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Clovis Municipal Schools Cooperative Professional Development Plan 

The Clovis Municipal Schools believe that good professional staff development is essential to 

effective schools. Improvement in the professional skills of staff leads to improved student 

achievement.  

This program, based largely on the research of Allan Glatthorn and Thomas McGreal, integrates 

the processes of supervision and professional development into a differentiated system that is 

individualized to suit professional staff and school district needs. The Cooperative Professional 

Development Plan shall serve as the plan for evaluation. 

Assumptions 

The Cooperative Professional Development model is based on several assumptions: 

1. Most professional educators want to be as good as they can be at what they do. 

2. Very few, if any, of us have reached our pinnacle and therefore can improve our 

performance. 

3. The common element in both supervision and professional development is 

improvement. As such, effective supervision can stimulate and direct professional development, 

thereby improving performance. 

4. Professional staff evaluation is a critical function of school administration, but it should 

be perceived as a function distinct from supervision. 

5. Professional staff should be actively involved in selecting the kind of supervision they 

receive. Through options for professional development, the very different needs of staff are 

better met. 

It is this last assumption that forms the central thesis of the Cooperative Professional 

Development Model. That is, just as we expect teachers to individualize instruction to improve 

student learning, so should we expect schools to individualize supervision and professional 

development opportunities to improve teaching. 

 

The Clovis Municipal School’s model of Cooperative Professional Development is based on this 

system of differentiated supervision. Every professional educator and his or her supervisor shall 

establish an annual Professional Development Plan (PDP). The differentiated system of 

supervision and cooperative professional development is intended not only to give choices to 

staff; it is also designed to provide choices to the school district. Therefore, collaboration will 

occur between the staff member and the administrator when setting and modifying professional 

goals. 

 

Each year, a process of observations, data collection, and feedback regarding performance will 

occur.  All certified teaching staff will participate in an annual summative evaluation process as 



 

3 

 

mandated through the CANVAS/ELEVATE NM EDUCATOR EVALUATION SYSTEM.  

 

Certified, non-teaching staff will be on a summative cycle of supervision at the end of each 

three-year period, documented with Appendix D. Certified, non-teaching staff will receive 

progressive documentation of employee performance (Appendix D-1) during their off-cycle 

years.   

A Comment About Staff Evaluation 

It is important to emphasize that this program is a system of supervision and cooperative 

professional development. The focus is on improving instruction, thereby improving student 

performance. Holding staff accountable for such things as adherence to school policy, 

interpersonal relationships, and curriculum compliance will be handled by regular administrative 

mechanisms.  

All employees are subject to administrative monitoring every year.  Supervisors and district 

office administrators will be responsible for the monitoring process.  It is expected that 

administrators will observe staff members on a regular basis in the area of their assigned 

responsibilities.  Employees should be provided written feedback within ten days following 

evaluative observations.  There may be instances of notable behavior that the administration 

deems significant enough to record in the form of a letter of commendation or reprimand.  In 

these instances, the letter may be placed in the employee’s personnel file and may be used in the 

evaluation process. 

 

THE PROFESSIONAL DEVELOPMENT PLAN OVERVIEW 

Each professional staff member and his or her school principal/supervisor shall establish an 

annual Professional Development Plan (PDP) for the employee.  This shall be done on a formal 

basis for teachers, certified librarians, and instructional coaches and on an informal basis for all 

other staff.  The PDP must be written as SMART goals, having measurable objectives based on 

the competencies and performance indicators associated with a given job description, and it will 

target specific areas for professional development.  All professional development has one 

ultimate goal:  to improve student learning.  In the event a professional staff member is placed 

on a Professional Growth Plan (PGP) as a result of performance deficiency, the PGP will be 

completed in place of the PDP.  A professional staff member will not be expected to 

simultaneously complete both a PDP and a PGP. 

Evaluation for different purposes requires different procedures.  The 3-Tier Licensure and 

Performance Evaluation System emphasizes professional growth through differentiated 

indicators that are reflective of competency levels and the creation of individual Professional 

Development Plans. 

Each of the three levels of license has nine common competencies with differentiation occurring 

through license level-specific performance indicators.  Additionally, teachers are evaluated 

annually according to the CANVAS/ELEVATE NM EDUCATOR EVALUATION SYSTEM. 

The performance evaluation system will indicate an employee’s proficiency in these license 

level-specific performance indicators and competencies.  
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Guideline for Design and Evaluation of the PDP: 
By the 40th day of school, the employee and the supervisor will establish a PDP.  

● The plan must identify one or more measurable objectives. 

● The measurable objectives must be based on the competencies and performance 

indicators as determined by the employee and the school principal/supervisor.  It is not necessary 

to address all nine competencies in a single year. 

● The PDP may include multi-year measurable objectives and a plan to annually review the 

progress toward meeting measurable objectives. 

The PDP should include measures for determining progress, at regular intervals, toward meeting 

the goals. Each teacher, certified librarian, instructional coach, and any other certified non-

teaching employee is required to write a formal PDP.  All other staff members will complete 

the process on an informal basis with their immediate supervisor/principal.     

Once the employee and their respective supervisors have established the measurable objectives 

and goals, both parties should collaboratively develop a clearly written plan to include the 

following: 

1. Goals including competencies and indicators to be addressed; 

2. Action plan including resources, timelines, and measures; 

3. Observable results; and 

4. A written reflection including an analysis of student achievement and learning growth. 

Before the end of the school year, each employee and their supervisor will meet to assess how 

well the PDP was carried out and the extent to which measurable objectives were achieved.  

Additional PDP Guidelines for Teachers: 

The PDP process shall be differentiated for level of licensure to meet the varied needs of 

employees at each level. 

Level I License PDP Guidelines 

The Level I license PDP process should have a structured focus on feedback and support 

regarding the teacher’s performance on the nine teacher competencies during the first three years 

of the teacher’s career.  This focus should include the active involvement of a mentor teacher in 

the PDP process. 

The Level I license PDP sources of information for developing the PDP may include, in addition 

to other sources: previous annual evaluation, classroom observation notes, student achievement 

data (multiple measures), instructional artifacts, school/district initiative(s), parent and/or student 

surveys, and teacher accomplishments. 

The Level I License PDP goals should focus on performance areas associated with beginning 

teachers to include classroom based issues such as student diversity, motivation, and 

achievement; student developmental needs, such as relationships with peers, students, and 

parents; development of teacher’s content are knowledge; and classroom management skills and 
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techniques. 

The Level I License PDP goals should focus on the teacher’s efforts during the third year to 

develop a Professional Development Dossier (PDD) for advancement towards a Level II license. 

 

Level II License PDP Guidelines 

The Level II license PDP process may have multi-year objectives and have an option for a 

collaborative PDP with a colleague. 

