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Missed Deadlines
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All non-teachers and other professional employees who work 20
standard hours or more per week shall be annually appraised in
the performance of their duties and shall be provided assistance to
improve job performance. The appraisal policies and regulations,
annual Board-approved appraisal calendars, and District manuals
shall govern the employee evaluation and appraisal system con-
sistent with the general principles set out below.

Other professional employees shall include school counselors,
nurses, librarians, magnet coordinators, social workers, central of-
fice professionals, and other campus employees who are not ap-

praised in the Texas TeacherEvaluation-and-Suppert-System-(T-
TESS)-Principal-Supervisor-Appraisal-System-(PSAS)-orthe

School-LeaderAppraisal-System{SLEAS)-Teacher Excellence Sys-
tem (TES), Leader Excellence and Development (LEAD), or the

Executive Director Appraisal System (EDAS).

The employee’s performance of assigned duties and other job-re-
lated criteria shall provide the basis for the employee’s appraisal.
Employees shall be informed of the criteria on which they will be
appraised at the beginning of the appraisal year.
All-appraisers-ef-nen-teacheremployees-and-all-nen-teacher-em-

Employees shall participate in a goal-setting conference at the be-
ginning of the appra|sal year W|th their aSS|gned appralser—Eaeh

Appraisal ratings shall be based on the appraisal instrument and
cumulative performance data gathered by supervisors throughout
the year. Employees participating in the annual appraisal process
shall have an end-of-year conference to discuss the written ap-
praisal and may have as many conferences about performance of
duties as the appraiser deems necessary or as requested by the
employee.

An employee who was hired within 90 days of the end of the ap-
praisal period shall not have an annual appraisal. [Refer to the an-
nual Board-approved appraisal calendar.]

In the event an appraisal deadline is missed by either the em-
ployee or appraiser, the appraiser shall document the reason in a
memorandum to the employee and a copy shall be sent to the ap-
praiser's manager. The appraisal process shall continue. A missed
deadline shall not invalidate an appraisal document.
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Standard Hours An employee whose standard hours increase to 20 hours or more

Change per week prior to 90 days until the end of the appraisal period shall
be appraised. An employee whose standard hours increase to 20
hours or more per week within the 90 days until the end of the ap-
praisal period shall not be appraised.

Employee Position An employee whose position changes to a non-teacher position

Change any time before the end of the appraisal period shall be appraised
on the Non-Teacher Appraisal System.

Documentation and Official appraisal records shall be maintained throughout a per-

Records son’s employment with the District as outlined in the District’'s Rec-
ords Management Manuals.

Confidentiality A document evaluating the performance of a teacher or administra-
tor shall be confidential.

Employee Copy All employees shall receive a copy of their annual appraisal.
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Third-Party Input The appraiser shall verify and document third-party information that
the appraiser and/or employee want to use as cumulative data.
Any documentation that will influence the employee’s annual ap-
praisal ratings must be shared in writing with the employee within
ten working days of the appraiser’s knowledge of the occurrence. A
parent or legal guardian must sign if the initiating party is under 18
years of age.

Employee Response  Employees may submit a written response or rebuttal to their ap-
praiser within ten working days of receipt of a written document.
The appraiser will attach the employee’s written response to the
appraisal document.

Application of All aspects of the appraisal systems shall be applied consistently
Assessment and fairly to all employees. When an employee feels that any one
Systems of these procedures has been misapplied, a dispute may be filed in
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accordance with the Dispute Resolution Process at DGBA(LO-
CAL). However, unless the procedure in question was maliciously
misapplied, applied in bad faith, or not applied by an appraiser,
such misapplication or failure to follow the procedures shall not
prevent or be any impediment to the Board or the Superintendent
changing any employee’s employment status under the terms of
the employment contracts, if applicable, and state and federal
laws.

Employees may present complaints regarding the evaluation and
appraisal process in accordance with the District’s Dispute Resolu-
tion Process. [See DGBA(LOCAL)]
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