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1.0 Image of Exemplary Professional Student Services Personnel

        Exemplary Professional Student Services Personnel (PSSP) continually strive for 

        professional excellence in providing services to support student development.

2.0 Purpose of Performance Appraisal

       The purpose of performance appraisal is to ensure PSSP demonstrate and are recognized for 

        personal professional growth towards exemplary practice.

3.0 Guiding Principles for Performance Appraisal

3.1
Personal professional growth is best achieved when there is a collaborative process among the parties involved.

3.2
The performance appraisal process must provide for consistency, fairness and equity for all PSSP.

3.3
Responsibilities and duties are a varied as the individual role.

3.4 Professional Standards of Practice and requirements of the Educational Act, where


applicable, assist in performance appraisal.

4.0 Definitions

4.1
Probationary Employee - The term probationary employee refers to an employee who has not completed the required months of service as stated in the collective agreement.

4.2
Temporary Employee - A temporary employee is an employee hired on a temporary basis as defined in the collective agreement.

4.3
Permanent Employee - A permanent employee is defined as an employee who is no longer probationary.

4.4 Employee Demonstrating Unsatisfactory Performance -  The employee demonstrates 

            major weakness in the components of  effective job performance, to the point where 

            the job is not being  completed adequately as defined by the Coordinator of Special                     

            Education. 

5.0 Procedures

5.1      Timelines

5.1.1
PSSP Employees with Probationary Status -A Performance Appraisal will be conducted at least once within probationary period. 

5.1.2
PSSP Employees with Permanent Status – A Performance Appraisal will be conducted at least once every three years.  The employee or the Coordinator of Special Education may initiate this process at any time.

5.2       Process

5.2.1
The Coordinator of Special Education and  the PSSP employee meet to review and discuss the performance appraisal procedure.  A blank copy of the Components of Job Effectiveness Performance Indicators will be given to the employee to complete.

5.2.2
The Coordinator of Special Education observes the PSSP employee in his/her role as appropriate.
5.2.3 The coordinator completes  the Components of Effective Job Performance 

Indicators.  Input from other sources, chosen in consultation with the 

employee (i.e. Principals, Agency personnel, clinical supervisors, etc.), 

may be deemed appropriate and these people may be asked for feedback  

on components of the checklist.

5.2.4 The Checklist(s) form the basis for discussion between the Co-ordinator 

and the PSSP regarding job performance and  areas of growth.

5.2.5 The Coordinator of Special Education and the PSSP employee meet to discuss performance and compare checklist results and  identify areas for potential growth.

        5.2.6
The Coordinator, combining results discussed in the meeting, will complete one final copy of the Components of Effective Job Performance Indicators, including an evaluative statement in the comments section.
 5.2.7
A Growth Plan will be completed by the employee (incorporating feedback from the Coordinator) to form the basis for professional development over the next cycle (period of up to 3 years).

5.2.8
If the employee has demonstrated acceptable performance, the employee and Coordinator meet one final time to review final copies of Components of Effective Job Performance Indicators and the Growth Plan and both the employee and the Coordinator will sign each document.  The opportunity for comments is available on the form.  The report shall be placed in the PSSP’s official personnel file with copies to the employee and the Coordinator.

5.2.9
If the employee has demonstrated unsatisfactory performance, a plan for improvement must be put in place.

Areas for growth identified on the Growth Plan will be very specific and have a timeline for showing improvement of 20 working days.  

5.2.1.1 After 20 working days, a re-evaluation of the areas requiring improvement will be conducted. If significant improvement has occurred, the procedure outlined in 5.2.8 will be followed.  

5.2.1.2 If a second appraisal indicates further need for improvement, the Superintendent of Program and Schools will be notified that this stage of the process has been reached.  

5.2.1.3 At this point, the Coordinator of Special Education in consultation with the Superintendent of Program and Schools, will recommend one of the following courses of action: 

· additional time to implement the Growth Plan

· transfer to another assignment within the bargaining unit as appropriate and allow sufficient time to implement another Growth Plan

· termination of employment
6.0 Roles and Responsibilities

The following section describes the “Roles and Responsibilities” for all Professional Student Services Personnel (PSSP) organized under the following headings:    

6.1 Attendance Counsellor

6.2 Psychological Services  (Psychometrist, Psychological Associate and  

      Psychologist) 

6.3 Speech Pathologist

6.4 Communications Disorders Assistant

6.5 Child Development Counselor 

6.1  Attendance Counsellor

       6.1.1   Intervention

      Interpret and apply Education Act legislation

· read and understand Education Act Legislation (conversant)

· keep current with all Ministry of Education directives

· enforce legislation

· lay charges

· act as agents of court

· understand Education Act as it relates to POA, Indian Affairs, C & FSA and other relevant legislation

  Assess situation

·      collect & organize information / data

·      decide on appropriate plan of action & refer appropriately internally and/or   

