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III. Relationships with Students 
A. Demeanor.  The teacher is perceived as relaxed, good natured, cheerful, courteous, and 

if using humor, is inoffensive. 
 
B. Patience.  The teacher takes time to listen to and accept students rather than press, 

hurry, interrupt, or give rigidly directive orders. 
 

C. Student Involvement.  The teacher creates situations where students are eager, prompt, 
enthusiastic, or make voluntary contributions, instead of being apathetic, reluctant, or 
slow to respond.  The teacher is able to create situations that cause children to achieve 
excellence. 

 
D. Empathy and Respect for Students.  The teacher shows respect as evidenced by 

commending, accepting, and helping.  The teacher has a strong feeling for the worth 
and dignity of the individual student and makes them feel that they are important and 
respected.  Students reflect this by encouraging and developing respect, trust, and 
loyalty for the teacher. 

 
E. Student Problems.  The teacher finds ways to encourage students to show consideration 

for the problems of others.  The teacher shows a genuine interest in the personal welfare 
of each student both in school and out. 

 
F. Atmosphere of Agreement.  The teacher respects opinions of others.  Conflict and 

hostility are not characteristic in his/her classroom. 
 

G. Teacher-Student Communication.  The teacher’s vocabulary is appropriate for the age 
of the student, and his/her behavior fosters positive relationships with students. 

 
H. Evaluation and Encouragement.  The teacher judges student work in terms of positive, 

encouraging, and supportive criticism. 
 
 
IV. Classroom Management and Learning Environment 

A. Discipline.  The teacher handles behavior problems individually when possible and 
generates behavior patterns from respect rather than compulsion and/or suppression.  
The teacher is able to cope with the unexpected in an appropriate manner. 

 
B. Physical Movement.  The teacher creates an atmosphere wherein students may move 

around the room freely, without disturbing others, to carry out routine tasks. 
 

C. Classroom Rules and Procedures.  The teacher establishes an understandable and 
reasonable set of rules or procedures for his/her classroom and communicates such rules 
or procedures to his/her students.  The teacher fairly and effectively applies classroom 
rules or procedures to his/her students. 

 
D. Physical Environment.  The teacher organizes classroom space, materials, equipment, 

and furniture for the most effective use by students.  The teacher fosters learning by 
maintaining an attractive classroom. 
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V. Professional Responsibilities and Relationships 
A. Commitment to the Professional.  The teacher shows evidence of pride in and a definite 

commitment to teaching as a profession.  The teacher strives to improve his/her own 
performance by participating in in-service activities, taking additional college training 
and using other means such as reading professional books and engaging in professional 
dialogue with colleagues. 

 
B. Staff Relations.  The teacher promotes friendly intra-school relationships, respects 

opinions of others, cooperates with the total operation of the school, and is effective as a 
member of teacher teams. 

 
C. Staff Responsibilities.  The teacher carries a fair share of out-of-class responsibilities 

given him/her by the State government, school board, and school administration. 
 

D. Support of District and School Philosophy.  The teacher supports the philosophy of the 
school district and his/her school as evidenced by his/her actions and comments.  The 
teacher strives to further the school district’s effort for improvement as well as his/her 
own school’s efforts. 

 
E. Interest in School Community.  The teacher shows interest in the school community by 

such actions as joining community organizations and being active in school community 
activities. 

 
F. Ethics.  The teacher conducts himself/herself according to professional ethical 

principles as outlined by the Code of Ethics of the local, state, and national education 
association. 

 
VI. Personal Competencies 

A. Appearance.  The teacher dresses appropriately for his/her role as an example for and a 
leader of youth.  The teacher’s manner and grooming is of good taste and is refined and 
cultured. 

 
B. Communication Skills.  The teacher is able to communicate his/her thoughts effectively.  

The teacher uses correct English and speaks clearly with ease. 
 

C. Attitude.  The teacher’s attitude toward teaching, life, work, and play is healthy and 
shows enthusiasm. 

 
D. Personality.  The teacher demonstrates a positive self-image by showing poise, 

confidence, and stability. 
 

E. Personal Habits.  The teacher’s personal habits and actions serve as a model for young 
people. 

 
F. Perspective.  The teacher knows what part education plays in modern society and what 

part his/her job plays in the educational spectrum. 
 

G. Error Behavior.  The teacher is receptive to constructive criticism.  The teacher accepts 
his/her errors and errors of others. 
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 SOUTHERN VALLEY PUBLIC SCHOOLS 
TEACHING APPRAISAL 

Form A-TE 
 
 
 

 
TEACHER: _________________________________ DATE: ________________ 
 
1.  List at least 3 positive teaching characteristics that you have: 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 
2. List at least 3 SPECIFIC goals that you would like to have your students accomplish this year. 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 
3. List at least 3 professional goals that you will reach to improve your teaching performance this year. 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 
4.  Explain the methods that you will use to evaluate your progress toward reaching goals: 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
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Southern Vally Public Schools 
Teaching Self-Evaluation 

Form B-TE 
Part 1 (Optional) 

 
 
 
 
 
 
Teacher's Name ___________________________________ 
 
School/Class _____________________________________ 
 
Grade/Subject ____________________________________ 
 
Date ___________________________________________ 
 
 
 
Total Score _____________________________________ 
 
 
 
 
Scale:    3-Outstanding   2- Acceptable  1-Needs Improvement 
  0- Not Present  NA- Not Applicable 
 
Category score is sum of item scores 
 
 
_____1.  Establishes set 
 _____Uses attention getter 
 _____States objective 
 _____Involves all students 
 _____Relates to previous learning 
 _____Relates to real life 
 
_____2.  Selection of methods 
 _____Provides for several learning styles 
 _____Teaches to objectives 
 _____Uses methods which maximize pupil involvement 
 _____Uses logical sequencing 
 _____Ensures success experiences 
 
_____3.  Selection of materials 
 _____Uses variety of materials (Min. of 2) 
 _____Matches materials to objectives 
 _____Manages materials effectively and efficiently 
 _____Use of materials provides for different learning styles 
 _____Uses materials appropriate to setting and student maturity 
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_____4.  Instruction 
 _____Models desired skills / Develops concept understanding 
 _____Provides for classroom verbal interaction appropriate to objectives 
 _____Provides correct information in class presentations and materials 
 _____Provides for individual differences of students 
 _____Monitors each student's learning; adjusts instruction as necessary 
 
_____5.  Communication 
 _____Teaches on students' level 
 _____Makes eye contact 
 _____Uses standard English 
 _____Avoids distracting communication mannerisms 
 _____Uses verbal and non-verbal communication tools effectively 
 
_____6.  Questioning 
 _____Uses logical questioning sequence 
 _____Observes wait time (3-5 sec.) 
 _____Uses appropriate "calling on" techniques 
 _____Asks variety of kinds of questions 
 _____Provides appropriate feedback to student responses 
 
_____7.  Giving directions 
 _____States directions clearly 
 _____Does not repeat directions more than once 
 _____Gives logical, sequential, complete directions 
 _____Gives directions those students follow with minimal confusion 
 _____Uses direction-giving strategy appropriate to students and task 
 
_____8.  Motivation 
 _____Is enthusiastic 
 _____Communicates relevance 
 _____Maintains pleasant atmosphere 
 _____Maintains involvement of all students 
 _____Provides adequate prerequisite instruction 
 
