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Background 
Prairie Land Public School Division expects its administrative staff to consistently 
employ effective teaching practices and strategies. 

The Division believes that teacher professional growth is possible, is crucial for 
sustaining quality instructional programs and, furthermore, that the feedback provided 
through a program of on–going supervision comprises an important element of a 
teacher’s professional growth. 

Prairie Land Public School Division also recognizes that specific reasons make it 
necessary to evaluate teaching performance from time to time, and that there needs to 
be in place a mechanism by which these judgments are made. 

All teachers employed by Prairie Land Public School Division are expected to 
consistently meet or exceed the Teaching Quality Standard (TQS). Teachers, Vice 
Principals, Principals, Superintendent and the Board each have responsibilities to 
ensure the achievement of this standard. 

Professional practices used to conduct teacher supervision and evaluation must respect 
procedural fairness and provide for opportunities to appeal. 
Supervision and Evaluation are interrelated processes. They contribute to the improved 
practices of the individual teacher and the school when they are focused on learning 
(growth) and are based on open communication, mutual respect and trust. 
Supervision and Evaluation are intended: 

●​ To promote growth or improvement in a teacher’s instructional practice so as 
to positively influence the quality of child or student learning and 
achievement. 

●​ To ensure communication between individual teachers and school 
administration relative to: 

□​ The quality and impact of the teacher’s contribution to learning and 
teaching. 

□​ The capacity of school administration to assist the teacher with 
challenges the teacher may face. 

●​ To​ provide​ a​ basis​ for​ decision–making​ in​ regard​ to​ employment, 
assignment, tenure, promotion, or termination of a teacher contract. 

●​ To ensure that the professional performance of teachers is commensurate 
with the expectations of the school community. 

●​ To reflect the legislated requirements of Alberta Education regarding 
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professional growth, Supervision and Evaluation. 
●​ For purposes related to the certification of teachers by Alberta Education. 

Definitions 
Supervision is the on–going process by which the Principal becomes familiar with the 
manner in which a teacher meets professional responsibilities, carries out duties as 
required under Section 196 of the Education Act and exercises professional education 
leadership. It is formative in intent and functions to support, guide and where necessary, 
redirect professional practice. 
Supervision occurs through frequent, informal visits of the administrator to the teacher’s 
classroom, through individual interaction between the administrator and the teacher, 
through knowledge gained of a teacher’s contribution to the school and through the 
communication which should occur between the teacher and the administrator, and for 
which both are responsible. 
Evaluation is the process of formalizing supervision of a teacher through the gathering 
and recording of information or evidence over a period of time. Evaluation is also the 
application of reasoned professional judgement by an evaluator in determining whether 
one or more aspects of the teaching of a teacher exceeds, meets or does not meet the 
Teaching Quality Standard (TQS). 
The process is interactive; therefore, it presumes active teacher involvement and will 
include a wide variety of professionally sound practices. The process leads to a written 
report by a certificated administrator. The report is used as one basis from which 
on–going supervision activities are planned. It is also a basis for decision–making 
relative to employment status. 
Evaluation focuses on the quality of a teacher’s practice as experienced by children and 
students and a teacher’s contribution to the school as a whole. All teacher evaluations 
will involve consultation with the teacher. While the process will feature frequent oral 
and written communication, reports should be for teachers on continuous contracts who 
request this approach and for teachers on continuous contracts whose professional 
practices are of concern to the Principal and should include: 

●​ Growth focused or formative for teachers on continuous contracts or for the 
initial evaluation of a teacher new to the school. 

●​ Comprehensive or summative for teachers on interim, temporary, or 
probationary contracts. 

