INTRODUCTION
If the coach/sponsor evaluation is intended to improve each individual’s performance, then the act of evaluation should be based on each individual’s ability to perform the tasks described in his or her job description.  Job descriptions should be based on board-approved activity program goals.

If the coach/sponsor evaluation is supposed to improve individual performance, then it follows those doing the evaluating need to understand and follow the district’s approved evaluation system.  To effectively implement the district’s evaluation system, building administrators must have:

· The motivation necessary to make evaluation a high priority;

· The skills required to carefully observe;

· The ability to cooperatively develop improvement plans; and

· The persistence and courage to see necessary improvements are being made after evaluations have been completed.

If the district really believes evaluating coaches/sponsors will improve individual performance, then there must be a high standard for those performing the evaluations.  If this standard is not met, the board should be asking those who supervise and evaluate other employees: “What can we do to make this better?”  

If it is true evaluation should improve each coach/sponsor’s performance, and evaluators must know how to do their job, then the board needs to discuss how the evaluation is to be carried out and how much of a priority it should have in the district.  

If improving coach/sponsor performance is genuinely important to the district, the use of this document will allow all of these areas to be addressed.  The evaluation system outlined here places on each evaluator and each person being evaluated the following requirements:  

· There is a board-approved district system for evaluation of employees.

· The system is understood by all involved.

· The system is being fairly and effectively implemented.

· There is a method, through evaluation, to tell professional coaches/sponsors whether goals are being met as well as where improvements can be made.

· The improvement plan is specific and prescriptive.

· The improvement plan is monitored by those responsible and creates accountability for both the evaluator and coach/sponsor.

These are not easy tasks, but if a district desires to improve activity opportunities for all students, they are necessary tasks.
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This evaluation mirrors the responsibilities noted in the coach/sponsor’s job description.  The job description, in turn, reflects the board-approved activity program goals.  Teaching and learning are to occur in a safe and orderly environment and are to be done in a manner that respects the state and community stakeholders’ investment of resources.  The evaluation also provides the opportunity to include ongoing, personal goals as a stand-alone performance area.  By doing so, the evaluation contains a dynamic quality that is essential to evaluation legitimacy.  The following explains what is contained in this evaluation instrument and the recommended method for performing evaluations.

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

Next is a procedural description for evaluating the coach/sponsor.  Each task is briefly explained on the left, and the recommended timeframe for completion is listed on the right.  This chart can be used as a quick reference guide so each step of the evaluation is carried out in an accurate and timely manner.
Immediately following the procedure chart is the evaluation instrument.  The coach/sponsor should first do a self-evaluation.  Two options are presented to the coach/sponsor.  If the coach/sponsor believes he or she has adequately demonstrated the competency, he or she would mark the MET column and explain the evidence that led to that conclusion.  If a competency has not been adequately demonstrated, the NOT MET box would be marked, and he or she would explain the evidence leading to that conclusion.   Documents should be compiled that validate the self-evaluation.  The coach/sponsor would then identify, based on the self-evaluation, no more than four performance areas on which to focus their improvement efforts.  Targeting more than four will make it difficult for the coach/sponsor to address them adequately.  When performance is already at a high level, sustaining performance and refining/replicating productive behaviors become the targeted areas.

The coach/sponsor’s evaluator should then receive the instrument, summary and the supporting documents.  He or she evaluates the coach/sponsor using the documents provided by the coach/sponsor and other sources suggested on pages 17 and 18.
The principal and/or activities director, using information generated on the individual evaluations, should reach consensus about what will be indicated on the summary report the principal fills out.  The performance standards and the narrative portion for each standard should reflect the opinion of the principal and activities director as a whole, not individuals. (This step is omitted if only the principal is responsible for the evaluation.)


The next page is for the principal to list up to four targeted improvement areas. The summary report and the list of improvement areas are kept for discussion with the coach/sponsor.  A meeting with the coach/sponsor must be scheduled as soon as possible to review the evaluation and finalize the targeted improvement areas. 


