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NORTH DUPAGE SPECIAL EDUCATION COOPERATIVE  
 

Licensed Professional Staff Appraisal Plan 
 

Introduction 
 
The North DuPage Special Education Cooperative (NDSEC) Professional Appraisal Plan assesses licensed professional staff 
performance based on the four domains of professional skills found in the Danielson “Framework for Teaching: Evaluation Instrument” 
2013. Professional staff include all licensed classroom and itinerant teachers, speech-language pathologists, vocational facilitators, 
social workers, occupational therapists, physical therapists, licensed school nurses, and school psychologists (hereinafter “Staff”) 
employed by the Board. 
 
Four domains and elements within each domain provide the framework for the appraisal process, define the scope of the program, 
and facilitate the focus on the specific elements of professional practice. Each discipline has a rubric defining each domain and 
associated elements. 
 
The NDSEC Professional Plan Joint Committee has reviewed the Performance Evaluation Reform Act (PERA 2010), which includes 
professional practice and student growth. For licensed teachers, including classroom, hearing itinerant, vision itinerant, adaptive PE 
and vocational, the student growth component is outlined in the NDSEC Teacher Evaluation Plan Related to Student Growth.  
 
2015-16 Committee Members include:  
Melanie Bogue, Teacher 
Abigail Currie, Hearing Itinerant Teacher 
Kelly Gould, Private Placement & Related Services Coordinator 
Rosemary Nizzi, TLC Principal & ALSP Coordinator 
Todd Putnam, Director of Programs & Services 
Laura Robinson, School Nurse 
Julie Sacco, Teacher 
Lisa Sporer, School Social Worker 
Karin Stevens, NDSEC Special Education Coordinator 
Lori Wissinger, Physical Therapist 
 
Original committee members were: Melanie Bogue, Dr. Lea Anne Frost, Donna LaRocca, Cheryl Riley, Julie Sacco, Karin Stevens, 
and Angela Tennant. 
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The NDSEC plan of performance appraisal includes steps for monitoring, assessment and revision. It is assumed the plan must be 
monitored, assessed and revised after it has been implemented. The Evaluation Committee will meet on an annual basis to review, 
refine and revise procedures and forms as necessary. Redefinition of performance criteria will be considered as necessary. 
 
 
Philosophy of Evaluation 
 
The primary purpose of the evaluation process is to enhance quality instruction, encourage professional growth, and improve student 
achievement for all students of the North DuPage Special Education Cooperative.  
 
Overview 
 
The North DuPage Special Education Cooperative selects professional staff of the highest caliber and holds high expectations for 
their professional performance. Evaluation of non-tenured and tenured staff is viewed as critical to the success of the individual and 
the Cooperative in serving students and the community. This system is designed to provide staff with a clear understanding of the 
Cooperative’s performance standards, feedback regarding professional effectiveness, and support for growth. 
 
The performance appraisal system is built around two major concepts:  Formative Appraisal and Summative Evaluation. 
 
Formative Appraisal (Observation/Evaluation) 
 
Formative appraisal is intended to improve individual staff performance. Appraisal focuses on identification of strengths and 
weaknesses, identification of staff development strategies, and resources to address areas in need of improvement. The formative 
appraisal consists of both informal and formal observations. 
 
Time Lines 
 
Any time lines for the completion of an observation, conference, Formative or Summative Evaluation, Professional Development Plan 
or Remediation Plan may, at the Evaluator’s discretion, be extended if the employee utilizes an FMLA leave or otherwise misses 
more than five (5) workdays during the pertinent time period. If the Evaluator determines to extend one or more time lines, the 
affected staff member shall be notified in writing by the Evaluator and the Association President provided with a copy thereof. There 
is also an exception for staff hired after November 15. The observation time lines will be extended to ensure new staff are not 
evaluated more than once in a three-week period. Therefore, the Summative Evaluation may be completed after February 28. 
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Informal Observations 
 
The primary purpose of informal observation is to validate and support effective instruction on a continual basis.  In addition, informal 
observations lend to a more thorough evaluation of staff performance.  Informal observation is a natural process, which acknowledges 
performance beyond the formal observation. 
 
Informal observations include any and all things that reflect overall professional competencies. Informal observation is, as the name 
implies, informal. It is ongoing and could take place in a variety of professional environments. It may be considered to be part of any 
or all interactions, between professionals. It may include: 
 

 lesson observations, classroom walk-throughs, and school activities outside the classroom; 

 focus on professional behavior in a variety of school settings and/or between a variety of individuals: students, colleagues, 
parents, administrators or other school staff; 

 annual reviews, IEP conferences, parent-teacher conferences 
 
Informal observation may be of any duration and may be conducted as often as the evaluator considers appropriate. At least one (1) 
informal observation is required for all staff. If data is to be used from an informal observation in the evaluation, staff will receive written 
notification within 10 days of the observation and be given the opportunity to meet with the evaluator to discuss. 
 
Formal Observation(s) 
 
A formal observation for tenured staff consists of at least one visitation of no less than 45 consecutive minutes, a complete lesson, or 
an entire class period in a classroom/work setting. All staff who are to be evaluated will be given written notification prior to students’ 
first day of attendance. Each formal observation must be documented by a written observation report completed and reviewed by the 
evaluator with the staff member within 10 working days. 
 
A minimum of two (2) formal observations and one (1) informal observation are required for non-tenured staff for the first four years. 
Evaluators may initiate additional formal and informal observations at their discretion. 
 

The first Formative Evaluation for non-tenured staff must be completed by November 15 and the second by January 31. 
 
The Summative Evaluation for tenured and non-tenured staff must be completed no later than February 28. 
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Pre-Observation Conference 
 
The purpose of a pre-observation conference is for the staff member to provide the evaluator with information regarding the objectives 
of the lesson to be observed, the prior instruction of students, the learning activities or methods to be used to meet the stated objectives 
and/or any relevant characteristics of the learning environment. All staff will complete a pre-observation form and submit to the evaluator 
prior to the pre-conference. The pre-observation form serves as a guide for discussion between the staff member and evaluator. Not 
all areas on the pre-observation form need to be addressed in each pre-observation conference.  
 
Post-Observation/Formative Evaluation Conference 
 
A post-observation reflection form is required for the staff member to submit to the evaluator within three days following each formal 
observation. The evaluator will hold the formative evaluation conference with the staff member within 10 working days following 
completion of the formal observation. 
 