Evaluator is a Principal, as defined in the Education Act or a designate, or a 
Superintendent or designate. 
Notice of Remediation is the written statement issued to a teacher by an evaluator 
whereas a result of an evaluation, the evaluator has determined that a teacher’s 
teaching does not meet the Teaching Quality Standard (TQS). 
Teacher Professional Growth is the career–long learning process whereby a teacher 
annually develops and implements a plan to achieve professional learning objectives or 
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goals which are consistent with the Teaching Quality Standard (TQS).Teaching Quality 
Standard (TQS).is the authorized standard and descriptors of knowledge, skills and 
attributes and any additional Division standards or descriptors which are consistent with 
the Teaching Quality Standard (TQS). 
Superintendent means the Superintendent of Prairie Land Public School Division and 
any alternate Superintendent appointed by the Board. 

 
 

Guidelines 
1.​ At the commencement of each school year the Principal shall review this Human 

Resources Procedure with all teaching staff. 

2.​ The Principal is the individual most responsible for assessing whether or not 
teachers are performing in a competent way and in accordance with the Teaching 
Quality Standard (TQS). 

3.​ Teachers who hold an Interim Professional Teaching Certificate or who are 
employed under a contract other than a continuing contract will have 
comprehensive evaluations (as outlined in the Evaluation section of this Procedure) 
in addition to on–going supervision. 

4.​ Teachers who hold a Permanent Professional Teaching Certificate and are 
employed under a continuing contract will have on–going supervision but will not 
receive comprehensive evaluations unless it is determined by the Principal or 
designate and/or the Superintendent or designate that evaluation is required. 

5.​ A program of professional development must be an integral part of a teacher’s 
professional life and teachers have the responsibility to constantly review their own 
level of competence and effectiveness and to seek necessary improvement as part 
of a continuing process of professional development. 

6.​ The purpose of teacher supervision is to ensure that teaching meets the 
expectations of the Teaching Quality Standard (TQS) and to promote the 
professional growth of teachers in order to maximize child and student learning and 
achievement. 

7.​ This Human Resources Procedure does not restrict a Principal or designate, the 
Superintendent or designate, from taking disciplinary or other action, as 
appropriate, where there are reasonable grounds for believing that the actions or 
practices of a teacher endangers the safety of children and students, constitutes a 
neglect of duty, a breach of trust or a refusal to obey a lawful order of Prairie Land 
Public School Division or, from taking any action or exercising any right of power 
under Section 213 of the Education Act. 
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Procedures 
Supervision 
1.​ The Principal will be responsible for supervising teachers and for reporting on 

supervision activities. 
2.​ Supervision of teachers will include: 

2.1​ Providing support and guidance to teachers including assisting teachers to 
become familiar with the professional responsibilities as outlined in the 
Teaching Quality Standard (TQS). 

2.2​ Observing and receiving information from any source about the quality of 
teaching that a teacher provides to children and students. 

2.3​ Identifying the behaviours or practices of a teacher that for any reason may 
require an evaluation. 

3.​ Administrators are expected to meet with certificated staff individually and in groups 
for the purposes of meeting the school’s responsibilities to children and students 
and the school community. 

4.​ Administrators are expected to facilitate communication and promote growth in the 
professional practice of teachers and their own knowledge and practices through 
the process of supervision. 

5.​ The Principal and other school–based administrators, will participate in supervision 
through: 
5.1​ Communication between the teacher and the administrator. 
5.2​ Reviewing the teacher’s annual individualized Professional Growth Plan. 
5.3​ The acquisition of information regarding the teacher’s participation in any 

aspect of the activities of the school. 
5.4​ Frequent informal visits to the teacher’s classroom including the observation 

of a teacher’s teaching. 
6.​ Where the Principal, through the process of supervision, has reason to believe that 

a teacher, through non–culpable behaviour, may not be meeting the expectations of 
the Teaching Quality Standard (TQS), a teacher evaluation may be initiated in 
accordance with the “Evaluation” section of this Human Resources Procedure 

7.​ Where there is evidence to support a case of culpable behaviour by a teacher, the 
teacher will be referred to progressive intervention. 

