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1.0 Introduction 
The Performance Appraisal of Experienced Teachers – Technical Requirements Manual (TRM), consisting of 80 pages, can be found at http://www.edu.gov.on.ca/eng/teacher/technicalrequirementsmanual.pdf
or www.gov.on.ca and search for Performance Appraisal of Experienced Teachers - Technical Requirements Manual.  The revised performance appraisal process for experienced teachers is designed to foster teacher development, provide meaningful appraisals that encourage professional learning and growth, and identify opportunities for additional support where required.  By helping teachers achieve their full potential, the performance appraisal process represents one element of Ontario’s vision of achieving high levels of student performance.
The appraisal process for experienced teachers builds on the New Teacher Induction Program (NTIP) performance appraisal of new teachers that was introduced in June 2006. It is intended to provide a continuum of support as a new teacher successfully completes the NTIP and becomes an experienced teacher. Experienced teachers who have not participated in the NTIP will also benefit from this growth-focused appraisal process.

Professional dialogue and collaboration are a critical part of the appraisal process and an essential part of a healthy school culture. The performance appraisal process for experienced teachers provides a framework to assess experienced teachers’ practices in a manner that reflects their needs for growth and development, and in which both the teacher and the principal take an active role.  This includes the engagement of teachers in professional dialogue that deepens their understanding of what it means to be a teacher as described in the Ontario College of Teachers’ Standards of Practice for the Teaching Profession.

School board, supervisory officer, principal, vice-principal, and teacher participation in the performance appraisal process is a legal requirement set out in Part X.2 “Teacher Performance Appraisal” of the Education Act, and in Ontario Regulation (O. Reg.) 99/02 and O. Reg. 98/02, as amended, available at www.e-laws.gov.on.ca  All section citations in this document refer to the Technical Requirements Manual found at http://www.edu.gov.on.ca/eng/teacher/technicalrequirementsmanual.pdf or www.gov.on.ca.
2.0 Requirements

· Experienced teachers are placed on five-year cycle. (see section 6.2.1 TRM)

· Experienced teachers must submit an ALP by November 30th of each year.(see section 7.2 TRM)

· Experienced teachers will have at least one performance appraisal in their first year employed by the board. (see section 6.2.3 TRM)
· For experienced teachers seconded by another board, the evaluation cycle continues (see section 6.2.6 TRM)

· When a teacher returns from an extended leave, any appraisal that would have been completed during the leave must be completed within 60 days of return (see section 6.2.8 TRM)

Key Timelines Summary

· The principal must notify teachers that this is their evaluation year, within 20 school days after a teacher begins teaching in that year (see section 6.2.1 TRM).  Principals may conduct performance appraisals in addition to those required. (see section 6.2.5 TRM)
· The principal must hold a pre-observation meeting to prepare for the classroom observation component of the appraisal. The principal will set the date and time for the classroom observation at the Pre-Observation Meeting (see section 8.2.2 TRM).
· The classroom observation will normally be scheduled for between 40 and 90 minutes in an elementary classroom and for a full period in a secondary classroom.

· The Post-Observation Meeting will be held as soon as possible after the classroom observation, no later than 15 school days or at a time mutually agreed upon by both parties.
· The Summative Report will be given to a teacher within 15 school days after the classroom observation.  Principal will inform teacher that an Unsatisfactory rating is likely and a Summative Report Meeting will be scheduled.  Teacher will be advised to invite Federation representation to this meeting. Principal will inform Supervisory Officer and Superintendent of Business of Unsatisfactory rating. (see section 10.2.2 TRM).

· The Summative Report Meeting, if requested by the principal or teacher, will be held within 20 school days after the classroom observation (see section 8.2.5 TRM).

· The time interval between the first appraisal and the second appraisal for all teachers who have received an unsatisfactory rating will occur within 60 school (see section 10.2.2 TRM)
· The Improvement Plan 1 Meeting will be scheduled within 15 school days after the Summative Report Meeting (see section 10.2.2 TRM).

· The next appraisal for a teacher who has received a first unsatisfactory rating will be conducted within 60 school days of the principal’s giving written notice to the teacher of the initial Unsatisfactory rating (see section 10.2.2 TRM).
· The Improvement Plan 2 Meeting will be scheduled between 10 and 15 school days after the Summative Report Meeting (see section 10.2.2 TRM).

