed by NIET (TAP rubric) and the LDOE available in the    
Human Capitol Information System (HCIS or CIS).   Plans will cover a period of one school/fiscal year.  It is the  
responsibility of the evaluator to make sure that each  covered employee prepares an individual or professional  
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growth plan.  Teachers will develop an Individual Growth Plan (IGP) as required by the Teacher and Student  
Advancement Program (TAP).  Counselors will develop a Professional Growth Plan (PGP).  
 
The employee and the evaluator agree on a written plan for the employee’s professional development. Teachers,  
librarians, counselors, and administrators will utilize the approval process in CIS.   
 
 
DEVELOPING THE INDIVIDUAL GROWTH PLAN (IGP for TAP) 

 
Teachers, with the support of the master and lead teachers, use the school plan, cluster goals and any 

teacher evaluation information from past observations to establish IGP goals focused on an identified student need 

and an indicator from the TAP Instructional Rubric they need to further develop. They also plan for how they will 

apply cluster learning and grow in their own area of identified need. Periodically, during the Leading sessional 

with master/Lead teachers and as an independent practice, teachers review their IGP goal, update instructional 

activities and follow-up support, and recorded student results and their progress in an area of refinement. 

At the end of each cycle and / or IGP (A teacher’s IGP will usually follow the 

length of a cluster cycle, but this may differ based on the growth and need of the individual teacher’s students): 

Teacher analysis results from data and reflects on successes and necessary “next steps. 

The IGP includes: 

The teachers’ individual goal written in terms of student achievement and aligned to school and cluster goal 

with supporting area from the TAP Instructional Rubric. 

References of pre-test data from students’ identified need as well as the teacher’s score for area of identified 

need (area of refinement) from the TAP Instructional Rubric that supports the IGP goal 

References specific strategies (activities) aligned to the students’ identified need the teacher implements in the 

classroom and how implementation is supported by the Master / Lead Teacher. 

References how the teacher continually monitors student achievement following each implementation (evidence 

of implementation). 

References post-test data for students and the teacher’s score in the area of refinement. 

The Individual Growth Plan is for a specific period of time in which the teacher is focused on improving student 

achievement in a specific area as opposed to a plan that expands the school year. 
 

3. Observation/Data Collection Process. 
The evaluator or evaluators of each teacher and administrator shall conduct observations of teacher and administrator 
practice sufficient to gain a complete picture of performance and impart individualized feedback each year. This shall 
include a minimum of two observations per academic year and may include more observations, particularly for  teachers 
or administrators that are not meeting expectations. At least one of these observations shall be announced and shall 
include a pre- and post-observation conference. One of the observations may be waived for teachers who have earned a 
rating of Highly Effective according to the value-added model in the previous year. Following all observations, evaluators 
shall provide evaluatees with feedback, within 10 school days following the observation, including areas for 
commendation as well as areas for improvement. Additional evidence, such as data from periodic visits to the school 
and/or classroom as well as written materials or artifacts, may be used to inform evaluation. 
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4. Professional Development and Support. The Desoto Parish Public School System shall provide multiple 
opportunities for teachers and administrators to receive feedback, reflect on individual practice, and consider 
opportunities for improvement throughout the academic year, and shall provide intensive assistance plans  to 
teachers and administrators, according to the requirements set forth in Bulletin 130. 

 
5. Grievance Process. A description of the procedures for resolving conflict and/or grievances relating to evaluation 

results in a fair, efficient, effective, and professional manner shall be included in the process. When a 
disagreement over the results of an observation or evaluation arises, the employee and evaluator will use the 
procedures provided in 210 utilizing the PEP grievance form to resolve the conflict in a fair, efficient, effective 
and professional manner.   

 
 

 
 
 

2.0 PERSONNEL EVALUATION 
2.1 Overview of Personnel Evaluation 
In addition to the criteria shown on job descriptions for teachers and other certified professionals, the following 
information will be used as evaluation criteria by DeSoto Parish Public School System. 
A. Personnel evaluation for teachers, librarians, counselors, and school-based administrators shall be composed of two 

parts. Fifty percent of the evaluation shall be composed of applicable measure(s) of growth in student learning. The 
remaining 50 percent shall be based upon a qualitative assessment of teacher or administrator performance. 

1. For teachers, data derived from the value-added assessment model shall be a factor in measuring growth in student 
learning for grade levels and subjects for which value-added data are available.  If value-added data are available, 
growth in student learning (50 percent of the total score) shall be comprised of 35 percent value-added data and 
15 percent student learning targets.  If value-added data are not available, growth in student learning shall be 
comprised of 50 percent student learning targets.  For administrators, the 50 percent of the evaluation based upon 
growth in student learning shall incorporate a school-wide measure of growth and goal setting for principals is 
subject to §2D of this bulletin. 

Teachers, librarians, counselors, and school-based administrators will utilize the SLT Template found the 
LDOE Compass Information System (CIS) to write and set their SLTs.  The evaluatee and evaluator establish 
achievement ranges and a scoring plan for each SLT.  The final Student Growth Score will be determined by an 
average of the evaluatee’s SLT scores 

 
 

2. The 50 percent of the evaluation that is based on a qualitative measure of teacher, librarian, counselor, and 
administrator performance shall include a minimum of two observations or site visits: one formal, announced 
observation or site visit and at least one other informal, observation or site visit. This portion of the evaluation 
may include additional evaluative evidence, such as walk-through observation data and evaluation of written work 
products. 

B. The combination of the applicable measure of growth in student learning and the qualitative assessment of 
performance shall result in a composite score used to distinguish levels of overall effectiveness for teachers, 
librarians, counselors, and administrators. 

2.2 Measures of Growth in Student Learning - Value-Added Model 
 

A. During the transition to English I, English II, Algebra I, and Geometry assessments having five levels of 
performance, teacher value-added data will not be available in 2017/18.  During this time, the departments shall 
provide transitional student growth data that may be used as a measure of student growth, at the evaluator’s 
discretion. LEA’s may define local rules pertaining to the use of such data. 

 
 
 

2.3 Measures of Growth in Student Learning – Non-Tested Grades and Subjects 

A. The State Department of Education shall expand the value-added model, as new state assessments become 
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available. 

B. For teachers, librarians, counselors, and administrators progress towards pre-determined student learning targets - 
as measured by state-approved common assessments, where available – shall inform the student growth component 
of the evaluation. Student learning targets shall include goals which express an expectation of growth in student 
achievement over a given period of time, as well as common measures for assessing attainment of those goals, such 
as an identified assessment and/or a body of evidence. 

C. Teachers: a minimum of two student learning targets shall be identified for each teacher. The department shall 
provide an evaluative tools for evaluators to use in assessing the quality and attainment of student learning targets. 

1. State-approved common assessments shall be used as part of the body of evidence measuring students’ attainment 
of learning targets, where available. At the beginning of each academic year, the State Department shall publish a 
list of state-approved common assessments to be used in identified non-tested grades and subject areas. 

2. Where no state-approved common assessments for NTGS are available, evaluatees and evaluators shall decide 
upon the appropriate assessment or assessments to measure students’ attainment of learning targets.  

3. The DeSoto Parish Public School System will define consistent student learning targets across schools and 
classrooms for teachers with similar assignments. 

D. Principals and Administrators: A minimum of two student learning targets shall be identified for each administrator. 

1. For principals, the LDE shall provide recommended targets to use in assessing the quality and attainment of both 
student learning targets, which will be based upon a review of “similar” schools. The LDE will annually publish 
the methodology for defining “similar” schools. 

2.   For Principals at least one learning target shall be based on overall school performance improvement in the 
current s    

  school year, as measured by the school performance score. 

3.   For principals, at least one learning target shall be based on growth in a component (e.g., ELA or math 
improvement)  of school performance score. 

 
4. Principals at schools with special populations (e.g., alternative school) or those that do not have grades with 

standardized testing and available value-added data (e.g., K-2 school) may define learning targets based on LDE 
guidance. 

 
 

E. The department shall provide annual updates to LEAs relating to: 
1. the expansion of state-standardized testing and the availability of value-added data, as applicable; 
2. the expansion of state-approved common assessments to be used to build to bodies of evidence for student 

learning where the value-added model is not available; and 
3. the revision of state-approved tools to be used in evaluating student learning targets. 

 
 

2.4 Observation Tools 
A. The Desoto Parish School Public School System shall utilize an observation tool to conduct a qualitative 

assessment of teacher and administrator performance, which shall represent the 50 percent of evaluations that is 
not based on measures of growth in student learning. 

 
 

B. Desoto Parish observation tools shall adhere to the following minimum requirements. 
1. The tool for teacher evaluation shall align to the Louisiana Components of Effective Teaching, The tool 

for administrator evaluation shall align to the Performance Expectations and Indicators for Educational 
Leaders, contained within Bulletin 125-Standards for Educational Leaders in Louisiana. 

a. The Louisiana Components of Effective Teaching and the Performance Expectations and Indicators for 
Educational Leaders may be reviewed as needed by the Department in collaboration with educators 
administering the evaluation system and appropriate third parties to determine the need for 
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modifications and their continuing utility. 
b. The BESE Board shall approve any changes made to the Louisiana Components of Effective 

Teaching and the Performance Expectations and Indicators for Educational Leaders. 
2. Observation tools shall provide an overall score between 1.0 and 4.0. Total scores on observation tools may 

include tenths of points, indicated with a decimal point. 
3. The DeSoto Parish School System will utilize the observation forms and tools in the HCIS system as well as 

the NIET TAP rubric. 
 
 

C. The State Department shall develop and/or identify model observation tools according to these minimum 
requirements, which may be adopted by LEAs. 

 
 

D. If the DeSoto Parish Public School System should decide NOT to use model observation tools developed or 
identified by the Department, the DeSoto Parish Public School System shall submit proposed alternate tools to 
the State Department for evaluation and approval. Any proposed alternate observation tools shall be submitted 
to the State Department, for approval. DeSoto Parish Public School System has been approved and will use the 
TAP instructional rubric for conducting Teacher observation/evaluation. The COMPASS rubric for Counselors. 
The DeSoto Parish Leadership Instrument will be used for Principal observation/evaluation and the CLAS 
(Classroom Assessment Scoring System) for Pre-Kindergarten and Kindergarten Teachers.  
 

E.  With the submission of proposed alternate observation tools, the DeSoto Parish School System may request a 
waiver to use competencies and performance standards other than those provided in the Louisiana Components 
of Effective Teaching and the Performance Expectations and Indicators for Educational Leaders.  Such requests 
shall include: 

a. a justification for how the modified competencies and performance standards will support 
specific performance goals related to educator and student outcomes; and 

b. an explanation of how the DeSoto Parish Public School System will ensure the reliability and validity 
of the alternate observation tool intended to measure the modified competencies and performance 
standards. 

2. The State Department may request revisions to proposed alternate observation tools to ensure their 
compliance with the minimum requirements set forth in this Bulletin. 

3. If requested, revisions to proposed alternate observation tools shall be submitted to the State Department 
by the DeSoto Parish Public School System. 

4. DeSoto Parish Public School System proposed alternate observation tools shall be either approved or denied 
by the State Department no later than August 1. 

5. Should the DeSoto Parish Public School System secure department approval for use of an alternate 
observation tool(s), then the System need not submit them for approval in subsequent years, unless the 
alternate observation tool(s) is revised, the Louisiana Components of Effective Teaching or Performance 
Expectations and Indicators for Educational Leaders are revised, or revisions to this section are approved by 
the BESE Board. 

2.5 Standards of Effectiveness 

The following Standards of Effectiveness will be used as scoring criteria by the DeSoto Parish Public School 
System as required by Louisiana State Bullettin 130. 

A. Teachers, librarians, counselors, and administrators shall receive a final composite score on annual evaluations to 
determine their effectiveness rating for that academic year. 

1. The 50 percent of evaluations that is based on student growth will be represented by a sub-score between 1.0 and 
4.0. 

2. The 50 percent of evaluations that is based on a qualitative assessment of performance will also be represented 
by a sub-score between 1.0 and 4.0. 

3. The final composite score for teachers and administrators shall be the average of the two sub-scores and shall be 
represented as a score between 1.0 and 4.0. 

10



B. The composite score ranges defining Ineffective, Effective (Emerging, Proficient, or Accomplished) and Highly 
Effective performance shall be as follows: 

 
Effectiveness Rating Composite Score Range 

 
Ineffective X<1.5 

 
Effective: Emerging 

 
1.5<X<2.5 

 
Effective: Proficient 

 
2.5<X<3.5 

 
Highly Effective 

 
3.5<X 

 
** Any educator receiving a rating of Ineffective in either the student growth or the qualitative performance 
component of the evaluation shall receive an overall final rating of Ineffective. 

C. TAP Instructional Rubrics: 5-Point Scale Conversion to Louisiana’s Four Levels of Effectiveness The TAP  
Instructional Rubrics utilize a 5-point rating scale, with a 5 indicating Exemplary, a 3 indicating Proficient, and a 
1 indicating Unacceptable. The TAP rubric includes 4 domains and 26 indicators across those four domains. An 
annual SKR (Skills, Knowledge, and Responsibility) Score is computed for each teacher evaluated using the TAP 
rubrics. The SKR is based on multiple observations by multiple trained and certified evaluators. 

To align the TAP rubric with the state’s adopted Standards of Effectiveness, it was necessary to develop a 
conversion chart for districts to apply when calculating and reporting data to the state for purposes of annual 
teacher evaluation composite scores. 

After analysis of the two rubrics (domains, components/standards, descriptors/critical attributes), review of the 
practice and application of the rubrics, and consideration of mathematical proportions, the following conversion 
methodology was defined: 

 

 
 

Rating SKR Range SKRs in TAP 

Highly Effective SKR > 3.5 4.0, 4.5, 5 

Effective Proficient 2.5< SKR < 3.5 3.0, 3.5 

Effective Emerging 1.5 < SKR < 2.5 2.0, 2.5 

Ineffective SKR < 1.5 1.0, 1.5 

 
 

It was further necessary to determine a number between 1 and 4, to the tenth place, to associate with each 
of the possible SKR scores (Professional Practice Score). This corresponding score is needed when 
calculating the teachers’ overall evaluation composite score: 

Professional Practice Score + Student Growth Score ÷  2 = Final Composite  Score 
 
 

2.6 Evaluators 
A. DeSoto Parish Public School System accountability relationships are defined clearly in writing.  These 

relationships are communicated effectively so that all certified and other professional personnel know who is 
accountable to whom for the purposes of personnel evaluation as indicated by the job description that is signed 
by the individuals. 

B. Evaluators of teachers shall be school principals, assistant principals, or the evaluatee’s respective supervisory 
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level designee. 
1. Other designees, such as instructional coaches and master/Lead teachers may conduct observations to help inform 

the evaluator’s assessment of teacher performance. These designees shall be recorded as additional observers 
within the accountability relationships register. 

C. Evaluators of administrators shall be DeSoto Parish School Board supervisors, Chief Academic Officers, 
Superintendents, or the evaluatee’s respective supervisory level designee. 

D. All evaluators shall be certified to serve as evaluators, according to the minimum requirements provided by the 
State Department. 

1. The State Department, its contractors, and DeSoto Parish Public School System with approved alternate 
observation tools shall serve as the sole certifiers of evaluators. 

2. The evaluator certification process shall include an assessment to ensure inter-rater reliability and accuracy of  
ratings, based on the use of the teacher or leader observational rubric. 

3. Evaluators on record must renew certification to evaluate annually. 
 
 
 

2.7 Professional Development 
A. The DeSoto Parish Public School System shall provide professional development to all teachers and 

administrators, based upon their individual areas of improvement, as measured by the evaluation process. 
Professional development opportunities provided by the System shall meet the following criteria: 

1. Professional development shall be job-embedded, where appropriate. 
2. Professional development shall target identified individualized areas of growth for teachers and administrators, 

based on the results of the evaluation process, as well as data gathered through informal observations or site 
visits, and DeSoto Parish School System shall utilize differentiated resources and levels of support accordingly. 

3. Professional development shall include follow-up engagement with participants, such as feedback on performance, 
additional supports, and/or progress-monitoring. 

4. Professional development shall include measureable objectives to evaluate its effectiveness, based on improved 
teacher or administrator practice and growth in student learning. 

B. Failure by the LEA to provide regular professional development opportunities to teachers and 
administrators shall not invalidate any results of the evaluation process. 

2.8 Intensive Assistance 
 

An intensive assistance program must conform to the guidelines listed below: 
A. An intensive assistance plan shall be developed by evaluators and evaluatees when an evaluatee has received an 

overall rating of Ineffective OR has consistently demonstrated Ineffective performance, as determined by the 
evaluator, prior to receiving such a rating. 

 
 

B. An intensive assistance plan shall be developed with the evaluatee within 15 school days of an evaluation resulting 
in the initiation of the intensive assistance plan. 

 
 
 

C. The evaluatee shall be formally re-evaluated within one calendar year of the initiation of the intensive assistance 
plan. The evaluatee may be re-evaluated as needed, as determined by the principal, supervisor or designee during 
the intensive assistance plan timeframe. These evaluations may be formal and/or informal in nature and must be 
documented on the appropriate evaluation form(s). 

 
 

D. If the evaluate is determined to be Ineffective after a formal evaluation conducted immediately upon completion of 
the intensive assistance plan or if the intensive assistance plan is not completed in conformity with its provisions, 
the DeSoto Parish Public School System shall initiate termination proceedings within six months following such 
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unsatisfactory performance. 
 
 
 

E. The intensive assistance plan shall be developed collaboratively by the evaluator and the evaluatee and must contain 
the following information: 

1. what the evaluatee needs to do to strengthen his/her performance including a statement of the objective(s) to be 
accomplished and the expected level(s) of performance according to student growth and/or qualitative measures; 

2. an explanation of the assistance/support/resource to be provided or secured by the school district and/or 
the school administrator; The Desoto Parish Public School System will offer professional development 
support to meet the objectives of this plan. With complete regard to all due process rights, plans will be 
made jointly by the evaluator and evaluatee to provide assistance in developing skills necessary to fulfill 
the job responsibilities of the evaluatee.  Specific assistance programs could possibly include but are 
not limited to: 

• Inter-school and intra-school classroom visitation and/or observations; 
 

• Demonstration instruction by other professionals; 
 

• Preview by supervisor of detailed lesson plans; 
 

• Observation by supervisor; 
 

• Utilization of community resources; 
 

• Special in-service meetings and training programs; 
 

• Voluntary peer assistance or selection of a Lead; 
 

• Academic assistance, i.e., consultation, course work, and applicable research; 
 

• Inter-or intra-school teaching/classroom observations; 
 

• Use of the Strategies for Effective Teaching 
 

• Professional reading, writing, and viewing of professional videos; 
 

• Programs of on-the-job training; 
 

• Others as agreed upon 
 

3. the date that the assistance program shall begin; 

4. the date when the assistance program shall be completed; 

5. the evaluator's and evaluatee's signatures and date lines (Signatures and dates shall be affixed at the time the 
assistance is prescribed and again after follow-up comments are completed.); 

6. the timeline for achieving the objective and procedures for monitoring the evaluatee's progress (not to exceed one 
calendar year); 

7. an explanation of the provisions for multiple opportunities for the evaluatee to obtain support and feedback on 
performance (The intensive assistance plans shall be designed in such a manner as to provide the evaluatee with more 
than one resource to improve.); and 

8. the action that will be taken if improvement is not demonstrated. 
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Completed intensive assistance plans and appropriate supporting documents, such as observations, correspondence, and 
any other information pertinent to the intensive assistance process, shall be filed in the evaluatee's single official file at 
the central office. The evaluatee shall receive a copy of the signed intensive assistance plan and any supporting 
documents. 
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2.9 Due Process and Grievance Procedures 

A. The DeSoto Parish Public School System grievance procedures to address the following components of due process are 
as follows: 

1. The evaluatee shall be provided with a copy of his/her evaluation results no later than 15 days after the final evaluation 
rating is determined and shall be entitled to any documentation related to the evaluation. 

2. Upon the request of the evaluatee, a meeting between the evaluatee and the evaluator shall be held after the evaluation 
and prior to the end of the academic year to discuss the results of the evaluation (this discussion will concern the 
reinforcement and refinement areas from the evaluatee’s post observation conference). 

3. The evaluatee shall be entitled to provide a written response to the evaluation, to become a permanent attachment to 
the evaluatee’s single official personnel file. The response may be a signed statement clarifying or rebutting the issue(s) 
in question and must be submitted within fifteen (15) working days after receipt of the dated evaluation. 

4. The evaluatee will receive a copy of the post observation conference results 

5. The evaluatee has the right to receive proof, by documentation, of any item contained in the evaluation or the 
assessment that the evaluatee believes to be inaccurate, invalid or misrepresented. If documentation does not exist, the 
item in question is amended or is removed from the evaluation. It must be noted, however, that it is always incumbent 
upon the evaluator to comment on and document specific needs in the evaluation report. 

6. The evaluatee is provided with ample assistance to improve performance. 

7. The evaluatee may request that an evaluation be conducted by another source, such as a member of the Central  Office 
staff, another certified evaluator or administrator from within the Desoto Parish School System. 

8. The evaluatee shall be entitled to grieve to the superintendent or his/her designee, if the conflict in question is not 
resolved between evaluatee and evaluator. The evaluatee shall be entitled to representation. 

9. Copies of the evaluation results and any documentation related thereto of any school employee may be retained by the 
DeSoto Parish Public School System, the BESE Board, or the State Department and, if retained, are confidential, do 
not constitute a public record, and shall not be released or shown to any person except as provided by law. 

B. Failure by the DeSoto Parish Public School System to adhere to the requirements of this section shall be a grieveable 
matter. 

2.10 Staff Development for Personnel Involved in Evaluation 

A. The DeSoto Parish Public School System shall provide training on a continuing basis for all staff involved in the 
evaluation process (i.e., district level administrators and supervisors, principals and assistant principals, and other 
observers, and classroom teachers). It is recommended that all training concentrate on fostering the elements listed below: 

1. a positive, constructive attitude toward the teacher and administrator evaluation process; 

2. a knowledge of state laws and DeSoto Parish Public School System policies governing the evaluation process for 
teachers and administrators, along with the associated procedures for intensive assistance and due process; 

3. an understanding of the Louisiana Components of Effective Teaching or an approved modified set of teacher 
competencies and performance standards; 

4. an understanding of the Performance Expectations and Indicators for Educational Leaders or an approved modified set 
of leader competencies and performance standards; 

5. an understanding of the measures of growth in student learning, as adopted by the BESE Board; and 

6. an understanding of the process for calculating a composite score to determine final effectiveness ratings for teachers 
and administrators. 

7. data collection skills necessary to document a teacher’s performance accurately; 

8. data analysis skills necessary to make accurate judgments about a teacher’s performance; 

9. conferencing skills necessary to provide clear, constructive feedback regarding a teacher’s performance; 

10. skills in developing and facilitating meaningful individual growth plans that strengthen teaching effectiveness; and, 
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11. skills in writing effective evaluations and reports that document how evaluation and assessment has impacted the 
quality of the teaching-learning process in the classroom. 

B. All personnel involved in the teacher evaluation will receive instructions on how to access the DeSoto Parish Public 
School System’s Guidelines for Personnel Evaluation.  Staff development is documented in the following ways: 

1. School Improvement Plan Evaluation Reports 

2. District and School Reports 

3. Parish In-Service Days 

The DeSoto Parish Public School District provides training for all staff involved in the teacher evaluation 
process (i.e., district level administrators and supervisors, principals and assistant principals, administrative 
assistants, master and Lead teachers, and other designated school personnel, and classroom teachers). The 
training is supported by the National Institute on Excellence in Teaching (NIET) and the LDOE TAP State Team. 
Initial training will be provided during the summer of 2012 to familiarize all staff on the Teacher Advancement 
Program (TAP) Instructional Rubric which will be used as the evaluation instrument for all teacher evaluations in 
the DeSoto Parish School System. To measure teaching skills, knowledge and responsibilities, TAP has defined a 
set of professional indicators required of teachers. A comprehensive rubric has been developed to measure 
teachers’ performance in each of those indicators. 

 
TAP’s Teaching Skills, Knowledge and Responsibility Standards are divided into four domains. Within 

each domain, performance indicators are listed with bulleted descriptors and a rubric specifying three performance 
levels for measuring actual teacher performance.  Teachers earn a score of 1,2,3,4, or 5 for each indicator. 

 
Teaching Skills, Knowledge and Responsibility Performance Standards 

1. Designing and Planning Instruction 
a. Instructional Plans 
b. Student Work 
c. Assessment 

2. The Learning Environment 
• Expectations 
• Managing Student Behavior 
• Respectful Culture 

3. Implementing Instruction 
a. Standards and Objectives 
b. Motivating Students 
c. Presenting Instructional Content 
d. Lesson Structure and Pacing 
e. Activities and Materials 
f. Questioning 
g. Academic Feedback 
h. Grouping Students 
i. Teacher Content Knowledge 
j. Teacher Knowledge of Students 
k. Thinking 
l. Problem Solving 

4. Responsibilities 
a. Staff Development 
b. Instructional Supervision 
c. School Responsibilities 
d. Leading 
e. Community Involvement 
f. Growing and Developing Professionally 
g. Reflecting Upon Teaching 
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This training will review the follow criteria related to teacher evaluation using the TAP Rubric: 
• Explanation of Rubric Indicators 
• Inter-Rater Reliability 
• Preventing Score Inflation 
• Post Conferences 
• Reinforcement & Refinement Areas 
• Conference Scoring Rubric 
• Follow-Up/Evidence Activities 
• Value-added calculations 
• Individual Growth Plan 

 
All persons involved in the observation/evaluation of teachers will become certified to evaluate teachers 
(yearly certification process) and acquire knowledge of state guidelines and policies governing the evaluation 
process and associated due process procedures through: 

• District-level & School level in-service 
• State Networking Meetings 
• Webinars 
• District evaluation handbook(will include job description and evaluation forms) 

 
All persons involved in teacher observation/evaluation process will receive a copy of the district’s personnel 
evaluation program, including the philosophy and purposes, criteria, and procedures. DeSoto Parish School 
Board will provide further training in the following areas to help in the development of each school leadership 
team in order to improve student achievement through improved teacher quality: 

• Student Learning Targets 
• Data Analysis 
• Steps for Effective Learning 
• Roles/Responsibilities of Leadership Teams 
• TAP Portal 

 
 

2.11 Evaluation Records Guidelines 

A. Copies of evaluation results and any related documentation shall be retained by the DeSoto Parish Public School 
System. IGP’s and Self Evaluations are maintained at the school site per the TAP model. 

B. All such files shall be confidential and shall not constitute a public record. 

C. Such files shall not be released or shown to any person except: 

1. the evaluated employee or his/her designee; 

2. authorized school system officers and employees for all personnel matters, including employment application, and for 
any hearing, which relates to personnel matters, which includes the authorized representative of any school or school 
system, public or private, to which the employee has made application for employment; and 

3. for introduction in evidence or discovery in any court action between the local board and a teacher when: 

a. the performance of the teacher is at issue; or 

b. the evaluation was an exhibit at a hearing, the result of which is being challenged. 

D. Any local board considering an employment application for a person evaluated pursuant to this Bulletin shall  request  such 
person’s evaluation results as part of the application process, regardless of whether that person is already employed by that 
school system or not, and shall notify the applicant that evaluation results shall be requested as part of this mandated process. 
The applicant shall be given the opportunity to apply, review the information received, and provide any response or 
information the applicant deems applicable. 
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E. The State Superintendent of Education shall make available to the public the data specified in R.S. 17:3902(B)(5) as may 
be useful for conducting statistical analyses and evaluations of educational personnel. However, the Superintendent shall 
not reveal information pertaining to the evaluation report of a particular employee. 

F. Public information may include school level student growth data, as specified in R.S. 17:3902(B)(5). 

G. Nothing in this section shall be interpreted to prevent de-identified student growth data from public view. 
 
 

2.12. Job Descriptions 

A. The Local Personnel Evaluation Plan shall contain a copy of the job descriptions currently in use in the DeSoto Parish 
Public School System. The DeSoto Parish Public School System shall establish a competency-based job description for 
every category of teacher and administrator pursuant to its evaluation plan. The chart that follows identifies a minimum 
listing of the categories and titles of personnel for which job descriptions must be developed. 

 
Personnel Category Position or Title 

 
 
 
 
 
 
 

Administration 

1. Superintendent 
2. Assistant Superintendent 
3. Director 
4. Supervisor 
5. Coordinator 
6. Principal 
7. Assistant Principal 
8. Any employee whose position does not require certification 
but does require a minimal education attainment of a bachelor's 
degree from an accredited institution of higher learning 
9. Any employee whose position requires certification, but 
whose title is not given in this list 
10. Any employee who holds a major 
management position, but who is not 
required to have a college degree or certification 

 
Instructional Personnel 

1. Teachers of Regular and Sp. Ed. students 
2. Special Projects Teachers 
3. Instructional Coaches and/or Master Teachers 

 
 
 
 
 

Support Services 

1. Guidance Counselors 
2. Librarians 
3. Therapists 
4. Any employee whose position does not require certification 
but does require a 
minimal educational attainment of a bachelor's degree from an 
accredited institution of higher learning 
5. Any employee whose position requires certification, but 
whose title is not given in this list 
6. Any employee who holds a major management position, but 
who is not required to have a college degree or certification 

 
B. The competency-based job description shall: 

1. Be grounded in performance; 

2. Include job tasks that represent the essential knowledge, skills and responsibilities of an effective teacher or 
administrator that lead to growth in student achievement; 

3. Be reviewed regularly to ensure that the description represents the full scope of the teacher’s or administrator’s 
responsibilities; and 

4. Be distributed to all certified and professional personnel prior to employment. If said job description is modified based 
on the district’s annual review, it must be distributed to all certified and professional teachers and leaders prior to the 
beginning of the next school year. 

 
 

C. The following components shall be included in each job description developed: 

1. position title; 

2. overview of position; 
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3. position qualifications shall be at least the minimum requirements as stated in Bulletin 746—Louisiana 
Standards for State Certification of School Personnel (The qualifications shall be established for the position, rather 
than for the employee); 

4. title of the person to whom the employee reports; 
 

5. performance standards,  including statement on responsibility for growth in student learning; 

6. salary or hourly pay range; 

7. statement acknowledging receipt of job description; and 

8. a space for the employee’s  signature and date. 

NOTE: Job descriptions must be reviewed annually. Current signatures must be on file at the central office in the single 
official file to document the annual review and/or receipt of job descriptions. 

 

2.13 Extenuating Circumstances 
A. For any year in which a school temporarily closes  due  to  natural  disasters  or  any  other  unexpected  events,  districts 

may request invalidation of student achievement growth data with relation to the value-added assessment model by 
submitting a letter to the State Superintendent of Education. The State Superintendent of Education shall publish annually 
the process and timeline for making such request. 

B. Evaluation results shall be invalidated for any teacher or administrator with 60 or more excused absences in a given 
academic year, due to approved extended leave, such as maternity leave, military leave, extended sick leave, or sabbatical 
leave. 

C. For approved leave of fewer days and for any other extenuating circumstances that significantly compromise an 
educator’s opportunity to impact student learning, educators, on their own behalf districts superintendents, or CEOs may 
request invalidation of student achievement growth data with relation to the value-added assessment model by submitting 
such requests in a report to the State Superintendent of Education. The State Superintendent of Education shall publish 
annually the process and timeline for making such requests. 

D. In cases where value-added data is invalidated, the teacher’s principals or designee shall have discretion to the evaluation 
rating, based on the evidence available from students learning targets and observations. 

 
 

2.14 Charter School Exceptions 
A. Charter governing authorities are subject only to §301, §303, §305, §307, §309, §325, §329, and §701 of this Bulletin. 
B. Each charter governing authority shall terminate employment of any teacher or administrator determined not to meet 

standards of effectiveness for three consecutive years. 
 
 
 

3.0 Reporting and Monitoring 
3.1 Annual Summary Reporting Format 

A. The DeSoto Parish Public School System will submit an annual personnel evaluation report of the most recent academic 
year to the State Department by July 15th. Information included in the reporting format reflects data deemed necessary 
in presenting annual reports to the State Department, as well as to the LEAs. The reporting of such information includes 
a variety of responses directed toward the collection of data useful to an analysis of the evaluation process from a 
statewide perspective. Items that are reported by the LEAs on forms provided by the State Department include, but are 
not limited to, the following items: 

1. individual-level teacher evaluation results, by teacher; 

2. the number of certified and other professional personnel, by categories, who were evaluated as performing 
ineffectively; 
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3. the number of certified and other professional personnel, by categories, who were terminated because of not having 
improved performance within the$ specified time allotment (Include the reasons for termination.); 

4. the number of certified personnel, by categories, who improved (from ineffective to effective) as a result of the 
evaluation process. 

5. the number of formal grievances filed as a result of ineffective performance ratings or disagreement with evaluation 
results; and 

6. the number of evaluatees who received intensive assistance. 

B. The department shall annually report on the performance of administrators and teachers. Such reporting and monitoring 
shall include, but not be limited to the following: 

1. the percentage and number, where available, of administrators and teachers rated as highly effective, effective: 
proficient, effective: emerging, and ineffective; 

2. the percentage and number, where available, of teachers whose student growth ratings are increased or decreased, per 
§303.H of this bulletin, relative to the value-added model rating; and 

3. information on principal learning targets relative to those recommended by the LDE (e.g., percentage and number of 
principal learning targets that are above, at, or below the LDE recommended targets). 

 
 
 
 

 
4.1 Louisiana Components of Effective  
Teaching              

4.0 Appendices 

Louisiana’s Teaching Standards for both new and experienced teachers—the Louisiana Components of Effective 
Teaching – have been developed from the professional knowledge based on teaching and “craft knowledge” acquired 
by experienced educators. An advisory panel reviewed the professional knowledge based on teaching by examining 
research –based teacher assessment and evaluation documents from eight states. In addition, other experts on 
personnel evaluation were consulted, and recommendations were received from out –of-state and in-state review 
teams. The advisory panel also used the position paper of the Teacher Evaluation Advisory Commission to develop 
the criteria. The State Board of Elementary and Secondary Education (SBESE) approved the Louisiana Components 
of Effective Teaching. The following section contains the Louisiana Components of Effective Teaching. 

A. The chart below contains the Domains and Components which represent the Louisiana Components of Effective 
Teaching. 

 
Domain Component 

 
1.   Planning and Preparation 

 
1c. Setting Instructional Outcomes 

 
2.   The Classroom Environment 

 
2c. Managing Classroom Procedures 

 
3.   Instruction 

3b. Questioning and Discussion Techniques 
3c. Engaging Students in Learning 
3d. Using Assessment in Instruction 
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4.2 LOUISIANA LEADER COMPETENCIES AND PERFORMANCE STANDARDS  APPENDIX 
In August 2008, BESE approved the Performance Expectations and Indicators for Education Leaders to replace the 

Standards for School Principals in Louisiana as criteria for principal evaluation. 
 
 

The six performance expectations derive from the central concepts of the six ISLLC standards, augmented and 
updated to the current educational policy context. 

 

The Six (6) Performance Standards for Education Leaders are listed below: 
1. Visionary Leadership 
2. Instructional Leadership 
3. Organizational Management 
4. Collaborative Leadership 
5. Ethical Leadership 
6. Political Advocacy Leadership 

 
 

Educational leaders should not only have knowledge (understanding) of these standards, but also the standards 
should be observable in their disposition (attitudes & beliefs) and performance (actions). 

 
 

For more information on Performance Expectations and Indicators for Education Leaders, please go to 
http://www.State Standardso.org/Documents/2008/Peformance_Indicators_2008.pdf. 

 
 
 
 
 
 

The principal’s primary focus is to lead their school to excellence by demonstrating their ability to be the instructional 
leader of the school. Emphasis has been placed in the following areas by the Louisiana Department of Education 
through the COMPASS implementation: 

 
 

School Vision 
• Sets ambitious goals and a vision for achievement; invests teachers and students in that vision 

School Culture 
• Facilitates teacher collaboration 
• Develops a pipeline for teacher leaders 
• Creates and upholds systems which result in the orderly operation of the school 

Effective Instruction 
• Observes and provides feedback to teachers regularly 
• Ensures teachers set clear, measurable objectives aligned to the state approved standards 
• Ensures teachers use assessments reflective of rigor 
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4.3 Appendix C: 
Personnel Evaluation Glossary of Terms 

A.  In order that consistency in terminology is maintained on a statewide basis, the State Department has established a list 
of terms and definitions. Careful consideration of each should be given during the training and implementation of personnel 
evaluation programs. The definitions below must be adopted by all LEA’s. If additional terms are necessary in establishing a 
clear and concise understanding of evaluation procedures, they must be included in the LEA Local Personnel Evaluation 
Plan. 
Accountability—shared responsibility for actions relating to the education of children. 

Administrator—any person who serves in an academic leadership role at the school-level and is employed in a professional 
capacity other than a teacher, Principals, assistant principals, and academic deans shall be considered administrators 
according to this definition. . 

Beginning Teacher—any teacher in their first three years of the profession. 

Board—State Board of Elementary and Secondary Education. 

Certified School Personnel—those persons whose positions require certification. 

Charter School—an independent public school that provides a program of elementary and/or secondary education established 
pursuant to and in accordance with the provisions of the Louisiana Charter School Law to provide a learning environment 
that will improve student achievement. 

Classroom visitation—an informal visit to a classroom of sufficient duration to monitor progress toward achievement of 
professional growth plan objectives and to provide support or assistance. 

Common assessment—a state-approved assessment to be used for measuring student growth in grades and subjects where 
value-added data is not available. 

Components of Effective Teaching—the elements of teaching performance defined by the board in formal, recognized 
collaboration with educators and other stakeholders involved in education, to be critical to providing effective classroom 
instruction. 

Competencies—skills, knowledge, and abilities required to demonstrate a particular level of performance. 

Criteria—demonstrable levels of performance upon which a judgment may be based. 

Department—Louisiana Department of Education 

Due Process—fair and impartial treatment, including notice and an opportunity to be heard. Including, but not limited to, the 
1st, 5th, and 14th amendments to the Constitution of the United States, Section 1983 of the Civil Rights Act of 1871, Title VII 
of the Civil Rights Act of 1964, and Title IX of the Educational Amendment of 1972, relative to substantive and procedural 
requirements. 