The conference will focus on discussion of the observation and other factors deemed relevant to the performance of responsibilities 
listed in the position description and standards of professional practice. The evaluator will share with the staff member indicators of 
performance related to the position description. In addition to the formal observation, data sources may include lesson plans, student 
work samples, records or other appropriate materials to substantiate performance. Strengths and weaknesses will be discussed and 
recommendations for growth and/or improvement will be formulated. The staff member may attach additional comments or include a 
response to the observation report, if desired. 
 
Summative Evaluation 
 
The summative evaluation reflects the overall effectiveness of the staff member. It further provides data to assist personnel decisions 
and assignment, transfers, promotions and continuing employment. Illinois Ed Reform (Senate Bill 7, P.A. 97-0008) requires teacher 
performance-based evaluations under the Performance Evaluation Reform Act (PERA). The summative evaluation is utilized for all 
staff. 
 
Summative Evaluation Conference Report 
 
An annual summative evaluation (biennial for tenured staff) conference will be completed for each licensed professional staff member 
no later than February 28. The summative evaluation will focus on the staff member’s overall performance throughout the year and will 
include information gained through formal and informal observations, conferences between the evaluator and evaluatee, and other 
data sources cited as appropriate to substantiate performance. Such other data souces may include lesson plans, student work 
samples, records, or other materials relevant to performance assessment. 
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The summative evaluation will consist of an overall evaluative rating: Unsatisfactory, Needs Improvement, Proficient, or Excellent. 
 
The Summative Evaluation Conference Report will be signed by both parties and be included in the staff member’s personnel file. The 
signature of the staff member does not necessarily indicate agreement with the written evaluation, but rather shall indicate that the 
conference and the discussion have been held and that the staff member is in receipt of a copy of the written evaluation. 
 
Evaluation Requirements 
 

Non-Tenured Tenured (during evaluation year) 

1) Pre-Observation Form (goal setting) 1) Pre-Observation Form (goal setting) 

2) Minimum one (1) informal evaluation 2) Minimum one (1) informal evaluation 

3) Minimum two (2) formal observations/evaluations  
and one (1) summative evaluation 

3) Minimum one (1) formative observation/evaluation 
and one (1) summative evaluation 

4) Post-Observation Reflection Form 4) Post-Observation Reflection Form 



 

5 

 

Professional Development Plan (PDP) for Tenured Professionals 
 

Premise 
 

Non-tenured staff shall be formally evaluated (formative, summative) annually using the same evaluation instrument as tenured staff for the 
first four years of employment. Non-tenured staff is not entitled to a PDP in the event of a “needs improvement” rating.  
 

Within 30 school days of the completion of a summative evaluation rating of a tenured staff member as “needs improvement”, the evaluator, 
in consultation with the staff member, must create a PDP that is directed to the areas of needed improvement. The PDP includes defined 
areas of professional practice that need to be improved and types of evidence towards progress/achievement of goal. The plan also must 
describe any support the Cooperative will provide to address any areas identified as needing improvement (PERA 2010). 
 

Purpose 
 

The purpose of the Professional Development Plan for tenured professionals is: 
 

1) To enable an administrator to assist a tenured professional needing assistance in any of the Domains for Professional Practice. 
2) To enable a tenured professional the opportunity to seek assistance in any of the Domains for Professional Practice. 
3) To provide more specific guidance and assistance for the resolution of concerns identified in the summative evaluation for 

tenured staff. 
4) To provide an opportunity for the staff member to demonstrate performance at a proficient or better rating. 

 

The Professional Development Plan (PDP) for tenured professionals will be discussed at an initial meeting to be held within thirty (30) 
school days of the final meeting of the summative evaluation. During the PDP phase, intensive supervisory procedures and timelines will 
be established collaboratively. These procedures will be referred to on the PDP Action Plan Form. 
 

The Professional Development Plan for tenured professionals will include: 
 

1) A statement(s) identifying the concern(s) relative to the Domains for Professional Practice; 
2) An identification of individuals involved in the plan; 
3) A listing of activities/procedures to be initiated and utilized; 
4) A listing of resources to be allocated for plan implementation and completion including but not limited to materials, staff 

development and budgetary considerations; 
5) A timeline indicating implementation dates, final review dates, and meeting dates to review progress on the plan. All PDPs must 

be scheduled for a minimum of 30 school days and two observations/conferences. 
 

Changes can be made to a PDP that is in process as long as the administrator and staff member agree to such changes. 
At the end of a PDP, the evaluator will schedule a formal observation to complete a summative evaluation. If the summative evaluation 
identifies new areas of concern (rating of “needs improvement”), the PDP process will be initiated for those areas. 
 

If the summative evaluation results in an “unsatisfactory”, the remediation process will be initiated.  
 

When a staff member achieves a rating of “proficient” or “excellent” on the summative evaluation following a PDP, they must partake in a 
minimum of three observations in the following year: two of which must be formal, one informal, and a summative evaluation. 
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Remediation Plan 
 
 
The Remediation Plan is initiated if a tenured staff member receives a rating of “unsatisfactory” on the summative evaluation.  Non-
tenured staff is not entitled to a remediation plan in the event of an unsatisfactory rating. 
 

1. The Remediation Phase will be discussed at an initial meeting to be held within 5 school days of the summative evaluation 
conference. 
 

2. The Remediation Plan must be implemented within 30 school days after receipt of an unsatisfactory evaluation. 
 

3. The Remediation Plan must continue for 90 school days. 
 

4. The consulting staff member shall participate in the development of the plan. 
 

5. A “consulting staff member” is defined in the statute as a staff member with reasonable familiarity with the subject area of the 
staff member under remediation, has been rated “excellent” on his/her most recent evaluation, and has at least 5 years 
experience.  If no one within the cooperative meets these criteria, the statute allows the cooperative to request the regional 
superintendent to provide a list of such individuals. 
 

6. An open-format form is included to reflect the issues unique to each staff member under remediation. 
 

7. A staff member shall be issued a minimum mid-point and final evaluation using the Professional Practice Rubric while on 
remediation.  The mid-point evaluation must be within 45 school days of the start date of the remediation plan and the final 
evaluation must be provided within 10 school days after conclusion of the remediation plan.  Each evaluation must assess the 
staff member’s performance during the time period since the prior evaluation.  The final evaluation shall also include an 
overall evaluation of the staff member’s performance during the remediation period.  The evaluator will use the forms 
provided for the annual evaluation of staff in the cooperative’s evaluation plan. 
 

