
 
 
 

                                     PROCEDURES NO:  A-OP-408.1-07 
 
 

ADMINISTRATIVE PROCEDURES 
 
 

SUBJECT:   Performance Appraisal of Teaching Staff 
 

 
Experienced Teachers can be defined as either: 

• Those hired prior to September 2005 who were certified by the College of teachers 
and have been employed as teachers by the LKDSB. 

• Those hired after September 2005 who successfully completed the New Teacher 
Induction Program (NTIP).  

 
Teachers New to the Board: 

• Teachers certified by the Ontario College of Teachers, have worked in another board 
and have now transferred to the LKDSB. 

 
Teachers New to the Profession  

• Teachers certified by the Ontario College of Teachers who have been hired into a 
permanent position – full time or part –time – by a school board, to begin teaching for 
the first time in Ontario. 

 
Role of Human Resources: 
 
1. Will maintain and manage the software program used by school administrators and teachers 

throughout the appraisal process. 
2. Will maintain an electronic personnel file for each member of the teaching staff. 
3. Will provide, in September, each principal with an up-to-date list of teachers assigned to 

his/her school with the date of the most recent performance appraisal indicated for each 
teacher. in addition, the teachers new to the profession and new to the board will be clearly 
identified. 

4. Will update the data in the human resources staff information system, after the appropriate 
superintendent has reviewed and signed the electronic copy of the completed Summative 
Performance Appraisal Report.  

 
Role of the Teacher: 
 
1. Will participate in and provide input into the teacher performance appraisal process. 
2.   Will complete the documentation required for both the formative and summative appraisal  
       process using the Board’s appraisal software. 
 
 
 



  

   

 
 
Role of the Principal or Designate:  

 
1. Will develop an appraisal plan, for each school year, for: 
 Experienced teachers and teachers new to the board: 

• Ensure that the Annual Learning Plan (Appendix A) is completed annually by 
experienced teachers and teachers new to the board. 

• Ensures that the Summative Report Form for Experienced Teachers (Appendix B) 
is completed during the teacher’s appraisal year in accordance with the Ministry of 
Education document, “Performance Appraisal of Experienced Teachers: 
Technical Requirements Manual, 2007” 

• Ensure that teachers are scheduled for an appraisal every five years. 
 
New teachers: 

• ensure that the Individual NTIP Strategy Form (Appendix C) and the Summative 
Report Form for the New Teachers (Appendix D) are completed in accordance with 
the Ministry of Education document, “New Teacher Induction Program – Manual for 
Performance Appraisal for New Teachers, 2006. 

• Ensure that two appraisals are completed during the first year (unless one report 
receives an “unsatisfactory” performance rating which requires superintendent 
involvement). 

 
2. Will review the Administrative Procedure:  Performance Appraisal of Teaching Staff, with 

their teaching staff at the first staff meeting of each school year. 
 
3. Will provide written notification, within the first 20 school days of each new school year, to 

experienced teachers, teachers new to the profession and new to the Board when the 
current school year is an appraisal year. 

 
4. Will inform experienced teachers and teachers new to the board that a copy of the Ministry 

of Education document, “Performance Appraisal of Experienced Teachers: Technical 
Requirements Manual, 2007” is available from the principal.  

 
5. Will inform new teachers that a copy of the Ministry of Education document, “New Teacher 

Induction Program – Manual for Performance Appraisal for New Teachers, 2006” is available 
from the principal. 

 
 
 
 



  

   

 
6. Will complete documentation required in a formative and summative appraisal process, 

using the Board’s appraisal software. 
 

The summative appraisal for Experienced teachers and teachers new to the board includes: 
 a. Annual Learning Plan 
 b. One Summative Report (unless the teacher receives an “Unsatisfactory” performance 

rating which requires superintendent involvement and the completion of an 
Improvement Plan (Appendix E). 

 
 The summative appraisal for New Teachers (NTIP) includes: 
  a.  Individual NTIP Strategy Form 
 b. Two Summative Reports for New Teachers  during the first 12 months (unless one 

report receives a  “Development Needed” performance rating which requires 
superintendent involvement and the completion of an Enrichment Plan (Appendix F) 
or an Improvement Plan (Appendix E). 

 
Role of the Appropriate Supervisory Officer: 
 
1. Will review with principals, early in each school year, their formative (annual) and summative  

performance appraisal plans for the year. 
2. Will review and submit for electronic filing each completed appraisal report. 
3. Will review with each principal, before the end of each school year, the performance 

appraisals completed and the overall effectiveness of the formative and summative plans. 
 
