Beverly Public Schools
Evaluation of Paraprofessional Personnel
A. Purpose:  
The educational success of the Beverly Public Schools rests, in a large measure, on the constant review of the total school program and the identification of strategies for improvement.  As vital members of the school staff, paraprofessionals play an important role in the success of our schools and contribute to the overall quality of education provided to our students.  Based upon a common set of standards, the annual evaluation provides each paraprofessional with feedback about job performance and identifies areas of commendation as well as areas of future growth.  The basic purpose of the evaluation is:

· To ensure that each paraprofessional has an opportunity to contribute to the overall success of the school,
· To inspire and to commend the effectiveness of each paraprofessional in his/her relationship with students, teachers, and administrators, and
· To stimulate self-improvement and continuous growth of each paraprofessional.
B. Evaluation Procedure: 
A formal, written evaluation will be completed by the primary evaluator (Principal or designated supervisory administrator.)  At the start of each school year, each paraprofessional will be notified of the name of the primary evaluator and given the opportunity to review the evaluation format.  It is understood that the primary evaluator may obtain feedback about job performance from other administrators or teachers who have direct knowledge of the paraprofessional’s work.  In those cases where feedback is obtained from someone other than the Primary Evaluator, names will be so noted.  
The final written evaluation will be completed by the primary evaluator using the “Paraprofessional Evaluation Form”.  Five performance areas will be evaluated:

· Commitment to Assignment

· Responsiveness to Student Needs

· Instructional Knowledge and Skills
· School Community Relationships
· Professional Responsibilities
Each performance area will be evaluated as follows:
1.  Exceeds expectations
2.  Meets expectations consistently

3.  Meets expectations inconsistently
4.  Does not meet expectations
Specific indicators for each of the five areas of job performance are listed on the “Paraprofessional Evaluation Form”.  The primary evaluator will identify those specific indicators that fall below expectations when performance is evaluated as Level 3 or Level 4 for any performance area and will identify strategies for improvement.
A formal evaluation will necessitate the need for each employee and evaluator to be familiar with the criteria and procedures to be used.  At the start of the school year, the Primary Evaluator will notify each paraprofessional to be evaluated.  The evaluation will encompass a yearlong process of observation and culminate in the completion of the written evaluation. 
The paraprofessional will have the right to identify any constraints which the paraprofessional believes may inhibit his/her ability to meet the evaluation criteria.

The primary evaluator may obtain additional feedback about job performance from other administrators and/or teachers who have direct knowledge of the paraprofessional’s work.  The paraprofessional is encouraged to speak with the primary evaluator at any time about the evaluation process.  Any complaints about a unit member will be promptly called to the unit member’s attention unless deemed to be without merit or foundation by the member of the school department receiving the complaint.
C. Timetable:

The timetable for evaluation shall be established as follows:
1. Paraprofessionals in their first year of employment in the BPS shall receive a written, interim evaluation by December 1.  Paraprofessionals in the first two years of employment in the Beverly Public Schools shall receive a final written evaluation by June 1 of each year.  The final evaluation will utilize the “Paraprofessional Evaluation Form”.
2. All other professionals will be evaluated at least bi-annually and receive a written evaluation by June 1 using the “Paraprofessional Evaluation Form”.
3. No employee will be observed prior to October 1st.

4. The written evaluation report will be provided to the employee within (5) school days after the completion of the observation.
5. The primary evaluator will meet with each paraprofessional upon request to review the evaluation.  The evaluation will be signed by both the primary evaluator and the paraprofessional.  The employee’s signature does not mean he/she agrees with the content of the evaluation.  The paraprofessional may, at his/her discretion, attach a written statement within ten (10) days of receipt of the evaluation.
6. The signed “Paraprofessional Evaluation Form”, along with any attachments written and signed by the employee, will be filed in the employee’s personnel folder in the Superintendent’s Office.

D. Confidentiality: 

Evaluations shall be confidential between the primary evaluator and the employee being evaluated.  
E. Records:

All original copies of evaluation documents will be filed in the employee’s personnel folder maintained in the Superintendent’s Office.  Only the employee and appropriate administrative staff will have access to an individual’s personnel file.

