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Vision: Preparing Students for Life 

Hillsborough County Public Schools (HCPS) promotes student achievement by supporting 

leaders to serve as catalysts for shaping school improvements, accelerating teacher 

effectiveness, and creating lasting foundations for student learning. 

The instructional and district leader evaluation system reflects current educational and 

professional leadership standards and proven practices focused on student success.  This 

system is based on the belief that evaluations are: 

• Part of a comprehensive system of support and professional development, 

• Relevant to improvement of leaders, 

• Dynamic work, 

• Based on accurate, valid, and reliable information gather through multiple 

measures, and 

• Useful for informing leaders’ learning and progress. 

We will support instructional leaders’ professional growth in two main ways: 

1) Job-embedded professional development: By observing practice, leaders and 

their evaluators can identify areas of strength and areas for continued growth. 

This feedback may also be used to assist leaders with professional development 

for their differentiated needs.  Additionally, evaluation data assists to identify 

districtwide and site-based gaps and needs to drive school and divisional 

improvement planning.  

 

2) Evaluation: The evaluation of performance is based on multiple measures of 

effectiveness, including evaluator assessment of performance and student 

achievement data (site-based instructional leaders). 
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PURPOSE OF THE EVALUATION HANDBOOK 

The purpose of this handbook is to outline Hillsborough County Public School’s 

instructional and district leader evaluation process.  This handbook serves as a reference 

tool to assist leaders and stakeholders in understanding the district’s processes for 

collecting, documenting, and evaluating practice and overall leader performance.   

 

EVALUATION COMPONENTS—Instructional Leader 

For site-based instructional leaders, the evaluation consists of two measures used to 

determine an instructional leader’s overall effectiveness.  Per Florida Statute 

1012.34(3)(a), at least one-third of an instructional leader’s evaluation must be based on 

student data, and at least one-third must be based upon instructional leadership practice.  

The components of the instructional leader evaluation are listed below and explained in 

greater detail later in the handbook. 

 

Instructional Leadership Practice Evaluation: 60% of the Overall Evaluation Score* 

Using the Instructional Leader Evaluation Instrument (rubric), leaders are evaluated based 

on information gathered through ongoing observations of practice and other supporting 

elements and evidence of performance that demonstrate professional practice and 

responsibilities.   

 

Student Achievement (Value-Added Measure): 40% of the Overall Evaluation Score* 

Hillsborough County Public Schools uses a customized value‐added measure (VAM) model 

to assess the impact of educators and instructional leaders upon their students’ 

achievement.  Refer to page 9 for additional information on the Value-Added Measure 

model. 

 

  Instructional 
Leadership 

Practice 
Evaluation

60%

VAM, Level 1 & 2 
Students - 10%

VAM, All Students - 
30%

Value-Added 
Measure (VAM) 

40%
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EVALUATION COMPONENTS—District Leader 

For district leaders, the evaluation consists of a single measure used to determine an 

instructional leader’s overall effectiveness: 

 

District Leadership Practice Evaluation: 100% of the Overall Evaluation Score* 

Using the District Leader Evaluation Instrument (rubric), leaders are evaluated based on 

information gathered through ongoing observations of practice and other supporting 

elements and evidence of performance that demonstrate professional practice and 

responsibilities.   

 

 

 

  

Instructional 
Leadership 

Practice 
Evaluation

100%
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EVALUATION INSTRUMENT—Instructional Leader 

The Instructional Leader Evaluation Instrument encompasses the foundational ideas by 

which HCPS defines effective instructional leadership practice.  The rubric offers 

descriptions of practices that, based on research and empirical evidence, have been 

shown to promote effective instruction and student learning.  With eight components of 

practice, this framework serves as the guide for rating instructional leader practice.  To 

view the complete rubric, refer to Appendix A on page 14. 

 

 

EVALUATION INSTRUMENT—District Leader 

The District Leader Evaluation Instrument encompasses the foundational ideas by which 

HCPS defines effective district leadership practice in public education.  The rubric offers 

descriptions of practices that, based on research and empirical evidence, have been 

shown to promote effective practice and ultimately student learning.  With eight 

components of practice, this framework serves as the guide for rating district leader 

practice.  To view the complete rubric, refer to the Appendix B on page 19. 