 
Duties—those functions and tasks normally required of a position as assigned and/or described in the job description that are 
necessary to enable the class, school, or school district to accomplish objectives 

Educational Leader—a person who is certified to serve in any school or district leadership capacity with the exception of 
Superintendent. 

Evaluation—process by which a local board monitors continuing performance of its teachers and administrators annually, by 
considering judgments concerning the professional accomplishments and competencies of a certified employee, as well as 
other professional personnel, based on a broad knowledge of the area of performance involved, the characteristics of the 
situation of the individual being evaluated, and the specific standards of performance pre-established for the position. 

Evaluatee—teacher or administrator undergoing evaluation 

Evaluator—one who evaluates; the school principal or assistant principal or respective supervisory level designees charged 
with evaluating teachers or the superintendent or other LEA-level supervisor charged with evaluating administrators. 

Formal Site Visit—an announced site visit by an administrator’s evaluator, that is preceded by a pre-visit conference and 
followed by a post-visit conference in which the administrator is provided feedback on his/her performance. 

Grievance—a procedure that provides a fair and objective resolution of complaint by an evaluatee that the evaluation is 
inaccurate due to evaluator bias, omission, or error. 
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Intensive Assistance Plan—the plan that is implemented when it is determined, through the evaluation process, that personnel 
have not meet the standards of effectiveness. This plan includes the specific steps the teacher or administrator shall take to 
improve; the assistance, support, and resources to be provided by the DeSoto Parish Public School System; an expected 
timeline for achieving the objectives and the procedure for monitoring progress, including observations and conferences; and 
the action to be taken if improvement is not demonstrated. 

Job Description—a competency-based summary of the position title, qualification, supervisor, supervisory responsibilities, 
duties, job tasks, and standard performance criteria, including improving student achievement, that specify the level of job 
skill required. Space shall be provided for signature and date. 

Local board—governing authority of the local education agency, parish/city school or local school system. 

Local Education Agency (LEA)—city, parish, or other local public school system, including charter schools. 

Non-Instructional Certified and Other Professional School Personnel-those DeSoto Parish Public School System personnel 
who do not provide classroom instruction. 

Non-Tested Grades and Subjects (NTGS)—grades and subjects for which a value-added score is not available for teachers or 
other certified personnel. 

Objective—a devised accomplishment that can be verified within a given time, under specifiable conditions, and by evidence 
of achievement. 

Observer—one who gathers evidence to be used in the evaluation process through the observation of educator performance. 

Performance Expectations—the elements of effective leadership approved by the board that shall be included as evaluation 
criteria for all building-level administrators. 

Performance Standards—the behaviors and actions upon which performance is evaluated. 

Philosophy-a composite statement of the relationship between the individual and society based upon the beliefs, concepts, 
and attitudes from which the goals and objectives of the DeSoto Parish Public School System are derived. 

Principal’s Designee-an assistant principal or other administrator who is assigned by the principal to observe and evaluate 
certificated and non-certificated personnel (the term “principal’s designee” does not include Administrative Assistant). 

Post-observation Conference—a discussion between the evaluatee and evaluator for the purpose of reviewing an observation 
and sharing commendations, insights, and recommendations for improvement. 

Pre-observation Conference—a discussion between the evaluatee and the evaluator which occurs prior to a formal 
observation; the purposes are to share information about the lesson to be observed and to clarify questions that may occur 
after reviewing of the lesson plan. 

 
Individual Growth Plan—a written plan developed to enhance the skills and performance of an evaluatee. The plan includes 
specific goal(s), objective(s), action plans, timelines, opportunities for reflection, and evaluation criteria. 

Self-Evaluation/Self-Reflection—the process of making considered judgments of one’s own performance concerning 
professional accomplishments and competencies as a certified employee or other professional person based upon personal 
knowledge of the area of performance involved, the characteristics of the given situation, and the specific standards for 
performance pre-established for the position; to be submitted by the evaluatee to the appropriate evaluator for use in the 
compilation of the individual’s evaluation. 

Single Official Personnel File-the single personnel file maintained by the Desoto Parish School Board’s Central Office 
(Human Resources office). At minimum, the contents of the single official personnel file must include: 1) documentation for 
the annual review or update of job descriptions, 2) copies of completed observations and evaluations, and 3) completed 
professional growth plans or evidence to support the initiation and annual review of long-term growth plans. 

Staff Development-process designed for groups of personnel with similarities and guided by school/district goals and plans; 
encourages collective growth in a common direction and leads to enhanced repertoire of skill/concepts. 

Standard Certificate—a credential issued by the state to an individual who has met all requirements for full certification as a 
teacher. 

Standard of Effectiveness—adopted by the State Board of Elementary and Secondary Education as the final composite score 
required for teacher or administrator performance to be considered effective. 
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Student Learning Target—a goal which expresses an expectation of growth in student achievement over a given 
period of time, as measured by an identified assessment and/or body of evidence. 

Teacher—any person who provides direct instruction or direct instructional support to students, to whom he/she has 
been formally assigned. Classroom teachers, special education teachers, librarians, and guidance counselors shall be 
considered teachers according to this definition. 

Teachers of Record— Educators who are responsible for a portion of a student’s learning outcomes within a 
subject/course. 

Value-Added – the use of prior achievement history and appropriate demographic variables to estimate typical 
achievement outcomes through a statistical model for students in specific content domains based on a longitudinal data set 
derived from students who take state-mandated tests in Louisiana for the purpose of comparing typical and actual 
achievement 
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June 2019          DP-9 
 

Desoto Parish School Board Director PGP 
 

• TO BE COMPLETED AND SUBMITTED WITH THE FINAL EVALUATION* 

 

_______________________________Date 

 

 

______________________________, Director of _______________________________ 

 

Professional Growth Plan objectives and strategies are developed and recorded in the DeSoto Mission plan document 
for each department (a digital copy of the Mission plan is on file with the Communication Coordinator).   Progress made 
toward the department mission plans are reviewed, refined, and discussed at the scheduled monthly leadership 
meetings for Self-Evaluation / Self-Reflection on the professional accomplishments.  

 

Self-Reflection Mission Plan Narrative: 

 

 

 

  

 

 

 

 

Director ______________________________________________Date_____________________ 

 

 

Superintendent _______________________________________Approved__________________ 

 

*DP-9 is submitted in lieu of: 
DP-10  IGP & Progress Report on Objectives 
DP-35  Self-Evaluation 
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School Year Revised July 2011 DP-10 
Originated DeSoto Parish Schools Page 1 

Location Experience in Job Description (0-3 or 4+) 

Circle 

Individual Growth Plan 
(Non-TAP) 

Employee_ Position 

Social Security #   XXX-XX-   
 

At least 2 objectives are required. This isobjective # _ of 2. 

I. Objective – What area do you want to strengthen? (1, 2, 4, 5, 6)*(See Criteria below)

II. Rationale – Why do you want to strengthen thisarea?

III. What is your Plan of Action? (3, 4, 5, 6)*(See Criteriabelow)

IV. What are the Criteria for Evaluation? (7)*(See Criteriabelow)

Signatures below must be dated to verify dates of development, yearly review, and completion of objectives. 

YR 1 _ 
Employee’s Signature Evaluator’s Signature Date Developed 

Reviewed: 

YR 2   
Employee’s Signature Evaluator’s Signature Date 

YR 3 _ 
Employee’s Signature Evaluator’s Signature Date 

_ _ _ 
Employee’s Signature Evaluator’s Signature Date Completed 

*Numbers correspond to the questions listed on the following page and should be considered when reviewing each
aspect of the Individual Growth Plan.

Note: Separate forms are to be used for each objective in the Growth Plan. 
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DP-10 
Page 2 

Questions to Consider When Reviewing 
Your Individual Growth Plan 

1. Is the plan based on a specific objective with outcomes that can be observed or
measured?

2. Does the objective strengthen professional performance and/or improve
student learning?

3. Does the plan include a time line for accomplishing the objective?

4. Does the plan support system, building, and/or departmental objectives?

5. Is the plan realistic and challenging?

6. Is the plan consistent with available and anticipated resources?

7. Does the plan include the means and criteria by which the objective will be evaluated?
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Year Objective Began  

Location  

DP-10 

DeSoto Parish School Board Page 3 

Individual Growth Plan 
(Non-TAP) 

Progress Report on Objectives 

Employee _ Position  

Social Security # XXX-XX_  

Objective: 

Evaluation Period: From Through  

This objective has been: □ Met or surpassed □ Partially attained □ Not attained

Comments: 

Objective: 

This objective has been: □ Met or surpassed □ Partially attained □ Not attained
Comments: 

I verify by my signature that the information in this document has been provided to and explained to me. 

Employee’s Signature Date 

Evaluator’s Signature Date 

Annual Review 
Date 

Signatures 
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DeSoto Parish School Board 

Pre-and Post-Observation Discussion Form 

Revised July 2011 DP-20 

School Announced Unannounced 

Employee Subject 

I. PRE-OBSERVATION DISCUSSION
A. Planning

B. Management

C. Instruction

D. Professional

Employee Signature Date 

Evaluator Signature and Position Date 

II. POST-OBSERVATION DISCUSSION

Employee Signature Date 

Evaluator Signature and Position Date 
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DeSoto Parish School Board 

Intensive Assistance Program Plan 

DP-30 

Revised October 2012  Page 1 

Employee Position 

Evaluator Position 

Directions: An Intensive Assistance plan shall be developed by evaluators and evaluatees when an evaluatee has 

received an overall rating of Ineffective/Unacceptable. Additionally, an intensive plan may be developed if the 

evaluatee receives Below Proficient rating on the observation/evaluation instrument. An evaluatee may be placed 

on intensive assistance if the evaluatee demonstrates Below Proficiency performance on the TAP 

observation/evaluation instrument, or if evaluatee demonstrates unprofessional ethics, as determined by the 

evaluator, prior to receiving such a rating, An Intensive Assistance plan shall be developed with the evaluatee 

within 30 school days of an evaluation resulting in the initiation of the Intensive Assistance plan. The Intensive 

Assistance plan is developed collaboratively by the evaluator and the evaluatee. The evaluatee shall be given 

multiple resources and opportunities to obtain support and feedback on performance. Failure to demonstrate 

successful improvement could result in a recommendation for termination. This program will be designed to focus 

on the areas addressed below as needing substantial improvement. 

Level of Assistance:  

□ Level I , Level II 

(Level I Assistance is the first action of assistance on any one area; Level II is assistance given the second time.) 

Timeline for achieving Objectives: Beginning Date Completion Date 

Reason(s) for Placement on Intensive Assistance: 

Performance(s) and/or Objectives to be accomplished (Must include expected level (s) of performance, what need 

to be done to strengthen performance, timelines for completion of objectives, and procedures for monitoring): 

Support, Activities / Assistance Available: 

Initial Conference Signatures: 

Evaluatee’s Signature Evaluator’s Signature Date 

Activities: Beginning Date Completion Date 

Procedures for Evaluating Progress and Expected Levels of Performance: 
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INTENSIVE ASSISTANCE PROGRAM PLAN 

FOLLOW-UP FORM 

Employee Position 

DP-30 

Page 2 

Evaluator Position 

Follow-up Conference: 

Description of Performance (Based on observation of performance) 

Unsatisfactory Below Proficient      Proficient   Above Proficient 

Evaluator’s Recommendation: (Must include action that will be taken if Ineffective performance is observed): 

Evaluatee’s Signature Date 
(My signature does not mean that I agree with statements included herein) 

Evaluator’s Signature and Position Date 

Additional Follow-up (as needed): 

Description of Performance (Based on observation of performance) 

Ineffective Effective Emerging Effective Proficient Highly Effective 

Comments for Further Action: 

Evaluatee’s Signature Date 
(My signature does not mean that I agree with statements included herein) 

Evaluator’s Signature and Position Date 
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DESOTO PARISH SCHOOL BOARD 
SELF EVALUATION 

Revised July 2012 DP-35 

Check one 
School Year: 
Location: 

Experience in current Job Description: 0-3
4+

Evaluatee: 
Title: 

Position: 

Performance as it pertains to the achievement of Individual Growth Plan objectives cooperatively determined for school improvement and/or 
professional development. 
Progression towards objective(s): (check one) 

met or surpassed partially obtained not attained 

• 

• 

• 

I. Strengths as related to performance responsibilities in your jobdescription.
• 

• 

• 

II. Performance responsibilities identified for growth and/or improvement as related to your job description. 

• 

• 

• 

III. Plans for revision of Individual Growth Plan as necessary: 

• 

• 

• 

EMPLOYEE SIGNATURE : DATE: 
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Superintendent Evaluation 
June 2013 DP-40 

Page 1 

Superintendent Name: 

For School Year: Date of Evaluation:  

Name of Evaluator: Title: 

Scoring Rubric 
1 = Lowest Ranking 
4 = Highest Ranking 

1. Visionary Leadership: The Superintendent promotes the success of students by facilitating the development,

articulation, implementation, and stewardship of a vision of learning.

Score: (1-4)

2. Instructional Leadership: The Superintendent promotes the success of students by advocating, nurturing, and

sustaining a school culture and instructional program conducive to student learning and staff professional growth.

Score: (1-4)

3. Organizational Leadership: The Superintendent promotes the success of students by ensuring management of the

organization, operation, and resources for a safe, efficient, and effective learning environment.

Score: (1-4)

4. Collaborative Leadership: The Superintendent promotes the success of students by collaborating with faculty and

community members, responding to diverse community interests and needs, and mobilizing community resources.

Score: (1-4)

5. Ethical Leadership: The Superintendent promotes the success of students by acting with integrity, fairness, and in

an ethical manner.

Score: (1-4)

6. Advocacy Leadership: The Superintendent promotes the success of students by understanding, responding to, and

influencing the political, social, economic, legal, and cultural context.

Score: (1-4)
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June 2013 DP-40 
Page 2 

Performance Level (PL) Scoring Range: 

Ineffective = PL ≤ 1.5
Effective: Emerging = 1.5 < PL ≤ 2.5
Effective: Proficient = 2.5 < PL ≤ 3.5
Highly Effective = PL > 3.5

Total Points /6 Performance Level:

Comments:

, Superintendent

, Evaluator

, Date

 A signature doesn’t indicate agreement with results of observation/evaluation. A signature
indicates the information has been reviewed and the principal has received a copy.
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Revised June 2013 

DP-41, Page 1 

DESOTO PARISH SCHOOL BOARD 

OBSERVATION/EVALUATION INSTRUMENT 
ASSISTANT SUPERINTENDENT/DIRECTOR/SUPERVISOR 

OBSERVATION 0 - 3 YEARS OF EXPERIENCE 

EVALUATION 4+ YEARS OF EXPERIENCE 

EMPLOYEE  

SCHOOL  

OBSERVER/EVALUATOR 

DATE  

TITLE  

OBSERVATION TIME 

Begin End 

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order that 

he/she will improve, maintain, or achieve a high quality of teaching proficiency. Indicate your evaluation by placing a check 

mark () in the proper column and completing the descriptive narrative section of this form. 

The following rating scale will be used for TAP analysis of performance: 

1 – Ineffective    2 – Effective: Emerging    3 – Effective: Proficient    4 – Highly Effective 

Total Points /  Total Number of Items = 

Observations and Evaluations: 

 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed.

 The evaluated person should use the results to develop their Individual Growth Plan the following year.

OVERALL RATING 

BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING TWO (2) PAGES: 

REFINEMENT: 

REINFORCEMENT: 

is recommended for Intensive Assistance for the following reason(s): 

EMPLOYEE’S EVALUATOR’S DATE 

I verify by my signature that the information in this document has been provided to and explained to me. 
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DIRECTIONS: Please evaluate the individual in each of the areas below 

The scale is as follows: (1) Ineffective (2) Effective: Emerging (3) Effective: Proficient (4) Highly Effective 

DP-41, Page 2 

PERSONAL QUALITIES 1 2 3 4 

1. Devotes time and energy effectively to his/her job.

2. Demonstrates ability to work well with individuals and groups.

3. Exercises good judgment in arriving at decisions.

4. Maintains high standards of ethics, honesty and integrity in all

personal and professional matters.

INSTRUCTION 1 2 3 4 

1. Collaborates with the School Administration in planning, assigning

and implementing the school improvement plan.

2. Collaborates with the School Administration in planning, assigning

and implementing the school parish wide instructional initiatives.

3. Works effectively with teachers.

4. Assumes leadership in in-service activities.

5. Initiates and implements improved curriculum.

RELATED RESPONSIBILITIES 1 2 3 4 

1. Discharges assigned duties.

2. Concentrates efforts in area of major responsibility.

3. Is self-directed.

4. Keeps abreast of current trends in education.

5. Exhibits loyalty in the promotion of the system’s goals.

6.Reports job-related injuries within 48 hours of work accident to the

immediate supervisor.

7.Completes an annual self-evaluation.
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MAINTAINS POSITIVE RELATIONSHIPS 1 2 3 4 

1. With teachers.

2. With school administrators.

3. With central office staff.

4. With community.

5. As appropriate with students.

BUDGETING PROCESS 1 2 3 4 

1. Assists in the budget process by recommending what items are to

be placed in the operating budget

2. Accepts responsibility for seeing that actual expenditures for each

line item of the budget stay within budget boundaries.

PROFESSIONAL ETHICS 

The following 2-items will each be scored as a group. 

1 2 3 4 

1. Maintains good attendance.

Reports to work on time.

Adheres to parish dress code.

Accepts and supports administrative decisions.

Displays professional ethics on and off duty.

Maintains a positive attitude of promoting school and community relations.

2. Fosters good public relations.

Reports job-related injuries within 48 hours of work accident to the immediate supervisor.

Maintains high standards of ethics, honesty and integrity in all personal and professional matters.

Develops and implements an Individual Growth Plan annually based on individual CLU

requirements and the previous year’s observation and evaluation recommendations

Maintains confidentiality in matters relating to students and staff.

Narrative Description: (Mandatory) 
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July 19, 2021 

DeSoto Parish Assistant Principal/Administrative Assistant Evaluation Process At-A-Glance 

Evaluators & Principals Attend 

Required NIET Principal 

Evaluation Trainings 

-

Evaluators Complete and Pass the 

NIET Online Administrator 

Evaluator Certification 

by August 30,2021 

Beginning • 

of Year 

{BOY} 

Principal leads goal setting meeting with AP/AA 

utilizing post conference structure with 

self-analysis questions 

Principal coaches AP/AA (including on-site 

observations and communication between 

observations throughout the school year) 

Principal supports AP/AA with developing an 

action plan for strengthening area of growth 

based on AP/AA's reflection 

Mid-Year • 

{MOY} 

Principal leads mid-year conference with 

AP/AA 

End of 

Year 

(EOY} 

o Mid-year check-in on AP/AA goal(s)

o Celebrate successes

o Discuss continued goals and make

necessary revisions to Action Plan
created at BOY

o Principal provides a recommendation

(model) for meeting goal(s)

• Principal continues to provide opportunities

for AP/AA to develop leadership skills by

assuming additional responsibilities and

make PSR connections throughout the year.

• Principal leads EOY meeting

o Revisit goals

o Reinforcement/ Refinement coaching
questions to promote reflection

o Feedback/suggestions/Celebrate Success

o Possible goal(s)/next steps

o Share final scores

*Minimum of 3 face-to-face meetings (recommended)

Required documents: 

• NIET Principal Rubric

Framework

(beginning of year

section)

• 2020-2021 NIET EOY

Conference

Framework&

Coaching Plan

■ AP/AA SLT

Required documents: 

• NIET MOY Principal

Rubric Framework

(mid-year section)

• Coaching Plan

• AP/AA SLT

Required documents: 

• Self- Assessment 

Form

• NIET Principal Rubric 

End of Year Forms

• AP/AA SLTs

■ AP/AA Coaching Plan
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DP - 42 Principal and AP/AA 

APPENDIX B 

Principal Rubric Conference Framework: BOY Conference 

Principal School Name 
-------------- ----------

Schoo I Year Evaluator ___________ _ 

Beginning of Year (BOY) Meeting Date: _______ _ 

Self-Analysis Questions 

What is your school 

improvement focus 
for this school year? 

What data was utilized 
to identify this as a focus 

area? 

What data should you 
see move as a result of 
your school 
improvement focus? 

What data will be 
important to monitor? 

What rubric 

indicators/ descriptors 
would best align with 
ensuring you carry out 
your plan? 

Principal Goal(s) Action Plans to Reach Goal(s) 
What data will be monitored to track progress toward goal(s)? 

What is the timeline for reaching goals? 
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DP - 42 Principal and AP/AA 

Planned Informal Meetings/Campus Visits {First Semester) 

Based on the above Action Plan, list the projected date(s) and planned activities/campus 

visits that will support the principal with implementation. 

Date Activity (What evidence will be collected?) 

Additional Support/Coaching Opportunities 

(Between Goal Setting and Goal Implementation Conferences) 

Date Action/Outcome Follow-up 
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DP- 42 Principal and AP/AA 

APPENDIX C 

Principal Rubric Conference Framework: MOY Conference 

Principal School Name 
-------------- ----------

Schoo I Year Evaluator 
------------

Middle of Year {MOY) Meeting Date: _______ _

Successes: Steps Taken Towards Meeting Goa/{s) 

Action Plan Revisions 

Principal Goal(s) Action Plans to Reach Goal(s) 
What data will be monitored to track progress toward 

goa/(s)? 

What is the timeline for reaching goals? 

Recommendations for Continued Improvement 
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DP - 42 Principal and AP/AA 

Planned Informal Meetings/Campus Visits (Second Semester) 

Based on the above Action Plan, list the date(s) and planned activities/campus visits that will support the 

principal with implementation. 

Date Activity (What evidence will be collected? 

Additional Support/Coaching Opportunities 

Between Goal Setting and Goal Implementation Conferences 

Date Action/Outcome Follow-up 
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DP- 42 Principal and AP/AA 

APPENDIX D 

Principal Rubric Conference Framework: EOY Conference 

Principal School Name __________ _ 
School Year ______________ Evaluator ___________ _ 

Date Completed ___________ _ 

School Mission, Vision, & Strategic Goal Setting Principal Evaluator 

Self-Scores Scores 

Goal Setting and Monitoring 

Communication of Mission, Vision, and Goals 

Expectations 

Instructional Needs 

Curriculum and Assessment 

Teacher Effectiveness 

Meeting Student needs 

Instructional Focus 

Capacity Building 

Reflective Practices 

Leadership Development 

Collaborative Practices 

Continuous Improvement 

School Environment/Community & Campus Climate 

Professional Culture 

Community Engagement 

Discipline 

Equitable Access 

Cultural Responsiveness 

Ethics & Integrity 

Professional Norms 

Ethical and Professional Behavior 

Policy 

School Operations/Management 

Administrative Operations 

Fiscal and Physical Management 

Reinforcement 

Indicator 

Evidence to Support 

Reinforcement 
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DP - 42 Principal AP/AA 

Refinement Indicator 

Evidence to Support 

Refinement 

Recommendations for 

Continued 

Improvement 

Possible Goals for Next 

School Year (optional) 

Principal Signature Date 

Evaluator Signature Date 
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DP-42 (Addendum) Principal

APPENDIX E 

Principal Self-Assessment Report 

Principal School Name __________ _
School Year Evaluator 

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

Date Completed ___________ _

School Mission, Vision, & Strategic Self- Reinforcement Indicator/Evidence 
Goal Setting Scores 

Goal Setting and Monitoring 

Communication of Mission, Vision, 

and Goals 

Expectations 

Instructional Needs 
Curriculum and Assessment 

Teacher Effectiveness 

Meeting Student needs 

Instructional Focus 

Capacity Building 
Reflective Practices 

Leadership Development 

Collaborative Practices 

Continuous Improvement 
Refinement Indicator/Evidence 

School Environment/Community & 
Campus Climate 

Professional Culture 

Community Engagement 

Discipline 

Equitable Access 

Cultural Responsiveness 

Ethics & Integrity 
Professional Norms 

Ethical and Professional Behavior 

Policy 

School Operations/Management 
Administrative Operations 

Fiscal and Physical Management 

I 

Additional Comments 
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DP - 42 (Addendum) Principal and AP/AA 

APPENDIX F 

Evidence Collection Sheet 

Throughout the school year, during formal and informal school visits, principal evaluators should actively identify 

evidence of best practices as it relates to the various indicators that comprise the NIET Principal Standards Rubric. 

This document might be used by evaluators to keep track of the different artifacts and evidence that are identified 

during the year. 

Principal Name: ____________ _ School:
---------------

Indicator Evidence 

SCHOOL MISSION, VISION, & STRATEGIC GOAL SETTING 

Goal Setting and 

Monitoring 

Communication of 

Mission, Vision, and 

Goals 

Expectations 

INSTRUCTIONAL LEADERSHIP 

Curriculum and 

Assessment 

Teacher Effectiveness 

Meeting Student 

Needs 
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NIET Principal Skills Rubric 

The NIET Principal Rubric is divided into six domains, as shown in the overview below. Within each domain, performance indicators are listed 
with bulleted descriptors and a rubric specifying three performance levels for measuring actual principal performance. Performance definitions 
are provided at levels 5, 3, and 1, but raters can also score performance at levels 2 or 4 based on their professional judgment. Principals earn a 
score of 1, 2, 3, 4 or 5 for each indicator. 

SCHOOL MISSION, VISION, & STRATEGIC GOAL SETTING INSTRUCTIONAL LEADERSHIP 

1. Goal Setting and Monitoring
2. Communication of Mission, Vision, and Goals
3. Expectations

1. Curriculum and Assessment
2. Teacher Effectiveness
3. Meeting Student Needs
4. Instructional Focus

CAPACITY BUILDING SCHOOL ENVIRONMENT/COMMUNITY & CAMPUS CLIMATE 

1. Reflective Practices
2. Leadership Development
3. Collaborative Practices
4. Continuous Improvement

1. Professional Culture
2. Community Engagement
3. Discipline
4. Equitable Access
5. Cultural Responsiveness

ETHICS & INTEGRITY SCHOOL OPERATIONS/MANAGEMENT 

1. Professional Norms
2. Ethical and Professional Behavior
3. Policy

1. Administrative Operations
2. Fiscal and Physical Management

©2019 National Institute for Excellence in Teaching. Do not duplicate without permission. 
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School Mission, Vision, and Strategic Goal Setting 

Significantly Above Expectations (5) 
Exemplary 

At Expectations (3) 
Proficient 

Significantly Below Expectations (1) 
Unsatisfactory 

Goal Setting and 
Monitoring 

The administrator consistently and effectively: 
• Establishes rigorous and obtainable 

data-driven goals and comprehensive 
action plans to ensure achievement. 

• Disaggregates data in depth in order to
create, support, and monitor school 
goals. 

• Strategically uses student data to 
impact significant student 
achievement. 

• Plans, implements, supports, monitors, 
and/or evaluates/refines interventions.

• Systematically and effectively enlists 
teachers to analyze student data and 
student work to monitor attainment of 
goals, guide and inform instruction.

The administrator usually: 

• Establishes data-driven goals and an 
action plan for achievement. 

• Disaggregates data in order to create and
support, school goals 

• Uses available data to impact student 
achievement. 

• Plans, implements, supports,
interventions 

• Effectively utilizes student data student 
work to create and/or revise action plans
a few times during the school year. 

The administrator inconsistently and/or 
ineffectively: 

• Establishes data-driven goals and a vision 
for achievement. 

• Disaggregates data in order to create and
support school goals. 

• Uses available data to impact student 
achievement. 

• Plans, implements, supports,
interventions. 

• Assesses student work and results a few
times during the school year. 

Communication of Mission, 
Vision, and Goals 

The administrator consistently and effectively: 
• Establishes and communicates a school 

mission and vision that drives 
instruction and school activities. 

• Communicates the mission, vision, and 
goals of the school with staff members,
students, families, and other 
stakeholders. 

• Engages teachers, students, and 
stakeholders in the school vision in 
order to reach established goals. 

The administrator usually: 

• Establishes a school mission and vision 
that drives instruction and school 
activities. 

• Communicates the mission, vision, and 
goals of the school with staff members 
and students. 

• Engages teachers and students in the 
school vision in order to reach established 
goals. 

The administrator inconsistently and/or 
ineffectively: 

• Establishes a school mission and vision 
that drives instruction and school 
activities. 

• Communicates the mission, vision, and 
goals of the school with staff members. 

• Engages teachers and students in the 
school vision in order to reach established 
goals. 

Expectations 

The administrator consistently and effectively: 
• Advocates for the best interests and 

needs of all students to ensure student
achievement. 

• Establishes high standards for 
students, teachers, and staff members. 

• Models expectations and creates 
opportunities for students, teachers,
and staff to establish high and 
demanding expectations.

The administrator usually: 

•  Advocates for the best interests and 
needs of some students to ensure student
achievement. 

• Establishes high standards for students 
and teachers. 

• Creates opportunities for students and 
teachers to establish high and demanding
expectations. 

The administrator inconsistently and/or 
ineffectively: 

• Advocates for the best interests and 
needs of some students to ensure student
achievement. 

• Establishes high standards for students 
and teachers. 

• Creates opportunities for students and 
teachers to establish high and demanding
expectations. 

©2019 National Institute for Excellence in Teaching. Do not duplicate without permission. 
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Instructional Leadership 

Significantly Above Expectations (5) 
Exemplary 

At Expectations (3) 
Proficient 

Significantly Below Expectations (1) 
Unsatisfactory 

Curriculum and Assessment 

The administrator consistently and effectively: 
• Develops all teacher’s abilities to 

effectively utilize the established 
school-wide instructional program
where curricular materials are 
consistent with school wide goals. 

• Develops teachers to set clear 
measurable objectives aligned to state 
standards. 

• Develops teachers to utilize systems 
where teachers analyze formative and 
summative assessments to monitor 
and systematically adjust teaching and
learning as needed to meet student 
achievement goals and increase their 
proficiency. 

• Plans and monitors that teachers 
participate and continue to learn in 
areas of curriculum and assessment
professional development. 

• Utilizes existing structures to 
strategically engage in conversations
about assessments and student 
progress. 

The administrator usually: 

• Establishes and monitors a school-wide 
instructional program where curricular 
materials are consistent with school wide 
goals. 

• Ensures teachers set clear, measurable 
objectives aligned to the state standards.

• Implements systems that allow teachers 
to analyze formative and summative data 
to monitor student progress. 

• Creates opportunities for teachers to 
participate in curriculum and assessment 
professional development. 

• Engages in conversations about 
assessments and student progress with
teachers. 

The administrator inconsistently and/or 
ineffectively:  

• Establishes a school-wide instructional 
program where curricular materials are 
consistent with school wide goals. 

• Ensures teachers set clear, measurable 
objectives aligned to the state standards.

• Implements systems that allow teachers 
to analyze formative and summative data 
to monitor student progress. 

• Creates opportunities for teachers to 
participate in curriculum and assessment
professional development. 

• Engages in conversations about 
assessments and student progress with
teachers. 

Teacher Effectiveness 

The administrator consistently and effectively: 
• Develops and organizes a leadership 

team’s ability to utilize a school-wide 
evaluation system and support plan to
increase teacher effectiveness. 

• Develops and supports a leadership 
team’s ability to evaluate classroom
teaching and learning accurately 
through the use student data. 

• Develops and supports a leadership 
team’s ability to provide specific 
evidence from the observed lesson 
that is connected to an overall area of 
strength, area of growth, and a specific 
recommendation for next steps is 
outlined for the teacher. 

The administrator usually:  

• Utilizes a school-wide evaluation system
and individualized support plans to 
increase teacher effectiveness. 

• Evaluates classroom teaching and 
learning accurately and provides student
data to support the evaluation. 

• Provides specific evidence from the 
observed lesson that is connected to an 
overall area of reinforcement and 
refinement and a specific 
recommendation for next steps is 
outlined for the teacher. 

• Uses teacher and student data gathered 
through observations to determine what

The administrator inconsistently and/or 
ineffectively:  

• Utilizes a school-wide evaluation system
and individualized support plans to 
increase teacher effectiveness. 

• Evaluates classroom teaching and 
learning accurately and provides student
data to support the evaluation. 

• Provides specific evidence from the 
observed lesson that is connected to an 
overall area of reinforcement and 
refinement and a specific 
recommendation for next steps is 
outlined for the teacher. 

• Uses teacher and student data gathered 
through observations to determine what

©2019 National Institute for Excellence in Teaching. Do not duplicate without permission. 
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• Develops and supports a leadership 
team’s ability to use teacher and 
student data gathered through 
observations to determine what 
development activities or instructional 
strategies will best meet the needs of 
each individual teacher to improve 
overall teacher effectiveness. 

• Develops, organizes, and supports a 
system that ensures that teachers 
receive a differentiated targeted 
support plan based on classroom 
evaluations. 

• Strategically develops, organizes, and 
supports opportunities for teachers to 
implement learning in different ways 
and ensures teacher ownership of new
learning. 

• Organizes and supports opportunities 
where teachers can work and plan 
together in an effort to impact student
achievement. 

development activities or instructional 
strategies will best meet the needs of 
each individual teacher to improve overall 
teacher effectiveness. 

• Ensures most teachers receive a 
differentiated targeted support plan 
based on classroom evaluations. 

• Includes opportunities for teachers to 
implement learning in different ways and
ensures teacher ownership of new 
learning. 

• Creates structures where teachers can
support one another so that they can 
build and sustain their own learning in 
order to impact student achievement. 

development activities or instructional 
strategies will best meet the needs of 
each individual teacher to improve overall 
teacher effectiveness. 

• Ensures that teachers receives a 
differentiated targeted support plan 
based on classroom evaluations. 

• Includes opportunities for teachers to 
implement learning in different ways and
ensures teacher ownership of new 
learning. 

• Creates structures where teachers can 
support one another so that teachers can
build and sustain their own learning in 
order to impact student achievement. 

Meeting Student Needs  

The administrator consistently and effectively: 
• Develops teachers to utilize data to 

identify student populations in need of 
intervention. 

• Creates and implements a systematic 
monitoring process where all 
educators monitor, evaluate, and 
review student progress to ensure the 
academic needs of all student 
populations are being met. 

• Develops teachers to adjust instruction
and assessments in order to ensure 
that all students master the content. 

• Creates and implements systems that 
develop teachers in implementing 
instructional strategies that meet the 
needs of all learners. 

• Develops teachers’ abilities to 
implement systems so that all students
have access to rigorous learning and 
opportunities. 

The administrator usually:  

• Engages all teachers in utilizing data to 
identify student populations in need of 
intervention. 

• Monitors student intervention plans to 
ensure the academic needs of all student
populations are being met. 

• Supports teachers in adjusting instruction
and assessments to ensure that students 
master the content. 

• Supports teachers in implementing 
instructional strategies that meet the 
needs of all learners. 

• Implements systems that ensure that all 
students have access to rigorous learning
opportunities. 

The administrator inconsistently and/or 
ineffectively: 

• Utilize data to identify student 
populations in need of intervention.

• Monitors intervention plans to ensure the 
academic needs of all student populations 
are being met. 

• Supports teachers in adjusting instruction 
and assessments to ensure that students 
master the content. 

• Supports teachers in implementing 
instructional strategies that meet the 
needs of all learners. 

• Implements systems that ensure that all 
students have access to rigorous learning
opportunities. 
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Instructional Focus 

The administrator consistently and effectively: 
• Creates and implements a school-wide 

schedule and routines that maximizes 
instructional time; monitors 
effectiveness and makes adjustments 
when necessary with input from other 
instructional leaders or key personnel.

• Plans and prioritizes his/her schedule 
in order to engage in instructional 
leadership activities focused on 
teaching and learning. 

• Ensures teachers have access to and 
effectively use critical resources and 
materials that are aligned to state 
standards in order to effectively 
instruct all students; regularly monitors
teacher’s use of these resources and 
evaluates the impact on student 
growth. 

• Develops teachers’ abilities in 
implementing instructional strategies 
that meet student needs. 

• Plans and prioritizes instructional 
practices based on district and school 
goals when making decisions. 

• Develops school-wide systems which 
ensure that there are specific roles for 
other instructional leaders on campus 
in supporting and building teacher 
capacity in order to meet both teacher 
and student goals. 

• Develops instructional leaders who 
lead instructional staff meetings 
and/or ongoing applied professional 
development with adult learning 
principles. 

The administrator usually:  

• Implements a school-wide schedule and 
routines that maximize instructional time.

• Plans and prioritizes his/her own schedule 
in order to engage in instructional 
leadership activities focused on teaching 
and learning. 

• Ensures teachers have access to the 
resources and materials that are aligned
to state standards in order to effectively 
instruct all students. 

• Supports teachers in implementing 
instructional strategies that meet student
needs. 

• Considers district and school goals when 
making decisions about instructional 
practices or priorities. 

• Utilizes other instructional leaders on 
campus to play a role in supporting and 
building teacher capacity in order to meet
both teacher and student goals. 

• Leads instructional staff meetings and/or 
ongoing applied professional 
development with adult learning 
principles. 

The administrator inconsistently and/or 
ineffectively:  

• Implements a school-wide schedule and 
routines that maximize instructional time.

• Plans and prioritizes his/her own schedule 
in order to engage in instructional 
leadership activities focused on teaching 
and learning. 

• Ensures teachers have the resources and 
materials they need to effectively instruct
all students. 

• Supports teachers in implementing 
instructional strategies that meet student
needs. 

• Considers school goals when making 
decisions about instructional practices or 
priorities. 

• Utilizes other instructional leaders on 
campus to play a role in supporting and 
building teacher capacity in order to meet
both teacher and student goals. 

• Leads instructional staff meetings and/or 
ongoing applied professional 
development with adult learning 
principles. 
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Capacity Building 

Significantly Above Expectations (5) 
Exemplary 

At Expectations (3) 
Proficient 

Significantly Below Expectations (1) 
Unsatisfactory 

Reflective Practices 

The administrator consistently and effectively: 
• Openly/transparently reflects on 

his/her own leadership practice 
resulting in strategic action plans that 
lead to a significant increase in student
achievement and teacher proficiency. 

• Self reflects to determine areas of 
growth and sets rigorous goals 
routinely to strengthen his/her own 
leadership practice. 

• Implements and adjusts school-wide 
action plans based on feedback and 
data collected in order to enhance 
student achievement and educator 
effectiveness.

• Collaborates with colleagues at the 
school and district levels to effectively
implement district and school-wide 
initiatives that consistently result in 
gains in student achievement and 
educator effectiveness. 

The administrator usually: 
• Reflects on their own leadership practice 

resulting in actions to increase student 
achievement and teacher proficiency. 