8. If the staff member fails to complete the remediation period with a rating equal to or better than “proficient”, he/she must be 
dismissed per Section 24-12 of the School Code. 
 

9. If a staff member receives a proficient or an excellent rating, the evaluation cycle resumes at year one of the evaluation cycle 
and a summative evaluation the following year which will include a minimum of 3 observations, two of which must be formal. 
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NDSEC 
SPECIAL EDUCATION CERTIFIED STAFF PRE-OBSERVATION PLANNING RECORD 

 

Staff 

Member:       Evaluator:       

Building:       
Program/ 

Grade Level:       
Content 

Area:       

Pre-Observation Date:        Observation Date:       Post-Observation Date:       

 

 

1. Briefly describe the relevancy of this activity, including any 

difficulties you anticipate. (This may include, but is not limited to, 

students, staff, learning environment, etc.)  

4. How do you plan to engage participants in the content? What will 

you do? What will the participants do?  

            

2. What are your goals and objectives for this activity? Why are these 

goals suitable? 5. What instructional materials or other resources will you use?  

            

3. How do these goals support the standards relevant to your role? (Ex: 

CCSS, ITPL, SEL, etc.)  

6. How do you plan to gather data and assess achievement of the 

goals? How do you plan to make use of the results of the 

assessment?  

            

 

 

 

 

 

 

 
Page 1 of 1



 

2 

 

 

North DuPage Special Education Cooperative 
Post-Observation Reflection Form – Completed by Staff 

 

Staff Member:       Evaluator:       

Building:       

Program/
Grade 
Level:       

Content 
Area:       

Pre-Observation 
Date:        

Obser
vation 
Date:        

Post-Observation 
Date:       

 

Please complete questions and return to evaluator (within 3 days of the 
observations) for discussion at the conference. 

1. In general, how successful was the activity?  Did the participants learn what you intended for them to 
learn?  How do you know?  

      
 

2. Did you alter your goals or instructional plan as you led the activity? If so why?  

      
 

3. Comment on your delivery procedures, participant conduct, and use of physical space.  To what extent did 
those contribute to achieving your objective?  

      
 

4. If you are able to bring samples of student work, what do those samples reveal about those students’ 
levels of engagement and understanding? 

      
 

 
Staff are encouraged to bring to the post-conference evidence and artifacts to demonstrate knowledge 
of which domains may or may not have been observed.  
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North DuPage Special Education Cooperative 
Professional Development Plan (PDP) Action Plan Form 

 

Staff Member:       Date:       

Evaluator:       School/Position:       
 

I.  Based upon the evidence collected in the Framework for Teaching Evaluation Form, 
the highlighted area(s) have been identified as “needs improvement.” 

 

Standards for Professional Practice 

Domain I Domain 2 Domain 3 Domain 4 
 

Describe:       

 

Describe:       

 

Describe:       

 

Describe:       

 

Additional Notes:       

Beginning Date:       End Date:       

 
I acknowledge that I have reviewed and discussed the above concerns with my Evaluator. 

 
       

 
      

Staff Member Signature Date  Evaluator Signature Date 
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II.  Professional Development Plan Form 
 

Name:       Supervisor/Evaluator:       

Date of Meeting:       Approximate Start Date:       

  Approximate End Date:       

PDP Priorities: 

A. Domain / Component Indicators for Effective Teaching (e.g., Critical Attributes): 

Date of Development Improvement Strategies/Tasks Staff Support and Resources: 

                  

                  

Date of Updates Action Plan – Indicators of Success Staff Support and Resources 

                  

                  

B. Domain / Component Indicators for Effective Teaching (e.g., Critical Attributes): 

Date of Development Improvement Strategies/Tasks Staff Support and Resources: 

                  

                  

Date of Updates Action Plan – Indicators of Success Staff Support and Resources 

                  

                  

C. Domain / Component Indicators for Effective Teaching (e.g., Critical Attributes): 

Date of Development Improvement Strategies/Tasks Staff Support and Resources: 

                  

                  

Date of Updates Action Plan – Indicators of Success Staff Support and Resources 

                  

                  

D. Domain / Component Indicators for Effective Teaching (e.g., Critical Attributes): 

Date of Development Improvement Strategies/Tasks Staff Support and Resources: 

                  

                  

Date of Updates Action Plan – Indicators of Success Staff Support and Resources 
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III. Signature Section 
 
Duration of the PDP is determined in Section I. 

 

PDP Initial Signatures 

Evaluator:       Staff Member:       

Date:       Date:       

 

 

PDP Observation/Conference Signatures: (This block may be repeated.) 

Evaluator:       Staff Member:       

Date:       Date:       

Comments:        

 

Administrator’s Signature:       Date:       

Staff Member’s Signature:       Date:       

    

Distribution List: Personnel File   
 Staff Member   
 Building Administrator/Evaluator   
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North DuPage Special Education Cooperative 
Remediation Plan 

 

Staff Member:       Evaluator/Supervisor:       

Consulting Staff 
Member         

Date of 
Initiation:       

Date of Mid-Point 
Evaluation:       

Date of Final 
Evaluation:       

 

Initial Meeting: 

Concerns:        
 

 

Educator Plan:        
 

 
Follow-Up Date:        

 
Staff Member Signature:       Evaluator Signature:       

 

Follow-Up Meeting: (This block may be repeated.) 

Progress:        
 

 

Continued or additional concerns:        
 

 
Follow-Up Date:        

   
Staff Member Signature:       Evaluator Signature:       
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*Applicable to ALL UNSATISFACTORY Component ratings: Staff member is marginally and/or non-responsive to addressing PDP and/or identified areas of improvement. 

 

Domain 1 – Planning & Preparation – Component 1a: Demonstrating Knowledge of Content and Practice 

 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

1a: Demonstrating Knowledge of 
Content and Practice 

 
 
Performance 
 
 

(Evaluated via pre-observation interview 
and discussion) 

IST FACILITATOR demonstrates 
little or no knowledge of 
behavioral and educational 
theories, and school or 
community resources, and little 
or no compliance with regulatory 
procedures in the delivery of 
school behavioral services. 

IST FACILITATOR demonstrates 
limited knowledge of behavioral 
and educational theories, and 
school or community resources, 
and some compliance with 
regulatory procedures in the 
delivery of school behavioral 
services. 

IST FACILITATOR demonstrates 
thorough knowledge of 
behavioral and educational 
theories, and school and 
community resources and 
compliance with regulatory 
procedures in the delivery of 
school behavioral services. 