The Level II license PDP process may also address, after three years of experience as a Level II 

licensed teacher, the teacher’s efforts to develop a Professional Development Dossier (PDD) for 

advancement to a Level III license. 

The Level II license PDP sources of information for developing the PDP may include all sources 

listed in Level I and, in addition, other sources such as:  curriculum documents (lesson plan/unit 

plans); professional development experiences (conferences, seminars, workshops, and courses); 

and information pertaining to education/content area research (professional journals, conference 

information, professional organizational newsletters, recent research, books, and other 

ideas/opportunities) 

The Level II License PDP goals should address areas associated with more experienced teachers 

such as, among other goals, collection and application of longitudinal classroom data action 

research to improve the learning of all students; progress towards completion of a formal 

academic program leading to a masters degree; enriching or extending the curriculum; 

development of classroom or teaching materials; and enhancement of instructional strategies and 

student assessments. 

Level III License PDP Guidelines 

The Level III License PDP Process should empower the teacher’s self-directed development of 

the PDP, allow for multi-year objectives, and have an option for a collaborative PDP with a 

colleague. 

The Level III License PDP sources of information for developing the PDP may include all 

sources listed in Level I and Level II and should include self-assessment information. 

The Level III License PDP goals should focus on, among other things, demonstration of students 

taking responsibility for their own learning; integration of multiple source data to inform teacher 

practice; taking leadership roles in the improvement of instruction at the local, state, or national 

levels; and conducting action research to improve the learning of all students. 

IMPLEMENTATION GUIDELINES 

COOPERATIVE PROFESSIONAL DEVELOPMENT 
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General Guidelines 

1. The program shall be implemented and continued on an on-going basis subject to annual 

review. 

2. The Employee Services Dept. shall be assigned the major administrative responsibility for 

program operation. 

3. Necessary funds, time, and training shall be considered in preparation of the annual budget. 

4. By the 40th day of school, a professional development plan will be collaboratively 

established by the staff member and the supervisor.  This process must include a conference.  

The plan may be set as early as March 1 of the prior year, but final revisions must be complete 

by the 40th day of school.   Licensed staff employed after the 20th day of school shall 

collaboratively establish their goals within one month after their employment date. 

 5. It will be the supervisor’s responsibility to monitor all professional development activities 

of his/her respective staff. 

6. Professional development is an ongoing process, and continual feedback about progress  

 being made toward goals should occur between the licensed staff member and his/her  

  supervisor throughout the school year. As a culminating activity, staff members will  

  present their professional growth results to their supervisor at the spring evaluation  

  conference.  PDP results must be documented in a one-page reflection of the growth  

  experience.  Data regarding assessment results may be included within the body of the  

  reflection paper. 

  7. Employees who demonstrate unsatisfactory work performance may be placed on a 

Professional Growth Plan (PGP).  Certified, non-teaching employees who demonstrate 

unsatisfactory work performance shall remain on the summative cycle until work performance is 

noted as satisfactory.  Supervisors may complete an evaluation of an employee at any time, 

regardless as to whether or not the employee is on the summative cycle of supervision. Anytime 

during the year, the supervisor may establish an intervention program as is seen necessary for 

employees observed as having unsatisfactory work performance.  Certified teaching staff who 

meet deficiency criteria set by the New Mexico Public Education Department on the final 

summative report of the CANVAS/ELEVATE NM EVALUATION SYSTEM will be placed on 

a Professional Growth Plan for a period of ninety days.  Certified teaching staff may also be 

placed on a Professional Growth plan at any time based on unsatisfactory work performance as 

determined by the building administrator.  The PGP will be completed in place of the PDP.  

They will NOT be completed simultaneously. 

 

EVALUATION OF PROFESSIONAL STAFF MEMBERS 

Purpose 

 

The purpose of evaluation shall be the improvement of performance.  Such a process, to achieve 

the greater measure of success, shall be predicated on the assumption that the evaluation will be 
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a cooperative procedure, with the evaluator and the employee having full knowledge of the 

criteria, process, and results. 

 

The following statements give more specific purposes for evaluation: 

 

● Evaluations determine how well the objectives held by the school are being carried out.  

The success of the educational program is dependent upon the quality of classroom instruction, 

supervision, and administration. 

 

● Evaluations provide the basis for motivation and for self-improvement, permitting 

personnel to be aware of their strengths and weaknesses in order to improve. 

 

● Evaluations provide a basis for planning professional development and supervisory 

activities.  Such activities can be most effective when they are based upon clear evidence of need 

as shown by evaluation studies. 

 

● Evaluations provide the basis for administrative decisions.  Such decisions may include 

the employment of personnel, assignment, promotion, demotion, or termination. 

 

● Evaluations aid in determining satisfactory or unsatisfactory performance. 

 

Observations or visitations shall be made to document the employee demonstration of the 

standards and competencies set forth by the State, the Secretary of Public Education and the 

Board.  No evaluation report shall be placed in an employee’s record without review and 

discussion between the employee and the employee’s supervisor.  An employee in disagreement 

with the contents of the evaluation report may submit a written rebuttal to be attached to the 

report and kept on file. 

Evaluators 

The Superintendent shall designate the evaluators.  The evaluator shall be responsible for the 

final and official statement of evaluation, which shall be in writing, with a copy transmitted to 

the employee within ten working days after completion of the evaluation. 

The District is responsible for an in-service training program for evaluators.  This program shall 

incorporate classroom observation techniques, conference skills, and growth planning.  

Evaluators shall attend a training program to improve their evaluation, administrative, and 

instructional leadership skills at least every two years. 

CPDP CRITERIA & PROCEDURAL STEPS FOR EVALUATION 

1.  An annual evaluation orientation must be held to assure all participants understand the 

purpose of and criteria for performance evaluation.  The orientation must address the 

competencies and indicators for each level of licensure, and the role of the Cooperative 

Professional Development Plan in the Performance Evaluation System.  The orientation must 
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also include an overview of the process whereby observations will be made and performance 

data collected, the forms to be used, and the timeline for completion. 

 

2. All professional development must have prior approval of the employee’s immediate 

supervisor.  The professional development plan must address one of the following areas: 

 a. District Strategic Plan//90-Day Plan 

 b. School/Department Site Plan/90-Day Plan 

 c. Compliance with law (e.g., waiver, professional licensure) 

3. Employees should inform the principal at least one year in advance of intentions to 

advance to a Level III license to provide sufficient time for both the teacher and the supervisor to 

complete Professional Development Dossier requirements. 

4. The PDP must be in writing (Appendix B), have measurable objectives, provide 

assurance that a teacher is highly qualified in the core academic subjects taught (6.69.4.8.D and 

6.69.4.10. B & C) and be based on: 

● The competencies and indicators for each licensure level 

● The previous year’s annual evaluation (if applicable). 