• Determines areas of growth and sets 
goals to strengthen his/her own 
leadership practice. 

• Implements school-wide activities/action
steps based on feedback and data. 

• Collaborates with colleagues at the school 
and district levels to effectively 
implement district initiatives that result in 
gains in student achievement. 

The administrator inconsistently and/or 
ineffectively: 

• Reflects on their own leadership practice 
resulting in actions to increase student 
achievement and teacher proficiency. 

• Determines areas of growth and sets 
goals to strengthen his/her own 
leadership practice. 

• Implements activities/action steps based
on feedback and data provided.

• Collaborates with colleagues at the school 
and district levels to effectively 
implement district initiatives that result in 
gains in student achievement. 

Leadership Development 

The administrator consistently and effectively: 
• Develops campus leaders to utilize 

observational teacher data and student
data to increase teacher effectiveness 
and ensure student growth. 

• Fosters self-reflection in teacher 
leaders by creating systems for strong 
campus leader collaboration and 
coaching resulting in ongoing capacity
building and student achievement.

• Develops the leadership skills of 
themselves and campus leaders by 
providing opportunities for assuming
additional responsibilities.

• Provides opportunities for teachers 
and staff members to participate and 

The administrator usually: 
• Utilizes observational teacher data and 

student data with campus leaders 
resulting in adjustments to the support
that is provided for teachers and to 
ensure student growth.

• Provides coaching support and 
collaboration opportunities for campus
leaders on professional development, 
classroom support and observations, 
teacher evaluation data, and student 
achievement data. 

• Develops the leadership skills of campus 
leaders by providing opportunities for 
assuming additional responsibilities.

The administrator inconsistently and/or 
ineffectively: 

• Utilizes observational teacher data and
student data with campus leaders to 
ensure student growth.

• Provides coaching support for campus 
leaders utilizing feedback and support 
based on professional development, 
classroom support observations, teacher 
evaluation data and student achievement
data.

• Develops the leadership skills of campus 
leaders by providing opportunities for 
assuming additional responsibilities.

• Provides opportunities for teachers and
staff members to gain new learning 
outside of the school campus. 
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apply new learning obtained outside of 
the school campus. 

• Provides opportunities for teachers and
staff members to gain new learning 
outside of the school campus. 

Collaborative Practices 

The administrator consistently and effectively: 
• Ensures collaborative 

opportunities/structures for capacity 
building of teachers to continuously 
examine evidence of student learning 
and making strong instructional 
adjustments to ensure student success.

• Fosters a strong sense of purpose by 
ensuring meaningful contribution from
teachers that includes analysis of 
significant student or teacher 
information to inform decisions, build 
teacher capacity, and increase student 
achievement. 

• Monitors and actively supports the 
quality of content within collaborative 
opportunities/structures to ensure it is 
a logical continuum that results in 
significant increases in student learning
and teacher effectiveness.

The administrator usually: 
• Provides ongoing collaborative 

opportunities/structures for teachers to
strengthen instructional practice by 
examining evidence of student learning 
and making instructional adjustments. 

• Provides for meaningful contribution from
teachers that includes significant student 
or teacher information to inform 
decisions, build teacher capacity, and 
increase student achievement. 

• Monitors the quality of content within 
collaborative opportunities/structures so
that it is a logical continuum that 
increases student learning.

The administrator inconsistently and/or 
ineffectively: 

• Provides ongoing collaborative 
opportunities/structures of teachers to 
strengthen instructional practice by 
examining evidence of student learning
and making instructional adjustments. 

• Provides for meaningful contribution 
from teachers that includes significant 
student or teacher information to inform
decisions, build teacher capacity and 
increase student achievement. 

•  Monitors the quality of content within 
collaborative opportunities/structures so
that it is a logical continuum that 
increases student learning.

Continuous Improvement 

The administrator consistently and effectively: 

• Prepares, plans and monitors new staff 
by providing induction and mentoring 
systems and support. 

• Systematically fosters and empowers 
the continuous learning and 
improvement of teachers and staff to 
the highest levels of practice through 
regular professional development 
opportunities. 

• Ensures that professional development
provided to support teachers’ and staff 
members’ skills, consists of 
differentiated opportunities for 
learning and growth, guided by 
understanding of adult learning 
principles and measured with data. 

The administrator usually:  

• Prepares and plans for new staff by
providing induction and mentoring 
systems and support. 

• Systematically fosters and empowers the 
continuous learning and improvement of 
teachers and staff to the highest levels of 
practice through regular professional 
development opportunities. 

• Ensures professional development 
provided to support teachers’ and staff 
members’ skills, consists of differentiated 
opportunities for learning and growth, 
guided by understanding of adult learning
principles and measured with student 
data. 

The administrator inconsistently and/or 
ineffectively:  

• Prepares and plans for new staff by
providing induction and mentoring 
systems and support. 

• Systematically fosters and empowers the 
continuous learning and improvement of 
teachers and staff to the highest levels of 
practice through regular professional 
development opportunities. 

• Ensures professional development 
provided to teachers’ and staff members’
skills, consists of  differentiated 
opportunities for learning and growth, 
guided by understanding of 
adult learning principles and measured 
with student data. 
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School Environment/Community and Campus Climate 

Significantly Above Expectations (5) 
Exemplary 

At Expectations (3) 
Proficient 

Significantly Below Expectations (1) 
Unsatisfactory 

Professional Culture 

The administrator consistently and effectively: 
• Establishes systems that ensure a safe 

and positive campus culture for 
students, staff members, families, and
community stakeholders. 

• Manages conflict amongst
stakeholders. 

• Develops structures and processes that
result in ongoing collaboration with a 
school leadership team. 

The administrator usually: 
• Establishes a safe and positive campus 

culture for students, staff members, 
families, and community stakeholders. 

• Manages conflict among stakeholders. 
• Supports collaboration with a school 

leadership team. 

The administrator inconsistently and/or 
ineffectively: 

• Establishes a safe and positive campus 
culture for students, staff members, 
families, and community stakeholders. 

•  Manages conflict amongst stakeholders. 
• Supports collaboration with a school 

leadership team. 

Community Engagement 

The administrator consistently and effectively: 
• Develops productive relationships and

leverages communication between 
stakeholders to enhance student 
learning. 

• Provides needed support services for 
students, their families, and 
community members during and 
beyond school hours. 

• Creates opportunities for stakeholder 
engagement to improve a school 
climate and actively support student 
learning. 

The administrator usually: 
• Develops productive relationships 

between stakeholders to enhance student
learning. 

• Provides needed support services for 
students and their families during school 
hours. 

• Creates opportunities for stakeholder 
engagement to improve a school climate 
for student learning. 

The administrator inconsistently and/or 
ineffectively: 

• Develops productive relationships 
between stakeholders to enhance student 
learning. 

• Provides needed support services for 
students and their families during school 
hours. 

• Creates opportunities for stakeholder 
engagement to improve a school climate 
for student learning. 

Discipline 

The administrator consistently and effectively: 
• Develops, implements, and monitors a 

campus-wide discipline system/plan to
promote a positive learning 
environment for all students. 

• Addresses student misconduct in a 
positive, fair, and unbiased manner. 

• Incorporates problem-solving skills to 
manage student behavior challenges. 

• Supports and coaches teachers in 
resolving discipline concerns. 

The administrator usually: 
• Implements campus-wide discipline 

system/plan to promote a positive 
learning environment for all students.

• Addresses student misconduct in a 
positive, fair, and unbiased manner.

• Incorporates problem-solving skills to 
manage student behavior challenges. 

• Supports teachers in resolving discipline 
concerns 

The administrator inconsistently and/or 
ineffectively: 

• Implements a campus-wide discipline 
system/plan to promote a positive 
learning environment for all students.

• Addresses student misconduct in a 
positive, fair, and unbiased manner.

• Incorporates problem-solving skills to 
manage student behavior challenges. 

• Supports teachers in resolving discipline 
concerns. 
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Equitable Access 

The administrator consistently and effectively: 
• Implements and monitors systems that

enable students to have equitable 
access to effective teachers. 

• Develops and monitors initiatives to 
ensure all students are provided with 
learning opportunities and academic 
and social support that leads to 
academic success. 

• Supports and coaches teachers with 
identifying and utilizing resources for 
providing students with equitable 
educational opportunities. 

The administrator usually: 
• Implements systems that enable students

to have equitable access to effective 
teachers. 

• Develops initiatives to ensure all students 
are provided with learning opportunities 
and academic and social support that 
leads to academic success. 

• Supports teachers with identifying and 
utilizing resources for providing students 
with equitable educational opportunities. 

The administrator inconsistently and/or 
ineffectively: 

• Implements systems that enable students
to have equitable access to effective 
teachers. 

• Develops initiatives to ensure all students 
are provided with learning opportunities 
and academic and social support that 
leads to academic success. 

• Supports teachers with identifying and 
utilizing resources for providing students 
with equitable educational opportunities. 

Cultural Responsiveness 

The administrator consistently and effectively: 
• Incorporates the history, values, and 

cultural knowledge of students’ home 
communities in the school curriculum.

• Develops a critical consciousness 
among both students and faculty to
challenge inequities in the larger 
society. 

• Creates organizational structures at the 
school and district level that empower 
students and parents from diverse 
communities. 

The administrator usually: 
• Incorporates the cultural knowledge of 

students’ home communities in the 
school curriculum. 

• Develops a consciousness among both
students and faculty to challenge 
inequities. 

• Creates organizational structures at the 
school that empower students and 
parents from diverse communities. 

The administrator inconsistently and/or 
ineffectively: 

• Incorporates the cultural knowledge of 
students’ home communities in the 
school curriculum. 

• Develops a consciousness among both 
students and faculty to challenge 
inequities. 

• Creates organizational structures at the 
school that empower students and 
parents from diverse communities. 
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Ethics and Integrity 

Significantly Above Expectations (5) 
Exemplary 

At Expectations (3) 
Proficient 

Significantly Below Expectations (1) 
Unsatisfactory 

Professional Norms 

The administrator consistently and effectively:  
• Monitors and supports an established 

culture that is open, productive, caring,
and trusting for teachers and staff in 
order to promote a professional 
working environment. 

• Monitors and promotes accountability 
among teachers and staff for each 
student’s success and the effectiveness
of the school as a whole. 

The administrator usually:  
• Establishes and supports a culture that is 

open, productive, caring, and trusting for 
teachers and staff in order to promote a 
professional working environment. 

• Promotes accountability among teachers 
and staff for each student’s success and 
the effectiveness of the school as a whole.

The administrator inconsistently and ineffectively: 
• Establishes a culture that is open, 

productive, caring, and trusting for 
teachers and staff in order to promote a 
professional working environment. 

• Promotes accountability among teachers
and staff for each student’s success and 
the effectiveness of the school as a 
whole. 

Ethical and Professional 
Behavior 

The administrator consistently and effectively:  
• Models professional behavior by acting 

ethically in personal conduct, in 
relationships with others, and monitors 
staff and students to do the same. 

• Demonstrates and promotes the values
of integrity, trust, collaboration, 
perseverance, and continuous 
improvement. 

•  Makes all decisions based on what is 
best for children and holds self and 
others responsible for the academic 
achievement and well-being of all 
students. 

The administrator usually: 

• Provides moral direction by acting 
ethically in personal conduct, in 
relationships with others, and expects 
staff and students to do the same. 

• Demonstrates the values of integrity, 
trust, collaboration, perseverance, and
continuous improvement. 

• Makes most decisions based on what is 
best for children and holds self-
responsible for the academic 
achievement and well-being of all 
students.

The administrator inconsistently and/or 
ineffectively: 

• Provides moral direction by acting 
ethically in personal conduct, in 
relationships with others, and expects 
staff and students to do the same. 

• Demonstrates the values of integrity, 
trust, collaboration, perseverance, and
continuous improvement. 

• Makes most decisions based on what is 
best for children and holds self-
responsible for the academic 
achievement and well-being of all 
students.

Policy 

The principal consistently and effectively:  

• Understands, implements, and 
supports school personnel in following
local and district expectations and 
policies to maintain consistency and 
equity. 

• Models and ensures that all 
stakeholders understand, comply, and 
adhere to federal, state, and local laws,
rights, policies, and regulations. 

The administrator usually: 

• Understands, implements, and supports
school personnel in following local and 
district expectations and policies to 
maintain consistency and equity. 

• Models and ensures that all stakeholders 
understand, comply, and adhere to 
federal, state, and local laws, rights, 
policies, and regulations. 

The administrator inconsistently and/or 
ineffectively: 

• Understands, implements, and supports
school personnel in following local and 
district expectations and policies to 
maintain consistency and equity. 

• Models and ensures that all stakeholders 
understand, comply, and adhere to 
federal, state, and local laws, rights, 
policies, and regulations. 

©2019 National Institute for Excellence in Teaching. Do not duplicate without permission. 
59



School Operations/Management 

Significantly Above Expectations (5) 
Exemplary 

At Expectations (3) 
Proficient 

Significantly Below Expectations (1) 
Unsatisfactory 

Administrative Operations 

The administrator consistently and effectively:  
• Models and manages the 

governance processes and 
internal and external politics 
toward achieving the school’s 
mission and vision. 

• Recruits, hires, retains and builds
the instructional capacity of a 
diverse group of highly qualified 
professional staff. 

• Establishes and monitors a 
system that ensures all staff 
(including but not limited to 
clerical, cafeteria, custodial, 
transportation) are productive 
and use their time effectively by
focusing on student needs and 
student achievement. 

The administrator usually: 
• Manages the governance processes and 

internal and external politics toward 
achieving the school’s mission and vision. 

• Recruits, hires and retains a diverse group 
of highly qualified professional staff.

• Establishes and monitors a system that 
ensures all staff (including but not limited
to clerical, cafeteria, custodial, 
transportation) are productive and use 
their time effectively by focusing on 
student needs and student achievement. 

The administrator inconsistently and/or 
ineffectively: 

• Manages the governance processes and 
internal and external politics toward 
achieving the school’s mission and vision. 

• Recruits, hires and retains a diverse group 
of highly qualified professional staff. 

Fiscal and Physical 
Management 

The principal consistently and effectively:  
• Seeks, acquires and manages fiscal, 

physical, and other resources to 
support student learning and 
community engagement. 

• Creates systems for all stakeholders to
routinely analyze allocated resources 
and provide recommendations for 
adjustments in order to maximize 
student achievement.

The administrator usually: 

• Acquires, and manages fiscal, physical, 
and other resources fiscal, physical, and
other resources to support student 
learning and community engagement. 

• Analyzes data sources and utilizes 
feedback for making decisions for 
allocating resources equitably in order to
meet the goals of the school.

The administrator inconsistently and/or 
ineffectively: 

• Acquires, and manages fiscal, physical, 
and other resources fiscal, physical, and
other resources to support student 
learning and community engagement. 

• Analyzes data sources and utilizes 
feedback for making decisions for 
allocating resources equitably in order to
meet the goals of the school.
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Revised August 2016 DP-45 
Page 1 

 

DESOTO PARISH SCHOOL BOARD 
OBSERVATION/EVALUATION    INSTRUMENT 
INSTRUCTIONAL PERSONNEL, LIBRARIAN 

 
  OBSERVATION  0 - 3 YEARS OF EXPERIENCE 
  EVALUATION  4+ YEARS OF EXPERIENCE 

 

EMPLOYEE   
SCHOOL   
OBSERVER/EVALUATOR     

DATE   
GRADE/SUBJECT   
OBSERVATION  TIME    

Begin End 
The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order 
that he/she will improve, maintain, or achieve a high quality of teaching proficiency. 

 

TAP OBSERVATIONS/EVALUATIONS: 

SKR = 50% End of Year Rating (Professional Practice) 
 

 
 

FINAL EVALUATION 
The Rating scale below is the cumulative SKR score range which the Louisiana Department of Education will use in calculating teacher effectiveness. 
Rating SKR Range SKRs in TAP 
Highly Effective SKR  > 3.5 4.0, 4.5, 5 
Effective Proficient 2.5 < SKR ≤ 3.5 3.0, 3.5 
Effective Emerging 1.5 < SKR ≤ 2.5 2.0, 2.5 
Ineffective SKR ≤ 1.5 1.0, 1.5 

   
Self-Evaluation 
Documentation will be confirmed by the evaluators. This confirmation will be in personnel file as evidence of completion of the ongoing 
process. 

 
Individual Growth Plan Report 
Documentation will be confirmed by the evaluators. This confirmation will be in personnel file as evidence of completion of the ongoing 
process. 

 
BASED UPON THE INFORMATION 

 
  is recommended for Intensive Assistance for the following reason(s): 

 
 
 

  
 

EMPLOYEE’S EVALUATOR’S DATE 
I verify by my signature that the information in this document has been provided to and explained to me. 

TAP Scoring Rubric: 
The following rating scale will be used for TAP observation/evaluation analysis of performance: 

 
(1) – Unsatisfactory (2) – Below Proficient (3) – Proficient (4) –Above Proficient (5) Exemplary 
If a TAP observation/evaluation indicates Unsatisfactory (excluding the teacher’s self-evaluation) immediate 
improvement is needed and the teacher must be placed on Intensive Assistance. If the TAP observation/evaluation score 
is below Proficient (excluding the teacher’s self-evaluation) on the TAP Rubric the teacher may be placed on Intensive 
Assistance to address areas of needed improvement. 
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NIET Instructional Rubric 
 

 Significantly Above Expectations (5) 
Exemplary (5) 

At Expectations (3) 
Proficient (3) 

Significantly Below Expectations (1) 
Unsatisfactory (1) 

Standards 
and 
Objectives 

• All learning objectives and state content standards 
are explicitly communicated. 

• Sub-objectives are aligned and logically sequenced 
to the lesson’s major objective. 

• Learning objectives are: (a) consistently connected 
to what students have previously learned, (b) know 
from life experiences, and (c) integrated with other 
disciplines. 

• Expectations for student performance are clear, 
demanding, and high. 

• State standards are displayed and referenced 
throughout the lesson. 

• There is evidence that most students demonstrate 
mastery of the objective. 

• Most learning objectives and state content 
standards are communicated. 

• Sub-objectives are mostly aligned to the lesson’s 
major objective. 

• Learning objectives are connected to what students 
have previously learned. 

• Expectations for student performance are clear. 
• State standards are displayed. 
• There is evidence that most students demonstrate 

mastery of the objective. 

• Few learning objectives and state content standards 
are communicated. 

• Sub-objectives are inconsistently aligned to the 
lesson’s major objective. 

• Learning objectives are rarely connected to what 
students have previously learned. 

• Expectations for student performance are vague. 
• State standards are displayed. 
• There is evidence that few students demonstrate 

mastery of the objective. 

Motivating 
Students 

• The teacher consistently organizes the content so 
that it is personally meaningful and relevant to 
students. 

• The teacher consistently develops learning 
experiences where inquiry, curiosity and 
exploration are valued. 

• The teacher regularly reinforces and rewards effort. 

• The teacher sometimes organizes the content so 
that it is personally meaningful and relevant to 
students. 

• The teacher sometimes develops learning 
experiences where inquiry, curiosity and 
exploration are valued. 

• The teacher sometimes reinforces and rewards 
effort. 

• The teacher rarely organizes the content so that it is 
personally meaningful and relevant to students. 

• The teacher rarely develops learning experiences 
where inquiry, curiosity and exploration are valued. 

• The teacher rarely reinforces and rewards effort. 

Presenting 
Instructional 
Content 

Presentation of content always includes: 
• visuals that establish: the purpose of the lesson, 

preview the organization of the lesson, and include 
internal summaries of the lesson. 

• examples, illustrations, analogies, and labels for new 
concepts and ideas. 

• modeling by the teacher to demonstrate his or her 
performance expectations. 

• concise communication. 
• logical sequencing and segmenting. 
• all essential information. 
• no irrelevant, confusing, or non-essential 

information. 

Presentation of content most of the time includes: 
• visuals that establish the purpose of the lesson, 

preview the organization of the lesson, and include 
internal summaries of the lesson. 

• examples, illustrations, analogies, and labels for new 
concepts and ideas. 

• modeling by the teacher to demonstrate his or her 
performance expectations. 

• concise communication. 
• logical sequencing and segmenting. 
• all essential information. 
• no irrelevant, confusing, or non-essential 

information. 

Presentation of content rarely includes: 
• visuals that establish the purpose of the lesson, 

preview the organization of the lesson, and include 
internal summaries of the lesson. 

• examples, illustrations, analogies, and labels for new 
concepts and ideas. 

• modeling by the teacher to demonstrate his or her 
performance expectations. 

• concise communication. 
• logical sequencing and segmenting. 
• all essential information. 
• no irrelevant, confusing, or non-essential 

information. 
Lesson 
Structure and 
Pacing 

• The lesson start promptly. 
• The lesson's structure is coherent, with a beginning, 

middle, end, and time for reflection. 
• Pacing is brisk, and provides many opportunities for 

individual students who progress at different 
learning rates. 

• Routines for distributing materials are seamless. 
• No instructional time is lost during transitions. 

• The lesson start promptly. 
• The lesson's structure is coherent, with a beginning, 

middle, and end. 
• Pacing is appropriate, and sometimes provides 

opportunities for students who progress at different 
learning rates. 

• Routines for distributing materials are efficient. 
• Little instructional time is lost during transitions. 

• The lesson does not started promptly. 
• The lesson has a structure, but may be missing 

closure or introductory elements. 
• Pacing is appropriate for less than half of the 

students, and rarely provides opportunities for 
students who progress at different learning rates. 

• Routines for distributing materials are inefficient. 
• Considerable time is lost during transitions. 
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 Significantly Above Expectations (5) 
Exemplary (5) 

At Expectations (3) 
Proficient (3) 

Significantly Below Expectations (1) 
Unsatisfactory (1) 

Activities 
and Materials 

Activities and materials include all of the following: 
• support the lesson objectives. 
• are challenging. 
• sustain students’ attention. 
• elicit a variety of thinking. 
• provide time for reflection. 
• are relevant to students’ lives. 
• provide opportunities for student to student 

interaction. 
• induce student curiosity and suspense. 
• provide students with choices. 
• incorporate multimedia and technology. 
• incorporate resources beyond the school 

curriculum texts (e.g., teacher made materials, 
manipulatives, resources from museums, cultural 
centers, etc). 

• In addition, sometimes activities are game-like, involve 
simulations, require creating products, and demand 
self-direction and self-monitoring. 

Activities and materials include most of the following: 
• support the lesson objectives. 
• are challenging. 
• sustain students’ attention. 
• elicit a variety of thinking. 
• provide time for reflection. 
• are relevant to students’ lives. 
• provide opportunities for student to student 

interaction. 
• induce student curiosity and suspense. 
• provide students with choices. 
• incorporate multimedia and technology. 
• incorporate resources beyond the school 

curriculum texts (e.g., teacher made materials, 
manipulatives, resources from museums, cultural 
centers, etc). 

Activities and materials include few of the 
following: 

• support the lesson objectives. 
• are challenging. 
• sustain students’ attention. 
• elicit a variety of thinking. 
• provide time for reflection. 
• are relevant to students’ lives. 
• provide opportunities for student to 

student interaction. 
• induce student curiosity and suspense. 
• provide students with choices. 
• incorporate multimedia and technology. 
• incorporate resources beyond the school 

curriculum texts (e.g., teacher made 
materials, manipulatives, resources from 
museums, etc). 

Questioning Teacher questions are varied and high quality providing a 
balanced mix of question types: 

o knowledge and comprehension, 
o application and analysis, and 
o creation and evaluation. 

• Questions are consistently purposeful and coherent. 
• A high frequency of questions is asked. 
• Questions are consistently sequenced with attention 

to the instructional goals. 
• Questions regularly require active responses (e.g., 

whole class signaling, choral responses, written and 
shared responses, or group and individual answers). 

• Wait time (3-5 seconds) is consistently provided. 
• The teacher calls on volunteers and non-volunteers, 

and a balance of students based on ability and sex. 
• Students generate questions that lead to further 

inquiry and self-directed learning. 

Teacher questions are varied and high quality providing for 
some, but not all, question types: 

o knowledge and comprehension, 
o application and analysis, and 
o creation and evaluation. 

• Questions are usually purposeful and coherent. 
• A moderate frequency of questions asked. 
• Questions are sometimes sequenced with attention to 

the instructional goals. 
• Questions sometimes require active responses (e.g., 

whole class signaling, choral responses, or group and 
individual answers). 

• Wait time is sometimes provided. 
• The teacher calls on volunteers and non-volunteers, 

and a balance of students based on ability and sex. 

Teacher questions are inconsistent in quality and 
include few question types: 

o knowledge and comprehension, 
o application and analysis, and 
o creation and evaluation. 

• Questions are random and lack coherence. 
• A low frequency of questions is asked. 
• Questions are rarely sequenced with 

attention to the instructional goals. 
• Questions rarely require active responses 

(e.g., whole class signaling, choral responses, 
or group and individual answers). 

• Wait time is inconsistently provided. 
• The teacher mostly calls on volunteers and 

high ability students. 
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 Significantly Above Expectations (5) 
Exemplary (5) 

At Expectations (3) 
Proficient (3) 

Significantly Below Expectations (1) 
Unsatisfactory (1) 

Academic 
Feedback 

• Oral and written feedback is consistently academically 
focused, frequent, and high quality. 

• Feedback is frequently given during guided practice and 
homework review. 

• The teacher circulates to prompt student thinking, assess 
each student’s progress, and provide individual feedback. 

• Feedback from students is regularly used to monitor and 
adjust instruction. 

• Teacher engages students in giving specific and high 
quality feedback to one another. 

• Oral and written feedback is mostly academically 
focused, frequent, and mostly high quality. 

• Feedback is sometimes given during guided 
practice and homework review. 

• The teacher circulates during instructional 
activities to support engagement, and monitor 
student work. 

• Feedback from students is sometimes used to 
monitor and adjust instruction. 

• The quality and timeliness of feedback is 
inconsistent. 

• Feedback is rarely given during guided practice 
and homework review. 

• The teacher circulates during instructional 
activities, but monitors mostly behavior. 

• Feedback from students is rarely used to 
monitor or adjust instruction. 

Grouping 
Students 

• The instructional grouping arrangements (either whole 
class, small groups, pairs, individual; hetero-or 
homogenous ability) consistently maximize student 
understanding and learning efficiency. 

• All students in groups know their roles, responsibilities, 
and group work expectations. 

• All students participating in groups are held accountable 
for group work and individual work. 

• Instructional group composition is varied (e.g., race, 
gender, ability, and age) to best accomplish the goals of 
the lesson. 

• Instructional groups facilitate opportunities for students 
to set goals, reflect on, and evaluate their learning. 

• The instructional grouping arrangements (either 
whole class, small groups, pairs, individual; 
hetero-or homogenous ability) adequately 
enhance student understanding and learning 
efficiency. 

• Most students in groups know their roles, 
responsibilities, and group work expectations. 

• Most students participating in groups are held 
accountable for group work and individual work. 

• Instructional group composition is varied (e.g., 
race, gender, ability, and age) to most of the 
time, accomplish the goals of the lesson. 

• The instructional grouping arrangements (either 
whole class, small groups, pairs, individual; 
hetero-or homogenous ability) inhibit student 
understanding and learning efficiency. 

• Few students in groups know their roles, 
responsibilities, and group work expectations. 

• Few students participating in groups are held 
accountable for group work and individual work. 

• Instructional group composition remains 
unchanged irrespective of the learning, and 
instructional goals of a lesson. 

Teacher 
Content 
Knowledge 

• Teacher displays extensive content knowledge of all the 
subjects she or he teaches. 

• Teacher regularly implements a variety of subject-specific 
instructional strategies to enhance student content 
knowledge.2 

• The teacher regularly highlights key concepts and ideas, 
and uses them as bases to connect other powerful ideas. 

• Limited content is taught in sufficient depth to allow for 
the development of understanding. 

• Teacher displays accurate content knowledge of 
all the subjects he or she teaches. 

• Teacher sometimes implements subject-specific 
instructional strategies to enhance student 
content knowledge. 

• The teacher sometimes highlights key concepts 
and ideas, and uses them as bases to connect 
other powerful ideas. 

• Teacher displays under-developed content 
knowledge in several subject areas. 

• Teacher rarely implements subject-specific 
instructional strategies to enhance student 
content knowledge. 

• Teacher does not understand key concepts and 
ideas in the discipline, and therefore presents 
content in an unconnected way. 

Teacher 
Knowledge of 
Students3 

• Teacher practices display understanding of each student’s 
anticipated learning difficulties. 

• Teacher practices regularly incorporate student interests 
and cultural heritage. 

• Teacher regularly provides differentiated instructional 
methods and content to ensure children have the 
opportunity to master what is being taught. 

• Teacher practices display understanding of some 
student anticipated learning difficulties. 

• Teacher practices sometimes incorporate student 
interests and cultural heritage. 

• Teacher sometimes provides differentiated 
instructional methods and content to ensure 
children have the opportunity to master what is 
being taught. 

• Teacher practices demonstrate minimal 
knowledge of students anticipated learning 
difficulties. 

• Teacher practices rarely incorporate student 
interests or cultural heritage. 

• Teacher practices demonstrate little 
differentiation of instructional methods or 
content. 

 
 
 
 

2 A variety of subject specific instructional strategies to teach reading comprehension, for example, would be writing summaries, predicting, clarifying vocabulary, story maps, graphic organizers, self monitoring one’s understanding, etc.    

3 Danielson, C. (1996). Enhancing Professional Practice: A Framework for Teaching. Alexandria, Virginia. Association for Supervision and Curriculum Development. 
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Instruction 
 
 Significantly Above Expectations (5) 

Exemplary (5) 
At Expectations (3) 

Proficient (3) 
Significantly Below Expectations (1) 

Unsatisfactory (1) 
Thinking The teacher thoroughly teaches two or more types of 

thinking: 
• analytical thinking where students analyze, 

compare and contrast, and evaluate and explain 
information.4 

• practical thinking where students use, apply, and 
implement what they learn in real-life scenarios.5 

• creative thinking where students create, design, 
imagine and suppose.6 

• research-based thinking where students explore 
and review a variety of ideas, models, and 
solutions to problems.7 

The teacher provides opportunities where students: 
• generate a variety of ideas and alternatives. 
• analyze problems from multiple perspectives and 

viewpoints. 
• monitor their thinking to insure that they 

understand what they are learning, are attending 
to critical information, and are aware of the 
learning strategies that they are using and why. 

The teacher thoroughly teaches one type of thinking: 
• analytical thinking where students analyze, compare 

and contrast, and evaluate and explain information. 
• practical thinking where students use, apply, and 

implement what they learn in real-life scenarios. 
• creative thinking where students create, design, 

imagine and suppose. 
• research-based thinking where students explore and 

review a variety of ideas, models, and solutions to 
problems. 

The teacher provides opportunities where students: 
• generate a variety of ideas and alternatives. 
• analyze problems from multiple perspectives and 

viewpoints. 

The teacher implements no learning experiences 
that thoroughly teach any type of thinking. 

 
The teacher provides no opportunities where 
students: 
• generate a variety of ideas and alternatives. 
• analyze problems from multiple perspectives 

and viewpoints. 

Problem 
Solving 

The teacher implements activities that teach and reinforce 
three or more of the following problem solving types. 
• Abstraction 
• Categorization 
• Drawing Conclusions/Justifying Solutions 
• Predicting Outcomes 
• Observing and Experimenting 
• Improving Solutions 
• Identifying Relevant/Irrelevant Information 
• Generating Ideas 
• Creating and Designing 

The teacher implements activities that teach two or more of 
the following problem solving types. 
• Abstraction 
• Categorization 
• Drawing Conclusions/Justifying Solution 
• Predicting Outcomes 
• Observing and Experimenting 
• Improving Solutions 
• Identifying Relevant/Irrelevant Information 
• Generating Ideas 
• Creating and Designing 

The teacher implements no activities that teach 
the following problem solving types. 
• Abstraction 
• Categorization 
• Drawing Conclusions/Justifying Solution 
• Predicting Outcomes 
• Observing and Experimenting 
• Improving Solutions 
• Identifying Relevant/Irrelevant Information 
• Generating Ideas 
• Creating and Designing 

 
 
 

4 Robert Sternberg (1998). Principles of Teaching for Successful Intelligence. Educational Psychologist, 33, 65-72. 

5 Ibid. 

6 Ibid. 

7 Perkins, D.N., Goodrich, H., Tishman, S., & Owen, J. (1994). Thinking Connections: Learning to Think and Thinking to Learn. Addison-Wesley. 
 

Performance definitions are provided at levels 5, 3, and 1. Raters can score performance at levels 2 or 4 based on their professional judgment. 
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Planning 
 Significantly Above Expectations (5) 

Exemplary (5) 
At Expectations (3) 

Proficient (3) 
Significantly Below Expectations (1) 

Unsatisfactory (1) 
Instructional 
Plans 

Instructional plans include: 
• measurable and explicit goals aligned to state content 

standards. 
• activities, materials, and assessments that: 

o are aligned to state standards. 
o are sequenced from basic to complex. 
o build on prior student knowledge, are relevant to 

students’ lives, and integrate other disciplines. 
o provide appropriate time for student work, student 

reflection, and lesson and unit closure. 
• evidence that plan is appropriate for the age, knowledge, 

and interests of all learners. 
• evidence that the plan provides regular opportunities to 

accommodate individual student needs. 

Instructional plans include: 
• goals aligned to state content standards. 
• activities, materials, and assessments that: 

o are aligned to state standards. 
o are sequenced from basic to complex. 
o build on prior student knowledge. 
o provide appropriate time for student work, and 

lesson and unit closure. 
• evidence that plan is appropriate for the age, 

knowledge, and interests of most learners. 
• evidence that the plan provides some opportunities 

to accommodate individual student needs. 

Instructional plans include: 
• few goals aligned to state content standards. 
• activities, materials, and assessments that: 

o are rarely aligned to state standards. 
o are rarely logically sequenced. 
o rarely build on prior student knowledge 
o inconsistently provide time for student 

work, and lesson and unit closure 
• little evidence that the plan is appropriate for 

the age, knowledge, or interests of the 
learners. 

• little evidence that the plan provides some 
opportunities to accommodate individual 
student needs. 

Student 
Work1 

Assignments require students to: 
• organize, interpret, analyze, synthesize, and evaluate 

information rather than reproduce it. 
• draw conclusions, make generalizations, and produce 

arguments that are supported through extended 
writing. 

• connect what they are learning to experiences, 
observations, feelings, or situations significant in 
their daily lives both inside and outside of school. 

Assignments require students to: 
• interpret information rather than reproduce it. 
• draw conclusions and support them through 

writing. 
• connect what they are learning to prior learning 

and some life experiences. 

Assignments require students to: 
• mostly reproduce information. 
• rarely draw conclusions and support 

them through writing. 
• rarely connect what they are learning to 

prior learning or life experiences. 

Assessment Assessment Plans: 
• are aligned with state content standards. 
• have clear measurement criteria. 
• measure student performance in more than three ways 

(e.g., in the form of a project, experiment, presentation, 
essay, short answer, or multiple choice test. 

• require extended written tasks. 
• are portfolio-based with clear illustrations of student 

progress toward state content standards. 
• include descriptions of how assessment results will be 

used to inform future instruction. 

Assessment Plans: 
• are aligned with state content standards. 
• have measurement criteria. 
• measure student performance in more than two 

ways (e.g., in the form of a project, experiment, 
presentation, essay, short answer, or multiple 
choice test). 

• require written tasks. 
• include performance checks throughout the school 

year. 

Assessment Plans: 
• are rarely aligned with state content 

standards. 
• have ambiguous measurement criteria. 
• measure student performance in less than 

two ways (e.g., in the form of a project, 
experiment, presentation, essay, short 
answer, or multiple choice test). 

• include performance checks, although the 
purpose of these checks is not clear. 

 
 
 
 
 
 
 
 

1 Newman, F.M., Bryk, A., & Nagaoka, J.K. (2001). Authentic Intellectual Work and Standardized Tests: Conflict or Coexistance? Consortium on Chicago School Reform. 
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Environment 
 Significantly Above Expectations (5) 

Exemplary (5) 
At Expectations (3) 

Proficient (3) 
Significantly Below Expectations (1) 

Unsatisfactory (1) 
Expectations • Teacher sets high and demanding academic expectations 

for every student. 
• Teacher encourages students to learn from mistakes. 
• Teacher creates learning opportunities where all 

students can experience success. 
• Students take initiative and follow through with their 

own work. 
• Teacher optimizes instructional time, teaches more 

material, and demands better performance from every 
student. 

• Teacher sets high and demanding academic 
expectations for every student. 

• Teacher encourages students to learn from mistakes. 
• Teacher creates learning opportunities where most 

students can experience success. 
• Students complete their work according to teacher 

expectations. 

• Teacher expectations are not sufficiently 
high for every student. 

• Teacher creates an environment where 
mistakes and failure are not viewed as 
learning experiences. 

• Students demonstrate little or no pride in 
the quality of their work. 

Managing 
Student 
Behavior 

• Students are consistently well-behaved, and on task. 
• Teacher and students establish clear rules for learning 

and behavior. 
• The teacher uses several techniques such as social 

approval, contingent activities, and consequences to 
maintain appropriate student behavior. 

• The teacher overlooks inconsequential behavior. 
• The teacher deals with students who have caused 

disruptions rather than the entire class. 
• The teacher attends to disruptions quickly and firmly. 

• Students are mostly well-behaved, and on task, some 
minor learning disruptions may occur. 

• Teacher establishes rules for learning and behavior. 
• The teacher uses some techniques such as social 

approval, contingent activities, and consequences to 
maintain appropriate student behavior. 

• The teacher overlooks some inconsequential 
behavior, but other times addresses it stopping the 
lesson. 

• The teacher deals with students who have caused 
disruptions, yet sometimes he or she addresses the 
entire class. 

• Students are not well-behaved and are often 
off-task. 

• Teacher establishes few rules for learning 
and behavior. 

• The teacher uses few techniques to maintain 
appropriate student behavior. 

• The teacher cannot distinguish between 
inconsequential behavior and inappropriate 
behavior. 

• Disruptions frequently interrupt instruction. 

Environment The classroom 
• welcomes all members and guests 
• is organized and understandable to all students. 
• supplies, equipment, and resources are easily and readily 

accessible. 
• displays student work that frequently changes. 
• is arranged to promote individual and group learning. 