A form follows the instrument for the coach/sponsor to list the target areas and to identify activities and strategies to address them, as well as an appropriate timeframe for achieving them.  The Performance Area Contract for Excellence (PACE) with Activities/Recommendations and an appropriate timeline is shared with the principal/athletic director in one to three weeks.  After consideration and approval, the targeted areas are incorporated as a performance area for the next evaluation.  Meeting those targets becomes a critical part of the next evaluation cycle.  The summary report and the approved PACE, signed by the coach/sponsor and the principal, must be stored in a secure file.
Job description-coach/sponsor

Title:            Coach/Sponsor
Reports to:  Principal and/or Athletic Director
Supervises: Students, Coach/Sponsor aides, and volunteers as assigned
Purpose and Objectives of the Position: To help students improve individual performance; demonstrate that improvement in local and state competition; and develop into mature, able and responsible citizens.  As many of their duties will include supervising groups of children without the benefit of additional help or administrative supervision, the job requires significant self-discipline, internal motivation, and sound judgment.

Essential Job Functions:

I. The coach/sponsor oversees safe and orderly activity environments.
· Creates a safe and orderly environment that facilitates positive behavior and learning for all students.
· Takes appropriate action when students exhibit emotionally/physically distressed  

            behaviors.

· Supervises students as assigned.
II. The coach/sponsor ensures improved performance for all participants.

· Monitors the progress of individual students and student groups through the use       

            of appropriate evaluation techniques and with the assistance of technology when 

            appropriate.

III. The coach/sponsor builds positive school/community relations.
· Supports the mission of the school and district.

· Facilitates cooperation between all persons in the school community.
IV. The coach/sponsor leads students in developing constructive peer and   coach/sponsor relations.  
· Assists students to develop appropriate communications skills.
· Assists students in development of thinking skills appropriate to the activity.
· Follows all district policies, handbooks, and regulations.
V. The coach/sponsor oversees effective and efficient individual and group performance.

· Sets high expectations for all students based on their individual needs.
· Uses a variety of materials, activities and approaches appropriate to the needs of individual students
VI. The coach/sponsor practices responsible fiscal, facility, and resource management. 

· Procures supplies and equipment following building budget guidelines.
· Establishes behavior guidelines that ensure the care and maintenance of district facilities and equipment.
VII. The coach/sponsor models positive professional attributes.

· Participates in appropriate professional activities to enhance knowledge and     skills.
· Uses written and spoken language well.

· Handles public/press relations in a timely, legal and effective manner.
· Maintains hours sufficient to meet job expectations.
Secondary Responsibilities:

· Performs other duties as assigned by the supervisor and in accordance with USD _____ Board of Education policy.

Knowledge, Skills and Abilities Required:
· A valid building-level license issued by the Kansas State Board of Education or as exempted by Rule 10.

· Ability to work cooperatively and constructively with others, including the ability to communicate effectively with a wide range of audiences.

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

· Ability to use, as needed, district-identified computer hardware and software, and other district-provided technology.
· Ability to physically adapt to the compressed time schedule of a school day and year.
·  (Other requirements as set by the Board of Education.)

Terms of Employment: 
_______month/days contract, salary to be established by the board.  

Evaluation:
 Performance of this job will be evaluated in accordance with provisions of the USD __________ Board of Education’s policy on Evaluation of Activity Personnel and/or the district’s Negotiated Agreement.
Approved: _______________________________________  Date: ____________

                                             Board President

Reviewed and agreed to by: ________________________  Date: _____________
                                                       Employee

Evaluator’s signature: ________________________  Date: _____________
EVALUATION PROCEDURE
	TASK


	TIMELINE



	1.   The board revises/adopts a policy 

      governing the evaluation of district 

      coaches/sponsors.


	During regular policy review.

	2.   The board adopts a job description for district coaches/sponsors. The evaluation instrument is aligned to it.


	During the annual review of the evaluation instrument/job description

or

before hiring a new coach/sponsor.


