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PHILOSOPHY  
OF THE 

PROFESSIONAL GROWTH AND EVALUATION PROCESS OF TEACHERS  
 
The purpose of the Catholic Schools of the Diocese of Shreveport is to provide quality Catholic 
education for its students.  Quality Catholic education consists of providing both a living faith 
community and stimulating learning environment.  Through the teaching ministry, the Catholic 
Schools assist parents in their role as primary educators of their children.  
 
The professional staffs who implement the educational programs within the schools will 
determine whether or not the purpose of the Catholic school is being met.  Respect for the 
giftedness of each teacher, and provision of a climate where their gifts can be utilized and 
developed must be the goal of the Teacher Professional Growth and Evaluation Process.  St. Paul 
says it best in his words to the Corinthians:  
 

ñ T here are a variety of gifts by alw ays the sam e Spirit; there are all sorts of 
services to be done but always to the same Lord; working in all different ways in 
different people, it is the sam e G od w ho is w orking in all of them .ò   

I Corinthians 12:4-6 
 
A process which encourages growth in all faculty members and which promotes individual 
integrity will result in realizing the purpose of Catholic education in the Diocese of Shreveport.  
Such a process presumes that teachers have four primary responsibilities:  
 

§  to develop and participate in a community of faith.  
 

§  to become increasingly proficient in the instructional process 
 

§  to develop Christian interpersonal relationships 
 

§  to be committed to professional responsibilities and growth. 
 
We believe a process of professional growth and evaluation based on the above concepts will 
enable principals and teachers to collaborate as professional partners.  In so doing they will 
exem plify Jesusô m essage of love and respect.   
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ASSUMPTIONS 
 
The Professional Growth and Evaluation Process for Teachers is built on the following 
assumptions about:  
 
The Process:  
 

1. Promotes total development of the human person in response to the Gospel. 
 
2. Promotes the development of a community of faith through cooperation and 

communication. 
 
3. Focuses on the positive, building upon the strengths while also acknowledging that all 

have areas that can be improved.  
 
4. Acknowledges individual differences of teachers.  
 
5. Embraces a cyclic approach to the process of growth and evaluation. 
 
6. Acts as a minimum for the process.  Principal or teacher may elect to do more.  

 
The Teacher:  
 

1. Accepts and understands the philosophy of the school.  
 
2. Believes that goal setting is a valuable tool for professional growth and development. 

 
3. Views collaboration as an integral component to growth and self-evaluation. 

 
4. Willingly improves knowledge, skills, and attitudes. 

 
5. Values on-going professional growth and spiritual development. 

 
6. Believes in accountability for performance of responsibilities.  

 
7. A ccepts oneôs gifts and lim itations and acknow ledges that im provem ents can be m ade.  

 
The Administrator:  
 

1. Provides leadership in orientating and familiarizing teachers to the process.   
 
2. Believes that goal setting is a valuable tool for professional growth and development.  

 
3. Views collaboration as an integral component to growth and self-evaluation. 
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4. Seeks opportunities to develop skills in the area of assisting teachers with their growth 
and assessing teacher performance.  

 
5. Assess teachers in a fair, reasonable and consistent manner.  

 
6. Provides direction and assistance for the teachers to aid in their growth and development.  

 
7. Views professional growth and evaluation as a continuous process toward total school 

effectiveness.  
 

8. Documents and communicates accurate and meaningful data regarding performance.  
 

9. Identifies and assists in the remediation of unsatisfactory performance.  
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Professional Growth and Evaluation Process of Teachers 
Implementation Time Line (By Month) 

 
 

DATE GOALS and 
SUMMATIVE  

FORMATIVE DATA INCLUDING 
CLASSROOM VISITS  

August Orientation  

September 15 Teacher submits 
proposed goals (p.16) 

 

October 15 Teacher ï  Principal 
conference 

 

November 30 
  

First semester formal scheduled classroom observation 
completed for teachers to the new school.  (Use 
appropriate pages from 20-28)  

January 31 
 

Self-assessment due 
(p.17) 

First semester formal scheduled classroom observation 
completed for teachers in second year at the school.  (Use 
appropriate pages from 20-28)  

March 15 
Summative conference 
for non-rehired (pp. 33, 
34) 

Second semester formal classroom observation 
completed for teachers who may not be offered a contract 
(Use appropriate pages from 20-28)  

May 15  
Second semester or annual formal classroom observation 
completed for all other teachers. (Use appropriate pages 
from 20-28)  

By close of 
school 

Closing conference (pp 
18-19) and Summative 
Conference where 
applicable (pp. 33, 34) 

 

As needed  
Administrative Plan for Growth (optional) (p. 29) 
Intervention Plan (pp.30-31) 
Final Intervention Notice (p. 32) 
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PROCESS TIME LINE  

 
GROWTH AND 
EVALUATION 

STEPS 

RESPONSIBILITIE
S OF TEACHER 

RESPONSIBILITIES 
OF PRINCIPAL  

TIMELINE  

1. Orientation:  
Preview Primary 
Responsibilities/Desc
riptors, Goal Setting 
and Evaluation 
Strategies; establish 
areas of growth to be 
emphasized. 

Studies ï becomes 
familiar with Primary 
Responsibilities/Descript
ors and Evaluation 
Strategies and makes 
self-assessment to 
determine areas to be 
emphasized for growth 

Presents to new teachers 
at hiring; explains to new 
teachers and reviews with 
all teachers. 

Before opening of 
current school 
year.  

2. Goal Setting: 
Write goals with 
objectives and 
evaluation activities; 
Meet to discuss and 
finalize goals 

Writes proposed goals; 
meets with principal to 
discuss and finalize 
goals. Sets minimum of 
two goals, each in a 
different area of 
responsibility (p. 16) 

Schedules meetings with 
teachers to discuss goals 
and make 
recommendations which 
may be based on previous 
yearôs evaluation. 

Submit proposed 
goals to principal 
prior to September 
15. 
Meet to discuss 
and finalize goals 
prior to October 
15.  

3. Implementation of 
Goals 

a. Carries out goal 
objectives and plans.  

 
b. Self-assesses 

progress by January 
31(p. 17) 

 
c. Meets with principal 

as needed or 
scheduled.  

a. Encourages and 
supports 
implementation of 
goals.  

 
b. Provides self-

assessment form (p. 
17)  

 
c. Meets with teacher as 

needed or scheduled.  

a. Ongoing 
 
 
 
b. Self-

assessment 
due by 
January 31 

 
c. Before close 

of school  
 

(continued on next page) 
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PROCESS TIME LINE (continued) 
 

GROWTH AND 
EVALUATION 

STEPS 

RESPONSIBILITIES 
OF TEACHER  

RESPONSIBILITIES 
OF PRINCIPAL  

TIMELINE  

4. Formative Data 
Collection ï  
Informal and 
Formal 
Observations:  
 

a. A minimum of 
one for classroom 
observation per year 
for all teachers. This 
consists of a full class 
period visit, 
scheduled or 
unscheduled, with 
written evaluation 
and post-conference.  

b. A minimum of 
one formal classroom 
visit per semester for 
teachers in first two 
years of teaching for 
this school. The first 
semester observation 
will be scheduled.  
The second semester 
observation may be 
scheduled or 
unscheduled at the 
discretion of the 
principal.  

c. Periodic informal 
observations of any 
aspect of teacher 
performance should 
be made at the 
principalôs discretion.  

 
 
 
 
Carries out plans and 
directives. 
 
Meets with principal as 
needed or scheduled.  
 
Self-assesses progress.  
 
 
 
 
 
 
 
 
 
 
 
 
 
(use pp. 21 or 24-28) 
 

 
 
 
 
Makes regular classroom 
visits.  
 
Provides documented 
input, feedback, 
assistance and evaluation. 
(pp. 21, 22, & 23 or 24-
28) 
Schedules conferences, 
pre- (p. 20 optional) and 
post- , as appropriate.  