Evaluation 
1.​ The expectations for the professional practice of teaching are contained in the 

Education Act and the Teaching Quality Standard (TQS). 
2.​ Evaluation is intended to perform a judgmental function regarding the teacher’s 

competence in relation to the Teaching Quality Standard (TQS). 
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3.​ The evaluation of a teacher by a Principal or designate and/or the Superintendent 
or designate may be conducted: 
3.1​ Upon written request by a teacher. 
3.2​ For purposes of gathering information related to a specific employment 

decision. 

3.3​ For purposes of assessing the growth of a teacher for the issuing of a 
permanent professional teaching certificate. 

3.4​ When, based on information received through supervision, the Principal has a 
reason to believe that the teaching of a teacher may not meet the Teaching 
Quality Standard (TQS). 

3.5​ When based on information received, and in consultation with the Principal, 
the Superintendent has reason to believe that the teaching of a teacher may 
not meet the Teaching Quality Standard (TQS). 

4.​ If a concern regarding a teacher’s competence is expressed by a parent/guardian 
or by a student to the Principal, the Principal will: 
4.1​ Arrange for the person concerned to discuss the matter with the teacher. 

4.2​ If the matter remains unresolved, attempt to deal with the situation through 
reconciliation, mediation or an investigation. 

4.3​ If an investigation leads to the belief the teacher may not be meeting the 
Teaching Quality Standard (TQS), initiate the teacher evaluation process. 

5.​ If a concern is regarding the teaching competence of a Principal or designate, the 
Superintendent or designate will address the concern according to the steps 
outlined in this Human Resources Procedure. 

6.​ On initiating an evaluation and prior to formal observations, the Principal or 
designate and/or the Superintendent or designate will communicate explicitly to the 
teacher: 
6.1​ The reasons for and purposes of the evaluation. 

6.2​ The process, criteria and standards to be used. 

6.3​ The timelines to be applied. 

6.4​ The possible outcomes of the evaluation. 

7.​ A report on teacher evaluation will consist of: 
7.1​ A Profile of Teacher Performance. 

7.2​ A written portion to include classroom observations, strengths, areas for 
improvement with a summary, conclusions and recommendations. 

7.3​ A teacher statement, I hereby certify that I have received a copy of this 
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evaluation report and have had an opportunity to discuss the report with the 
evaluator. 

8.​ All evaluation reports will be signed by the teacher and the Principal or designate 
and/or the Superintendent or designate. 

9.​ A copy of the evaluation report will be provided to the teacher being evaluated and 
the Principal. 

10.​The original report will be held in the teacher’s Human Resources File. 
11.​ A teacher being evaluated shall be given the opportunity to append additional 

comments to an evaluation report. 
12.​A teacher can appeal an evaluation to the Superintendent based on content, that 

this Human Resources Procedure or that due process was not followed. 
11. Teachers may review their Human Resources File. 

Timelines for Evaluations 
1.​ A Principal must conduct an evaluation of a teacher: 

1.1​ Within sixty (60) days of a written request by a teacher who holds a continuing 
contract and a permanent professional certificate. 

1.2​ For the purposes of gathering information related to a specific employment 
decision if a teacher who does not hold a continuing contract or a permanent 
professional teaching certificate. 

1.3​ For the purposes of assessing the growth of a teacher in specific areas of 
practice identified by the Board for the purposes of program or school 
evaluation. 

1.4​ When, on the basis of information received through supervision, the Principal 
has reason to believe that the teaching practice of a teacher may not meet the 
Teaching Quality Standard (TQS). 

2.​ Teachers new to the school shall receive both a formative and summative 
evaluation report from the Principal or designate on or before March 31 of the 
current school year. 

3.​ The Principal shall inform a teacher, in writing, if there are concerns with the 
teacher’s performance on or before January 31 of the current school year. 