IST FACILITATOR demonstrates 
extensive knowledge of Applied 
Behavior Analysis (ABA) and 
educational theories, and school 
and community resources, and 
consistent compliance with 
regulatory procedures in the 
delivery of school behavioral 
services.    

Criteria 

In order to guide behavior change for clients (e.g., students, families and educators who work directly with students), an IST 
FACILITATOR possesses knowledge of behavioral theory, analysis and evidence-based practices.  Knowledge is continually acquired 
and refined based on current research.  IST FACILITATOR also knows the various types and functions of problem behaviors, reliable and 
valid assessment methods, evidence-based methodologies, and underlying principles of treatment integrity. 
 

Examples 

When questioned about behavior 
management programs, the IST 
FACILITATOR is unable to 
discuss what constitutes an 
effective design.  
 
IST FACILITATOR 
communicates that strategies 
that have been shown to be 
effective in the majority of cases 
would only be effective for a 
certain problem. 

IST FACILITATOR can answer 
general questions about the use 
of positive reinforcement. 
 
Due to partial understanding of 
the components of a student’s 
behavior plan, the IST 
FACILITATOR recommends that 
other stakeholders do the best 
they can. 

IST FACILITATOR can answer 

specific questions about the 

antecedents to behavior in a 

specific case and discuss 

methods for increasing 

appropriate behavior. 

 

IST FACILITATOR may facilitate 

the development of a behavior 

plan for a student who is 

exhibiting problem behaviors and 

educates staff about the 

principles that are used to guide 

the development of the plan. 

IST FACILITATOR provides 
training related to specific 
expertise to an interdisciplinary 
team of educators. 
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*Applicable to ALL UNSATISFACTORY Component ratings: Staff member is marginally and/or non-responsive to addressing PDP and/or identified areas of improvement. 

 

 
Domain 1 – Planning & Preparation – Component 1b: Demonstrating Knowledge of Students 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

1b: Demonstrating Knowledge of 
Students 

 
 
Performance 

 
 
(Evaluated via pre-observation interview, 
and discussion) 

IST FACILITATOR 

demonstrates little or no 

knowledge or understanding of 

the influence of specific 

disabilities as well as individual 

learning characteristics and 

evidence‐based strategies when 

determining assessments and 

developing behavioral 

interventions. 

 

IST FACILITATOR 

demonstrates inconsistent 

knowledge and understanding of 

the influence of specific 

disabilities as well as individual 

learning characteristics and 

evidence‐based strategies when 

determining assessments and 

developing behavioral 

interventions. 

 

IST FACILITATOR 
demonstrates strong knowledge 
and understanding of the 
influence of specific disabilities 
as well as individual learning 
characteristics and evidence–
based strategies when 
determining assessments and 
developing behavioral 
interventions.    

IST FACILITATOR 
demonstrates extensive 
knowledge and understanding of 
the influence of specific 
disabilities as well as individual 
learning characteristics and 
evidence-based strategies when 
determining assessments and 
developing behavioral 
interventions. 

Criteria 

Knowledge of students is demonstrated through historical review and current analysis of behavior that may include but is not limited to 
observation of the environment, individual strengths and needs, intervention history, and understanding the influence of specific learning 
disabilities as well as individual learning characteristics, etc.  Knowledge of a client’s recent behavior is considered to be the most 
reliable predictor of future behavior and is also used to learn more about a student and inform treatment.    
 

Examples 

IST FACILITATOR 
demonstrates little to no 
consideration of students’ 
disabilities when designing 
interventions.    

IST FACILITATOR 
inconsistently takes into 
consideration the student’s 
specific disability when 
designing interventions.    

IST FACILITATOR completes 
a file review and takes into 
consideration the student’s 
specific disability when 
designing interventions. 

IST FACILITATOR completes 
a file review and takes into 
consideration the student’s 
specific disability and works 
with the IEP team to provide 
community resources. 
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*Applicable to ALL UNSATISFACTORY Component ratings: Staff member is marginally and/or non-responsive to addressing PDP and/or identified areas of improvement. 

 

 
Domain 1 – Planning & Preparation – Component 1c: Setting Service Delivery Outcomes 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

1c: Setting Service Delivery Outcomes 
 
 
Performance 

 
 
(Evaluated via pre-observation interview, 
and discussion)    

IST FACILITATOR has few or no 
defined strategies for the 
implementation of individual 
Behavior Intervention Plans 
(BIPs) to promote learning, 
enhance the acquisition of 
replacement behaviors, and 
provide proactive strategies and 
responsible services to students, 
including family-school 
collaboration.    

IST FACILITATOR has limited 
strategies for the implementation 
of individual Behavior 
Intervention Plans (BIPs) to 
promote learning, enhance the 
acquisition of replacement 
behaviors, and provide proactive 
strategies and responsive 
services to students, including 
family-school collaboration. 

IST FACILITATOR has defined 
strategies for the 
implementation of individual 
Behavior Intervention Plans 
(BIPs) to promote learning, 
enhance the acquisition of 
replacement behaviors, and 
provide proactive strategies and 
responsive services to students, 
including family-school 
collaboration. 

IST FACILITATOR functions in a 
leadership role in clearly 
defining strategies for the 
implementation of individual 
Behavior Intervention Plans 
(BIPs) to promote learning, 
enhance the acquisition of 
replacement behaviors, and 
provide proactive strategies and 
responsive services to students, 
including family-school 
collaboration. 

Criteria 

Setting service delivery outcomes is predicated upon the ability to clearly define strategies for assessing behavior.  In addition, service 
delivery outcomes are established via knowledge of evidence-based treatments, reliable and valid data sources and procedures, 
principles of behavior analysis, environmental factors, idiosyncratic variables, etc.  
 

Examples 

IST FACILITATOR does not 
make recommendations for 
behavior intervention plan or 
recommendations are not 
individualized.    

IST FACILITATOR 
inconsistently recommends 
service outcomes that are 
individualized for the client. 

IST FACILITATOR recommends 
individualized strategies for the 
behavior intervention plan. 

IST FACILITATOR 
recommends individualized 
strategies for the behavior 
intervention plan and trains staff 
on these interventions.    

 

  



 

     

5 
*Applicable to ALL UNSATISFACTORY Component ratings: Staff member is marginally and/or non-responsive to addressing PDP and/or identified areas of improvement. 