The classroom 
• welcomes most members and guests. 
• is organized and understandable to most students. 
• supplies, equipment, and resources are accessible. 
• displays student work. 
• is arranged to promote individual and group learning. 

The classroom 
• is somewhat cold and uninviting. 
• is not well organized and understandable to 

students. 
• supplies, equipment, and resources are 

difficult to access. 
• does not display student work. 
• is not arranged to promote group learning. 

Respectful 
Culture8 

• Teacher-student interactions demonstrate caring and 
respect for one another. 

• Students exhibit caring and respect for one another. 
• Teacher seeks out, and is receptive to the interests and 

opinions of all students. 
• Positive relationships and interdependence characterize 

the classroom. 

• Teacher-student interactions are generally friendly, 
but may reflect occasional inconsistencies, 
favoritism, or disregard for students' cultures. 

• Students exhibit respect for the teacher, and are 
generally polite to each other. 

• Teacher is sometimes receptive to the interests and 
opinions of students. 

• Teacher-student interactions are sometimes 
authoritarian, negative, or inappropriate. 

• Students exhibit disrespect for the teacher. 
• Student interaction is characterized by 

conflict, sarcasm, or put-downs. 
• Teacher is not receptive to interests and 

opinions of students. 
 
 
 
 
 
 

8 Danielson, C. (1996). Enhancing Professional Practice: A Framework for Teaching. Alexandria, Virginia. Association for Supervision and Curriculum Development. 
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Comments (Optional, and not part of the score): 

 

Responsibility Survey 
Teacher Surveyed: Teacher Role: Career Teachers 
Surveyed By: Date: 
School: 
Entered by: 

 
 
 
 

Growing and Developing Professionally Score 
1. The career teacher is prompt, prepared, and participates in cluster 

meetings, bringing student artifacts (student work) when 
requested. 

 

2. The career teacher appropriately attempts to implement new 
learning in the classroom following presentation in cluster. 

 

3. The career teacher develops and works on a yearly plan for new 
learning based on analyses of school improvement plans and new 
goals, self-assessment, and input from the master/Lead teacher 
and principal observations. 

 

4.  The career teacher selects specific activities, content knowledge, 
or pedagogical skills to enhance and improve his/her proficiency. 

 

 
Reflecting on Teaching Score 

5. The career teacher makes thoughtful and accurate assessments of 
his/her lessons’ effectiveness as evidenced by the self-reflection 
after each observation. 

 

6. The career teacher offers specific actions to improve his/her 
teaching. 

 

7. The career teacher accepts responsibilities contributing to school 
improvement. 

 

8. The teacher utilizes student achievement data to address strengths 
and weaknesses of students and guide instructional decisions. 

 

  

Exemplary - Proficient - Unsatisfactory 
5 4 3 2 1 
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BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING TWO (2) PAGES: 

Revised June 2013 
DESOTO PARISH SCHOOL BOARD DP-46 

OBSERVATION/EVALUATION    INSTRUMENT Page 1 
PROFESSIONAL SUPPORT PERSONNEL 

 
 

  OBSERVATION  0 - 3 YEARS OF EXPERIENCE 
  EVALUATION  4+ YEARS OF EXPERIENCE 

 

EMPLOYEE   
SCHOOL   
OBSERVER/EVALUATOR       

DATE   
TITLE/GRADE/SUBJECT_   
OBSERVATION  TIME    

Begin End 
 

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order that he/she 
will improve, maintain, or achieve a high quality of teaching proficiency. Indicate your evaluation by placing a check mark () in the 
proper column and completing the descriptive narrative section of this form. 

 
The following rating scale will be used for final analysis of performance: 

 
1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective 

 
Total Points / Total Number of Items =     

 
 

Observations and Evaluations: 
• A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed. 
• The evaluated person should use the results to develop their Individual Growth Plan the following year. 

 
 

OVERALL RATING SCORE    
 

 
 

REFINEMENT: 
 
 
 
 
 
 

REINFORCEMENT: 
 
 
 
 
 
 
 
 

  is recommended for Intensive Assistance for the following reason(s): 
 
 
 
 
 

  
 

EMPLOYEE’S EVALUATOR’S DATE 
 

I verify by my signature that the information in this document has been provided to and explained to me. 
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Directions: Please evaluate the professional support personnel in each of the areas below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The scale is as follows: (1) – Ineffective   (2) – Effective: Emerging (3) – Effective: Proficient (4) – Highly Effective 

DP-46 
Page 2 

 
 

PROFESSIONAL ETHICS 
The following 2-items will each be scored as a group. 

1 2 3 4 

1. Maintains good attendance. 
Reports to work on time. 
Adheres to parish dress code. 
Accepts and supports administrative decisions. 
Displays professional ethics on and off duty. 
Maintains a positive attitude of promoting school and community relations. 

    

2. Fosters good public relations. 
Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
Maintains high standards of ethics, honesty and integrity in all personal and professional matters. 
Develops and implements an Individual Growth Plan annually based on individual CLU 
requirements and the previous year’s observation and evaluation recommendations. 
Maintains confidentiality in matters relating to students and staff. 

    

 
 

Narrative Comments: 

 PLANNING, RESPONSIBILITY, PROFESSIONAL, GENERAL 1 2 3 4 
1. Has developed a plan to direct the progress in the responsible area.     
2. Has documentation of program needs and recommendations.     
3. Exhibits leadership in providing optimum utilization of program by students/teachers.     
4. Seeks positive ways to expand offerings provided by the program.     
5. Accepts responsibility for the cooperation between other staff members and the program.     
6. Initiates procedures designed to encourage teacher of the program.     
7. Keeps informed on professional data related to the program.     
8. Provides a well-organized, inviting environment for the program or department.     
9. Maintains accurate inventories and records relative to the program.     

10. Meets deadlines related to management of the program or department.     
11. Prepares readable, accurate reports which communicate the needs and policies of the 

department or program adequately. 
    

12. Is consistently available to students/teachers for advice/assistance.     
13. Seeks positive ways to meet individual needs of students/teachers.     
14. Develops and implements an Individual Growth Plan annually based on individual CLU 

requirements, the School Improvement Plan, and the previous year’s observation and evaluation 
recommendations. 

    

15. Completes a self-evaluation annually.     
16. Reports job-related injuries within 48 hours of work accident to the immediate supervisor.     
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Pupil Appraisal Observation/Evaluation

 Rev. July 2021 

DP-46A, Page 1

Observation

Name: Location

Evaluation

Date:

Observer/Evaluator:

Overall Performance Level:

Title:

Scoring Rubric

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective
Ineffective (1)- The PA member rarely, if ever, displays the dispositions of the standard.
Effective: Emerging (2)- The PA member has advanced beyond Ineffective, but has not reached Proficient.
Effective: Proficient (3)- The PA member routinely displays a majority of the dispositions of the standard.
Highly Effective (4)- The PA member has advanced beyond Proficient and consistently displays all the dispositions of the
standard.

Observations and Evaluations:
 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed.
 The evaluated person should use the results to develop their Individual Growth Plan the following year.
 The related dispositions to consider are utilized to score each of the six (6) standards. The

observer/evaluator shall review the dispositions for each standard and score the standards accordingly.

(1) Data-based Decision Making
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(2) Consultation and Collaboration
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(3) Legal, Ethical, and Professional Practice
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments: 73
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(4) Interventions for Academic, Social, Emotional, and Behavioral improvement

Ineffective
(1)

Effective: Emerging
(2)

Effective: Proficient
(3)

Highly Effective
(4)

Comments:

(5) Accurate Identification and Assessment
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(6) Promote Positive School Climate
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(7) Diversity and Cultural Competence
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(8) Workload Management and Record Keeping
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(9) Research, Program Evaluation, and Professional Development
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments: 74



Performance Level (PL) Scoring Range: 
Ineffective = PL ≤ 1.5
Effective: Emerging = 1.5 < PL ≤ 2.5
Effective: Proficient = 2.5 < PL ≤ 3.5
Highly Effective = PL > 3.5

Total Points /9 Performance Level:

1. A Pupil Appraisal member with an overall performance score of Effective:
Emerging may be placed on an Intensive Assistance Plan (IAP).

2. A Pupil Appraisal member with an Ineffective rating in any of the six standards
shall receive an overall rating of Ineffective.  Any Ineffective scoring results in the
therapist being placed on an IAP.

is or is not being placed on an Intensive Assistance Plan.

, PA Team Member

, Observer/Evaluator , Date

 A signature does not indicate agreement with results of observation/evaluation. A signature indicates the
information has been reviewed .
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1: Data-based Decision Making 

Collects and analyzes data from multiple sources (e.g., parents/guardians, teachers, students) and levels (i.e.,
individual, group, and systems) to understand student needs and selects and implements evidence-based
instructional, mental, and behavioral health interventions and supports. 

Uses data in the context of a problem-solving team to: monitor academic, social, emotional, and behavioral
progress; measure student response; evaluate the effectiveness of interventions; and determine when to modify or
change an intervention. 

Uses information and technology resources to enhance data collection and decision-making. Uses systematic,
reliable, and valid data collection procedures for evaluating the effectiveness and/or need for modification of
school-based interventions and programs. 

2: Consultation and Collaboration 

Uses a collaborative problem-solving framework as the basis for identification and planning for academic,
behavioral, and health interventions and supports. 

Engages families, community, and educational stakeholders when planning and designing instruction and
interventions. Parent input is valued and incorporated into plans. 

Collaborates with school-based and district-level teams to develop and maintain a multi-tiered continuum of
services (MTSS) to support the academic, social, emotional, and behavioral success and health of all students. 

Consistently available to students, parents, and school personnel for assistance.

3: Legal, Ethical, and Professional Practice 

Complies with national and state laws, district policies and guidelines, and ethical educational and professional
standards. 

Demonstrates professional ethics (maintains good attendance, reports to work on time, adheres to parish dress
code, accepts and supports administrative decisions, displays professional ethics on and off duty, maintains a
positive attitude of promoting school and community relations, reports job-related injuries within 48 hours of work
accident to immediate supervisor, and maintains high standards of ethics, honesty, and integrity in all personal and
professional matters). 

Develops and implements an Individual Growth Plan annually that enhances professional knowledge, skills, and
practice and is based on individual CLU requirements and the previous year’s observation and evaluation
recommendations. 

Maintains confidentiality in matters relating to students and staff. 

Assists administrators, other school personnel, and parents in understanding regulations and rights relevant to
general and special education. 

4: Interventions for Academic, Social, Emotional, and Behavioral improvement 

Plans and designs instruction/intervention based on data and aligns efforts with the school and district improvement
plans and state and federal mandates. 

Implements evidence-based practices within a multi-tiered framework. 

Develops/plans interventions or programs to increase student engagement (e.g., attendance, on-task behavior,
rigorous/relevant instruction, participation in school activities) and support attainment of post-secondary goals. 76



Provides relevant information regarding child and adolescent development, barriers to learning, and student risk
factors (develops/provides training and information to students, staff, and parents). 

5: Accurate Identification and Assessment 

Collaborating with other members of an interdisciplinary team to conduct assessments to determine students’ need 
for services, including eligibility for special education, and to provide information relevant to the development of
individual education plans. 

Applies knowledge of the links between evaluation, goals and objectives and placement decisions so that teachers
can be assisted in identifying realistic expectations for educationally relevant behavior (e.g., vocational, functional,
academic, social) in various settings. 

Knowledge of standardized testing (test norming, reliability, and validity; and sources of measurement error) and
demonstrates appropriate selection and use of evaluation materials based on technical quality and individual
student needs. 

Applies skills for evaluating and interpreting information derived from formal and informal instruments and
procedures and recognizes when a student needs further assessment and/or evaluation, including that conducted
by other professionals, in specific areas (e.g., language skills, physical skills, social/emotional behavior, assistive
technology needs). 

6: Promote Positive School Climate 

Collaborates with school personnel and students to foster student engagement (e.g., involvement, motivation,
persistence, resilience, ownership). 

Promotes safe school environments (Interacts with school personnel to promote and implement effective
programs/services that result in a healthy and violence-free school climate (i.e., readiness, school failure,
attendance, dropout, bullying, child abuse, youth suicide, school violence)). 

School Social Workers and School Psychologists: Provides a continuum of crisis intervention services (collaborates
in crisis planning, prevention, response, and recovery and/or collaborates in implementing/ evaluating programs). 

7: Diversity and Cultural Competence 

Integrates relevant cultural issues and contexts that impact family–school partnerships (promotes multicultural
understanding, identifies relevant cultural issues and contexts that impact family–school partnerships, and uses this
knowledge as the basis for problem solving related to prevention and intervention). 

Uses strategies and procedures that are responsive to the diverse backgrounds and particular disabilities of
individuals in relation to evaluation, programming, and placement and that ensure unbiased results that result in
students receiving a free appropriate public education in the least restrictive environment. 

Recognizes barriers to academic progress relating to cultural issues within the school system, while supporting an
environment that honors and celebrates the cultures of the population within the school. 

8: Workload Management and Record Keeping 

Prepares readable, accurate reports which communicate student performance data in a relevant and
understandable way to students, parents, and school personnel.  

Applies skills for effective communication and collaboration in a variety of contexts (e.g., conducting conferences
with students and families, working with other professionals to include students in specific learning environments,
communicating about characteristics and needs of students with disabilities, reporting and interpreting assessment
results to professionals and parents/guardians). 

Applies knowledge of legal and regulatory timelines, schedules, deadlines and reporting requirements and methods
for maintaining eligibility folders and for organizing, maintaining, accessing and storing records. 
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Demonstrates knowledge of time management strategies and systems appropriate for various educational
situations and environments, and keeps accurate and detailed records of assessments, evaluations, and related
proceedings. 

9: Research, Program Evaluation, and Professional Development 

Applies knowledge of evidence-based interventions to evaluate the fidelity and effectiveness of school-based
intervention plans and assists schools in intervention planning. 

Pursues continuous enhancement of knowledge and skills to provide the most current, beneficial, and culturally
appropriate services to students and their families. 

Shares information about research with educators, parents and/or the community to promote improvements in
instruction, student achievement and healthy lifestyles. 
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Speech Therapist Observation/Evaluation

Revised July 2021 

DP-46B, Page 1 

Observation

Therapist: Location

Evaluation

Date:

Observer/Evaluator:

Overall Performance Level:

Title:

Scoring Rubric

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective
Ineffective (1)- The therapist rarely, if ever, displays the dispositions of the standard.
Effective: Emerging (2)- The therapist has advanced beyond Ineffective, but has not reached Proficient.
Effective: Proficient (3)- The therapist routinely displays a majority of the dispositions of the standard.
Highly Effective (4)- The therapist has advanced beyond Proficient and consistently displays all the dispositions of the
standard.

Observations and Evaluations:
 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed.
 The evaluated person should use the results to develop their Individual Growth Plan the following year.
 The related dispositions to consider are utilized to score each of the six (6) standards. The

observer/evaluator shall review the dispositions for each standard and score the standards accordingly.

(1) Professional Knowledge
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(2) High Quality Service Delivery
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(3) Maintain Federal, State, and Local Compliance and Accountability
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments: 79
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(4) Demonstrated Collaboration

Ineffective
(1)

Effective: Emerging
(2)

Effective: Proficient
(3)

Highly Effective
(4)

Comments:

(5) Demonstrated Accountability
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

(6) Professional Ethics
Ineffective

(1)
Effective: Emerging

(2)
Effective: Proficient

(3)
Highly Effective

(4)

Comments:

Performance Level (PL) Scoring Range: 
Ineffective = PL ≤ 1.5
Effective: Emerging = 1.5 < PL ≤ 2.5
Effective: Proficient = 2.5 < PL ≤ 3.5
Highly Effective = PL > 3.5

Total Points /6 Performance Level:

3. A therapist with an overall performance score of Effective: Emerging may be placed on an
Intensive Assistance Plan (IAP).

4. A therapist with an Ineffective rating in any of the six standards shall receive an overall rating
of Ineffective.  Any Ineffective scoring results in the therapist being placed on an IAP.

is or is not being placed on an Intensive Assistance Plan.

, Therapist

, Observer/Evaluator , Date

 A signature does not indicate agreement with results of observation/evaluation. A signature indicates
the information has been reviewed. 80
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Standard # 1 – Professional Knowledge

A speech therapist must demonstrate knowledge in the subject areas of speech-language pathology and related 

areas. 

Dispositions to consider - the speech therapist will: 

1. Maintain current certification and licensure by completing all requirements as set for by the Louisiana

State Board of Examiners for Speech-Language Pathology and Audiology.

2. Demonstrate competency for service delivery for students identified as having speech or language

impairments in articulation, voice, fluency, or language.

3. Provide evidence of participation in consistent high quality professional development programs on

speech or language topics.

4.

Standard # 2 –High Quality Service Delivery
A speech therapist will provide high quality services that are: curriculum-based, outcome-oriented, integrated 

with educational activities, diagnostic in nature, dynamic, changing as the child’s needs change, based on 

research-proven strategies, and designed to ensure access to the general curriculum so the child can be 

successful in mastering the Standards of Learning 

Dispositions to consider - the speech therapist will: 

1. Provide appropriate and dynamic service delivery methods consistent with the wide variety of

individual student needs.

2. Provide evidence that IEP goals and progress on the goals have been obtained.

3. Keep data for progress monitoring and demonstrate changes in the applied interventions as progress or

lack of progress has been demonstrated.

4. Demonstrate the ability to conduct appropriate comprehensive evaluations and screenings of students

who may be experiencing a variety of communication disorders.

5. Use programs and therapeutic techniques that are researched based and designed specifically to target

the area of identified impairment.

6. Select goals and therapy interventions that are aligned with the in order to insure services are

educationally relevant.

7. Provide services on the IEP that reflect the individualized needs of the student as evidenced by a variety

of service delivery methods indicated on the IEP and therapy time consistent with the level of

impairment demonstrated by the student.

8. Design and implement a consistent Early Intervening Speech Service (EISS) RTI plan parish wide for

all children suspected of being at risk for a speech impairment (voice, fluency, articulation, language) in

grades Kindergarten and above by creating a set of policies and procedures for EISS from start to finish

that is customizable for the individual student’s needs.

Standard # 3 – Maintain Federal, State, and Local Compliance and Accountability
A speech therapist must maintain compliance set forth by all Federal, State, and LEA Mandates. 

Dispositions to consider - the speech therapist will: 

1. Provide services that are compliant with state and federal regulations for children with IEPs as
demonstrated by IEP goals, supports, and services that are appropriate and relevant to the needs of the
student and tied to the , as evidenced by review of the IEPs of an agreed-upon sample of case files.

2. Complete all components of the evaluation, IEP, and progress monitoring/reporting process within

timelines using procedures compliant with federal, state, and local requirements.

3. Use appropriate forms and follow all procedures outlined in local policies and procedures.

4. Follow Medicaid Billing procedures set for the by the LEA which includes providing documentation of
services, submitting billing within deadlines, and obtaining permission for billing at the time of each
IEP.
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Standard # 4 – Demonstrate Collaboration
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A speech therapist will promote the success of every student by collaborating with faculty, parents, and 

other service providers. 

Dispositions to consider - the speech therapist will: 

1. Demonstrate collaboration with classroom teachers and other professionals by conducting early

intervening services for students suspected of having speech or language impairments or language

based reading or math problems.

2. Demonstrate teaming by participating in SBLC team meetings as deemed appropriate; Participating in

group therapist meetings that will include trainings for SALSA, RTI, and AAC; Participating with

pupil appraisal team members for screenings, evaluations, progress monitoring, and implementation

of RTI.

3. Communicate with teachers regarding IEP goals, progress, and areas of need.

4. Keep documentation logs of communication with the teachers, parents, and other service providers

to demonstrate collaboration.

5. Provide services in the classroom-based setting when appropriate.

6. Provide opportunities for teachers, other service providers, and parents to participate in the student’s

therapy program to facilitate of carryover of skills from the therapy setting into other settings such

as the classroom, home, or other settings as appropriate.

Standard 5 – Demonstrate Accountability
A speech therapist will maintain accountability for services provided to all 
students. 

 Dispositions to consider - the speech therapist will: 

1. Use the Medicaid SER scheduling and documentation system for ALL students in order to document

services delivered and progress observed to demonstrate accountability both Medicaid Billing as well

as MFP audits.

2. Submit schedules for approval upon request to the Coordinating Speech Therapist or Supervisor of

Special Services. Schedules must reflect all students served, service location, and time of sessions.

Schedules should be adhered to at all times unless circumstances uncontrollable by the therapist

disrupt the regular schedule or when providing make-up sessions.

3. Submit all paperwork within timelines set forth by the policies and procedures of the LEA.

Standard 6– Demonstrate Professional Ethics
A speech therapist will maintain accountability for services provided to all 
students. 

Dispositions to consider - the speech therapist will: 

1. Maintain good attendance.

2. Report to work on time.

3. Adhere to parish dress code.

4. Accepts and supports administrative decisions.

5. Displays professional ethics on and off duty.

6. Maintains a positive attitude of promoting school and community relations.

7. Fosters good public relations.

8. Reports job-related injuries within 48 hours of work accident to the immediate supervisor.

9. Maintains high standards of ethics, honesty, integrity, in all personal and professional matters.

10. Develops and implements an Individual Growth Plan annually based on individual CLU requirements

and the previous year’s observation and evaluation recommendations.

11. Maintains confidently in matters relating to students and staff.
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Observation Evaluation

Teacher: Location Date:

Observer/Evaluator:

Overall Performance Level:

Title:

Scoring Rubric

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective
Ineffective (1) – The talented teacher rarely, if ever, displays the dispositions of the standard.
Effective: Emerging (2) - The talented teacher has advanced beyond Ineffective, but has not reached Proficient.
Effective: Proficient (3) - The talented teacher routinely displays a majority of the dispositions of the standard.
Highly Effective (4) - The talented teacher has advanced beyond Proficient and consistently displays all the
dispositions of the standard.

Observations and Evaluations:
 A score below 2 (Effective: Emerging) is used to indicate where immediate improvement is needed.
 The evaluated person should use the results to develop their Individual Growth Plan the following year.
 The related dispositions to consider are utilized to score each of the five (5) standards. The

observer/evaluator shall review the dispositions for each standard and score the standards accordingly.

(1) Professional Knowledge
Ineffective

(1)
Effective: Emerging

(2)
Effective:  Proficient

(3)
Highly Effective

(4)

Comments:

(2) High Quality Service Delivery
Ineffective

(1)
Effective: Emerging

(2)
Effective:  Proficient

(3)
Highly Effective

(4)

Comments:

(3) Maintain Federal, State, and Local Compliance and Accountability
Ineffective

(1)
Effective: Emerging

(2)
Effective:  Proficient

(3)
Highly Effective

(4)

Comments:
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(4) Demonstrated Collaboration

DP-46C, Page 2 

Ineffective
(1)

Effective: Emerging
(2)

Effective:  Proficient
(3)

Highly Effective
(4)

Comments:

(5) Demonstrated Accountability
Ineffective

(1)
Effective: Emerging

(2)
Effective:  Proficient

(3)
Highly Effective

(4)

Comments:

Performance Level (PL) Scoring Range: 
Ineffective = PL ≤ 1.5
Effective: Emerging = 1.5 < PL ≤ 2.5
Effective: Proficient = 2.5 < PL ≤ 3.5
Highly Effective = PL > 3.5

Total Points /5 Performance Level:

1. A talented teacher with an overall performance score of Effective: Emerging may be placed on an
Intensive Assistance Plan (IAP).

2. A talented teacher with an Ineffective rating in any of the five standards shall receive an overall
rating of Ineffective.  Any Ineffective scoring results in the teacher being placed on an IAP.

is or is not being placed on an Intensive Assistance Plan.

, Talented Teacher

, Observer/Evaluator , Date

 A signature doesn’t indicate agreement with results of observation/evaluation. A signature indicates the
information has been reviewed and the principal has received a copy.

84



Standard # 1 – Professional Knowledge
A talented arts teacher must demonstrate knowledge in the subject areas of Art, Drama or Music. 

DP-46C, Page 3 

Dispositions to consider - the talented arts teacher will: 

1. Maintain current certification by completing all requirements as set for by the Louisiana Department of Education

2. Demonstrate competency for service delivery for identified talented students
3. Provide evidence of participation in the specific talented area served by participating in continuous high quality

professional development programs or experiences related to the field.

Standard # 2 –High Quality Service Delivery

A talented arts teacher will provide high quality services that are: curriculum and IEP-based, outcome-oriented, 

integrated with educational activities, diagnostic in nature, dynamic, changing as the child’s needs change, based on 

research-proven strategies, and designed to ensure access to the additional instruction so the child can be successful in 

their identified area of talent 

Dispositions to consider - the talented arts teacher will: 

1. Provide appropriate and dynamic service delivery methods consistent with the wide variety of individual student

needs.

2. Provide evidence that IEP goals and progress on the goals have been obtained.

3. Keep data for progress monitoring and demonstrate changes in the applied instruction as progress or lack of

progress has been demonstrated.

4. Demonstrate the ability to conduct appropriate on-going progress monitoring of students who may be

experiencing a variety of talented ability.

5. Use programs and instructional techniques that are researched based and designed specifically to target the area of

identified talent.

6. Select goals and objectives that are aligned with developmentally appropriate art standards in order to insure

services are educationally relevant.

7. Provide services on the IEP that reflect the individualized needs of the student as evidenced by a variety of service

delivery methods indicated on the IEP and instructional focus consistent with the level of talent demonstrated by

the student.

Standard # 3 – Maintain Federal, State, and Local Compliance and Accountability

A talented arts teacher must maintain compliance set forth by all Federal, State, and LEA Mandates. 

Dispositions to consider - the talented arts teacher will: 

1. Provide services that are compliant with state and federal regulations for children with IEPs as demonstrated by

IEP goals, supports, and services that are appropriate and relevant to the needs of the student and tied to the state

standards, as evidenced by review of the IEPs of an agreed-upon sample of case files.

2. Complete all components of the IEP, and progress monitoring/reporting process within timelines using procedures

compliant with federal, state, and local requirements.

3. Use appropriate forms and follow all procedures outlined in local policies and procedures.

4. Follow billing procedures set for the by the LEA which includes providing documentation of services; including

submitting billing within deadlines where applicable.
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Standard # 4 – Demonstrated Collaboration
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A talented arts teacher will promote the success of every student by collaborating with faculty, parents, and other service 

providers. 

Dispositions to consider – talented arts teacher will: 

1. Demonstrate collaboration with classroom teachers and other professionals by conducting support services for

students suspected of having unique talented ability in the arts.

2. Demonstrate teaming by participating in SBLC team meetings as deemed appropriate; participating in

administrative meetings as identified to improve service provision; participating with parents, staff and pupil

appraisal as needed for screenings and possible support services.

3. Communicate with parents, staff and students regarding IEP goals, progress, and areas of need.

4. Keep documentation logs of communication with the parents, staff and students and other service providers to

demonstrate collaboration.

5. Provide services in the classroom-based setting when appropriate.
6. Provide opportunities for parents, staff and students to participate in the student’s talented arts services program to

facilitate of carryover of skills from the instructional setting into other settings such as the classroom, home, or

additional settings as appropriate.

Standard # 5 – Demonstrated Accountability
A talented arts teacher will maintain accountability for services provided to all students. 

Dispositions to consider - the talented arts teacher will: 
1. Use the appropriate scheduling and documentation system for ALL students in order to document services

delivered and progress observed to demonstrate accountability as well as MFP audits.

2. Submit schedules for approval upon request to the Supervisor of the Department of Exceptional Student Services

or designee.  Schedules must reflect all students served, service location, and time of sessions.  Schedules should

be adhered to at all times unless circumstances uncontrollable by the teacher disrupt the regular schedule or when

providing make-up sessions.

3. Submit all paperwork within timelines set forth by the policies and procedures of the LEA.

4. Use sign in/out logs provided by the school, classroom teachers or as otherwise provided to document services

provided at all schools.
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DESOTO PARISH SCHOOL BOARD Rev. Aug. 2015 DP-48 

OBSERVATION/EVALUATION INSTRUMENT Page 1 

SUPERVISOR OF TECHNOLOGY 

OBSERVATION 0 - 3 YEARS OF EXPERIENCE 

EVALUATION 4+ YEARS OF EXPERIENCE 

EMPLOYEE  

SCHOOL  

OBSERVER/EVALUATOR 

DATE  

TITLE  

OBSERVATION TIME 

Begin End 

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order 

that he/she will improve, maintain, or achieve a high quality of teaching proficiency. Indicate your evaluation by placing a 

check mark () in the proper column and completing the descriptive narrative section of this form. 

The following rating scale will be used for final analysis of performance: 

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective 

Total Points /  Total Number of Items = 

Observations and Evaluations: 

 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed.

 The evaluated person should use the results to develop their Individual Growth Plan the following year.

OVERALL RATING________________________SCORE_____________ 

BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING Two (2) PAGES: 

REFINEMENT: 

REINFORCEMENT: 

is recommended for Intensive Assistance for the following reason(s): 

Employee Date Evaluator Date 

I verify by my signature that the information in this document has been provided to and explained to me. 
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Directions: Please evaluate the individual in each of the areas below. 

DP-48 
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The scale is as follows: (1) Ineffective (2) Effective: Emerging (3) Effective: Proficient (4) Highly Effective 

 
 

PERFORMANCE   RESPONSIBILITIES 

 

1 

 

2 

 

3 

 

4 

1. Designs/assists in implementing a Technology Plan, training programs and instructional computer 

maintenance programs. 
    

2. Purchases/assists and distributes instructional computer related supplies, equipment and software.     
3. Attends and participates in state meetings, curriculum meetings and other staff meetings.     

 

4. 
Collaborates to prepare and submit grant proposals designated to secure additional funding for 
technology and computer related activities, with an emphasis on E-rate funding. 

    

 

5. 
 

Coordinates, plans and implements the telecommunication partnerships such as Skype and Facetime. 
    

6. Coordinates the services for the following areas (i.e. LAN networks, WAN networks, JCampus and 

E-mail services.) 
    

7. Assists school personnel with computer services, maintenance and other computer related activities.     
8. Performs other tasks and assumes other responsibilities assigned by the proper authority.     
9. Devotes time and energy effectively to job.     
10. Demonstrates ability to work well with individuals and groups.     
11. Assists in collecting, assembling, reporting all necessary E-rate documents to appropriate agency.     

 

INSTRUCTION 

 

1 

 

2 

 

3 

 

4 

1. Works effectively with teachers.     
2. Assumes leadership in in-service activities.     
3. Works with administration to develop/implement electronic instruction and learning.     

 

RELATED RESPONSIBILITIES 

 

1 

 

2 

 

3 

 

4 

1. Discharges assigned duties.     
2. Concentrates effort in area of major responsibility.     
3. Is self-directed.     
4. Keeps abreast of current trends in education.     
5. Exhibits loyalty in the promotion of the system’s goals.     
6. Promotes harmony among all stakeholders (i.e. teachers, school administrators, central office staff 

and community.) 
    

7. Assists in the budget process by recommending what items are to be placed in the operating budget.     
8. Accepts/assists with the responsibility for seeing that actual expenditures for each line item of the 

budget stay within budget boundaries. 
    

 

PROFESSIONAL ETHICS 

The following 2-items will each be scored as a group. 

1 2 3 4 

1. Maintains good attendance. 

Reports to work on time. 

Adheres to parish dress code. 

Accepts and supports administrative decisions. 

Displays professional ethics on and off duty. 

Maintains a positive attitude of promoting school and community relations. 

    

2. Fosters good public relations. 
Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

Maintains high standards of ethics, honesty and integrity in all personal and professional matters. 

Develops and implements an Individual Growth Plan annually based on individual CLU 

requirements and the previous year’s observation and evaluation recommendations. 

Maintains confidentiality in matters relating to students and staff. 
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Narrative Comments: 

89



DESOTO PARISH SCHOOL BOARD DP-48A 

OBSERVATION/EVALUATION INSTRUMENT  Page 1 
NETWORK MANAGER Revised August 2015 

 

  OBSERVATION  0 - 3 YEARS OF EXPERIENCE 

  EVALUATION  4+ YEARS OF EXPERIENCE 
 
 

EMPLOYEE   

SCHOOL    

OBSERVER/EVALUATOR      

DATE   

TITLE   

OBSERVATION TIME   
Begin End 

 

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order 

that he/she will improve, maintain, or achieve a high quality of teaching proficiency. Indicate your evaluation by placing a 

check mark () in the proper column and completing the descriptive narrative section of this form. 

 

The following rating scale will be used for final analysis of performance: 

 

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective 

 

Total Points /  Total Number of Items =     
 

 
 

Observations and Evaluations: 

 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed. 

 The evaluated person should use the results to develop their Individual Growth Plan the following year. 

 

OVERALL RATING SCORE   
 

 
 

BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING Two (2) PAGES: 

REFINEMENT: 

 

 

 

 

 
REINFORCEMENT: 

 

 

 

 

 

 

 

  is recommended for Intensive Assistance for the following reason(s): 

 

 

 
 

  

  

EMPLOYEE DATE EVALUATOR DATE I 
 

I verify by my signature that the information in this document has been provided to and explained to me. 
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Directions: Please evaluate the individual in each of the areas below. 
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The scale is as follows: (1) Ineffective (2) Effective: Emerging (3) Effective: Proficient (4) Highly Effective 

 
 

PERFORMANCE   RESPONSIBILITIES 

 

1 

 

2 

 

3 

 

4 

 

1. 
Designs/assists in implementing a Technology Plan, training programs and instructional computer 

maintenance programs. 
    

2. Assists with and distributes instructional computer related supplies, equipment and software.     
3. Attends and participates in state meetings, curriculum meetings and other staff meetings.     

 

4. 
Collaborates to prepare and submit grant proposals designated to secure additional funding for 
technology and computer related activities, with an emphasis on E-rate funding. 

    

 

5. 
Manages the telecommunication partnerships involving neighboring school districts, universities and 

other agencies. 
    

6. Designs and manages networking services for the following areas (i.e. LAN networks, WAN 

networks, Active Directory) 
    

7. Assists school personnel with computer services, maintenance and other computer related activities.     
8. Performs other tasks and assumes other responsibilities assigned by the proper authority.     
9. Devotes time and energy effectively to job.     
10. Demonstrates ability to work well with individuals and groups.     
11. Assists with the filing and implementation of E-RATE purchases.     

 

INSTRUCTION 

 

1 

 

2 

 

3 

 

4 

1. Works effectively with teachers.     
2. Assists in in-service activities when needed.     
3. Assists administrators, teachers, and students with electronic systems.     

 

RELATED RESPONSIBILITIES 

 

1 

 

2 

 

3 

 

4 

1. Discharges assigned duties.     
2. Concentrates effort in area of major responsibility.     
3. Is self-directed.     
4. Keeps abreast of current trends in education.     
5. Exhibits loyalty in the promotion of the system’s goals.     
6. Promotes harmony among all stakeholders (i.e. teachers, school administrators, central office staff 

and community. 
    

7. Assists in the budget process by recommending what items are to be placed in the operating budget.     
8. Accepts/assists with the responsibility for seeing that actual expenditures for each line item of the 

budget stay within budget boundaries. 
    

DESCRIPTIVE NARRATIVE: 
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PROFESSIONAL ETHICS 
The following 2-items will each be scored as a group. 

1 2 3 4 

1. Maintains good attendance. 

Reports to work on time. 

Adheres to parish dress code. 

Accepts and supports administrative decisions. 

Displays professional ethics on and off duty. 

Maintains a positive attitude of promoting school and community relations. 

    

2. Fosters good public relations. 
Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

Maintains high standards of ethics, honesty and integrity in all personal and professional matters. 

Develops and implements an Individual Growth Plan annually based on individual CLU 

requirements and the previous year’s observation and evaluation recommendations. 

Maintains confidentiality in matters relating to students and staff. 

    

 

 

 

 

 

 
 

Narrative Comments: 
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STUDENT INFORMATION SYSTEM COORDINATOR Page 1 
 

  OBSERVATION  0 - 3 YEARS OF EXPERIENCE 

  EVALUATION  4+ YEARS OF EXPERIENCE 
 
 

EMPLOYEE   

SCHOOL    

OBSERVER/EVALUATOR      

DATE   

TITLE   

OBSERVATION TIME   
Begin End 

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order 

that he/she will improve, maintain, or achieve a high quality of teaching proficiency. Indicate your evaluation by placing a 

check mark () in the proper column and completing the descriptive narrative section of this form. 

 

The following rating scale will be used for final analysis of performance: 
 

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective 
 

Total Points /  Total Number of Items =     

 
 

Observations and Evaluations: 

 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed. 

 The evaluated person should use the results to develop their Individual Growth Plan the following year. 
. 

 

OVERALL RATING SCORE   
 

 
 

BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING Two (2) PAGES: 

REFINEMENT: 

 

 

 

 

 
REINFORCEMENT: 

 

 

 

 

 

 

 

 

 

  is recommended for Intensive Assistance for the following reason(s): 

 

 

 

 
 

  

 

EMPLOYEE EVALUATOR DATE 
 

I verify by my signature that the information in this document has been provided to and explained to me. 
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Directions:  Please evaluate the individual in each of the areas below. 

The scale is as follows: (1) Ineffective (2) Effective: Emerging (3) Effective: Proficient (4) Highly Effective 

 
 

PERFORMANCE   RESPONSIBILITIES 
 

1 
 

2 
 

3 
 

4 

 

1. 
Coordinates, plans, and implements JAVA Principals Administrative Management Systems 

(JCampus) programs to identify problems, correct problems, disseminate program change packages 

and train personnel in software data entry requirements and procedures. 

    

2. Collects, assembles, and reports Student Information Systems (SIS) data and other attendance data 

such as enrollment, attendance, discipline, student performance, etc. to the appropriate person or 

agencies. 

    

3. Assists in collecting, assembling and reporting all necessary documents to appropriate agency.     
 

4. 
Assists school personnel with JCampus computer services, maintenance, and other JCampus related 

activities. 
    

5. Attends and participates in all required meetings regarding SIS data and other staff meetings.     
6. Performs other tasks and assumes other responsibilities assigned by the proper authority.     
7. Devotes time and energy effectively to job.     
8. Demonstrates ability to work well with individuals and groups.     
9. Develops training programs for school system employees in regards to JCampus implementation     
10. Meets state and local deadlines on data submissions.     

