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D. PERSONNEL MANAGEMENT

. Makes sound recommendations with regard to the selection,

assignment and employment of personnel.

. Orients personnel to job responsibilities, work standards and

organizational goals.

Encourages staff in-service education and professional growth.

Evaluates the performance of all personnel for whom he/she has
supervisory responsibility.

Resolves personnel problems and manages employee conflicts.

Develops unit/school employee relations program, including knowledge
of employee contracts and grievance administration.
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. SCHOOL/COMMUNITY RELATIONS

. Promotes constructive relationships between the school/district and

community.

Interprets school and district educational goals and programs to the
public, parents, teachers and students.
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. Anticipates community and parental concerns and responds to

complaints and inquiries.
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. Develops and provides for programs designed to promote

school/community relations.

Keeps immediate supervisor informed of programs and activities related
to area of responsibility.
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F. PROFESSIONAL GROWTH
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1. Accepts constructive criticism and considers advice and suggestions
from others.

2. Develops and maintains a plan of self-improvement which fosters
personal goals which are compatible with organization goals.

3. Attends workshops, professional meetings, and conferences.
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4. Contributes to school and district professional meetings.

5. Demonstrates growth in scholarship and in professional expertise
related to position.
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Harborfields Central School District
Greenlawn, New York 11740

MEMORANDUM

DATE: August 19, 2011
TO: Mr. Frank J. Carasiti, Superintendent of Schools
FROM: Diana Todaro, Deputy Superintendent

SUBJECT:  Tenure Recommendation for (Name of Tenure Candidate)

Assignment

instructional Performance

Teacher Student Relationships

Professional Attributes

Professional Growth

Summary

I respectfully ask the superintendent o recommend (name of candidate)
for fenure.




Harborfields Central School District
PROFESSIONAL PERFORMANCE IMPROVEMENT PLAN

Area Needing improvement:
Action Plan:

a.

b.

Area Needing Improvement:

Action Plan:
a.
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Harborfields Central School District
PORTFOLIO REVIEW
FOR INITIAL/TRANSITIONAL CERTIFICATE HOLDERS

For teachers in possession of an initial or transitional certificate, the annual
professional performance evaluation must be based on a portfolio review.

Category 1 - Professional Performance
e Sample lesson plan

e Sampleunitplan

e Center activity (primary/elementary)

o Student assessment instruments

o Student projects

e Copy of running records (Literacy Collaborative)
« Collecting and using data to plan for instruction

RS

Category 2 - Student Relationship
o Letters to parents or students
o Newsletter
e Course requirement sheet (secondary)
o Efforts to involve parents in instructional process
e Teacher generated interims (secondary)
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Category 3 - Professional Growth
o Conferences
* Association affiliation/participation
e Workshop attendance
e Professional literature reading list with reflection on two (2) pieces
+ Observation/end-of-year evaluation (attach observations and reflection

of how suggestions were addressed or how feedback was used in future
lessons)
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Category 4 - Professional Attributes
o Committee participation (building based or district)
+ Resume of interscholastic, extra curricular, co-curricular, and/or
supervisory participation
o Collaboration effort with colleague(s) for curriculum development, unit
implementation or completion of project with colleague(s)
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PORTFOLIO ASSESSMENT
FOR INITIAL/ITRANSITIONAL CERTIFICATE HOLDERS

For teachers possessing a Transitional or Initial certificate, the APPR requires

the teacher to be evaluated based on portfolio review, which may include but is
not limited to:

Video of teaching performance Sample lesson plan
Sample of student work Student assessment instruments

Teacher's reflection on his/her classroom performance

Other

The items checked above were submitted and approved for this school year's
portfolio evaluation.

Has met portfolio requirement

Has NOT met portfolio requirement

RECOMMENDATION TO THE SUPERINTENDNENT FOR RE-EMPLOYMENT

DIRECTIONS:
The information below to be completed for non-tenured employees only.

RECOMMENDED for continued employment:

NOT RECOMMENDED for continued employment:
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Harborfields Central School District
PRE-OBSERVATION CONFERENCE REPORT

Teacher’'s Name:

Class Observed:

Date and Time of the observation:

1. Describe the objective of the lesson:

2. Describe the lesson content:

3. Describe instructional strategies incorporated into the lesson to achieve
the objective:




4. Provide an overview of the lesson's format:

5. Describe the make-up of the class by noting special student needs or
concerns:

6. Other Comments:




Appendiz 8

The Post-Observation Conference
GUIDING QUESTIONS

The purpose of these questions is to gain additional information concerning the
teacher’s perception of the lesson.