5. Supporting documentation of the professional development plan will be kept in the 

employee’s personnel file at the building/department level and will be monitored by the 

immediate supervisor.  

6. During the year, the supervisor must complete a Summative Evaluation (Appendix D) for 

each Certified, non-teaching employee on the summative cycle of supervision.  At the end of 

each school year, the supervisor will also complete progressive documentation of employee 

performance (Appendix D-1) for those who are off-cycle.  Appendices D &  

D-1 will be filed in the District Personnel Office.  Documentation will also be kept at the site 

level.  The summary record will be subject to monitoring during regular accreditation visits and 

by the district superintendent or his/her designee.    

7.   All certified teaching staff will be evaluated in accordance with the timelines and 

procedures detailed in the CANVAS/ELEVATE NM EDUCATOR EVALUATION SYSTEM.  

8. In addition to observations, additional forms of data will assure a valid assessment of 

each teacher’s ability to demonstrate the competencies.  The following list provides a variety of 

options for collecting data: 

● Review of videotape; 

● Written documentation of activities; 

● Locally developed survey of staff, students, and/or parents 

● Review of student work and performance 

● Review of the teacher’s contribution to the school’s vision, mission, and outcomes; 

● Portfolios 

● Information gained through peer observation and/or coaching; 
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● Anecdotal records; 

● Reflective journals;  

● Self-evaluations; 

● Instructional artifacts; 

● Other formats.  (See Suggested Methods of Professional Growth for additional 

recommendations.) 

9. Observations shall be spaced and of sufficient durations so as to ensure that the 

evaluators have an opportunity to grasp an overall concept of a person’s performance over a full 

schedule and may be made at the discretion of the administrator.  Observations may or may not 

involve a pre- and/or post- conference. 

10. Licensed non-teaching employees with less than three complete years of experience will 

be on the summative cycle of evaluation each year.  Licensed non-teaching employees with three 

or more years of experience will be on the summative cycle of supervision at least every three 

years.  Individuals with three or more years of experience, who transfer into a new position, will 

be on the summative cycle of supervision for at least one year. 

11. A copy of the written evaluation shall be transmitted to the employee within ten days 

after the corresponding observation, and a copy shall be retained for the supervisor’s file. The 

original, signed copy shall be placed in the employee’s personnel file and made available to 

authorized District officers and employees.  The employee’s signature shall not mean 

concurrence.  The employee shall be allowed ten days to write and submit any comments, which 

shall be attached to the evaluation.  All evaluations shall remain confidential. 

12. Employees are not required to earn any specific number of college credits per year unless 

they are seeking an advanced degree, alternative certification, or additional endorsement as part 

of their Professional Development Plan.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

10 

 

 

 

 

 

Timeline for  

CERTIFIED TEACHING STAFF  

 (All required appendix/forms attached to hyperlink below) 
http://www.clovis-schools.org/Employees/Human_Resources/certified_cpdp.html 

 

 

● By Aug. 20, Evaluation procedures shall be reviewed at each school.  Any teacher 

hired after the initial orientation shall receive an individual orientation.  (Supervisor 

completes Appendix A, a notification to each certified teaching staff member informing 
that they ARE on the cycle of evaluation for the year.) *All certified teaching staff who 

are evaluated in Canvas/Elevate NM will be evaluated EVERY year. 

● By Aug. 20, Administrator provides the CMS Employee Services Dept. with a list 

of staff members on the summative cycle of supervision.  (Supervisor completes 

Appendix A-1, a list of Certified Staff who are on the cycle for the year) *All certified 

teaching staff who are evaluated in Canvas/Elevate NM will be listed on the Appendix A-
1. 

● By Sept. 8, Administrator assures that all teachers have viewed the Canvas 

platform introduction for teachers. (Can do as a group as PD). This introductory video is 

on the Canvas Platform under “Courses”. 

● By Sept. 17, Walkthrough #1 completed by administrator in Canvas/Elevate NM 

● By Oct. 1, (Or the 40th day of school) Staff member completes BOY Self-

Reflection and goals in Canvas/Elevate NM. 

● By Oct. 15, Administrator scores and provides feedback to each teacher re. 

teacher’s BOY Self-Reflection and goals in Canvas/Elevate NM.  

● By Dec. 17,  Observation #1 (Element 2 and 3) completed for teachers in 

Canvas/Elevate NM and scores and feedback provided to teachers 

● By Dec. 20, Post-Observation Reflection completed by teachers in Canvas/Elevate 

NM 

* In accordance with Canvas/Elevate NM deadlines and processes, supervisors observe 

and complete written evaluations for each certified teacher.  Written feedback of each 

http://www.clovis-schools.org/Employees/Human_Resources/certified_cpdp.html
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observation/evaluation is provided to the employee within ten days of the observation.  If 

unsatisfactory work performance is indicated pursuant to the evaluation, a professional 

growth plan is prepared to allow correction of the work performance.  Initiation of the 
growth plan may occur at any time as deemed appropriate by the supervisor.  However, a 

mandatory growth plan must be initiated for a period of ninety days for any teacher rated 

Minimally Effective or Ineffective on the annual Summative Evaluation.   

● Jan. 11, Growth Plans updated 

● By Jan. 28, Walkthrough #2 completed for all teachers in Canvas/Elevate NM 

● By Feb. 11, Lesson Plan (Element 1) uploaded in Canvas/Elevate NM 

● By Feb. 25, Element 1 scores and feedback completed in Canvas/Elevate NM 

● By March 25,  Observation #2 (Level one teachers only or admin. discretion). 

Scores and feedback provided 

● By March 28, Post-Observation reflection by teacher in Canvas/Elevate NM  

● By April 1, Administrator determines if the employee is performing the essential 

competencies.  (Appendix E is completed by the principal and sent to the Personnel 

Office.) 

● By April 1, Administrator completes additional evaluation and holds a spring 

conference for any employee with unsatisfactory work performance. 

● By April 22, Teachers upload artifacts for Element 4 and complete EOY 

Reflection on PDP and upload in Canvas/Elevate NM 

● By May 6, Element 4-scored and feedback provided. Teacher’s EOY PDP is 
scored and the supervisor holds a culminating spring evaluation conference with each 

employee.   

*At least fourteen days prior to the last day of the school year, the Board shall authorize, 

as necessary, and send notice to employees who will be terminated.  A copy of any 

documentation pertinent to the termination may be included in the written notice of 
intention not to reemploy.  This written notice of termination shall be delivered 

personally or sent by registered or certified mail to the teacher’s place of residence, as 

recorded in the District’s records.  Within ten days of a request from the employee, the 

Superintendent shall provide the reason(s) for the decision to terminate.  