 

 
Domain 1 – Planning & Preparation – Component 1d: Demonstrating Knowledge of Resources 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

1d: Demonstrating Knowledge of 
Resources 

 
Performance 

 
(Evaluated via pre-observation interview, 
and discussion) 

IST FACILITATOR 
demonstrates little or no 
knowledge of resources 
available in the cooperative or 
community. 

IST FACILITATOR displays 
limited knowledge of resources 
available in the cooperative or 
community. 

IST FACILITATOR consistently 
displays knowledge of 
resources available in the 
cooperative or community. 

IST FACILITATOR 
functions in a leadership 
role in providing 
knowledge of resources 
available in the 
cooperative or 
community. 

Criteria 

Resource knowledge results in provision of comprehensive and high-quality services.  IST FACILITATOR also uses knowledge of 
resources to facilitate individual and collective understanding of behavioral principles, evidence-based methodologies and best 
practices.  Resource knowledge is applied in an effective, efficient and equitable manner. 
 

Examples 

IST FACILITATOR rarely or 
never provides resources for 
further training opportunities.  

IST FACILITATOR 
inconsistently provides 
resources for further training 
opportunities. 

IST FACILITATOR provides 
resources on trainings available 
through NDSEC. 

IST FACILITATOR meets with 
colleagues and other 
interdisciplinary team members 
regularly to review evidence-
based resources, IST 
FACILITATOR guidelines and/or 
peer-reviewed journal articles that 
may be helpful in facilitating 
professional learning and 
addressing current student needs.   
 
IST FACILITATOR is a member 
of a professional association and 
reviews publications regularly to 
enhance knowledge of resources 
in the area of Autism. 
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*Applicable to ALL UNSATISFACTORY Component ratings: Staff member is marginally and/or non-responsive to addressing PDP and/or identified areas of improvement. 

 

 
Domain 1 – Planning & Preparation – Component 1e: Designing Coherent Service Delivery 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

1e: Designing Coherent Service Delivery 
 
Performance 

 
(Evaluated via pre-observation interview, 
and discussion)    

IST FACILITATOR 
demonstrates no or little ability 
to collect, analyze, and interpret 
data in order to develop effective 
practices at the individual and 
group levels.    

IST FACILITATOR displays 
inconsistent skills in collecting, 
analyzing, and interpreting data 
in order to develop effective 
practices at the individual and 
group levels. 

IST FACILITATOR accurately 
and consistently demonstrates 
skills in collecting, analyzing, 
and interpreting data in order to 
develop effective practices at 
the individual and group levels. 

IST FACILITATOR 
demonstrates extensive skills in 
collecting, analyzing, and 
interpreting data in order to 
develop effective practices at the 
individual and group levels. 

Criteria Designing effective practices at the individual and group levels are dependent upon the ability to collect, analyze, and interpret data. 

Examples 

Opinions were used, rather 
than data to inform the 
development of behavior plan. 

IST FACILITATOR does not 
encourage collecting of data or 
collects data and does not 
utilize it. 

IST FACILITATOR identifies 
two different data sources that 
will be used to monitor a 
student’s response to treatment. 

IST FACILITATOR identifies 
two different data sources that 
will be used to monitor a 
student’s response to 
treatment.   
 
IST FACILITATOR also trains 
the staff members on data 
collections procedures and 
provides data sheets for the 
team to use. 
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Domain 1 – Planning & Preparation – Component 1f: Developing Plan to Evaluate the Behavioral and Instructional Support Program(s) 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

1f: Developing Plan to Evaluate the 
Behavioral and Instructional Support 
Program(s) 

 
Performance 

 
(Evaluated via pre-observation interview, 
and discussion) 

IST FACILITATOR has no plan 
to effectively evaluate the 
progress monitoring of the goals 
and objectives and evidence, or 
resists suggestions that such an 
evaluation is important. 

IST FACILITATOR has a 
rudimentary plan to evaluate the 
progress monitoring of the goals 
and objectives and evidence 
related to behavioral and 
instructional support programs. 

IST FACILITATOR has the 
ability to develop an organized 
plan to evaluate the progress 
monitoring of the goals and 
objectives and evidence, 
including the review of data 
collections, when provided, to 
indicate the degree to which the 
goals and objectives have been 
met. 

IST FACILITATOR has a 
sophisticated plan to evaluate 
the progress monitoring of the 
goals and objectives using many 
sources of evidence, including 
the review of data collection 
provided by staff, and has a 
clear path toward improving the 
program on an ongoing basis. 

Criteria 
An organized plan to evaluate the progress monitoring of goals and objective s is in place for supporting goal achievement.  Therefore, 
assessment occurs in an effort to make timey and necessary changes as part of a continuous improvement process.  

Examples 

Rather than analyzing data, IST 
FACILITATOR uses opinions 
and does not create a graph. 

IST FACILITATOR does not 
design a graph. 

After receiving data from staff, 
the IST FACILITTOR creates a 
basic graph to analyze data. 

After receiving data from staff, 
the IST FACILITATOR creates 
a sophisticated graph to 
analyze data. 
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Domain 2 – The Environment – Component 2a: Creating an Environment of Respect and Rapport 

 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

2a: Creating an Environment of Respect 
and Rapport 

 
Performance 

 
(Evaluated via direct observation) 

IST FACILITATOR’s interactions 
with staff and students are 
negative or inappropriate and 
ineffective toward addressing 
staff concerns and students’ 
behavioral, social, and learning 
needs; students appear 
uncomfortable during service 
delivery.    

IST FACILITATOR’s 
interactions with staff and 
students are a mix of positive 
and negative and are 
inconsistent in supporting staff 
concerns and students’ 
behavioral, social, and learning 
needs; the IST FACILITATOR’s 
efforts at developing rapport are 
partially successful. 

IST FACILITATOR’s 
interactions with staff and 
students are positive and 
respectful and consistently 
support staff concerns and 
student’s behavioral, social, and 
learning needs. 

Staff and students seek out the 
Behavior Specialist, reflecting a 
high degree of comfort and trust 
in the relationship and 
demonstrate the benefits derived 
from the behavioral, social, and 
learning supports provided 
through behavioral services. 

Criteria 

The IST FACILITATOR contributes meaningfully to establishing an environment that is safe, positive, supportive and respectful in nature.  
Rapport is easily established and maintained.  Efforts are made to evaluate the environment regularly and contribute to the improvement 
of climate to enhance service delivery outcomes. 

