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Section I
The LEGENDS 

Professional Growth and 
Evaluation Cycle
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As a professional growth instrument, LEGENDS focuses on skills that align with the Interstate Teacher 
Assessment Support Consortium (InTASC) and American School Counselor Association (ASCA) 
performance standards. The evaluation cycle begins with the Educator Self-Assessment and an 
Administrator’s Assessment of teacher performance. These joint assessments are reviewed during an 
Initial Growth Conference and are used to guide the Licensed Educator in the development of their 
Professional Growth Goals. 

The administrator completes three observations with face-to-face feedback for at least one of these 
observations prior to a mid-year Interim Professional Growth Conference. At the Interim Conference 
the Licensed Educator and supervisor again complete the assessment rubric to review progress toward 
the teacher performance standards and the teacher’s Professional Growth Goals. The Educator and 
Administrator agree upon any additional resources needed to support the Educator’s Professional Growth 
Goals and proficiency of the teacher performance standards. 

Prior to a Summative Professional Growth Conference the supervisor will have completed three more 
observations with at least one face-to-face feedback conference. At the Summative Conference the 
supervisor and Educator review evidence of growth toward the teacher performance standards and 
discuss the summative evaluation. The Summative Evaluation is electronically recorded with the District’s 
Human Resources Office.

LEGENDS Cycle Overview
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All Educators complete a self-assessment 
using the LEGENDS rubric most 
appropriate for their assignment or 
specialty. Administrators, who have 
previously evaluated the Educator, also 
complete an assessment of the Educator 
at this time. Administrators who have not 
previously evaluated the Educator will 
complete an assessment of the Educator 
just prior to the Interim Conference.

The LEGENDS Cycle - 
A Closer Look

I. Initial Assessment and Conference

Inital Self and Administrator’s Assessments

Initial Professional Growth Conference and Goals

Does My Administrator Complete an 
Initial Assessment?

Small Table Goes Here

After completion of their Self-Assessment, the Educator meets with their Administrator at an Initial 
Professional Growth Conference to review and discuss the Self-Assessment and the Administrator’s 
assessment, if one was completed. During this collaborative discussion, the Educator and the Administrator 
discuss strengths, areas for growth, duties specific to specialty areas and Professional Growth Goals. 

Educators are required to develop one to three Professional Growth Goals to work on throughout the 
year. The ultimate decision of what Professional Growth Goals are created is up to the Educator. A 
discussion of evidence that will be used to demonstrate progress on Professional Growth Goals is also 
discussed during this conference. There is also a discussion of Professional Development Units required 
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Probationary Teachers Other Notes

for license renewal. 

After completion of the Initial Professional Growth Conference both the Administrator and the Educator 
electronically sign the completed document. The electronic signature signifies receipt of that document.

First year Probationary Licensed Educators will 
meet with their assigned mentor to complete the 
Self-Assessment. They will then meet with their 

Administrator to review and discuss as referenced 
with the Licensed Educators above. 

Licensed Educators that are placed at multiple sites,  
less than full time, temporary, and/or on long term 

leave will use an amended LEGENDS cycle. For 
additional information, please refer to Section III of 

this document.

Between the Initial Professional Growth Conference and the Interim Professional Growth Conference, the 
Administrator completes three (3) observations, a minimum of ten (10) minutes in length. Observations 
should occur at least one (1) week a part. Observations require that the Administrator provide timely 
written feedback for educator review. At least one (1) observations requires a face-to-face conference to 
discuss feedback. This face-to-face conference should occur prior to the Interim Professional Growth 
Conference. After review of the observation, the educator may add comments and then must electronically 
sign. This electronic signature acknowledges receipt of the observation feedback.

II. Observations

III. Interim Assessment and Conference
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At this point, Educators complete a second Self-Assessment using the LEGENDS rubric. Administrators who 
previously completed an Assessment of the Educator also complete a second Assessment. Administrators 
that did not complete an Assessment for the Initial Conference will now complete that Assessment.

After completion of the Assessments, the Educator meets with their Administrator at an Interim Professional 
Growth Conference to review and discuss the Self-Assessment and the Administrator’s assessment. They 
also review progress on the Professional Growth Goal/s and discuss additional support that may be needed 
to meet those Professional Goals. After completion of the Interim Professional Growth Conference both 
the Administrator and the Educator electronically sign the completed document. The electronic signature 
signifies receipt of that document.

IV. Observations

Between the Interim Professional Growth Conference and the Summative Professional Growth Conference, 
the Administrator completes three (3) observations, a minimum of ten (10) minutes in length. Observations 
should occur at least one (1) week apart. All of the observations require that the Administrators complete 
timely written feedback to share with the Licensed Staff. At least one (1) of the observations also requires 
another face-to-face conference to discuss feedback. This face-to-face conference should occur prior 
to the Summative Professional Growth Conference. After review of the observation, the educator may 
add comments and then must electronically sign. This electronic signature acknowledges receipt of the 
observation feedback.