 
 
 
 
a. All formal 

classroom 
observations 
should be 
completed 
before March 
15 for those 
who may not 
be offered a 
contract; by 
May 15 for 
others.  

 
b. First semester 

formal 
classroom 
observations 
should be 
completed on 
or before 
November 30 
for new 
teachers (1st 
year at 
school); 
before 
January 31 
for others (2nd 
year at 
school).  

 
c. Informal 

observations 
are ongoing  

 
 

(continued on next page) 
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PROCESS TIME LINE (continued) 
 

GROWTH AND 
EVALUATION 

STEPS 

RESPONSIBILITIES 
OF TEACHER  

RESPONSIBILITIES 
OF PRINCIPAL  

TIMELINE  

5. Professional 
Improvement 
Activities  
 
a. Administrative 

Plan for Growth 
 

b. Intervention Plan 
(pp. 30 & 31) 

 
c. Final Intervention 

Notice (p. 32)   
 

 
 
 
 
Meets with principal to 
discuss identified areas 
for improvement and sets 
strategies for 
achievement.   
 
 

 
 
 
 
Communicates areas that 
need improvement, 
coordinates strategies and 
time line for 
improvement, and 
initiates a plan of 
assistance using 
appropriate form(s) 
according to the 
principalôs discretion.  
(p. 29, 30 & 31 or 32)  

 
 
 
 
 
 
When principal 
becomes aware 
of need for 
improving of 
enhancing 
performance 
 

6. Final Reports:  
 

a. Closing 
Conference/Repo
rt 
(pp. 18 & 19) 

 
b. Summative 

Conference/Repo
rt (pp. 33 & 34 or 
B1 to B4 or C1 to 
C18) 

 
 
 

 
a. Meets with principal 

to discuss yearôs 
progress and 
indicates goals for 
next year.  

 
b. Meets wit principal to 

discuss Summative 
Report.  

 
a. Schedules and holds 

closing conference 
with teacher; 
provides assessment 
of areas of growth. 
(pp. 18 & 19)    

 
b. Schedules and holds 

summative 
conference; sends 
copy of Summative 
Report to Diocesan 
Catholic School 
Office. (p. 33 & 34) 
The closing 
Summative 
conference may be 
combined into one in 
years where both are 
required.   

 
a. Before close 

of school for 
all teachers 
each year.  

b. 1) Every year 
for teachers 
in first two 
years of 
teaching for 
the school.  
Every two 
years for 
other 
teachers.  
 
2) On or 
before March 
15 for those 
not being 
rehired. 
Before close 
of school for 
others.  
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PERFORMANCE CRITERIA  
 

PRIMARY RESPONSIBILITIES  
 
I. COMMUNITY OF FAITH  

 
The Teacher:  
 
A. Supports and implements the philosophy of Catholic Education. 
B. Gives evidence of lived Gospel values. 
C. Participates in building faith community.  

 
II.  INSTRUCTIONAL PROCESS  
 
 The Teacher:  

 
A. Demonstrates evidence of prior planning and preparation.  
B. Uses effective teaching techniques, strategies and skills during lesson.  
C. Demonstrates knowledge of curriculum and subject matter.  
D. Uses instructional time efficiently and effectively.  
E. Evaluates student progress effectively.  
F. Provides for instructional differences.  
G. Demonstrates the ability to motivate students.  
H. Maintains an atmosphere conducive to learning.  
I. Manages student behavior in a constructive manner.  

 
III.  INTERPERSONAL RELATIONSHIPS  

 
The Teacher:  
 
A. Works cooperatively with administration. 
B. Works as a team member with educational staff.  
C. Demonstrates positive interpersonal relations with students.  
D. Maintains positive interpersonal relations with parents and other members of the 

school community.  
 

IV.  PROFESSIONAL RESPONSIBILITIES AND GROWTH  
 

The Teacher:  
 
A. Maintains professional manner in classroom and other school related settings.  
B. Demonstrates a sense of professional responsibility.  
C. Actively participates in responding to total school needs.  
D. Keeps abreast with developments in curriculum and the learning process.  
E. Interacts with colleagues to further professional growth.  
F. Takes advantage of opportunities to further professional growth.  
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DESCRIPTORS OF PRIMARY RESPONSIBILITIES  

 
I. COMMUNITY OF FAITH  

 
The Teacher:  
 
A. Supports and implements the philosophy of Catholic Education. 

 
1. Participates in studies of the philosophy and objectives of the local school, the 

philosophy of Catholic education and Church documents regarding Catholic 
education.  

2. Assists in the communication and implementation of the philosophy of the school.  
3. Supports the formal religious education program.  
 

B. Gives evidence of lived Gospel values. 
 

1. Is an active member of his or her professed church community.  
2. Makes decisions which reflect a sense of mercy and justice.  
3. Demonstrates a respect for all forms of life.  
4. Gives evidence of a positive attitude in speech and action.  
5. Models an attitude of service.  
6. Updates self in knowledge of the faith (i.e. Scripture, Theology, Church Teachings 

and Catechetics.)  
7. Speaks, acts, and instructs students in a manner that is consistent with teachings of 

the Church on issues of faith and morals.  
8. Adheres to the policies of the Diocese as defined in the Diocesan School Policy 

Manual.  
9. Participates in spiritual development activities and other forms of prayer with faculty, 

students, and parents.  
10. Gives evidence to the importance of prayer and worship through participation in 

celebrating liturgical prayer, paraliturgical prayer, faith-sharing activities and other 
forms of prayer with faculty, students and parents.  

11. Deals with educational staff, students and parents in a cooperative, concerned  
manner.   

12. Integrates religious attitudes and values into the secular subjects, school life and the 
broader community life.  

13. Integrates global perspectives into the curriculum.  
14. Helps students become aware of social issues appropriate to their level of 

understanding.  
15. Plans of cooperates in appropriate service projects with students for assistance within 

the school community and/or the broader community.  
 

C. Participates in building faith community.  
 
1. Contributes to a cooperative and positive spirit within the school community among 

students, parents and the educational staff.  
2. Demonstrates a willingness to plan, encourage and participate in community building 

activities (religious, social and educational). 
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3. Welcomes all members to the community with a spirit of openness, acceptance and 
helpfulness.  

4. Demonstrates a spirit of reconciliation when participating in problem situations 
affecting the faith community.  

 
II.  INSTRUCTIONAL PROCESS  
 
 The Teacher:  

 
A. Demonstrates evidence of prior planning and preparation.  

 
1. Reflects the school philosophy and objectives in the instructional process.  
2. Prepares lessons designed to implement stated goals and objectives.  
3. Utilizes student files and knowledge of student needs.  
4. S elects subject m atter that is accurate and appropriate for the studentôs intellectual 

level.  
5. Makes use of know ledge of current effective schoolsô research in subject area and in 

the learning process.  
6. Designs lessons in a clear, logical and sequential format, according to school 

guidelines.  
7. Shows evidence of long and short range planning.  
8. Creates a learning environment appropriate for the activity.  
9. Has needed materials and equipment readily available.  
 

B. Uses effective teaching techniques, strategies and skills during lesson.  
 

1. Draws from and builds upon interest, abilities and previous learning experiences of 
the students.  

2. Develops a mental and physical readiness among students for the lesson.  
3. Communicates learning objectives clearly to students.  
4. Employs a variety of teaching techniques as subject and learner maturity indicate; for 

example, lecturing, modeling, demonstrating, questioning, experimentation, self-
teaching, role playing.  

5. Gives clear, concise, reasonable directions to students.  
6. Stimulates thinking through a variety of questioning levels and techniques.  
7. Provides opportunities to learn through exploration and investigation.  
8. Checks for comprehension. 
9. Assigns purposeful activities (oral and written) which require students to apply skills 

and concepts they have been taught.  
10. Uses current events and unexpected situations to further educational goals.  
11. Provides opportunities for guided and independent practice. 
12. Summarizes units and lessons effectively. 
13. Implements activities that develop good study skills.  
14. Demonstrates ability to communicate effectively during the lesson using appropriate 

verbal, non-verbal, and written skills (e.g., vocabulary, grammar, voice, facial 
expressions, gestures, movement about room, spelling, handwriting).  