_____9.  Classroom management 
 _____Maintains an orderly, academically focused climate 
 _____Praises and / or rewards appropriate behavior 
 _____Establishes and enforces procedures for classroom routines 
 _____Uses nonverbal classroom management techniques 
 _____Maximizes student academic learning time 
 
_____10.  Provides Practice 
 _____Provides adequate supervised practice 
 _____Provides for independent practice 
 _____Provides appropriate amount of practice 
 _____Reteaches and provides additional practice for students who have not  
  demonstrated mastery 
 _____Provides enrichment or extending activities for students who have  
  demonstrated mastery 
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_____11.  Evaluation and feedback 
 _____Checks each student for understanding 
 _____Evaluates student mastery of each objective 
 _____Provides specific constructive feedback 
 _____Uses a variety of verbal and non-verbal responses 
 _____Returns graded work promptly 
 
_____12.  Closure 
 _____Students verbalize learning 
 _____Students repeat behavior (skill lesson) 
 _____Gives assignment related to learning 
 _____Provides clear expectations for future learnings or activities 
 _____Allows appropriate time for closure 
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Southern Valley Public Schools 
Teaching Self-Evaluation 

Form B-TE 
Part 2 (Optional) 

 
 
Directions:  Mark each statement with A, B, or C 
  A:  almost always   B: frequently  C: almost never 
 
_____1.   I sincerely believe that every student can learn and has great potential for growth. 
_____2.   I do my best to help a student feel better when he/she has made a mistake. 
_____3.   I like my students. 
_____4.   I have specific ways to find out what my students are good at. 
_____5.   My students feel comfortable and at ease talking with me. 
_____6.   I use a variety of strategies and techniques to help my students learn. 
_____7.   I encourage students to think of alternative ways to do things. 
_____8.   I am understanding when a student does not complete his/her work on time. 
_____9.   I see and treat each of my students as a unique individual. 
_____10.  I know how my students feel and I let them know that I know. 
_____11.  I let my students work at their own speed. 
_____12.  I bring many extra things to school to aid my students in the learning process. 
_____13.  I am aware and supportive of students’ efforts to learn. 
_____14.  I continually search for and try out new ideas. 
_____15.  I always have my work prepared and ready on time. 
_____16.  I refrain from snap judgments and take time to listen to a student’s side of the story. 
_____17.  I set clear defined goals and objectives for myself. 
_____18.  I have a clear understanding of my responsibilities as a teacher. 
_____19.  I want my students to like me. 
_____20.  I teach things that are important to students at their level of interest. 
_____21.  Students feel free to talk to me about personal concerns. 
_____22.  I continue to work with students - I don’t give up easily. 
_____23.  I am a learner with my students. 
_____24.  I have each student experience new ways of learning things. 
_____25.  I am constantly seeking ways to improve my teaching. 
_____26.  I make effective use of basic and supplementary materials to meet students’ needs. 
_____27.  I will assume responsibility for my own actions and words. 
_____28.  I will respect personal relationships and confidences of others. 
_____29.  I recognize the importance of home-school relationships. 
_____30.  I am aware of my responsibility to establish a positive working relationship with other 

people in my building. 
_____31.  I value students’ opinion. 
_____32.  I give tests that are fair. 
_____33.  I feel free to criticize administrative policy at faculty meetings. 
_____34.  I find my contact with students, for the most part, highly satisfying and rewarding. 
_____35.  I love to teach! 
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Southern Valley Public Schools 
Evaluation Criteria for Teachers 

Form B-TE 
Part 3 (Required) 

 
Technology Skill Integration Summary 
 
What technology resource/skill did you incorporate into your classroom this year? 
 
 
 
 
 
Date of technology use:  _______________________ 
 
Class where technology was used:  _________________________ 
 
Was the technology skill teacher led or student led? 
 
 
 
 
Did the technology integration enhance your curriculum or lesson or did it replace other resources used 
previously? 
 
 
 
 
 
 
Please describe how the technology was used in your classroom and elaborate on the benefits of using 
the technology. 
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Southern Valley Public Schools 

Evaluation Criteria for Teachers 
Form C-TE 

 
 

Criterion 1 
 
Personal Qualities: The certified classroom teacher exhibits personal qualities and values that are 
conducive to a positive educational setting. 
 

Indicators-The evaluation procedure assesses a “yes” or “no” to each of the following: 
 

__________  1.1 Is appropriately dressed for assigned duties; is neat and clean. 
__________  1.2 Uses voice effectively.  
__________  1.3 Is tactful and uses good judgment. 
__________  1.4 Accepts constructive criticism. 
__________  1.5 Has a positive attitude toward teaching assignment. 
__________  1.6 Is punctual and efficient. 
__________  1.7 Displays self-control in emotional situations. 
__________  1.8 Demonstrates qualities that affect student character and personality growth, using 

humor appropriately, being dependable and punctual, and stressing good study 
habits. 

 

Criterion 2 
 
Instructional Skill: The certified classroom teacher demonstrates, in his or her performance, a 
competent level of knowledge and skill in designing and conducting instructional experiences. 
 

Indicators-The evaluation procedure assesses a “yes” or “no” to each of the following: 
 

__________  2.1 Identifies the learning needs of individual pupils. 
__________  2.2 Establishes learning objectives consistent with individual pupil needs and with 

district goals.  
__________  2.3 Plans and implements a variety of instructional experiences appropriate to 

specified learning objectives and skills. 
__________  2.4 Evaluates pupil achievement of learning objectives. 
__________  2.5 Uses homework assignments effectively. 
__________  2.6 Lesson objectives are articulated to students and designated in clear, precise 

language. 
__________  2.7 Provides organization, orderly progression, transition in lessons, and 

summarization. 
__________  2.8 

 
 

Works toward the implementation and successful completion of school district 
goals. 
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Criterion 3 
 
Classroom Management: The certified classroom teacher demonstrates, in his or her performance, a 
competent level of knowledge and skill in organizing the physical and human elements in the 
educational setting. 
 
 Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  3.1 Utilizes instructional materials and media appropriate to the pupil(s), subject 
matter, and learning objectives. 

__________  3.2 Organizes the physical setting so that it contributes to learning.  
__________  3.3 Attends to routine duties and responsibilities, keeping accurate and complete 

records. 
__________  3.4 Proper care of equipment, facilities, and materials is expected of self and students. 
__________  3.5 

 
__________  3.6 

Students are actively engaged in learning process, recognizing their limits of 
freedom and responsibility. 
Student discipline and overall classroom management is evident and clear to the 
students so that students are engaged and actively learning. 

 
 
 
Criterion 4 
 
Relationship with Pupils: The certified classroom teacher demonstrates the ability to manage the non-
instructional, human dynamics in the educational setting. 
 
Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  4.1 Establishes clear values for student “in-classroom” conduct and makes known 
these expectations. 

__________  4.2 Develops appropriate strategies for preventing disciplinary problems.  
__________  4.3 Resolves discipline problems in accordance with law, school board policy, and 

administrative regulations and policies. 
__________  4.4 Effective communications with students is evident, resulting in responsiveness to 

lessons. 
__________  4.5 Enjoys working with students, recognizing their individual characteristics, 

offering individual reinforcement when appropriate. 
__________  4.6 Utilizes and builds upon student interests, treating their ideas as valuable. 
__________  4.7 Develops and maintains a relaxed and friendly atmosphere, encouraging respect 

for staff and peers. 
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Criterion 5 
 
Professional Preparation and Commitment: The certified classroom teacher exhibits in his or her 
performance, evidence of having a theoretical background and knowledge of the principles and 
methods of teaching and a commitment to education as a profession. 
 

Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  5.1 Demonstrates enthusiasm and interest in the subject(s) taught as reflected in the 
teacher’s continuing professional development. 

__________  5.2 Keeps up to date with new developments, ideas and events in the subject matter 
area(s). 

__________  5.3 Demonstrates a commitment to school and professional activities (attendance at 
local, district, and state meetings, consortium activities, participation on special 
committees, etc.)  

__________  5.4 Demonstrates a commitment to the profession and its code of ethics. 
__________  5.5 

   _________   5.6 
 
   _________   5.7 
 
 
 

Demonstrates a depth of knowledge in the subject matter area(s). 
Consistently implements district level strategies and interventions and adapts 
them to meet class or grade level needs. 
Consistently participates in School Improvement staff development and Learning 
Team activities and contributes to further understanding of the process by other 
staff. 
 

 
 
Criterion 6 
 
Effort Toward Improvement: The certified classroom teacher demonstrates an awareness of his or her 
limitations and strengths and demonstrates continued professional growth. 
 

Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  6.1 Identifies strengths, limitations, needs, etc. through continuous self-evaluation 
activities. 

__________  6.2 Responds to recommendations (if any) included in periodic and annual personnel 
evaluation.  

__________  6.3 Participates in activities sponsored by the district evaluation service district and 
professional organizations. 

__________  6.4 
 

   _________   6.5 

Has a positive attitude toward recommendations as part of periodic and annual 
personnel evaluations. 
Actively seeks Professional growth through college courses, workshops, 
professional readings etc. 

 



Adopted 7/10/06   - 22 - 

Criterion 7 
 
Teacher-Staff Relationships: The certified classroom teacher contributes to improved employee 
relationships by exhibiting professional behavioral qualities. 
 

Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  7.1 Uses discretion when speaking of school or colleagues. 
__________  7.2 Follows proper procedures on matters affecting the welfare of the school and staff. 
__________  7.3 Shows a willingness to share ideas and techniques. 
__________  7.4 Is professional in all contacts with colleagues. 

 
 
Criterion 8 
 
Community-School Relations: The certified classroom teacher demonstrates an awareness of the 
importance of maintaining positive relations between the schools and the community they serve. 
 

Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  8.1 Is professional in all contacts with students, parents, and the community. 
__________  8.2 Strives to communicate his or her program and/or the total school program in a 

creditable fashion.  
__________  8.3 Is aware of extra-curricular activities and is interested in their success. 

 
Criterion 9 
 
Technology Component:  The certified classroom teacher demonstrates and exhibits his or her ability 
with incorporating technology into his or her classroom. 
 

Indicators-The evaluation procedure assesses a “yes” or a “no” to each of the following: 
 

__________  9.1 The teacher is able to use the basic computer platforms in the classroom and during 
the school day to run programs, search for, access, generate, and manipulate data; 
print, publish, and communicate effectively electronically.  (Examples:  email, 
internet, Microsoft word, excel, Power Point, Power School) 

__________  9.2 The teacher is able to identify, evaluate, and use appropriate computer and other 
current educational technologies to support the learning process for all students.  
(Examples, email, internet, CD-ROMs, scanners, projection devices, videodiscs, 
digital cameras, laptops) 

__________  9.3 The teacher is able to evaluate and use different types of educational software and 
electronic resources and effectively incorporate them into their classroom. 

__________  9.4 The teacher is able to design, develop, and implement instructional units utilizing 
computers and related technologies to enhance the curriculum area(s). 

__________  9.5 The teacher is able to use multimedia, hypermedia, and telecommunications in 
instruction. 

__________  9.6 The teacher is able to utilize applicable software to create word processing 
documents, data bases, spreadsheets, graphics, and electronic presentations 

__________  9.7 The teacher is able to use computers and related technologies to access information 
to enhance professional growth. 

__________  9.8 
 

The teacher is able to identify and use resources for staying current in applications 
of educational technologies. 



 
Summary Report 

Teacher Evaluation Report 
 
Evaluate: 

  
 Meets District Criterion 

  
 
Does not meet District Criterion 

 
 

             1    2 
1.  Personal Qualities   
2.  Instructional Skill   

3.  Classroom Management   
4.  Relationship with Pupils   

5.  Professional Preparation and Commitment   
6.  Effort Toward Improvement   

7.  Teacher-Staff Relationships   
8.  Community-School Relations   

9.  Technology Skill/Integration into Classroom   

2 

1
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Southern Valley Public Schools 
Pre-Conference Teacher Evaluation 

Form D-TE 
 
 
Teacher: _______________________________________ 
 
I will be visiting your class on _____________________________.  I want to visit with you prior to 
this visitation and ask that you fill out the following form.  Please complete this form and bring it to 
our pre-visitation conference scheduled in my office on ___________________________. 
 
If this time is not convenient for you, please see me and we will schedule an alternate time. 
 
What student objective(s) are you accomplishing with today’s lesson? 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
What methods/techniques/effective teaching strategies do you plan to use to achieve your goals? 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
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At what level(s) of Bloom’s Taxonomy will you be asking the students to operate?  There can easily be 
more than one level of Bloom’s model of thinking in one class period depending on your variety of 
teaching methods given that day.  Please elaborate on how you will present the material that enables 
the students to operate at that specific level of Bloom’s. 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
Please write down any other information that might be useful during the evaluation. 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
**Please include detailed lesson plans for the day of evaluation.**  
 
 
Teacher_______________________             Administrator________________________ 
 
Date_________________________       Date_______________________________ 
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 Southern Valley Public Schools 
Record of Visitation and/or Contacts with a Staff Member 

Form E-TE 
 
One copy is to be given to staff member following classroom visitation and evaluation session.  One 
copy is to be retained in staff member’s file. 
 
Name____________________________________________________   Date____________________ 
 
School___________________________________________________    Time____________________ 
 
Grade/Subject________________________________  Appraiser______________________________ 
 
 
General observations during visitation and/or contacts. 
 
 
 
 
 
 
 
 
 
Strengths observed during the observation: 
 
 
 
 
 
 
 
 
 
Areas of Concern/Suggestions for improvement: 
 
 
 
 
 
 
 
 
 
Recommendations and/or comments: 
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Growth/Growth Plan: 
 
 
 
 
 
 
 
 
Recommended time line for improvements: 
 
 
 
 
 
 
 
 
Response to appraiser’s evaluation by appraisee (if needed - to be completed within ten days after 
evaluation report is presented): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
________________________________________   ___________________________ 
  Signature of Appraiser      Date 
 
________________________________________   ___________________________ 
  Signature of Appraisee      Date 
 
The signature of the appraisee shall not be construed to mean that the appraisee necessarily agrees with 
the contents of this evaluation. 
 