 

PERSONAL QUALITIES 
 

1 
 

2 
 

3 
 

4 

1. Works effectively with administrators, teachers, and other staff.     
2. Assists in in-service activities when needed.     
3. Exercises good judgment in arriving at decisions     
4. Devotes time and energy effectively to job.     
5. Maintains high standards of ethics, honesty, and integrity in all personal and professional matters.     

 

RELATED RESPONSIBILITIES 

 

1 

 

2 

 

3 

 

4 

1. Discharges assigned duties.     
2. Concentrates effort in area of major responsibility.     
3. Is self-directed.     
4. Keeps abreast of current trends in education.     
5. Exhibits loyalty in the promotion of the system’s goals.     
6. Promotes harmony among all stakeholders (i.e. teachers, school administrators, central office staff 

and community. 
    

7. Assists in the budget process by recommending what items are to be placed in the operating budget.     
8. Accepts/assists with the responsibility for seeing that actual expenditures for each line item of the 

budget stay within budget boundaries. 
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PROFESSIONAL ETHICS 

The following 2-items will each be scored as a group. 

1 2 3 4 

1. Maintains good attendance. 

Reports to work on time. 

Adheres to parish dress code. 

Accepts and supports administrative decisions. 

Displays professional ethics on and off duty. 

Maintains a positive attitude of promoting school and community relations. 

    

2. Fosters good public relations. 

Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

Maintains high standards of ethics, honesty and integrity in all personal and professional matters. 

Develops and implements an Individual Growth Plan annually based on individual CLU 

requirements and the previous year’s observation and evaluation recommendations. 

Maintains confidentiality in matters relating to students and staff. 

    

 

 

 

 

 

 

Narrative Comments: 
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DESOTO PARISH SCHOOL BOARD 

OBSERVATION/EVALUATION INSTRUMENT 

ADMINISTRATIVE & SUPERVISORY STAFF 
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Page 1 

 

 

  OBSERVATION  0 - 3 YEARS OF EXPERIENCE 
  EVALUATION  4+ YEARS OF EXPERIENCE 

 
 

EMPLOYEE   

SCHOOL   

OBSERVER/EVALUATOR     

DATE   

TITLE   

OBSERVATION TIME    

Begin End 
 
 

 
 

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order 

that he/she will improve, maintain, or achieve a high quality of teaching proficiency. Indicate your evaluation by placing 

a check mark () in the proper column and completing the descriptive narrative section of this form. 

 

The following rating scale will be used for final analysis of performance: 
 

1 – Ineffective 2 – Effective: Emerging 3 – Effective: Proficient 4 – Highly Effective 

 

Total Points / Total Number of Items =     

 

 
Observations and Evaluations: 

 A score below 2 (Effective: Emerging ) is used to indicate where immediate improvement is needed. 

 The evaluated person should use the results to develop their Individual Growth Plan the following year. 

 
 

OVERALL RATING   
 

 

 

BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING TWO (2) PAGES: 

REFINEMENT: 

 

 

 
REINFORCEMENT: 

 

 

  is recommended for Intensive Assistance for the following reason(s): 
 

 

 

 
  

 

EMPLOYEE EVALUATOR DATE 
 

I verify by my signature that the information in this document has been provided to and explained to me. 
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DIRECTIONS: Please evaluate the individual in each of the areas below 

 

The scale is as follows: (1) Ineffective (2) Effective: Emerging (3) Effective: Proficient (4) Highly Effective 
 

 

PERSONAL QUALITIES 1 2 3 4 

1.  Devotes time and energy effectively to his/her job. 
    

2.   Demonstrates ability to work well with individuals and groups. 
    

3.   Exercises good judgment in arriving at decisions.     

4. Maintains high standards of ethics, honesty and integrity in all 

personal and professional matters. 

    

 

RELATED RESPONSIBILITIES 1 2 3 4 

1.  Discharges assigned duties.     

2. Concentrates efforts in area of major responsibility.     

3.   Is self-directed.     

4.  Keeps abreast of current trends in education.     

5.   Exhibits loyalty in the promotion of the system’s goals. 
    

6. Reports job-related injuries within 48 hours of work accident to the 

immediate supervisor. 

    

7.  Develops and implements an annual Individual Growth Plan based on 

the previous year’s observation and evaluation recommendations. 
    

8.   Completes an annual self-evaluation. 
    

 
 

 

MAINTAINS POSITIVE RELATIONSHIPS 
 

1 
 

2 
 

3 
 

4 

1.  With teachers.     

2.  With school administrators.     

3.  With central office staff.     

4.   With community.     
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DIRECTIONS: Please evaluate the individual in each of the areas below 

 

The scale is as follows: (1) Ineffective  (2) Effective: Emerging  (3) Effective: Proficient (4) Highly Effective 

 

 

 

BUDGETING PROCESS 
 

1 

 

2 
 

3 
 

4 

1. Assists in the budget process by recommending what items are to 

be placed in the operating budget 
    

2. Accepts responsibility for seeing that actual expenditures for each 

line item of the budget stay within budget boundaries. 
    

PROFESSIONAL ETHICS 

The following 2-items will each be scored as a group. 
1 2 3 4 

1. Maintains good attendance 

Reports to work on time. 

Adheres to parish dress code. 

Promotes harmony between teachers, students, teacher and student. 

Accepts and supports administrative decisions. 

    

2.   Displays professional ethics on and off duty. 

Maintains a positive attitude of promoting school and community 

relations. 

Fosters good public relations. 

Participates in harmonious working relationship with peers, parents, 

and community members. 

Maintains confidentiality in matters relating to students and staff. 

Policy to be found at File: GAEAA 

    

 

 

Narrative Description: (Mandatory) 
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SECTION 9.0 

 
 
 
 

All certified and other personnel shall be provided with their job descriptions prior to the beginning of their 
employment in the school system in their position and each time their job description is revised. Job descriptions for 
building-level administrators must include the Standards for School Principals in Louisiana as part of the performance 
responsibilities. Job descriptions must be reviewed annually. Current signatures must be on file in the employee’s single 
official file to document the annual review and/or receipt of job descriptions. 

Included in this section are the job descriptions for all certified and other professional personnel employed by the 
DeSoto Parish School Board. 

 
 

 Register Page 
   
DP-50 Superintendent 102 
DP-50A  Director of Administration 

 

103-104 

 

 

 

 

 

 

 

 

DP-50B Communications Coordinator 105-106 

 

 

DP-51 Director of Business Services 107-109 
DP-51A Accounting Manager 110-112 
DP-51B Grants & Cash Management Manager 113-115 
DP-51C Purchasing Agent 116-117 
   
DP-53 Director of Student Learning 118-119 
   
DP-53A Supervisor of Student Learning 120-121 
DP-53B Coordinator of Student Learning 122-123 
DP-53C Executive Master Teacher  124-126 
DP-53D Early Interventionist Services Master Teacher Literacy Focus 127-128 
   
DP-54 Director of Human Resources 129-130 
   
DP-55 Director of Operations 131-133 
DP-55A Supervisor of Food Services 134-135 
DP-55B Supervisor of Technology 136-137 
DP-55B1 Network Manager 138-140 
DP-55B2 Student Information System Coordinator 141-142 
DP-55C Transportation Coordinator 143-144 
   
DP-56 Director of Student Services 145-146 
DP-56A Supervisor of Educational Supports 147-148 
DP-56B Supervisor of Exceptional Student Services 149-150 
DP-56B1 Coordinating Speech Therapist 151-152 
DP-56B2 Early Intervention Services Facilitator-Behavior Focus 153-154 
DP-56B3 Educational Diagnostician 155-156 
DP-56B4 IEP Facilitator 157-158 
DP-56B5 School Psychologist 159-160 
DP-56B6 School Social Worker 161-162 
DP-56B7 Speech Therapist 163-164 
DP-56B8 Talented Arts Teacher 165-166 
DP-56B9 Exceptional Student Services Coordinator 9-12 167-168 
DP-56C DeSoto Schools’ Grace House Student Services Coordinator 169-170 
DP-56D School Nurse 171-172 
DP-56E Student Services Coordinator 173-174 
DP-56F College and Career Readiness Coordinator 175-176 
   99



 Register Page 
   
DP-65 Principal 177 
DP-65A Assistant Principal 178 
DP-65B Administrative Assistant 179 
DP-65C Guidance Counselor 180-181 
DP-65D Teacher/Title I Teacher/Special Education Teacher 182-184 
DP-65E Agriscience/Agribusiness Teacher 185-186 
DP-65F Librarian/Media Specialist 187-188 
DP-65G Master Teacher 189-191 
DP-65H JROTC Officer 192-193 
DP-65I JROTC Instructor 194-195 
   
DP-SRCL1 SRCL Grant Project Director 196-197 
DP-SRCL2 Master Teacher Literacy Strategist 198-200 
DP-SRCL3 Literacy Interventionist 201-202 
DP-SRCL4 SRCL Literacy Coach 203-204 
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TITLE: Superintendent 
 
QUALIFICATIONS: 

Master’s Degree 
Certified as Superintendent in the State of Louisiana 
Additional criteria as the Board may require 

 
REPORTS TO: DeSoto Parish School Board 

 
SUPERVISES: All administrative and supervisory personnel of the parish 

Revised: June 2013 DP-50 
Page 1 

 

JOB GOAL: To provide leadership in developing, implementing and maintaining 
the highest standards of excellence possible for the DeSoto Parish 
schools. 

 
PERFORMANCE RESPONSIBILITIES 
1. Visionary Leadership: The Superintendent promotes the success of students by facilitating the development, 
articulation, implementation, and stewardship of a vision of learning. 

 
2. Instructional Leadership: The Superintendent promotes the success of students by advocating, nurturing, and 
sustaining a school culture and instructional program conducive to student learning and staff professional growth. 

 
3. Organizational Leadership: The Superintendent promotes the success of students by ensuring management of the 
organization, operation, and resources for a safe, efficient, and effective learning environment. 

 
4. Collaborative Leadership: The Superintendent promotes the success of students by collaborating with faculty and 
community members, responding to diverse community interests and needs, and mobilizing community resources. 

 
5. Ethical Leadership: The Superintendent promotes the success of students by acting with integrity, fairness, and in an 
ethical manner. 

 
6. Advocacy Leadership: The Superintendent promotes the success of students by understanding, responding to, and 
influencing the political, social, economic, legal, and cultural context. 

 
 
TERMS OF EMPLOYMENT:  As contracted by the DeSoto Parish School Board 

 
EVALUATION: All certified and other professional personnel are evaluated in writing 

each year. 
 

 
REVIEWED AND AGREED TO:  DATE:     

Employee 
 
 
APPROVED:  DATE:     

Evaluator 
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TITLE:     Director of Administration       Revised September 2016 
 DP- 50A Page 1 

 
QUALIFICATIONS: Must meet certification requirements  as  outlined  in  State Department of Education 

Bulletin 746 as revised and other local school system requirements as they exist. 
 

REPORTS TO: Superintendent or his Designee 
 

SUPERVISES: School Principals 
 

JOB GOAL: To assist the district in achieving its mission statement. 
 

PERFORMANCE RESPONSIBILITIES 
 

1. Collaborates with school and district administration in planning, designing, implementing, maintaining, 
and evaluating effective school processes. 

2. Works with school principals in developing school plans. 
3. Serves as advisor to principals. 
4. Collaborates with Human Resources, Student Learning Department and principals in placement of the 

best qualified applicants. 
5. Informally and formally observes teachers, following established procedures. 
6. Reports summaries of routine observations/evaluations of those supervised to the Superintendent. 
7. Coordinates principal meetings on educational leadership related topics in conjunction with district staff. 
8. Teams with district leadership to recommend to the Superintendent candidates for potential 

administrative and supervisory positions. 
9. Teams with district leadership to design, plan, and conduct appropriate in-service programs and 

activities. 
10. Conducts frequent campus visits and communicates findings to department heads and the 

Superintendent. 
11. Supports/monitors/advises DeSoto Parish Schools’ extra-curricular and co-curricular programs. 
12. Initiates and pursues programs of self-improvement through participation and involvement in 

professional organizations at all levels, and through continuing formal and informal study. 
13. Conducts a continuous evaluation of program operation in cooperation with principals and central office 

staff. 
14. Assists in the budget process by recommending educational leadership/school administration related 

items for the operating budget. 
15. Assists the Superintendent in achieving vision package of the System. 
16. Serves as Superintendent’s Designee in matters of concern. 
17. Facilitates leadership development activities throughout the District. 
18. Directly assists in District to stakeholder communication. 
19. Is a visible presence on school campuses, including after-hours events. 
20. Represents the Superintendent at events, meetings, programs, banquets. 
21. Maintains a positive, professional attitude and loyalty to the Superintendent and the System. 
22. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
23. Develops and implements an Individual Growth Plan annually based on the previous year’s observation 

and evaluation recommendations. 
24. Completes a self-evaluation annually. 
25. Performs other duties as assigned by the Superintendent. 
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Page 2 

 
26. Intervenes, as Superintendent designee, in matters where conflict or strife may develop or already exists 

to achieve resolution. 
27. Builds individual growth plans (IGPs) with principals for their self-improvement. 
28. Assists in development, implementation of intensive assistance plans and approval. 

 
 
 

PROFESSIONAL ETHICS 
 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports school administration decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found 

at File: GAEAA. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TERMS OF EMPLOYMENT: 12 Months 

 
EVALUATION: All certified and other professional personnel are evaluated in writing each year. 

 
 
REVIEWED AND AGREED TO:    

Employee 
DATE:    

 
 
APPROVED:  DATE:   

Evaluator 
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TITLE: Director of Business Services 

QUALIFICATIONS: 
Bachelor Degree in Accounting 
Additional criteria as the Board may establish 

REPORTS TO: Superintendent or his designee 

SUPERVISES: Supervisor Business Service Staff  

Revised:  Sept. 2016  DP-51 
Page 1 

 

JOB GOAL: To assist the Superintendent in providing leadership in developing, 
implementing and maintaining the highest standards possible in the area 
of sound fiscal management. 

PERFORMANCE RESPONSIBILITIES: 

1. Attends Board meetings and prepares such reports for the Board 
as the Superintendent may request. 

2. Attends Finance Committee meetings and prepares such reports 
for the committee as the Superintendent may request. 

3. Prepares and/or updates needed board policies and administrative 
rules concerning finance for the Superintendent’s review and action. 

4. Reviews and coordinates quarterly financial statements for the 
Superintendent’s review and action. 

5. Establishes procedural safeguards to insure the proper handling of 
revenues and expenditures. 

6. Annually obtains a copy of the Superintendent’s contract for the payroll files and 
certifies the Superintendent’s salary with the Board President, Vice President, and 
Chairman of the Finance Committee. 

7. Establishes procedures and advises principals on financial matters 
pertaining to School Activity Accounts. 

8. Prepares and coordinates drafts of all insurance needs for the 
Superintendent’s review and action. 

9. Reviews and coordinates drafts of all bids for the Superintendent’s 
review and action. 

10. Maintains and monitors the fiscal agent agreement. 
11. Reviews and monitors procedures for the investment of idle funds 

for the Superintendent’s review and action. 
12. Develops, maintains and monitors procedures for purchasing 

materials, supplies, equipment, etc. 
13. Develops, maintains and monitors procedures regarding payroll 

records, payroll deductions, sick leave, etc. 
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14. Represents the DeSoto Parish School Board on the Sales and Use 
Tax Commission. 

15. Develops, maintains and monitors procedures for collecting revenues. 
16. Develops, maintains and monitors procedures for paying invoices. 
17. Prepares and coordinates drafts of the budget report for the 

Superintendent’s review and action. 
18. Develops and monitors a schedule to maintain records used in the 

Business Department. 
19. Develops, maintains and monitors procedures for identifying all 

equipment purchased. 
20. Initiates and pursues programs of self-improvement through 

participation and involvement in professional organizations at all 
levels, and through formal and informal study. 

21. Develops and implements an Individual Growth Plan based on the 
previous year’s observation and evaluation recommendations. 

22. Completes a self-evaluation annually. 
23. Performs other tasks and assures other responsibilities as the 

Superintendent may assign. 

DP-51 
Page 2 

1. Supervises and coordinates with the Supervisor of Facilities and Operations on 
matters involving construction, maintenance and repair of facilities. 

2. Applies for the Meritorious Budget Awards program and the Certificate of 
Excellence in Financial Reporting with ASBO annually. 

 

PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 
1. Adheres to parish dress code. 
2. Promotes harmony between: teachers, students, teacher and student. 
3. Accepts and supports administrative decisions. 
4. Displays professional ethics on and off duty. 
5. Maintains a positive attitude of promoting school and community 

relations. 
6. Fosters good public relations. 
7. Participates in harmonious working relationship with peers, parents 

and community members. 
8. Reports job-related injuries within 48 hours of work accident to the 

immediate supervisor. 
9. Adheres to the DeSoto Parish School Board’s Sexual Harassment 

Policy to be found at File: GAEAA. 
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TERMS OF EMPLOYMENT: Twelve months 

EVALUATION: All certified and other professional personnel are evaluated in writing each 
year. 

 

REVIEWED AND AGREED TO:    
Employee 

DATE:    

 

APPROVED: DATE:   
Evaluator

106



 
Revised:  July 2011 DP-51A 

Page 1 
 
 

TITLE: Accounting Manager 
 
QUALIFICATIONS: 

1. At least a Bachelor Degree or higher in a business related field with at least 30 hours in 
Accounting. 

2. Additional Criteria as the Board may establish. 
 
REPORTS TO: Director of Business Services 

 
SUPERVISES: None 

 
JOB GOAL: To assist in administering and managing all accounting affairs of the school system. 

 
PERFORMANCE RESPONSIBILITIES: 

 
Job Related 

1. Review and assist the business staff with all payroll related activities. 
2. Perform all payroll related activities when the payroll clerk is absent or on leave. 
3. Review and post all accounting entries for payroll, cash receipts, accounts payable, etc. 
4. Create and post monthly journal entries as needed. 
5. Assist in the closing of the books for the year ended June 30. 
6. Complete the bank reconciliation for all bank accounts. 
7. Review and prepare journal entries for the Other Post Employee Benefits (OPEB) Trust 

Fund. 
8. Review and prepare journal entries for other non-trust investments. 
9. Coordinate and supervise the Capital Asset inventory system. 
10. Monitor and budget all Debt Service Funds. 
11. Coordinate and monitor all semi-annual payments for General Obligation Bonds, Certificates 

of Indebtedness, Sales Tax Bonds or other long-term debt instruments. 
12. Complete the General Fund Budget Form A Report. 
13. Complete the Profile of Educational Personnel (PEP) Reports. 
14. Monitor all electric, natural gas, water, and telephone bills. 
15. Prepare monthly check registers reports for the Finance Committee. 
16. Maintain an up-to-date Microsoft Work file and an Adobe PDF file for all School Board 

Policies. 
17. Assists in all other business functions as needed. 
18. Perform other tasks and assume other responsibilities assigned by the proper authority. 

 
Personal Qualities 

1. Devotes time and energy effectively to job. 
2. Demonstrates ability to work well with individuals and groups. 
3. Exercises good judgment in arriving at decisions. 
4. Maintains high standards of ethics, honesty, and integrity in all personal and professional 

matters. 
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Instruction 
1. Works effectively with teachers. 
2. Assumes leadership in in-service activities. 
3. Initiates and implements improved curricula. 

 
Related Responsibilities 

1. Discharges assigned duties. 
2. Concentrates effort in area of major responsibility. 
3. Is self-directed. 
4. Keeps abreast of current trends in education. 
5. Exhibits loyalty in the promotion of the system’s goals. 
6. Reports job related injuries within 48 hours of work accident to the Director of Personnel. 

“Job related injuries” include, but are not limited to, any accident or illness which involves 
loss of consciousness, restriction of work motion, or medical treatment. 

7. Develops and implements an Individual Growth Plan annually. 
8. Completes a self-evaluation annually. 

 
Relationships 

1. With teachers. 
2. With school administrators. 
3. With central office staff. 
4. With community. 

 
Budgeting Process 

1. Assists in the budget process by recommending what items are to be placed in the operating 
budget. 

2. Accepts responsibility for seeing that actual expenditures for each line item of the budget 
stay within budget boundaries. 

 
Professional Ethics 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers; students; teachers and students. 
5. Accepts and supports administrative decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationships with peers, parents, and community 

members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 
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TERMS OF EMPLOYMENT: Twelve months. 

 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of the School 

Board’s policy on evaluation of personnel. 
 
 
 
 

REVIEWED AND AGREED TO:     
Employee 

 
 
 
APPROVED:    

Evaluator 

DATE     
 
 
 
 
DATE     
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TITLE: Grants & Cash Management Manager 

Revised:  July 2011 DP-51B 
Page 1 

 

QUALIFICATIONS: 
1. At least a Bachelor Degree or higher in a business related field. 
2. Additional Criteria as the Board may establish. 

 
REPORTS TO: Director of Business Services 

 
SUPERVISES: None 

 
JOB GOAL: To assist in administering and managing all grants and other accounting affairs of the 

school system. 
 
PERFORMANCE RESPONSIBILITIES: 

 
Job Related 

1. Coordinates and supervises the activities of all state and federal grants. 
2. Completes the Special Ed Excess Cost Report, Comparability Report, Maintenance of Effort 

Verification Report, and PIP Report. 
3. Prepares monthly grant reports. 
4. Monitors and budgets the Special Revenue Funds. 
5. Receives and records all cash receipts and school board revenues. 
6. Monitors and safeguards the cash assets by securing pledges from banks. 
7. Prepares monthly bank pledge reports. 
8. Prepares monthly certificate of deposit reports. 
9. Completes all other banking transactions such as money transfers, wiring of funds to other 

banks, etc. 
10. Invests idle money. 
11. Supervises and coordinates all oil & gas lease activities. 
12. Supervise and coordinate the activities of the Group Medical, Dental, Life, and Vision 

insurance benefits. 
13. Prepares monthly Medical and Dental Insurance reports for the Budget/Finance Committee. 
14. Schedules and completes the audits of all school activity funds. 
15. Prepares monthly Sales Tax reports for the Budget/Finance Committee. 
16. Assists in all other business functions as needed. 
17. Performs other tasks and assume other responsibilities assigned by the proper authority. 

 
Personal Qualities 

1. Devotes time and energy effectively to job. 
2. Demonstrates ability to work well with individuals and groups. 
3. Exercises good judgment in arriving at decisions. 
4. Maintains high standards of ethics, honesty, and integrity in all personal and professional 

matters. 
 
Instruction 

1. Works effectively with teachers. 
2. Assumes leadership in in-service activities. 
3. Initiates and implements improved curricula. 
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Related Responsibilities 

1. Discharges assigned duties. 
2. Concentrates effort in area of major responsibility. 
3. Is self-directed. 
4. Keeps abreast of current trends in education. 
5. Exhibits loyalty in the promotion of the system’s goals. 

DP-51B 
Page 2 

6. Reports job related injuries within 48 hours of work accident to the Director of Personnel. 
“Job related injuries” include, but are not limited to, any accident or illness which involves 
loss of consciousness, restriction of work motion, or medical treatment. 

7. Develops and implements Individual Growth Plan annually. 
8. Completes a self-evaluation annually. 

 
Relationships 

1. With teachers. 
2. With school administrators. 
3. With central office staff. 
4. With community. 

 
Budgeting Process 

1. Assists in the budget process by recommending what items are to be placed in the operating 
budget. 

2. Accepts responsibility for seeing that actual expenditures for each line item of the budget 
stay within budget boundaries. 

 
Professional Ethics 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers; students; teachers and students. 
5. Accepts and supports administrative decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationships with peers, parents, and community 

members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 
 
TERMS OF EMPLOYMENT: Twelve months. 

 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of the School 

Board’s policy on evaluation of personnel. 
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REVIEWED AND AGREED TO:     

Employee 
 
 
 
APPROVED:    

Evaluator 

DATE     
 
 
 
 
DATE     
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TITLE: Purchasing Agent 

Revised: June 2013 DP-51C 
Page 1 

 

QUALIFICATIONS: 
1. At least a Bachelor Degree or higher in a business related field. 
2. Additional Criteria as the Board may establish. 

 
REPORTS TO: Director of Business Services 

 
SUPERVISES: None 

 
JOB GOAL: To assist in administering and managing all purchasing, assist in the accounting affairs, 

and coordinate Capital Projects of the school system. 
 
PERFORMANCE RESPONSIBILITIES: 

 
Job Related 

1. Purchases all materials, supplies, and equipment for the school system in compliance with 
laws and established policies governing purchasing procedures and insures that quantity and 
quality purchased conform with specifications. 

2. Reviews requisitions to make sure purchasing procedures have been followed and forwards 
all approved requisitions to the Purchasing Clerk for processing. 

3. Receives all bids, conducts public bid openings, coordinates with supervisors and others in 
evaluating bids and makes recommendations. 

4. Maintains an adequate inventory of office supplies for the Central Office. 
5. Monitors and budgets the Capital Projects Funds. 
6. Assumes a lead role in construction of Capital Projects. 
7. Communicates with the Supervisor of Facilities and Operations on related matters of system 

facilities. 
8. Supervise and coordinates the record retention system of all business office records. 
9. Reviews and approves all death claims on the Group Life Insurance Plan. 
10. Coordinates and processes all IRS 1099 forms. 
11. Represents the school system by sitting on the Sales & Use Tax Commission Board. 
12. Coordinate bids for payroll deduction benefit plans (i.e., dental, vision, cancer, etc.) 
13. Assists in all other business functions as needed. 
14. Performs other tasks and assume other responsibilities assigned by the proper authority. 

 
Personal Qualities 

1. Devotes time and energy effectively to job. 
2. Demonstrates ability to work well with individuals and groups. 
3. Exercises good judgment in arriving at decisions. 
4. Maintains high standards of ethics, honesty, and integrity in all personal and professional 

matters. 
 
Instruction 

1. Works effectively with teachers. 
2. Assumes leadership in in-service activities. 
3. Initiates and implements improved curricula. 
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Related Responsibilities 
1. Discharges assigned duties. 
2. Concentrates effort in area of major responsibility. 
3. Is self-directed. 
4. Keeps abreast of current trends in education. 
5. Exhibits loyalty in the promotion of the system’s goals. 

DP-51C 
Page 2 

6. Reports job related injuries within 48 hours of work accident to the Director of Personnel. 
“Job related injuries” include, but are not limited to, any accident or illness, which involves 
loss of consciousness, restriction of work motion, or medical treatment. 

7. Develops and implements Individual Growth Plan annually. 
8. Completes a self-evaluation annually. 

Relationships 
1. With teachers. 
2. With school administrators. 
3. With central office staff. 
4. With community. 

Budgeting Process 
1. Assists in the budget process by recommending what items are to be placed in the operating 

budget. 
2. Accepts responsibility for seeing that actual expenditures for each line item of the budget 

stay within budget boundaries. 

Professional Ethics 
1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers; students; teachers and students. 
5. Accepts and supports administrative decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationships with peers, parents, and community 

members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 

TERMS OF EMPLOYMENT: Twelve months. 
 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of the School 

Board’s policy on evaluation of personnel. 
 
REVIEWED AND AGREED TO:_______________________________DATE__________ 

                                    Employee 
APPROVED:________________________________________________DATE__________ 

                                   Evaluator 
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TITLE: Director of Student Learning 

QUALIFICATIONS: 
Must meet certification requirements as outlined in State Department of 
Education Bulletin 746 as revised and any other local school system 
requirements as they exist. 

REPORTS TO: Superintendent or his designee 

SUPERVISES: Coordinators of Student Learning 
Executive Master Teachers 
Administrative Assistant to Student Learning 
Other personnel as assigned by the Superintendent 

JOB GOAL: To advance student achievement so students meet their college and career goals. 
 
PERFORMANCE RESPONSIBILITIES 

 
2. Collaborates with school administration in planning, designing and implementing the school 

improvement process. 
3. Works with instructional staff and administrators in developing instructional plans for each 

school. 
4. Works with instructional staff and administrators in planning and coordinating the development of 

curriculum/instruction/assessment. 
5. Works with instructional staff and administrators in assisting teachers in selecting and utilizing effective 

teaching strategies to achieve the goals and objectives. 
6. Works with instructional staff and administrators in selection, production, utilization and evaluation of 

instructional materials. 
7. Assists instructional staff and administrators with the writing, interpreting and evaluation of curriculum 

guides and/or programs. 
8. Works with instructional staff and administrators in determining subject areas of the curriculum. 
9. Works with instructional staff and administrators in designing, planning and conducting 

appropriate in-service programs and activities for school faculties and system-wide 
groups:  local school faculties, and individual teachers. 

10. Works with the district in formulating a comprehensive accountability plan to lead the school 
improvement process in the district. 

10. Serves as the district TAP Director 
11. Oversees the implementation of a communication structure across the district for continual 

updates on testing and accountability issues. 
12. Sees that all accountability mandates are adhered to by the district. 
13. Oversees School Building Level Committee and assists with the realignment and training of School 

Building Level Committees for handling appeals and waivers related to accountability and high stake 
issues. 

14. Oversees testing, analysis and reporting for the district. 
15. Acts as the district’s accountability and high stakes contact to the State Department. 
16. Coordinates the chief administrative duties of the Federal Programs. 
17. Serves as Summer School Director. 
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18. Serves as district after school remediation contact. 
19. Works as a grant writer in securing funds and providing for staff development. 
20. Initiates and pursues programs of self-improvement through participation and involvement in 

professional organizations at all levels, and through continuing formal and informal study. 
21. Maintains good rapport with the public and stimulates a high interest level in education on 

the part of parents and other community individuals or groups. 
22. Conducts a continuous evaluation of program operation in cooperation with principals and 

central office staff. 
23. Accepts responsibility for seeing that actual expenditures for each line item of the budget stay 

within budget boundaries. 
24. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
25. Develops and implements an Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 
26. Completes a self-evaluation annually. 
27. Performs other duties as assigned by the proper authority. 

 
 
PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to the parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports administrative decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good community relations. 
9. Participates in harmonious working relationship with peers, parents and community. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 
 
 
 

TERMS OF EMPLOYMENT: Twelve months 
 

EVALUATION: Performance in this position will be evaluated at least once annually in 
accordance with Board policy. 

 
 
 

REVIEWED AND AGREED TO: DATE    
Employee 

 
 

APPROVED:  DATE    
Evaluator 
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TITLE: Supervisor of Student Learning 

QUALIFICATIONS: 

Must meet certification requirements as outlined in State Department of 

Education Bulletin 746 as revised, and any other local school system  

requirements as they exist. 

REPORTS TO: Director of Student Learning 

SUPERVISES: Personnel as designated by the Director. 

JOB GOAL: To continually seek methods of improving the quality of education. 

PERFORMANCE RESPONSIBILITIES 

1. Collaborates with school administration in planning, designing and implementing the school

improvement process.

2. Works with the principals in developing strategic instructional support plans for schools.

3. Assists teachers and principals with the instructional needs of their schools.

4. Plans, implements and supervises special and/or pilot projects.

5. Designs and assists with instructional units and implements curricula to meet the defined needs and goals

of each school.

6. Plans and coordinates the development of curriculum/instruction.

7. Assists teachers in selecting and utilizing effective teaching strategies to achieve the goals and objectives.

8. Assists with the selection, production, utilization and evaluation of instructional materials.

9. Serves as advisor to schools in recommending and selecting materials of instruction.

10. Assists with the coordination of revisions to the Pupil Progression Plan and the Working Outline annually.

11. Formally observes a teacher as directors, supervisors and principals deem necessary, following established

procedures.

12. Designs, plans and conducts appropriate in-service programs and activities for school facilities

and system-wide groups: local school faculties, system-wide groups and individual teachers.

13. Conducts a continuous evaluation of program operation in cooperation with principals and

central office staff.

14. Assists in the budget process by recommending what items are to be placed in the operating

budget.

15. Accepts responsibility for seeing that actual expenditures for each line item of the budget stay

within budget boundaries.

16. Reports job-related injuries within 48 hours of work accident to the immediate supervisor.
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PROFESSIONAL ETHICS 

1. Reports to work on time.

2. Adheres to parish dress code.

3. Promotes harmony between teachers, students, teacher and student.

4. Accepts and supports administration decisions.

5. Displays professional ethics on and off duty.

6. Maintains a positive attitude of promoting school and community relations.

7. Fosters good public relations.

8. Participates in harmonious working relationship with peers, parents and community members.

9. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy found at File: GAEAA.

TERMS OF EMPLOYMENT: Twelve months 

EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 

REVIEWED AND AGREED TO: _________________________________ DATE:________ 

 Employee 

APPROVED: ________________________________________________ DATE: __________ 

Evaluator 
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QUALIFICATIONS: 

1. Experience in planning and implementing training for teachers.

2. Experienced Type B certified teacher who has demonstrated excellence in instruction.

3. Experience in developing and improving assessments, both formative and summative, which are

rigorous and aligned to state standards.

4. Experience in implementing new instructional strategies that ensure students’ needs are met and

teachers’ needs are supported.

5. Experience in addressing student instructional needs based on data driven analysis and progress

monitoring.

6. Experience using data driven analysis to make decisions regarding student achievement and school

accountability.

7. Experience in coaching teachers with pedagogical strategies and best practices through model

lessons, team teaching, etc.

8. Expertise in learning progressions of K-12 content.

REPORTS TO: Director of Student Learning 

JOB GOAL: To assist in planning, organizing and implementing all educational and 

supportive activities to advance student achievement so students meet their college and 

career goals. 

PERFORMANCE RESPONSIBILITIES 

1. Plans and implements instructional programs in the assigned content area.

2. Assists in the implementation of the parish and school mission plans.

3. Facilitates parish in-services for the assigned content area.

4. Assists in developing/analyzing the curriculum in the assigned content area.

5. Leads teachers in the selection and implementation of effective teaching strategies according to

parish and state guidelines.

6. Maintains good rapport with the instructional personnel, administration, teachers, support staff,

and community individuals or groups.

7. Conducts a continuous evaluation of program operation in cooperation with

principals and instructional staff.

8. Assists with the selection and use of instructional materials.

9. Attends conferences/meetings/in-services that support the assigned content area.

10. Formulates with directors, supervisors   and   principals   the   instructional   program   based on

identified goals.

11. Completes all reports related to the assigned content area.

12. Performs other duties as assigned by the proper authority.
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1. Devotes time and energy effectively to job.

2. Demonstrates ability to work well with individuals and groups.

3. Exercises good judgment in arriving at decisions.

4. Demonstrates the ability to provide content specific classroom support via

presentations, discussions and/or modeling.

5. Maintains high standards of ethics, honesty and integrity in all personal and

professional matters.

6. Initiates and pursues programs of self-improvement through participation and involvement

in professional organizations at all levels and through continuing formal and informal

study.

PROFESSIONAL GROWTH 

1. Develops and implements Individual Growth Plan based on individual

CLU requirements, the school mission plans and the previous year’s

observation and evaluation recommendations.

2. Completes an annual self-evaluation. 

3 Gains membership and participates in appropriate professional organizations. 

PROFESSIONAL ETHICS 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Displays professional ethics on and off duty. 

5. Accepts and supports administrative decisions. 

6. Maintains a positive attitude of promoting school and community relations. 

7. Fosters good public relations. 

8. Participates in harmonious working relationship with peers, parents and 

community members. 

9. Reports job-related injuries within 48 hours of work accident to the 

immediate supervisor. 

10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to

be found at File: GAEAA.

TERMS OF EMPLOYMENT:  Ten or Twelve months 

EVALUATION: All certified and other professional personnel are evaluated in writing 

each year. 

REVIEWED AND AGREED TO: DATE 

Employee 

APPROVED: DATE 

Evaluator 
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QUALIFICATIONS: 
1. Master’s Degree in relevant academic discipline (preferred).
2. At least five years of successful teaching.
3. At least three years successful experience as a Master Teacher.
4. For teachers currently in TAP schools, exemplary evaluation scores on the TAP

instructional rubric.
5. Demonstrated expertise in content, curriculum development, student learning,

test analysis, Leading and professional development, as demonstrated by an
advanced degree, advanced training and/or career experience.

6. Student data that illustrates the teacher’s ability to increase student achievement
through utilizing specific instructional interventions.

7. Instructional expertise demonstrated through model teaching, team teaching,
video presentations and student achievement gains.

8. Classroom demonstrations and external observations.
9. Proof of contribution to profession, such as research, publications, university

teaching, presentations and awards.
10. Excellent communication skills and an understanding of how to facilitate growth

in adults.
11. Instructional coaching and group presentation skills.

REPORTS TO: Director of Student Learning 

SUPERVISES: School-Level Master Teachers 

JOB GOAL: To provide teachers school-level and district-level support in implementation of 
the TAP processes (cluster meetings, leadership team meetings, field testing, 
teacher evaluations, master/Lead instructional leadership, principal leadership). 
While the executive master teacher is modeling/teaching, the requirements of 
the teacher job description must be utilized. 

DISTRICT-LEVEL PARTICIPATION 

1. To plan and lead district master teacher meeting.
2. To support the teacher evaluation process at DeSoto Alternative Center.
3. To attend and present (as necessary) at district principal meetings.
4. To collaborate with other district personnel regarding effective and appropriate implementation of

TAP processes in DeSoto schools.
5. To attend relevant and necessary district-level meetings/trainings.
6. To attend state TAP team meetings and work with the team to develop state-level

trainings/workshops.
7. To attend the annual National TAP Conference and, when selected, work with NIET to develop

and/or lead national trainings/workshops.
8. To complete mid-year check-ins and end-of-year program reviews for each school and the district as

whole.
9. To work a 12-month calendar year.
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CLUSTER GROUP PLANNING AND IMPLEMENTATION 
As an executive master teacher monitors and supports cluster meetings, the EMT  will be responsible 
 for: 

1. Overseeing and supporting the development of long-range cluster plans, weekly cluster group
meeting records and activities with other members of the leadership team.

2. Overseeing and supporting appropriate field testing of strategies/interventions before presenting to
cluster members.

3. Overseeing and supporting the planning, facilitation and follow-up of cluster group meetings during
professional growth blocks.

4. Overseeing and supporting appropriate follow-up in the classroom.
5. Overseeing and supporting groups of teachers in developing goals, providing instructional

interventions with proven results, facilitating teacher proficiency with new strategies through
classroom-based follow up, and
ensuring that the progress of teacher skill development is aligned with changing student learning
needs.