 
C. Demonstrates knowledge of curriculum and subject matter.  

 
1. Displays competent knowledge of the subject matter necessary to implement 

curricular goals and objectives in the classroom.  
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2. Presents subject matter accurately.  
3. P resents subject m atter that is accurate and appropriate for the studentsô abilities and 

interests.  
 

D. Uses instructional time efficiently and effectively.  
 

1. Begins instruction promptly. 
2. Avoids unnecessary interruptions of instruction. 
3. Avoids inappropriate digressions from instructional content.  
4. Provides appropriate learning activities for full duration of scheduled instructional 

time.  
5. Provides for smooth transition between lessons and activities.  
6. Monitors students time on task.  
7. Paces instruction appropriately.  

 
E. Evaluates student progress effectively.  

 
1. Uses evaluation techniques and activities that are consistent with Catholic school 

philosophy.  
2. Uses evaluation techniques that relate to the curriculum goals and objectives.  
3. Uses a variety of evaluation techniques; for example, pre- and post-testing, teacher-

made tests, tests from other sources, oral and written projects.  
4. Constructs tests that are directly related to concepts and skills taught.  
5. Provides prompt feedback of test results and assignments.  
6. Uses a variety of techniques for communicating progress; for example, immediate 

feedback, written comments, grades/scores, probing remarks, one-to-one 
conferences.  

7. Uses evaluation of student progress as a continual guide in planning the learning 
process.  

8. Communicates the evaluation criteria to the student.  
9. Is fair and just in the assessment and evaluation of students.  

 
F. Provides for instructional differences.  

 
1. Uses techniques that demonstrate an understanding and acceptance of each student as 

an individual.  
2. Understands and applies child and adolescent development principles in the 

instructional process. 
3. Uses diagnostic and achievement test data as a source of inform ation of the studentsô 

knowledge, strengths and difficulties.  
4. Provides differentiated experiences to meet the needs and abilities of the students.  
5. Uses knowledge of the various learning styles of students.  
6. Uses multi-sensory approaches ï i.e., visual, auditory, tactile-kinesthetic. 
7. Uses levels of questions appropriate to student needs.  
8. Groups students for instructional activities in a way that best promotes student 

learning.  
9. Provides alternate learning experiences for students who need reteaching, 

remediation or enrichment.  
10. Adapts practice activities to meet student needs.  
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G. Demonstrates the ability to motivate students.  
 
1. Communicates challenging scholastic expectations to students.  
2. Uses motivational techniques appropriate to the maturity level of the students.  
3. Gives clear, concise, reasonable directions.  
4. Elicits and responds to student questions and discussions.  
5. Stimulates and encourages creative, critical thinking, and problem solving skills.  
6. Gives constructive and timely feedback to students.  
7. R esponds to studentsô requests for help.  
8. Emphasizes the strengths of each student.  
9. Provides students with opportunities to meet success.  
10. Provides a variety of activities which encourage maximum student involvement.  
11. Encourages and involves students who demonstrate little or no interest.  
 

H. Maintains an atmosphere conducive to learning.  
 
1. Maintains physical environment that is conducive to learning.  
2. Establishes and clearly communicates expectations/parameters for student classroom 

behavior.  
3. Is courteous, firm and professional in classroom manner.  
4. Uses appropriate techniques to maintain an atmosphere conducive to learning (e.g., 

mutual respect, contingent activities, consequences, verbal and non-verbal cues, 
positive reinforcement). 

5. Establishes an efficient classroom routine.  
6. Maintains an attractive, orderly, functional classroom.  
7. Ensures that information can be seen and heard by students.  
8. Organizes classroom space to match instructional plans and student needs.  
 

I. Manages student behavior in a constructive manner.  
 
1. Demonstrates respect, understanding and acceptance of each student.  
2. Manages discipline problems in accordance with administrative regulations, 

Diocesan policies and Catholic school philosophy.  
3. Promotes self-discipline in students.  
4. Helps students develop positive self-concept.   
5. Reinforces appropriate behavior.  
6. Anticipates and corrects disruptive behavior constructively and consistently in a 

timely manner.  
7. Recognizes inconsequential behavior and responds accordingly.  
8. Endeavors to identify and resolve causes of undesirable behavior.  
 

III.  INTERPERSONAL RELATIONSHIPS  
 

The Teacher:  
 
A. Works cooperatively with administration. 

 
1. Demonstrates an attitude of cooperation with administration. 
2. Supports administrative policies.  
3. Avoids discussing disagreements with administration/faculty in presence of 

students/parents.  
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4. Enforces local and diocesan regulations and policies.  
5. Consults with appropriate personnel regarding professional planning responsibilities.  
6. Gives serious consideration to administrative suggestions for improvement.  
7. Informs principal of significant activities/problems which may have school-wide or 

administrative effects of repercussions.  
 

B. Works as a team member with educational staff.  
 
1. Works cooperatively with colleagues in planning instructional activities which reflect 

the best interest of the students.  
2. Shares ideas, materials and methods with educational staff.  
3. Makes appropriate use of student referral services.  
4. Participates in staff projects.  
5. Is considerate of other staff members in planning and implementing projects, etc.  
6. Expresses positive encouragement to others.  
7. Shows appreciation for unique contributions of each staff member.  
8. R espects the individualôs right to hold differing view s.  
9. Uses effective active-listening skills.  
 

C. Demonstrates positive interpersonal relations with students.  
 
1. Demonstrates respect, understanding and acceptance of each student.  
2. Promotes positive self-concept in students.  
3. Makes effort to know each student as an individual.  
4. Interacts with students in a mutually respectful, friendly, just and professional 

manner.  
5. Gives constructive criticism and praise.  
6. Is reasonably available to students.  
7. Uses discretion in handling difficult situations.  
8. R ecognizes that a studentôs em otional w ell-being affects learning potential.  
9. Encourages students to develop to their full potential. 
10. Displays effective active listening skills.  
11. R espects studentsô rights to hold different view s.  
12. Creates a classroom climate which encourages mutual respect.  
13. Shows sensitivity to physical development and special health needs of students.  
 

D. Maintains positive interpersonal relations with parents and other members of the school 
community.  
 
1. Gives evidence of respect for parents as co-educators.  
2. Cooperates with parents in the best interest of the student. 
3. Provides a climate which initiates and invites communication with parents.  
4. Communicates clearly, accurately, professionally, and consistently with parents.  
5. Informs parents of students in academic or disciplinary difficulty within a reasonable 

length of time.  
6. Is courteous and helpful to parents.  
7. Gives serious consideration and appropriate action to parental comments and 

criticism.  
8. Participates actively in school sponsored parent meetings/programs.  
9. Promotes a positive image of the school in the community.  
10. Uses discretion in handling sensitive and/or confidential information.  
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11. Displays effective active listening skills.  
 

IV.  PROFESSIONAL RESPONSIBILITIES AND GROWTH  
 

The Teacher:  
 
A. Maintains professional manner in classroom and other school related settings.  

 
1. Demonstrates personal self-discipline. 
2. Is adaptable and flexible in most routine and unexpected situations.  
3. Uses good judgment in daily encounters.  
4. Uses voice effectively.  
5. Demonstrates an appropriate sense of humor.  
6. Uses oral and written language correctly.   
7. Maintains a professional appearance in dress and grooming.  
 