● By May 13, Walkthrough #3 completed for all teachers in Canvas/Elevate NM 
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● May 20, Summative Report generated automatically through Canvas, signed by 

teacher with a copy given to teacher and copy to be placed in file. 

 

 

 
 

 

Descriptions of Teacher Competence for Level I Licensure 
Strand A:  Instruction (Competencies 1, 2, and 5) 

Competency 1.  The teacher accurately demonstrates knowledge of the content area and approved 

curriculum 

Competent Level I teachers use the state standards and the approved curriculum as the basis of 

instructional planning.   In classroom instruction, they communicate content knowledge, learning goals, 

directions and procedures.  In communication and interactions related to content, their spoken language is 

clear and standard, and written language is legible. They use vocabulary correctly for the content and the 

age of students.  They are able to display content knowledge to students and make connections to other 

disciplines.     

 

Competency 2.  The teacher appropriately utilizes a variety of teaching methods and resources for 

each area taught. 

Competent Level I teachers choose strategies and resources that are aligned with the standards, curriculum, 

assessment, and needs of students.  During classroom instruction, they provide opportunities for students 

to work independently, in small groups, and in large groups.  They use a variety of methods (such as 

demonstrations, lectures, student initiated work, group work, questioning, and independent practice).  

Their instructional strategies draw from a variety of resources, such as field trips, supplemental printed 

materials, manipulatives, and technology.   They provide opportunities for students to apply, practice, and 

demonstrate knowledge and skills learned through various modalities.  To meet individual student needs, 

they implement necessary modifications and adaptations in instruction and curriculum.  Their students 

with special needs (including English language learners, those who receive special education services, 

those who are gifted and talented, and those with diverse cultural backgrounds) have access to the general 

education curriculum, in the least restrictive environment for students with disabilities. 

 

Competency 5.  The teacher effectively utilizes student assessment techniques and procedures. 

In the classrooms of competent Level I teachers, assessment and instruction are aligned and based on 

content standards and the developmental levels of students.   These teachers have a repertoire of various 

kinds of assessment tools and strategies (e.g., demonstration, observation, oral, written) that serve both 

formative and summative purposes.  Within their teaching, they use information gained from assessment 

to adjust lesson plans, activities, and instruction.  They maintain varied documentation of student 

progress, such as student attendance, assignments, varied assessments, and behavior.  They use 
assessment to gauge a lesson’s effectiveness and the extent to which students achieve instructional goals.  

They also encourage students to use assessments to improve their knowledge and skills.   In order to 
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foster understanding of assessment use and evaluation procedures, these teachers adhere to the school’s 

required procedures for communicating with parents/caregivers and students about student progress.  

Their responses to concerns about student progress are consistent and delivered in a timely manner.     

 

Strand B:  Student Learning (Competencies 3, 4, 6 and 7) 

Competency 3.  The teacher communicates with and obtains feedback from students in a manner 

that enhances student learning and understanding. 

Competent Level I teachers explain the relevance of topics and communicate the instructional intent, 

directions, or plan to their students.  They explain the standard for successful achievement so that students 

can articulate the criteria for successful performance.  They are clear with their actions, directions, and 

explanations.  They request comments from and communicate regularly with students about their 

progress.                       

 

Competency 4.  The teacher comprehends the principles of student growth, development, and 

learning, and applies them appropriately. 

Competent Level I teachers’ questioning skills and discussion techniques are a mix of recitation and 

higher level thinking appropriate to the age and developmental level of students.  They ask some 

questions that are intended to expand students’ understanding of the concepts.  Their instruction provides 

opportunities for students to analyze and synthesize information.  They also use various strategies, 

materials, and resources to meet the needs of individual students.   

 

Competency 6.  The teacher manages the educational setting in a manner that promotes positive 

student behavior and a safe and healthy environment.  

Competent Level I teachers serve as models for constructive behavior for their students.  They identify, 

explain, and/or model expected classroom behavior.  They enforce expectations and respond to disruptive 

behavior appropriately.  They have established routines and procedures for students to follow during class 

instruction.  They strive to make smooth transitions between activities.  On the whole, use of clearly 

established routines and procedures in the classrooms of competent Level I teachers minimizes 

distractions and interruptions.  In addition, they have materials ready for planned lessons and activities.  

In spite of their careful planning, however, some instructional time may be lost in materials 

mismanagement as they experiment with new strategies and grow in understanding and experience in 

effective management of the educational setting.  As a result of continual efforts to apply effective 

strategies for instructional organization and management, they establish a classroom environment in 

which students feel safe.  Competent Level I teachers pay attention to student health and well-being.   

 

Competency 7.  The teacher recognizes student diversity and creates an atmosphere conducive to 

the promotion of positive student involvement and self-concept. 

Competent Level I teachers demonstrate sensitivity and responsiveness to the personal ideas, learning needs, 

interests, and feelings, of students with disabilities and/or from culturally, linguistically, and/or socioeconomically 

diverse backgrounds. They demonstrate respect for each student’s background, experience, learning abilities, 

language, and culture.  They communicate with students about their achievement outcomes, and recognize student 

achievement can vary from one student to another.  They set appropriate expectations for students.  They also find 
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effective instructional and assessment strategies to meet individual students’ needs and interests and provide 

opportunities for each student to succeed.  Their instructional practice shows progress over time in varying 

instruction and engaging students in active involvement and creativity.  They monitor students’ behavior but also 

make efforts to involve students in decisions about the learning process and classroom climate when 
opportunities arise.   

Strand C: Professional Learning (Competencies 8 and 9) 

Competency 8. The teacher demonstrates a willingness to examine and implement change, as 

appropriate. 

Competent Level I teachers seek out information on methodology, research and current trends in 

education to enhance and improve the quality of learning.  They use this information in building their 

annual professional development plans.  They demonstrate or implement use of a variety of strategies and 

best practices in their classrooms, resulting in student engagement.  As they examine their practice, 

competent Level I teachers are willing to risk change and refine practice.  They recognize that change 

entails risk, but begin to make changes or modifications as appropriate.       

 

Competency 9.  The teacher works productively with colleagues, parents, and community 

members. 

Competent Level I teachers maintain professional communication with colleagues in developing and 

implementing decisions made at the team or school level.  They adhere to school requirements for 

communicating with parents/caregivers about the instructional program.  When conflict arises, competent 

Level I teachers attempt to use conflict resolution strategies.  They are beginning to learn about resources 

that the parents and the community have to offer.   