The appraisee may submit a response to the appraiser’s evaluation if done so within 10 days of the 
conclusion of the evaluation conference. 
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SOUTHERN VALLEY PUBLIC SCHOOLS 
Office of the Superintendent 

Form F-TE 
Recommendation for Renewal, Amendment, Termination, Cancellation or Non-Renewal 

 
 
 
 
 

As the immediate supervisor of ______________________________________, I recommend his/her 
employment with the district be: 
  _____  Renewed  
  _____  Amended 
  _____  Terminated 
  _____  Cancelled 
  _____  Non-renewed 
 
 Effective _________________(month, day, and year). 
 
 
 
_______________________________________ 
Immediate Supervisor- Signature  Date 
 
 
 
 
Based upon my responsibilities in the evaluation process, I concur in the above stated 
recommendation. 
 
 
 
_______________________________  _______________________________ 
                 Administrator      Superintendent of Schools   
 
 
 
_______________________________  _______________________________ 
                         Date       Date 
 
To be filed in the employee’s personnel file. 
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SOUTHERN VALLEY PUBLIC SCHOOLS 
Office of the Superintendent 

Form G-TE 
MINIMUM STANDARDS OF PERFORMANCE 

(Certificated Staff) 
 

The supervisor will complete either Section I or Section II.   
The employee will complete Section III. 
 
 
Employee _______________________________ Date _________________________ 
 
I.   The employee named above meets the Minimum Standards of Performance. 
 Points of Concern (optional) 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
 
 
______________________ 
Supervisor 
 
 
 
II. The employee named above does NOT meet the Minimum Standards of Performance in the 

following areas(s):  
 
    _________________________________ 
    _________________________________ 
    _________________________________ 
 
 Additional comment of supervisor: 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
 
 
______________________ 
Supervisor 
 
 
III. Statement of employee: I have read the evaluation and comments.   
 Additional comments by the employee (optional) 
 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
 
 
_____________________________ 
Employee 
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Entry-Year Assistance Program 
 

Program Overview 
 

The Entry-Year Assistance Program is designed to provide assistance to beginning teachers through 
the establishment of a mentor program for first-year teachers.  The purpose of the program is to 
improve the teaching and learning of all students by meeting the special needs of the first year teacher 
through mentoring and support systems. 
  

Selection of Mentor Teachers for First-Year Teachers 
 
Building principals along with each new certified staff member will collectively choose a mentor 
teacher.  At a minimum, mentors shall be permanent certificated teachers employed by the Southern 
Valley Public Schools who have demonstrated the competencies for successful teaching and who agree 
to assist certificated persons toward the mastery of those competencies.  Ideally, mentors will be 
assigned from the same building as the first-year teacher; will match the endorsement field (e.g., social 
science) of the first year teacher; and will match the grade level preparation (e.g., 7-12 all schools) of 
the first year teacher.  Each first year teacher's assistance team will consist of the mentor teacher and 
the building principal. 
 

Mentor Preparation and Support 
 

Mentors will be provided with a Teacher Induction, Mentoring, and Educational Support (T.I.M.E.S) 
manual from the ESU 11.  The manual will include pertinent information on such topics as mentor 
roles, new teacher needs, peer coaching, classroom management, parent/teacher conference 
preparation, monthly checklists, assessment, and stress management.  Mentors will also be enrolled in 
a teacher/mentor program at ESU 11 in Holdrege. ESU 11 will provide an experienced teacher/mentor 
who has received T.I.M.E.S training to present part of a three-day workshop. 
 

Entry-Year Assistance Team 
 

All first year teachers will have an entry-year assistance team to work with them through their first 
year at Southern Valley Public Schools.  The team will include the first year teacher, the mentor, and 
the principal of the building where the first year instructor is assigned.  The building principal will be 
responsible for scheduling the hiring of substitute teachers if necessary for mentor teachers and their 
first-year teacher to observe each other’s classrooms, to conference about those observations, and to 
conduct other activities or meetings that might be needed.  The main goal for the entry-year assistance 
team is to provide support for first year teachers with anything and everything that may come up 
during their first year of teaching.  Meetings between the entry-year teacher, the mentor, and the 
administrator may be created at any time of the school year to help provide resources and support for 
the first year teacher. 
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Article 4 PERSONNEL Regulation No. 4150A 

 
 
Personnel - Certificated Employees 
 
Certified - Evaluation Instrument 
 
 INTRODUCTION 
 
Pursuant to Southern Valley Schools Board of Education Policy #4150, this Evaluation 
Handbook is intended to provide staff with a ready reference to the rules, regulations, and 
procedures of the Southern Valley Schools Teacher Evaluation Program.  A comprehensive 
evaluation program has two main purposes: (1) to provide opportunities for self-analysis and 
self-development so that the individual staff member can develop his/her professional skills and 
performance to the optimum level; and, (2) to provide for a formal systematic evaluation process 
to maintain a quality education program. 
 
 BOARD POLICY STATEMENT 
 
The Board recognizes that the teaching process is an extremely complex one and that the 
appraisal of this process is a difficult and technical function.  Nevertheless, because it is 
universally accepted that good teaching is the most important element in a sound educational 
program, appraisals of teachers performance of duty, competence, and professional conduct shall 
be made (Nebraska School Law 79-843). 
 
 Appraisal of teaching service should serve these purposes: 
 

1. To improve the quality of instruction and educational service to the children of 
our community. 

 
2.  To aid the individual teacher to grow professionally. 

 
3.  To make personnel decisions. 

 
Evaluation of teacher performance must be a cooperative continuing process designed to 
improve the quality of instruction.  The teacher shares with those who work with him/her the 
responsibility for development and maintenance of professional standards and attitudes regarding 
the evaluation process. 
 
All certified staff are involved in the evaluation process.  Non-classroom certified staff are also 
to be evaluated through a cooperative process. 
 
Therefore, the Board delegates to the professional staff the responsibility of developing, 
organizing, and implementing a system-wide program for evaluating the instructional process. 
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 PHILOSOPHY AND OBJECTIVES 
 
WE BELIEVE THAT: 
 
The appraisal process should improve the quality of instruction and educational services to the 
children of our community. 
 
A school system has the responsibility to create a cooperative, working climate which will 
encourage the individual to improve his/her effectiveness. 
 
Performance appraisal is a continuous, constructive, and cooperative responsibility of both the 
appraisee and the appraisor. 
 
The appraisee should have the opportunity to use initiative and leadership in helping define 
his/her goals and selecting the means of their attainment. 
 
The appraisal process should be tailored to the needs of the individual. 
 
Attention should be focused upon specific actions, plans or objectives related to the individual's 
and the school system's long and short-term goals. 
 
The appraisal process should be a guide for the appraisee and the evaluator in working toward 
more effective performance and toward a better educational program. 
 
THE SPECIFIC OBJECTIVES OF THE PROGRAM ARE: 
 
1. To focus on the evaluation of performance rather than on the appraisal of personal traits. 
 
2. To identify as early as possible and plan for the kinds of assistance which the appraisee 

needs most. 
 
3. To plan specific long and short-term goals to bring about improvement. 
 
4. To provide an opportunity for each staff member to assess his/her performance 

periodically in terms of his/her expectations. 
 
5. To assist the appraisee in gaining a better understanding of the scope of his/her duties. 
 
6. To classify professional performances according to objective, documented evidence into 

categories:  1 = Meets district standards; 2 = Does not meet district standards. 
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PROCEDURE 
 
 Each year prior to September 1st, the responsible school administrator will communicate 
to each certified staff member the evaluation procedure to be utilized.  To assist teachers in 
understanding the purpose of teacher evaluation and its relationship to the school district's 
instructional goals, a copy of the teacher evaluation instrument will be provided to each teacher 
who will be evaluated. 
 

