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Monroe County School District Administrator Evaluation Timeline 

 

July:  Meeting Between Administrator and Superintendent/Designee 

Goals and objectives will be identified and formalized for the new school year. 

Administrators will meet individually with the district superintendent/designee to discuss the results of 

the climate survey for their specific areas of responsibility, proposed performance goals and the evidence 

and data to be gathered for the evaluation process.  The administrator and superintendent/designee will 

agree on the data, evidence, and artifacts necessary to complete the evaluation process and confirm the 

administrator’s performance goals. 

 

August - December:  Data Collection 

The administrator will collect the data agreed upon in July.  The data may include the artifacts listed for 

each standard on the rubric to document achievement of performance goals. 

 

January:  Mid Year Update/ Review 

Check on the status of goal attainment. 

Continue to collect data to document performance and goal attainment for final evaluation 

 

June:  Prepare a Consolidated Performance Portfolio 

The administrator will synthesize the data and information in order to prepare a consolidated 

assessment or comprehensive view of performance throughout the year.  The narrative regarding the 

data and artifacts used to demonstrate performance should be provided to the superintendent/designee 

at a specified time prior to the performance review. 

The administrator and superintendent/designee will meet to discuss results of the performance 

evaluation.  At this meeting, the administrator and superintendent/designee will discuss the Overall 

Performance Rating Sheet and make recommendations for a professional growth plan if necessary. 
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Monroe County Administrator Evaluation System – Business Areas 

 The Monroe County District Administrator Evaluation Process uses an instrument designed to focus on 

state and federal laws and regulations, industry standards, generally accepted accounting practices, GASB, SBE, 

and board policy and procedures.  This has been divided into three focus areas: Departmental  Leadership, 

Operational Leadership and District Leadership.  Within these main areas are specific skills:  under 

Departmental Leadership are the skills of Managing the Work Environment.  Under Operational Leadership, the 

skills defined are Decision Making, Technology, Human Resource Professional Development, and Ethical 

Leadership.  Under the area of District Leadership are the skills of Vision, Community and Stakeholder 

Partnerships and Diversity. 

 To develop the evaluation instrument each skill has been defined through the use of indicators.  These 

indicators are the benchmarks that must be met to document performance in a particular skill area.   

 A timeline has been established to assist with planning.  In order to complete the evaluation process, 

prescribed steps must be followed: 

1. A climate survey must be conducted for central administration departments. 

2. Administrators review the evaluation instrument and decide how to document each skill selected. 

3. A meeting with the Superintendent/Designee must occur to review the needs assessments and to 

discuss the leadership skills which you will document for the upcoming year. 

4. A coaching relationship between the administrator and the evaluator should be established to 

advance the goals for the year. 

5. A portfolio of artifacts and a narrative for each skill must be presented at a time set by the 

superintendent/designee. 

Based on the results of the evaluation a bonus between 0 and 5% may be incurred by the administrator.  

The decision regarding this bonus rests with the Superintendent/Designee; the following criteria will be 

used. 

Distinguished – 4 - 5%* 

Accomplished – 3 - 4%* 

Proficient – 2 -3%* 

Developing – 1-2%* 

Unsuccessful – 0%* 

*Percentage range to be determined by the Superintendent annually based on budget constraints. 
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DEFINITIONS 

Standard 1:  Strategic Leadership  

District administrators will create conditions that result in strengthening the district‟s vision, mission, and 

goals.  The leader creates a climate of inquiry that challenges the stakeholders to continually review itself by building 

on its core values and beliefs about its preferred future and then developing a pathway to reach it.    