· The next appraisal for a teacher who has received a second unsatisfactory rating will be conducted within 120 school days after the Improvement Plan 2 Meeting, with the Pre-Observation for that appraisal normally being scheduled between 110 and 115 days after the Improvement Plan 2 Meeting (see section 10.2.2 TRM).

· A teacher who has received an unsatisfactory rating may request a change of evaluator but that request must be received by the superintendent at least 15 schools days before the date of the Pre-Observation Meeting.
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Near North District School Board
LETTER ADDING A TEACHER TO THE EVALUATION LIST

IN A NON-EVALUATION YEAR

Dear

:

We met on ___________ to discuss a number of concerns with your teaching performance. 

This letter will confirm that because of these concerns you have been added to the list of teachers to be evaluated this school year.

If you have further questions, please contact me directly.

Sincerely,

(Principal)

c.c.
Supervisory Officer


Human Resources

PPENDIX  -B1

	
	Teacher Performance Appraisal Schedule - APPENDIX B
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	Pre-Observation
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                   IMPROVEMENT PLAN 1

Improvement Plan 1 must be prepared by the evaluator within 15 school days after the Summative Report Meeting where the teacher received a first unsatisfactory rating.  This plan must set out steps and actions that the teacher should take to improve his/her performance.  The evaluator must seek input from the teacher as to what steps and actions could help the teacher improve his/her performance.

________________________________________________________________________

Teacher’s Name

Last Name





First Name

________________________________________________________________________

Name of School

________________________________________________________________________

Name of Board

Near North District School Board

________________________________________________________________________

Assignment/Class

________________________________________________________________________

Evaluator’s Name and Position

Last Name




First Name

Position

Competencies requiring improvement: 

______________________________________________________________________

Steps and Actions for Improvement:
Input of the teacher must be taken into account. The evaluator will determine the areas requiring improvement (e.g. program and planning; classroom management; instructional strategies etc.) and for each area will list specific steps and actions needed to improve performance.

_____________________________________________________________________

Supports and Timelines:

The evaluator will indicate supports for the teacher for each area requiring improvement as outlined above and, where possible, will indicate the dates on which that support will be provided. The evaluator will meet with the teacher every two weeks as part of the support plan.

________________________________________________________________________

Expectations/Sample Indicators of Success:

The evaluator will briefly describe what the teacher’s performance will “look like” if the recommended steps and actions for improvement are implemented (e.g. “Students will be actively engaged in their learning.” “Student assessment and evaluation records will be accurate, up-to-date and easily understood by students and their parents.”)

_______________________________________________________________________

Date of the Next Pre-Observation Meeting:

__________________________________________________________________

Teacher’s Comments on Improvement Plan 1:

_______________________________________________________________________

Evaluator’s Signature and Date:

My signature indicates that I developed this Improvement Plan in consultation with the teacher.









Date:

_______________________________________________________________________

Teacher’s Signature and Date:

My signature indicates that I was given the opportunity to provide input into the Improvement Plan.









Date:

______________________________________________________________________

APPENDIX D
Near North District School Board
LETTER TO A TEACHER RECEIVING A FIRST UNSATISFACTORY RATING

(to be delivered at the Improvement Plan 1 Meeting)

Date: _______________________________(the day of the Improvement Plan 1 Meeting)
Dear

:

This letter will confirm that your teaching performance has been appraised in accordance with the Near North District School Board’s Administrative Guideline: Teacher Performance Appraisal – Experienced Teachers and that you received an unsatisfactory rating. This is the first unsatisfactory rating you have received in the current evaluation cycle.

The Summative Report which you have received incorporates the reasons for the unsatisfactory rating, outlines what is lacking in your performance, and summarizes the reasons that led to the unsatisfactory rating. Improvement Plan 1, which we will discuss and revise depending on your input, will outline the steps and actions you need to take to improve your performance and what is expected in the areas where performance is lacking. It will also list a variety of supports that will be put in place to help you improve your teaching performance.