A.  Classroom Observations 
 

Probationary Teachers  One formal observation each semester of not 
less than one complete instructional period 
each.  These may be announced or 
unannounced. 

 
Tenured Teachers   One formal observation of not less than one 

complete instructional period each year.  
These may be announced or unannounced. 

 
 
 B.  Summative Evaluation 

 
Probationary teachers Once each semester probationary teachers will be 

evaluated.  This summative evaluation will include a 
written summary of performance as well as a conference 
with the building principal. 

 
Tenured Teachers Once each year tenured teachers will be evaluated.  This 

summative evaluation will include a written summary of 
performance as well as a conference with the building 
principal.  Tenured teachers who receive a “does not meet 
district standards” rating on any portion of their summative 
rating will be automatically placed on the probationary 
teacher observation and evaluation schedule for the next 
school year. 

 
All summative evaluations will become a permanent part of a teacher's employment record.  
Classroom observations will be retained by the building principal and are used as a method of 
determining the summative evaluation of each teacher.  The observations indicated in the 
program are intended as minimum requirements only, and more frequent observations of the 
classroom teacher may be made at the discretion of the building principal.  Teachers will be 
given copies of all observations used in determining the final teaching appraisal.  A copy of the 
teachers final summative evaluation will also be given to the staff member.  Should a teacher's 
contract be amended, terminated or not renewed, proper notice as required by law will be given. 
 
 C.  Evaluations that do not Meet School District Standards 
 

Teachers who receive evaluations that do not meet school district standards of 
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their teaching performance will be given: 
 

1. A Notice of Professional Expectation which will include a 
description of the problem area. 

 
2. Specific means for the correction of these areas that do not meet 

district standards.  This may include the use of an Intensive 
Assistance Team. 

 
3. An agreed upon time line for implementing the concrete 

suggestions given for improvement. 
 

D.  Instructional Goals 
 
 Prior to the end of the school year each teacher will list a minimum of two instructional 
goals they would like to work on during the next school year (the building principal has the 
option of assigning goals for the teacher).  These goals will be tied to the evaluation criteria.  At 
the time of the final evaluation conference the teacher and principal will confer concerning how 
well the goals have been met and what can be done to achieve the goals in the future. 
 
DEFINITIONS 
 
Clinical Supervision - An observation system incorporating the use of anecdotal records, lesson 
analysis, and a prescriptive conference. 
 
Consultant - A person who assists the evaluator in identifying employee strengths and 
weaknesses.   
 
Intensive Assistance Team -  Shall be comprised of the building principals, superintendent, 
teachers, and outside consultants at the request of the administration and/or teachers.  The 
purpose of this team will be to provide an intensive and structured plan of action to improve 
employee performance. 
 
Notices of Commendation -  A notice presented by an evaluator to a certified staff member in 
recognition of outstanding performances. 
 
Notices of Professional Expectation - Official notification of an area or competence needing 
improvement.  Receipt of a notice of professional expectation will result in a conference with the 
evaluator to discuss the nature of the deficient performance, develop an improvement plan, 
specify procedures for documenting evidence of improvement, to establish a timeline for 
completion of the improvement plan, and to create and make use of an Intensive Assistance 
Team. 
 
Date of Adoption:  August 14, 2006 
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Personnel - Certificated Employees 
 
Training for District Evaluators 
 
Each Fall, the superintendent of schools shall provide inservice training on staff evaluation to the 
new district administrators.  This training shall include but not be limited to the following: 
 
 Purpose of Evaluation 
 Use of the Southern Valley Schools Evaluation Instrument 
 Techniques and strategies for staff evaluation 
 Research trends in teacher evaluation 
 Areas of concern and/or interest for the upcoming school year 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: August 14, 2006 
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Personnel - Certificated Employees 
 
Reduction in Force Policy for Certificated Staff 
  
 Reductions-in-force of certificated staff member may be required due to decreasing 
enrollments, limited financial support, changing programs, or other changes in circumstances.  If 
such changes occur and a reduction of certificated staff is necessary, the Superintendent (or his 
designee) shall recommend to the Board of Education those certificated employees to be reduced 
under the reduction-in-force provisions of the continuing contract laws; provided, however, that 
no permanent employee may be reduced through a reduction-in-force while a probationary 
employee is retained to perform a service in a position that the permanent employee is qualified 
by certification and endorsement to perform or where certification is not applicable, by reason of 
college credits in the teaching area.   
 
 Due to the often intimate, confidential, and unique personal working relationship 
necessary between the administration and the Board of Education, a certificated employee who is 
not currently serving in a predominantly administrative capacity shall have no rights under this 
policy to any administrative position within the school system.   
 
 The selection of personnel to be reduced shall be made with consideration given to the 
following:  (1) programs to be offered, (2) areas of certification and endorsement, (3) state and 
federal regulations which may mandate certain employment practices, (4) special qualifications 
that may require specific training and/or experience, (5) contributions to activity programs, (6) 
qualifications based on past performance and competence as determined by the Principal and/or 
Superintendent through employee evaluation procedures, (7) the organizational and educational 
impact created by multiple part time certificated employees, and (8) any other reasons which can 
be rationally related to the instruction in or administration of the school system.   
 
 Employee evaluations (including frequency of evaluations, evaluation forms, and number 
and length of classroom observations, if applicable) used for purposes of this policy shall 
conform to the board policies and administrative rules, regulations, and practices (in effect at the 
time) related to the periodic evaluation of certificated staff members.   
 
 If, after consideration of the above, it is the opinion of the Superintendent that no 
significant difference exists between certificated employees being considered for reduction-in-
force, then the employee with the longest uninterrupted service to the district shall be retained.  
Uninterrupted service time shall accrue the same for all certificated employees regardless of their 
full time equivalency.  Uninterrupted service time for employees employed less than a full 
school year shall accrue according to the number of contract days worked.  Uninterrupted service 
time shall not accrue for certificated employees on leave of absence for more than forty (40) 
days.   
 
 Any certificated employee whose contract is terminated because of reduction-in-force 
shall be considered to have been dismissed with honor and shall, upon request, be provided a 
letter to that effect.  Such employee shall have preferred rights to re-employment for a period of 
twenty-four months commencing at the end of the contract year and the employee shall be 
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recalled on the basis of length of uninterrupted service to the school to any position for which he 
or she is qualified by endorsement or college preparation to teach.  The employee shall, upon 
reappointment, retain any benefits which had accrued to said employee prior to the reduction, but 
such leave of absence shall not be considered as a year of employment by the district.  An 
employee under contract to another educational institution may waive recall but such waiver 
shall not deprive the employee of his or her right to subsequent recall.   
 
 It shall be the responsibility of such certificated employee to file (with the Superintendent 
of Schools) a copy of said employee's teaching certificate (including endorsements) upon initial 
employment with the district.  On or before March 15th of each year thereafter (for so long as the 
employee is employed in the school system or has rights of recall) evidence of any changes in 
said employee's certification or endorsements which have occurred (since March 15th of the 
previous year) or are pending shall be filed with the Superintendent of Schools.   
 