The district administrator practices effective strategic leadership when he or she  

 Is able to share the district‟s mission and vision for education;  

 Systematically challenges the status quo by leading change with potentially beneficial outcomes;  

 Systematically considers new ways of accomplishing tasks and is comfortable with major changes in how 

processes are implemented;  

 Is a driving force behind the district‟s major initiatives that enhance educational opportunities;  

 Creates processes that provide for the periodic review and revision of the district‟s vision, mission, and strategic 

goals by all stakeholders;  

 Creates processes to ensure the district‟s identity (vision, mission, values, beliefs and goals) actually drive 

decisions and form the culture of the departments;  

 Adheres to statutory requirements;  

 Facilitates the implementation of state education laws inside within the district;  

 Facilitates the setting of high, concrete goals and the expectations that all staff meet them;  

 Communicates strong professional beliefs and ethical conduct;  

 Creates processes to distribute leadership throughout the district/department.  

 
Standard 2: Operational Leadership  

District administrators will set high standards for professional practice.  The district administrator must be 

knowledgeable of best practices and must use this knowledge to cause the creation of collaborative structures within the 

district/department.  

The district administrator practices effective instructional leadership when he or she:  

 Focuses his/her own and others‟ attention persistently and publicly on learning and sharing by initiating and 

guiding work outcomes;  

 Creates an environment of practiced distributive leadership and staff empowerment;  

 Demonstrates knowledge by leading or participating in meetings with staff and others and/or holding frequent 

formal or informal conversations with staff;  

 Ensures that there are appropriate procedures and processes between the department‟s and district‟s required 

outcomes while following the governing laws/rules/regulations; 

 Creates departmental processes and schedules that facilitate district, state and federal objectives, guidelines and 

due dates;  

 Challenges staff to reflect on and define what resources, knowledge, skills and abilities are essential to the 

appropriate outcome of projects and/or work products;  

 Creates processes for collecting and using data and information from other sources for the improvement of 

services and/or end products;  

 Creates processes for identifying and providing access to services  (e.g., technology) and best practices for 

meeting diverse needs;  

 Creates processes that ensure the strategic allocation and use of resources to meet departmental goals and support 

needs;  

 Creates processes to provide formal feedback to staff concerning the effectiveness of their performance;  

  Communicates a positive attitude about the ability of staff to accomplish substantial outcomes to improve their 

efficacy;  

 Creates processes for staff to assume leadership and decision making roles within the department that foster their 

career development. 
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Standard 3:  District Leadership  

District administrators will understand and act on the understanding of the important role the district‟s culture 

contributes to the exemplary performance of the schools.  District administrators must support and value the traditions, 

artifacts, symbols and positive values and norms of the district, schools and community that result in a sense of identity 

and pride upon which to build a positive future.  A district administrator must be able to “reculture” the district if needed 

to align with the district‟s and schools goals of improving student and adult learning and to infuse the work of the adults 

and students with passion, meaning and purpose.  Cultural leadership implies understanding the district as the people in it 

each day, how they came to their current state, and how to connect with their traditions in order to move them forward to 

support the school‟s efforts to achieve individual and collective goals.  

The district administrator practices effective cultural leadership when he or she  

 Creates a collaborative work environment predicated on site-based management that supports the “team” and 

decision-making within the school/departments and promotes cooperation among staff;  

 Communicates strong ideals and beliefs about professionalism and then operates from those beliefs;  

 Influences the evolution of the culture to support the continuous improvement of the district as a whole;  

 Systematically develops and uses shared values, beliefs and a shared vision to establish the district‟s identity that 

emphasizes a sense of community and cooperation to guide the thought and action of all staff;  

 Systematically and fairly acknowledges failures and celebrates accomplishments of staff;  

 Promotes a sense of well-being among staff and all stakeholders;  

 Builds a sense of efficacy and empowerment among staff that result in a “can do” attitude when faced with 

challenges;  

 Empowers staff to recommend creative concepts for improvement; 

 Creates processes to identify and solve, resolve, dissolve or absolve problems/conflicts in a fair, 

democratic way;  

 Designs a system of communication that provides for the timely, responsible sharing of information to, 

from, and with school and district staff;  

 Designs scheduling processes and protocols that maximize staff input and addresses diverse needs; 

 Collaboratively develops and enforces clear expectations, structures, rules and procedures for staff.  
 

