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Performance-Based Superintendent Evaluation 
 

Summary of Contents 

 

This evaluation mirrors the responsibilities noted in the Superintendent’s Job Description.  The job 
description, in turn, reflects the basic tenet of effective district leadership: focus on student success, alignment 
of operations and processes, effective communication with the right culture, positive board superintendent 
relations, and improving staff performance and relations. The evaluation also includes ongoing, professional 
goals of the superintendent.  The evaluation contains a dynamic quality that is essential to evaluation 
legitimacy.  The following explains what is contained in this evaluation instrument and the recommended 
method for performing the evaluation. 

 
 The first item included in this section is a sample job description for superintendents.  A good job 
description is vital to the evaluation process.  The individual to be evaluated should be aware of the content of 
the board-approved job description, and both the superintendent and the board president should sign the job 
description upon hiring and upon any revision. 
 

 Next is a procedural description for evaluating the superintendent.  Each task is briefly explained within 
the cycle outlined, and the recommended timeframe for completion is listed.  This chart can be used as a quick 
reference guide so each step of the evaluation is carried out in an accurate and timely manner. 
 

            Immediately following the procedure chart is the evaluation instrument.  The superintendent should first 
do a self-evaluation. The following rating scale should be utilized when assessing the performance of the 
superintendent.   Documents should be compiled and discussed between the board and superintendent during 
the pre-evaluation conference when discussing the self-evaluation.  The superintendent then identifies, based 
on the self-evaluation, no more than four performance areas on which to focus their improvement efforts. 
(Targeting more than four will make it difficult for the superintendent to address them adequately. When 
performance is already at a high level, sustaining performance and refining/replicating success becomes the 
targeted areas.) 
  

Improving Proficient Distinguished Unsatisfactory 

Less than half of 
indicators observed 

At least half of the 
indicators observed 

All indicators 
observed and 
leadership observed 
above expected  

No indicators 
observed 

  
            Individual members of the board should then receive the instrument, summary and the supporting 
documents. Each member individually evaluates the superintendent using the documents provided by the 
superintendent and other sources suggested on page 19. 
 

Together, in executive session, the board, using information generated on their individual evaluations of 
the superintendent’s performance, should reach consensus about what will be indicated on the summary report 
the president fills out the final summary report. The performance standards and the narrative portion for each 
standard should reflect the opinion of the board as whole, not individual members and be shared with the 
superintendent. KASB recommends that the entire board share the summary evaluation with the 
superintendent.  The individual board members’ evaluations must be destroyed upon completion of the 
summary report. 
 
            A Professional Goals form follows the instrument for the superintendent to list the target areas and to 
identify activities and strategies to address them, as well as an appropriate timeframe for achieving them. The 
Professional Goals are shared with the board for feedback.  After board consideration and discussion around 
the identified professional goals, the professional goals should serve as targets for the next evaluation cycle.  
Meeting those targets becomes a critical part of the next evaluation cycle when evaluating the superintendent’s 
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performance. The summary report and the approved Professional Goals, signed by the superintendent and the 
board president, must be filed with the clerk. 
 

 

 

Important Points: 
 Board members should explain their positions to other board members as the composite evaluation is 

being formed.  They should discuss areas of strength, areas that need improvement, and areas that 
have not been observed but need to be addressed. 

 

 Praise should be sincere, and criticism should be kept specific and constructive.  
 

 During each phase of the evaluation, it is essential board members feel comfortable in sharing their 
thoughts and opinions.  No one should monopolize the conversation. Individuals should balance their 
participation between talking and listening.  Individuals should be open and avoid defensive behaviors 
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Superintendent Job Description 
 
 
Title:             Superintendent of Schools 
 
Reports to:  The Board of Education 
 
Supervises:  All personnel as assigned (see organizational chart) 
 
Job Goal: The superintendent is to provide leadership in developing and maintaining the best possible 
educational programs and services.  The degree of freedom to act, within the limits of statute and policy, is 
broad. 

Essential Job Functions: 

I.  Student Success 

A. Continuous Improvement 
Establishes goals related to improving student performance and 
instructional quality, based on current performance within these areas on 
identified measures. 

B. Personalized Learning 
Ensures processes are established for the development of individualized 
student goals related to success academically, and with employability skills. 

C. Instructional Leadership 

Monitors and evaluates the educational programming (curriculum, course 
offerings, extra-curricular activities, co-curricular activities) offered 
throughout the system for alignment with current needs and established 
district goals. 

D. Systems of Support 
Ensures the establishment of structures and a process to provide a multi-
tiered system of supports for the academic and social emotional needs of 
all students. 

II. Physical Plant, Business Operations, Safety 

A. Responsible Planning 
Develops and maintains plans to address immediate and long term needs 
of physical plant (facilities, transportation, technology, maintenance, 
construction). 