	3.   The evaluator and coach/sponsor discuss the evaluation instrument and the evaluator reviews the timeline for evaluation.


	Shortly after the annual review of the instrument

or

shortly after employment.


	4.   The coach/sponsor does a self-evaluation, including identifying targeted areas of improvement.  Documentation to support indicators should be as objective as possible and available to the evaluator.

	Returned to the evaluator two weeks prior to evaluation meeting.

	5.   Using the self-assessment, personal observation and professional

      judgement, the evaluator completes the

      evaluation, including suggestions 

      for the targeted areas of improvement.

        
	Prior to evaluation meeting.

	During the Evaluation Meeting

6.   The evaluator asks the coach/sponsor   

questions about any area of activity operations.  The coach/sponsor responds to these questions.

6a. The coach/sponsor has the opportunity  to ask the evaluator questions concerning any area of activity operations.  The evaluator responds to these questions. 
6b. The evaluator and the coach/sponsor review the evaluation and review and 

      revise, if necessary, the target areas

      of improvement. 

       
	Within three weeks of completing the activity timeframe.

	7.   The coach/sponsor presents the 

      Performance Area Contract for   

      Excellence (PACE) and timetable 

       for completion to the evaluator.
	One to three weeks after review.

	8.   The coach/sponsor’s progress with
       target goals should be reviewed
       regularly.                      
	At least one to two month intervals until the next evaluation. 


EVALUATION INSTRUMENT
Name of Person Evaluated:_________________________________

Date of Evaluation: _______________________________________

Evaluated by: ____________________________________________

Coach/Sponsor’s Signature ______________________ Date ______

Signature on this form signifies knowledge of its content, not necessarily agreement.

Principal’s Signature _____________________ Date ______

PERFORMANCE AREA I:  The coach/sponsor oversees safe and orderly activity environments.



PERFORMANCE AREA II:  The coach/sponsor ensures improved performance for all participants.



PERFORMANCE AREA III:  The coach/sponsor builds positive school/community relations.



PERFORMANCE AREA IV:  The coach/sponsor leads students in developing constructive peer and coach/sponsor relations.



PERFORMANCE AREA V:  The coach/sponsor oversees effective and efficient individual and group performance.



PERFORMANCE AREA VI:  The coach/sponsor practices responsible fiscal, facility and resource management.



Performance Area VII: The coach/sponsor models positive professional attributes.


Evaluation Summary

Areas in which the coach/sponsor shows strength/skill:

Areas in which the coach/sponsor needs improvement:

Target areas to sustain performance, improve performance or refine/replicate achievement:

This page is to be used by both the coach/sponsor in his or her self-evaluation and by the evaluator in his or her evaluation.

PERFORMANCE AREA CONTRACT FOR EXCELLENCE

I. The coach/sponsor shall develop a plan of improvement by identifying activities and strategies for each area listed as needing improvement on the form provided.

II. The coach/sponsor shall provide follow-up reports (with supporting documentation) to the evaluator, at the designated times, which include:

A. The areas being addressed. 

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

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

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

III. The coach/sponsor should be prepared to meet with the evaluator and to answer questions upon the evaluator’s request.
Evaluator Responsibilities for Follow-up Reports

I. Some improvement goals can be so complex their progress will be measured in months or even years, not in weeks.  The evaluator needs to regularly review the coach/sponsor’s progress in achieving the goals, but some flexibility is necessary.

II.
Copies of the plan of improvement, timetables and reports during the progress reviews should be filed in the principal/athletic director’s file and the coach/sponsor’s personnel file.
pERForMANCE AREA CONTRACT FOR EXCELLENCE

Coach/sponsor’s Name __________________  Date of Evaluation ________ Date of Plan _________
	Areas Targeted

for Improvements
	Activities/Recommendations


	Timeline

	Priority Area I:


	
	

	Priority Area II:


	
	

	Priority Area III:


	
	

	Priority Area IV:


	
	


Note: This form may be used for the initial plan as well as the follow-up reports of progress.