 Any certificated employee whose employment contract is reduced as a result of 
reductions-in-force shall (during his/her period of recall) report his/her current address to the 
Superintendent of Schools and shall inform said Superintendent of any changes of address 
thereafter.  If a vacancy in the system occurs for which said employee has rights of recall, the 
offer of such employment may be sent by said Superintendent to said employee's last known 
address.  If no acceptance of such offer is received from said employee within fourteen days of 
mailing and the Superintendent has no personal knowledge of the whereabouts of said employee 
(other than said last known address), the employee shall be deemed to have waived his/her rights 
to recall to said employment position.   
 
 Anything in this policy to the contrary notwithstanding, this policy shall specifically 
permit and allow reductions in force to occur which deal with total elimination or termination or 
amendment of contracts or positions, which deal with reductions in force from full-time to part-
time, which deal with reductions in force from part-time to a lesser part-time, or which deal with 
any other reductions in force which result in the termination or amendment of a certificated 
employee's contract or employment position.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Certificated Employees  
 
Leave of Absence 
 
After a minimum of three (3) years of employment in Southern Valley Schools, a teacher may 
apply for a one-year leave of absence.  Criteria to be considered by the superintendent in 
recommending approval or denial of a request include: 
 
  ! no more than one Elementary teacher and no more than one Secondary teacher may be on 
leave during the same year.  If more than one request is received from the Elementary or 
Secondary, the administration shall decide based on factors including the date of application, the 
reason for requesting leave, the subsequent value to the school district, and seniority; 
 
  ! requests for the one-year leave of absence must be submitted in writing to the 
Superintendent prior to March 1 through the Superintendent; 
 
  ! a qualified replacement must be found before the leave is approved; 
 
  ! no salary or benefits will be paid to the teacher by the district during the year of absence.  
Continued group health insurance may be obtained, subject to the approval of the insurance 
carrier; the premiums for such insurance shall be paid by the teacher in advance.  Upon return, 
the teacher will be placed on the salary schedule at the vertical step earned prior to the beginning 
of the leave period; 
 
  ! a teacher who wishes to return from leave shall notify the Superintendent in writing by 
March 1. If no such notice is received by March 1, the teacher is considered to have resigned.  
The school district shall not be responsible for reminding the teacher of the required return 
notice; 
 
  ! a teacher returning from leave is not guaranteed the same position held before the leave 
of absence.  However, an effort will be made to arrange for the same or a comparable position 
placement; and  
 
  ! a teacher shall enter into a written agreement with the Board of Education setting forth 
the terms of such leave of absence. 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Certificated Employees 
 
Dual Sponsorship of Activities 
 
In any instance where more than one teacher is assigned to the sponsorship of an activity for 
which a stipend is paid, each teacher thereby assigned shall receive payment of the stipend as is 
specified in the negotiated agreement between the certificated teaching staff and the school 
district.  Should two or more teachers receive administration approval to share the sponsorship of 
any activity, only an amount equal to one stipend as specified shall be made but shall be equally 
divided among those teachers sharing the sponsorship. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Certificated Employees 
 
Standards of Ethical and Professional Performance – Certificated Staff 
 
Both the State of Nebraska and the Board of Education recognize that teaching and its related 
services, including administrative and supervisory services, are a profession with all of the rights, 
responsibilities, and privileges accorded other recognized professions. The Board recognizes and 
endorses the Standards of Ethical and Professional Performance as established by the Nebraska 
Department of Education and expects all certificated employees to abide by these standards. 
 
Certificated Personnel-Professional Performance and Code of Ethics 
 
It is the expectation of this District that all certificated staff shall comply with the ethics 
standards set forth by the Nebraska Department of Education, as such standards may be modified 
from time to time.   The ethics standards which certificated staff shall follow shall include the 
standards set forth in this policy.  References to “educator” shall include all certificated 
employees of the District. 
Preamble 

The educator shall believe in the worth and dignity of human beings. Recognizing the supreme 
importance of the pursuit of truth, the devotion to excellence and the nurture of democratic 
citizenship, the educator shall regard as essential to these goals the protection of the freedom to 
learn and to teach and the guarantee of equal educational opportunity for all. The educator shall 
accept the responsibility to practice the profession to these ethical standards. 

The educator shall recognize the magnitude of the responsibility he or she has accepted in 
choosing a career in education, and engages, individually and collectively with other educators, 
to judge his or her colleagues, and to be judged by them, in accordance with the provisions of 
this code of ethics. 

The standards listed in this section are held to be generally accepted minimal standards for all 
educators with respect to ethical and professional conduct. 

Principle I - Commitment as a Professional Educator: 

Fundamental to the pursuit of high educational standards is the maintenance of a profession 
possessed of individuals with high skills, intellect, integrity, wisdom, and compassion. The 
educator shall exhibit good moral character, maintain high standards of performance and 
promote equality of opportunity. 

In fulfillment of the educator's contractual and professional responsibilities, the educator: 

1. Shall not interfere with the exercise of political and citizenship rights and responsibilities of 
students, colleagues, parents, school patrons, or school board members. 

2. Shall not discriminate on the basis of race, color, creed, sex, marital status, age, national 
origin, ethnic background, or handicapping condition. 
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3. Shall not use coercive means, or promise or provide special treatment to students, 
colleagues, school patrons, or school board members in order to influence professional 
decisions. 

4. Shall not make any fraudulent statement or fail to disclose a material fact for which the 
educator is responsible.  

5. Shall not exploit professional relationships with students, colleagues, parents, school 
patrons, or school board members for personal gain or private advantage. 

6. Shall not sexually harass students, parents or school patrons, employees, or board 
members. 

7. Shall not have had revoked for cause in Nebraska or another state a teaching certificate, 
administrative certificate, or any certificate enabling a person to engage in any of the 
activities for which an educator’s certificate is issued in Nebraska. 

8. Shall not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the 
performance of professional duties. 

9. Shall report to the Superintendent any known violation of these standards. 

10. Shall seek no reprisal against any individual who has reported a violation of these 
standards. 

Principle II - Commitment to the Student: 

Mindful that a profession exists for the purpose of serving the best interests of the client, the 
educator shall practice the profession with genuine interest, concern, and consideration for the 
student. The educator shall work to stimulate the spirit of inquiry, the acquisition of knowledge 
and understanding, and the thoughtful formulation of worthy goals. 

In fulfillment of the obligation to the student, the educator: 

1. Shall permit the student to pursue reasonable independent scholastic effort, and shall permit 
the student access to varying points of view. 

2. Shall not deliberately suppress or distort subject matter for which the educator is 
responsible. 

3. Shall make reasonable effort to protect the student from conditions which interfere with the 
learning process or are harmful to health or safety. 

4. Shall conduct professional educational activities in accordance with sound educational 
practices that are in the best interest of the student. 

5. Shall keep in confidence personally identifiable information that has been obtained in the 
course of professional service, unless disclosure serves professional purposes, or is required 
by law. 

6. Shall not tutor for remuneration students assigned to his or her classes unless approved by 
the Board of Education. 
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7.  Shall not discipline students using corporal punishment. 

Principle III - Commitment to the Public: 

The magnitude of the responsibility inherent in the education process requires dedication to the 
principles of our democratic heritage. The educator bears particular responsibility for instilling 
an understanding of the confidence in the rule of law, respect for individual freedom, and a 
responsibility to promote respect by the public for the integrity of the profession. 