B. Efficient/Effective 
Operations 

Ensures day to day operations of the district operate efficiently and 
effectively, with student needs at the forefront of those operations (food 
service, transportation, maintenance, technology). 

C. Safety/Security 
Maintains and develops as needed appropriate safety and security 
protocols for district. 

D. Budget 
Prepares the budget according to board-established priorities, and ensures 
operations and expenditures stay within adopted budget parameters, while 
providing ongoing updates related to district’s financial activities. 

III. Communication and Culture 

A. Communication 
Establishes and utilizes process to ensure two-way communication with 
stakeholders (parents, businesses, patrons, students).  Effectively utilizes 
verbal and written methods in these processes.  

B. Building Capacity 
Builds capacity within the community and district related to mission, vision, 
and goals established by the board of education.   

C. Outreach 
Builds and utilizes relationships with businesses, service agencies, and 
patrons to expand, and/or support opportunities for students. 
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Terms of Employment: Twelve-month contract, _________ days.   
 
Evaluation: Performance of this job will be evaluated in accordance with provisions of the USD __________ 
Board of Education’s policy on Evaluation of Professional Personnel and this job description. 
 
Approved: ________________________________________________________Date: ____________ 
                                             Board President 
 
Reviewed and agreed to by: __________________________________________Date: _____________ 
                                                       Employee

D. Collaborative Culture 
Establishes and utilizes leadership structure(s) that assist in the distribution 
of information, gathering of feedback, and sharing of ideas to ensure 
alignment throughout the system to the community.  

IV. Board Superintendent Relations 

A. Policy Communicates and implements all school board policies. 

B. Information 
Keeps the school board up to date regarding board priorities/goals, current 
trends in education, the rules and regulations of the Kansas State Board of 
Education, and state and federal laws. 

C. Guidance 
Provides information, recommendations and suggestions to assist the 
school board in conducting efficient and focused meetings. 

D. Implementation Communicates and implements board directives. 

V. Staff Performance and Relations 

A. Supervision 
Supervises and evaluates all central office personnel and building 
principals. Possesses ability to delegate leadership appropriately, and 
utilize team members to accomplish desired outcomes. 

B. Staff Relations 
Establishes and maintains relationship with district personnel to connect the 
vision of the board to the day to day work occurring within the district.   

C. Recruitment and Hiring 
Organizes recruitment, hiring, and assignment of personnel in alignment 
with board policy and vision. 

D. Evaluation 
Implements personnel evaluation system focused on improvement of 
performance. 

E. Job Descriptions 
Maintains up-to-date job descriptions for all personnel in alignment with the 
district mission and vision. 

F. Professional Growth 
Aligns professional development program to needs identified through the 
personnel evaluation process.  Models personal professional growth, that is 
expected of district staff. 

Secondary Responsibilities: 

Performs other duties as assigned and in accordance with the provisions of the USD _____ Board of 
Education. 

Knowledge, Skills and Abilities: 

 A valid district-level certificate issued by the Kansas State Board of Education. 

 Ability to work cooperatively and constructively with others, including the ability to communicate 
effectively with broad and diverse audiences. 

 Ability to handle a fast-paced, intense work environment. 

 Ability to manage job responsibilities and meet the established district outcomes. 

 Ability to hold valid Kansas driver’s license, drive at night, and travel on short notice. 

 Ability to sit for long periods of time 

 Ability to work 60+ hours weekly 
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#1 Self-
assessment

#2 Pre-Evaluation 
Conference

Evaluation 

Data Collection

#3  Consolidated 
Performance 
Assessment

#4 Evaluator 
Summary Ratings

#5 Final 
Evaluation 
Conference

#6 Goal Setting 

Annual Dates of Completion with 

Reminders 

Month after Final Evaluation Conference 

 Superintendent shares adjustments 
to goals with board in executive 
session based on discussion during 
Final Evaluation conference 
 

 

Within first two months of fiscal year 

 Superintendent completes Self-Assessment 

Within first two months of fiscal year 

 Superintendent shares Self-Assessment 
with board in executive session 

 Board and superintendent discuss Self-
Assessment and rationale 
superintendent used for ratings 

 Board and superintendent discuss goals 
from previous year’s evaluation and 
adjust as necessary 

 

Period of time that passes between Pre-Evaluation 

Conference and Summary Rating 

 Superintendent is communicating and reporting 
to board 

 Board is considering work of the superintendent 
through the lens of conversations had during Pre-
Evaluation conference and previously established 
goals 
 

 

Complete month prior to statutory date, February 15 

 Each board member independently completes an 
evaluation of superintendent while considering 
evidence and artifacts 

 All board members meet in executive session to 
compile individual evaluations into Final Evaluation 
 

 

By Statutory Deadline, 

February 15 

 Board meets with 
superintendent to share 
Final Evaluation 

 Board highlights areas 
of strength 

 Board highlights areas 
for growth 

 Discuss potential future 
goal areas 
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Performance Evaluation Instrument 
Superintendent: 

Board President: 
 School Year:  

 
 

Superintendent’s Signature 
Signature signifies knowledge of content, not 

necessarily agreement. 