Descriptions of Teacher Competence for Level II Licensure 
  Strand A:  Instruction (Competencies 1, 2, and 5) 

Competency 1.  The teacher accurately demonstrates knowledge of the content area and approved 

curriculum 

Competent Level II teachers expand on the state standards and the approved curriculum to make them 

more relevant for students.  During instructional activities, they clearly communicate content knowledge, 

learning goals, directions, and procedures accurately and in substantive detail.  Their vocabulary and 

written language are clear and at an appropriate level. They recognize when students are confused about 
directions or performance criteria, and they clarify their communication accordingly.  On the whole, 

competent Level II teachers’ representations of content are suitable for their students’ learning needs and 

provide students with connections to their prior knowledge and experiences.  These teachers display solid 

content knowledge and find ways to integrate other disciplines into the curriculum when appropriate. 

 

Competency 2.  The teacher appropriately utilizes a variety of teaching methods and resources for 

each area taught. 
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Competent Level II teachers’ choices of strategies and resources are aligned with the standards, 

curriculum, assessment, and diverse needs of students and result in coherent instructional design.   These 

teachers use large group, small group, and independent student learning experiences and a variety of 

teaching methods (such as demonstrations, lectures, student initiated work, group work, question, and 

independent practice) that are suitable to students’ needs and instructional goals.  In order to support 

student progress towards varied goals, they consistently select and put to use relevant and suitable 

curricular resources.  They provide opportunities for students to apply, practice, and demonstrate 

knowledge in the learning styles and modalities that best fit them. They also design and implement 

necessary modifications and adaptations in instruction and curriculum. On the whole, competent Level II 

teachers routinely adapt strategies and select particular resources to meet the needs of individual students.  

Students with special needs (including English language learners, those who receive special education 

services, those who are gifted and talented, and those with diverse cultural backgrounds) have access to 

the general education curriculum, in the least restrictive environment for students with disabilities.                                                         

 

Competency 5.  The teacher effectively utilizes student assessment techniques and procedures. 

In the classrooms of competent Level II teachers, assessment and instruction are aligned and based on 

content standards and the developmental levels of students.  During instruction, these teachers provide 

multiple ways (such as demonstration, observation, oral, written) for students to demonstrate their 

knowledge and skills.  In the main, competent Level II teachers use assessment data to improve future 

learning for individuals and groups.  They use both formative and summative assessment data to gauge a 

lesson’s effectiveness and the extent to which students achieve instructional goals.  Their students clearly 

understand the teachers’ systems for documenting information on student attendance, assignments, 

assessment, behavior, and achievement. In order to foster understanding of assessment use and evaluation 

procedures, teachers communicate with parents/caregivers and students about students’ progress on a 

regular, timely and consistent basis.  These teachers respond appropriately to concerns about progress 

expressed by students and parents/caregivers.     

Strand B:  Student Learning (Competencies 3, 4, 6 and 7) 

Competency 3.  The teacher communicates with and obtains feedback from students in a manner 

that enhances student learning and understanding. 

Competent Level II teachers explain the relevance of topics to their students and communicate the 

instructional intent, directions, or plan.  They expect and explain clearly a high standard for successful 

achievement.  During instruction, they are clear in their actions, directions, and explanations and checks 

for understanding.    They use a variety of approaches, including peer and student assessment, to ensure 

clarity about their actions, directions, and explanations to further student understanding and learning.  In 

order to reinforce what they are teaching, competent Level II teachers communicate regularly with 

students about their progress and offer suggestions to improve students’ understanding and learning.                    

 

Competency 4.  The teacher comprehends the principles of student growth, development, and 

learning, and applies them appropriately. 

Competent Level II teachers consistently integrate age and developmentally appropriate higher level 

thinking skills into instruction to deepen understanding of content and to develop student skills in problem 

solving, inquiry and decision-making. Their questioning skills and discussion techniques are 
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predominantly based on multiple levels of thinking.  They regularly ask questions that are intended to 

expand students’ understanding of the concepts.  They provide frequent opportunities for students to 

analyze and synthesize information.  Additionally, they adapt strategies and select particular materials, and 

resources to meet the needs of individual students.   

 

Competency 6.  The teacher manages the educational setting in a manner that promotes positive 

student behavior and a safe and healthy environment.  

Competent Level II teachers identify, explain, and model constructive behavior patterns.  They establish 

and reinforce expectations for student behaviors that promote citizenship in a classroom community.  They 

monitor student behaviors and redirect them.  They consistently enforce expectations and respond 

appropriately to disruptive behavior.  They establish routines and procedures so that little instructional 

time is lost.  Throughout instructional activities, transitions occur smoothly, and momentum is maintained 

during transitions, distractions, and interruptions.  To ensure these smooth transitions, competent Level II 

teachers consistently prepare and arrange materials in advance of instruction for easy student and teacher 

accessibility.  Instructional time remains focused on instruction during materials distribution and use.  

These teachers consistently provide a safe classroom environment for learning.  They regularly attend to 

the health and well-being of students.     

 

Competency 7.  The teacher recognizes student diversity and creates an atmosphere conducive to the 

promotion of positive student involvement and self-concept. 

Competent Level II teachers acknowledge and validate the ideas, learning needs, interests, and feelings of 

students with disabilities and/or from culturally, linguistically, and/or socio-economically diverse 

backgrounds.  They respect different student backgrounds, experiences, learning abilities, languages and 

cultures and consider these factors when planning and implementing lessons.  They understand how 

students differ in their approaches to learning and adjust instruction accordingly.  They challenge students 

with high expectations and design opportunities for each student to succeed based on individual learning 

needs.  What’s more, they provide students with the support they need to achieve at high levels.  On the 

whole, competent Level II teachers create an inclusive, caring environment in which each individual is 

respected and valued, and they work to help develop students’ self-esteem, motivation, and sense of civic 

responsibility.     

Strand C: Professional Learning (Competencies 8 and 9) 

Competency 8. The teacher demonstrates a willingness to examine and implement change, as 

appropriate. 

Competent Level II teachers consistently seek out information on methodology, research and current 

trends in education to enhance and improve the quality of learning.  They build their professional 

development plan on this information.  While applying what they are learning to their practice, they 

consistently demonstrate and implement a variety of strategies and best practices to motivate and/or 

engage students in learning.  They regularly take action to promote instructional improvement by 

supporting and incorporating change initiatives.                                       

 

Competency 9.  The teacher works productively with colleagues, parents, and community members. 
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Competent Level II teachers cooperate with colleagues in developing and implementing decisions made at 

the team or school level.  They systematically communicate with parents/caregivers about the instructional 

program.  When conflict arises, they use conflict resolution strategies.  They also use community and 

parent resources in the development of the instructional program.                                                    

Descriptions of Teacher Competence for Level III Licensure 
  Strand A:  Instruction (Competencies 1, 2, and 5) 

Competency 1.  The teacher accurately demonstrates knowledge of the content area and approved 

curriculum 

Competent Level III teachers actively build on the state standards and approved curriculum by providing 

instruction based on students’ prior knowledge and experiences and by anticipating possible student 

misunderstanding.  Directions and procedures are clear.  Learning goals are explicit.  These teachers’ 

written and spoken vocabulary enriches the lesson.  In delivering the curriculum, competent Level III 

teachers not only display extensive content knowledge and make connections to other disciplines, but 

they also convey explicit connections to previous lessons and/or other subjects.                                                                                                                                                                                                                                                                                                                                                                           

 

Competency 2.  The teacher appropriately utilizes a variety of teaching methods and resources for 

each area taught. 

