Madison Metropolitan School District

Department of Human Resources
SUBSTITUTE TEACHER PERFORMANCE EVALUATION
__________________________________________________________

________________________________
Name of Substitute







               Date(s) of Service
__________________________________________________________

________________________________
Teacher the Substitute Worked for






Subject / Grade Level / School
Was the assignment in this substitute’s area of certification?

 Yes

 No
        Permit License
If NO, the substitute cannot be evaluated on his/her performance during the assignment(s).  This does not mean that performance concerns cannot be addressed.  Please contact June Glennon for assistance at 663-1867.

To confirm the substitute’s area(s) of certification, please contact the Sub Office at 663-1862 or Beth Weber at 663-1747.
RELIABILITY  (Follows lesson plans, punctual):  ________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

JOB COMPETENCE  (Ability to discipline, notes left for returning teacher, rapport with students):  _______________ __________________________________________________________________________________________________________________________________________________________________________________________________
PROFESSIONALISM  (Contribution to instructional program, staff rapport):  _________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________
OTHER COMMENTS:  ____________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________
· If this substitute’s performance has been outstanding, check here.





     
· If this substitute’s performance been satisfactory, check here.





     

· If this substitute’s performance has been unsatisfactory, check here.





     
· If recommending that the substitute not continue in an existing assignment, or that he/she be excluded from 
       future assignments at your school (see reverse), check here.






     
· If recommending that the substitute be removed from the substitute pool, check here and contact June Glennon.    
Input received from:

  Returning Teacher        
  Team Teachers          Learning Coordinator        
 Department Chairperson 
  Principal observation* 
  Unit Leader
 

*  If the principal conducted an observation, please complete the following:
Date observed: _________________  Time observation began: _____________  Time observation ended: ____________ 
__________________________________________
 ___________________________________       _____________
Administrator Conducting Evaluation


 School                                              
                               Date
See the reverse side of this form for substitute removal options.
1. The principal has up to 7 school days to replace the substitute in the assignment for any reason with a one-day written notice (Section IV-C, 2, f; see the USO-MTI CBA for complete language.)

2. After the first 7 days of the assignment (Section IV-H, 4), “when the degree of substandard performance become sufficient to cause consideration of removal from an assignment and/or the substitute list, such consideration and/or recommendation may only be made after an observation of at least 30 continuous minutes by the principal or assistant principal.  A copy of the evaluation shall be forwarded on a timely basis to the substitute and the Executive Director of MTI by the Director of the Department of Human Resources. The substitute shall have the right to submit a response to any such evaluation.  The response shall then be attached and filed by the Department of Human Resources Division with said evaluation in the substitute’s official personnel file.”

3. Removal from your school list.  The parties acknowledge and agree that a principal may restrict a substitute teacher from assignments at that principal’s school at such time as the degree of substandard performance becomes sufficient to cause consideration of removal from that school’s substitute list.  Such will be determined following an observation by the principal or an administrator of a least 30 continuous minutes pursuant to Section IV-H-4 of the USO-MTI Collective Bargaining Agreement.  Where an observation per #1 is not conducted, a principal may request to restrict a substitute teacher from assignments at that principal’s school.  In such a case, the principal will offer to meet with the substitute teacher within five days of the assignment to provide the reason for, and information about, the request.  Should the principal continue to want to remove the substitute’s name from the school’s substitute list, such request shall be honored.  MTI may then file its grievance at Level 3.  If the matter is unresolved to the conclusion of Level 3, MTI may call for final and binding arbitration pursuant to the grievance and arbitration procedure in Section II-B of the MTI-USO Collective Bargaining Agreement.  The issue before the Arbitrator will be whether the principal’s stated reasons for the request to restrict the substitute teacher from assignments at the principal’s school were not arbitrary and capricious.  The parties agree that a principal’s request to restrict a substitute teacher from assignments at the principal’s school will not be placed in the substitute teacher’s personnel records, unless such is done in conjunction with disciplinary action or pursuant to an observation of at least 30 continuous minutes by a District administrator.

4. Substitute teachers who accept assignments as an SEA can be removed at any time with one day’s notice. They should not be evaluated in these assignments; however, if disciplinary action is warranted, contact Human Resources, as discipline can be taken.

To seek clarification of any of these provisions, feel free to call Beth Weber at 663-1747, Malina Piontek at 663-1796, or June Glennon at 663-1867.
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