B. Demonstrates a sense of professional responsibility.  
 

1. Is regular and punctual in attendance according to local policy.  
2. Is punctual and accurate in performance of duties.  
3. Abides by policies of school concerning notification of absences or tardiness. 
4. Provides written lesson plans and materials for substitute in case of absence.  
5. Maintains student records accurately, neatly, and up-to-date.  
6. Demonstrates effective organizational skills.  
7. Handles confidential information ethically and discreetly.  
8. Adheres to local school policies as defined in the faculty handbook.  
9. Exercises responsibility for student management at all times on school property and 

at all school-related activities.  
10. Selects appropriate chain of command for resolving concerns/problems.  
11. Keeps personal interests/problems separate from professional responsibilities and 

duties.  
12. Recognizes and deals effectively with crisis issues and situations.  
 

C. Actively participates in responding to total school needs.  
 
1. Performs all duties as assigned.  
2. Participates in designing curriculum goals and objectives. 
3. Participates in self-study and evaluation activities.  
4. Participates in developing and maintaining a learning atmosphere in the school. 
5. Participates in the development and implementation of school related programs and 

projects.  
6. Participates in formulating and implementing diocesan and local school policies and 

regulations.  
7. Shares the responsibility for extra-curricular duties.  
 

D. Keeps abreast with developments in curriculum and the learning process.  
 
1. Reads professional materials.  
2. Participates in professional organizations.  
3. Participates in workshops/inservices and continued education. 
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4. Demonstrates a willingness to learn and implement current educational techniques, 
practices and processes.  

5. Demonstrates a willingness to learn and implement the use of current technology as 
applied to education.  

 
E. Interacts with colleagues to further professional growth.  

 
1. Seeks advice and help of colleagues. 
2. Takes active role in faculty meetings and inservice programs.  
3. Shares professional expertise with other staff members.  
 

F. Takes advantage of opportunities to further professional growth.  
 

1. Takes advantage of community, diocesan and local school resources.  
2. Seeks input and feedback from colleagues, parents, and students and responds in an 

appropriate manner to constructive criticism.  
3. Actively participates in the Diocesan Teacher Professional Growth and Evaluation 

Process.  
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TEACHER PROFESSIONAL GROWTH PLAN  
T each ersô G oal-Setting Form 

 
 
T eacherôs N am e_________________________________________ S chool Y ear_____________  
 
School/City_________________________________________________   Date______________ 
 

Each teacher formulates a minimum of two goals, each in a different area of responsibility. 
 

(Use Separate Form for Each Goal) 
 

A. GOAL ï WHAT I WANT TO ACCOMPLISH  
 
(Circle area of responsibility: Community of Faith, Instructional Process, Interpersonal 
Relationships, Professional Responsibility and Growth)  
 
 
 
 
 
 
 
 
 

B. OBJECTIVES ï THE STEPS I WILL TAKE TO ACCOMPLISH GOAL  
 
 
 
 
 
 
 
 
 

C. EVALUATION ï HOW I WILL DETERMINE WHETHER I HAVE ACHIEVED 
THE GOAL  

 
 
 
 
 
 
 

Principal_______________________________________ Teacher_______________________________ 
(DATE)                 (DATE)  
 

This completed form should be given to the principal by September 15. 
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TEACHER PROFESSIONAL GROWTH PLAN  
Goal-Setting Progress Report 

 
 
T eacherôs N am e_________________________________________ S chool Y ear______ _______ 
 
School/City_________________________________________________   Date______________ 
 

Please complete the following self-assessment of your goals and return to the principal by  
 

______________________________.   
 
GOAL 1:  
 
 
 
 
 
I am meeting this goal in the following ways:  
 
 
 
 
 
I need to continue to work on this goal in the following ways:  
 
 
 
 
 
GOAL 2:  
 
 
 
 
 
I am meeting this goal in the following ways:  
 
 
 
 
 
I need to continue to work on this goal in the following ways:  
 
 
 
 
Principal_______________________________________ Teacher_______________________________ 

(DATE)                 (DATE)  
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TEACHER PROFESSIONAL GROWTH PLAN  
Goal-Setting Closing Conference 

(page 1 of 2) 
 
 
GOAL 1:  
 
 
 
 
 
T eacherôs evaluation of G oal 1 accom plishm ent:  
 
 
 
 
 
 
 
P rincipalôs evaluation of Goal 1 accomplishment  
 
 
 
 
 
 
 
GOAL 2:  
 
 
 
 
 
 
 
T eacherôs evaluation of G oal 2 accom plishm ent:  
 
 
 
 
 
 
 
 
P rincipalôs evaluation of G oal 2 accom plishm ent  
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TEACHER PROFESSIONAL GROWTH PLAN  
Goal-Setting Closing Conference 
(page 2 of 2) 
 
 
 
 
 
 
GOAL SUGGESTIONS FOR NEXT SCHOOL YEAR:  
 
 
 
 
 
 
 
 
 
List Religious/Catechist Certification courses taken this year:  
 
 
 
 
 
 
 
List any Professional Development Courses taken this year:  
 
 
 
 
 
 
 
 
 
 
 
N .B .  T he teacherôs signature indicates only that the teacher h as read this form and discussed it 
with the principal.  It signifies neither agreement nor disagreement with the information.  If 
desired, the teacher may attach comments or a response on a separate sheet.  
 
 
 
Principal_______________________________________ Teacher_______________________________ 

(DATE)                 (DATE)  
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PRE-OBSERVATION WORKSHEET  
(Optional Use) 

 
 
TEACHER COMPLETES THIS FORM AND DISCUSSES CONTENT WITH ADMINISTRATOR PRIOR TO SCHEDULED 
OBSERVATION 
1. What are the lesson objectives?  4. Which of the steps of the teaching act will take place?  

    _________  Develop anticipatory set 
    _________  State objectives, why they are needed 
    _________  Provide input 
    _________  Model ideal behavior 
    _________  Check for comprehension 
    _________  Provide guided practice 
    _________  Provide independent practice 
    _________  Achieve closure 
 

2. What teaching/learning activities will take place?  5. How are you going to check student understanding and 
mastery of the lesson objectives?  

3. What particular teaching behaviors do you especially 
want monitored? 

6. Are there any special circumstances of which the 
evaluator should be aware?  

 
NOTES:  

 
NOTES:  

 
(Signatures simply imply that information has been discussed.) 

 
 
 
_____________________________________         ____________________________________ 
                  T eacherôs S ignature/D ate         P rincipalôs S ignature/D ate 
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FORMATIVE DATE ï SHORT FORM 
 
 
T eacherôs N am e______________________________________  S chool Y ear _______________  
 
School/City___________________________    Grade Level___________    Date____________ 
 
 

DATA:   ____ Informal Observation     ____ Non-observed     ____ Artifact    ____Other  
 
 
 
Criterion:  
 
 
 
 
 
Data:  
 
 
 
 
 
 
 
 
 
 
 
Comment:  
 
 
 
 
 
 
 
 
N .B . T he teacherôs signature indicates only that the teacher has read this form and discussed it with the principal.  It signifies 
neither agreement nor disagreement with the information.  If desired, the teacher may attach comments or a response on a 
separate sheet and attach it to this form.  
 
 
 
Principal ________________________________  Teacher______________________________ 

       (DATE)               (DATE) 
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FORMATIVE DATE  
 

Classroom Observation Form 
 
 

T eacherôs N am e_____________________________   G rade L evel_________   D ate__________  
 
Subject/Period_______________________  Start Time____________  End Time____________ 
 
Research has demonstrated that the following steps contribute positively to an effective lesson 
plan and its implementation.  
 

a. Establishes set.     e.   Checks for comprehension.  
b. States objectives.     f.    Provides guided practice. 
c. Provides input.     g.   Provides independent practice. 
d. Models ideal behavior.    h.   Achieves closure.  