Competent Level III teachers choose strategies and resources that are aligned with the standards, 

curriculum, assessment, and diverse needs of students and result in an engaging, coherent instructional 

design.   These teachers engage students in large group, small group, and independent work activities 

appropriate for instructional expectations.  When students engage in small group activities, they 

demonstrate understanding of group dynamics that are appropriate for the age and developmental level of 

students (e.g., students on task, a high level of student participation, equal distribution of labor, individual 

accountability).  In this educational setting, student collaboration leads to an exchange of ideas that 

achieves learning goals.  In overall classroom instruction, competent Level III teachers demonstrate 

effective selection and use of a variety of methods that are relevant to students and instructional goals.  

Resources are also consistently relevant for student learning of instructional goals.  Students are given 

opportunities to choose, adapt, or create resources to enhance their learning.  The Level III teachers 

provide opportunities for students to apply, practice, and demonstrate new learning in the varied styles, 

modalities, and intelligences that best suit them.  These teachers participate and collaborate with 

colleagues and parents to design and implement necessary modifications and adaptations in instruction and 

curriculum.  They seamlessly integrate strategies, materials, and resources to accommodate diverse student 

needs.  In their classrooms, students with special needs (including English language learners, those who 

receive special education services, those who are gifted and talented, and those with diverse cultural 

backgrounds) have access to the general education curriculum, in the least restrictive environment for 

students with disabilities.                                                 

 

Competency 5.  The teacher effectively utilizes student assessment techniques and procedures. 

In the classrooms of competent Level III teachers, assessment and instruction are seamless.  These 

teachers continually assess student learning formally and informally from multiple sources and use data as 

the basis of future instructional planning for individuals and groups.  Students are aware of how they are 

meeting standards and instructional goals.  Their teachers use assessment results to adjust daily activities 

and instruction to meet the needs of students.  Competent Level III teachers’ system for documenting 

information on student learning includes state standards achievement and the results of state testing when 
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appropriate.  The system is up-to-date and easily understood by students, parents/caregivers, 

administrators, and other school personnel.  There is evidence that students are able to maintain and track 

their individual progress.  These teachers initiate communication with families/caregivers and students on 

a frequent basis on both positive and negative aspects of student progress.  Students and 

families/caregivers are comfortable in approaching the teacher with concerns.   

Strand B:  Student Learning (Competencies 3, 4, 6 and 7) 

Competency 3. The teacher communicates with and obtains feedback from students in a manner 

that enhances student learning and understanding.   

Competent Level III teachers engage students in explanation and/or demonstration of the relevance of 

topics and activities and involve them in establishing instructional direction and plan.  In their 

classrooms, students understand and can articulate the standard for successful achievement.  In order to 

promote student learning, these teachers use a variety of approaches, including peer and student 

assessment, to make their actions, directions and explanations clear to students.  Students offer further 

examples to enhance understanding and learning.  On the whole, competent Level III teachers 

consistently engage students in the analysis and evaluation of their learning.  They have a system to 

communicate with students on their progress.  They actively work with their students to enhance learning 

beyond the classroom.   
 

Competency 4. The teacher comprehends the principles of student growth, development and 

learning, and applies them appropriately.   

The questioning skills and discussion techniques of competent Level III teachers are intended to expand 

students’ learning of the concepts presented in their class.  These teachers provide many opportunities 

during instruction for students to analyze, synthesize and evaluate information.  They encourage students 

to formulate questions and initiate discussions.  They seamlessly integrate strategies, materials, and 

resources to accommodate diverse student needs.  Students are given opportunities to choose, adapt, or 

create resources to enhance their learning.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 

Competency 6. The teacher manages the educational setting in a manner that promotes positive 

student behavior and a safe and healthy environment.  

Competent Level III teachers engage students in establishing expectations for creating a learning 

environment.  They encourage students to develop a classroom management system that teaches each 

student accountability for self and others and acceptable, appropriate behaviors in learning situations.  

These teachers integrate the teaching of constructive, prosocial behaviors into regular classroom 

activities.  Students demonstrate active and appropriate participation.  In order to promote this 

participation, competent Level III teachers establish a system in which students assume some 

responsibility for routine tasks.  Transitions are seamless, and distractions and interruptions do not 

interfere with learning. In addition, these teachers systematically prepare and arrange materials in advance 

of instruction to ensure easy access for both students and teachers.  Over all, they provide multiple 

opportunities within instruction to address the health and well-being of students.     
 

Competency 7. The teacher recognizes student diversity and creates an atmosphere conducive to 

the promotion of positive student involvement and self-concept. 

Competent Level III teachers adjust practice based on observation and knowledge of students with 

disabilities and/or from culturally, linguistically, and/or socio-economically diverse groups.  They treat all 

students equitably, recognizing and planning for individual differences in cultures, languages, learning 

abilities, backgrounds, and experiences.  They create an environment in which students recognize their 
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own backgrounds and abilities, while also recognizing the differences and similarities they have with their 

teacher and classmates. While engaged in teaching, they use their knowledge of the influences of context, 

disability, language, and culture, and socio-economic status to engage students at the personal level.  

They individualize instruction and assessment based on students’ strengths and needs.  They regularly 

challenge students to strive for the next level of achievement in a given area. The teachers, other students, 

and other appropriate resources support students in the learning process.   In the classrooms of these Level 

III teachers, students perceive and acknowledge their learning success on a regular basis.  These teachers 

support students in recognizing areas of strength and needs in themselves and guide students to take 

responsibility for augmenting both areas.      

Strand C: Professional Learning (Competencies 8 and 9) 

Competency 8.  The teacher demonstrates a willingness to examine and implement change as 

appropriate. 

Competent Level III teachers demonstrate the ability to reason, take multiple perspectives, be creative, 

and take reasoned risks to improve teaching.  They share information with colleagues.  They build their 

professional development plans from an analysis of their growth areas.  These teachers initiate and 

implement a variety of strategies and best practices to engage students consistently and fully, including 

opportunities for student participation in selecting, adapting and creating strategies best suited to their 

learning styles.  They assume a leadership role in discourse about change, taking implementation risks 

and serving as a model for such change.                                         

 

Competency 9.  The teacher works productively with colleagues, parents, and community members. 