Responsibility for Summative Evaluations 
1.​ The Principal is primarily responsible for evaluating teachers. 
2.​ The Principal may delegate this responsibility to another school administrator. 
3.​ The Superintendent may evaluate teachers. 
Evaluation Practices 
1.​ The administrator’s evaluation practices should include but not be limited to the 
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following:An evaluation plan will be created prior to a formal evaluation through a 
meeting between the administrator and the teacher. 
1.1​ The plan will include: 

1.1.1​ Discussion,​ clarification​ and​ the​ competencies​ and​ indicators 
contained in the Teaching Quality Standard (TQS). 

1.1.2​ Determination of a minimum of three formal classroom observations to 
be undertaken by the administrator. 

1.1.3​ Determination of the evaluation practices to be used in the evaluation 
process. 

1.1.4​ Establishment of the proposed timeline for the evaluation. 
1.2​ The evaluation plan will be communicated in writing to the teacher. 
1.3​ Written documentation and feedback for each formal observation will be 

shared with the teacher. 
Evaluation Processes 
Evaluation of Teachers on Probationary or Temporary Contracts 
1.​ Teachers on probationary contracts or temporary contracts of six (6) months or 

more with Prairie Land Public School Division will be evaluated during the term of 
their contract in accordance with this Human Resources Procedure. 

2.​ It is the responsibility of the Principal to ensure that teachers on probationary or 
temporary contracts receive a copy of this Human Resources Procedure. 

3.​ The Principal will also discuss the Human Resources Procedures, performance 
criteria and reporting and appeal procedures with the teacher. 

4.​ Teachers on probationary contracts will be evaluated by both the Principal or 
designate and the Superintendent or designate (two evaluation reports); teachers 
on temporary contracts will be evaluated by the Principal or designate (one 
evaluation report). 

5.​ If a teacher on a temporary contract is to be considered for a continuing contract, 
then a second evaluation will be completed by the Superintendent or designate. 

6.​ Both evaluations for probationary teachers will be completed by May 15 of the 
current school year. 

7.​ Teacher evaluation reports will be based upon a minimum of sixty (60) minutes of 
classroom observations over at least two separate visits. 

8.​ Observations will be based upon established performance criteria. 
9.​ Each visit or series of visits to the classroom will be followed by a conference 

between the teacher and the Principal or designate or the Superintendent or 
designate. 
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10.​Evaluation reports for probationary teachers will include a recommendation to the 
Superintendent as to whether the teacher’s current probationary contact should be 
extended for an additional year, or whether a continuing contract should be offered 
to the teacher. 

11.​ A copy of the evaluation report for probationary teachers along with a contract 
recommendation is to be forwarded to the Superintendent by at least May 30 of the 
current school year. 

Evaluation of Teachers on Continuing Contract 
1.​ These procedures are specific to teachers on continuing contract. 

2.​ Prior to an evaluation being conducted, the teacher to be evaluated shall submit a 
written request or receive written notification. 

3.​ A copy of such written notification will be kept in the teacher’s Human Resources 
File. 

4.​ The following shall be included by the Principal or designate or the Superintendent 
or designate as part of the evaluation process: 
4.1​ Multiple observations based upon established performance criteria. 
4.2​ Frequent conferencing including the Principal or designate or the 

Superintendent or designate observations about a teacher’s 
strengths/weaknesses in the major performance areas. 

5.​ The Principal or designate or the Superintendent of designate shall write a written 
report based upon the established criteria and the Principal’s or the 
Superintendent’s assessment of the teacher’s competence in the performance 
areas. 

6.​ The report shall include either a recommendation that the teacher evaluation 
process be terminated or that it be extended. 

7.​ Where the Principal or designate or the Superintendent or designate determines 
that remediation is necessary to raise the quality of a teacher’s performance to an 
acceptable level, the evaluator will provide a Notice of Remediation to the teacher. 

8.​ A Notice of Remediation will be a written statement issued to the teacher by the 
Principal or designate or the Superintendent or designate and will describe: 
8.1​ The behaviours or practices that do not meet the Teaching Quality Standard 

(TQS) and the changes required. 
8.2​ The remediation strategies the teacher is advised to pursue. 
8.3​ A reasonable time schedule to address the remediation strategies. 
8.4​ How the determination will be made that the required changes have taken 

place. 
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8.5​ The consequences of not achieving the required changes including, but not 
limited to, termination of the teacher’s contract of employment. 