6. Observing and coaching cluster meetings using the cluster observation rubric when appropriate.
7. Modeling and consulting, regarding planning for cluster meetings and/or leading cluster meetings.

LEADERSHIP TEAM PLANNING AND IMPLEMENTATION 
As an executive master teacher monitors and supports leadership team meetings, the EMT will be 
responsible for: 
1. Overseeing and supporting the development of long-range leadership team plans and weekly

leadership team meeting agendas.
2. Overseeing and supporting the leadership teams monitoring of data, IGPs, cluster meetings, and the

evaluation process via their weekly meetings.
3. Observing and coaching leadership team meetings using the leadership team meeting observation

rubric.
4. Modeling and consulting, regarding planning for leadership team meetings and/or leading leadership

team meetings.

EVALUATIONS/CONFERENCING 
The executive master teacher will conduct classroom observations/evaluations using TAP 
instructional rubrics and conferences with classroom teachers. 

CLASSROOM FOLLOW-UP 
The executive master teacher will provide tiered support in the form of consultation, 
observation/feedback, model teaching, demonstration lessons and/or team-teaching, including 
assistance and coaching toward meeting the master teacher’s individual growth plan goals and/or 
instructional leadership goals. 

PROFESSIONAL DEVELOPMENT 
While the executive master teacher is expected to come to the position with a high level of knowledge, 
the executive master teacher will be expected to work with NIET, the state TAP director, other executive 
master teachers, and/or district consultants/supervisors to enhance skills and be able to provide the 
teachers assigned to them the best instructional interventions and strategies. 
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PROFESSIONAL RESPONSIBILITIES 
1. Functions professionally and harmoniously with school personnel, and students.
2. Maintains accurate, complete, and correct records as requires.
3. Performs school support visits and trainings/presentations dependably and punctually.
4. Accepts constructive criticism as an evaluative element of professional and instructional improvement.
5. Exhibits loyalty and maintains a positive attitude in the promotion of the district and individual goals.
6. Reports job-related injuries within 48 hours of work accident to the immediate supervisor.

7. Develops and implements a non-TAP Individual Growth Plan based on CLU requirements and the
previous year’s observation and evaluation recommendations.

8. Completes a self-evaluation annually.
9. Performs other duties as assigned by the proper authority.

PROFESSIONAL ETHICS 
1. Maintains good attendance.
2. Reports to work on time.
3. Adheres to parish dress code.
4. Promotes harmony between: teachers, students, teacher and student.
5. Accepts and supports school administration decisions.
6. Displays professional ethics on and off duty.
7. Maintains a positive attitude of promoting school and community relations.
8. Fosters good public relations.
9. Participates in harmonious working relationship with peers, parents and

community members.
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be

found at File: GAEAA.

TERMS OF EMPLOYMENT:  Nine months OR Twelve months 

EVALUATION: All certified and other professional personnel are evaluated in writing each 
year. 

REVIEWED AND AGREED TO: DATE 
Employee 

APPROVED: DATE 
Evaluator 
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QUALIFICATIONS: 

Required 
• Master’s degree or equivalent in relevant discipline (preferred) 
• Experience in implementing research based intervention programs. 
• Experience in analyzing performance data, identifying specific needs of students and recommending or 

implementing successful interventions leading to improved student performance in Grades PK-12. 
• Experience as a presenter of professional development for teachers. 
• Knowledge of, experience in and validated expertise in at least 3 of the following areas: 

Response to Intervention 
Using technology to support improved student performance 
Graphing, analyzing and managing student performance data 
Experience with the SBLC process as related to Bulletin 1706 and 1508 
Professional experience with the design, implementation and evaluation of Behavioral literacy and 
interventions 
TS Gold and CLASS 

Preferred 
 

• Experience in assisting teachers with literacy strategies; design and implementation 
• Experience working in grade level teams, study groups, professional learning communities and SBLC committees 
• Experience in addressing school wide and individual student literacy needs based on data driven decision analysis 

in Grades PK-12. 
• Experience using data driven analysis to make decisions regarding literacy interventions to improve student 

performance and program effectiveness 
• Experience in planning, facilitating and implementing training for teachers 

 
REPORTS TO: Director of Student Learning 

 
JOB GOAL: To assist in planning, organizing, implementing and supporting Early Intervention 

Strategies in all schools – to include working with supervisors, coordinators, 
administrators, instructional teams, master teachers and classroom teachers as 
needed. 

 
PERFORMANCE RESPONSIBILITIES 

 
1. Works with the Supervisor of Special Education, Curriculum and Instruction department and other personnel to 

plan, facilitate, monitor and evaluate literacy intervention outcomes for students while supporting the 
implementation of the Early Intervening Services and RTI programs throughout the district in Grades PK-12. 

2. Works with building administrators, coordinators, instructional teams, master teachers and classroom teachers 
and SBLC committee to plan, facilitate, monitor and evaluate literacy outcomes for students in need of Tier 2 
and Tier 3 literacy interventions while supporting the implementation of the Early Intervening Services and RTI 
programs throughout the district in Grades PK-12. 

3. Facilitates parish and school-based professional development in support of these literacy services. 
4. Assists in the implementation of the parish and school improvement plans. 
5. Maintains good rapport with the instructional personnel, administration, teachers and support staff. Assists with 

the selection of intervention materials and programs. 
6. Attends conferences/meetings/PD that support the Early Intervening Services and RTI programs. 
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7. Formulates with directors, supervisors and principals the Early Intervening Services and RTI programs based on 

identified goals. 
8. Completes all reports related to the assigned area. 
9.   Performs other duties as assigned by the proper authority. 

 
PERSONAL QUALITIES 

1. Devotes time and energy effectively to job. 
2. Demonstrates ability to work well with individuals and groups. 
3. Exercises good judgment in arriving at decisions. 
4. Demonstrates the ability to provide content specific classroom support 

via presentations, discussions and/or modeling. 
5. Maintains high standards of ethics, honesty and integrity in all personal and professional matters. 
6.   Initiates and pursues programs of self-improvement through participation and involvement in 

professional organizations at all levels and through continuing formal and informal study. 

PROFESSIONAL GROWTH 

1. Develops and implements an Individual Growth Plan based on individual CLU requirements, the 
parish School Improvement Plans and the previous year’s observation and evaluation 
recommendations. 

2. Completes an annual self-evaluation. 
3. Gains membership and participates in appropriate professional organizations. 

PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports administration decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious relationship with peers, parents and community members. 
10. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
11. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy found at 

File: GAEAA. 

TERMS OF EMPLOYMENT:  12 Months 

EVALUATION: All certified and other professional personnel are evaluated in writing 
each year. 

REVIEWED AND AGREED TO: DATE    
Employee 

 
APPROVED: DATE    

Evaluator 
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TITLE: Director of Human Resources 
 
QUALIFICATIONS: 

Must meet certification requirements as outlined in State Department 
of Education Bulletin 746 as revised, and other local school system 
requirements as they exist. 

 
REPORTS TO: Superintendent or his designee 

 
SUPERVISES: Personnel as designated by the Superintendent 

 
JOB GOAL: To maintain a professional personnel recruitment, employment 

and separation system which supports the highest quality of 
educational programs. 
To continually seek methods of improving the quality of 
instruction. 

 
PERFORMANCE RESPONSIBILITIES 
1. Collaborates with school administration in planning, designing and implementing the 

school improvement process. 
2. Develops, recommends and implements parish-wide personnel policies and procedures. 
3. Supervises the maintenance of certification requirements and records. 
4. Recommends to the Superintendent, in coordination with principals and 

supervisors, employment and separation of professional personnel. 
5. Maintains complete personnel records and management system. 
6. Keeps other parish administrators informed of current personnel requirements and practices. 
7. Reviews for accuracy all school personnel reports. 
8. Conducts conferences with employees concerning personnel matters. 
9. Serves as the Superintendent’s representative during on-campus visits. 
10. Conducts classroom observations in keeping with established policies. 
11. Maintains a current file of classroom observations for all personnel who are 

routinely observed. 
12. Assists in the selection and assignment of supervisors of student teachers. 
13. Assists principals and teachers in the identification and utilization of supportive personnel. 
14. Coordinates revision(s) of personnel evaluation plan for professional staff. 
15. Assures the planning and implementation of the Personnel Evaluation part of 

the accountability program for DeSoto Parish. 
16. Coordinates revision(s) of support personnel evaluation manual. 
17. Assists in the budget process by recommending what items are to be placed in the 

operating budget. 
19. Reviews Bi-Annual staff effectiveness with Principals and Supervisor of Administration. 
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20. Coordinates Student Services Coordinator the Teacher Induction Program and assures the onboarding of 

new teachers. 
21. Maintains online application process, including screening all applications. 
22. Updates highly qualified data on instructional staff. 
23. Supervises the CIS system making certain data is recorded. 
24. Serves on interview panels. 
25. Accepts responsibility for seeing that actual expenditures for each line item of the budget stay 

within budget boundaries. 
26. Approves all expense reimbursements (expense sheets and travel vouchers) and payroll 

timesheets. 
27. Approves and maintains records of workman’s compensation time. 
28. Provides services to employees seeking to retire or enter DROP. 
29. Coordinates the Believe and Prepare grant for seeking new teaching talent. 
30. Coordinates the DeSoto Parish Teacher of the Year. 
31. Initiates and pursues programs of self-improvement through participation and involvement in 

professional organizations at all levels, and through continuing formal and informal study. 
32. Maintains good rapport with the public and stimulates a high interest level in education on 

the part of parents and other community individuals or groups. 
33. Conducts a continuous evaluation of program operation. 
34. Develops and implements an Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 
35. Completes a self-evaluation annually. 
36. Performs other duties as assigned by the proper authority. 
37. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

 
PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports administration decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationship with peers, parents and community 

members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 
 

TERMS OF EMPLOYMENT:   Twelve months 
 

EVALUATION: All certified and other professional personnel are evaluated in writing each year. 
 

REVIEWED AND AGREED TO: DATE    
Employee 

 
APPROVED: DATE    

Evaluator
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Must meet certification requirements as outlined in State Department of 

Education Bulletin 746 as revised and other local school system 

requirements as they exist. 

REPORTS TO: Superintendent or his designee 

SUPERVISES: Supervisor of School Food Services 

Supervisor of Technology 

Supervisor of Transportation  

Transportation Department employees 

Bus Drivers 

Maintenance Department employees 

JOB GOAL: To provide effective and efficient support systems for the District 

programs. 

To ensure that all students and faculty are provided with a 

physical learning environment which is safe, clean, attractive, 

pleasant and smoothly functioning. To coordinate facility, 

maintenance and grounds services. To maintain effective and 

efficient organizational operations for the system 

PERFORMANCE RESPONSIBILITIES 
1. Supervises and evaluates all transportation personnel, in addition to the Supervisor of School Food 

Services and Supervisor of Technology. 

2. Coordinates activities and services related to school transportation. 

3. Approves purchases of equipment, materials and supplies. 

4. Prepares and submits transportation budget to Superintendent. 

5. Coordinates and assists efforts to develop effective in-service programs. 

6. Plans transportation services for the system that meet the State Department of Education 

and local school system guidelines. 

7. Supervises the maintenance and upkeep of buses for safe operation. 

8. Recommends bus routes and checks for correct mileage. 

9. Makes recommendations to the Superintendent concerning bus operators. 

10. Plans and implements appropriate in-service for bus drivers with 

input from principals. 

11. Develops and implements an Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 

12. Completes a self-evaluation annually. 

13. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

14. Performs other duties as assigned by the proper authority. 

15. Ensures an effective and efficient school foods program. 

16. Ensures an effective and efficient technology program. 

17. Keeps abreast of federal, state and local codes involving safety in public schools. 

18. Keeps abreast of all construction and capital improvement projects. 

19. Reviews requisitions, purchase orders and bids received for maintenance work and 
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participates in contractor selection. 

20. Attends construction progress meetings with architects and contractors. 

21. Inspects construction, renovation and repair projects and recommends 

acceptance or rejection of completed, and payment for the same. 

22. Aids in the formation and improvement of department policies and procedures. 

23. Plans and schedules repairs and renovations performed by School Board employees. 

24. Estimates time and materials needed for jobs. 

25. Develops and coordinates all grounds services; works with the grounds lead man in scheduling 

lawn care and other outdoor projects. 

26. Works with appropriate personnel in establishing a cleanliness and preventive maintenance 

program. 

27. Interprets work orders, assigns priority to those deemed most important; schedules and coordinates 

work of the crews under his supervision. 

28. Inspects work order sites and informs those concerned of any reason for delay of completion. 

29. Maintains complete and current records as to the status of all work orders, 

purchase orders, requisitions and other necessary record keeping. 

30. Periodically reviews each facility for cleanliness and makes recommendations for improvements. 

31. Cooperates with the appropriate personnel in making building safety inspections, 

calling attention to unsafe conditions and practices, and seeing that necessary 

changes are made. 

32. Monitors after-hours use of facilities; notifies principals and/or Superintendent of any relevant 

issues. 

33. Responds to emergencies such as vandalism, accidents, fire, explosion, or wind and 

storm damage and initiates action to resolve the problem. 

34. Monitors weather situations and its impact on the operation of schools. 

35. Communicates with Superintendent to provide after-hours recommendations on the safety of 

holding school during weather events. 

36. Monitors emergency drills for fire, tornado, etc. at all facilities. 

37. Supervises the storage and distribution of textbooks. 

38. Sets safety standards for the department and acquaints maintenance 

employees with safety habits that will guard against personal injury. 

39. Interviews and recommends to the Director of Human Resources hiring, 

transferring and terminating maintenance employees. 

 

PROFESSIONAL ETHICS 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Promotes harmony between: teachers, students, teacher and student. 

5. Accepts and supports administration decisions. 

6. Displays professional ethics on and off duty. 

7. Maintains a positive attitude of promoting school and community relations. 

8. Fosters good public relations. 
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9. Participates in harmonious working relationship with peers, parents and community 

members. 

10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TERMS OF EMPLOYMENT: Twelve months 

 

EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 

 

 

REVIEWED AND AGREED TO: DATE    

Employee 

 

 

APPROVED: DATE    

Evaluator 
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QUALIFICATIONS: 

1. Eligibility for a School Food Service Supervisor Certificate 
2. Three years supervisory experience in school food service; at least two of 

the three years must have been served within the last five. 
3. Experience in the areas of food service procurement, bidding procedures, and 

knowledge of federal and state Child Nutrition Program regulations. 
4. Ability to supervise people effectively. 
5. Knowledge of computer hardware and approved software related to school food service. 
6. At least eight hours of Food Safety Training either: 

  a. Not more than 5 years prior to date of hire or 
 b. Must be completed within 30 days of hire date.  
7 .  Additional criteria as the Board may establish. 

 
REPORTS TO: Director of Operations 

 

SUPERVISES: Food Service Clerks, Managers and Warehousemen 
 
JOB GOAL: To provide an environment that supports healthy food habits for students while 
maintaining program integrity, fiscal accountability, and customer satisfaction. 

 
PERFORMANCE RESPONSIBILITIES 
 
1. Manage the daily work of school food services in all schools to ensure quality food delivery and efficient 

operations. 
2. Work with the Business Department to prepare the department budget and monitor revenues and 

expenditures throughout the year for budget compliance. 
3. Verify and submit data that is collected for reporting to the state department of education for the purposes 

of payment of funds to the schools. 
4. Prepare Annual Agreement to participate in the Federal meals programs and disseminate information and 

data about the free and reduced meal program to the appropriate school administrators/food service 
managers. 

5. Prepare the annual request for USDA commodity foods. 
6. Monitor their receipt, and report value to the Business Department throughout the year. 
7. Participate in the interviewing, hiring, and orientation process for new employees, in conjunction with the 

Human Resources Department. 
8. Work with Human Resources Department in personnel evaluation and disciplinary process. 
9. Manage the menu planning and development process in the central office to ensure that all federal and 

state requirements are being met. 
10. Manage the purchasing process and obtain bids or quotes for food, supplies, contracted services, and new 

equipment for all program sites. 
11. Work with the School Board Purchasing Office to evaluate bid/quote results and award to appropriate 

vendors. 
12. Organize, conduct and participate in employee meetings, training sessions, and sanitation classes for Food 

Service Department. 
13. Coordinate maintenance and improvement needs at school sites with Maintenance Department. 
14. Participate in planning and review of kitchen facilities design for new school construction projects. 
15. Work with food services staff members to coordinate special events held by other School Board 

departments in school cafeteria facilities. 131
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16. Obtain information on new products, trends, and regulations by meeting with brokers and sales 

representatives, attending trade shows, workshops and conferences, and visiting other food services 
programs as necessary. 

17. Visit school cafeteria sites on a regular basis to review procedures, observe operations during mealtime, 
and monitor quality of product and service. 

18. Attend meetings of the School Board and other advisory committee meetings. 
19. Answer questions regarding the school food service program from the news, media, parents, and other 

community members and participate in PTO meetings, health fairs, and other community opportunities to 
provide nutrition education. 

20. Review and sign off on all accounts payable and payroll documentation before it is processed. 
21. Manage the central office records management program for record keeping and destruction of 

documentation. 
22. Perform related work as required. 
23. Develop and implement an Individual Growth Plan based on the previous year’s observation and 

evaluation recommendations. 
24. Completes a self-evaluation annually. 
25. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

 
 
PROFESSIONAL ETHICS 

 
1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports administration decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationship with peers, parents and community members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 
 
 
TERMS OF EMPLOYMENT: Twelve months 

 
EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 
 
 
REVIEWED AND AGREED TO: DATE    

Employee 
 

APPROVED: DATE    
Evaluator
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TITLE: Supervisor of Technology 
 
QUALIFICATIONS: 

1. Minimum of a Bachelor Degree in computer/educational field 
2. Valid Louisiana teaching certificate 
3. Additional criteria established by the DeSoto Parish School Board 

 
REPORTS TO: Director of Operations 

 
SUPERVISES: Network Manager 

Student Information Systems Coordinator  
 

JOB GOAL: To assist school personnel with computer services, maintenance and other 
computer related activities with emphasis on instruction, computer labs, 
Vocational Education, Adult Education, libraries, other classrooms and  other 
areas including E-mail services.  To assist Superintendent and other administrators 
with communications to deliver appropriate information to public and media.   

 
 
PERFORMANCE RESPONSIBILITIES 

1. Designs/assists in implementing a 5-Year Technology Plan, training programs for 
school system employees and instructional computer maintenance programs. 

2. Purchases/assists and distributes instructional computer related supplies, equipment 
and software. 

3. Attends and participates in State meetings, curriculum meetings and other staff 
meetings as determined by the Director of Operations or the Superintendent. 

4. Collaborates to prepare and submit grant proposals to secure additional funding for 
technology and computer related activities, with an emphasis on E-rate funding. 

5. Coordinates, plans and implements telecommunication partnerships such as Skype and Facetime. 
6. Coordinates the services for the following areas (i.e. LAN networks, WAN networks, JCAMPUS 

and E-mail services). 
7. Assists in collecting, assembling and reporting all necessary E-rate documents to appropriate 

agency. 
8. Maintains and updates district website. 
9. Assists school personnel with computer services, maintenance and other computer 

related activities. 
10. Works effectively with board members and news outlets. 
11. Works effectively to assist administrators with electronic systems. 
12. Assists appropriate school contacts with social media accounts. 
13. Assists school webmasters with school webpages. 
14. Devotes time and energy effectively to job. 
15. Demonstrates ability to work well with individuals and groups. 
16. Performs/assists other tasks and assumes other responsibilities assigned by the proper 

authority. 
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INSTRUCTION 
 

1. Works effectively with teachers. 
2. Assumes leadership in in-service activities. 
3. Works with administration to develop/implement electronic instruction and learning.

 
RELATED RESPONSIBILITIES 

 
 

 
1. Discharges assigned duties. 
2. Concentrates effort in area of major responsibility. 
3. Is self-directed. 
4. Keeps abreast of current trends in education. 
5. Exhibits loyalty in the promotion of the system’s goals. 
6. Promotes harmony among all stakeholders (i.e. teachers, school administrators, central 

office staff, and community). 
7. Assists in the budget process by recommending what items are to be placed in the 

operating budget. 
8. Accepts/assists with the responsibility for seeing that actual expenditures for each line item of 

the budget stay within budget boundaries. 
 

PROFESSIONALALISM 
 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Accepts and supports administrative decisions. 
5. Displays professional ethics on and off duty. 
6. Maintains a positive attitude, promoting school and community relations. 
7. Fosters good public relations. 
8. Reports job-related injuries within 48 hours of work accident to the 

immediate supervisor. 
9. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to 

be found in File: GAEAA. 
10. Maintains high standards of ethics, honesty, and integrity in all personal and professional 

matters. 
11. Develops and implements Individual Growth Plan annually based the 

previous year’s observation and evaluation recommendations. 
12. Completes a self-evaluation annually. 

 
TERMS OF EMPLOYMENT: Twelve months 

 
EVALUATION: Performance of this job will be evaluated in accordance with 

provisions of the School Board’s policy on evaluation of personnel. 
 
 

REVIEWED AND AGREED TO: DATE    
Employee 

 
APPROVED: DATE    

Evaluator 134
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TITLE: Network Manager 

 
QUALIFICATIONS: 
 

1. Minimum of a Bachelor Degree in computer science/Technology 
field is preferred. 

2. Additional criteria as established by the DeSoto Parish School Board. 
3. Minimum of 5 years work experience in the field of Technology, 

preferable School Networking is desired. 
 

 
REPORTS TO: Supervisor of Technology 

 
SUPERVISES: None 

 
JOB GOAL: To assist school personnel with computer services, maintenance and 

              other computer related activities with emphasis on instruction, computer   
labs, Vocational Education, Adult Education, libraries, other classrooms and  
other areas including E-mail services.  To design and implement LAN/WAN 
networking schemes in order to stay ahead in the changing technology needs 
of the district. 

 
PERFORMANCE RESPONSIBILITIES 

1. Designs/assists in implementing a 5-Year Technology Plan. 
2. Purchases/assists and distributes instructional computer related supplies, equipment and 

software. 
3. Attends and participates in State meetings, curriculum meetings and other staff meetings. 
4. Collaborates to prepare and submit grant proposals to secure additional 

funding for technology and computer related activities, with an emphasis on 
E-rate funding. 

5. Coordinates, plans and implements telecommunication partnerships involving 
neighboring school districts, universities and other agencies. 

6. Coordinates the services of the LAN networks, WAN networks, JCampus  and E-mail 
services. 

7. Assists school personnel with computer services, maintenance and other computer 
related activities. 

8. Assists in collecting, assembling and reporting all necessary E-rate documents to 
appropriate agency. 

9. Assists administrators, teachers, and students with electronic systems. 
10.        Performs/assists other tasks and assumes other responsibilities assigned by the 

proper authority. 
 
PERSONAL QUALITIES 

1. Devotes time and energy effectively to job. 
2. Demonstrates ability to work well with individuals and groups. 
3. Maintains high standards of ethics, honesty and integrity in all personal and professional 

matters. 
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INSTRUCTION 

1. Works effectively with teachers. 
2. Assumes leadership in in-service activities. 
3. Works with teachers and students to implement electronic instruction and learning. 

 
   RELATED RESPONSIBILITIES 

1. Discharges assigned duties. 
2. Concentrates effort in area of major responsibility. 
3. Is self-directed. 
4. Keeps abreast of current trends in education. 
5. Exhibits loyalty in the promotion of the system’s goals. 
6. Develops and implements Individual Growth Plan annually based on the 

previous year’s observation and evaluation recommendations. 
7. Completes a self-evaluation annually. 

 
RELATIONSHIPS 

1.   Promotes harmony among teachers, school administrators, central office staff and all 
stakeholders. 

 
BUDGETING PROCESS 

1. Assists in the budget process by recommending what items are to be placed in the 
       operating budget. 
2. Accepts/assists with the responsibility for seeing that actual    

expenditures for each line item of the budget stay within budget 
boundaries. 

 
PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony among all stakeholders. 
5. Accepts and supports administrative decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude, promoting school and community relations. 
8. Fosters good public relations. 
9. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found in File: 

GAEAA. 
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TERMS OF EMPLOYMENT:  Twelve months 

 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of 

the School Board’s policy on evaluation of personnel. 
 
 
 

REVIEWED AND AGREED TO: DATE    
Employee 

 
 

APPROVED: DATE    
Evaluator 
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TITLE: Student Information System Coordinator 
 
QUALIFICATIONS: 

1. At least a Bachelor Degree in a computer/educational field. 
2. Additional criteria as the Board may establish. 

 
REPORTS TO: Supervisor of Technology 

 
SUPERVISES: None 

 
JOB GOAL: To assist school personnel with computer services, maintenance and 

other computer related activities with emphasis on JCampus, SIS, 
Internet, Central Office, and Food Service. 

PERFORMANCE RESPONSIBILITIES 
 

1. Coordinates, plans and implements Java Principals Administrative Management Systems 
(JCampus) programs to identify problems, correct problems, disseminate program 
change packages and train personnel in software data entry requirements and procedures. 

2. Collects, assembles and reports Student Information Systems (SIS) data and other attendance 
data such as enrollment, attendance, discipline, student performance, etc., to the 
appropriate person or agencies. 

3. Assists school personnel with JCampus computer services, maintenance, and other JCampus related 
activities. 

4. Performs other tasks and assumes other responsibilities assigned by the proper authority. 
5. Attends and participates in all required meetings regarding SIS data. 
6. Develops training programs for school system employees in regards to JCampus implementation. 
7. Meets state and local deadlines on data submissions. 

 
PERSONAL QUALITIES 

1. Devotes time and energy effectively to job. 
2. Demonstrates ability to work well with individuals and groups. 
3. Exercises good judgment in arriving at decisions. 
4. Maintains high standards of ethics, honesty and integrity in all personal and professional 

matters. 
 

RELATED RESPONSIBILITIES 
1. Discharges assigned duties. 
2. Concentrates effort in area of major responsibility. 
3. Is self-directed. 
4. Keeps abreast of current trends in education. 
5. Exhibits loyalty in the promotion of the system’s goals. 
6. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

138



DP-55B2 
Page 2 

 
 

7. Develops and implements Individual Growth Plan annually based the previous year’s observation and 
evaluation recommendations. 

8. Completes a self-evaluation annually. 
 

MAINTAINS POSITIVE RELATIONSHIPS 
1. With teachers. 
2. With school administrators and secretaries. 
3. With central office staff. 
4. With community. 

 
BUDGETING PROCESS 

1. Assists in the budget process by recommending what items are to 
be placed in the operating budget. 

2. Accepts responsibility for seeing that actual expenditures for each 
line item of the budget stay within budget boundaries. 

 
PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports administrative decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationships with peers, parents and community members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at 

File: GAEAA. 
 
 
 
 
 
TERMS OF EMPLOYMENT:  Twelve months 

 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of 

the School Board’s policy on evaluation of personnel. 
 
 
REVIEWED AND AGREED TO: DATE    

Employee 
 
APPROVED: DATE    

Evaluator 
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TITLE: Transportation Supervisor 

 

QUALIFICATIONS: 

 

1. Current Louisiana teaching certificate. 

2. Administrative experience preferred. 

3. Knowledge of the Computerized Bus Route System. (Versa Trans) 

4. Additional criteria as the Board may establish 
 

REPORTS TO: Director of Operations 

 

SUPERVISES:  Bus Mechanics, Bus Operators and Transportation Clerk 

 

JOB GOALS: To assist in the operation of an effective Transportation Department for DeSoto Parish Schools and 

by rendering administrative assistance to the Director of Operations. 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Handle the day to day operation of the Transportation Department. 

2. Coordinate Versa Trans Computerized Bus Route System. 

3. Compile monthly transportation reports. 
4. See that roads/bus turnarounds are reported to the DeSoto Parish Police Jury or City Street Department and do 

follow-ups. 

5. Assist in handling transportation problems and complaints and making reports to the Director. 

6. Assist in the upkeep of bus radios and cameras. 

7. Monitor the two-way radios. 

8. Purchase transportation supplies and equipment as authorized by the Director. 

9. Conduct in-services and staff development for DeSoto Parish Bus operators, Bus Aides and Activity Drivers. 

10. To assist in keeping records of repairs and upkeep of bus fleet. 

11. Assist in ordering parts and supplies in bus maintenance. 

12. Assist in overload problems on buses. 

13. Assist in pulling and viewing bus videos and forwarding the clips to principals. 

14. Perform other duties as assigned by the proper authority. 

 

PROFESSIONAL ETHICS: 

 

1. Adheres to established formal lines of communications through the chain of command. 

2. Maintains good attendance. 

3. Reports to work on time. 

4. Adheres to the parish dress code. 

5. Accepts and supports administrative decisions. 

6. Displays professional ethics on and off duty. 

7. Maintains a positive attitude of promoting school and community relations.
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8. Fosters good public relations. 

9. Participates in harmonious working relationship with peers, parents and community members. 

10. Adheres to the Desoto Parish School Board’s Sexual Harassment Policy to be found at File:  GAEAA. 

 

 

TERMS OF EMPLOYMENT: Twelve Months 

 

 

EVALUATION: Performance in this position will be evaluated at least once annually in accordance with   

Board policy. 

 

 

 

REVIEWED AND AGREED TO: DATE:   

Employee 

 

 

APPROVED: DATE:   

Evaluator 
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TITLE: Director of Student Services 

QUALIFICATIONS: 

Must meet certification requirements as outlined in State Department of 

Education Bulletin 746 as revised and any other local school system 

requirements as they exist. 

REPORTS TO: Superintendent or his designee 

SUPERVISES: Supervisor of Educational Supports 

Supervisor of Special Services 

College & Career Readiness Supervisor 

Student Services Coordinator 

JOB GOAL: To support students by providing safe schools, and addressing all factors which may limit 

student achievement. 

PERFORMANCE RESPONSIBILITIES 

1. Schedule and conduct expulsion appeals or coordinate with designee to schedule and conduct appeals. 

2. Remain current with developments in law, legal opinions and other matters related to students. 

3. Coordinate school crisis management planning and implementation. 

4. Develop and implement a systemic plan to increase parish attendance. 

5. Develop and implement a systemic plan to reduce out of school suspension (OSS) and in school 

suspension.. 

6. Develop and implement research based programs that address student discipline. 

7. Review annually student code of conduct and revise when necessary. 

8. Serve as a leader and general resource in matters relating to student discipline and attendance. 

9. Supervise school safety and security programs including school resource officers. 

10. Provide timely and effective communications regarding incidents and or situations which might impact 

the District. 

11. Make active and consistent efforts to maintain or improve the external and internal image of the District. 

12. Supervise an effective school nursing program. 

13. Supervise and implement required components of the Dropout Prevention Program. 

14. Supervise guidance counselors and other direct service providers (Project Celebration) for the purpose 

of connecting targeted students with prevention services. 

15. Supervise, evaluate, maintain and recommend District policies related to the welfare, attendance, safety 

and career outcome of students. 

16. Collaborate with school administration in planning, designing and implementing the 

school improvement process. 

17. Maintain the student census as required by law and necessary for the application of 

the attendance laws. 

18. Receive, check and compile the monthly attendance reports and prepares dates related 

to these reports for the annual statistical report required by the State Department of 

Education. 

19. Cooperate with homes, schools, other agencies and courts to secure satisfactory school 

attendance of all children especially those from seven through fifteen years of age. 

20. Serve as liaison in cases involving other agencies such as judges, welfare case workers, 

juvenile law enforcement officers, detention homes, etc. 
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21. Assist community agencies in diagnosing, prescribing and implementing effective 

programs designed to meet the needs of students. 

22. Assist in the budget process by recommending what items are to be placed in the 

operating budget. 

23. Accept responsibility for seeing that actual expenditures for each line item of the budget 

stay within budget boundaries. 

24. Report job-related injuries within 48 hours of work accident to the immediate supervisor. 

25. Develop and implement an Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 

26. Complete a self-evaluation annually. 

27. Perform other duties as assigned by the proper authority. 

28. Coordinate school vulnerability assessments with law enforcement, implement assessments, debrief with 

parties, ensure needed changes are made. 

29. Develop means to improve community engagement which focuses on parental involvement at the school 

level. 

30. Develop and implement an effective truancy program, in conjunction with court system and other 

related agencies. 

 

PROFESSIONAL ETHICS 

 

1. Maintain good attendance. 

2. Report to work on time. 

3. Adhere to parish dress code. 

4. Promote harmony between: teachers, students, teacher and student. 

5. Accept and supports administration decisions. 

6. Display professional ethics on and off duty. 

7. Maintain a positive attitude of promoting school and community relations. 

8. Foster good public relations. 

9. Participate in harmonious working relationship with peers, parents and committee members. 

10. Adhere to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 

 

 

TERMS OF EMPLOYMENT: Twelve months 

 

EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 

 

REVIEWED AND AGREED TO: DATE    

Employee 

 

APPROVED: DATE    

Evaluator 
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Must meet certification requirements as outlined in State Department of 
Education Bulletin 746 as revised, and any other local school system 
requirements as they exist. 

REPORTS TO: Director of Student Services 

SUPERVISES: Personnel as designated by the Superintendent. 

JOB GOAL: To support students by providing safe schools, and addressing all factors which may limit 
student achievement. 

PERFORMANCE RESPONSIBILITIES 

1. Provide assistance to schools in developing programs for safe schools, violence prevention, and conflict 
resolution. 

2. Remain current with developments in law, legal opinions and other matters related to students. 
3. Maintain an effective working relationship with community agencies concerned with student welfare. 
4. Assist in the development and implementation of a systemic plan to increase parish attendance, reduce out 

of school suspension and in school expulsion. 
5. Assist in the development and implementation of research based programs that address student discipline. 
6. Serve as the representative for Director of Student Services in his absence. 
7. Cooperate with homes, school, other agencies and courts to secure satisfactory school attendance of all 

children especially those four through eighteen years of age. 
8. Schedule and conduct suspension and or expulsion hearings and submits recommendations for appropriate 

disposition of such cases. 
9. Collaborate with school administration in planning, designing and implementing the school 

improvement process. 
10. Conduct student investigations as they arise and assigned by Director of Student Services. 
11. Assist in the coordination of SWPBIS implementation. 
12. Initiate and pursue programs of self-improvement through participation and involvement in 

professional organizations at all levels, and through continuing formal and informal study. 
13. Maintain good rapport with the public and stimulates a high interest level in education on the 

part of parents and other community individuals or groups. 
14. Report job-related injuries within 48 hours of work accident to the immediate supervisor. 
15. Develop and implements an Individual Growth Plan annually based on the previous year’s observation and 

evaluation recommendations. 
16. Complete a self-evaluation annually. 
17. Perform other duties as assigned by the proper authority. 

PROFESSIONAL ETHICS 

1. Report to work on time. 
2. Adhere to parish dress code. 
3. Promote harmony between teachers, students, teacher and student. 
4. Accept and support administration decisions. 
5. Display professional ethics on and off duty. 
6. Maintain a positive attitude of promoting school and community relations. 
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7. Foster good public relations. 
8. Participate in harmonious working relationship with peers, parents and community members. 
9. Adhere to the DeSoto Parish School Board’s Sexual Harassment Policy found at File: GAEAA. 

 
TERMS OF EMPLOYMENT: Twelve months 

 
EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 
 
REVIEWED AND AGREED TO: DATE:   

Employee 
 
 
APPROVED: DATE:    

Evaluator 
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TITLE: Supervisor of Special Services 

 

QUALIFICATIONS: 

Must meet certification requirements as outlined in State Department of 

Education Bulletin 746 as revised and other local school system 

requirements as they exist. 

 

REPORTS TO: Director of Student Services 

 

SUPERVISES: Special Services Coordinators & Pupil Appraisal Team 

 

JOB GOAL: To support students by providing safe schools, and addressing all factors which may limit 

student achievement. 

 

PERFORMANCE RESPONSIBILITIES 

1. Collaborates with school administration in planning, designing and implementing the school 

improvement process. 

2. Defines goals and objectives, interprets and administers Special Education programs accordingly. 

3. Prepares the special education portion of the budget; administers the budget; and supervises 

the project implementation. 
4. Coordinates planning and development of curricular and educational materials for special 

education instruction. 

5. Supervises the flow of services provided through the special services department. 

6. Interprets and provides guidelines to insure compliance with parish policies as related to 

state and federal laws or regulations. 

7. Serves as the Local School System Administrator responsible for the overall 

implementation of the special education programs. 

8. Confers with parents regarding Special Education programs and placement. 

9. Supervises pupil appraisal services for DeSoto Parish. 

10. Insures procedural safeguards to parents and children regarding Special Education 

identification, evaluation, placement and programs. 

11. Insures that the Special Education instructional staff meets all applicable Louisiana standards 

for state certification of school personnel. 

12. Insures that the following Special Education administrative matters are completed 

annually: (a) submits annual application for all state and federally funded projects. (b) 

submits an annual summary report of all activities at the end of each school session. 

13. Assists the local school board in developing policies for establishing programs with 

students with special educational needs. 

14. Writes projects for federal and state funds to assist in the expansion of special education 

programs; supervises and evaluates funded projects. 

15. Serves as liaison between the local school system and the State Department of Education. 

16. Reviews out-of-system evaluations and records to determine if in compliance with Bulletin 

1508 (Standards for Evaluation of Exceptional Children). 

146



 

 DP-56B 

Page 2 

17. 

 

18. 

Makes contacts with clinics and agencies in the local or adjacent communities to secure 

additional services when needed by exceptional children. 

Provides Special Education in-service education training for teachers, teacher aides 

 

 

19. 
and regular classroom teachers as needed. 
Assists teachers and staff in mainstreaming students wherever it is educationally 

 

 

20. 
effective. 
Conducts classroom observation in keeping with established policies. 

 

21. 
 

22. 

Develops and implements an Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 

Completes a self-evaluation annually. 

 

23. 
 

24. 

Assists in the budget process by recommending what items are to be placed in the 

operating budget. 

Accepts responsibility for seeing that actual expenditures for each line item of the 

 

 

25. 
budget stay within budget boundaries. 
Reports job-related injuries within 48 hours of work accident to the immediate 

 

 

26. 
supervisor. 
Performs other tasks assigned by the Superintendent or his designee. 

 

 

PROFESSIONAL ETHICS 

 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Promotes harmony between: teachers, students, teacher and student. 

5. Accepts and supports administrative decisions. 

6. Displays professional ethics on and off duty. 

7. Maintains a positive attitude of promoting school and community relations. 

8. Fosters good public relations. 

9. Participates in harmonious working relationship with peers, parents and community 

members. 