Competent Level III teachers collaborate with colleagues in developing and implementing decisions made 

at the team or school level.  They initiate and lead other teachers in discourse about professional issues, 

using varied approaches including conflict resolution strategies when appropriate, and may assume a 

leadership role at the team, school, or district level.  They also collaborate with parents and the 

community in developing or implementing the instructional program, when this collaboration will 

enhance or expand student learning.                                                                                              
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Timeline for  

CERTIFIED, NON-TEACHING STAFF: 

(All required appendix forms attached in hyperlink below) 
http://www.clovis-schools.org/Employees/Human_Resources/certified_cpdp.html 

 

● By August 20, Evaluation procedures shall be reviewed at each school.  Any teacher 

hired after the initial orientation shall receive an individual orientation.  (Supervisor completes 

Appendix A, a notification to each CERTIFIED NON-TEACHING STAFF member 

informing them whether they are on or off cycle for the year). 

● By August 20, Supervisor provides the CMS Employee Services Dept. with a list of staff 

members on the summative cycle of supervision.  (Supervisor completes Appendix A-1). 

● By October 1  (or the 40th day of school), Staff members and the supervisor 

collaboratively establish goals. (Employee completes Professional Development Plan on 

Appendix B.)  

● By January 11, Evaluation and conference will be completed for all teachers/librarians on 

the summative cycle of supervision.  If unsatisfactory work performance is indicated pursuant to 

the evaluation, a plan will be prepared to allow correction of the work performance.  Such 

information will be recorded in writing, signed by all parties present, and provided to the person 

evaluated.  (Supervisor completes Appendix D.) 

● By January 11, Principal completes a progressive documentation of employee 

performance for all off-cycle employees. (Supervisor completes Appendix D-1.) 

● By April 1, Supervisor determines if the employee is performing the essential 

competencies.  (Appendix E is completed by the principal and sent to the Employee Services 

Dept.) 

● By April 1, Supervisors hold a culminating spring evaluation conference with each 

employee.  In conjunction with the culminating conference, the employee submits a one-page 

reflection of their PDP to the supervisor.  

● By April 22, Certified Non-Teaching Staff complete End of Year Professional Reflection 

based upon their Beginning of the Year PDP.  

● By April 30, Spring conference held with all CERTIFIED NON-TEACHING STAFF. 

*At least fourteen days prior to the last day of the school year, the Board shall authorize, as 

necessary, and send notice to employees who will be terminated.  A copy of any documentation 

pertinent to the termination may be included in the written notice of intention not to reemploy.  

http://www.clovis-schools.org/Employees/Human_Resources/certified_cpdp.html
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This written notice of termination shall be delivered personally or sent by registered or certified 

mail to the teacher’s place of residence, as recorded in the District’s records.  Within ten days of 

a request from the employee, the Superintendent shall provide the reason(s) for the decision to 