1.
2.
3.
4.
5.
6.
7.
8.

- O
o

What do you see as some strengths of the lesson?

What was the objective of the lesson? lIs it measurable?

How did you feel about the student responses in the lesson?

What are your perceptions concerning the effectiveness of this lesson?
Did the lesson address higher order thinking skills?

What aspects of the lesson went as planned?

How would you develop the lesson differently?

Were you pleased with the way the lesson went today?

What unexpected outcomes did you receive?

Do you feel your students were engaged in the lesson?

What were the unexpected gains?

What specific student behaviors were you pleased with in this lesson?
How would you assess the lesson’s closure?

What aspects of the lesson did not go as you had planned?

Did the students respond as you had expected?

How do you feel about the group you had today?

Describe the group of students in the class.
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The Post-Observation Conference
FOCUSING QUESTIONS

The purpose of focusing questions is to narrow the focus of the conference toward
the planned objective in order to provide the teacher with an opportunity to gain
more autonomy in analyzing the lesson.

Why do you think so many students came up to you when you were at the
reading table?

I'm interested to know why you dismissed the children as you did.

What evidence do you have that the students understood the concept?

4. | noticed that you restarted the same question several times for Johnny. Why
did you do that?

5. What evidence do you have that the students met the objective?

B
o

What did you build into your lesson to assure retention.

7.  When you modeled the new skill you taught today, there was some confusion.
How could you have altered that aspect of the lesson?

8. How could you have made your directions a little more clear?

9.  What could you have done to prevent the interruptions of the students outside
of your instructional group?

AR I

10. What other ways could you think of to involve the students in appropriate
independent activities?
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11. How do you account for the fact that the students were not all clamoring at
once to run the technology equipment?

Sy

How do you account for the fact that five or six students spent most of the
instructional time yawning rather than appearing to be focusing on the
lesson?
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13.  What percentage of time during your lesson today do you think you talked,
versus the time the students were talking or were actively participating?

14. What did you observe about the students’ behavior while you conducted class
business?
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15. Let’s talk about the way students worked with their lab partners while
performing the experiments.

R



Harborfields Central School District
LASSR BSERVATION REPORT

STATUS {Check)
TEACHER SUBJECT () Tenure ( )Prob. () Reg. Sub.
{ ) Part Time Probationary Year

(r()1z21()3

OBSERV.TO DATE | OBSERV. DATE PRE-OBSERV. CONF. POST-OBSERV. CONF. DATE |
DATE

OBSERVER

SUPERVISOR/ADMINISTRATOR

TEACHER'S SIGNATURE
Sighature indicates receipt of this report

Observation reports are to be completed in namrrative form under the
following headings: | - Pre-Observation Conference; Il - Content and
Procedures of Lesson; lll - Strengths; IV Areas Needing Improvement and
Suggestions or Recommendations; V - Follow-up in Areas Noted or Needing
Improvement in Past Reports; VI - Summary.

PRE-OBSERVATION CONFERENCE:

CONTENT AND PROCEDURES OF LESSON:

i
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¥

STRENGTHS:

SUGGESTIONS OR RECOMMENDATIONS:

NSO

FOLLOW-UP FROM PREVIOUS LESSONS:
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SUMMARY:
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Harborfields Central School District
TEACHERS' ALTERNATE ASSESSMENT: ANNUAL EVALUATION

Formative Assessment: Self-Directed Professional Growth Plan

Name: School Year:

Administrator:
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Describe the professional growth activities in which you participated this year
to achieve your growth goal.

What results were achieved through these activities to meet your goal?

What resources were beneficial to achieve your goal?