Evaluator’s Comments:

Coach/Sponsor’s Comments:

_______________________________

Date of Next Review

___________________________________


         ___________________________________

Evaluator’s Signature                  Date

                      Coach/sponsor’s Signature          Date

PERFROMANCE AREA VIII:  TARGET IMPROVEMENT AREAS
sOURCES OF DOCUMENTATION

	PERFORMANCE AREA
	POSSIBLE SOURCES OF DOCUMENTATION

(add or delete according to district needs)



	I. The coach/sponsor oversees safe and orderly activity environments.

	Incidence/analysis of injury & ailment; incidence/analysis of training/first aid professional development; principal/AD observation



	II. The coach/sponsor ensures improved performance for all participants.


	Participation rates compiled and analyzed; season completion rates compiled and analyzed; principal/AD observation


	III. The coach/sponsor builds positive school/community relations.


	Principal/AD observation; surveys;

interviews with parents and patrons; adult volunteer participation



	IV. The coach/sponsor leads the student in developing constructive peer and coach/sponsor relations.


	Principal/AD observation; district policies, handbooks and regulations;

interviews with students and parents; league/KSHSAA awards



	V. The coach/sponsor oversees effective and efficient student performance.


	Won/loss records; school records; individual best data; principal/AD observation




	PERFORMANCE AREA
	POSSIBLE SOURCES OF DOCUMENTATION 



	VI. The coach/sponsor practices responsible fiscal, facility, and resource management.


	Purchase orders and requests; equipment inventories and repair orders; principal/AD observation



	VII. The coach/sponsor models positive professional attributes.


	In-service documentation; oral and written reports and presentations; attendance; principal/AD observation; parent/student interviews.



	VIII. Targeted areas of improvement


	As described on the Performance Area Contract for Excellence



	
	

	
	


AS EVIDENCED BY:			





AS EVIDENCED BY:


Indicator 1:  Procures supplies and equipment following building


		  budget guidelines.


Indicator 2:  Establishes behavior guidelines that ensure the care


	  and maintenance of district facilities and equipment.








MET   NOT


           MET	











AS EVIDENCED BY:


Indicator 1:  Participates in appropriate professional 


	  activities to enhance knowledge and skills.


Indicator 2:  Uses written and spoken language well.


Indicator 3:  Handles public/press relations in a timely, 


	  legal and effective manner.


Indicator 4:  Maintains hours sufficient to meet job expectations





MET   NOT


           MET





MET   NOT


           MET








MET   NOT


           MET











MET  NOT


          MET














MET     NOT


             MET





AS EVIDENCED BY:


Indicator 1:  Assists students to develop appropriate 


	   	 communication skills.


Indicator 2:  Assists students in development of thinking skills 


		 appropriate to the activity.


Indicator 3:  Follows all district policies, handbooks, and 


		 regulations.

















AS EVIDENCED BY:


Indicator 1:  Sets high expectations for all students 


                     based on their individual needs.


Indicator 2:  Uses a variety of materials, activities and 


                     approaches appropriate to the needs of


                     individual students.














MET   NOT


           MET

















MET   NOT


           MET











AS EVIDENCED BY: 


Indicator 1:   Creates a safe and orderly environment


		that facilitates positive behavior and learning 


		for all students.


Indicator 2:  Takes appropriate action when students 


		exhibit emotionally/physically distressed  


		behaviors.


Indicator 3:   Supervises students as assigned.














MET	  NOT


           MET





AS EVIDENCED BY:


Indicator 1: Monitors the progress of individual students 


		and student groups through the use of appropriate 


	 	evaluation techniques and with the assistance of


		technology when appropriate.








AS EVIDENCED BY: 


Indicator 1: Supports the mission of the school and district.


Indicator 2: Facilitates cooperation between all persons 


		in the school community.
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