 
 

1. Instructional Process Criteria 
 
A. Demonstrates evidence of prior planning and preparation. 
 
 
 
 
B. Uses effective teaching techniques, strategies during lesson. 
 
 
 
 
C. Demonstrates knowledge of curriculum and subject matter.  
 
 
 
 
D. Uses instructional time efficiently and effectively.  
 
 
 
 
E. Evaluates student progress effectively.  
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FORMATIVE DATA  
Classroom Observation Form 
Page 2 

 
F. Provides for individual differences. 
 
 
 
 
 
G. Demonstrates ability to motivate students.  
 
 
 
 
 
H. Maintains an atmosphere conducive to learning.  
 
 
 
 
 
I. Manages student behavior in a constructive manner.  
 
 
 
 
 
 

2. Comments (optional):  (These may include ideas which the teacher or principal wish 
to pursue regarding means of enhancing the teaching-learning process or classroom 
environment.)  

 
 
 
 
 
 
 
 
 

N.B. Signatures indicate that the contents of this report have been discussed in a conference between the teacher and principal.  
The teacher receives a copy of this report.  
 
 
Principal ________________________________  Teacher______________________________ 

       (DATE)               (DATE) 
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FORMATIVE DATA  
Optional Form 

 
 

T eacherôs N am e_____________________________   Grade Level_________   Date__________ 
 
Subject/Period_______________________  Start Time____________  End Time____________ 
 
School/City____________________________________________________________________ 
 
Directions:  Use this form to summarize data from class visits and to record data on any 
significant aspects of performance, both commendations and concerns.  Comment only on those 
categories pertinent to the particular class visit, event, or performance being recorded.  
 
I. COMMUNIT Y OF FAITH  

 
A. Supports and implements the philosophy of Catholic Education.  

 
 
 
 
 

B. Gives evidence of lived Gospel values.  
 
 
 
 
 
 

C. Participates in building faith community.  
 
 
 
 
 
 

II.  INSTRUCTIONAL PROCESS 
 
A. Demonstrates evidence of prior planning and preparation.  
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FORMATIVE DATA  
Optional Form 
Page 2 

 
B. Uses effective teaching techniques, strategies during lesson.  
 
 
 
 
 
 
C. Demonstrates knowledge of curriculum and subject matter.  
 
 
 
 
 
 
D.  Uses instructional time efficiently and effectively.  
 
 
 
 
 
 
E.  Evaluates student progress effectively.  

 
 
 
 
 

F. Provides for individual differences.  
 
 
 
 
 
G.  Demonstrates ability to motivate students.  
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FORMATIVE DATA  
Optional Form  
Page 3 
 

H. Maintains an atmosphere conducive to learning.  
 
 
 
 
 
 
I .  Manages student behavior in a constructive way.  

 
 
 
 
 
 

II.  INTERPERSONAL RELATIONSHIPS  
 

A. Works cooperatively with administration  
 
 
 
 
 
 
B. Works as a team member with educational staff.  
 
 
 
 
 
 
C. Demonstrates positive interpersonal relations with students.  
 
 
 
 
 
 
D. Maintains positive interpersonal relations with parents and other members of the 

school community.  
 
 
 



 

27 

 
FORMATIVE DATA  
Optional Form  
Page 4  
 
III.  PROFESSIONAL RESPONSIBILITIES AND GROWTH  

 
A. Maintains professional manner in classroom and other school related settings.  

 
 
 
 
 

B. Demonstrates a sense of professional responsibility.  
 
 
 
 

 
C. Actively participates in responding to total school needs.  

 
 
 
 
 

D. Keeps abreast with developments in curriculum and the learning process.  
 
 
 
 
 

E. Interacts with colleagues to further professional growth.  
 
 
 
 
 
 

F. Takes advantage of opportunities to further professional growth.  
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FORMATIVE DATA  
Optional Form  
Page 5 
 
 
V. Comments (optional): (These may include ideas which the teacher or principal wish to 

pursue regarding means of enhancing the teaching-learning process or classroom 
environment.)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
N.B. Signatures indicate that the contents of this report have been discussed in a conference between the teacher and principal.  
The teacher receives a copy of this report.  

 
 

_________________________________________________          ________________________ 
Signature of Teacher       Date 
 
 
_________________________________________________          ________________________ 
Signature of Principal       Date 
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Professional Growth and Evaluation Proves for Teachers 
ADMINISTRATIVE PLAN FOR GROWTH  

 
 
T eacherôs N am e____________________________________   S chool Y ear________________  
 
School/City________________________________________  Date______________________ 
 
 
CRITERION  ï  (Using the list of primary responsibilities, indicate the category and the 
responsibility within that category for which this plan is developed.) 
 
 
 
 
OBJECTIVES  ï  (Using the list of descriptors, describe what specifically is to be changed, 
enhanced, or improved.) 
 
 
 
 
PROCEDURE FOR ACHIEVING OBJECTIVE(s):  
 
 
 
 
 
ASSESSMENT METHOD AND TIME LINE:  
 
 
 
 
 
COMMENTS:  
 
 
 
 
N.B. Signatures indicate that the contents of this report have been discussed in a conference between the teacher and principal.  
The teacher receives a copy of this report.  
 
_________________________________________________          ________________________ 
Signature of Teacher       Date 
 
 
________________________________________________          ________________________ 
Signature of Principal       Date 
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INTERVENTION PLA N 
 

 
TO:    ____________________________________________ 
     (Name of Teacher)  
 
FROM:    _____________________________________________ 
     (Name of Principal)  
 
DATE:    _____________________________________________ 
 
 
SCHOOL/CITY:   _____________________________________________ 
 
 
It has been determined that your performance is unsatisfactory to a degree that it warrants special 
attention.  The following describes what must be improved and our plan to bring about the 
necessary improvement.  
 
 
CRITERION  ï  (Using the list of primary responsibilities, indicate the category and the 
responsibility within that category which needs special attention at this time.)  
 
 
 
 
 
 
 
OBJECTIVE  ï  (Using the list of descriptors, describe what specifically must be improved or 
changed.)  
 
 
 
 
 
 
 
STRATEGIES ï  (State specifically what steps the teacher will take and what resources and 
assistance the administrator will provide to bring about the necessary improvement or change.) 
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EVALUATION METHODS  ï  (Describe specifically what will be accepted as evidence of 
satisfactory improvement.)  
 
 
 
 
 
DATE OF FOLLOW -UP EVALUATION  ï  (State what period of time will be given for the 
improvement to occur.)  
 
 
 
 
 
 
N.B. Signatures indicate that the contents of this report have been discussed in a conference between the teacher and principal.  
The teacher receives a copy of this report.  
 
_________________________________________________          ________________________ 
Signature of Teacher       Date 
 
________________________________________________          ________________________ 
Signature of Principal       Date 
 
 
FOLLOW -UP EVALUATION:       Date ___________________ 
 
OPTION 1:  
 
  Improvement has been satisfactory. 
 

Some improvement has been noted, but another intervention plan will be developed for 
further improvement.  

 
 
_________________________________________________          ________________________ 
Signature of Teacher       Date 
 
______________________________________________________          ________________________ 
Signature of Principal        Date 
 
OPTION 2:  
 
  Improvement has not been satisfactory, and a final intervention notice will be issued.  
 
 
______________________________________________________          ________________________ 
Signature of Principal        Date 



 

32 

FINAL INTER VENTION NOTICE  
 
 
 
TO:    ____________________________________________ 
     (Name of Teacher)  
 
FROM:    _____________________________________________ 
     (Name of Principal)  
 
DATE:    _____________________________________________ 
 
 
SCHOOL/CITY:   _____________________________________________ 
 
 
RE:    Change of Evaluation Status 
 
Due to the fact that your performance, as discussed during the period from ________________________ 

           (date of intervention activities)     
has remained unsatisfactory, this notice is to advise you that from this date to the completion of your 
employment, or until another decision is reached, the teacher performance evaluation activities will no 
longer be used solely for the improvement of your services to the school, but also for obtaining and 
documenting information about your performance to be used in making a decision about your continued 
employment by the school.  A conditional contract or non-issuance of a future contract may result from an 
intervention.  

_______________________________________ 
 P rincipalôs S ignature/D ate 

 
To indicate that you have received the above notice and discussed it with the principal, please sign below. 
 