 
 
 
 
 
 
Implementation Date: April 12, 2000 
Revised: February    2003 
  September 2003 
  September 2006 
  November 2007 
 
Reference:  Policy, Regulations and Teacher Performance Appraisal Guideline 
 
 
 
 



  

   

        
Annual Learning Plan          Appendix A   



  

   

Annual Learning Plan         Appendix A  

     



  

   

 
Annual Learning Plan         Appendix A  

  



  

   

 
 
Summative Report Form for Experienced Teachers                      Appendix B 
 

      



  

   

Summative Report Form for Experienced Teachers  Appendix B 
 

       
      



  

   

Summative Report Form for Experienced Teachers                Appendix B 
 
 

    



  

   

 
 
Summative Report Form for Experienced Teachers               Appendix B 

 

 
 



  

   

              
Summative Report Form for Experienced Teachers             Appendix B 
 
 

 
 



  

   

Summative Report Form for Experienced Teachers             Appendix B 
 
 



  

   

Individual NTIP Strategy Form                     Appendix C 
 

  

 



  

   

 
Summative Form For New Teachers     Appendix D 
 

 

 
 



  

   

 
Summative Form For New Teachers               Appendix D 
 

               
 
 
 
 
 



  

   

Summative Form For New Teachers     Appendix D 
           

 
 

              
 
 
 

 



  

   

Summative Form For New Teachers     Appendix D 
 
 

        



  

   

                                 Appendix E 
                           

                                                                                      Improvement Plan 
 
 
The Improvement Plan must be prepared by the principal within fifteen school days after 
the principal has determined that a performance appraisal of a teacher has resulted in an 
unsatisfactory rating.  This plan must set out steps and actions that the teacher should 
take to improve his or her performance.  The principal must seek input from the teacher 
as to what steps and actions could help the teacher improve his or her performance. 
 
The duties of the principal may be delegated to a vice-principal in the same school, or an 
appropriate supervisory officer. 
 
 
Teacher’s Name 
Last Name     First Name 
 
 
Name of School 
 
Name of Board 
 
Assignment/Class 
 
Principal’s Name 
Last Name     First Name 
 
Competencies requiring improvement 
 
 
 
 
 
 
Expectations 
 
 
 
 
 
 
 
 



  

   

          Appendix  E 
          Page 2 
                                                                           
                                                                                        Improvement Plan 
          
Steps and Actions for improvement (input of teacher must be taken into account) 
 
 
 
 
 
 
Support (for example, from principal, from board) 
 
 
 
 
 
 
Sample indicators of success 
 
 
 
 
 
 
Date of next performance appraisal (yyyy/mm/dd) 
 
Teacher’s comments on the Improvement Plan 
 
 
 
 
Principal’s comments on the Improvement Plan 
 
 
 
 
 
Principal’s Signature       Date (yyyy/mm/dd) 
My signature indicates that I developed this Improvement Plan with the teacher’s  
Input. 
 
           
Teacher’s Signature        Date (yyyy/mm/dd) 
My signature indicates that I provided input into the Improvement Plan 
 
 
 
 
 



  

   

           Appendix F 
 
                                                                                                   Enrichment Plan 
 
 
An Enrichment Plan must be prepared by the principal within 15 school days after the principal  
has determined that an appraisal of the new teacher’s performance has resulted in a Development 
needed rating.  The plan must set out the elements of the New Teacher Induction Program offered by the 
board that are appropriate for the new teacher to participate in to improve his or her performance.  The 
plan must also provide a description of the teacher’s participation in those elements.  The principal must 
seek input from the new teacher in determining which elements the new teacher will participate in and in 
providing a description of the teacher’s participation in those elements. 

 
Teacher’s Name 
Last Name     First Name 
 
 
Name of School 
 
Name of Board 
 
Assignment/Class 
 
Principal’s Name 
Last Name     First Name 
 
Description of Teacher’s Assignment (Grade(s), Subject(s), Full-time/Part-time, 
Elementary/Secondary, etc.) 
 
 
 
 



  

   

Appendix F 
 
Note:  For the following provide a description of the elements of the New Teacher 
Induction Program offered by the Board to improve the new teacher’s performance.  
Input from the teacher must be taken into account.  The enriched support will be 
extended into the second 12-month period to improve the teacher’s performance 
 
Competencies Requiring Development 
 
 
 
 
 
 
 
 
 
 
 
 
Expectations 
 
 
 
 
 
 
 
 
 
 
Elements of NTIP to be Provided to the Teacher 
 
 
 
 
 
 
 
 
 
 
Description of Participation in Element(s) (including topic, strategy, timelines etc. 
 
 
 
 
 
 



  

   

            Appendix F 
 
Release days (if required) 
 
 
Date of Next Appraisal 
 
 
 
 
Principal’s Signature       Date  (yyyy/mm/dd) 
My signature indicates that I developed this Enrichment Plan with the teachers input. 
 
 
 
 
 
 
Teacher’s Signature                                                                        Date  (yyyy/mm/dd) 
My signature indicates that I have provided input into the Enrichment Plan. 
 
 
 
 
 
Supervisory Officer’s Signature                                                         Date  (yyyy/mm/dd) 
My signature indicates that the Enrichment Plan has been developed in accordance with the 
Board’s Policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