V. Summative Professional Growth Conference
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Prior to the Summative Conference the Administrator will request evidence gathered by the Educator. 
The Administrator will review both the evidence submitted by the Educator and Administrator’s gathered 
evidence to complete the assessment rubric. The Administrator and the Educator will meet to discuss 
the Summative Evaluation and progress made for the Professional Growth Goal/s. For staff reviewed in 
May, this Summative Evaluation will be used by the Educator and the Administrator as part of the Initial 
Professional Growth Conference in the next evaluation cycle. Finally, there is a discussion of Professional 
Development Units completed for license renewal. 

After the Conference the Administrator locks the document making it available for Administrator and 
Educator signatures. After completion of the Initial Professional Growth Conference both the Administrator 
and the Educator electronically sign the completed document. The electronic signature signifies receipt of 
that document. The Summative Evaluation is then recorded with the District’s Human Resources Office. 
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Section II
Timelines
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LEGENDS  is designed as a continuous cycle for evaluation and educator improvement, rather than a one 
year summative process.  The timelines for evaluation and observations reflect this philosophy.  The goal is 
to provide a supportive process that encourages educator growth in collaboration with the administrator 
assigned as their primary evaluator.

Timelines are in place to help ensure the effective implementation of evaluation.  Observations are vital 
to the integrity of this system, and need to be spread out over the year to increase their impact, provide 
more accurate feedback, and distribute supervisory workload over the course of the year.  Due dates are 
modified somewhat based on whether educators are probationary, contract, or on programs of assistance 
for improvement.

When an Educator is split between two or more sites, the administrator of the school with the highest 
percentage of the employee’s FTE is the primary evaluator. If time is evenly split between sites, the 
Administrators involved will determine the primary evaluator prior to the start of school. In some 
instances, there may be a departmental supervisor that will evaluate a specialist. This will be determined 
based on job description and department policy. The primary evaluator will be determined before the start 
of school and will not be changed during the evaluation cycle without prior notice.  The primary evaluator 
will coordinate assessments and observations between the schools involved in order to balance evaluation 
across all areas of the Educator’s placement.  There will only be one set of Initial, Interim, and Final Growth 
Conferences, and these will be coordinated by the Primary Evaluator.  

When an Educator is hired after the beginning of the year, they will join the cycle at the closest milestone 
to their start date.  If hired in November, then they would start with the Interim Growth Conference, and 
adjust the number of observations accordingly. 

Start Date Documentation Required
Hired in September - 6 Observations
Hired in October - 5 Observations
Hired November - 4 Observations

Hire Date AFTER first week 
of school, but BEFORE 

November 30

Hire Date AFTER November 
30, but BEFORE March 15

Hire Date AFTER March 
15, but BEFORE last day of 

school

How Many Observations are Required?

192 to 126 Days

Contract Days

125 to 61 Days

60 Days or Less

4 Observations

Hired in March or April - 2 Observations
Hired in May or June - 1 Observation

All Start Dates Require Summative Evaluation on LEGENDS Rubric

Timeline Overview
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If an Educator takes a Long Term Leave, they rejoin the evaluation cycle at the point at which the educator 
returns to work.  If the Educator is on leave during the first cycle of observations, for example, they will 
require only the second set of observations as part of the evaluation cycle.  They will still need to meet with 
the supervisor and complete the appropriate self-assessment and gather the agreed upon evidence, with 
allowances made for the time lost during Long Term Leave.

If an Educator is on Sabbatical, they will rejoin the evaluation cycle when they return.

If an educator is on a Program of Assistance for Improvement or Supervisor-Directed Professional 
Growth Goals, then the Probationary and Temporary Educator timeline is used.

Probationary and Temporary Educators have different timelines based on their contract and the deadlines 
for decisions regarding continuation of employment.

Exceptions to the Standard Timeline
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Contract Educator Timeline
Applies To: Contract Licensed Staff

Initial Professional Growth Conference
• Discuss Initial Conference Combined Assessment*
• Discuss Potential Professional Growth Goals
• Discuss PDUs for License Renewal (if applicable)

September 26

Completed By: Milestone and Details:

Observations - Phase One
• Minimum of 3 Observations Completed                                

(for a Combined Minimum of 6 Observations Annually)
• Each a Minimum of 10 Minutes in Length
• All Observations Require Written Feedback
• At Least 1 Observation During this Phase Requires a       

Face-to-Face Conference to Discuss Feedback

January 31

Professional Growth Goal(s) Due
• Must be Submitted to Administrator Electronically

October 8

Observations - Phase Two
• Minimum of 3 Observations Completed                                

(for a Combined Minimum of 6 Observations Annually)
• Each a Minimum of 10 Minutes in Length
• All Observations Require Written Feedback
• At Least 1 Observation During this Phase Requires a       

Face-to-Face Conference to Discuss Feedback

May 15, 2012

Interim Professional Growth Conference
• Discuss Interim Conference Combined Assessment
• Review Progress Toward Professional Growth Goals
• Discuss Additional Support Needed to Meet Professional 