_______________________________________ 
 T eacherôs S ignature/D ate 

 
 
 
 
This notice should be given to a teacher in a conference when evaluation of an area needing 
improvement, which was the subject of an Intervention Plan, indicates that performance continues to be 
unsatisfactory in that area.  The teacher should receive a copy of the notice, one copy of the notice should 
be filed in the teacherôs file at the school, and a copy should be send to the D iocesan Superintendent of 
Catholic Schools.  
 
N.B. Signatures indicate that the contents of this report have been discussed in a conference between the teacher and principal.  
The teacher receives a copy of this report.  If there is a disagreement with the above, the teacher may submit a written 
explanation to the principal.  This should be done by 
 
_____________________________________________________ 

(Date) 
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Teacher Summative Report 

(Form A) 
 
 
T eacherôs N am e____________________________________   S chool Y ear________________  
 
School/City________________________________________  Date______________________ 
 

 
Directions: Under each category of primary responsibility, write specific comments on 
total performance, progress on implementing goals where applicable, and suggestions 
for area for future goal-setting. Also note any intervention notices in process.  

 
I. COMMUNITY OF FAITH:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

II. INSTRUCTIO NAL PROCESS:  
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III.  INTERPERSONAL RELATIONSHIPS:  
 
 
 
 
 
 
 
 
 
 
 
 

IV.  PROFESSIONAL RESPONSIBILITIES AND GROWTH:  
 
 
 
 
 
 
 
 
 
 
 
 
 

N.B.  The signatures of the teacher and principal indicate that the contents of this report have been discussed in a conference. If 
desired, the teacher may write comments or a response on a separate sheet which will be attached to this report.  

 
_________________________________________________          ________________________ 
Signature of Teacher       Date 
 
______________________________________________________          ________________________ 
Signature of Principal        Date 

 
cc:  Teacher 
 T eacherôs file at the school 
 Diocesan School Office 
 
(T his form  is to be com pleted annually during the first tw o years of teacherôs em ployment at this school; in alternate years for all 
other teachers.)  
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TEACHER SUMMATIVE REPORT  
(FORM B) 

 
 

T eacherôs N am e____________________________________   S chool Y ear________________  
 
School/City________________________________________  Date______________________ 

 
Directions: Under each category of primary responsibilities, mark appropriate box and 
write specific comments (if needed) on total performance, progress on implementing 
goals where applicable, and suggestions for area for future goal-setting.  Also note any 
intervention notices in process.  
 

I. COMMUNITY OF FAITH  
 
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Supports and implements the 
philosophy of Catholic Education  

    

Gives evidence of lived Gospel 
values 

    

Participates in building faith 
community 

    

II. INSTRUCTIONAL 
PROCESS 
 
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Demonstrates evidence of prior 
planning and preparations 

    

Uses effective teaching 
techniques, strategies during 
lessons 
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II. INSTRUCTIONAL 
PROCESS (cont.) 
 
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Demonstrates knowledge of 
curriculum and subject matter     

Uses instructional time efficiently 
and effectively     

Evaluates student progress 
effectively     

Provides for individual 
differences     

Demonstrates ability to motivate 
students     

Maintains an atmosphere 
conducive to learning     

Manages student behavior in a 
constructive way     

III. INTERPERSONAL 
RELATIONSHIPS  
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Works cooperatively with 
administration  
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III. INTERPERSONAL 
RELATIONSHIPS (cont.)  
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Works as a team member with 
educational staff     

Demonstrates positive 
interpersonal relations with 
students 

    

Maintains positive interpersonal 
relations with parents and other 
members of the school 
community 

    

IV. PROFESSIONAL 
RESPONSIBILITIES AND 
GROWTH  
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Maintains professional manner in 
classroom and other school 
related settings 

    

Demonstrates a sense of 
professional responsibility 

    

Actively and cooperatively 
participates in responding to total 
school needs.   

    

Keeps abreast with developments 
in curriculum and the learning 
process 

    

Interacts with colleagues to 
further educational growth     
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IV. PROFESSIONAL 
RESPONSIBILITIES AND 
GROWTH (cont.) 
Primary  
Responsibilities 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

Takes advantage of opportunities 
to further professional growth     

 
COMMENTS:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
N.B. The signatures of the teacher indicate that the contents of this report have been discussed in a conference. If desired, the 
teacher may write comments or a response on a separate sheet which will be attached to this report.  
 
 
 ________________________________________________          ________________________ 
Signature of Teacher       Date 
 
______________________________________________________          ________________________ 
Signature of Principal        Date 

 
cc:  Teacher 
 T eacherôs file at the school 
 Diocesan School Office 
 
(T his form  is to be com pleted annually during the first tw o years of teacherôs em ploym ent at this school; in alternate years for all 
other teachers.)  
 



 

C1 

TEACHER SUMMATIVE REPORT  
(Form C) 

 
T eacherôs N am e____________________________________   School Year________________ 
 
School/City________________________________________  Date______________________ 
 
 
I. COMMUNITY OF FAITH  

A. SUPPORTS AND IMPLEMENTS THE PHILOSOPHY OF CATHOLIC 
EDUCATION.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Participates in studies of 
philosophy and objectives of 
the local school, the 
philosophy of Catholic 
education and Church 
documents regarding Catholic 
education.  

    

2. Assists in communication and 
implementation of the 
philosophy of the school.   

    

3. Supports the formal religious 
education program.   

    

 
 

B. GIVES EVIDENCE OF LIVED GOSPEL VALUES  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Is an active member of his or 
her professed church 
community.   

    

2. Makes decisions which reflect 
a sense of mercy and justice.    

    

3. Demonstrates a respect for all 
forms of life.  

    

4. Gives evidence of a positive 
attitude in speech and action.    

    

5. Models an attitude of service.      

6. Updates self in knowledge of 
the faith.  
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B. GIVES EVIDENCE OF 
LIVED GOSPEL VALUES  
 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

7. Speaks, acts and instructs 
students in a manner that is 
consistent with teachings of 
the Church and issues of faith 
and morals.   

    

8. Adheres to the policies of the 
Diocese as defined in the 
Diocesan Schools Policy 
Manual. 

    

9. Participates in spiritual 
development activities of the 
local school community.  

    

10. Gives evidence to the 
importance of prayer and 
worship through participation 
in celebrating liturgical 
prayer, paraliturgical prayer, 
faith sharing activities and 
other forms of prayer with 
faculty, students, and parents.  

    

11. Deals with educational staff, 
students and parents in a 
cooperative, concerned 
manner.  

    

12. Integrates religious attitudes 
and values into the secular 
subjects, school life, and 
broader community life.  

    

13. Integrates global perspectives 
into the curriculum. 

    

14. Helps students become aware 
of social issues appropriate to 
their level of understanding.  

    

15. Plans or cooperates in 
appropriate service projects 
with students for assistance 
within the school community 
and/or the broader 
community.  
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C. PARTICIPATES IN BUILDING FAITH COMMUNITY  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Contributes to a cooperative 
and positive spirit within the 
school community among 
students, parents and the 
educational staff.  

    

2. Demonstrates a willingness to 
plan, encourage, and 
participate in community 
building activities (religious. 
Social and educational) 

    

3. Welcomes all members of the 
community with a spirit of 
openness, acceptance and 
helpfulness. 

    

4. Demonstrates a spirit of 
reconciliation when 
participating in problem 
situations affecting the faith 
community.  

    

 
 

 
II.  INSTRUCTIONAL PROCESS 
A. DEMONSTRATES EVIDENCE OF PRIOR PLANNING AND PREPARATION.   
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Reflects the school 
philosophy and objectives in 
the instructional process.  