In fulfillment of the obligation to the public, the educator: 

1. Shall not misrepresent an institution with which the educator is affiliated, and shall take 
added precautions to distinguish between the educator's personal and institutional views. 

2. Shall not use institutional privileges for private gain or to promote political candidates, 
political issues, or partisan political activities. 

3. Shall neither offer nor accept gifts or favors that will impair professional judgment. 

4. Shall support the principle of due process and protect the political, citizenship, and natural 
rights of all individuals. 

5. Shall not commit any act of moral turpitude, nor commit any felony under the laws of the 
United States or any state or territory. 

6. Shall, with reasonable diligence, attend to the duties of his or her professional position. 

Principle IV - Commitment to the Profession: 

In belief that the quality of the services to the education profession directly influences the nation 
and its citizens, the educator shall exert every effort to raise professional standards, to improve 
service, to promote a climate in which the exercise of professional judgment is encouraged, and 
to achieve conditions which attract persons worthy of the trust to careers in education. The 
educator shall believe that sound professional relationships with colleagues are built upon 
personal integrity, dignity, and mutual respect. 

In fulfillment of the obligation to the profession, the educator: 

1. Shall provide upon the request of an aggrieved party, a written statement of specific 
reasons for recommendations that lead to the denial of increments, significant changes in 
employment, or termination of employment. 

2. Shall not misrepresent his or her professional qualifications, nor those of colleagues. 

3. Shall practice the profession only with proper certification, and shall actively oppose the 
practice of the profession by persons known to be unqualified. 

Principle V - Commitment to Professional Employment Practices: 

The educator shall regard the employment agreement as a pledge to be executed both in spirit 
and in fact. The educator shall believe that sound personnel relationships with governing boards 
are built upon personal integrity, dignity, and mutual respect. 
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In fulfillment of the obligation to professional employment practices, the educator: 

1. Shall apply for, accept, offer, or assign a position or responsibility on the basis of 
professional preparation and legal qualifications. 

2. Shall not knowingly withhold information regarding a position from an applicant or 
employer, or misrepresent an assignment or conditions of employment. 

3. Shall give prompt notice to the employer of any change in availability of service. 

4. Shall conduct professional business through designated procedures, when available, that 
have been approved by the Board of Education. 

5. Shall not assign to unqualified personnel tasks for which an educator is responsible. 

6. Shall permit no commercial or personal exploitation of his or her professional position. 

7. Shall use time on duty and leave time for the purpose for which intended. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Neb. Rev. Stat. §§ 79-859, 79-866; 92 NAC 27 (NDE Rule 27) 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Non-Certificated Employees 
 
Qualifications of Non-Certificated Employees 
 
A) Custodians shall meet the statutory license requirements and such other qualifications as 
may be determined by the Superintendent of Schools.  Preference for employment will be given 
to applicants who have some training in the maintenance of buildings and the operation of school 
heating systems. 
 
B) Nine-month employees, or employees appointed to fill temporary jobs, shall not be 
entitled to the benefits provided twelve-month employees, such as vacations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Non-Certificated Employees 
 
"At Will" Employees 
 
All non-certificated employees and non-certificated assignments shall be employed on an "at 
will" basis.  Non-certificated employees shall have no property right in continued employment 
and need not be accorded a hearing or any other procedural or substantive due process, prior to 
termination of their employment. 
 
Nothing in board policy, administrative regulations or practices, employee handbooks, or in any 
evaluation instrument or in the appraisal process or program for non-certificated employees shall 
or is intended to create or be a contract or part of a contract with a non-certificated employee 
which shall in any way be construed to be contrary to the "at will" employment of non-
certificated employees.  No administrator or other employee of the school district has any 
authority to enter into any agreement of employment with a non-certificated employee for any 
specific period of time or to make any agreement contrary to an at-will employment relationship.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Non-Certificated Employees  
 
Hiring/Dismissal 
 
The Superintendent shall be responsible for selecting and hiring non-certificated personnel.  
Dismissal of non-certificated employees shall be on an at-will basis, as such employees are 
subject to termination at any time without cause, without prior disciplinary action or progressive 
discipline, and irrespective of the lack of any evaluation or the irregularity in any evaluation 
process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Personnel - Non-Certificated Employees 
 
Contract 
 
All non-certificated employees shall be required to sign an "at will" employment contract with 
the school district as a condition precedent to employment or continued employment with the 
school district.  The non-certificated "at will" employee contract shall be in the form as proposed 
by the Superintendent of Schools and approved by resolution of the Board of Education. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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CLASSIFIED EMPLOYEE’S  
EMPLOYMENT AGREEMENT 

 
This Employment Agreement is entered into between Southern Valley Schools, hereinafter 

referred to as the “District,” and ____________________________, hereinafter referred to as the 
Employee. 
 

WITNESSETH:  The District hereby agrees to employ the Employee and the Employee hereby agrees 
to accept such employment on the following terms and conditions: 
 
Section 1.  Term of Contract.  The term of this contract shall commence effective on the 1st day of 
August, 200_, and shall terminate on the 31st day of July, 200_.  The contract and employment is on an 
“at will” basis and may be earlier terminated pursuant to Section 4.  The contract may be extended for 
like periods by written agreement.  
 
Section 2.  Compensation and Benefits.   
a. Salary Worksheet. Employee shall be paid a salary and benefits in accordance with the Salary 

Worksheet attached hereto and incorporated by this reference. Salary shall be payable in twelve 
equal installments on the regular payroll date each month.   

b. Leaves.  Vacation leave days are earned on a proportionate basis throughout the year (for 
example, if the District provides 12 days per year, one day is available each month); the District 
may permit advance leave days to be taken in its discretion.  Unused leave does not carry 
forward from one year to another.  There shall be no pay in lieu of unused leave.  

c. Deductions.  The Employee authorizes the District to deduct or withhold from each and every 
period of pay any amounts necessary to offset any damages caused by the Employee or the value 
of property or money entrusted to the Employee or owed by the Employee to the District during 
the course of the Employee's employment. 

d. State Retirement.  This employment is subject to provisions of the School Employees State 
Retirement Act. 

e. FLSA Exemption:  Employee is Exempt ____ Not Exempt _____ (check as applicable) under the 
FLSA guidelines.  Employee agrees that this overtime-exempt determination is accurate. 

 
Section 3.  Duties of Employee.   
a. Position. Employee is employed in the position of ____________________________________.   
b. Duties.  The duties of the Employee shall include such duties as may be set forth in the 

applicable job description for the position, the policies of the Board of Education, and as are 
assigned by the Superintendent and by the Employee's supervisor. The Employee agrees to 
perform the duties faithfully and to the best of the Employee’s ability.  

c. Board Policies.  The Employee shall comply with the policies of the Board of Education, the 
rules and regulations of the District and the directives of supervisors.  The Employee agrees that 
the policies of the Board of Education and rules and regulations of the district may be changed at 
any time, with or without notice to the Employee. 

d. Duty Hours.  The days and hours of employment shall be as assigned by the Superintendent or 
the Employee's supervisor.  Regular, dependable attendance is an essential function of the 
Employee’s position. 

e. Assignment.   The Employee may be assigned to different positions and duties and in such event 
the Board shall retain the discretion to adjust the salary and benefits commensurate with such 
changed position or duties. 