In accordance with the requirements of the Teacher Performance Appraisal legislation, another appraisal will begin within 60 school days from the date of this meeting.

I want to assure you that the administration of ____________ (school) is prepared to provide you with assistance and is committed to working with you to improve the level of your teaching performance.

Sincerely,

(the evaluator)

c.c.
School Principal (if the principal was not the evaluator)


Supervisory Officer


Human Resources


Teacher’s Personnel File

APPENDIX E
Near North District School Board
REQUEST FOR A CHANGE OF EVALUATOR

TEACHER PERFORMANCE APPRAISAL PROCESS

Teachers whose teaching performance has been appraised by a principal, vice-principal or supervisory officer, in accordance with the Near North District School Board Guidelines for Teacher Performance Appraisal and who have received an unsatisfactory rating of their teaching performance in an evaluation cycle, may request a change of evaluator for the next appraisal. 
Teachers may only request a change of evaluator; teachers may not name a specific administrator as the replacement evaluator.

This form must be completed and sent to the superintendent, to be received at least 15 school days before the date of the Pre-Observation Meeting. The superintendent will review the request and will inform the teacher of the determination as soon as possible. The replacement evaluator may be a principal or vice-principal from the teacher’s current school or from another school in the Board or may be a supervisory officer.

Teacher’s Name:
___________________________

School/Location:
___________________________

Superintendent:
___________________________

Please complete this form and return it to the school’s superintendent, to be received at least 15 school days before the date of your next Pre-Observation Meeting.
APPENDIX F
IMPROVEMENT PLAN 2

Improvement Plan 2 must be prepared by the evaluator within 15 school days after the Summative Report Meeting where the teacher received a second, consecutive unsatisfactory rating.  This plan must set out steps and actions that the teacher should take to improve his/her performance.  The evaluator must seek input from the teacher as to what steps and actions could help the teacher improve his/her performance.

________________________________________________________________________

Teacher’s Name

Last Name





First Name

________________________________________________________________________

Name of School

________________________________________________________________________

Name of Board

Near North District School Board

________________________________________________________________________

Assignment/Class

________________________________________________________________________

Evaluator’s Name and Position

Last Name




First Name

Position

________________________________________________________________________
Notes about ways, if any, in which the teacher’s performance has changed since the previous performance appraisal:

________________________________________________________________________

Competencies requiring improvement: 

______________________________________________________________________

Steps and Actions for Improvement:
Input of the teacher must be taken into account. The evaluator will determine the areas requiring improvement (e.g. program and planning; classroom management; instructional strategies etc.) and for each area will list specific steps and actions needed to improve performance.

_____________________________________________________________________

Supports and Timelines:

The evaluator will indicate supports for the teacher for each area requiring improvement as outlined above and, where possible, will indicate the dates on which that support will be provided. The evaluator will meet with the teacher every two weeks as part of the support plan.

________________________________________________________________________

Expectations/Sample Indicators of Success:

The evaluator will briefly describe what the teacher’s performance will “look like” if the recommended steps and actions for improvement are implemented (e.g. “Students will be actively engaged in their learning.” “Student assessment and evaluation records will be accurate, up-to-date and easily understood by students and their parents.”)

_______________________________________________________________________

Date of the Next Pre-Observation Meeting:

_______________________________________________________________________

Teacher’s Comments on Improvement Plan 2:

_______________________________________________________________________

Evaluator’s Signature and Date:

My signature indicates that I developed this Improvement Plan in consultation with the teacher.









Date:

_______________________________________________________________________

Teacher’s Signature and Date:

My signature indicates that I was given the opportunity to provide input into the Improvement Plan.









Date:

______________________________________________________________________
APPENDIX G
Near North District School Board
LETTER TO A TEACHER RECEIVING A 
SECOND CONSECUTIVE UNSATISFACTORY RATING

(to be delivered at the Improvement Plan 2 Meeting)

Date: __________________________ (the day of the Improvement Plan 2 Meeting)
Dear

:

This letter will confirm that your teaching performance has been appraised in accordance with the Near North District School Board’s Administrative Guideline: Teacher Performance Appraisal – Experienced Teachers and that you received an unsatisfactory rating. This is the second, consecutive unsatisfactory rating you have received in the current evaluation cycle. As a result, you are formally placed “on review” status.