terminate.  
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	Evaluation for different purposes requires different procedures.  The 3-Tier Licensure and Performance Evaluation System emphasizes professional growth through differentiated indicators that are reflective of competency levels and the creation of indi...
	Each of the three levels of license has nine common competencies with differentiation occurring through license level-specific performance indicators.  Additionally, teachers are evaluated annually according to the CANVAS/ELEVATE NM EDUCATOR EVALUATIO...
	Guideline for Design and Evaluation of the PDP:
	By the 40th day of school, the employee and the supervisor will establish a PDP.
	● The plan must identify one or more measurable objectives.
	● The measurable objectives must be based on the competencies and performance indicators as determined by the employee and the school principal/supervisor.  It is not necessary to address all nine competencies in a single year.
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	The Level II license PDP process may have multi-year objectives and have an option for a collaborative PDP with a colleague.
	The Level II license PDP process may also address, after three years of experience as a Level II licensed teacher, the teacher’s efforts to develop a Professional Development Dossier (PDD) for advancement to a Level III license.
	The Level II license PDP sources of information for developing the PDP may include all sources listed in Level I and, in addition, other sources such as:  curriculum documents (lesson plan/unit plans); professional development experiences (conferences...
	The Level II License PDP goals should address areas associated with more experienced teachers such as, among other goals, collection and application of longitudinal classroom data action research to improve the learning of all students; progress towar...
	Level III License PDP Guidelines
	The Level III License PDP Process should empower the teacher’s self-directed development of the PDP, allow for multi-year objectives, and have an option for a collaborative PDP with a colleague.
	The Level III License PDP sources of information for developing the PDP may include all sources listed in Level I and Level II and should include self-assessment information.
	The Level III License PDP goals should focus on, among other things, demonstration of students taking responsibility for their own learning; integration of multiple source data to inform teacher practice; taking leadership roles in the improvement of ...
	IMPLEMENTATION GUIDELINES
	COOPERATIVE PROFESSIONAL DEVELOPMENT
	General Guidelines
	1. The program shall be implemented and continued on an on-going basis subject to annual review.
	2. The Employee Services Dept. shall be assigned the major administrative responsibility for program operation.
	3. Necessary funds, time, and training shall be considered in preparation of the annual budget.
	4. By the 40th day of school, a professional development plan will be collaboratively established by the staff member and the supervisor.  This process must include a conference.  The plan may be set as early as March 1 of the prior year, but final re...
	5. It will be the supervisor’s responsibility to monitor all professional development activities of his/her respective staff.
	6. Professional development is an ongoing process, and continual feedback about progress   being made toward goals should occur between the licensed staff member and his/her    supervisor throughout the school year. As a culminating activity, staff m...
	7. Employees who demonstrate unsatisfactory work performance may be placed on a Professional Growth Plan (PGP).  Certified, non-teaching employees who demonstrate unsatisfactory work performance shall remain on the summative cycle until work perform...
	EVALUATION OF PROFESSIONAL STAFF MEMBERS
	Purpose
	The purpose of evaluation shall be the improvement of performance.  Such a process, to achieve the greater measure of success, shall be predicated on the assumption that the evaluation will be a cooperative procedure, with the evaluator and the employ...
	The following statements give more specific purposes for evaluation:
	● Evaluations determine how well the objectives held by the school are being carried out.  The success of the educational program is dependent upon the quality of classroom instruction, supervision, and administration.
	● Evaluations provide the basis for motivation and for self-improvement, permitting personnel to be aware of their strengths and weaknesses in order to improve.
	● Evaluations provide a basis for planning professional development and supervisory activities.  Such activities can be most effective when they are based upon clear evidence of need as shown by evaluation studies.
	● Evaluations provide the basis for administrative decisions.  Such decisions may include the employment of personnel, assignment, promotion, demotion, or termination.
	● Evaluations aid in determining satisfactory or unsatisfactory performance.
	Observations or visitations shall be made to document the employee demonstration of the standards and competencies set forth by the State, the Secretary of Public Education and the Board.  No evaluation report shall be placed in an employee’s record w...
	Evaluators
	The Superintendent shall designate the evaluators.  The evaluator shall be responsible for the final and official statement of evaluation, which shall be in writing, with a copy transmitted to the employee within ten working days after completion of t...
	The District is responsible for an in-service training program for evaluators.  This program shall incorporate classroom observation techniques, conference skills, and growth planning.  Evaluators shall attend a training program to improve their evalu...
	CPDP CRITERIA & PROCEDURAL STEPS FOR EVALUATION
	1.  An annual evaluation orientation must be held to assure all participants understand the purpose of and criteria for performance evaluation.  The orientation must address the competencies and indicators for each level of licensure, and the role of ...
	2. All professional development must have prior approval of the employee’s immediate supervisor.  The professional development plan must address one of the following areas:
	a. District Strategic Plan//90-Day Plan
	b. School/Department Site Plan/90-Day Plan
	c. Compliance with law (e.g., waiver, professional licensure)
	3. Employees should inform the principal at least one year in advance of intentions to advance to a Level III license to provide sufficient time for both the teacher and the supervisor to complete Professional Development Dossier requirements.
	4. The PDP must be in writing (Appendix B), have measurable objectives, provide assurance that a teacher is highly qualified in the core academic subjects taught (6.69.4.8.D and 6.69.4.10. B & C) and be based on:
	● The competencies and indicators for each licensure level
	● The previous year’s annual evaluation (if applicable).
	5. Supporting documentation of the professional development plan will be kept in the employee’s personnel file at the building/department level and will be monitored by the immediate supervisor.
	6. During the year, the supervisor must complete a Summative Evaluation (Appendix D) for each Certified, non-teaching employee on the summative cycle of supervision.  At the end of each school year, the supervisor will also complete progressive docume...
	D-1 will be filed in the District Personnel Office.  Documentation will also be kept at the site level.  The summary record will be subject to monitoring during regular accreditation visits and by the district superintendent or his/her designee.
	7.   All certified teaching staff will be evaluated in accordance with the timelines and procedures detailed in the CANVAS/ELEVATE NM EDUCATOR EVALUATION SYSTEM.
	8. In addition to observations, additional forms of data will assure a valid assessment of each teacher’s ability to demonstrate the competencies.  The following list provides a variety of options for collecting data:
	● Review of videotape;
	● Written documentation of activities;
	● Locally developed survey of staff, students, and/or parents
	● Review of student work and performance
	● Review of the teacher’s contribution to the school’s vision, mission, and outcomes;
	● Portfolios
	● Information gained through peer observation and/or coaching;
	● Anecdotal records;
	● Reflective journals;
	● Self-evaluations;
	● Instructional artifacts;
	● Other formats.  (See Suggested Methods of Professional Growth for additional recommendations.)
	9. Observations shall be spaced and of sufficient durations so as to ensure that the evaluators have an opportunity to grasp an overall concept of a person’s performance over a full schedule and may be made at the discretion of the administrator.  Obs...
	10. Licensed non-teaching employees with less than three complete years of experience will be on the summative cycle of evaluation each year.  Licensed non-teaching employees with three or more years of experience will be on the summative cycle of sup...
	11. A copy of the written evaluation shall be transmitted to the employee within ten days after the corresponding observation, and a copy shall be retained for the supervisor’s file. The original, signed copy shall be placed in the employee’s personne...
	12. Employees are not required to earn any specific number of college credits per year unless they are seeking an advanced degree, alternative certification, or additional endorsement as part of their Professional Development Plan.
	Timeline for
	CERTIFIED TEACHING STAFF
	(All required appendix/forms attached to hyperlink below)
	http://www.clovis-schools.org/Employees/Human_Resources/certified_cpdp.html
	● By Aug. 20, Evaluation procedures shall be reviewed at each school.  Any teacher hired after the initial orientation shall receive an individual orientation.  (Supervisor completes Appendix A, a notification to each certified teaching staff member i...
	● By Aug. 20, Administrator provides the CMS Employee Services Dept. with a list of staff members on the summative cycle of supervision.  (Supervisor completes Appendix A-1, a list of Certified Staff who are on the cycle for the year) *All certified t...
	● By Sept. 8, Administrator assures that all teachers have viewed the Canvas platform introduction for teachers. (Can do as a group as PD). This introductory video is on the Canvas Platform under “Courses”.
	● By Sept. 17, Walkthrough #1 completed by administrator in Canvas/Elevate NM
	● By Oct. 1, (Or the 40th day of school) Staff member completes BOY Self-Reflection and goals in Canvas/Elevate NM.
	● By Oct. 15, Administrator scores and provides feedback to each teacher re. teacher’s BOY Self-Reflection and goals in Canvas/Elevate NM.
	● By Dec. 17,  Observation #1 (Element 2 and 3) completed for teachers in Canvas/Elevate NM and scores and feedback provided to teachers
	● By Dec. 20, Post-Observation Reflection completed by teachers in Canvas/Elevate NM
	* In accordance with Canvas/Elevate NM deadlines and processes, supervisors observe and complete written evaluations for each certified teacher.  Written feedback of each observation/evaluation is provided to the employee within ten days of the observ...
	● Jan. 11, Growth Plans updated
	● By Jan. 28, Walkthrough #2 completed for all teachers in Canvas/Elevate NM
	● By Feb. 11, Lesson Plan (Element 1) uploaded in Canvas/Elevate NM
	● By Feb. 25, Element 1 scores and feedback completed in Canvas/Elevate NM
	● By March 25,  Observation #2 (Level one teachers only or admin. discretion). Scores and feedback provided
	● By March 28, Post-Observation reflection by teacher in Canvas/Elevate NM
	● By April 1, Administrator determines if the employee is performing the essential competencies.  (Appendix E is completed by the principal and sent to the Personnel Office.)
	● By April 1, Administrator completes additional evaluation and holds a spring conference for any employee with unsatisfactory work performance.
	● By April 22, Teachers upload artifacts for Element 4 and complete EOY Reflection on PDP and upload in Canvas/Elevate NM
	● By May 6, Element 4-scored and feedback provided. Teacher’s EOY PDP is scored and the supervisor holds a culminating spring evaluation conference with each employee.
	*At least fourteen days prior to the last day of the school year, the Board shall authorize, as necessary, and send notice to employees who will be terminated.  A copy of any documentation pertinent to the termination may be included in the written no...
	● By May 13, Walkthrough #3 completed for all teachers in Canvas/Elevate NM
	● May 20, Summative Report generated automatically through Canvas, signed by teacher with a copy given to teacher and copy to be placed in file.
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	● By April 22, Certified Non-Teaching Staff complete End of Year Professional Reflection based upon their Beginning of the Year PDP.
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