Examples 

IST FACILITATOR tells staff “I 
don’t understand why you are 
not following through with 
recommendations.  The 
procedures are simple and 
everyone should know how to 
do this without requiring 
specific training.” 

During an observation period, 
IST FACILITATOR is unable to 
suggest safety procedures and 
de-escalation strategies to the 
staff. 

IST FACILITATOR often checks 
for understanding and provides 
staff with necessary 
explanations, modeling and 
procedural training. 

IST FACILITATOR is vied by 
colleagues and peers as a highly 
effective listener/communicator. 
 
Colleagues report that the IST 
FACILIATOR has been 
instrumental in empowering them 
to make positive changes to the 
environment. 
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Domain 2 – The Environment – Component 2b: Establishing a Culture of Learning 

 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

2b: Establishing a Culture of Learning 
 
Performance 

 
(Evaluated via direct observation)    

IST FACILITATOR’s interactions 
with staff is characterized by a 
reactive and generally negative 
tone, with an absence of skill 
building in the behavioral 
strategies available to the 
teaching staff.  

IST FACILITATOR’s interactions 
with staff are characterized by 
some willingness to provide 
recommendations for behavioral 
strategies but a failure to provide 
support, when asked for the 
implementation of those 
strategies and support for the 
teacher’s growth in working with 
students’ behavioral issues. 

IST FACILITATOR consults with 
staff in such a way as to 
reinforce inquiry into the 
function of behavior to 
determine effective, positive 
behavioral supports, and IST 
FACILITATOR provides ongoing 
support for implementation. 

IST FACILITATOR has 
established a culture of 
professional inquiry in which 
decisions regarding behavior 
are based on the analysis of 
evidence, determining the 
function of behavior, 
establishing positive behavioral 
supports, and providing ongoing 
analysis of the impact of 
interventions.  Over time, 
teacher with whom the IST 
FACILITTOR has consulted 
initiate projects to be undertaken 
with the support of the IST 
FACILITATOR. 

Criteria 

The IST FACILITATOR contributes to the development of a culture with high behavioral expectations and related achievement goals.  
Clients are empowered to establish, monitor and attain goals within the context of positive relational support and accountability, modeling, 
skill development and increasing levels of independence, and ownership as it relates to goal achievement. 

Examples 

IST FACILITATOR is unable to 
provide staff development. 
 
IST FACILITATOR does not help 
staff create a plan for an 
aggressive student that 
establishes high behavioral area. 

IST FACILITATOR provides 
consistent positive reinforcement 
for effort in the absence of 
needed training and skill 
development relative to 
implementing a token economy 
system with fidelity. 

IST FACILITATOR provides 
consistent positive 
reinforcement for effort in the 
absence of needed training and 
skill development relative to 
implementing a token economy 
system with fidelity. 

IST FACILITATOR empowers 
clients through direct coaching 
and modeling to implement 
evidence=based strategies that 
result in increased self-
regulation with students who 
have significant difficulties 
remaining on task. 
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Domain 2 – The Environment – Component 2c: Managing Procedures, Routines, Schedules, and Referrals Within the Context of the Workload 

 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

2c: Managing 
Procedures, 
Routines, 
Schedules, and 
Referrals Within 
the Context of the 
Workload    

IST FACILITATOR provides negative 
or inefficient classroom management 
procedures to staff.  
 
IST FACILITATOR does not 
individualize his/her consultations to 
reflect an analysis of unique 
classroom and/or behavioral 
circumstances. 

IST FACILITATOR provides 
inconsistent classroom management 
procedures to staff. 
 
IST FACILITATOR does not 
individualize his/her consultations to 
reflect an analysis of unique 
classroom and/or behavioral 
circumstances. 

IST FACILITATOR provides 
consistent management procedures 
as well as methodologies to analyze 
the effectiveness of those 
procedures to staff, including positive 
behavioral supports that are 
individualized to reflect unique 
classroom and/or behavioral needs.  

IST FACILITATOR provides a broad 
range of knowledge regarding 
management procedures as well as 
methodologies to analyze the 
effectiveness of those procedures to 
staff, including positive behavioral 
supports that are individualized to 
reflect unique classroom and/or 
behavioral needs. 

Criteria 
Effective procedural management contributes to high-quality service to clients.  The IST FACILITATOR is skilled in procedural management as it relates to 
organization of referrals, scheduling of observations, team meetings and follow up procedures. 

Examples 

IST FACILITATOR tells staff, “well, 
you have to make this work in your 
classroom, you just have to”. 

IST FACILITATOR provides 
procedures for staff to follow but the 
procedures are not well defined. 

IST FACILITATOR assists a 
colleague with the development of 
a reinforcement system within the 
context of the classroom. 

IST FACILITATOR is able to assist in 
evaluation of the fidelity of a time 
management intervention after 
developing the system. 
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Domain 2 – The Environment – Component 2d: Managing Student Behavior Incorporating a Multidisciplinary Approach 
 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

2d: Managing Student Behavior 

Incorporating a 

Multidisciplinary Approach 

 

Performance 

 

(Evaluated via direct observation) 

IST FACILITATOR 

provides generic behavioral 

recommendations without 

first engaging in data 

collection and analysis 

IST FACILITATOR 

provides generic behavioral 

recommendations with 

inconsistent collection of data 

and without regard to settings 

and skill levels of teachers, 

parents, and staff. 

IST FACILITATOR 

provides an individualized 

approach to analysis of 

student behavior based on 

ABA principles, with 

consistent collection of data, 

remaining mindful of school, 

community, and home 

settings and skill levels of 

those implementing the plan. 

IST FACILITATOR 

provides a highly 

individualized approach to 

analysis of student behavior 

based on ABA principles, 

with consistent collection of 

data, remaining mindful of 

school, community, and 

home settings and skill levels 

of those implementing the 

plan, as well as the impact of 

each of those on the behavior 

plan. 

Criteria 
Systematically incorporates a multidisciplinary approach that includes the use of multiple sources of data, including FBA 

and direct observation, to develop behavior plans. 

Examples 

Teacher requests assistance 

from IST FACILITATOR 

with a student who screams 

when he is asked to complete 

an assignment.  IST 

FACILITATOR recommends 

putting the student in “time 

out” without collecting 

assessment data including an 

FBA. 

IST FACILITATOR models 

how to manage disruptive 

behavior but does not 

provide follow-up 

assistance. 

 

IST FACILITATOR does 

not establish a formal system 

for monitoring student 

behavior because they 

believe staff will follow 

through with recommended 

procedures and be able to 

report their observations of 

progress. 

