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Introduction to TEP 

  

“…the effort required to empower teachers to direct their own professional development, to investigate 

how particular teaching skills impact student learning, and to monitor and assess their own professional 

growth in collaboration with their colleagues and administrators is both valuable and necessary, and will 

be reflected in increased student achievement.” 

- Clem Donaldson & Colleen Stobbe 

 

Philosophy 

One principle purpose for teacher evaluation is professional development and continuous teacher 

growth. The actual practices within a school, such as the chosen evaluation system, can strongly 

influence this growth and lead to higher professional competence. The OCSU Teacher Evaluation Plan 

(TEP) has been developed to encourage embedded professional development linked to both school 

mission and school improvement initiatives. The focus on teachers as self-directed learners in 

collaboration with peers supports a culture of professional inquiry. The differentiation of teachers’ plans 

can reflect the natural and planned movement of teachers from the novice to expert stage of 

development. As teachers emphasize learning outcomes for themselves and their students, they will see 

improved professional practice and an increase in student success as a result. 

  

Purpose 

The TEP process is designed for the majority of our professional staff. It is a collaborative process in 

which every teacher at this level is evaluated each year. Through collaboration with an “Advisory” panel 

of peers and administration, teachers select self-directed goals that focus on three outcomes: student 

learning, teacher learning, and professional responsibilities. The goals create a solid foundation for 

teachers and evaluators throughout the evaluation process. The plan could also support the teacher’s 

professional relicensing process. It promotes reflective practice as each educator is responsible for 

understanding and articulating his/her strengths and weaknesses using supporting evidence. The self-

directed nature for this plan ensures that it will be differentiated between individuals and between 

professional specialties. 

 

 

  
  
  
  

 

  



 

TEP Roles, Responsibilities, and Timeline 

   
Teachers in year three or above at OCSU schools create a Teacher Evaluation Plan (TEP) each year. This 

plan includes the following steps and timeline: 

  

1. Teacher will meet with the administrator within the first 6 weeks to have an opening 

conversation and plan for their advisory. The teacher may have a general idea of where he/she 

wants to go, but may not have anything solid at this point. The administrator and teacher 

determine the Advisory members. The administrator shares any current concerns that the 

teacher should be aware of and makes final goal recommendations. If necessary, the 

administrator may focus the goals or assign any of the goals.  

 

2. Teacher creates his/her Advisory with 2-6 members. The building administrator reserves the 

right to attend advisory meetings. The teacher asks each member to join the Advisory and must 

hold the first Advisory meeting before the end of the first quarter. Teachers will provide notices 

of meetings to the building administrator, and will list advisory members and dates on the cover 

page of their digital portfolio. 

 

3. At the first Advisory meeting, the teacher leads a discussion of the expectations for learning 

outcomes for themselves in three areas: 

a. Student Learning - This goal is based on needs identified by student quantitative or 

qualitative data. 

b. Teacher Learning - This goal is based on furthering teacher knowledge and skills in 

support of student learning. 

c. Professional Responsibilities  - This goal, relating to areas such as management, 

relationships, and technology, is based on improving the “system” in support of student 

learning (i.e. team, school, community, SU, State). 

 

When the teacher brings their draft TEP to the first meeting, the Advisory will collaboratively 

edit the proposed plan as needed before submitting to the administrator for final approval. The 

Advisory discusses the outcomes the teacher plans to produce, and the evidence he/she expects 

to use at the end of the year to demonstrate that the outcomes have been met. Advisory 

members provide feedback and “sign off” in the Comments section of each goal. (Note: Advisory 

members should use the OCSU EDUCATOR EVIDENCE & REFLECTION PORTFOLIO RUBRIC to 

assist in the development of the goal and evidence plan.) 

 

4. Teachers work on their TEP throughout the year collecting evidence. They may choose to have 

members of their Advisory consult with them, observe them, and/or assist them with their 

reflection process.  

 



 

Communication is critical to keep your Advisory informed. During the month of January, the 

teacher schedules a meeting between him/her and administrator as a check-in and to monitor 

progress.  Advisory meetings may be called at any time during the year if needed. 

 

If there are any performance concerns at any point during the year, the administrator may 

choose to do a formal observation and/or can discuss the possibility of corrective action with 

the teacher. 

 

While the system is outcome based, the goal is professional learning and growth. Taking risks is 

critical and should not be traded for safe results. It is the role of the Advisory to encourage and 

support risk-taking.  The most important outcome is learning. 

 

5. During the last quarter, the teacher hosts his/her final Advisory meeting. At this meeting he/she 

presents their reflection for the TEP with all necessary evidence. The Advisory provides feedback 

and comments (electronically) on the evidence, on the reflection and on possible next steps. 