10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at 

File: GAEAA. 

 

 

TERMS OF EMPLOYMENT: Twelve months 

 

EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 

 

REVIEWED AND AGREED TO: DATE    

Employee 

 

APPROVED: DATE    

Evaluator 
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TITLE:  Special Services Coordinator  

Focus:    Pupil Appraisal 

 

QUALIFICATIONS: 

 

1. Master’s Degree or equivalent in relevant discipline 

2. At least 5 years’ experience in Pupil Appraisal as an Education Diagnostician, School Psychologist, 

Speech Therapist, or Licensed Clinical Social Worker 

3. Experience as a presenter of professional development for teachers 

4. Strong communication skills in multiple settings and the ability to be an engaging change agent and 

culture creator that can inspire and motivate 

5. Collaborative management style with a proven track record of working with diverse individuals at all 

levels to drive data-based decision-making results 

6. High degree of professionalism, with the ability to manage multiple competing priorities, while 

consistently demonstrating sound judgment and disciplined thinking 

7. Knowledge of state and federal laws and regulations regarding children with exceptionalities 

8. Additional criteria as the school board may establish 

 
REPORTS TO: Supervisor of Special Services 

 

SUPERVISES: None 

 

JOB GOAL: Reporting to the Supervisor of Special Services, Special Services 

Coordinator is responsible for assisting the pupil appraisal team and 

local schools in the implementation of special education programs.  

The Coordinator assists the Supervisor of Special Services in 

planning and implementing staff development for the special 

services office and school personnel.  The Coordinator collects and 

maintains data to ensure district, state, and federal compliance. 

 

PERFORMANCE RESPONSIBILITIES 

 

1. Assists local schools in the implementation of special education programs and 

coordinates the work of pupil appraisal personnel 

2. Assists pupil appraisal personnel with eligibility criteria determinations and procedures for 

evaluation according to Bulletin 1508. 

3. Assists school staff and parents who have concerns pertaining to student referral or 

placement. 

4. Collects and maintains data to ensure compliance with district, state, and federal regulations. 

5. Participates in Individual Education Plan (IEP) meetings as required. 

6. Develops and implements an Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 

7. Completes a self-evaluation annually. 

8. Performs other duties as assigned by the proper authority. 
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PROFESSIONAL ETHICS 

 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Promotes harmony between: teachers, students, teacher and student. 

5. Accepts and supports school administration decisions. 

6. Displays professional ethics on and off duty. Maintains a positive attitude of promoting 

school and community relations. 

7. Maintains appositive attitude of promoting school and community relations. 

8. Fosters good public relations. 

9. Participates in harmonious working relationship with peers, parents and community members. 

10. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

11. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy found at File: 

GAEAA. 

 

 

 

 

 

TERMS OF EMPLOYMENT: Twelve months 

 

EVALUATION: All certified and other professional personnel are evaluated in 

writing each year. 

 

REVIEWED AND AGREED TO: DATE    

Employee 

 

 

APPROVED: DATE    

Evaluator 
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TITLE: Special Services Coordinator 

Focus:  IEP Compliance 

                   

QUALIFICATIONS & RESPONSIBILITIES: 
 

• Experienced SPED certified teacher who has demonstrated excellence in instruction 

for five or more years 

• Experience as a presenter of professional development for teachers. 

• Knowledge of, experience in and validated expertise in the following areas: 

- Act 833 identification and implementation of the 833 IEP 

- Alternative Career pathways implementation for students with IEPs 

- Louisiana Connectors - pathways and implementation 

- Use and implementation of alternative HS instructional strategies/programs 

- Identification & implementation of appropriate accommodations/modifications 

- IEP writing and reviewing 

• Experience in assisting HS teachers with strategies and best practices through model 

lessons, coaching, inclusion teaching and writing/reviewing IEPs that effectively support 

a student’s educational plan and success 

• Experience in addressing HS student instructional needs based on data analysis to 

make decisions regarding student achievement and program effectiveness 

• Experience in planning and implementing training for HS teachers on statewide 

assessments 

• Conduct compliance responsibilities related to IEPs/DOE Monitoring & SER 

• Master’s Degree in Education or higher preferred 

REPORTS TO: Supervisor of Special Services 

SUPERVISES: None 

JOB GOAL: To assist in planning, organizing and implementing all educational 

and supportive activities in all content areas with HS special 

education teachers. 

 

PERFORMANCE RESPONSIBILITIES 
• Works with the Supervisor of Special Services and other SPED personnel to plan, 

facilitate, monitor and evaluate positive instructional outcomes for all HS students 

while implementing the ESS program throughout the district. 

• Works with building administrators, coordinators and teachers to plan, facilitate, 

monitor and evaluate positive instructional outcomes for all HS students while 

implementing the ESS program throughout the district. 

• Assists in the implementation of the parish and school improvement plans. 

• Facilitates parish and school-based professional development for the assigned 

instructional strategies area. 

• Maintains good rapport with the administration, teachers and support staff 

• Attends conferences/meetings/in-services that support the assigned areas. 

• Formulates with directors, supervisors and principals the instructional program based 

on identified goals. 

• Completes all reports related to the assigned content area. 

• Performs other duties as assigned by the proper authority. 150
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PERSONAL QUALITIES 

1. Devotes time and energy effectively to job. 

2. Demonstrates ability to work well with individuals and groups. 

3. Exercises good judgment in arriving at decisions. 

4. Demonstrates the ability to provide content specific classroom support via presentations, 

discussions and/or modeling. 

5. Maintains high standards of ethics, honesty and integrity in all personal and professional 

matters. 

6. Initiates and pursues programs of self-improvement through participation and involvement in 

professional organizations at all levels and through continuing formal and informal study. 

 
PROFESSIONAL GROWTH 

1. Develops and implements an Individual Growth Plan based on individual 

needs and requirements, the parish School Improvement Plans and the 

previous year’s observation and evaluation recommendations. 

2. Completes an annual self-evaluation. 

3. Gains membership and participates in appropriate professional organizations. 

 

PROFESSIONAL ETHICS 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Displays professional ethics on and off duty. 

5. Accepts and supports administrative decisions. 

6. Maintains a positive attitude of promoting school and community relations. 

7. Fosters good public relations. 

8. Participates in harmonious working relationship with peers, parents and community members. 

9. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 

TERMS OF EMPLOYMENT: Twelve months 

 

EVALUATION: All certified and other professional personnel are evaluated in writing each year. 

 

 

REVIEWED AND AGREED TO: DATE:  _ 

                                                                          Employee 

 
 

APPROVED:  ____________________________________________________DATE:____________ 

                                                                         Evaluator 
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QUALIFICATIONS: 

1. Master’s Degree in the field of Education, Psychology, or Social Work 
2. Meet other requirements as stipulated in SDE Bulletin 746 

3. Additional requirements as the Board may require 

 
REPORTS TO: Supervisor of Special Services 

 

SUPERVISES:      None 

 

JOB GOAL: To enable students to derive the fullest possible educational experience 

from school by providing a full-range of appraisal services to students in 

need of such assistance. 

PERFORMANCE RESPONSIBILITIES 

1. Explains and interprets the educational assessment program to parents, teachers, principals 

and other members of the parish school system. 

2. Assists teachers and other school personnel in the design and implementation of educational 

and behavioral interventions for referred pupils. 
3. Evaluates as a member of the multidisciplinary team and in accordance with the guidelines 

set forth in Bulletin 1508 and the regulations implementing Act 754, those pupils suspected 

of being in need of special educational services. 

4. Functions as evaluation coordinator for designated referred students. 

5. Participates in special education eligibility determinations and IEP staffing. 

6. Interprets assessment findings to parents, teachers, principals and other professional parish 

personnel and responsible practitioners outside the school. 

7. Confers with parents, teachers, principals, the Supervisor of Special Services and other 

parish professional staff whenever necessary on matters relative to assessment, behavioral 

interventions, exceptional children, learning, teaching strategies, recommended 

interventions and other areas within the expertise of the assessment teacher. 

8. Provides or assists in the provision of in-service training of school personnel on such topics 

as pupil appraisal, educational assessment program, exceptional children, learning styles, 

classroom management, intervention strategies/techniques and other areas of expertise. 

9. Cooperates with personnel of community health and social service agencies. 

10. Assists in maintaining accurate case records on all clients regarding enrollment in the 

educational assessment program, initial screening and individual evaluation and other 

services provided by the assessment teacher in accordance with the requirements and/or 

policies. 

11. Provides a written report of any educational assessment services provided to students. 

12. Attends staff, professional and interagency meetings including those assigned by the 

immediate supervisor. 

13. Keeps abreast of new developments in the area of educational assessment and keeps 

other appropriate school personnel informed of the same. 

14. Completes all required reports of the parish and of the State Department of Education. 
15. Develops and implements Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 

16. Completes a self-evaluation annually. 

17. Performs other duties as assigned by the proper authority. 152
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PROFESSIONAL ETHICS 
 

1. Maintains good attendance. 
 

2. Reports to work on time.  

3. Adheres to parish dress code.  

4. Promotes harmony between: teachers, students, teacher and student.  

5. Accepts and supports administration decisions.  

6. Displays professional ethics on and off duty.  

7. Maintains a positive attitude of promoting school and community relations.  

8. Foster good public relations.  

9. Participates in harmonious working relationship with peers, parents and  

 

10. 
community members. 

Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

 

11. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at 

File: GAEAA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

TERMS OF EMPLOYMENT: 9.5 or 10 months 
 

EVALUATION: All certified and other professional personnel are evaluated in 

writing each year. 

 

 
REVIEWED AND AGREED TO: DATE    

Employee 
 

APPROVED: DATE    

Evaluator 
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TITLE: Speech Therapist 

QUALIFICATIONS: 

1. Bachelor Degree/State certificate in Speech Therapy 

2. Louisiana teaching certificate 

3. Additional criteria as the Board may establish 

REPORTS TO: Supervisor of Special Services 

SUPERVISES: None 

JOB GOAL: To maximize the communication behavior of each child classified as 

Speech Impaired by delivery of appropriate speech therapy services. 

PERFORMANCE RESPONSIBILITIES 

1. Screens children referred for suspected communication problems. 

2. Complies with Louisiana Bulletins 1706 and 1508 guidelines for procedures relating to 

identification, evaluation and placement of speech impaired students. 

3. Maintains current records and time lines based on LANSER requirements. 

4. Enforces disciplinary policy campus-wide and in the classroom. 

5. Participates in Back-to-School Night. 

6. Assumes other school-keeping duties as assigned. 

7. Follows planning, management and instruction domains of Louisiana Components of Effective 

Teaching as much as applicable, adapting as necessary to accommodate the Individual 

Education Plan (IEP) of each student. 

8. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

9. Develops and implements an Individual Growth Plan based the School Improvement Plan 

and on the previous year’s observation and evaluation recommendations. 

10. Completes a self-evaluation annually. 

11. Performs other duties as assigned by the proper authority. 

PROFESSIONAL ETHICS 

 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Promotes harmony between: teachers, students, teacher and student. 

5. Accepts and supports school administration decisions. 

6. Displays professional ethics on and off duty. 

7. Maintains a positive attitude of promoting school and community relations. 

8. Fosters good public relations. 

9. Participates in harmonious working relationship with peers, parents and community 

Members. 
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10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TERMS OF EMPLOYMENT: Nine months 

 

EVALUATION: All certified and other professional personnel are evaluated in writing 

each year. 

 

 

REVIEWED AND AGREED TO: DATE    

Employee 

 

APPROVED: DATE    

Evaluator 
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TITLE:  Gifted-Talented Teacher 

 

QUALIFICATIONS: 

1. Bachelor Degree in a Related Field 

2. Possess or able to obtain a talented teaching certificate 

3. Additional criteria as the DOE and Board may require 

REPORTS TO:  Supervisor of the Department of Special Services 

SUPERVISES:  None 

JOB GOAL: To maximize the talented ability of each child identified as having 

a talented exceptionality by delivery of appropriate instruction 

 

 

 

PERFORMANCE RESPONSIBILITIES 

Revised July 2021 

DP-56B8  

Page 1 

 

1. Delivers services and supports to students identified as Gifted/Talented as provided in their 

IEPs. 

2. Complies with Louisiana Bulletins 1706 and 1508 guidelines as required for 

procedures relating to the instruction and support of talented students. 

3. Maintains current records and time lines based on SER and IEP requirements. 

4. Enforces disciplinary policy campus-wide and in the classroom. 

5. Participates in Back-to-School Night. 

6. Follows planning, management and instruction domains of Louisiana Components of 

Effective Teaching as much as applicable, adapting as necessary to accommodate the 

Individual Education Plan (IEP) of each student. 

7. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 

8. Develops and implements an Individual Growth Plan based the School 

Improvement Plan and on the previous year’s observation and evaluation 

recommendations. 

9. Completes a self-evaluation annually. 

10. Performs other duties as assigned by the proper authority. 

 

 

PROFESSIONAL ETHIC 
 

1. Maintains good attendance. 

2. Reports to work on time. 

3. Adheres to parish dress code. 

4. Promotes harmony between: teachers, students, teacher and student. 

5. Accepts and supports school administration decisions. 

6. Displays professional ethics on and off duty. 

7. Maintains a positive attitude of promoting school and community relations. 

8. Fosters good public relations. 

9. Participates in harmonious working relationship with peers, parents and 

community Members. Adheres to the DeSoto Parish School Board’s Sexual 

Harassment Policy to be found at File: GAEAA. 
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TERMS OF EMPLOYMENT: Nine months 

 

EVALUATION: All certified and other professional personnel are evaluated in writing 

each year. 

 

 

REVIEWED AND AGREED TO: DATE    

Employee 

 

APPROVED: DATE    

Evaluator 
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July 2017 
TITLE:  DeSoto Schools’ Grace House Student Services Coordinator                                           

        
 

QUALIFICATIONS: Certification as an Educational Leader in the State of Louisiana 
Additional criteria as the Board may establish. 

 
REPORTS TO:  Director of Student Services 

 
SUPERVISES:  School faculty and staff 

 
JOB GOAL: To perform those administrative responsibilities and provide instructional leadership for 
planning, management, operation and evaluation of the educational program. 

 
PERFORMANCE RESPONSIBILITIES: 
 

1. The Coordinator ensures the success of every student by facilitating the development, articulation, 
implementation, and stewardship of a vision of learning that is shared and supported by all 
stakeholders. 
 

2. The Coordinator ensures the success of every student by advocating, nurturing, and sustaining a 
school culture and instructional program conducive to student learning and staff professional growth. 

 
3. The Coordinator ensures the success of every student by ensuring management of the organization, 

operation, and resources for a safe, efficient, and effective learning environment. 
 

4. The Coordinator ensures the success of every student by collaborating with faculty and community 
members, responding to diverse community interests and needs, and mobilizing community resources. 

 
5. The Coordinator ensures the success of every student by acting with integrity, fairness, and in an ethical 

manner. 
 

6. The Coordinator ensures the success of every student by understanding, responding to, and 
influencing the political, social, economic, legal, and cultural context. 

 
7. Collaborates with homes, schools, other agencies and courts to secure satisfactory 

school attendance of all children especially those from five through sixteen years of 
age. 

 
8. Enforces the compulsory school attendance law in cooperation with 

school administrators, teachers and community agencies. 
 

9. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
 

10. Develops and implements an Individual Growth Plan. 
 

11. Completes a self-evaluation annually. 
 

12. Performs other duties as assigned by the proper authority 
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TERMS OF EMPLOYMENT: Twelve (12) months 

 
EVALUATION: Performance in this position will be observed and evaluated by the DeSoto Parish 
Professional Support Personnel observation/evaluation instrument. This instrument evaluates the 
performance responsibilities listed above. 

 
REVIEWED AND AGREED TO: 

 
DATE  PRINT NAME   

 
EMPLOYEE SIGNATURE   

 
 
EVALUATOR SIGNATURE   
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TITLE: School Nurse 
 

QUALIFICATIONS: 
1. Hold current license as a registered, professional nurse in the 

State of Louisiana 
2. Have at least two years of professional experience as a nurse 

 
REPORTS TO: Superintendent or his designee 

 
JOB GOAL: To insure that all students may fully participate in the educational 

endeavors of the school system through early screening and 
treatment of health problems. 

 
PERFORMANCE RESPONSIBILITIES 

 
1. Screens children for obvious health problems and handicaps. 
2. Tests children for vision/hearing problems and refers, as necessary, to proper agencies 

for treatment. 
3. Sets up medical clinics with assistance of Health Department. 
4. Conducts home visits to advise parents in proper care of children with impairments. 
5. Coordinates activities between state health and school personnel for delivery of 

more comprehensive health care services. 
6. Serves as resource person to special education classroom and clinics by providing up-to- 

date health care information. 
7. Becomes informed of the special needs of each child by consulting relevant records of 

the Parish Health Unit. 
8. Coordinates and supports public health programs. 
9. Serves as the school system’s representative during on-campus visits. 

10. Serves as liaison between the schools and the Department of Public Welfare to secure 
optimal services for children with impairments. 

11. Writes health reports and maintains health records of children with impairments. 
12. Serves as a member of the Evaluation Team as needed. 
13. Develops and implements Individual Growth Plan based on the previous year’s 

observation and evaluation recommendations. 
14. Completes a self-evaluation annually. 
15. Performs other duties as assigned by the proper authority. 
16. Maintains good attendance. 
17. Reports to work on time. 
18. Adheres to parish dress code. 
19. Promotes harmony between: teachers, students, teacher and student. 
20. Accepts and supports administration decisions. 
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21. Displays professional ethics on and off duty. 
22. Maintains a positive attitude of promoting school and community relations. 
23. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
24. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TERMS OF EMPLOYMENT: Ten Months or Twelve Months 
(Please Circle One) 

 
EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 
 
 

REVIEWED AND AGREED TO: DATE    
Employee 

 
APPROVED: DATE    

Evaluator 
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TITLE:  Student Services Coordinator  
 
QUALIFICATIONS:  

Must meet certification requirements as outlined in State Department of Education 
Bulletin 746 as revised, and other local school system  
requirements as they exist.  

 
REPORTS TO:  Superintendent or designee  
 
SUPERVISES:  Personnel as designated by the Superintendent  
 
JOB GOALS: To provide leadership and guidance necessary to ensure the implementation of 

necessary student support services for all students.  To deliver effective supports 
that build the capacity of students, school staff and parents to work effectively.  To 
continually seek methods of improving the quality of student services supports. 

 
PERFORMANCE RESPONSIBILITIES  
 

1.   Coordinates teacher induction program. 
2.    Coordinates the District 504 process. 
3. Coordinates the District SBLC process. 
4.   Conducts classroom observations in keeping with established policies.   
5.  Conducts a continuous evaluation of program operation.  
6.  Develops and implements Individual Growth Plan based on the       
       previous year’s observation and evaluation recommendations.  
7. Completes a self-evaluation annually.  
8.  Performs other duties as assigned by the proper authority.  
9.  Reports job-related injuries within 48 hours of work accident to the  
        immediate supervisor.  
10. Conducts Attendance Audits. 
11. Works as Community Liaison on Department of Student Services related 

issues. 
12. Audits all District PreK applications before granting enrollment to determine 

eligibility requirements. 
 

PROFESSIONAL ETHICS  
 

1.    Maintains good attendance.  
2.    Reports to work on time.  
3.    Adheres to parish dress code.  
4.   Promotes harmony between: teachers, students, teacher and student.  
5.    Accepts and supports administration decisions.  
6.    Displays professional ethics on and off duty.  
7.     Maintains a positive attitude of promoting school and community relations.  
8.    Fosters good public relations. 
9.    Participates in harmonious working relationship with peers, parents and                   

community members.  
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10.  Adheres to the DeSoto Parish School Board’s Sexual Harassment  

  Policy to be found at File: GAEAA.  
 

 
 
 
 

 
 
 
TERMS OF EMPLOYMENT: Twelve months  
 
EVALUATION: All certified and other professional personnel are evaluated in writing each year.  
 
 
REVIEWED AND AGREED TO: __________________________________ DATE _______  

Employee  
 

 
APPROVED: ___________________________________________________ DATE _______  

Evaluator 
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TITLE: DeSoto Parish School Principal  
 
QUALIFICATIONS: Certification as a principal in the State of Louisiana  
REPORTS TO: Supervisor of Administration  
SUPERVISES: School faculty and staff  
JOB GOAL: To facilitate an effective learning community as a servant-leader to the school’s people and 
purposes.  
PERFORMANCE RESPONSIBILITIES:  

1. The principal ensures data-driven goals with an action plan for achievement is established.  
2. The principal disaggregates data in order to create and support school goals to impact student achievement.  
3. The principal plans, implements, and supports, interventions.  
4. The principal shall establish a school mission plan that drives instruction and school activities and 

communicates that plan with staff members and students.  
5. The principal shall engage staff and students in the school vision in order to reach established goals.  
6. The principal shall advocate for the best interest and needs of the student to ensure student achievement.  
7. The principal shall establish high standards for students and teachers.  
8. The principal shall establish and monitor a school-wide instructional program.  
9. The principal shall ensure teachers set clear, measurable objectives aligned to the state standards.   
10. The principal shall create opportunities for teachers to participate in curriculum and assessment 

professional development and engage in conversation about assessments and student progress.  
11. The principal will utilize a school-wide evaluation system with support to increase teacher effectiveness.  
12. The principal will evaluate classroom teaching and learning and provide specific feedback for areas of 

reinforcement and refinement in a timely and accurate manner.  
13. The principal will monitor student interventions plans to ensure the academic needs of all student 

populations are met.   
14. The principal shall implement a school-wide schedule and routine that maximizes instructional time.   
15. The principal shall comply with all Board policies, as well as directives of the Employee’s supervisor and 

the Superintendent.  
16. The principal shall maintain any facilities assigned to his/her care in a clean and operable condition.  
17. The principal shall safeguard all school funds and property and properly account for the same.  
18. The principal shall treat all students, parents, and employees with courtesy and respect.  
19. The principal shall refrain from conduct which calls into question the Employee’s integrity and the School 

system.  
20. The principal shall document and address employee deficiencies in a fair and consistent manner.  
21. The principal shall exercise leadership and oversight as evidenced by increases in the School Performance 

Scores of assigned school  
22. The principal shall report to the superintendent issues involving students, the school and school district 

which will require action/reporting by the superintendent, or which may negatively impact a student, the 
school or district.  

23. The principal shall fulfill all other duties as assigned by the Employee’s supervisor, the Superintendent, or 
his/her designee.  

24. The principal shall adhere to the DeSoto Parish School Board’s Sexual Harassment Policy to be 
found at File: GAEAA.  

25. The principal shall report job-related injuries within 48 hours of work accident to the immediate 
supervisor. 

 
 

TERMS OF EMPLOYMENT: Twelve (12) months  
 
EVALUATION: Performance in this position will be observed and evaluated by the DeSoto Parish principal 
observation/evaluation instrument. This instrument evaluates the performance responsibilities listed above.  
 
REVIEWED AND AGREED TO:  
 
Date_______________________________________ Print Name ________________________________________ 
 
Employee Signature ____________________________________________________________________ 
 
 
Evaluator Signature _____________________________________________________________________ 
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TITLE: DeSoto Parish School Assistant Principal          DP-65A 

Revised September 2019 
QUALIFICATIONS: Certification as a principal in the State of Louisiana 
REPORTS TO: Principal 
SUPERVISES: School faculty and staff 
JOB GOAL: To assist in the facilitation of an effective learning community as a servant-leader to the 

school’s people and purposes. 
 

PERFORMANCE RESPONSIBILITIES:  
1. The assistant principal ensures data-driven goals with an action plan for achievement is established.  
2. The assistant principal disaggregates data in order to create and support school goals to impact student achievement.  
3. The assistant principal plans, implements, and supports, interventions.  
4. The assistant principal shall establish a school mission plan that drives instruction and school activities and communicates 

that plan with staff members and students.  
5. The assistant principal shall engage staff and students in the school vision in order to reach established goals.  
6. The assistant principal shall advocate for the best interest and needs of the student to ensure student achievement.  
7. The assistant principal shall establish high standards for students and teachers.  
8. The assistant principal shall establish and monitor a school-wide instructional program.  
9. The assistant principal shall ensure teachers set clear, measurable objectives aligned to the state standards.   
10. The assistant principal shall create opportunities for teachers to participate in curriculum and assessment professional 

development and engage in conversation about assessments and student progress.  
11. The assistant principal will utilize a school-wide evaluation system with support to increase teacher effectiveness.  
12. The assistant principal will evaluate classroom teaching and learning and provide specific feedback for areas of 

reinforcement and refinement in a timely and accurate manner.  
13. The assistant principal will monitor student interventions plans to ensure the academic needs of all student populations are 

met.   
14. The assistant principal shall implement a school-wide schedule and routine that maximizes instructional time.   
15. The assistant principal shall comply with all Board policies, as well as directives of the Employee’s supervisor and the 

Superintendent.  
16. The assistant principal shall maintain any facilities assigned to his/her care in a clean and operable condition.  
17. The assistant principal shall safeguard all school funds and property and properly account for the same.  
18. The assistant principal shall treat all students, parents, and employees with courtesy and respect.  
19. The assistant principal shall refrain from conduct which calls into question the Employee’s integrity and the School system.  
20. The assistant principal shall document and address employee deficiencies in a fair and consistent manner.  
21. The assistant principal shall exercise leadership and oversight as evidenced by increases in the School Performance Scores 

of assigned school  
22. The assistant principal shall report to the superintendent issues involving students, the school and school district which will 

require action/reporting by the superintendent, or which may negatively impact a student, the school or district.  
23. The assistant principal shall fulfill all other duties as assigned by the Employee’s supervisor, the Superintendent, or his/her 

designee.  

24. The assistant principal shall adhere to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at 
File: GAEAA.  

25. The assistant principal shall report job-related injuries within 48 hours of work accident to the immediate 
supervisor. 

TERMS OF EMPLOYMENT: Ten (10) months 
 

EVALUATION: Performance  in  this  position  will  be  observed  and  evaluated  by  the  DeSoto Parish assistant 
principal observation/evaluation instrument. This instrument evaluates the performance responsibilities listed above. 

 

REVIEWED AND AGREED TO: 
 

DATE PRINT NAME   
 

  EMPLOYEE SIGNATURE   

 

  EVALUATOR SIGNATURE   
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TITLE: DeSoto Parish School Administrative Assistant          DP-65B 

Revised September 2019 
QUALIFICATIONS: Certification as a principal in the State of Louisiana 
REPORTS TO: Principal 
SUPERVISES: School faculty and staff 
JOB GOAL: To assist in the facilitation of an effective learning community as a servant-leader to the 

school’s people and purposes. 
PERFORMANCE RESPONSIBILITIES:  

1. The administrative assistant ensures data-driven goals with an action plan for achievement is established.  
2. The administrative assistant disaggregates data in order to create and support school goals to impact student achievement.  
3. The administrative assistant plans, implements, and supports, interventions.  
4. The administrative assistant shall establish a school mission plan that drives instruction and school activities and 

communicates that plan with staff members and students.  
5. The administrative assistant shall engage staff and students in the school vision in order to reach established goals.  
6. The administrative assistant shall advocate for the best interest and needs of the student to ensure student achievement.  
7. The administrative assistant shall establish high standards for students and teachers.  
8. The administrative assistant shall establish and monitor a school-wide instructional program.  
9. The administrative assistant shall ensure teachers set clear, measurable objectives aligned to the state standards.   
10. The administrative assistant shall create opportunities for teachers to participate in curriculum and assessment professional 

development and engage in conversation about assessments and student progress.  
11. The administrative assistant will utilize a school-wide evaluation system with support to increase teacher effectiveness.  
12. The administrative assistant will evaluate classroom teaching and learning and provide specific feedback for areas of 

reinforcement and refinement in a timely and accurate manner.  
13. The administrative assistant will monitor student interventions plans to ensure the academic needs of all student 

populations are met.   
14. The administrative assistant shall implement a school-wide schedule and routine that maximizes instructional time.   
15. The administrative assistant shall comply with all Board policies, as well as directives of the Employee’s supervisor and the 

Superintendent.  
16. The administrative assistant shall maintain any facilities assigned to his/her care in a clean and operable condition.  
17. The administrative assistant shall safeguard all school funds and property and properly account for the same.  
18. The administrative assistant shall treat all students, parents, and employees with courtesy and respect.  
19. The administrative assistant shall refrain from conduct which calls into question the Employee’s integrity and the School 

system.  
20. The administrative assistant shall document and address employee deficiencies in a fair and consistent manner.  
21. The administrative assistant shall exercise leadership and oversight as evidenced by increases in the School Performance 

Scores of assigned school  
22. The administrative assistant shall report to the superintendent issues involving students, the school and school district 

which will require action/reporting by the superintendent, or which may negatively impact a student, the school or district.  
23. The administrative assistant shall fulfill all other duties as assigned by the Employee’s supervisor, the Superintendent, or 

his/her designee.  
24. The administrative assistant shall adhere to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: 

GAEAA.  
25. The administrative assistant shall report job-related injuries within 48 hours of work accident to the immediate supervisor. 

 
TERMS OF EMPLOYMENT: Ten (10) months 
EVALUATION: Performance  in  this  position  will  be  observed  and  evaluated  by  the  DeSoto Parish 
administrative assistant observation/evaluation instrument. This instrument evaluates the performance responsibilities listed 
above. 

   REVIEWED AND AGREED TO: 
 

DATE PRINT NAME   
 

  EMPLOYEE SIGNATURE   

 

  EVALUATOR SIGNATURE   
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TITLE: School Counselor 

 

QUALIFICATIONS: 
1. Master’s Degree in Education 

2. A valid Louisiana certificate in school counseling 

3. Three years of school experience 

4. Additional criteria as the Board may establish 
 

REPORTS TO: Principal 

 

SUPERVISES: None 

 

JOB GOAL: To insure the development of a program which provides students 

with maximum opportunities for growth and development. 

 

Components will be used for School Counselor evaluation in conjunction with measures of student 

and school growth. Measures of student growth will be aligned with the DeSoto Parish Public School 

System’s accountability measures as outlined in the Louisiana Accountability System. 

 

PERFORMANCE RESPONSIBILITIES 
 

1. Collaborates with school administration in planning, designing and implementing the school counseling 

program. 

2. Provides counseling for students. 

3. Assists students in exploring career awareness and development. 

4. Maintains and interprets cumulative records on students. 

5. Assists in placement of students. 

6. Maintains an up-to-date file on community resources and refers students to appropriate service agencies. 

7. Actively seeks professional development opportunities in order to implement innovative approaches to 

counseling program. 

8. Develops and implements an Individual Growth Plan and self-evaluation annually. 

9. Student advocate and member of system support teams. 

10. Plans, organizes and delivers the school counseling program. 

11. Collects and analyzes data. 

12. Monitors the students on a regular basis as they progress in school. 

13. Performs other duties as assigned by the proper authority. 
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PROFESSIONAL ETHICS 

1. Maintains good attendance.

2. Reports to work on time.

3. Adheres to parish dress code.

4. Promotes harmony between: teachers, students, teacher and student.

5. Accepts and supports school administration decisions.

6. Displays professional ethics on and off duty.

7. Maintains a positive attitude of promoting school and community relations.

8. Fosters good public relations.

9. Participates in harmonious working relationship with peers, parents and

community members.

10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to

be found at File: GAEAA.

TERMS OF EMPLOYMENT: Nine and one-half months/ or Ten Months (Please Circle) 

EVALUATION: All certified and other professional personnel are evaluated in writing 

each year. 

REVIEWED AND AGREED TO: DATE 

Employee 

APPROVED: DATE 

Evaluator 
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JOB DESCRIPTION 

HR Department, DeSoto Parish School Board DP-65D Rev. Aug. 2019 

TITLE: CLASSROOM TEACHER : Regular Education/Special Education 
Domains and Components will be used for teacher evaluation in conjunction with measures of student growth. Measures of student growth 
will be aligned with the DeSoto Parish School System’s accountability measures as outlined in the Louisiana Accountability System. 
OVERVIEW OF THE POSITION: Plan and implement a program, creating an environment where students can learn and develop optimally. 

 
Domain 1: Designing & Planning Instruction 
Instructional plans include: 

1. goals, aligned to . 
2. activities, materials and assessments that are aligned to STATE STANDARDS; sequenced from basic to complex; build on prior 

student knowledge; provide appropriate time for student work, and lesson and unit closure. 
3. evidence that plan is appropriate for the age, knowledge, and interests of learners. 
4. evidence that the plan provides opportunities to accommodate individual student needs. 

Assignments require students to: 
1. interpret information rather than reproduce it. 
2. draw conclusions and support them through writing. 
3. connect what they are learning to prior learning and some life experiences. 

Assessment Plans: 
1. are aligned with STATE STANDARDS. 
2. have measurement criteria. 
3. measure student performance in more than two ways (e.g., in the form of a project, experiment, presentation, essay, short 

answer, or multiple choice test). 
4. require written tasks. 
5. include performance checks throughout the school year. 

 
Domain 2: The Learning Environment 

1. Teacher sets high and demanding academic expectations for every student. 
2. Teacher encourages students to learn from mistakes. 
3. Teacher creates learning opportunities where students can experience success. 
4. Students complete their work according to teacher expectations. 
5. Students are well-behaved, and on task. 
6. Teacher establishes rules for learning and behavior. 
7. The teacher uses techniques such as social approval, contingent activities, and consequences to maintain appropriate student 

behavior. 
8. The teacher deals with students who have caused disruptions, yet sometimes he or she addresses the entire class. 
9. The classroom welcomes members and guests; is organized and understandable to students; provides accessible supplies, 

equipment and resources; displays student work; is arranged to promote individual and group learning. 
10. Teacher-student interactions are generally friendly. 
11. Students exhibit respect for the teacher, and are generally polite to each other. 
12. Teacher is receptive to the interests and opinions of students. 

 
Domain 3: Instruction 

1. Most learning objectives and STATE STANDARDS are communicated. 
2. Sub-objectives are aligned to the lesson’s major objective. 
3. Learning objectives are connected to what students have previously learned. 
4. Expectations for student performance are clear. 
5. are displayed. 
6. There is evidence that students demonstrate mastery of the objective. 
7. The teacher organizes the content so that it is personally meaningful and relevant to students. 
8. The teacher develops learning experiences where inquiry, curiosity and exploration are valued. 
9. The teacher reinforces and rewards effort. 
10. Presentation of content includes visuals that establish the purpose of the lesson, preview the organization of the lesson, and   

include internal summaries of the lesson; examples, illustrations, analogies, and labels for new concepts and ideas; modeling by the 
teacher to demonstrate his or her performance expectations; concise communication; logical sequencing and segmenting; all 
essential information; no irrelevant, confusing, or non-essential information. 

11. Lessons start promptly. 
12. The lesson’s structure is coherent, with a beginning, middle, and end. 
13. Pacing is appropriate, and provides opportunities for students who progress at different learning rates. 
14. Routines for distributing materials are efficient. 
15. Little instructional time is lost during transitions. 
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16. Activities and materials support the lesson objectives; are challenging; sustain students’ attention; elicit a variety of thinking; 
Page 2 

provide time for reflection; are relevant to students’ lives; provide opportunities for student to student interaction; induce student 
curiosity and suspense; provide students with choices; incorporate multimedia and technology; incorporate resources beyond the 
school curriculum texts (e.g., teacher made materials, manipulatives, resources from museums, cultural centers, etc.) 

17. Teacher questions are varied and high quality providing question types knowledge and comprehension; application and analysis; 
creation and evaluation. 

18. Questions are purposeful and coherent. 
19. A moderate frequency of questions asked. 
20. Questions are sequenced with attention to the instructional  goals. 
21. Questions require active responses (e.g., whole class signaling, choral responses, or group and individual answers). 
22. Wait time is provided. 
23. The teacher calls on volunteers and non-volunteers, and a balance of students based on ability and sex. 
24. Oral and written feedback is academically focused, frequent, and high quality. 
25. Feedback is given during guided practice and homework review. 
26. The teacher circulates during instructional activities to support engagement, and monitor student work. 
27. Feedback from students is used to monitor and adjust  instruction. 
28. The instructional grouping arrangements (either whole class, small groups, pairs, individual; hetero-or homogenous ability) 

adequately enhance student understanding and learning efficiency. 
29. Students in groups know their roles, responsibilities, and group work expectations. 
30. Students participating in groups are held accountable for group work and individual work. 
31. Instructional group composition is varied (e.g., race, gender, ability, and age) to accomplish the goals of the lesson. 
32. Teacher displays accurate content knowledge of all the subjects he or she teaches. 
33. Teacher implements subject-specific instructional strategies to enhance student content knowledge. 
34. The teacher highlights key concepts and ideas, and uses them as bases to connect other powerful ideas. 
35. Teacher provides differentiated instructional methods and content to ensure children have the opportunity to master what is being 

taught. 
36. Over the course of multiple observations, the teacher consistently and thoroughly teaches: 

• analytical thinking where students analyze, compare and contrast, and evaluate and explain information. 
• practical thinking where students use, apply, and implement what they learn in real-life scenarios. 
• creative thinking where students create, design, imagine and suppose. 
• research-based thinking where students explore and review a variety of ideas, models, and solutions to problems. 

37. The teacher provides opportunities where students generate a variety of ideas and alternatives; analyze problems from multiple 
perspectives and viewpoints. 

38. Over the course of multiple observations, the teacher implements activities that teach and reinforce 4 or more of the following 
problem solving types. 

• Abstraction 
• Categorization 
• Drawing Conclusions/Justifying Solution 
• Predicting Outcomes 
• Observing and Experimenting 
• Improving Solutions 
• Identifying Relevant/Irrelevant Information 
• Generating Ideas 
• Creating and Designing 

 
Domain 4: Responsibility Survey 

1. Growing and Developing Professionally 
2. Reflecting on Teaching 

 
Domain 5:  Professional Responsibilities 

1. Exhibits regular attendance and punctuality. 
2. Communicates effectively with students, staff, parents, and community. 
3. Assumes outside classroom duties as related to school. 
4. Assists in enforcing school/board rules and policies. 
5. Ensures proper care of textbooks, teaching aids, and equipment. 
6. Participates in professional development opportunities to further develop effectiveness. 
7. Creates partnerships with parents/caregivers and colleagues. 
8. Supports school programs and displays positive attitude. 
9. Completes reports and records as assigned. 
10. Projects well-groomed appearance. 
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11. Meets the criteria for an Individual Growth Plan following the guidelines in the DeSoto Parish Personnel Evaluation Program. 
12. Performs all other duties or responsibilities not listed as delegated by the Principal of the school and DPSB policy. 