 

 

 

  

Developing 
Proficient 

 

Accomplished 

 
Distinguished 

 

Administrator did not 

meet standards for 

performance, but 

demonstrated adequate 

growth 

toward meeting 

standards during the 

period of performance. 

 

Administrator 

demonstrated basic 

competence on 

standards of 

performance. 

 

Administrator 

exceeded basic 

competence on 

standards for 

performance most of 

the time. 

 

Administrator  consistently and 

significantly exceeded basic 

competence on standards of 

performance. 

 



Monroe County School District Administrator Evaluation Form   

    

~ 5 ~ 

The competencies listed below can be applied to multiple practices and are essential for district administrators to 

possess to ensure their success.  These competencies are listed here to emphasize their importance and to make sure 

they are incorporated into the development of district administrators.  

 Communication – Effectively listens to others; clearly and effectively presents and understands information 

orally and in writing; acquires, organizes, analyzes, interprets, maintains information needed to achieve district, school 

or team objectives.  

 Change Management – Effectively engages staff and community in the change process in a manner that ensures 

their support of the change and its successful implementation.  

 Conflict Management – Anticipates or seeks to resolve confrontations, disagreements, or complaints in a 

constructive manner.  

 Creative Thinking – Engages in and fosters an environment for others to engage in innovative thinking.  

 Customer Focus – Understands the many „customers‟ of the district and the servant nature of leadership and 

acts accordingly.  

 Delegation – Effectively assigns work tasks to others in ways that provide growth opportunities for them and in 

ways that ensure the efficient operation of the district.  

 Dialogue/Inquiry – Is skilled in creating a risk free environment for engaging people in conversations that 

explore issues, challenges or bad relationships that are hindering district, department or school performance.  

 Emotional Intelligence – Is able to manage oneself through self awareness and self management and is able to 

manage relationships through empathy, social awareness and relationship management.  This competency is critical to 

building strong, transparent, trusting relationships throughout the district.  

 Environmental Awareness – Becomes aware and remains informed of external and internal trends, interests and 

issues with potential impacts on district policies, practices, procedures and positions.  

 Global Perspective – Understands the competitive nature of the new global economy and is clear about the 

knowledge and skills needed to be successful in this economy.  

 Judgment – Effectively reaching logical conclusions and making high quality decisions based on available 

information.  Giving priority and caution to significant issues.  Analyzing and interpreting complex information.  

 Organizational Ability – Effectively plans and schedules one‟s own and the work of others so that resources are 

used appropriately, such as scheduling the flow of activities and establishing procedures to monitor projects.    

 Personal Ethics and Values – Consistently exhibits high standards in the areas of honesty, integrity, fairness, 

stewardship, trust, respect, and confidentiality.  

 Personal Responsibility for Performance – Proactively and continuously improves performance by focusing 

on needed areas of improvement and enhancement of strengths; actively seeks and effectively applies feedback from 

others; takes full responsibility for one‟s own achievements.  

 Responsiveness - Does not leave issues, inquiries or requirements for information go unattended.  Creates a 

clearly delineated structure for responding to requests/situations in an expedient manner.  

 Results Orientation – Effectively assumes responsibility.  Recognizes when a decision is required.  Takes 

prompt action as issues emerge.  Resolves short-term issues while balancing them against long-term goals.  

 Sensitivity – Effectively perceives the needs and concerns of others; deals tactfully with others in emotionally 

stressful situations or in conflict.  Knowing what information to communicate and to whom.  Relating to people of 

varying backgrounds.  

 Systems Thinking – Understands the interrelationships and impacts of school and district influences, systems 

and external stakeholders, and applies that understanding to advancing the achievement of the district or team.  

 Technology – Effectively utilizes the latest technologies to continuously improve the management of the district 

and enhance departmental services.  

 Time Management – Effectively uses available time to complete work tasks and activities that lead to the 

achievement of desired work or results.  Runs effective meetings.  