 

1. Professional and 
Ethical Norms

2. Vision and 
Mission

3. Operations and 
School Management

4. Student Learning 
and Continuous 

School 
Improvement

5. Learning 
Environment

6. Professional 
Capacity and 

Learning

7. Building 
Leaderhip Expertise

8. Meaningful 
Family and 
Community 
Engagement

1. Professional and 
Ethical Norms

2. Vision and 
Mission

3. Operations and 
Management

4. Student Learning 
and Continuous 
Improvement

5. Environment
6. Professional 
Capacity and 

Learning

7. Building 
Leaderhip Expertise

8. Meaningful 
Communication and 

Stakeholder 
Engagement
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OBSERVATIONS OF PRACTICE 

Observations of practice are essential to the evaluation process.  Evaluators conduct 

ongoing, non-formalized observations of an employee’s practice to gather and document 

evidence of effective practices. 

Observations: 

▪ Are unscheduled, 

▪ Ongoing, 

▪ Focus on components of the respective evaluation instrument, and 

▪ Provide opportunities for feedback to improve and grow practice. 

Observational data are used in determining final evaluation ratings, as well as to 

recommend and support job-embedded professional development needs. 

Documentation methods of evidence collected from observation are at the discretion of 

the evaluator. 

 

Employee Journal 

Throughout the year, employees are encouraged to utilize the provided journal function 

in the LTM Employee Space to share additional insights, follow up, and reflections.  If the 

journal is marked “Public,” evaluators will review the information during the evaluation 

process.  
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INSTRUCTIONAL/DISTRICT LEADERHIP PRACTICE EVALUATION 

Midyear Evaluation  

A Midyear Evaluation is a full rating of the evaluation instrument to provide the employee 

with summative feedback on practice for the first semester.  It is an opportunity for the 

employee and evaluator to have a discussion about the employee’s performance and 

development goals.  Midyear evaluations are not scored and do not carry a weight in the 

calculation of the final evaluation.  

Two groups of employees receive Midyear Evaluations:   

• Employees in their first year of employment in the current position, and 

• Employees who were evaluated as less than effective the previous year. 

Additionally, the evaluator may elect to complete a Midyear Evaluation for an employee 

who does not otherwise require one to document performance at the midyear point.   

Employees have the opportunity to complete an optional midyear self-evaluation if they 

choose to do so. 

 

 

Instructional Leadership Practice (Final) Evaluation  

At the end of the school year, evaluators evaluate the performance of leaders based on 

information gathered through ongoing observations of practice and other supporting 

elements and evidence of performance that demonstrate professional practice and 

responsibilities.  Evaluators analyze all collected evidence and any added information 

uploaded by the employee in the LTM Journal.  Evaluators consider all interactions with 

employees and all evidence available that would inform final evaluation ratings. 

A final evaluation is required for any employee who earns a year of creditable service (i.e., 
works, or is paid for, 100 days within the school year). 

Employee Self-Evaluation  

For each evaluation, employees are given the opportunity to complete a self-evaluation 

of their own practice using their respective evaluation rubric.  The self-evaluation is 

generated automatically for employees and available in LTM Employee Space.  This self-

evaluation provides employees the opportunity to reflect on their practice, share 

evidence of that practice aligned to the rubric, and advocate for themselves in regard to 

their performance.  
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Evaluation Conference & Ratings 

Evaluators and employees engage in evaluation conferences at the end of the year to 

discuss the evaluation ratings reflecting the instructional leader’s performance over the 

school year.  In the evaluation conference, the evaluator will share with the employee 

specific ratings given on the evaluation instrument, evidence supporting those ratings, 

and feedback to reinforce and enhance future practice.  The employee may bring to the 

conference documentation supporting their practice, but this is not required.    

 

Following the conference, evaluation ratings and feedback are uploaded to the 

employee’s LTM Employee Space portfolio.  Evaluators are required to provide written 

explanation for all indicators rated as “Requires Action” (RA).  The employee will receive 

a system-generated notification email when the evaluation is viewable in LTM Employee 

Space.  The evaluation should be posted and finalized for the employee to view 

electronically within 10 business days of the conference.   