·      externally

  Implement Plan of Action

· counsel & support

· make regular contacts with student, family, school & facilitate alternative 

· educational programs

  Evaluate/Monitor Situation

· continual monitoring of student attendance

· on-going evaluation of student progress

  Advocate

· advocate for the educational and personal growth of youth

· communicate changes required to meet the needs of students

 
   Other duties as assigned by the Special Education Coordinator or  Superintendent

6.1.2  Consultation/collaboration

· consult with home, school and community agencies to work together to          develop plan

· facilitate team meetings and case conferences

· consult with Special Education Coordinators, Superintendents and relevant board personnel

6.1.3   Reporting/Documentation

· maintain current and accurate case notes / documentation

· complete formal written court warnings

· prepare court documents for charges & report to court

6.2 Psychological  Services (Psychometrists, Psychological Associates,    

       Psychologists)

    6.2.1  Assessment

·      consider relevant sources of information

·      select appropriate tests

·      display knowledge and understanding of test materials

·      administer tests conforming to established standards and procedures for  

                             psychological and educational testing

·      complete related documentation

·      interpret and analyze test results accurately

       6.2.2   Intervention

· provide recommendations for programming based on assessments

· demonstrate familiarity with appropriate exceptionalities, process of  

· identification and available resources

       6.2.3   Consultation/Collaboration

· provide in-service to school staffs and community agencies as requested

· assist with interpreting reports from other professionals

· participate in Board and partner agency committees as requested

· take part in case conferences

        6.2.4  Reporting /Documentation

· write reports with clarity and completeness

· orally present/interpret results with school staff, parents, students where appropriate

· manage caseload

        6.2.5   Supervision -  Psychologist and Psychological Associate only

·        provide supervision conforming to College of Psychologists of  Ontario 

           regulations and guidelines 

·        undersign reports

        6.2.6   Diagnosis - Psychologist and Psychological Associate only 

·        communicate diagnoses in accordance with current guidelines

6.3   Speech/Language Pathologist (SLP)

        6.3.1   Assessment

·        consider relevant sources of information

·        select appropriate tests

·        display knowledge and understanding of test materials

·        administer tests conforming to established standards for speech / language 

           testing

·        interpret and analyze test results accurately

·        complete related documentation

·        communicate a clear diagnosis

·        assess, discharge, refer and make recommendations as appropriate

 6.3.2  Intervention

·        provide direct therapy to students with communication disorders

·        provide indirect therapy for parents and schools

·        provide monitoring

         6.3.3  Consultation/Collaboration

·  participate in meetings with parents, school teams, case conferences

· communicate with Board and partner agency committees (as requested)

· conduct in-service  training 

         6.3.4  Reporting/Documentation

· plan therapy sessions

· manage case load

· prepare written reports  -  assessment

· progress

· discharge

· prepare progress notes

· prepare program material and resources

· communicate with related professionals

· prepare  statistics, as requested

· perform basic clerical duties

         6.3.5   Supervision

· supervise Communication Disorders Assistants (CDA's) on a regular basis 

· supervise and sign CDA's written report and progress notes

· follow  the College of Audiologists and Speech-Language Pathologists of 

Ontario guidelines 

6.4   Communication Disorders Assistant (CDA)

         6.4.1   Intervention

·    conduct screenings developed by the supervising Speech-Language 

                          Pathologist (SLP)

·          deliver direct treatment or remediation programs and follow plans as     

                    developed by the SLP

·          other duties as requested by the Special Education Coordinator

         6.4.2   Consultation/Collaboration

·    assist SLP with assessments and in-service

·    collaborate with SLP regarding child's progress, readiness for discharge    

                          and required follow-up

· participate in parent conference and case conference upon request of the 

                          SLP

· communicate with staff, parents and related professionals 

· participate in Board and partner agency committees as requested

6.4.3   Reporting/Documenting

· manage caseload

· plan therapy sessions

· prepare progress notes daily

· complete progress reports

· prepare program materials

· perform clerical duties 

 6.5   Child Development Counsellor (CDC)

         6.5.1   Assessment

· establish the mode of assessment 

· consider history 

· assess potential / immediate risk 

· determine the best course of action  

          6.5.2   Intervention


         Counseling- maintain flexibility in determining appropriate approach and   

                     modality 

  
         Implementation
-  introduce the program 





-  generalize the program skills between home and school

-  facilitate the communication between home and school

                                                - monitor the growth and effectiveness of program

         Other duties as requested by Special Education Coordinator and 

         Superintendent

          6.5.3  Consultation/Collaboration 

· determine needs (individual / group / family)

· provide information and increase awareness regarding resources 

· advise / recommend strategies / make referrals

· participate in community-based initiatives and public/professional                   

                          education forums

          6.5.4  Reporting/Documentation

· communicate with interdisciplinary professionals

· maintain current and accurate case notes 

· prepare written reports (assessments, progress and discharge) as requested

· manage caseload

7.0   Job Performance
        The following section contains the “Components of Effective Job Performance 

        Indicators”

        This checklist forms the basis for performance appraisal and is organized under  the 

        following headings:

7.1 Proficiency

7.2 Assessment

7.3 Intervention

7.4 Consultation/Collaboration

7.5 Communication

7.6 Supervision

7.7 Organization

The Special Education Co-ordinator fills out the appropriate sections according to the roles and responsibilities defined for the employee’s position.


