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Leader KeysSM Pre-Evaluation Conference Form

Instructions for Leader KeysSM Pre-Evaluation Conference Form 
The Pre-Evaluation Conference form contains four sections. This form is used during the Pre-Evaluation Conference to document that the leader clearly understands the performance expectations. The following items are needed for this conference:
· Leader KeysSM Analysis Form and Evidence Worksheets 
· Pre-Evaluation Conference Form

· Georgia Leader Duties and Responsibilities

· Leader’s Professional Growth Plan (Draft)

· Leader KeysSM Notebook 

The expectations for the selected Leader KeysSM Standards and the Georgia Leader Duties and Responsibilities are discussed in sections I and II of the Pre-Evaluation Conference Form.
The leader’s Professional Growth Plan approval is also documented in section III, and the expectations for any other requirements are noted in section IV.

As each of the four sections of the Pre-Evaluation Conference Form is reviewed, the evaluator marks the box or double clicks the box and adds an “X” to denote completion.

The leader and the evaluator sign and date the bottom of the form and both receive a copy.

 Leader Name:
                               


Position:                            

School/District:

 Evaluator Name:
                           

Position:                           

School Year:
	LEADER KEYSSM PRE-EVALUATION CONFERENCE FORM

	The Pre-Evaluation Conference sets the expectations for the annual evaluation. This conference may be conducted individually or with groups of leaders. 

	 FORMCHECKBOX 
  I. Review Leader KeysSM Standards and Evidence 
	 FORMCHECKBOX 
  II. Review Georgia Leader Duties and Responsibilities

	The leader is evaluated on the selected standards using evidence collected during the school year. The standards and evidence are reviewed using the Leader KeysSM Analysis Form and Evidence Worksheets. Evidence for each of the selected standards is discussed by the leader and the evaluator during the Pre-Evaluation Conference.

	The leader is evaluated on the Georgia Leader Duties and Responsibilities (GLDR) throughout the year. Additional items may be added at the district and/or school level prior to or during the Pre-Evaluation Conference. The evaluator and the leader review the duties and responsibilities using the Georgia Leader Duties and Responsibilities form.


	 FORMCHECKBOX 
  III. Review Professional Growth Plan
	 FORMCHECKBOX 
  IV. Review Other Requirements

	The leader submits a draft of the Professional Growth Plan (PGP) that focuses on the selected Leader KeysSM standards. The evaluator reviews and approves the PGP during or shortly after the Pre-Evaluation Conference.
	Other evaluation components as required.

 


Leader Signature: 
__________________________________

Date:
_______________________________________

Evaluator Signature:   __________________________________

Date: 
_______________________________________
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