Other comments or reflections:

Teacher's Signature:

Administrator’s Signature:
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Harborfields Central School District

TENURED TEACHER ALTERNATE-ASSESSMENT
SUGGESTIONS FOR GOALS

Developing units of study
Integrating technology
Integrating emotional intelligence in lesson design
Developing curriculum maps
Incorporating research on brain theory into instructional practice
Assessing and reporting pupil performance
Integrating a wide vériety of instructional grouping practices
Using pre-assessment/motivation
Implementing questioning/monitoring and adjusting

Increasing active participation

Effectivély using wait time to provide for student responses

Using positive reinforcement to maintain a high level of motivation

Using level of concern both verbally and non-verbally to create a
positive tone

Implementing behavioral and performance standards

Using feedback effectively (corrective and specific)

Displaying enthusiasm for the topic through creative lesson design
Participating in non-instructional duties

Establishing expected quality of work through collaboration with
students on behavior and pupil performance

Planning smooth transitions between activities and/or lessons
Establishing a supportive and nurturing environment

Improvement of the physical environment of the classroom
(i.e. evidence of taught curriculum and a variety of student work)

R

Establishing a positive tone that promotes risk taking, care, and
respect

Reporting student progress by providing objective, diagnostic, and
prescriptive evidence regarding student progress
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Using effective communication with parents

Using effective communication skills during meetings, conferences,
committee meetings and written reports

Working collaboratively and cooperatively with colleagues

Using reflective skills on teaching practices by developing,
monitoring and adjusting goals over a period of time

Using effective decision making skills to monitor student learning
and adjusting teaching during lessons

Using feedback given by supervisors to explore areas of teaching
to build an advanced repertoire of teaching and management
strategies

Participating in professional activities and organizations in and out
of school and sharing knowledge with colleagues

Making professional contributions by sharing resources,
information and a commitment of time to the department, school,
and district

Participating in school or district committees and taking a leadership role
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Harborfields Central School District
TENURED TEACHER ALTERNATE-ASSESSMENT
RESOURCES

Indicate the sources you will need and include any additional detail needed to identify the
basis of your needs analysis. Please submit with Tenured Teacher Self-Assessment
portion of Professional Performance Improvement Plan.

School Report Card

New York State Learning Standards
Student performance results disaggregated by ethnicity,
gender, SES, and other special needs

Harborfields benchmarks for student performance
Curriculum

Department head

Instructional consultant

Mentor

Institutions of higher education

BOCES (e.g. SCDN, BETAC, Model Schools)
Technology lab

Video streaming

Library Media Center

Literacy Collaborative Coach

Central Office

Parents

Community outreach

Public Library

Coliegial circles

Internet

Educational software

Professional literature

Professional journals

Standardized test results (TONYSS, ELA, etc.)
District committee (literacy, character education)

(specify)




Harborfields Central School District
NUMBER OF OBSERVATIONS AND ROUTING

Number of Observations:

Tenured Teachers - a minimum of one (1) observation

Non-Tenured Teachers - a minimum of five (5) observations

Three observations are to be completed by December. All observations
must be completed by May 15",

Observation post-conference should be held within 48 hours of the
observation. The written report should be written and forwarded to the
teacher within two weeks.

If the observer is the principal, the observation should be routed to the
director for review and signature and then to the teacher.

If the observer is someone other than the principal (i.e. director or
assistant principal) the observation report is to be routed to the principal
for his/her signature. The last administrator that signs should forward
the observation to the teacher.

The original signed observation report is to be forwarded to human
resources by the principal's secretary once all signatures are reflected.
One copy is routed to the teacher in a timely manner. One copy is filed
in the teacher’s building file and one copy is forwarded to the observer (if
the observer is someone other than the principal).

The observation form has been changed to clarify the observation
number. Please make note that your first observation is to be number 1
(there is no number 0).

ﬂngr .?f R A S N SR SR TR AR TS NN T A IS 8N

At least one observation should be completed by each building
administrator that has shared staff. There must be communication
between the building administration and directors regarding the
remaining observations that must be completed.
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Appendiz 12

Harbortfields Central School District
ELEMENT OF LESSON DESIGN

The lesson plan should include the following components as depicted in the
following framework:

Anticipatory Set

The Anficipatory Set describes the opening to a lesson that
enables students to focus on topics to be learned in the
lesson. The anticipatory set may include practice of prior
instructional tasks which assists students in the learning
process and provides the teacher with diagnostic data.

Objective and
Purpose

The lesson’s objective and/or aim needs to be clearly
defined and communicated fo students. The objective/aim
sets the plan for the instruction to occur during the lesson.
The objective/aim needs 1o be clearly displayed.

