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Leader KeysSM Annual Evaluation Conference Form

Instructions for Using the Leader KeysSM Annual Evaluation Conference Form
The Annual Evaluation Conference form contains four sections. This form is used by the evaluator during the Annual Evaluation Conference to evaluate performance at the end of the evaluation period. 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 
· Leader KeysSM Notebook 
Prior to the Annual Evaluation Conference, the evaluator reviews the completed evidence, evaluates the leader’s performance, and then uses the Leader KeysSM Continuum of Improvement rubrics to score each of the selected Standards as NE, EM, PR, or EX. These scores are placed in the “Annual Score” column on the right side of the Leader KeysSM Analysis Form.

The evaluator determines the number of the “Expected Performance” levels achieved by the leader (e.g., 4/ 5 or 7/10). The fraction is then converted into a percentage. This percentage is placed in section I of the Leader KeysSM Annual Evaluation Form. If the percentage of performance levels achieved is 80% or higher, the “Satisfactory” box on the form is marked with an “X” or by double clicking and inserting an “X” on the electronic form. If the percentage is less than 80%, the “Unsatisfactory” box is marked.
The leader’s performance on the Georgia Leader Duties and Responsibilities is marked in section II. If performance on all of the appropriate items is satisfactory at the time of the Annual Evaluation, the “Satisfactory” box is marked with an “X” or by double clicking and inserting an “X” on the electronic form. If any item is unsatisfactory at the time of the Annual Evaluation Conference, the “Unsatisfactory” box is marked.
Progress on the leader’s Professional Growth Plan is reviewed for formative (not summative) purposes in section III. This Professional Growth Plan will be revised after this conference for the following year.
Performance on any other requirements is reviewed in section IV.

The leader receives an “Overall Satisfactory” if performance is satisfactory on sections I and II. Districts have the option/flexibility to require specified performances in section IV also. 
Comments may be added by the evaluator or leader in any of the four sections. 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 ANNUAL EVALUATION CONFERENCE FORM

	At the Annual Evaluation Conference, the leader’s performance on the selected Leader KeysSM Standards, the Georgia Leader Duties and Responsibilities, and any other requirements are summatively scored. Progress on the Professional Growth Plan is also reviewed. This conference is conducted individually between the leader and the evaluator. 

	I. Performance on Selected Leader KeysSM Standards 
	II. Performance on Georgia Leader Duties and Responsibilities

	Percentage of Performance Levels Achieved:  ____/____ = ____%

Satisfactory   FORMCHECKBOX 


Unsatisfactory   FORMCHECKBOX 

Evaluator Comments:

Leader Comments:

	Performance on GLDR:


Satisfactory   FORMCHECKBOX 


Unsatisfactory   FORMCHECKBOX 

Evaluator Comments:

Leader Comments:


	III. Progress on Professional Growth Plan
	IV. Performance on Other Requirements

	Evaluator Comments:

Leader Comments:

	Performance on Requirement(s):

Evaluator Comments:

Leader Comments:


	Overall Leader KeysSM Evaluation  

Satisfactory   FORMCHECKBOX 


Unsatisfactory   FORMCHECKBOX 



Leader Signature: 
__________________________________

Date:
_______________________________________
Evaluator Signature:   __________________________________

Date: 
_______________________________________
Brad Bryant, State Superintendent of Schools
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