
 
 

 

Policy 4220 551 – Staff Evaluation of Service Personnel 

Revised policy effective July 1, 2019 

 1st reading May 23, 2019 

 2nd reading  

 3rd reading  

Statutory authority WV Code 18A-2-12, West Virginia Board of Education Policy 5314 

Administrative Guidelines  
1. Implementation of Program for the Evaluation of Service Personnel 

The Board of Education through the powers derived from the West Virginia Code, is responsible for the employment and 
discharge of all personnel. To carry out this responsibility, it delegates to the Superintendent the function of establishing 
and implementing a program of personnel assessment for all service personnel. To that end, the Board adopts the 
performance standards in West Virginia Board of Education Policy 5314 as the basis for its evaluation of service 
personnel.  

All substitute service personnel shall also be evaluated using the Board’s system of evaluation for service personnel. 
That system shall contain the following components: 

1. A schedule of observation(s) and evaluation(s) prescribed by the current contract status of the assigned personnel 
2. A set of forms and/or instruments used to document these observations and evaluations that have been approved 

by the Board prior to their use 
3. A process for assisting assigned personnel in improving practice after a documented observation and subsequent 

evaluation of unsatisfactory performance. 

The Superintendent shall develop administrative guidelines to implement a program of evaluation for all service 
personnel as specified here. 

It is the purpose of the program of staff assessment to: 

  A. strive for the improvement of the total County program; 

  B. stress the importance of personal improvement on the part of individual professional staff members so that each 
student may be provided a quality education and/or service; 

  C. ensure the continuous improvement of administrative and supervisory services provided service personnel staff 
members; 

  D. establish a process of continuous and systematic service personnel staff member-evaluation. 

The staff evaluation program shall aim at the early identification of specific areas in which the individual service 
personnel staff member needs help so that appropriate assistance may be provided. A supervisor offering suggestions 
for improvement to a service personnel staff member shall not release that service personnel staff member from the 
responsibility to improve. If a service personnel staff member, after receiving a reasonable degree of assistance, fails to 
perform his/her assigned responsibilities in a satisfactory manner, dismissal or non-renewal procedures may be invoked. 
In such an instance, all relative evaluation documents may be used in the proceedings. 



All persons conducting evaluations shall receive training in completing evaluations, conducting observations and 
conferences, writing and monitoring improvement plans, and in management and evaluation skills. 

In an effort to ensure that all employees have a full understanding of the evaluation policy and procedures, an 
evaluation orientation shall be convened at the beginning of the employment term. The orientation shall be held no 
later than one (1) day prior to the instructional term. Employees hired after the beginning of the employment term shall 
receive the orientation within fifteen (15) work days of their employment. Employees shall be provided a copy of the 
evaluation instruments and procedures. 

Evaluations shall be conducted of each service personnel staff member. A service personnel staff member shall be given 
a copy of any documents relating to his/her performance which are to be placed in the personnel file. The employee 
shall sign the evaluation form denoting the supervisor has reviewed the evaluation with the employee and the employee 
has received a copy. The signature does not imply concurrence with the findings. The employee also has the right to 
attach a statement to the evaluation. 

Evaluations of administrators shall be conducted in accordance with State statute. 

WV Code 18A-2-12, WV State Board of Education Policy 5330 