Growth Goals

January 31

May 15, 2012 Summative Professional Growth Conference
• Review Evidence of Growth in Effective Practice
• Discuss Summative Evaluation
• Discuss PDUs for License Renewal (if applicable)

Effective Beginning 2012-13

*Initial Conference Administrator Assessments: If either the licensed staff member or the administrator 
are new to the school or work location during the current academic year, an Administrator Assessment will not be 
completed for review during the Initial Professional Growth Conference. The Initial Conference Employee Self-
Assessment will still be required.
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Probationary and Temporary Educator Timeline
Applies To: Probationary and Temporary Licensed Staff,

Licensed Staff on Supervisor-Directed Goals or a Program of Assistance

Initial Professional Growth Conference
• Discuss Initial Conference Combined Assessment*
• Discuss Potential Professional Growth Goals
• Discuss PDUs for License Renewal (if applicable)

September 26

Completed By: Milestone and Details:

Observations - Phase One
• Minimum of 3 Observations Completed                                

(for a Combined Minimum of 6 Observations Annually)
• Each a Minimum of 10 Minutes in Length
• All Observations Require Written Feedback
• At Least 1 Observation During this Phase Requires a       

Face-to-Face Conference to Discuss Feedback

December 7

Professional Growth Goal(s) Due
• Must be Submitted to Administrator Electronically

October 8

Observations - Phase Two
• Minimum of 3 Observations Completed                                

(for a Combined Minimum of 6 Observations Annually)
• Each a Minimum of 10 Minutes in Length
• All Observations Require Written Feedback
• At Least 1 Observation During this Phase Requires a       

Face-to-Face Conference to Discuss Feedback

February 15

Interim Professional Growth Conference
• Discuss Interim Conference Combined Assessment
• Review Progress Toward Professional Growth Goals
• Discuss Additional Support Needed to Meet Professional 

Growth Goals

December 7

February 15 Summative Professional Growth Conference
• Review Evidence of Growth in Effective Practice
• Discuss Summative Evaluation
• Discuss PDUs for License Renewal (if applicable)

Effective Beginning 2012-13

*Initial Conference Administrator Assessments: If either the licensed staff member or the administrator 
are new to the school or work location during the current academic year, an Administrator Assessment will not be 
completed for review during the Initial Professional Growth Conference. The Initial Conference Employee Self-
Assessment will still be required.
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Section III
Professional Growth 

and Support
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Professional Growth Goals for educators are required as part of the evaluation process. These goals, 
usually one to three in number, are to be established in a conference between the educator and the 
supervisor. The goals should be a natural outgrowth of the educator’s last final evaluation or, in the 
case of first-year probationary educators, a discussion between the educator and supervisor. To assist in 
establishing goals, the educator may confer with the department leader, team leader, other educators, 
their mentor, or other resource personnel.  Professional Growth Goals are written annually. 

Professional Growth Goals are based upon and aligned to the the district-adopted licensed staff 
standards and job descriptions. They need to be specific, measurable, realistic, action-oriented, and 
time-bound. Ordinarily, goals will be established by mutual agreement between the educator and the 
supervisor. They may also be revised by mutual agreement during the course of the evaluation year. 
Incomplete or unsatisfactory goals may be referred back to the educator for additional revision prior to 
adoption. 

In cases where concerns or unsatisfactory performance are identified, the supervisor may specify 
Supervisor-Directed Professional Growth Goals designed to help the educator correct the deficiency. 
When Supervisor-Directed Professional Growth Goals have been identified, it is not necessary for the 
educator to draft Self-Directed Professional Growth Goals. The Supervisor-Directed Goals supercede 
and replace any Self-Directed Goals which may have been previously identified by the educator.

Professional Growth Goals are essential to an effective evaluation process. A copy of the form on which 
they are to be written is provided in the appendix of this document.

Professional Growth Goals

Program of Assistance for Improvement

If an educator is placed  on a Program of Assistance for Improvement, a conference will be scheduled 
between the supervisor, the educator, and if the educator chooses, an Association representative, to 
discuss the following:

 • A description of the deficiency
 • A description of the supervisor’s expectation
 • A program for correcting the deficiency, criteria which will be used to measure the correction,  

and a timeline
 • A listing of the assistance and resources to be provided
 • Monitoring procedures
 • The date by which the program must be completed

Upon completion of the Program of Assistance for Improvement on the designated form, follow-
up observations will occur.  Unless the program has been revised and/or the observation schedule 
altered, the educator will, when the specified time for completion is reached, be notified that one of the 
following actions will be taken:

 • Monitoring of those areas identified as deficient for the period of one year
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 • Placement on a new or revised Program of Assistance for Improvement to include all the required 
data

 • Recommendation of non-renewal or dismissal of employment

The Program of Assistance for Improvement may be terminated prior to the date noted for any reason(s) 
deemed appropriate by the District.

The Program of Assistance for Improvement is a formal process of supervision designed to focus on  
improvement needed because of unsatisfactory performance. A teacher may be recommended to be 
placed on a Program of Assistance according to the following:

s
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