Performance Appraisal

Professional Student Services Personnel (PSSP)

Components of Effective Job Performance Indicators

Name: _____________________                   Job Description:  ____________________

Supervisor’s Name: __________________             Date:  ________________________

7.1    Proficiency

         -   displays proficiency in specialized field

	Performance Indicators
	Not

Applic-able
	Unsatis-factory
	Needs

Improvement
	Satis-factory
	Exceeds Expecta-tions
	Comments

	7.1.1   

demonstrates clinical knowledge related to specific discipline 


	
	
	
	
	
	

	7.1.2

displays knowledge and understanding of relevant exceptionalities and process of identification


	
	
	
	
	
	

	7.1.3

possesses knowledge of available resources and utilizes a variety of appropriate methodologies

	
	
	
	
	
	

	7.1.4

participates in life long learning experiences as a means to demonstrate a commitment to personal professional growth


	
	
	
	
	
	


7.2   Assessment

· demonstrates a high level of knowledge and skill in using a variety of appropriate

              assessment tools and  practices

	Performance Indicators
	Not

Applicable
	Unsatis-factory
	Needs

Improve-ment
	Satis-factory
	Exceeds Expecta-tions
	Comments

	7.2.1

gathers relevant background information


	
	
	
	
	
	

	7.2.2

selects appropriate assessment measures


	
	
	
	
	
	

	7.2.3

completes assessment


	
	
	
	
	
	

	7.2.4

interprets and makes appropriate recommendations


	
	
	
	
	
	


 7.3   Intervention

· uses effective methods of intervention and programming for students

	Performance Indicators
	Not 

Applicable
	Unsatis-factory
	Needs

Improve-ment
	Satisfactory
	Exceeds Expecta-tions
	Comments

	7.3.1

provides direct support to students


	
	
	
	
	
	

	7.3.2

provides indirect service to students, parents and staff


	
	
	
	
	
	

	7.3.3

facilitates referrals to access programs and services


	
	
	
	
	
	


7.4   Consultation/Collaboration
    

· displays positive interpersonal skills in working with students, teachers, 

              E.A.s, Principals, parents and  community agencies

	Performance Indicators
	Not

Applicable
	Unsatis-factory
	Needs

Improve-ment
	Satis-factory
	Exceeds Expecta-tions
	Comments

	7.4.1

provides effective support for students


	
	
	
	
	
	

	7.4.2

assists parents, teachers and principals in facilitating problem-solving


	
	
	
	
	
	

	7.4.3

actively participates in team decision-making at the school level


	
	
	
	
	
	

	7.4.4

demonstrates professionalism in working with community agencies


	
	
	
	
	
	


7.5   Communication
    

· exhibits high degree of competence in oral and written communication

	Performance Indicators
	Not

Applicable
	Unsatis-factory
	Needs

Improve-ment
	Satis-factory
	Exceeds Expecta-tions
	Comments

	7.5.1

listens and responds effectively


	
	
	
	
	
	

	7.5.2

shares information with discretion with parents and staff


	
	
	
	
	
	


	Performance Indicators
	Not

Applicable
	Unsatis-factory
	Needs

Improve-ment
	Satis-factory
	Exceeds Expecta-tions
	Comments

	7.5.3

prepares clear, complete, concise notes and reports


	
	
	
	
	
	

	7.5.4

uses technology to communicate effectively


	
	
	
	
	
	


7.6   Supervision

    

· provides professional supervision where applicable

	Performance Indicators
	Not

Applicable
	Unsatis-factory
	Needs

Improve-ment
	Satis-factory
	Exceeds Expecta-tions
	Comments

	7.6.1

provides supervision on a regular basis with type and frequency determined by regulatory guidelines


	
	
	
	
	
	


7.7   Organization

    

· demonstrates efficient organizational skills

	Performance Indicators
	Unsatis-factory
	Needs

Improvement
	Satisfactory
	Exceeds Expectations
	Comments

	7.7.1

utilizes time effectively


	
	
	
	
	

	7.7.2

establishes priorities


	
	
	
	
	

	7.7.3

schedules to address needs with equity and consistency


	
	
	
	
	

	7.7.4

coordinates referrals and manages caseload files


	
	
	
	
	


Professional Student Services Personnel

Performance Appraisal

Date:  _________________  

Coordinator’s Comments:



















___________________________________

Signature of Coordinator

PSSP Employee’s Comments:




















_________________________             








Signature of PSSP Employee


Professional Student Services Personnel

Performance Appraisal

GROWTH PLAN

Name: _____________________________  Job Description: __________________________

Supervisor’s Name: _______________________________  Date:  ______________________

Timelines: ____________________________________________________________________

	Goals

(What do I want to achieve in this phase?)
	Strategies to 

Achieve Goals

(What will I do to make it work?)

	Performance

Indicators

(How will I know it is working?)
	Assessment of

Progress

(Did it work – why or why not?)

	
	
	
	


_______________________________
  ___________________________________

    Signature of PSSP Employee


Signature of Co-ordinator
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Our mission is to educate learners to their fullest potential in preparation for life-long learning.
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