 
 
 
While the operation of the DeSoto Parish School Board and its schools is governed by the provisions of this and all other policies, as well as the 
procedures of the individual schools, no policy manual can list each and every instance of misconduct that is precluded.  Accordingly, employees 
are cautioned that the appropriateness of certain action or behavior must necessarily be dictated by the nature of the position held by the 
employee and common sense.  By virtue of one’s education and experience, an employee knows and understands that certain actions or conduct 
are unacceptable even in the absence of formal policy.  For instance, without the need of a specific prohibition or warning, a classroom teacher 
should be aware of the impropriety of certain practices such as leaving students unattended, using profanity or sexually suggestive language or 
bringing a firearm onto campus.  Such conduct constitutes both incompetence and willful neglect of duty and will result in the imposition of 
discipline up to and including termination. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana 
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties. 
Terms of Employment: 9 months Reports to: School Principal and/or Assistant Principal Supervises: Assigned students 

 
Signature of Evaluatee:    
Signature indicates that the evaluatee has received the teacher competencies and standards and evaluation instrument for the position. 
 
 

 
Printed Name of Evaluatee:  Date: _ 
 
 

 

Signature of Evaluator(s) _   
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TITLE: Agriscience/Agribusiness Teacher 
 

QUALIFICATIONS: 
1. Bachelor degree in Vocational Agriculture 
2. Louisiana teaching certificate 
3. Additional criteria as the Board may establish 

 
REPORTS TO: Principal 

 
SUPERVISES: None 

Revised: July 2011 DP-65E 
Page 1 

 

JOB GOAL: To plan and implement a program which creates an environment where 
all children can learn and develop optimally. 

 
PERFORMANCE RESPONSIBILITIES 

 
1. Maintains consistent school-wide disciplinary standards in keeping with Board policy. 
2. Provides students with standards and holds them accountable for treatment of school property. 
3. Provides each student with a proper room environment by organizing space, materials and/or equipment 

to facilitate learning. 
4. Promotes a positive learning climate. 
5. Manages routines and transitions in a timely manner. 
6. Manages and/or adjusts allotted time for activities planned. 
7. Establishes expectations for learner behavior. 
8. Uses monitoring techniques to facilitate learning. 
9. Insures student attention. 
10. Encourages and allows all students to examine and discuss in a democratic manner, all points of view. 

 
INSTRUCTION 

 
1. Specifies learner outcomes in clear, concise objectives that include activity/activities that develop 

objectives. 
2. Identifies plans and accommodates individual differences. 
3. Identifies and uses materials, other standard classroom materials to achieve lesson objectives. 
4. States method(s) of evaluation to measure learned outcomes. 
5. Participates in an Individual Education Plan (IEP), ITP, and/or IFSP as necessary. 
6. Has daily lesson plans, which seek to meet curriculum guides/content standards/GLEs/comprehensive 

curriculum. 
7. Sequences lesson to promote learning. 
8. Adjusts lesson when appropriate. 
9. Evidence of integration of technology within the lesson/unit. 
10. Presents accurate subject matter at a developmentally appropriate level. 
11. Relates relevant examples, unexpected situations, current events, and real-world experiences to 

the content as appropriate. 
12. Answers questions correctly and/or directs students to additional sources (i.e. references, labs, 

learning centers, etc.). 
13. Demonstrates ability to communicate effectively with students. 
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14. Stimulates and encourages higher order thinking at the appropriate developmental level. 
15. Encourages student participation. 
16. Consistently monitors ongoing performance of students. 
17. Uses appropriate and effective assessment technique(s). 
18. Provides timely feedback to students regarding their progress. 
19. Provides evidence of student academic growth under his/her instruction. 
20. Assigns homework in keeping with student & curriculum needs. 

PROFESSIONALISM 
1. Maintains good attendance. 
2. Notifies principal of absences and provides substitute teacher with lesson plans. 
3. Reports to work on time. 

DP-65E 
Page 2 

4. Reports to duty on time and is responsible for students at all times.  Students are never left unattended. 
5. Displays professional ethics on and off duty. 
6. Adheres to DPSB Sexual Harassment Policy found at File: GAEAA. 
7. Adheres to parish dress code. 
8. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
9. Assists the principal in day-to-day operation of the school. 
10. Accepts and supports school administration decisions. 
11. Practices school rules and policies. 
12. Completes reports, inventories and paper work including cumulative records as scheduled. 
13. Assumes responsibility for implementation of emergency procedures. 
14. Keeps grade book up-to-date and in compliance with DeSoto Parish policy. 
15. Provides clear and timely information to parents/care givers and colleagues regarding classroom 

expectations through student progress reports and student learning. 
16. Encourages parents/care givers to become active partners in their children’s education and to become 

involved in school and classroom. 
17. Seeks and maintains a positive attitude of promoting school and community relations. 
18. Participates in and promotes harmonious working relationships with students, colleagues, parents and 

community members. 
19. Attends and participates in school meetings and faculty meetings (i.e. grade level and subject 

area curriculum planning and evaluation) promptly and as required. 
20. Implements School Improvement Plan. 
21. Serves on task force and decision-making committees, when appropriate. 
22. Cooperates with administrators in observation/evaluation/self-evaluation efforts. 
23. Develops and implements an Individual Growth Plan annually based on the individual needs for CLU’s, 

the School Improvement Plan and the previous year’s observation and evaluation recommendations. 
24. Keeps abreast of current educational trends through staff development and professional organizations. 

TERMS OF EMPLOYMENT:  Twelve months 
 

EVALUATION: All certified and other professional personnel are evaluated in writing each year. 

REVIEWED AND AGREED TO: DATE    
Employee 

 
APPROVED: DATE    

Evaluator 
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JOB DESCRIPTION HR Department, DeSoto Parish School Board DP-65F 
Revised  June 2013 

TITLE: Librarian/Media Specialist 
Domains and Components will be used for Librarian/Media Specialist evaluation in conjunction with measures of student growth. Measures 
of student growth will be aligned with the DeSoto Parish School System’s accountability measures as outlined in the Louisiana Accountability 
System. 

 
OVERVIEW OF THE POSITION: Plan and implement a program that is aligned with the mission, goals, and objectives of the school district. 
Provide reputable and relevant digital and/or print resources for students and teachers to access literature and reference materials that 
relate directly to the educational program and provide opportunities to explore beyond the sphere of the regular instructional program. 
Work collaboratively and individually to design, develop, and implement programs that encourage reading for enjoyment and for 
information. 

 
Domain 1: Designing & Planning Instruction 

Instructional plans include: 
1. goals aligned to . 
2. activities, materials and resources that are aligned to ; sequenced from basic to complex; build on prior student knowledge; provide 

appropriate time for student work, and lesson and unit closure. 
3. evidence that plan is appropriate for the age, knowledge, and interests of learners. 
4. evidence that the plan provides opportunities to accommodate individual student needs. 

Assignments/Activities require students to: 
5. interpret information rather than reproduce it. 
6. connect what they are learning to prior learning and some life experiences 

 
Domain 2:  The Learning Environment 

1. Librarian/Media Specialist sets high and demanding academic expectations for every student. 
2. Librarian/Media Specialist encourages students to learn from mistakes. 
3. Librarian/Media Specialist creates learning opportunities where students can experience success. 
4. Students complete their work according to Librarian/Media Specialist expectations. 
5. Students are well-behaved, and on task. 
6. Librarian/Media Specialist establishes rules for learning and behavior. 
7. The Librarian/Media Specialist uses techniques such as social approval, contingent activities, and consequences to maintain 

appropriate student behavior. 
8. The Librarian/Media Specialist deals with students who have caused disruptions, yet sometimes he or she addresses the entire 

class. 
9. The library welcomes members and guests; is organized and understandable to students; provides accessible supplies, equipment 

and resources; is arranged to promote individual and group learning. 
10. Librarian/Media Specialist student interactions are generally friendly. 
11. Students exhibit respect for the Librarian/Media Specialist and are generally polite to each other. 
12. Librarian/Media Specialist is receptive to the interests and opinions of students. 

 
Domain 3: Instruction 

1. Most learning objectives and  are communicated. 
2. Sub-objectives are aligned to the lesson’s major objective. 
3. Learning objectives are connected to what students have previously learned. 
4. Expectations for student performance are clear. 
5. Lesson provides opportunities for students to demonstrate mastery of standard(s). 
6. The Librarian/Media Specialist organizes the content so that it is personally meaningful and relevant to students. 
7. The Librarian/Media Specialist develops learning experiences where inquiry, curiosity and exploration are valued. 
8. The Librarian/Media Specialist reinforces and rewards effort. 
9. Presentation of content includes visuals that establish the purpose of the lesson, preview the organization of the lesson, and 

include internal summaries of the lesson; examples, illustrations, analogies, and labels for new concepts and ideas; modeling by the 
Librarian/Media Specialist to demonstrate his or her performance expectations; concise communication; logical sequencing and 
segmenting; all essential information; no irrelevant, confusing, or non-essential information. 

10. The lesson’s structure is coherent, with a beginning, middle, and end. 
11. Pacing is appropriate, and provides opportunities for students who progress at different learning rates. 
12. Routines for distributing materials are efficient. 
13. Little instructional time is lost during transitions. 
14. Activities and materials support the lesson objectives; are challenging; sustain students’ attention; elicit a variety of thinking; 

provide time for reflection; are relevant to students’ lives; provide opportunities for student to student interaction; induce student 
curiosity and suspense; provide students with choices; incorporate multimedia and technology; incorporate resources beyond the 
school curriculum texts (e.g., teacher made materials, manipulatives, resources from museums, cultural centers, etc.) 

15. Librarian/Media Specialist questions are varied and high quality providing question types knowledge and comprehension; 
application and analysis; creation and evaluation. 
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16. Questions are purposeful and coherent. 
17. A moderate frequency of questions are asked. 
18. Questions are sequenced with attention to the instructional goals. 
19. Questions require active responses (e.g., whole class signaling, choral responses, or group and individual answers). 
20. Wait time is provided. 
21. The Librarian/Media Specialist calls on volunteers and non-volunteers, and a balance of students based on ability and sex. 
22. Oral and written feedback is academically focused, frequent, and high quality. 
23. Feedback is given during guided practice. 
24. The Librarian/Media Specialist circulates during instructional activities to support engagement, and monitor student work. 
25. Feedback from students is used to monitor and adjust instruction. 
26. The instructional grouping arrangements (either whole class, small groups, pairs, individual; hetero-or homogenous ability) 

adequately enhance student understanding and learning efficiency. 
27. Students in groups know their roles, responsibilities, and group work expectations. 
28. Students participating in groups are held accountable for group work and individual work. 
29. Instructional group composition is varied (e.g., race, gender, ability, and age) to accomplish the goals of the lesson. 
30. Librarian/Media Specialist displays accurate content knowledge of all the subjects he or she teaches. 
31. Librarian/Media Specialist implements subject-specific instructional strategies to enhance student content knowledge. 
32. The Librarian/Media Specialist highlights key concepts and ideas, and uses them as bases to connect other powerful ideas. 
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33. Librarian/Media Specialist provides differentiated instructional methods and content to ensure children have the opportunity to 
master what is being taught. 

34. Over the course of multiple observations, the Librarian/Media Specialist consistently and thoroughly teaches: 
• analytical thinking where students analyze, compare and contrast, and evaluate and explain information. 
• practical thinking where students use, apply, and implement what they learn in real-life scenarios. 
• creative thinking where students create, design, imagine and suppose. 
• research-based thinking where students explore and review a variety of ideas, models, and solutions to problems. 

35. The Librarian/Media Specialist provides opportunities where students generate a variety of ideas and alternatives; analyze 
problems from multiple perspectives and viewpoints. 

36. Over the course of multiple observations, the Librarian/Media Specialist implements activities that teach and reinforce 4 or more of 
the following problem solving types. 

• Abstraction 
• Categorization 
• Drawing Conclusions/Justifying Solution 
• Predicting Outcomes 
• Observing and Experimenting 
• Improving Solutions 
• Identifying Relevant/Irrelevant Information 
• Generating Ideas 
• Creating and Designing 

 
Domain 4:  Responsibility Survey 

1. Growing and Developing Professionally 
2. Reflecting on Teaching 
3. Collaborate with teachers, administrators and others to maintain a collection that is current and diverse in format and content to 

support the learning needs of students. 
4. Model and promote effective uses of technology for learning and teaching. 
5. Create and maintain an inviting, attractive physical environment within the library media center. 
6. Organize materials, resources, equipment and space to support learning. 

 
Minimum Qualifications: United States citizen or authorized alien; those requirements as outlined in Louisiana Bulletin 746. (Louisiana 
Standards of State Certification of School Personnel) Physical and mental stamina and ability to perform job functions, tasks and duties. 

 
Terms of Employment: 9 months Reports to: School Principal and/or Assistant Principal Supervises: Assigned students 

 
 

Signature of Evaluatee:    
Signature indicates that the evaluatee has received the teacher competencies and standards and evaluation instrument for the position. 

 

Printed Name of Evaluatee:   Date:  _ 
 

Signature of Evaluator(s)_ 
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TITLE: Master Teacher 

Revised:  July 2011 DP-65G 
Page 1 

 

QUALIFICATIONS: 
1. Master’s Degree in relevant academic discipline (preferred). 
2. At least five years of successful teaching. 
3. For teachers currently in TAP schools, exemplary evaluation scores on the TAP 

instructional rubric. 
4. Demonstrated expertise in content, curriculum development, student learning, 

test analysis, Leading and professional development, as demonstrated by an 
advanced degree, advanced training and/or career experience. 

5. Student data that illustrates the teacher’s ability to increase student achievement 
through utilizing specific instructional interventions. 

6. Instructional expertise demonstrated through model teaching, team teaching, 
video presentations and student achievement gains. 

7. Classroom demonstrations and external observations. 
8. Proof of contribution to profession, such as research, publications, university 

teaching, presentations and awards. 
9. Excellent communication skills and an understanding of how to facilitate growth 

in adults. 
 
REPORTS TO: Principal 

 
SUPERVISES: None 

 
JOB GOAL: To provide teachers on site professional development during the school day and 

to conduct classroom observations and teacher conferences. While the master 
teacher is modeling/teaching, the requirements of the teacher job description must 
be utilized. 

 
LEADERSHIP TEAM PARTICIPATION 

The master teacher assumes an active role as a member of the school leadership team: 
1. To analyze school-wide data as the basis for developing a school plan. 
2. To develop School Improvement Plan (SIP)/school academic achievement plan, utilizing the TAP 

processes. 
3. To create a school assessment plan. 
4. To monitor goal setting, activities, classroom follow-up and goal attainment for cluster groups and 

for teacher growth plans. 
5. To assess teacher evaluation results and maintain inter-rater reliability. 
6. To work with other members of the leadership team and Leads, if assigned. 
7. To Participate in all TAP trainings and become a certified TAP evaluator. 
8. To attend professional development meetings. 
9. To work an expanded calendar year. 

 
CLUSTER GROUP PLANNING AND IMPLEMENTATION 

As a cluster group leader, the master teacher will be responsible for: 
1. Developing long-range cluster plans, weekly cluster group meeting records and activities with other 

members of the leadership team. 
2. Conducting appropriate field testing of strategies/interventions before presenting to cluster members. 
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3. Overseeing the planning, facilitation and follow-up of cluster group meetings during professional 

growth blocks. 
4. Providing appropriate follow-up in the classroom. 
5. Overseeing groups of teachers in developing goals, providing instructional interventions with proven 

results, facilitating teacher proficiency with new strategies through classroom-based follow up, and 
ensuring that the progress of teacher skill development is aligned with changing student learning 
needs. 

 
EVALUATIONS/CONFERENCING 

The master teacher will conduct classroom observations/evaluations using TAP instructional rubrics 
and conferences with the classroom teachers. 

 
CLASSROOM FOLLOW-UP 

The master teacher will provide support in the form of observation/feedback, model teaching, 
demonstration lessons and/or team-teaching following cluster learning, including assistance and 
coaching toward meeting teacher’s individual growth plan goals. 

 
SCHOOL IMPROVEMENT 

The master teacher will take an active role in building-level decision-making by: 
1. Participating in grade level and subject area curriculum planning and evaluation. 
2. Serving on task forces and decision making committees when appropriate. 
3. Implementing the School Improvement Plan. 

 
The master teacher will assist in creating partnerships with parents/caregivers and colleagues by 
providing support to: 

1. Provide clear and timely information to parents/caregivers and colleagues regarding school 
expectations and ways they can assist learning. 

2. Encourage parents/caregivers to become active partners in their children’s education and to become 
involved in school and classroom activities. 

3. Seek community involvement in instructional program. 
 
PROFESSIONAL DEVELOPMENT 
While the master teacher is expected to come to the position with a high level of knowledge, the master 
teacher will be expected to work with the director, other master teachers, and/or district 
consultants/supervisors to enhance skills and be able to provide the teachers assigned to them the best 
instructional interventions and strategies. 

 
PROFESSIONAL RESPONSIBILITIES 
1. Functions professionally and harmoniously with parents, school personnel, and students. 
2. Maintains accurate, complete, and correct records as requires. 
3. Provides for communication with students and parents outside the instructional day as determined by 

administrative policy. 
4. Performs class and duty assignments dependably and punctually. 
5. Accepts constructive criticism as an evaluative element of professional and instructional 

improvement. 
6. Exhibits loyalty and maintains a positive attitude in the promotion of the school/system’s goals. 
7. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
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8. Develops and implements an Individual Growth Plan based on CLU requirements, 

the School Improvement Plan and the previous year’s observation and evaluation recommendations. 
9. Completes a self-evaluation annually. 
10. Performs other duties as assigned by the proper authority. 

 
 
 
PROFESSIONAL ETHICS 
1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports school administration decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationship with peers, parents and 

community members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be 

found at File: GAEAA. 
 
 
 
 
 
 
 
 
TERMS OF EMPLOYMENT:  Nine months 

 
EVALUATION: All certified and other professional personnel are evaluated in writing 

each year. 
 
 
REVIEWED AND AGREED TO: DATE    

Employee 
 
 
APPROVED: DATE    

Evaluator 
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TITLE; JROTC Officer 

QUALIFICATIONS: JROTC Instructor 

REPORTS TO: Principal 

SUPERVISES: JROTC Instructor 
 
JOB GOAL: To develop a plan and implement the JROTC program that creates an 

environment where all children can learn and develop optimally. 
 
PERFORMANCE RESPONSIBILITIES 

 
1. Collaborates with school administration in planning, designing and implementing the JROTC program. 
2. Plans, implements and supervises the JROTC projects. 
3. Designs instructional units and implements curricula to meet the defined needs of his/her schools. 
4. Plans and coordinates the development of curriculum/instruction for the JROTC program. 
5. Directs the selection, production, utilization and evaluation of instructional materials. 
6. Supervises the JROTC instructor. 
7. Identifies and plans for individual differences. 
8. Organizes available space, materials and/or equipment to facilitate learning. 
9. Promotes a positive learning climate. 
10. Manages routine and transitions in a timely manner. 
11. Establishes expectations for learner behavior. 
12. Uses monitoring techniques to facilitate learning. 
13. Insures student attention. 
14. Delivers instruction effectively. 
15. Presents appropriate content. 
16. Uses technique(s) which develop(s) lesson objective(s). 
17. Adjusts lesson when appropriate. 
18. Integrates technology into instruction. 
19. Presents content at a developmentally appropriate level. 
20. Presents accurate subject matter. 
21. Answers questions correctly and/or directs students to additional resources (i.e. references, labs, learning 

centers, etc.) 
22. Provides timely feedback regarding students’ progress. 
23. Provides evidence of student academic growth under his/her instruction. 
24. Reports to duty on time and is responsible for students in your charge at all times. Students are never 

left unattended. 
25. Promptly attends all required school and faculty meetings. 
26. Reports job-related injuries within 48 hours of work accidents to the immediate supervisor. 
27. Maintains consistent school-wide disciplinary standards in keeping with Board policy. 
28. Maintains good attendance and reports to work on time. 
29. Fosters good public relations. 
30. Develops and implements an Individual Growth Plan annually based on the individual CLU 

needs, the School Improvement Plan and the previous year’s observation and evaluation 
recommendations. 
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31. Participates in harmonious working relationships with peers, parents and community members. 
32. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: GAEAA. 

 
PROFESSIONAL ETHICS 

1. Maintains good attendance. 
2. Reports to work on time. 

 
PROFESSIONAL DEVELOPMENT 

 
The JROTC OFFICER will participate in the 5-step instructor-training plan as outlined by the JROTC 
School of Cadet Command. 

 
•Initial Qualification Training (Prerequisite) 
•JROTC Distance Learning Course (Completion within 6 months of certification) 
•Resident Certification Course (Completion within 18 months of employment) 
• Annual Instructor Certification Training 
• Resident Recertification Course 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TERMS OF EMPLOYMENT:  Twelve Months 

 
EVALUATION: All certified and other professional personnel are evaluated in writing each 

year. 
 
 
REVIEWED AND AGREED TO:  DATE   

Employee 
 

APPROVED:  
Evaluator 

DATE   

180



 

 
TITLE: JROTC Instructor 
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JOB GOAL: To develop a plan and implement the JROTC program that creates an 

environment where all children can learn and develop optimally. 

 

PERFORMANCE RESPONSIBILITIES 

 

1. Assists with the planning and implementation of the JROTC projects. 

2. Assists with the designing of instructional units and implements curricula to meet the defined needs 

of his/her schools. 

3. Identifies and plans for individual differences. 

4. Organizes available space, materials, and/or equipment to facilitate learning. 

5. Promotes a positive learning climate. 

6. Manages routine and transitions in a timely manner 

7. Establishes expectations for learner behavior. 

8. Uses monitoring techniques to facilitate learning. 

9. Insures student attention. 

10. Delivers instruction effectively. 

11. Presents appropriate content. 

12. Uses technique(s) which develop(s) lesson objective(s). 

13. Adjusts lesson when appropriate. 

14. Integrates technology into instruction. 

15. Presents content at a developmentally appropriate level. 

16. Presents accurate subject matter. 

17. Answers questions correctly and/or directs students to additional resources (i.e. references, 

labs, learning centers, etc.) 

18. Provides timely feedback regarding students’ progress. 

19. Provides evidence of student academic growth under his/her instruction. 

20. Reports to duty on time and is responsible for students in your charge at all times. Students are never 

left unattended. 

21. Attends school meetings and faculty meetings promptly and as required. 

22. Reports job-related injuries within 48 hours of work accidents to the immediate supervisor. 

23. Maintains consistent school-wide disciplinary standards in keeping with Board policy. 

24. Maintains good attendance and reports to work on time. 

25. Fosters good public relations. 

26. Participates in harmonious working relationships with peers, parents and community members. 

27. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to be found at File: GAEAA. 

28. Displays professional ethics on and off duty. 
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29. Accepts and supports school administration decisions. 

30. Adheres to the JROTC program dress code. 

31. Develops and implements an Individual Growth Plan annually based on the individual CLU 

needs, the School Improvement Plan and the previous year’s observation and evaluation 

recommendations. 

 

 

 

PROFESSIONAL ETHICS 

1. Maintains good attendance. 

2. Reports to work on time. 

 

PROFESSIONAL DEVELOPMENT 

 

The JROTC INSTRUCTOR will participate in the 5-step instructor-training plan as 

outlined by the JROTC School of Cadet Command. 

 

 Initial Qualification Training (Prerequisite) 

 JROTC Distance Learning Course (Completion within 6 months of certification) 

 Resident Certification Course (Completion within 18 months of employment) 

 Annual Instructor Certification Training 

 Resident Recertification Course 

 

 

 

 

 

 

 

 

 

 

TERMS OF EMPLOYMENT: Twelve Months/Eleven Months 

EVALUATION: All certified and other professional personnel are evaluated in writing each year. 

 

 

REVIEWED AND AGREED TO: DATE   

Employee 

 

APPROVED: DATE   

Evaluator 
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TITLE: Literacy Interventionist 

 
 
QUALIFICATIONS: 

 
1. Extensive Knowledge of Reading Intervention Strategies 
2. Experienced Certified Teacher who has demonstrated excellence in reading 

instruction 
3. Willingness to attend initial and ongoing training 
4. Ability and willingness to model Reading Intervention strategies 
5. Ability to implement the process of change at the school level 
6. Ability to communicate and work collaboratively with others 
7. Student data that illustrates the teacher’s ability to increase student achievement 

through utilizing specific instructional interventions. 
 
REPORTS TO:  Principal 

 
SUPERVISES: None 

 
JOB GOAL: Improve Literacy skills of students by providing effective reading interventions. 

 
PERFORMANCE RESPONSIBILITIES: 

 
1. Provide interventions to students within flexible groups for effective Tier II and 

Tier III interventions for students. 
2. Collaborate with classroom teachers to provide instruction within flexible 

groups for Tier II and Tier III intervention for students. 
3. Collaborate with others to analyze assessments to monitor program 

effectiveness. 
4. Administer and analyze data from Progress Monitoring to provide student 

literacy need. 
6. Attend and stay current of literacy professional development opportunities. 
7. Complete a Self-Evaluation annually. 

 
 
PROFESSIONAL ETHICS: 

 
1. Adheres to the parish dress code 
2. Accepts and supports administrative decisions 
3. Displays professional ethics on and off duty 
4. Fosters good community relations 
5. Participates in harmonious working relationship with peers, parents, and 

community members 
6. Maintains a positive attitude of promoting school and community relations 
7. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy 
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PROFESSIONAL RESPONSIBILITIES 
1. Functions professionally and harmoniously with parents, school personnel, and students. 
2. Maintains accurate, complete, and correct records as required. 
3. Provides for communication with students and parents outside the instructional day as 

determined by administrative policy. 
4. Performs class and duty assignments dependably and punctually. 
5. Accepts constructive criticism as an evaluative element of professional and instructional 

improvement. 
6. Exhibits loyalty and maintains a positive attitude in the promotion of the school/system’s 

goals. 
7. Reports job-related injuries within 48 hours of work accident to the immediate supervisor. 
8. Develops and implements an Individual Growth Plan based on CLU requirements, the School 

Improvement Plan and the previous year’s observation and evaluation recommendations. 
9. Completes a self-evaluation annually. 

 
 
PROFESSIONAL ETHICS 
1. Maintains good attendance. 
2. Reports to work on time. 
3. Adheres to parish dress code. 
4. Promotes harmony between: teachers, students, teacher and student. 
5. Accepts and supports school administration decisions. 
6. Displays professional ethics on and off duty. 
7. Maintains a positive attitude of promoting school and community relations. 
8. Fosters good public relations. 
9. Participates in harmonious working relationship with peers, parents and 

community members. 
10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy to 

be found at File: GAEAA. 
 
 
TERMS OF EMPLOYMENT:  Nine months 

 
 
EVALUATION: All certified and other professional personnel are evaluated in writing each year. 

 
 
 
REVIEWED AND AGREED TO: DATE    

Employee 
 
 
APPROVED: DATE    

Evaluator 
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TITLE: SRCL Literacy Coach 

QUALIFICATIONS: 

1. Master’s Degree in relevant academic discipline (preferred)
2. Experienced Certified Teacher who has demonstrated excellence in literacy

instruction
3. Experience in addressing student instructional needs based on data driven analysis
4. Experience in presenting data driven analysis to teachers
5. Experience using data driven analysis to make decisions regarding literacy

interventions and extensions.
6. Experience in analyzing class, grade level, and subject area data in school’s literacy

program and reporting findings for the purpose of sharing information with teachers
and making informed decisions relative to instructional practices and to coordinate
a school-wide assessment system for monitoring student achievement.

REPORTS TO:   School Administrator 

JOB GOAL:        Promote student growth in the area of literacy by facilitating literacy intervention, instruction 
and extension. 

PERFORMANCE RESPONSIBILITIES: 
1. Promote student growth in the area of literacy
2. Use assessment data to assist administrators with placement of students in appropriate

instructional or intervention programs.
3. Analyze class, grade level, and subject area data with teachers to make informed decisions

relative to instructional practices to improve literacy.
4. Facilitate and promote literacy enrichment experiences (book clubs, e-field trips, etc.)
5. Assist with the administration of benchmark and progress monitoring assessments.
6. Conduct regular meetings with classroom teachers to examine student data and monitoring of

students.
7. Maintain a variety of manual and electronic files and/or records for the purpose of

determining success of literacy coaching on student achievement and evaluating
effectiveness of the overall literacy program.

8. Work with the School Leadership Team to determine the school’s strengths and needs for
improvement in the area of literacy in order to improve students’ reading, writing, and
communication skills and content area achievement.

9. Conduct literacy interventions and extensions to students in order to advance student
achievement.
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10. Maintain and submit accurate and complete records and reports as required by law, grant 
regulations, district policy, or administrative directives. 

11. Work to promote productive relationship with and among school staff. 
12. Attend and participate in all required meetings. 
14 Develop and implement an Individual Growth Plan (IGP) based on individual CLU 

requirements, the School Improvement Plan and the previous year’s observation and 
evaluation recommendations. 

15. Complete a Self-Evaluation annually. 
16. Report job-related injuries within 48 hours of work accident to the immediate supervisor. 

 
 
PROFESSIONAL ETHICS: 

 
1. Adheres to established formal lines of communications through the chain of 

command. 
2. Maintains good attendance 
3. Reports to work on time. 
4. Adheres to the parish dress code. 
5. Accepts and supports administrative decisions 
6. Displays professional ethics on and off duty. 
7. Fosters good community relations. 
8. Participates in harmonious working relationship with peers, parents, and 

community members. 
9. Maintains a positive attitude of promoting school and community relations. 

10. Adheres to the DeSoto Parish School Board’s Sexual Harassment Policy 
 
 
TERMS OF EMPLOYMENT:  Nine months 

 
EVALUATION: Performance in this position will be evaluated at least once annually in 
accordance with Board Policy. 

 
 
REVIEWED AND AGREED TO:  DATE:    

 
 
APPROVED: DATE:    
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SECTION 10.0 
EMPLOYMENT REQUIREMENTS 

 
 
 

The DeSoto Parish School Board, through the Director of Human Resources, shall request the 

assessment and/or evaluation results of any person who has been evaluated pursuant to Act I of 1994, whether 

that person is already employed by that school system or not, as a part of the application process. The person 

making application shall be informed that as a part of the mandated process, R.S. 17:3884(D), the applicant’s 

assessment and/or evaluation results will be requested. 

The DeSoto Parish School Board, through the Director of Human Resources, shall provide other 

school boards with assessment and/or evaluation results of persons that the other school boards wish to hire. 

A part of the application process will be the explanation for requesting and sending the assessment 

and/or evaluation results. Each applicant will be required to sign a release for such information. A person leaving 

the parish school system for another school system will receive the explanation for sending assessment and/or 

evaluation results and be required to sign a release of this information. 

The applicant shall be given the opportunity to apply, review the information received and provide 

any response or information the applicant deems appropriate. This request should be made through the Director 

of Human Resources and any responses should be made to the same. A copy of assessment and/or evaluation 

results will be given to the applicant upon such request. Any responses will become an official part  of the 

applicant’s personnel file. 
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SECTION 12.0 
STATEMENT OF ASSURANCE 

This will certify that the 2021-2022 revised Personnel Evaluation Plan for the DeSoto Parish School 

System has been reviewed and approved by the DeSoto Parish School Board. The plan conforms to the 

mandates as required by R.S. 17:391.5, R.S. 17:24.3 (Act 621 and Act 9) of the 1977 Louisiana Legislature, 

and R.S. 17:391.10 (Act 605 of 1980) for accountability plans; Act 621 of 1977 establishing school 

accountability programs for all certified and other professional personnel; Act 9 of 1977 for establishing a 

statewide system of evaluation for teachers and principals; Act 605 of 1980 giving the Louisiana Department of 

Education the authority to monitor the local education association’s personnel evaluation program; Act 506, 

R.S. 17:391.5 of 1992 Louisiana legislative session to strengthen and make more uniform local teacher 

evaluation; and Act 1 of 1994 which amended and reenacted several statutes related to Local Personnel 

Evaluation. 

This Personnel Evaluation Plan shall be implemented as written in this document for the 

2021-2022 school session. 

Sincerely, 

   Dale Morvan
 President, DeSoto Parish Schools 

Clay J. Corley
Superintendent, Desoto Parish Schools 
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	DP-55A  Food Service Supervisor.pdf
	QUALIFICATIONS:
	PERFORMANCE RESPONSIBILITIES
	1. Manage the daily work of school food services in all schools to ensure quality food delivery and efficient operations.
	2. Work with the Business Department to prepare the department budget and monitor revenues and expenditures throughout the year for budget compliance.
	3. Verify and submit data that is collected for reporting to the state department of education for the purposes of payment of funds to the schools.
	4. Prepare Annual Agreement to participate in the Federal meals programs and disseminate information and data about the free and reduced meal program to the appropriate school administrators/food service managers.
	5. Prepare the annual request for USDA commodity foods.
	6. Monitor their receipt, and report value to the Business Department throughout the year.
	7. Participate in the interviewing, hiring, and orientation process for new employees, in conjunction with the Human Resources Department.
	8. Work with Human Resources Department in personnel evaluation and disciplinary process.
	9. Manage the menu planning and development process in the central office to ensure that all federal and state requirements are being met.
	10. Manage the purchasing process and obtain bids or quotes for food, supplies, contracted services, and new equipment for all program sites.
	11. Work with the School Board Purchasing Office to evaluate bid/quote results and award to appropriate vendors.
	12. Organize, conduct and participate in employee meetings, training sessions, and sanitation classes for Food Service Department.
	13. Coordinate maintenance and improvement needs at school sites with Maintenance Department.
	14. Participate in planning and review of kitchen facilities design for new school construction projects.
	15. Work with food services staff members to coordinate special events held by other School Board departments in school cafeteria facilities.
	16. Obtain information on new products, trends, and regulations by meeting with brokers and sales representatives, attending trade shows, workshops and conferences, and visiting other food services programs as necessary.
	17. Visit school cafeteria sites on a regular basis to review procedures, observe operations during mealtime, and monitor quality of product and service.
	18. Attend meetings of the School Board and other advisory committee meetings.
	19. Answer questions regarding the school food service program from the news, media, parents, and other community members and participate in PTO meetings, health fairs, and other community opportunities to provide nutrition education.
	20. Review and sign off on all accounts payable and payroll documentation before it is processed.
	21. Manage the central office records management program for record keeping and destruction of documentation.
	22. Perform related work as required.
	PROFESSIONAL ETHICS
	REVIEWED AND AGREED TO: DATE

	5-Table of Contents Part 2.pdf
	PROCESS
	INSTRUMENTS
	SECTION 6.3
	Observation, Evaluation, Self-Evaluation Forms

	5-Table of Contents Part 2.pdf
	SECTION 6.3
	Observation, Evaluation, Self-Evaluation Forms

	DP-56D School Nurse.pdf
	QUALIFICATIONS:
	PERFORMANCE RESPONSIBILITIES
	REVIEWED AND AGREED TO: DATE

	3-PEP Bulletin 130 portion only minus ToC  part 1.pdf
	2.0 PERSONNEL EVALUATION
	3.0 Reporting and Monitoring
	4.0  Appendices

	5-Table of Contents Part 2.pdf
	SECTION 6.3
	Observation, Evaluation, Self-Evaluation Forms

	DP-43 Assistants NIET must be added at end.pdf
	(1) School Mission, Vision and Strategic Goal Setting
	(4) School Environment/Community and Campus Culture

	DP-43 AssistantPrincipals  and Admin Assistants.pdf
	(1) School Mission, Vision and Strategic Goal Setting
	(4) School Environment/Community and Campus Culture

	DP-42 Principal.pdf
	(1) School Mission, Vision and Strategic Goal Setting
	(4) School Environment/Community and Campus Culture

	DP-42 Principal Observation Evaluation.pdf
	(1) School Mission, Vision and Strategic Goal Setting
	(4) School Environment/Community and Campus Culture

	DP-46 Professional Support personnel.pdf
	Revised June 2013
	The following rating scale will be used for final analysis of performance:
	Total Points / Total Number of Items =
	OVERALL RATING SCORE
	EMPLOYEE’S EVALUATOR’S DATE
	Directions: Please evaluate the professional support personnel in each of the areas below.
	DP-46

	DP-45 Librarian & Instructional personnel.pdf
	Revised August 2016 DP-45
	Self-Evaluation
	EMPLOYEE’S EVALUATOR’S DATE
	Performance definitions are provided at levels 5, 3, and 1. Raters can score performance at levels 2 or 4 based on their professional judgment.
	Performance definitions are provided at levels 5, 3, and 1. Raters can score performance at levels 2 or 4 based on their professional judgment.
	Performance definitions are provided at levels 5, 3, and 1. Raters can score performance at levels 2 or 4 based on their professional judgment.
	Performance definitions are provided at levels 5, 3, and 1. Raters can score performance at levels 2 or 4 based on their professional judgment.
	Total Points / Total Number of Items =
	EMPLOYEE’S EVALUATOR’S DATE
	DP-46

	DP-53D Early Intervening Services Coordinator.pdf
	Preferred
	PERSONAL QUALITIES
	PROFESSIONAL GROWTH

	DP-55 Director of Operations.pdf
	QUALIFICATIONS:
	PERFORMANCE RESPONSIBILITIES
	PROFESSIONAL ETHICS
	REVIEWED AND AGREED TO: DATE

	DP-55B Supervisor of Technology.pdf
	QUALIFICATIONS:
	PERFORMANCE RESPONSIBILITIES
	INSTRUCTION
	RELATED RESPONSIBILITIES
	PROFESSIONALALISM
	REVIEWED AND AGREED TO: DATE

	DP-56B1 - Special Services Coordinator Pupil Appraisal.pdf
	QUALIFICATIONS:
	PERFORMANCE RESPONSIBILITIES
	DP-56B2
	Page 2
	PROFESSIONAL ETHICS
	REVIEWED AND AGREED TO: DATE

	5-Table of Contents Part 2.pdf
	SECTION 6.3
	Observation, Evaluation, Self-Evaluation Forms


	PGP DP9: 
	0: 
	0: 

	1: 
	0: 
	1: 


	DP9Narrative: 