IST FACILITATOR models 

and provides training for 

managing the behavior of a 

student who is hitting other 

students and the teacher, 

being mindful of setting 

events and individual factors.  

IST FACILITATOR 

provides training in 

evidence-based behavioral 

management procedures.  

Implementation is monitored 

relative to consistency and 

fidelity across personnel and 

settings.   

 

The IST FACILITATOR 

works with a team to assess 

response to treatment and 

the treatment is adjusted 

accordingly. 
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Domain 2 – The Environment – Component 2e: Organizing Time Effectively 
 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

2e: Organizing Time Effectively 
 
Performance 

 
(Evaluated via direct observation)    

IST FACILITATOR exercises poor 
judgment in setting priorities, 
resulting in confusion, missed 
deadlines for evaluations and 
meetings, not providing 
consultation based on a set 
schedule, and not completing 
paperwork in a timely manner. 

IST FACILITATOR’s time-
management skills are 
moderately developed.  IST 
FACILITATOR meets some 
deadlines for evaluations and 
meetings, seeing some staff for 
consultation and doing some 
student observation based on a 
set schedule, and completes 
most paperwork in an 
inconsistent manner. 

IST FACILITATOR exercises 
consistent time-management 
skills in setting priorities for staff 
consultation and student 
observation, resulting in clear 
schedules, meeting timelines for 
evaluating students, meeting all 
deadlines for paperwork 
completion, and efficiently 
preparing for student meetings 
on his/her caseload. 

IST FACILITATOR 
demonstrates excellent time-
management skills in 
addressing priorities 
established for staff 
consultation and student 
observation through a clearly 
communicated and cohesive 
schedule, meting all timelines 
for evaluating students and 
deadlines for completing 
paperwork, and preparing 
effectively and efficiently for 
student meetings on his/her 
caseload. 

Criteria 
Time management is maximized for meeting all deadlines efficiently.  

Examples 

Shows up to wrong school for 
meeting or observation, misses 
meetings, does not return e-mails. 

Occasionally, IST FACILITATOR 
arrives to meetings and 
observations on time.  
Sometimes meets deadlines for 
reports. 

Shows up on time to 
observations and meetings, 
meets all deadlines for reports. 

IST FACILITATOR meets all 
deadlines and communicates 
clearly with everyone involved.  
Provides assessment results 
and readily has available all 
resources needed for 
intervention. 
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Domain 2 – The Environment – Component 2f:  Utilization of Team 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

2f:  Utilization of Team Team members have no clearly 

defined protocols and 

procedures and are not being 

used in an effective manner. 

 

 

Team members have some 

defined protocols and 

procedures related to activities 

but are not consistently used in 

an effective manner. 

 

 

Team members are provided 

with protocols and procedures 

that are used in a consistently 

effective manner. 

 

Team members have clearly 

defined protocols and 

procedures. The staff member 

facilitates and supports the 

team’s contribution to the 

intervention activities. 

 

2f:  Critical Attributes 

 

● Staff member‘s expectations 
are unclear  

 

● Team members are idle 
within the classroom 

 

● Staff member has defined 
some duties for team 
members 

 

● Team members are not 
consistently engaged in 
school routines 

 

● Staff member has 
established clearly defined 
expectations for the team 
members 

 

● Team members  are 
consistently engaged in 
student routines 

 

In addition to the characteristics 

of “proficient,” 

 

● Team members move 
seamlessly throughout the 
environment without the 
need for direction by the 
staff member 
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Domain 3 – Instruction – Component 3a:  Utilization of Team 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

3a: Using a 
collaborative 
consultation and 
problem-solving 
process when 
working with 
school staff, 
students, parents, 
administrators and 
outside agencies 

 
Performance 

 
(Evaluated via direct 
observation) 

IST FACILITATOR lacks the skills to 
use a collaborative consultation and 
problem-solving process when 
working with school staff, students, 
parents, administrators, and outside 
agencies, and fails to incorporate 
information and concerns when 
developing and adjusting behavioral 
reports.  

IST FACILITATOR attempts to use a 
collaborative consultation and 
problem-solving process when 
working with school staff, students, 
parents, administrators, and outside 
agencies, and inconsistently 
incorporates information and 
concerns when developing and 
adjusting behavioral reports.  

IST FACILITATOR consistently uses 
a collaborative consultation and 
problem-solving process when 
working with school staff, students, 
parents, administrators, and outside 
agencies, and incorporates 
information and concerns from others 
when developing and adjusting 
behavioral reports. 

IST FACILITATOR s highly skilled in 
collaborative consultation, making a 
substantial contribution during the 
problem-solving process by engaging 
participants, sharing skills and 
knowledge and incorporating 
information beyond the typical 
resources when developing and 
adjusting behavioral reports. 

Criteria 

A continuum of effective communication techniques and strategies are used and modeled by the IST FACILITATOR to enhance relational and behavioral 
outcomes at the individual and systems level. 

Examples 

IST FACILITATOR tells staff the 
meeting must be held during the day, 
even if everyone is not available. 

The IST FACILITATOR developed a 
clearly written behavioral plan, but 
does not collaborate. 

The IST FACILITATOR offers to 
meet with a team as part of a 
comprehensive assistance plan. 

Written and verbal guidelines related 
to procedures are provided to a 
team. 
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Domain 3 – Instruction – Component 3b:  Coaching and Modeling 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

3b: Coaching and Modeling 
 
Performance 

 
(Evaluated via direct observation) 

IST FACILITATOR lacks the 
skills necessary to effectively 
and efficiently coach and model 
teams leading to staff growth. 

IST FACILITATOR employs 
limited skills to effectively and 
efficiently coach and model 
teams leading to staff growth. 

IST FACILITATOR employs 
necessary skills to effectively 
and efficiently coach and model 
teachers leading to staff growth. 

IST FACILITATOR employs 
exemplary skills to effectively 
and efficiently coach and model 
teams leading to staff growth. 

Criteria Engaging clients in learning during consultative process, encouraging professional growth, and creates solution-focused outcomes. 

Examples 

Sits and waits for others to take 
initiative during the consultative 
process. 

The IST FACILITATOR can 
recommend behavior solutions, 
but has difficulty modeling and 
coaching in the moment. 

IST FACILITATOR is able to 
suggest behavior solutions, and 
model and coach the teacher in 
the moment. 