 

 1 of 3



  
 
               Article 4                                   PERSONNEL                                               Regulation No. 4220A 

Section 4.  Termination of Employment.   
a. Termination by District. This agreement creates no property right in continued employment.  It 

may be terminated by the District, with or without cause or hearing, upon giving two (2) calendar 
weeks notice or pay in lieu of notice, provided that in the event of just cause for termination, no 
notice or pay in lieu of notice shall be required.   

b. Termination by Employee.  In the event of Employee submits a resignation or otherwise 
terminates the agreement prior to July 31, 200_ (or prior to an extended term entered into 
between the District and the Employee), the resignation shall not become effective until  
approval by the Board which, unless waived by Board action, shall be subject to the condition 
that Employee pay liquidated damages for such early termination as follows:  resignation 
effective more than 90 days prior to term—fifteen percent (15%) of annual salary;  resignation 
effective more than 60 days but less than 90 days prior to term—ten percent (10%) of annual 
salary; and resignation effective at any other time prior to the effective date but without two (2) 
weeks written notice—five percent (5%) of annual salary. The Employee agrees that such 
liquidated damages are necessary for the reason that early resignations and resignations without 
advance notice present severe problems for the District in obtaining suitable replacements, the 
damages from such are difficult to fix, and the established liquidated damages approximate 
damages to the District. 

c. Compensation upon Termination. Upon termination, the compensation to be paid shall be an 
amount which bears the same ratio to the annual salary specified as the number of months or 
fraction thereof to the date of termination bears to the twelve months in the annual salary period 
in which termination occurs.  (In the event salary is fixed on a period other than twelve months, 
the same proration method shall be used for the period over which the salary has been fixed).  
Any portion of compensation, whether in the form of salary or benefits, paid or provided but not 
earned prior to termination, shall be refunded to the District by the Employee.  The Employee 
authorizes a set-off from compensation for any damages due the District from the Employee for 
reason of liquidated damages or otherwise.   

 
Section 5.  Applicable Law.  This agreement shall be governed by and construed in accordance with the 
laws of the State of Nebraska. 
 

Section 6.  Entirety of Agreement and Amendments.  This Employment Agreement constitutes the 
entire agreement and no representations, promises, agreements or undertakings made by or on behalf of 
the District, written or oral, not herein contained shall be of any force or effect.  It is specifically agreed 
that this Employment Agreement shall be subject to modification only by a written instrument signed by 
the Employee and the Superintendent or the Board of Education. 
 
Executed this ___ day of 
________________, 200_. 
 
____________________________ 
Employee 

Executed this ___ day of ________________, 
200_. 
Southern Valley Schools 
 
By:________________________________ 
    Superintendent or other Authorized Official 
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SALARY WORKSHEET 
 

Employee Name:   Assignment:   
Schedule Placement:   Days Per Year*:  
Hours Per Day:   Yearly Fringe Benefit: $ 
Fringe Benefit:  $ Yearly Salary:   $ 
Hourly Salary:   $ Extra Duty:  
Extra Wage:      $  
 
*FLSA-Exempt Employees:  If Employee is FLSA-exempt, it is understood that there shall be no pay 
for days or hours worked in excess of that listed absent a written, Board approved agreement for such 
work. Employee agrees that Employee (initial as appropriate): 

___ Executive Exemption: Employee’s duties include the primary duty of the management of a 
recognized department or subdivision and customarily and regularly directing the work of other 
employees (2.0 FTE or more).  Employee’s recommendations as to hiring, firing, promotion or 
other change of status of other employees are to be given particular weight. 
___ Administrative Exemption: Employee’s duties include the primary duty of performing office 
or non-manual work directly related to the management policies or general business operations 
of the employer or the employer’s customers and Employee customarily and regularly exercises 
discretion and independent judgment; or Employee’s duties include the primary duty of 
performing administrative functions directly related to academic instruction or training. 

 
 

Income  Summary 
Monthly Salary:              $  
Monthly Fringe:             $ 
Total Salary Available: $  

 

Deductions 
Cancer Insurance:             $  
Blue Cross Blue Shield $  
Guardian Life Insurance $  
SelectFlex $  
Savings Bond $  
Annuities $  
United Way $  
Credit Union $  
Direct Deposit $  

 

 
Please use this worksheet to make any changes in your deductions.  Salary Reduction Agreements are 
required to make changes to annuities.  As an employee of the Southern Valley Schools, I voluntarily 
authorize the above deductions effective on the signed date. 
 
____________________________ 
Employee 

Date:  ________________, 200_. 
 

____________________________ 
Superintendent  

Date:  ________________, 200_. 
 

 



Article 4 PERSONNEL Policy No. 4230 

 
 
Personnel - Non-Certificated Employees 
 
Assignment and Transfer 
 
Each non-certificated employee shall be assigned to a position at the direction of the 
Superintendent and may be transferred to any other position as the Superintendent may direct.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Article 4 PERSONNEL Policy No. 4240 

 
 
Personnel - Non-Certificated Employees  
 
Complaint Procedure 
 
The normal procedure to be followed by each employee regarding a personal complaint related 
to his/her employment is to discuss the matter in a personal conference with the school principal 
or with the supervisory officer directly in charge.  When the nature of the complaint dictates 
otherwise, the employee is entitled to present the complaint to any higher supervisory officer.  
An unsatisfactory result with the school principal or with the supervisory officer may be taken to 
the superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
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Article 4 PERSONNEL Policy No. 4250 
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Personnel  
 
Non-Certified Staff 
 
Bus Drivers 
 
Bus drivers are selected from qualified applicants by the superintendent and recommended to the 
Board of Education for employment.  Bus drivers must meet all the requirements prescribed by 
Nebraska Law. 
 
Regular bus drivers are paid at a rate established annually by the Superintendent.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: November 13, 2006 
      



Article 4 PERSONNEL Policy No. 4260 
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Personnel  
 
Standards of Performance for Non-Certified Employees 
 
In fulfillment of the employee's minimum responsibilities, the employee: 

1. Shall not interfere with the exercise of political and citizenship rights and responsibilities 
of students, other employees, parents, school patrons, or school board members. 

2. Shall not discriminate on the basis of race, color, creed, sex, marital status, age, national 
origin, ethnic background, religion, handicapping condition or sexual orientation. 

3. Shall not use coercive means, or promise or provide special treatment to students, other 
employees, school patrons, or school board members in order to influence professional 
decisions. 

4. Shall not make any fraudulent statement or fail to disclose a material fact for which the 
employee is responsible. 

5. Shall not exploit relationships with students, other employees, parents, school patrons, or 
school board members for personal gain or private advantage. 

6. Shall not harass in any manner students, parents or school patrons, employees, or board 
members. 

7. Shall not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the 
performance of duties. 

8. Shall keep in confidence personally identifiable student or employee information that has 
been obtained in the course of service to the district, unless disclosure serves professional 
purposes or is required by law. 

9. Shall not discipline students using corporal punishment. 

10. Shall not misrepresent the school district, and shall take added precautions to distinguish 
between the employee’s personal and institutional views. 

11. Shall abide by policies and regulations of the Board of Education and the rules and 
standards established by the administration and the employee’s supervisor. 

12. Shall seek no reprisal against any individual who has reported a violation of these 
standards. 

 
 
Date of Adoption: November 13, 2006 
      