Once posted, the employee has the opportunity to view the appraisal in LTM Employee 

Space, acknowledge the evaluation, and provide a written response to the evaluation.  If 

an employee provides a written response to the evaluation in LTM Employee Space, the 

response shall become a permanent attachment to his/ her personnel file. 

 

Instructional/District Leadership Practice Evaluation Timeline 

Evaluation due dates are set and published annually by the Human Resources Division. 

 

 

  

Midyear      
Evaluation

•RELEASED in mid-
November

•DUE prior to 
winter break

•COMPLETED by 
employee (self-
evaluation, 
optional) and 
evaluator

•REQUIRED for 
NEW or less than 
effective 
employees

Employee Self-
Evaluation

•RELEASED in 
February

•DUE prior to 
evaluation 
conference 
(specific date set 
by evaluator)

•COMPLETED by 
employee 
(optional)

•AVAILABLE for 
ALL employees

Evaluation 
Conference

•HELD in late 
spring 
(May/June)

•COMPLETED by 
employee and 
evaluator

•REQUIRED for 
ALL employees 
earning a 
creditable year of 
service

Final Evaluation

•RELEASED in 
February

•DUE final 
employee work 
day for the fiscal 
year

•COMPLETED by 
evaluator

•REQUIRED for 
ALL employees 
earning a 
creditable year of 
service
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Performance Ratings 

Annual performance in each component is rated on a scale demonstrating the varying 

levels of practice: Requires Action, Progressing, Accomplished, and Exemplary.  

 
 

 

• Leaders performing at this level do not yet appear to 
understand the concepts underlying the components.

• Leaders have difficulty internalizing effective practices and 
need ongoing assistance and support to complete daily 
responsibilities.

Requires 
Action

• Leaders performing at this level appear to understand the 
concepts underlying the components and attempt to 
implement their elements, but implementation is sporadic, 
intermittent or otherwise not entirely or inconsistently 
successful.

Progressing

• Leaders performing at this level have mastered the work of 
their practice while still striving to improve.

• They thoroughly know their practice.

• They have a broad repertoire of strategies and activities and 
can move easily to Plan B if necessary. 

Accomplished

• Leaders performing at this level are master leaders.

• Exemplary level performance is extremely high performance, 
resulting from a combination of an understanding of 
stakeholders, instruction/practice, and leadership.

• Practice at this level exceeds high expectations of 
Accomplished level practice.

Exemplary
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Instructional/District Leadership Practice Score 

Each component of the evaluation instruments is weighted evenly, and the entire 

Instructional Leadership Practice Evaluation has a possible 60 points.   

The breakdown of points is as follows: 

 Requires Action Progressing Accomplished Exemplary 

1. Professional and 
Ethical Norms 

0 2.5 5 7.5 

2. Vision and Mission 0 2.5 5 7.5 

3. Operations and 
School Management 
(*Operations and 
Management) 

0 2.5 5 7.5 

4. Student Learning and 
Continuous School 
Improvement  
(*Student Learning 
and Continuous 
Improvement) 

0 2.5 5 7.5 

5. Learning 
Environment 
(*Environment)  

0 2.5 5 7.5 

6. Professional Capacity 
and Learning  

0 2.5 5 7.5 

7. Building Leadership 
Expertise  

0 2.5 5 7.5 

8. Meaningful Family 
and Community 
Engagement  
(*Meaningful 
Communication and 
Stakeholder 
Engagement) 

0 2.5 5 7.5 

*Component names for District Leader Evaluation Instrument that differ from Instructional Leader 

Evaluation Instrument.
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VALUE-ADDED MEASURES (VAM) 

Per Florida Statute 1012.34(3)(a)1, at least one-third 

of an instructional leader’s performance evaluation 

must be based upon data and indicators of student 

performance.  A value‐added measure is a statistical 

model that uses a variety of variables to estimate the 

expected one‐year learning growth and performance 

of each student. The performance expectation 

estimate is then compared to the actual 

performance of the student, as measured by 

relevant course and content assessments.  The 

difference between the expected performance of the student and the actual performance 

of the student is the value added by the educator’s instruction. 