 

6. Prior to June 1st, the teacher will schedule a meeting with administrator to discuss the teacher’s 

performance and professional learning. The administrator will complete the Evidence and 

Reflection Rubric and determine if the reflection is appropriate and of a professional standard.  If 

not, the educator will be given an opportunity to revise the work. The administrator will make 

recommendations about continued employment, focused goals, or corrective action for the 

following year. 

 

The educator may be given an extension past June 1 with prior permission from the 

administrator.  

 

7. Upon approval of the reflection and support materials, the teacher will print out copies of the 

TEP (goals, outcomes, reflection, and list of evidence) for the administrator. The administrator 

includes in the teacher’s personnel file: 

a. The TEP, and  

b. The Evidence and Reflection Rubric signed by the educator and administrator. 

 

 

 

 

 

 

 

 

 

  



 

ORLEANS CENTRAL SUPERVISORY UNION 

EVIDENCE AND REFLECTION RUBRIC 

  

Educators are reflective and continually evaluate the effects of choices and actions on others (students, 

parents, and other members of the learning community). They identify strengths and weaknesses and 

actively seek out opportunities for growth through self-directed professional development goals. 

  

THIS SUMMATIVE RUBRIC MAY ALSO BE USED THROUGHOUT THE YEAR TO GUIDE EDUCATORS’ 

CHOICE OF EVIDENCE AND REFLECTIONS FOR EACH GOAL. IT WILL BE USED BY THE ADMINISTRATOR 

DURING THE FINAL MEETING WITH THE EDUCATOR TO DISCUSS PROGRESS AND TO EVALUATE THE 

EXTENT THE EDUCATOR HAS MET THE THREE ARTICULATED TEP GOALS.  

 

Educator Name:  

School:  Year:  

 

Did the Educator Meet the Goals: ________ MET  ________ NOT MET 

 

Administrator Comments:  

 

 

 

 

 

 

 

What are the Educator’s next steps: _______ TEP  ________ Corrective Action 

 

The teacher’s signature below indicates receipt and discussion of this document, not necessarily 

agreement with its contents.  The teacher may attach any addenda. 

 

_____________________________________________________ ______________________ 

Educator Signature       Date 

 

_____________________________________________________ ______________________ 

Administrator Signature      Date 

 

_____________________________________________________ ______________________ 

Administrator Signature      Date 



 

EDUCATOR EVIDENCE AND REFLECTION RUBRIC 

 

 Unsatisfactory Basic Proficient Distinguished 

Choice & 

Scope of 

Evidence 

Missing or insufficient 

artifacts/samples do not 

provide evidence for the 

articulated outcomes. 

A minimal number and/or 

narrow scope of artifacts/ 

samples are included as 

evidence for the articulated 

outcomes. 

Two or more artifacts/ 

samples of adequate 

scope listed in the 

guidelines are included as 

evidence of the articulated 

outcomes. 

A wide scope of artifacts/ 

samples listed in the 

guidelines are included as 

evidence of the articulated 

outcomes. 

The evidence provided 

inadequately supports the 

teacher’s claims and 

reflections. 

The body of evidence 

superficially/weakly supports 

the teacher’s claims and 

reflections. 

The body of evidence 

sufficiently/clearly supports 

the teacher’s claims and 

reflections. 

The body of evidence 

widely/deeply supports the 

teacher’s claims and 

reflections. 

Comments  

Self- 

Evaluation 

& 

Reflections 

Reflection focus is on self-

concerns rather than 

students.  Primary 

concerns may include 

control of students, time 

and workload, and gaining 

recognition for personal 

success. 

Reflection focus is on 

specific teaching tasks, such 

as planning, management, 

and summative assessment, 

but does not consider 

connections between 

teaching issues. 

Reflection focus is on 

students… formative 

assessment and 

interactions with students 

to interpret how, or in what 

way, they are learning, 

esp. concerned with 

struggling learners. 

Reflection focus is on broader 

trends, patterns, and systemic 

concerns, and how these 

impact student learning and 

instructional decision-making. 

None of the reflections 

demonstrate the 

educator’s ability to 

critique his/her own 

performance/skills or do 

not include ideas for 

professional development 

goals. 

Some of the reflections 

demonstrate educator’s 

ability to critique his/her own 

performance/skills, but 

include professional 

development goals that are 

not related to new insights 

and experiences. 

Most or all reflections 

demonstrate educator’s 

ability to critique his/her 

own performance/skills and 

identify professional 

development goals that 

emerge from new insights 

and experiences. 

