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SECTION 1.0 

FOCUS ON EDUCATIONAL IMPROVEMENT 

The Webster Parish School Board believes that free elementary and secondary education should 
be provided for all youth of the parish, and that schools should be operated for the benefit of the 
students in the area which they serve.  The entire staff of Webster Parish Schools should be a 
cooperative group, with each member competent and continually growing professionally through 
reading, travel, attending workshops, seminars, in-service training sessions, and by pursuing 
higher degrees as appropriate. 

The board also believes that the entire educational program should be evaluated continually and 
that when needs arise, they should be addressed through a cooperative effort by appropriate 
persons. 

In keeping with these beliefs, an effective personnel evaluation program is instrumental in 
helping to attain the instructional goals of Webster Parish Schools.  Likewise, the program will 
contribute to the attainment of goals for educational improvement at the building level.  In order 
to meet these challenges, educators must focus on providing the best educational opportunities 
for all youth. 

Personnel evaluation is directed toward the continued enhancement of learning through a process 
of encouraging professional growth for all educators.  It is an on-going, shared process aimed at 
improving instruction and the learning environment for all students.  Therefore, it is crucial that 
every effort possible be expended toward the identification and retention of the most competent 
and qualified personnel. 

 

The purpose for which personnel evaluation will be used in Webster Parish is as follows: 

1.  To assure the public that 
a. the educational system is providing the best opportunities for all children to 

successfully learn 
b. the best qualified personnel are employed in every position 
c. effective teaching continues in all classrooms 

2. To foster the continuous improvement of teaching and learning by providing 
opportunities for the professional growth of all educators 

3. To provide support for the professional development of new teachers 
4. To provide procedures necessary to fulfill the objectives of retaining competent 

professional employees, to embrace sound educational principles, and to ensure the 
strengthening of the formal learning environment 

 



5. To provide procedures for self-evaluation, personal reflection, and peer collaboration, 
and 

6. To promote positive interpersonal relationships among all school personnel to continually 
increase professional competencies 

 

 

SECTION 2.0 

STAFF INVOLVEMENT IN THE PERSONNEL EVALUATION PROGRAM 

 

Webster Parish has formed a Personnel Evaluation Steering Committee that is representative of 
administrators, instructional, and support personnel.  Annually, this committee will evaluate the 
extent to which the purposes of the local personnel evaluation program are being achieved.   

The committee is composed of the following members: 

Robin Tucker     Personnel Director 

Dusty Rowland    Curriculum and Instruction Supervisor 

Oreata Banks     Elementary Supervisor 

Linda Hudson     Secondary Supervisor 

Christina Chester    Middle School Teacher 

Candiss Shepherd    School Food Service Coordinator 

Melanie Jacobs    Special Education Supervisor 

Leroy Hamilton    Principal 

Carrie Woodard    High School Teacher 

 

 

 

 

 



SECTION 3.0 

PHILOSOPHY AND PURPOSES OF PERSONNEL EVALUATION 

The Webster Parish School System believes that all students can learn, that good teaching 
increases the opportunities for students’ learning, and that a collegial and collaborative 
relationship between the teacher and the evaluator creates the appropriate climate for effective 
teaching. 

The Webster Parish Personnel Evaluation Program assures the public that the school system is 
providing the best opportunities for all students to learn, and the best qualified personnel are 
employed in every position, and that effective teaching continues in all classrooms.  The 
evaluation program reflects sound principles of effective teaching, administrative leadership, and 
effective standards of all support personnel in the on-going effort to improve student success. 

The Webster Parish Personnel Evaluation Program promotes the improvement of the teaching-
learning process.  The encouragement of creativity and innovation in the planning and 
implementation of teaching strategies should include fostering parental involvement, integrating 
the use of technology, developing aligned student assessments, and employing school 
improvement practices that are consistent with the expectations of the Louisiana Department of 
Education.   

 

 

 

 

 

 

 

 

 

 

 

 

 



SECTION 4.0 

GLOSSARY OF TERMS 

 

In order that consistency in terminology to be maintained in the Personnel Evaluation Program, 
the following terms are defined: 

1.  Accountability:  shared responsibility for actions relating to the education of students 
2.  Administrator:  any person whose employment requires professional certification 

issued under the rules of Bulletin 746  
3. Assistance Level:  denotes the number of times assistance has been prescribed to an 

employee 
4. Certified School Personnel:  those employees whose positions require LDOE 

certification 
5. Due Process:  fair and impartial treatment as guaranteed under the law 
6. Duties:  those actions normally required of a position as assigned and/or described in the 

position description that are necessary to enable the class, school, or district to 
accomplish its objectives. 

7. Educational Accountability:  reflects the respective shared responsibilities of the 
following groups: 

a. Local school boards, administrators, principals, teachers, and other personnel 
b. Louisiana Department of Education 
c. Parents and Students 
d. Other governing authorities as specified by the constitution and laws of the state 

of Louisiana. 
8.  Evaluatee:  one who is evaluated. 
9. Evaluation:  the process of making considered judgments concerning the professional 

accomplishments and competencies of an employee 
10. Evaluation Period:  the period of time during each school year which the evaluation 

program is conducted 
11. Evaluator:  one who evaluates 
12. Intensive Assistance Plan:  the plan that is implemented when personnel do not meet the 

local school system and state’s performance objectives; the plan specifies what the 
evaluate needs to do to strengthen his/her performance, what assistance/support is 
provided by the local system, the timelines and procedures for monitoring the plan, and 
the action that will take place if significant improvement is not demonstrated. 