In order to isolate and measure an educator’s impact on student achievement, the model 

controls for variables that are outside the educator’s control, including but not limited to 

Exceptional Student Education (ESE) status, English language learner (ELL) status, student 

relative age compared to cohort, previous year’s attendance, mobility, population density 

of residential area, and previous mathematics and reading achievement.  In doing so, the 

educator’s actual instructional impact on student growth can be extrapolated and 

calculated.  Additionally, a student is only included in an educator’s value-added 

calculation if that student is assigned to the educator on at least two specific benchmark 

dates within a semester and has all required pre- and post-measures. 

 

Instructional leaders receive VAM data for their students broken into two parts: 

• All students, schoolwide (30% of the Overall Evaluation) 

• Level 1 and Level 2 students, schoolwide (30% of the Overall Evaluation) 
•  

 

 

 

 

 

 

 

The 

difference 

between 

actual and 

predicted 

performance 

is the value 

added. 

Instructional 
Leadership 

Practice 
Evaluation

60%

VAM, Level 1 
& 2 Students 

- 10%

VAM, All 
Students - 

30%

Value-Added 
Measure (VAM) 

40%
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Final VAM Score 

The final value-added measure score is a numerical value between 0 and 40.  The final 

VAM score for each instructional leader is based on an average of the three (3) most 

recent years of data, when available.  For employees with less than three years of data 

available, the available scores are averaged based on the number of years available. 

Since VAM is based on actual performance of students, scores cannot be calculated until 

all student assessment data has been finalized and received by the district.  As such, final 

evaluation reports are not released until the fall of the following school year, once VAM 

scores have been finalized and added to the Instructional Leadership Practice Evaluation 

Score. 

 

OVERALL EVALUATION SCORE & FINAL RATINGS 

The Overall Evaluation Score (0-100 points) is a composite of: 

• Instructional Leadership Practice Score (0-60 points) and  

• Final VAM Score (0-40 points).   

Once an Overall Evaluation Score is calculated by adding the Instructional Leadership 

Practice and VAM scores, the corresponding Evaluation Level is determined (Highly 

Effective, Effective, Needs Improvement, or Unsatisfactory).  A chart detailing the score 

ranges for each performance level is available on the Performance Evaluation SharePoint 

site. 

An instructional leader’s performance is integral when planning for professional learning 

needs as well as for consideration in leadership roles and administrative opportunities. 

Additionally, evaluators use evaluation system data to help drive continuous 

improvement efforts, such as School Improvement Plans, and to develop site-based 

systems of support for schools. 

 

  

https://hillsborough.sharepoint.com/sites/PerformanceEvaluation
https://hillsborough.sharepoint.com/sites/PerformanceEvaluation
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LAWSON TALENT MANAGEMENT (LTM) 

All evaluation forms are stored in Employee Space, also known as the electronic 

instructional portfolio, within Lawson Talent Management (LTM).  Employees and 

evaluators have access to the data in employee’s Employee Space. 

Appraisal forms (evaluation forms) are stored in LTM Employee Space.  LTM serves as an 

official digital storage location for all evaluation-related appraisal forms.  Access to this 

data is secured via a log-in portal.   

Note on Public Records Requirement:  State law mandates evaluations are public record 

and viewable one year following the completion of the evaluation. 

 

EVALUATION REVIEW PROCESS  

If an employee believes an error was made on the Instructional/District Leadership 

Practice Evaluation, a review of the evaluation may be requested.   To request a review, 

the employee shall complete the “Request for Review” form, available on the 

Performance Evaluation SharePoint site.  

 

Requests will be reviewed by Human Resources, Performance Evaluation Department, to 

determine whether the employee has a reviewable issue or error in the evaluation.   If 

there is an issue constituting review, the information will be forwarded to the 

Instructional Practice Evaluation Review Committee. 

 

The committee will meet as needed to review all submissions.  The committee may 

request additional information regarding the evaluation if necessary. The committee’s 

recommendations will be submitted to the Chief Human Resources Officer.             

 

 

 

                                                                        

 

For updated information regarding the evaluation process, please 

review all resources on the Performance Evaluation SharePoint site.  

https://hillsborough.sharepoint.com/sites/PerformanceEvaluation
https://hillsborough.sharepoint.com/sites/PerformanceEvaluation
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APPENDIX A: INSTRUCTIONAL LEADER EVALUATION INSTRUMENT  
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APPENDIX B: DISTRICT LEADER EVALUATION INSTRUMENT  

 

 