 
Date: 

 

Board President’s Signature 
Superintendent and President must sign and date 

by the statutory date. 

 
Date: 

 

 

Performance Level Descriptions 
The performance levels and accompanying descriptions defined below should be discussed by the board and 
superintendent at the start of the evaluation process.  If a Distinguished or Unsatisfactory level is given for a 
performance area, a brief description should be included in the comments for that given performance areas.  The 
comments should reflect specific observations or actions that made the superintendent’s performance 
Distinguished.  Likewise, if the Unsatisfactory performance level is assigned specific guidance must be outlined in 
the comments related to actions required by the superintendent to progress to the Improving performance level. 

Improving Proficient Distinguished Unsatisfactory 
Less than half of indicators 
observed 

At least half 
indicators 
observed 

All indicators 
observed and 
leadership observed 
above expected  

No indicators observed 

Performance Area I: Student Success 

Performance 
Level: 
(Circle One) 

Improving Proficient Distinguished Unsatisfactory 

Indicator Description Indicators of Success 

A. Continuous 
Improvement 

Establishes goals related to improving 
student performance and instructional 
quality, based on current performance within 
these areas on identified measures. 

 

B. Personalized 
Learning 

Ensures processes are established for the 
development of individualized student goals 
related to success academically, and with 
employability skills. 

 

C. Instructional 
Leadership 

Monitors and evaluates the educational 
programming (curriculum, course offerings, 
extra-curricular activities, co-curricular 
activities) offered throughout the system for 
alignment with current needs and 
established district goals. 

 

D. Systems of 
Support 

Ensures the establishment of structures and 
a process to provide a multi-tiered system of 
supports for the academic and social 
emotional needs of all students. 
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Performance Area I Comments: 
 
 
 
 
 

Performance Area II:  Physical Plant, Business Operations, Safety 

Performance 
Level: 
(Circle One) 

Improving Proficient Distinguished Unsatisfactory 

Indicator Description Indicators of Success 

A. Responsible 
Planning 

Develops and maintains plans to address 
immediate and long term needs of 
physical plant (facilities, transportation, 
technology, maintenance, construction). 

 

B. Efficient/Effective 
Operations 

Ensures day to day operations of the 
district operate efficiently and effectively, 
with student needs at the forefront of 
those operations (food service, 
transportation, maintenance, technology). 

 

C. Safety/Security 
Maintains and develops as needed 
appropriate safety and security protocols 
for district. 

 

D. Budget 

Prepares the budget according to board-
established priorities, and ensures 
operations and expenditures stay within 
adopted budget parameters, while 
providing ongoing updates related to 
district’s financial activities. 

 

Performance Area II Comments: 
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Performance Area III:  Communication and Culture 

Performance 
Level: 
(Circle One) 

Improving Proficient Distinguished Unsatisfactory 

Indicator Description Indicators of Success 

A. Communication 

Establishes and utilizes process to 
ensure two-way communication with 
stakeholders (parents, businesses, 
patrons, students).  Effectively utilizes 
verbal and written methods in these 
processes.  

 

B. Building 
Capacity 

Builds capacity within the community and 
district related to mission, vision, and 
goals established by the board of 
education.   

 

C. Outreach 

Builds and utilizes relationships with 
businesses, service agencies, and 
patrons to expand, and/or support 
opportunities for students. 

 

D. Collaborative 
Culture 

Establishes and utilizes leadership 
structure(s) that assist in the distribution 
of information, gathering of feedback, and 
sharing of ideas to ensure alignment 
throughout the system to the community.  

 

Performance Area III Comments: 
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Performance Area IV:  Board and Superintendent Relations  

Performance 
Level: 
(Circle One) 

Improving Proficient Distinguished Unsatisfactory 

Indicator Description Indicators of Success 

A. Policy 
Communicates and implements all school 
board policies. 
 

 

B. Information 

Keeps the school board up to date 
regarding board priorities/goals, current 
trends in education, the rules and 
regulations of the Kansas State Board of 
Education, and state and federal laws. 
 

 

C. Guidance 

Provides information, recommendations 
and suggestions to assist the school 
board in conducting efficient and focused 
meetings. 

 

D. Implementation 
Communicates and implements board 
directives. 

 

Performance Area IV Comments: 
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Performance Area V:  Staff Performance and Relations  

Performance 
Level: 
(Circle One) 

Improving Proficient Distinguished Unsatisfactory 

Indicator Description Indicators of Success 

A. Supervision 

Supervises and evaluates all central 
office personnel and building principals. 
Possesses ability to delegate leadership 
appropriately, and utilize team members 
to accomplish desired outcomes. 
 