8.6​ Notification that the remediation strategies stipulated may replace the 
obligation of the teacher to develop and implement an annual Teacher 
Professional Growth Plan. 

9.​ In accordance with the expectations and timelines of the Notice of Remediation and 
to provide for consistency, the original Principal or designate or the Superintendent 
or designate shall be involved in the final teacher evaluation. 

10.​At the Superintendent’s discretion, an additional administrator may be involved in 
the evaluation process at this stage. 

11.​ A new (final) evaluation will be undertaken with a focus on assessing the degree to 
which the teacher has met the performance expectations specifically described in 
the Notice of Remediation. 

12.​Following the final evaluation process, the Principal or designate or the 
Superintendent or designate will make a written assessment of the teacher’s 
performance and will include recommendations. 

13.​On receiving the report and recommendations, the Superintendent shall conclude 
the evaluation process, terminate the teacher’s contract, or make another decision 
which he/she believes is in the best interest of the teacher and/or the school. 

14.​In the event of termination of contract, the teacher shall be made aware of his/her 
right to appeal to the Board. 

Evaluation of Teachers Eligible for Permanent Certification 
1.​ It is the responsibility of the Principal to ensure that teachers who will be eligible for 

permanent certification receive a copy of this Human Resource Procedure. 

2.​ The Principal will also discuss relevant Human Resources Procedures, 
performance criteria and reporting and appeal procedures with the teacher. 

3.​ The teacher will be evaluated by the Principal or designate in consultation with the 
Superintendent or designate. If it is deemed necessary by the Superintendent or 
designate, a second evaluation and report will be conducted. 

4.​ The evaluation will be completed by May 15 of the current school year. 

5.​ Teacher evaluation reports will be based upon a minimum of sixty (60) minutes of 
classroom observations over at least two separate visits. 

6.​ Observations will be based upon established performance criteria. 

7.​ Each visit or series of visits to the classroom will be followed by a conference 
between the teacher and the Principal. 

8.​ The evaluation reports will include a recommendation to the Superintendent as to 
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permanent certification for the teacher. 
9.​ A copy of the evaluation report along with the certification recommendation is to be 

forwarded to the Superintendent by at least May 30 of the current school year. 

10.​The follow–up to an evaluation and the process of on–going supervision requires: 
10.1​ The administrator and the teacher should meet annually to discuss the 

Teacher’s Professional Growth Plan. 
10.2​ Regular conversations with individuals and groups of teachers should occur in 

relation to growth goals. The means of supporting Teachers’ Professional 
Growth Plans should be identified (e.g. readings, professional development 
activities, peer observations, buddy systems, etc.). 

10.3​ Where a teacher has received an evaluation report containing 
recommendations for growth, a follow–up plan for formative supervision will be 
a part of the Teacher’s Professional Growth Plan. 

Evaluation Reports 
1.​ The purpose of the reports are to reflect the quality of the Teacher’s Professional 

Performance as it relates to child and student learning and school life. 
2.​ Reports are expected to: 

2.1​ Reflect the objectives of continuous improvement, feedback and quality 
assurance. 

2.2​ Reflect the form of evaluation undertaken. 
2.3​ Contain feedback about the quality, recognition of growth and suggestions for 

future growth. 
3.​ Should it occur, the report will clearly: 

3.1​ Identify practices which are less than satisfactory and/or acceptable and which 
must be addressed. 

3.2​ Describe the context of the teaching situation within which the teacher works. 
3.3​ Provide evidence to support the conclusions drawn throughout the report. 

4.​ The contents of reports must include, as a minimum: 
4.1​ A summary of the evaluation process. 
4.2​ For growth-oriented evaluation reports—descriptive and qualitative comments 

on the elements of teaching observed for purposes of growth, the outcomes of 
the growth process and ideas pertinent to future growth within these elements. 