The Summative Report which you have received incorporates the reasons for the unsatisfactory rating, outlines what is lacking in your performance and summarizes the reasons that led to the unsatisfactory rating. Improvement Plan 2, which we will discuss and revise depending on your input, will outline the steps and actions you need to take to improve your performance and what is expected in the areas where performance is lacking. It will also list a variety of supports that will be put in place to help you improve your teaching performance.

In accordance with the requirements of the Teacher Performance Appraisal legislation, another appraisal will begin within 120 school days from the date of this meeting. It is vital that you work closely with the principal and the superintendent to improve your performance to at least a satisfactory level in that appraisal. If your performance is rated unsatisfactory for a third, consecutive time, a recommendation must be sent to the Board that your employment with the Board be terminated.

Please be assured that we continue to be prepared to provide you with assistance and we are committed to working with you to improve the level of your teaching performance.

Sincerely,

(the evaluator)

c.c.
School Principal (if the principal was not the evaluator)


Supervisory Officer


Human Resources


Teacher’s Personnel File

APPENDIX H
Near North District School Board
LETTER REMOVING A TEACHER FROM “ON REVIEW” STATUS

(to be delivered at the Summative Report Meeting)

Dear

:

This letter will confirm that your most recent teaching performance appraisal, conducted in accordance with the Near North District School Board’s Administrative Guideline: Teacher Performance Appraisal – Teachers Other Than New Teachers, has resulted in a ___________ rating. As a result, you are no longer “on review” status. Congratulations on the improvements you have made.

This completes your formal performance appraisal in this evaluation cycle.

If you have further questions, please contact me directly.

Sincerely,

(Superintendent)

c.c.
School Principal


Human Resources


Teacher’s Personnel File

APPENDIX I
Near North District School Board

LETTER FOR A TEACHER RECEIVING 

A THIRD, CONSECUTIVE UNSATISFACTORY RATING

(to be delivered at the Summative Report Meeting)

Dear

:

This letter will confirm that your teaching performance has been appraised in accordance with the Near North District School Board Administrative Guideline: Teacher Performance Appraisal – Teachers Other Than New Teachers and that your performance has been rated “unsatisfactory” for a third, consecutive time.

Section 277.38 (9) of the Education Act requires that a recommendation for the termination of a teacher’s employment with the board shall be sent to the board where a teacher has received a third, consecutive “unsatisfactory” rating.

In a meeting, held on ____________, you were informed of the following:

· You are suspended with pay, effective today, ________,/ OR You are reassigned to the following duties, as of today, _________ until the Near North District School Board makes its determination.

· The recommendation for the termination of your employment with the Near North District School Board will be sent to the Board for its decision. The Board must make a decision, by majority vote, on whether or not to terminate your employment, within 60 calendar days of receiving the recommendation. 

· You will be informed by the Director of the date that the Board will be making its determination. 

· If the Board determines that your teaching performance is not satisfactory, the Board shall terminate your employment. If the Board determines that your teaching performance is satisfactory, you will resume your former position, unless you and the Board agree otherwise.

· Where a board terminates a teacher’s employment under section 277.39 of the Education Act, the secretary of the board shall promptly file a complaint under section 26 of the Ontario College of Teachers Act, 1996, regarding the reasons for the termination.

· Where a teacher resigns while on review status, the secretary of the board shall promptly file a complaint under section 26 of the Ontario College of Teachers Act, 1996, regarding the reasons for the teacher having been placed on review status.

· Until this matter is determined by the board, you are not to be on school property or to contact any of your students. 

You may contact the principal (phone number); the school’s superintendent (name and phone number) or the Superintendent of Business (phone number) if you have any questions concerning this process.

Sincerely,

(Superintendent of Business)

c.c.

School Principal

Supervisory Officer

Human Resources

Teacher’s Personnel File



























































































APPENDIX A















































































































































Teacher Performance Appraisal – Teachers Other Than New Teachers      Revision February 2008                      Page  1 of 18
Teacher Performance Appraisal – Teachers Other Than New Teachers   Revision February 2008
Page 2 of 18