    

2. Prepares lessons designed to 
implement stated goals and 
objectives.  

    

3. Utilizes student files and 
knowledge of student needs.  

    

4. Selects subject matter that is 
accurate and appropriate for 
the studentôs intellectual 
needs. 

    

5. Makes use of knowledge of 
current effective schoolsô 
research in subject areas and 
in the learning process.  

    



 

C4 

A. DEMONSTRATES 
EVIDENCE OF PRIOR 
PLANNIGN AND 
PREPARATION (cont.) 

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

6. Designs lessons in a clear, 
logical and sequential format 
according to school 
guidelines.  

    

7. Shows evidence of long and 
short range planning.  

    

8. Creates a learning 
environment appropriate for 
the activity.  

    

9. Has needed material and 
equipment readily available.  

    

 
 

B. USES EFFECTIVE TEACHING TECHNIQUES, STRATEGIES, AND 
SKILLS DURING LESSONS.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Draws from and builds upon 
interest, abilities, and 
previous learning experiences 
of the students.  

    

2. Develops a mental and 
physical readiness among 
students for the lessons. 

    

3. Communicates learning 
objectives clearly to the 
students.  

    

4. Employs a variety of teaching 
techniques as subject and 
learner maturity indicate; for 
example, lecturing, modeling, 
demonstrating, questioning, 
experimentation, self-
teaching, role playing, 
cooperative learning, peer 
tutoring.  

    

5. Give clear, concise, 
reasonable directions to 
students.  

    

6. Stimulates thinking through a 
variety of questioning levels 
and techniques.  
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B. USES EFFECTIVE 
TEACHING 
TECHNIQUES, 
STRATEGIES, AND 
SKILLS DURING 
LESSONS (cont.) 

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

7. Provides opportunities to 
learn through exploration and 
investigation.  

    

8. Checks for comprehension.      

9. Assigns purposeful activities 
(oral and written) which 
require students to apply 
skills and concepts they have 
been taught.  

    

10. Uses current events and 
unexpected situations to 
further educational goals.  

    

11. Provides opportunities for 
guided and independent 
practice.  

    

12. Summarizes units and lessons 
effectively.  

    

13. Implements activities that 
develop good study habits.  

    

14. Demonstrates ability to 
communicate effectively 
during the lesson using 
appropriate verbal, non-verbal 
and written skills (e.g. 
vocabulary, grammar, voice, 
facial expressions, gestures, 
movement about room, 
spelling, handwriting.)  
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C. DEMONSTRATES KNOWLEDGE OF CURRICULUM AND SUBJECT 
MATTER.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Displays competent 
knowledge of the subject 
matter necessary to 
implement curricular goals 
and objectives in the 
classroom.  

    

2. Presents subject matter 
accurately.  

    

3. Presents subject matter that is 
accurate and appropriate for 
the studentsô abilities and 
interests.  

    

 
 
 

D. USES INSTRUCTIONAL TIME EFFICIENTLY AND EFFECTIVELY.  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Begins instruction promptly.      

2. Avoids unnecessary 
interruptions of instruction.  

    

3. Avoids inappropriate 
digressions from instructional 
content.  

    

4. Provides appropriate learning 
activities for full duration of 
scheduled instructional time. 

    

5. Provides for smooth transition 
between lessons and 
activities.  

    

6. M onitors studentsô tim e on 
task.  

    

7. Paces instruction 
appropriately.  
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E. EVALUATES STUDENT PROGRESS EFFECTIVELY  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Uses evaluation techniques 
and activities that are 
consistent with Catholic 
school philosophy. 

    

2. Uses evaluation techniques 
that relate to the curriculum 
goals and objectives.  

    

3. Uses a variety of evaluation 
techniques; for example, pre-
and post- testing, teacher-
made test, test from other 
sources, oral and written 
projects.  

    

4. Constructs tests that are 
directly related to concepts 
and skills taught.  

    

5. Provides prompt feedback of 
test results and assignments.  

    

6. Uses a variety of techniques 
for communicating progress; 
for example, immediate 
feedback, written comments, 
one-to-one conferences, etc.  

    

7. Uses evaluation of student 
progress as a continual guide 
in planning the learning 
process.  

    

8. Communicates the evaluation 
criteria to the students.  

    

9. Is fair and just in the 
assessment and evaluation of 
students.  

    

 
 

F. PROVIDES FOR INDIVIDUAL DIFFERENCES  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Uses techniques that 
demonstrate an understanding 
and acceptance of each 
student as an individual.  
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F. PROVIDES FOR 
INDIVIDUAL 
DIFFERENCES (cont.) 

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

2. Understands and applies child 
and adolescent development 
principles in the instructional 
process.  

    

3. Uses diagnostic and 
achievement test data as a 
source of information of the 
studentsô know ledge, 
strengths and differences. 

    

4. Provides differentiated 
experiences to meet the needs 
and abilities of the students.  

    

5. Uses knowledge of the 
various learning styles of the 
students.  

    

6. Uses multi-sensory 
approaches ï i.e., visual, 
auditory, tactile-kinetic. 

    

7. Uses levels of questions 
appropriate to studentsô 
needs.  

    

8. Groups students for 
instructional activities in a 
way that best promotes 
student learning.  

    

9. Provides alternate learning 
experiences for students who 
need reteaching, remediation, 
or enrichment.  

    

10. Adapts practice activities to 
meet student needs.  

    

 
 

G. DEMONSTRATES ABILITY TO MOTIVATE STUDENTS  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Communicates challenging 
scholastic expectations to 
students.  

    

2. Uses motivational techniques 
appropriate to the maturity 
level of the students.  
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G. DEMONSTRATES 
ABILITY TO MOTIVATE 
STUDENTS (cont.) 

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

3. Gives clear, concise 
reasonable directions.  

    

4. Elicits and responds to 
student questions and 
discussion.  

    

5. Stimulates and encourages 
creative, critical thinking and 
problem solving skills.  

    

6. Gives constructive and timely 
feedback to students.  

    

7. Responds to studentsô 
requests for help.  

    

8. Emphasizes the strengths of 
each student.  

    

9. Provides students with 
opportunities to meet success.  

    

10. Provides a variety of activities 
which encourage maximum 
student involvement.  

    

11. Encourages and involves 
students who demonstrate 
little or no interest.  

    

 
 

H. MAINTAINS AN ATMOSPHERE CONDUCIVE TO LEARNING  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Maintains physical 
environment that is conducive 
to learning.  

    

2. Establishes and clearly 
communicates 
expectations/parameters for 
student classroom behavior.  

    

3. Is courteous, firm, and 
professional in classroom 
manner.  
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H. MAINTAINS AN 
ATMOSPHERE 
CONDUCIVE TO 
LEARNING (cont.)  

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

4. Uses appropriate techniques 
to maintain an atmosphere 
conducive to learning (e.g. 
mutual respect, contingent 
activities, consequences, 
verbal and non-verbal cues, 
positive reinforcement.) 

    

5. Establishes an efficient 
classroom routine.  

    

6. Maintains an attractive, 
orderly, functional classroom. 

    

7. Ensures that information can 
be seen and heard by students.  

    

8. Organizes classroom space to 
match instructional plans and 
student needs.  

    

 
 

I. MANAGES STUDENT BEHAVIOR IN A CONSTR UCTIVE MANNER.  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Demonstrates respect, 
understanding and acceptance 
of each student.  

    

2. Manages discipline problems 
in accordance with 
administrative regulations, 
diocesan policies and Catholic 
school philosophy. 

    

3. Promotes self-discipline in 
students.  

    

4. Helps students develop 
positive self-concept.  

    

5. Reinforces appropriate 
behavior.  

    

6. Anticipates and corrects 
disruptive behavior 
constructively and 
consistently in a timely 
manner.  
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I. MANAGES STUDENT 
BEHAVIOR IN A 
CONSTRUCTIVE 
MANNER (cont.) 

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

7. Recognizes inconsequential 
behavior and responds 
accordingly.   

    

8. Endeavors to identify and 
resolve  

    

 
 
III.  INTERPERSONAL RELATIONSHIPS  

A. WORKS COOPERATIVELY WITH ADMINISTRATION  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Demonstrates an attitude of 
cooperation with 
administration.  

