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NEEDHAM PUBLIC SCHOOLS

Unit D Performance Evaluation Process


Staff members in Year 2 or longer of employment
	Time Frame

(Evaluation Cycle Spans over 2 school years)
	Activity
	Forms Completed

	By October 1 of Year 1
	The evaluator and employee meet to review the evaluation process, time frames and performance evaluation tool
	N/A

	By May 1 of Year 1
	Evaluator meets with employee and discusses current performance and progress

Should there be performance concerns at this first mini-conference, the evaluation process will be shifted to have a formal evaluation form completed by June1
	Mini-Conference Form

	By December 1 of Year 2
	Evaluator meets with employee and discusses current performance and progress
	Mini-Conference Form

	By June 1 of Year 2
	Evaluator meets with employee to discuss the Performance Evaluation and give the employee a copy of the report.  
	Performance Evaluation Tool

	Within 10 days
	The employee can submit written comment to Performance Evaluation
	


Staff members in Year 1 of employment

	Time Frame

(Evaluation Cycle Spans over 1 school year)
	Activity
	Forms Completed

	By October 1 of Year 1
	The evaluator and employee meet to review the evaluation process, time frames and performance evaluation tool
	N/A

	By December 1 of Year 1
	Evaluator meets with employee and discusses current performance and progress
	Mini-Conference Form

	By June 1 of Year 1
	Evaluator meets with employee to discuss the Performance Evaluation and give the employee a copy of the report.  
	Performance Evaluation Tool

	Within 10 days
	The employee can submit written comment to Performance Evaluation
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