4.3​ For comprehensive reports—descriptive and qualitative comments on the 
competencies and indicators of teaching identified in the Teaching Quality 
Standard (TQS). 

4.4​ A summary section which contains a statement that addresses the Teaching 
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Quality Standard (TQS), indicating that the teacher has either met/not met the 
competencies and indicators provided in the Teaching Quality Standard 
(TQS). 

5.​ Copies of evaluation reports together with the teacher’s observations, if any, are to 
be provided to the teacher, the Principal and the Superintendent for the teacher’s 
Human Resources File. 

Evaluation Decisions 
1.​ Any decisions taken as a consequence of a written evaluation shall be clearly 

communicated to the teacher. 
2.​ If further evaluation is to occur as a consequence of writing a report, the teacher 

shall be notified of this in writing. 
3.​ For teachers on interim, temporary or probationary contracts: 

3.1​ The Principal may recommend placement on a continuous contract. 
3.2​ The Principal may recommend a probationary contract with a subsequent 

evaluation to be performed by the Superintendent or designate. 
3.3​ The Principal may recommend termination of the contract. 
3.4​ The Superintendent will authorize decisions in respect of contract status. 
3.5​ In order for a contract to become continuous, the concluding statements in the 

report must state that the learning situation is satisfactory (or better) and the 
contribution is acceptable (or better). 

4.​ For teachers on a continuing contract the Principal will follow–up evaluations with 
on–going supervision. 

5.​ For teachers on a continuing contract whose performance is less than satisfactory 
and/or acceptable may lead to termination of the contract. 

6.​ For teachers on a continuing contract and where the teacher’s employment with the 
Board is at risk, the following practices will usually apply: 
6.1​ Shortcomings in the teacher’s practice will be clearly identified to the teacher 

in writing. 
6.2​ Recommendations for improvement in professional practice will be identified 

to the teacher in writing. 
6.3​ An administrator other than the author of the original report, may be 

responsible for writing a subsequent evaluative report. 
6.4​ In the process of evaluation or formative supervision, assistance will be 

offered and ideas shared with the teacher. 
6.5​ Provide the teacher with sufficient time to implement suggestions and 

recommendations and recommend additional learning which may be required 
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to implement suggestions and recommendations. 
6.6​ In the event that a second report also identifies the teacher’s professional 

practice is less than satisfactory and/or acceptable, a recommendation will be 
made to the Superintendent to terminate the teacher’s contract. 

6.7​ In the event that a less than satisfactory/acceptable report is followed by a 
satisfactory/acceptable report, formative supervision will be used as a 
follow–up. 

6.8​ Another summative evaluation will occur within two (2) years of the date of the 
most recent report. 

7.​ The Procedures to be followed in the termination of a continuing contract will be 
consistent with those identified in the Education Act. 

Appeal Procedure 
1.​ Teachers have the right to appeal any report written on their performance. 
2.​ The appeal should be directed first to the author of the report in writing. 
3.​ If the concern of the teacher remains after meeting with the author of the report 

(where the author of the report is not the Principal), the teacher may forward the 
appeal to the Principal. 

4.​ If the concern of the teacher remains after meeting with the Principal, the teacher 
may forward the appeal to the Superintendent. 

5.​ The Superintendent will review the process of evaluation to ensure that it is 
consistent with Human Resources Procedures, Guidelines and relevant Board 
Policy. 

6.​ Upon receipt of an appeal, the Superintendent will acknowledge the appeal, 
investigate the circumstances and respond to those involved in the original report. 

7.​ The Superintendent will normally render a decision to uphold, modify or reject a 
report within six (6) weeks from receipt of the appeal. 

Reference: ​ Sections 196 and 213 Education Act 
Teaching Quality Standard 
Board of Trustees Governance and Operations Manual 

Approved:​ September 2016 
Reviewed:​ August 2023 
Revised:​ September 2023 
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