 Visionary – Encourages Imagineering by creating an environment and structure to capture stakeholder dreams of 

what the district could become for all the stakeholders.  

 

 



Monroe County School District Administrator Evaluation Form   

    

~ 1 ~ 

 

 

 

______________________________      _______________________________ 
Employee Name                                                             Position 

 

 

 
_________________________________________________ __________________________________________________ 

Evaluation Period  Planning Dates  
 
 
 

Major Target Goals 

 
1. 
 
 
 
 
 
 
2. 
 
 
 
 
 
 
3. 

 

 

 

 

 
Comments: 
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Standard 1: Strategic Leadership - comprised of departmental level leadership. 

        

Indicators for Departmental Leadership 
 

The High Performing Leader: 

 

Total Points:  (Items 1-5) ___________ 

 

 

Overall Rating/Comments:  

Developing 

1 point 

Proficient 

2 points 

Accomplished 

3 points 

Distinguished 

4 points 

Not Demonstrated 
(Comment Required) 

0 Points 

 1. Works with staff to achieve departmental goals and other targets. 

         

2. Uses multiple sources of data and information to plan departmental goals. 

         

3. Engages staff in ongoing study of current processes and procedures. 

         

4. Uses staff evaluations to improve productivity and effectiveness. 

         

5. Understands, recognizes, and provides resources for the integration of technology or processes for 

the delivery of services.  
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Indicators for Managing the Departmental Environment 
 

The High Performing Leader: 

 

 

Total Points:  (Items 1-7) ____________ 

 

Overall Rating/Comments:  

Developing 

1 Point 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Develops and administers policies that provide for a safe environment. 

         

2. Submits in a timely manner all departmental reports. 

         

3. Oversees operations within federal, state and district guidelines. 

         

4. Establishes and implements operational plans and processes to accomplish departmental goals. 

         

5. Ties the daily operation of the department to operational and district goals. 

         

6. Identifies and organizes resources to achieve departmental goals. 

         

7. Implements a comprehensive plan for utilizing department and district resources and tools. 
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Indicators for Departmental Assessment 
 

The High Performing Leader: 

 

 Total Points:  (Items 1-2) ____________ 
 

Overall Rating/Comments:  

Developing 

1 Point 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Uses multiple sources of data to manage accountability of the department. 

         

2. Monitors and assesses departmental programs, activities, and materials. 
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Standard 2: Operational Leadership - comprised of decision making strategies, technology, 

human resource development, and ethical leadership. 

 

Indicators for Decision-Making Strategies 

 
The High Performing Leader: 

 

 

Total Points:  (Items 1-5) ____________ 
 

Overall Rating/Comments:  

Developing 

1 Point 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Defines success based on results. 

         

2. Takes part in the creation, and monitors full implementation, of appropriate district level goals and 

initiatives. 

         

3. Participates as an active member of the director/department head district administrative group. 

         

4. Promotes and practices appropriate problem solving process at all levels of district decision making 

         

5. Directs resources toward promoting accurate, efficient and cost effective decision-making. 
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Indicators for Technology 
 

The High Performing Leader: 

 

 
 

Total Points:  (Items 1-3) ____________ 

 

 

 
Overall Rating/Comments:  

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Manages the staff in their use of technology, telecommunications and information systems to 

promote efficient and accurate operations with a clear vision for technology integration. 

         

2. Plans for increased implementation of technology and provides for staff development to meet these 

needs. 

         

3. Evaluates the impact of technology and benefits of implementation. 
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Indicators for Human Resource Development 

 
The High Performing Leader: 

 
Total Points:  (Items 1-5) ____________  

 

 
Overall Rating/Comments:  

 

 

 

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Works collaboratively with staff to plan for professional development tied to district goals and 

initiatives. 

         

2. Operates within the provisions of board policy, procedures and any other governing documents for 

personnel. 