    

2. Supports administrative 
policies.  

    

3. Avoids discussing 
disagreements with 
administration/faculty in 
presence of students/parents. 

    

4. Enforces local and diocesan 
regulations and policies. 

    

5. Consults with appropriate 
personnel regarding 
professional planning 
responsibilities.  

    

6. Gives serious consideration to 
administrative suggestions for 
improvement.  

    

7. Informs principal of 
significant activities/problems 
which may have school-wide 
of administrative effects or 
repercussions.  
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B. WORKS AS A TEAM MEMBER WITH EDUCATIONAL S TAFF. 
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Works cooperatively with 
colleagues in planning and 
instructional activities which 
reflect the best interest of the 
students.   

    

2. Shares ideas, materials and 
methods with educational 
staff.  

    

3. Makes appropriate use of 
student referral services.  

    

4. Participates in staff projects.      

5. Is considerate of other staff 
members in planning and 
implementing projects, etc.  

    

6. Expresses positive 
encouragement of others.  

    

7. Shows appreciation for 
unique contributions of each 
staff member. 

    

8. R espects the individualôs 
right to hold differing views.  

    

9. Uses effective active-listening 
skills.  

    

 
 

C. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONS WITH 
STUDENT.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Demonstrates respect, 
understanding and acceptance 
of each student.  

    

2. Promotes positive self-
concept in students.  

    

3. Makes an effort to know each 
student as an individual.  

    

4. Interacts with students in a 
mutually respectful, friendly, 
just and professional manner.  

    

5. Gives constructive criticism 
and praise.  

    

6. Is reasonably available to 
students.  
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C. DEMONSTRATES 
POSITIVE 
INTERPERSONAL 
RELATIONS WITH 
STUDENT (cont.) 

 
DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

7. Uses discretion in handling 
difficult situations.  

    

8. R ecognizes that a  studentôs 
emotional well-being affects 
learning potential.   

    

9. Encourages students to 
develop to their full potential. 

    

10. Displays effective active 
listening skills.  

    

11. R espects studentsô right to 
hold different views.  

    

12. Creates a classroom climate 
which encourages mutual 
respect.  

    

13. Shows sensitivity to physical 
development and special 
health needs of students.  

    

 
 
 

D. MAINTAINS POSITIVE INTERPERSONAL RELATIONS WITH 
PARENTS AND OTHER MEMBERS OF THE SCHOOL COMMUNITY.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Gives evidence of respect for 
parents as co-educators.   

    

2. Cooperates with parents in the 
best interest of the student.  

    

3. Provides a climate which 
initiates and invites 
communication with parents.  

    

4. Communicates clearly, 
accurately, professionally, 
and consistently with parents.  

    

5. Informs parents of students in 
academic or disciplinary 
difficulty within a reasonable 
length of time.  

    

6. Is courteous and helpful to 
parents.  
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D. DEMONSTRATES 
POSITIVE 
INTERPERSONAL 
RELATIONS WITH 
PARENTS AND OTHER 
MEMBERS OF THE 
SCHOOL COMMUNITY. 
(cont.) 

DESCRIPTORS 

Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

7. Gives serious consideration 
and appropriate action to 
parental comments and 
criticism.  

    

8. Participates actively in school 
sponsored parent 
meetings/programs.  

    

9. Promotes a positive image of 
the school in the community.  

    

10. Uses discretion in handling 
sensitive and/or confidential 
information.  

    

11. Displays effective active 
listening skills.  

    

 
 
IV.  PROFESSIONAL RESPONSIBILITIES AND GROWTH  

A. MAINTAINS PROFESSIONAL MANNER IN CLASSROOM AND OTHER 
SCHOOL RELATED SETTINGS.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Demonstrates personal self 
discipline.  

    

2. Is adaptable and flexible n 
most routine and unexpected 
situations.  

    

3. Uses good judgment in daily 
encounters.  

    

4. Uses voice effectively.     

5. Demonstrates an appropriate 
sense of humor.   

    

6. Uses oral and written 
language correctly.  

    

7. Maintains a professional 
appearance in dress and 
grooming.  
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B. DEMONSTRATES A SENSE OF PROFESSIONAL RESPONSIBILITY.  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Is regular and punctual in 
attendance according to local 
policy. 

    

2. Is punctual and accurate in 
performance of duties.  

    

3. Abides by policies of school 
concerning notification of 
absences or tardiness.  

    

4. Provides written lesson plans 
and materials for substitute in 
case of absence.  

    

5. Maintains student records 
accurately, neatly and up-to-
date.  

    

6. Demonstrates effective 
organizational skills. 

    

7. Handles confidential 
information ethically and 
discreetly.  

    

8. Adheres to local school 
policies as defined in the 
faculty handbook.  

    

9. Exercises responsibility for 
student management at all 
times on school property and 
at all school-related activities.  

    

10. Selects appropriate chain of 
command for resolving 
problems/concerns.  

    

11. Keeps personal 
interest/problems separate 
from professional 
responsibilities and duties.  

    

12. Recognizes and deals 
effectively with crisis issues 
and situations.  
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C. ACTIVELY AND COOPER ATIVELY PARTICIPATES IN RESPONDING 

TO TOTAL SCHOOL NEEDS.  
DESCRIPTORS Acceptable Acceptable 

With 
Deficiencies 

Unacceptable COMMENTS  

1. Performs all duties as 
assigned.  

    

2. Participates in designing 
curriculum goals and 
objectives.  

    

3. Participates in self -study and 
evaluation activities.  

    

4. Participates in developing and 
maintaining a learning 
atmosphere in the school.  

    

5. Participates in the 
development and 
implementation of school 
related programs and projects.  

    

6. Participates in formulating 
and implementing diocesan 
and local school policies and 
regulations.  

    

7. Shares the responsibility of 
extra-curricular activities.  

    

 
 

D. KEEPS ABREAST OF DEVELOPMENT IN CURRICULUM AND THE 
LEARNING PROCESS.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Reads professional materials.      
2. Participates in professional 

organizations.  
    

3. Participates in 
workshop/services and 
continued education.  

    

4. Demonstrates a willingness to 
learn and implement current 
educational techniques, 
practices, and processes.  

    

5. Demonstrates a willingness to 
learn and implement the use 
of current technology as 
applied to education.  
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E. INTERACTS WITH COLLEAGUES TO FURTHER PROFESSIONAL 
GROWTH.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Seeks advice and help of 
colleagues.  

    

2. Takes active role in faculty 
meetings and inservice 
programs.  

    

3. Shares professional expertise 
with other staff members.  

    

 
 

F. TAKES ADVANTAGE OF OPPORTUNITIES TO FURTHER 
PROFESSIONAL GROWTH.  

DESCRIPTORS Acceptable Acceptable 
With 

Deficiencies 

Unacceptable COMMENTS  

1. Takes advantage of 
community, diocesan and 
local school resources.  

    

2. Seeks input and feedback 
from colleagues, parents and 
students and responds in an 
appropriate manner to 
constructive criticism.  

    

3. Actively participates in the 
Diocesan Teacher 
Professional Growth and 
Evaluation Process.  
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TEACHER SUMMATIVE REPORT (cont.)  
(Form C) 

 
 
COMMENTS:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
N.B.  The signatures of the teacher and principal indicate that the contents of this report have been discussed in a conference.  If 
desired, the teacher may write comments or a response on a separate sheet which will be attached to this report.  
 
 
 
_________________________________________________          ________________________ 
Signature of Teacher       Date 
 
______________________________________________________          ________________________ 
Signature of Principal        Date 
 
 
cc: Teacher 
 T eacherôs file at the school 
 Diocesan School Office 
 
 
 

(T his form  is to be com pleted annually during the first tw o years of teacherôs em ploym ent at this school; in alternate 
years for all other teachers.)  

 