 

B. Staff Relations 

Establishes and maintains relationship 
with district personnel to connect the 
vision of the board to the day to day work 
occurring within the district.   

 

C. Recruitment and 
Hiring 

Organizes recruitment, hiring, and 
assignment of personnel in alignment 
with board policy and vision. 
 

 

D. Evaluation 
Implements personnel evaluation system 
focused on improvement of performance. 

 

E. Job Descriptions 

Maintains up-to-date job descriptions for 
all personnel in alignment with the district 
mission and vision. 
 

 

F. Professional 
Growth 

Aligns professional development program 
to needs identified through the personnel 
evaluation process.  Models personal 
professional growth, that is expected of 
district staff. 

 

Performance Area V Comments: 
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Evaluation Summary 
This portion of the evaluation is to be completed by the board at then of the evaluation cycle.  The 
entire board must have the opportunity to provide input and insights into this evaluation summary.  
The sharing of the evaluation summary should be done with the entire board. 
Strengths of the superintendent, and/or areas of Distinguished performance by the 
superintendent: 
Board members should highlight strengths of the superintendent’s performance over the past year, and specifically point out any areas 
where the superintendent performed at the Distinguished level.  A specific recounting of the distinguished actions should be outlined in the 
Performance Area comments where the distinguished act was observed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Areas in which the superintendent needs improvement: 
Board members document performance areas where the superintendent is Unsatisfactory, or Improving.  Those areas that are documented 
as Unsatisfactory, must include the actions that need to be demonstrated by the superintendent in future evaluations. 
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Professional Goals 

 

I. The superintendent shall develop a Professional Goals by identifying activities 
and strategies for each area listed as Improving or Unsatisfactory on the form 
provided.  

 
II. The superintendent shall provide follow-up reports (with supporting 

documentation) to the board, at the designated times, which include: 
 

A. The areas being addressed  
 

B. Evidence of actions that have been (or will be) taken to implement each 
improvement area. 

 
C. Evidence of improvements that have been accomplished due to the actions to 

date. 
 

D. Reasons why an improvement area(s) has (have) not been (or may not be 
accomplished) by the date established in the plan of improvement. 

 

III. The superintendent should be prepared to meet with the board and to answer 
questions upon the board’s request. 

 

 

 

Evaluator Responsibilities for Follow-up Reports 
 

I. Some improvement goals can be so complex their progress will be measured in 
months or even years, not in weeks.  The board needs to regularly review the 
progress of the superintendent in achieving the goals, but some flexibility is 
necessary. 

 
II. Copies of the Professional Goals, timetables and reports during the progress 

reviews should be filed in the clerk’s file and the superintendent’s personnel file. 
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Professional Goals 
 

Superintendent’s Name ______________  Date of Evaluation _________  Date of Plan ___________ 

 

Evaluation 

Area 

Elements 

Addressed 

Goal(s) 
SMART 

Outcomes 

(Measurement) 
Key Activities/Strategies Timeline for 

Achieving Goal 

Where does goal connect back to the 

evaluation? 

S. in SMART 

How does described action in 

evaluation link to district priorities? 

What does it look like if 

progress is being made? 

M. and R. in SMART 

What you need to do to 

accomplish this goal? 

What is a 

reasonable 

timeline for 

progress with 

this goal? 

T. in SMART 
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SOURCES OF DOCUMENTATION 
 

 

 

 
PERFORMANCE AREA 

 
POSSIBLE SOURCES OF DOCUMENTATION 
The following items are intended to be examples of items, the board and 

superintendent should jointly agree on sources of documentation during the pre-
evaluation conference.  

 
 
I. Student Success 
 

 
 
 

State report card; Accreditation Status, incidence of suspension, 
expulsion; attendance center reassignment; Accreditation status; 
reports to the board concerning student achievement and student 

assessment; 
 
 

 
 
II. Physical Plant, Business 

Operations, Safety 
 

 
 
 

Master facility plans, technology implementation plan, budget 
development process; transportation reports; budget reports 

 
 

 
 
 
III. Communication and Culture 
 

 
 
 

Development, evaluation of programs; effective Site Councils; annual 
surveys; 

Site council members, business owners, community members, 
correspondence with community, coordination plan for community 

services, site council proposals 
 

 
 
IV. Board Superintendent 

Relations 
 

 
 
 

Superintendent self-evaluation; board self-evaluation; goal setting; 
annual survey 

 

 
V. Staff Performance and 

Relations 
 

 
Incidence of non-renewals, plans of assistance, resignations, 
grievances, results of exit interviews; student achievement; 
accreditation progress; awards and recognition; handbooks; 
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