         

3. Sets high expectations and standards for all staff. 

         

4. Supervises staff activities and work scheduled and provides regular feedback. 

         

5. Hires and retains high quality employees and evaluates them for performance and outcomes. 
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Indicators for Ethical Leadership 
 

The High Performing Leader: 

 

 
Total Points:  (Items 1-3) ____________   

 

 
Overall Rating/Comments:  

 

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Makes decisions based on the legal, moral, and ethical implications of policy, procedure and law. 

         

2. Creates, models, and implements a set of values based on the Florida Code of Ethics. 

         

3. Acts in accordance with federal and state constitutional provisions, statutory standards, and 

regulatory applications. 
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Standard 3: District Leadership - comprised of Indicators for Vision, Indicators for 

Community and Stakeholder Partnerships, and Indicators for Diversity. 

 

Indicators for Vision 
 

The High Performing Leader: 

 

 
 Total Points:  (Items 1-4) ____________ 

 

 

 
Overall Rating/Comments:  

 

 

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Participates in the development and implementation of the district’s vision, mission and goals. 

         

2. Uses collaborative process to establish plans and to accomplish goals. 

         

3. Relates the vision, mission, and goals to all stakeholders. 

         

4. Articulates and reinforces the vision in written and spoken communications. 

         



Monroe County School District Administrator Evaluation Form   

    

~ 10 ~ 

Indicators for Community and Stakeholder Partnerships 
 

The High Performing Leader: 

 

 
Total Points:  (Items 1-4) ____________ 

 

 
Overall Rating/Comments:  

 

 

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Communicates the district’s vision, mission, and priorities to the community and public at large. 

         

2. Shares leadership and decision-making with others in the department and within the district. 

         

3. Mobilizes the resources of the department and stakeholders in support of the district’s goals. 

         

4. Continuously supports stakeholders’ involvement in appropriate policy implementation, program 

planning, and assessments. 
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Indicators for Diversity 
 

The High Performing Leader: 

 

 
Total Points:  (Items 1-2) ____________  

 

 
Overall Rating/Comments:  

 

  

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not Demonstrated 
(Comment Required) 

0 Points 

1. Promotes equal opportunity in personnel decisions and encourages diversity awareness in all aspects 

of the organization. 

         

2. Identify and assist stakeholders in obtaining appropriate training in diversity, harassment, 

sensitivity awareness, ethics, etc. as needed. 
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Crosswalk Between Standards and Recommended Artifacts 
 

 

Recommended Artifacts 

Leadership 

Standards 

1 2 3 

Statement of department and district vision, values, beliefs, and goal 

statements 
X X X 

Director/Department Head/Office Manager (agendas, minutes) X X X 

District Budgets X X X 

Professional Development Documentation (through My Learning Plan) X X X 

District Technology Plan X X X 

Response to Audit Findings X X X 

Projects/Plans Programs X X X 

Relations with All Stakeholders X X X 

Other    

 

Leadership Standards: 

1 = Departmental Leadership 

2 = Operational Leadership 

3 = District Leadership 
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MAJOR GOAL AREAS 

 

 
 
 

GOAL 

 

Developing 

1 Point 

 

Proficient 

2 Points 

Accomplished 

3 Points 

Distinguished 

4 Points 

Not 

Demonstrated 
(Comment 

Required) 

0 Points 
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Overall Performance Rating Sheet 
Point Totals for Leadership and Major Goal Areas 

 

  

Points/Other 

Projects  

 

Total/Designation 

 

Leadership 

 

160 _______ 

 

Major Goal Areas 

 
12 _______ 

 

Formula:    (___/160) X (100/1) X (60/100) =   ______          Leadership points 

(___/12 )  X (100/1) X (40/100) =  ______          Major Goal Points 

      
 

Scoring Guide 

88-100 Distinguished* 

69-87 Accomplished** 

44-68 Proficient 

25-43 Developing 

*Cannot have any individual ratings below Accomplished 

**Cannot have any individual ratings below Proficient 

Overall Rating:        

 
District Administrator Signature:       Date:     

Superintendent/Administrator Signature:      Date:     

 

Compensation Recommendation: 
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