13. Job Description:  a statement of the position, title, qualifications, supervisor, supervisory 
responsibilities, duties, job tasks, and standard performance criteria that specify the level 
of job skill required. 

14. LEA:  local educational agency 



15. LDOE:  Louisiana Department of Education 
16. Objective:  a devised accomplishment that can be verified within a given time, under 

specified conditions, and by evidence of achievement 
17. Performance criteria:  general and specific standards by which personnel may be 

evaluated and on which judgments and decision making may be based 
18. PGP:  Professional Growth Plan; a written plan formulated by satisfactorily performing 

objectives set by employee to improve professionally within a given time period 
19. SLT:  Student Learning Target that is set by COMPASS classified employees for a 

particular school year 
20. Uniform Evaluation System:  a system of evaluation that applies the same procedures in 

a consistent manner to all employees of each classification of employees 

 

 

SECTION 5.0 
 

IMPACT OF PERSONNEL EVALUATION 

 

The impact of the Webster Parish School System’s personnel evaluation process on improving 
student and school achievement will be documented using the appropriate evaluation tool each 
school year.  Evaluators will submit the appropriate completed evaluation tool to the Personnel 
Director during end of the year close-out each spring.  All documentation will be filed in each 
individual employee’s personnel file in the Personnel Department. 

 

SECTION 6.0 

EVALUATION PROCESS DESCRIPTION 

 

The evaluation process in the Webster Parish School System is administered according to a 
straight line of authority and responsibility.  Personnel are responsible and accountable to their 
immediate supervisor who will evaluate them according to school board authority, job 
description, individual professional growth plans, and student learning targets (if applicable). 
The evaluation of all classroom teachers, principals, assistant principals, and guidance counselors 
shall follow the mandated requirements of the LDOE COMPASS system.  The evaluation of all 
other certified employees and support employees shall follow the requirements set forth by the 
Webster Parish School Board. 



SECTION 6.1 

EVALUATION CRITERIA 

The evaluation criteria for all certified and other professional personnel are clearly defined in 
writing in the job descriptions.  All job descriptions include criteria on which employees will be 
evaluated. 

 

SECTION 6.2 

EVALUATION INSTRUMENTS 

COMPASS INSTRUMENT   Set forth by LDOE and is in CIS on-line system 

 

PE-1      Professional Growth Plan for all certified  

      employees who are non-COMPASS 

 

PE-4      Annual Self-Evaluation 

 

PE-5      Final Personnel Evaluation for all non-COMPASS 

      employees 

 

PE-6      Intensive Assistance Plan 

 

 

 

 

 

 

 



SECTION 6.4 

OBSERVATION PROCESS 

 

The observation process involves all school personnel and evaluators shall use the appropriate 
observation instrument when conducting any observation.  The form is to be used to assist, 
support, encourage, and provide information for improvement for all personnel.  Its primary use 
will be to assist all personnel to identify competencies and job skills and to understand ways to 
improve job performance at all levels. 

 

Observations shall occur annually for every employee.  Once evaluations are completed for the 
school year, they will be kept in each employee’s personnel file. 

 

Following an observation, feedback must be given to employee.  A conference should be held 
within a 2 working day period of time to discuss the observation.  The conference should occur 
in an appropriate setting with as much privacy as the facility will permit.  Copies of the 
observation form will be disseminated and filed as follows:  one copy to the evaluatee, one copy 
to the evaluator, and one copy to the Personnel Department at WPSB.  All copies must be signed 
and dated appropriately.   

If the evaluator notes a significant weakness in the employee’s job performance, an intensive 
assistance plan will be prescribed.  An intensive assistance program shall be planned within ten 
working days if deemed appropriate by the observer. 

If it is determined through the evaluation process that an evaluatee does not satisfactorily meet 
the standards of performance, the evaluator will prescribe an intensive assistance plan for the 
employee.  The evaluator will inform the evaluatee in writing on the appropriate form the 
reason(s) for the plan.  Supervisory staff as well as instructional staff may also be involved in the 
development and implementation of the plan. 

The Intensive Assistance Program will be completed as specified on the appropriate form.  The 
plan will specify what the evaluate needs to do to strengthen his/her performance and will 
include a statement of the objective(s) to be accomplished and the expected level(s) of 
performance.  In the cases for classroom teachers, observations will be conducted to determine 
what impact these recommendations have had on improving the quality of the teaching-learning 
process in the teacher’s classroom. 

 



Intensive Assistance Plans may be classified in two levels and may include, but not be limited to 
the following interventions: 

 Level One:  1. In-Service 

    2.  Peer Support 

    3.  Professional Literature 

    4.  Peer Observation 

 

 Level Two:  1.  Workshops and Other Professional Development 

    2.  Mentor 

    3.  Central Office Assistance 

 Multiple opportunities will be provided to assist the skills of an employee who has been 
evaluated as unsatisfactory.  Evaluatees must continue to be evaluated until the need for 
intensive assistance is no longer warranted.  After multiple opportunities have been provided and 
re-evaluation has occurred, continued unsatisfactory performance shall result in a 
recommendation for disciplinary action and could result in termination. 

 

 

 

SECTION 6.5 

DEVELOPING THE PROFESSIONAL GROWTH PLAN 

To strengthen and enhance the job performance of all certified and professional personnel, a 
professional growth plan will be developed each school year and be based on descriptive analysis 
of individual job performance.  When appropriate, PGPs should be data driven with an emphasis 
on improving student academic achievement.   

 

 

 

 



 

 

 

 

 

 

FORMS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

JOB DESCRIPTIONS 
 

 

 