Input

The Input denotes instruction that will occur during the lesson,
which includes providing vocabulary, instructional skills, and
concepfs.

Modeling

The Modeling component of the lesson enables the teacher
to provide an overview of specific tasks in order fo ensure
that students are familiar with the steps involved prior to
participating in an independent acfivity.

Guided Practice

The Guided Practice component of the lesson enables the
teacher to guide students through steps associated with a
specified task or skill.

Checking for
Understanding

The teacher Checks for Understanding by incorporating
questioning to ensure students learned specified concepts or
skills.

Independent
Practice

The Independent Practice provides the teacher with the
opportunity to direct students as they work independently to
review and reinforce concepts and/or skills presented during
the lesson. The teacher will be able to assess comprehension
by physically circulating the classroom to assess student’s
progress.

The lesson’s Closure will provide a summary of the objectives
presented during the lesson. In addition, through questioning,
the teacher will be able to assess learning that occurred.
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Appondizs 13

Harborfields Central Schoof District

PROFESSIONAL DEVELOPMENT ACTIVITIES

The teacher will

be expected to maintain a

log of professional

development activities using the online system MylLearningPlan.com. The
initial certificated teacher must earn 175 hours of professional development
every five (5) years. As aresult, it is expected that 35 hours per year will be

completed.

PROFESSIONAL DEVELOPMENT HOURS

Initial certificated teachers must earn 175 hours of professional development
every five (5) years. This breaks down fo 35 hours a year. Below please find a
list of professional development activities offered and supported by the district
that will assist the teacher in reaching that goal:

TYPE OF ACTIVITY

CREDIT-HOUR ASSIGNMENT

DOCUMENTATION SAMPLES

Conference, Workshop,
Seminar, Clinic

1 hour for each hour spent in a
session. One conference per
teacher for a maximum of 8 hours.

Written Report
Agenda
Supporting Materials

University Coursework

1 hour for each hour of class time.

Transcript

School Visitations

1 hour for each hour spend
observing in a classroom or
comparable educationdl setting.

Written Reports
Supporting Materials

Inservice Credits

15 or 45 hours dependent on
course offered.

Transcript

Protégés

27 hours maximum for full-year
experience.

New Teacher
Orientation

{12 hrs)

New Teacher Monthly
Meetings {15 hrs)

Literacy Collaborative
Training

45 hours {Primary teachers only).

Faculty Meetings

10 hours per year.

Attendance Log

Superintendent’s
Conference Days

5 hours per day.

Attendance Log

BOCES Conferences

4-8 hours per conference.

Written Report
Agenda
Supporting Materials

District-Level Commitiee
Membership, Site-Based
Council Membership

10-12 hours dependent of meeting
times and responsibilities.

Minutes/log of the
meelings

Sample of the product
with log of work done




Collegial Circles, Study
Groups, Cadres,
Networks

1 hour for each hour spentina
session. 10 hours maximum.

Agenda for meetings
Log of time spent
Report of findings

Development of
Independent Project or
Research that is
presented at a
conference, workshop or
published in ajournal.

20 hours maximum. Must be
preapproved by assistant
superintendent and building
principal. Assignment of credit
hours is based upon the time spent
and the nature of the activity.

Description of the
project

Approval form signed
Log of fime spent
Presentation of the
findings

Action Research

10 hours maximum.

Report research
project and findings

Curriculum Development

1 hour for each hour spent in
curriculum writing workshop. 20
hours maximum.

Documentation of
curriculum project

Porifolio Development

1 hour for each hour spent in
preparation of portfolio. 10 hours
maximum.

Presentation of
portfolio

Turnkey Trainer

20 hours maximum.

Agendas for fraining
sessions

Peer Review

1 hour for each hour in developing
lesson plans and presenting o
colleagues.

Copy of lesson plon
Peer review meeting
agenda

NBPTS Certification

35 hours maximum for full year of
application.

Evidence of
application and
submission

Presentation at a
conference, workshop,
etc.

5 hours per hour of presentation.
10 hours maximum.

Copy of agenda with
presentation included

Publication of an article
in an educational
journal.

10 hours maximum.

Copy of the article
from the publication

Grade Level Meetings

1 hour per month. 10 hour
maximum.

Agenda for meetings