All reflections clearly 

demonstrate educator’s ability 

to effectively critique his/her 

performance/skills, and 

include in-depth professional 

development goals that 

emerge from new 

insights/experiences. 

Comments  

 



 

GUIDELINES OF POSSIBLE EVIDENCE: 

(Include a reflective explanation of how the evidence supports the specific TEP goal to which it applies.) 

   

●  Teacher Self-Assessment and Professional Development 

■   Professional Performance Rubrics 

■ Logs of Professional Goals and Improved Practice 

■ Student Achievement Data and Instructional Interventions 

■  Evidence of Instructional Effect on Student Learning and Progress 

■  Coursework, Workshops, and Conferences 

■ District/State Activities or Initiatives 

 

●  Planning Documents 

■   Instructional unit and/or lesson plans 

■ Class schedules, diagrams of instructional settings, seating charts 

■   Classroom expectations and discipline procedures 

 

● Teaching Artifacts 

■ Examples of student work 

■  Examples of instructional artifacts 

■  Video, audio, and digital records of student performances 

■  Descriptions of student activities 

■  Evidence of student reflection 

■   Assessment Samples, Results, Analysis 

 

●  Structured Reflection 

■ Action Research Journal 

■  Professional Growth Journal 

■  Staff Development Journal 

■  School Portfolio Journal 

■  Study Group Journal 

■  Action Research Project 

■  NBPTS Certification 

■  Educational Research and Publication 

 

● Student, Parent, Colleague Collaboration/Feedback 

■  Student Surveys 

■  Parent Surveys 

■  360-degree Systems 

■  Evidence of Collaborative Work with Colleagues 

■  Mentoring or Coaching Opportunities 

■  Meeting, Committee, and Professional Records 

■  Feedback from Colleagues 



 

 

 

●  Parent and Community Communications 

■ Class Newsletters 

■ Logs of Parent Contacts and Samples of Messages to Parents 

■ Evidence of Collaboration with Parents and the Larger Community 

■ Back-to-School Night and Conferences 

■ Parent /Community Participation in an Advisory Council 

■ Student Progress Reports 

■ Curriculum and Program Outline for Parents 

■ Homework Planner or Home-School Journal 

  

 

 

  



 

QUESTIONS TO GUIDE PROFESSIONAL REFLECTION: 

(These questions are presented as a guide for professional reflection and self-assessment.   

You do not need to submit specific answers.) 

  

Learning Expectations  

● Were those reasonable learning expectations for all of my students? 

● How do I know the students have really learned this concept? 

● How does this activity deepen student understanding of the concept?  

● How do I support the diverse needs of the learners?  

● If I had the opportunity to teach this lesson again to the same group of students, what would I 

do differently?  Why? 

 

Groupings 

● Would different groupings have worked better? 

●   

●  At what level am I performing on this standard? 

 

Evidence 

●  What do these student work samples tell me about their levels of understanding?  

● Explain the recordkeeping system and the reasons for maintaining records in this manner.  What 

adjustments should I make and why?  

● Summarize the professional development and other professionally related activities in which I 

participated.  Explain the benefits of this participation derived by the school, my students, and 

me. 

● What accommodations were needed for the students and what impacts did they have on the 

lesson? 

 

Assessment 

● Describe how I determine when to assess and what to assess during instruction. 

● What does the data tell me about my students’ instructional needs?  What should I do now? 

● Discuss the range of student responses to the assigned work samples. Am I satisfied with them?  

Why? 

●  What types of contacts do I have with my students’ families/ the community and what are my 

reasons for using them? 

● I use assessment data to profile student learning and communicate information about student 

progress and achievement.  Give examples.  

● What strategies do I use to monitor understanding and student misconceptions during 

instruction?  How do I determine when they are needed?  

● Were the students productively engaged in the work?  How do I know? 

 

Instruction 



 

● Do my instructional goals reflect several types or depths of knowledge?  Are they varied and 

challenging?  How can I move my students’ thinking to a deeper level?  

● Have I utilized multiple methods (varied texts, discussion, modeling, and manipulatives) for 

developing complex concepts?  Which ones were/were not effective?  

● What strategies have I used to ensure that students have clear understandings of the learning 

intentions and criteria for success?  Were they successful?  How do I know? 

● Have I been successful in creating a learning environment that encourages positive social 

interaction, active engagement in learning, and self-motivation?  What can/should I change or 

do differently?  

● How do I cultivate learners’ development of critical thinking, problem solving, and performance 

skills?  What actions/decisions are necessary to ensure that I am successful for all students?  

● What criteria do I use to determine which instructional strategies to use in a particular learning 

situation?  

● Explain how I have created an inclusive learning environment that respects individual 

differences.  What adjustments/further work is needed? 

 

 