IST FACILITATOR provides 
leadership and suggests 
behavior solutions, and models 
and coaches the team in the 
moment. 
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Domain 3 – Instruction – Component 3c:  Using assessment data to develop and implement evidence-based academic and social/behavioral services, and interventions 
that are intended to improve student performance 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

3c: Using assessment data to develop 
and implement evidence-based 
academic and social/behavioral 
services, and interventions that are 
intended to improve student 
performance. 

 
Performance 

 
(Evaluated via direct observation) 

IST FACILITATOR fails to use 
assessment data or uses data 
incorrectly to develop and 
implement interventions for 
academic and social/behavioral 
services. 

IST FACILITATOR displays 
limited skills in evaluating and 
analyzing assessment data and 
provides some strategies when 
assisting in the development of 
intervention plans. 

IST FACILITATOR displays 
strong skills in evaluating and 
analyzing assessment data and 
has the ability to develop creative 
strategies when assisting in the 
development of intervention 
plans for students. 

IST FACILITATOR effectively 
utilizes data in the development 
of comprehensive plans for 
students, finding ways to 
creatively meet student needs 
and incorporate many related 
elements that ensure the 
inclusion of student self-
management strategies. 

Criteria An IST FACILITATOR must be able to both describe and model behavior analytic techniques. 

Examples 

IST FACILITATOR explains 
principles and then states “do the 
best you can” and leaves staff to 
fend for themselves with limited 
knowledge. 

IST FACILITATOR talks about 
principles but doesn’t write them 
well in reports.  The staff 
members are left confused with 
various terms. 

Report contains creative 
strategies, such as behavior 
momentum. 

IST FACILITATOR visually 
depicts data and provides 
multiple examples to the team 
with regard to 
recommendations. 
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Domain 3 – Instruction – Component 3d:  Using assessment in Service Delivery 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

3d: Using Assessment in Service 
Delivery 

 
Performance 

 
(Evaluated via direct observation)    

IST FACILITATOR does not use 
various assessments in order to 
conduct an analysis of the 
behavior, and/or does not link 
those assessments to 
intervention procedures.  
 
IST FACILITATOR does not 
utilize data, interviews nor 
conducts systematic 
manipulations or observations to 
directly assess student 
behavior.  
 
IST FACILITATOR is unable to 
explain clearly the nature of the 
relationship between 
assessment results and the 
interventions chosen. 

IST FACILITATOR utilizes 
various assessment data 
including interviews and other 
indirect methods of assessment 
as well as direct observation 
and/or environmental 
manipulation.   
 
IST FACILITATOR interprets the 
results and data but explains 
with some inconsistencies the 
nature of the relationship 
between assessment and 
intervention. 
 
IST FACILITATOR uses 
assessment tools to conduct an 
analysis of behavior and 
intervention procedures with 
guidance. 

IST FACILITATOR chooses 
various assessment tools 
appropriate to the situation and 
utilizes various sources of data, 
including but not limited to:  
historical data review, interviews, 
checklists, and rating scales, and 
primarily relies upon either 
systematic manipulations or 
direct observation of the learner 
in vivo.  
 
IST FACILITATOR accurately 
interprets the results and clearly 
explains the nature of the 
relationship between 
assessment results and 
intervention after the functional 
assessment is completed.  IST 
FACILITATOR both describes 
rationale for particular 
interventions and demonstrates 
how to intervene.  IST 
FACILITATOR utilizes additional 
data during intervention to 
monitor effectiveness. 

IST FACILITATOR conducts as 
well as trains others in using a 
functional assessment. 
 
IST FACILITATOR chooses 
various assessment tools 
appropriate to the situation and 
utilizes various sources of data, 
including but not limited to:  
historical data review, interviews, 
checklists, and rating scales, 
and primarily relies upon either 
systematic manipulations or 
direct observation of the learner 
in vivo. 
 
IST FACILITATOR clearly and 
precisely explains the nature of 
the relationship between 
assessment results and 
interventions chosen, both 
verbally and in writing. 
 
IST FACILITATOR utilizes 
additional data during 
intervention to monitor 
effectiveness, and trains other 
how to do so. 

Criteria 

Accomplished IST FACILITATORs know how to complete functional assessments and rely on direct observation to complete an operant 
analysis (antecedent behavior consequences) of the environment.  IST FACUILITATORs link their assessment outcomes directly to 
hypothesis of function, and therefore to the creation of effective interventions. 
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Examples 

IST FACILITATOR is not able to 
determine a function for problem 
behavior(s) or base 
interventions on assessments. 
 
IST FACILITATOR cannot 
clearly describe why specific 
interventions are or are not 
effective. 

IST FACILITATOR is able to 
discuss and determine a 
function of the behavior, 
however interventions the IST 
FACILITATOR chooses are 
often ineffective, and not a 
result of staff failing to 
implement with fidelity.  This 
indicates a failure to match 
function of behavior to 
appropriate evidence-based 
practices. 

IST FACILITATOR is able to 
discuss and determine a 
function of the behavior and 
show staff how and why that 
determination occurred. 
 
The function appears to be 
clear and accurate, as 
evidenced by IST 
FACILITATOR’s chosen 
behavior intervention 
effectiveness much of the time. 

IST FACILITATOR is able to 
discuss and determine a 
function of the behavior and 
show staff how and why that 
determination occurred, and 
trains staff in the process.  
 
The function appears to be clear 
and accurate, as evidenced by 
IST FACILITATOR’s chosen 
behavior intervention 
effectiveness much of the time, 
and trains staff how to monitor 
behavior intervention 
effectiveness. 
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Domain 3 – Instruction – Component 3e:  Demonstrating Flexibility and Responsiveness 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

3e: Demonstrating Flexibility and 
Responsiveness 

 
Performance 
 

(Evaluated via direct observation) 

IST FACILITATOR is not flexible 
to the changing needs and 
demands of students, 
stakeholders and the school 
environment. 

IST FACILITATOR can be 
flexible, but may struggle to 
adapt plans to the changing 
needs and demands of students 
and/or the school environment. 

IST FACILITATOR is flexible in 
addressing the changing needs 
and demands of students and 
the school environment. 

IST FACIITATOR is continually 
seeking ways to meet the 
changing needs and demands of 
the students and school 
environment.  Responds to data 
trends in student performance 
that contribute to the 
understanding of program 
effectiveness.  Services are 
viewed as high-quality and 
effective because of these 
characteristics. 

Criteria 
IST FACILITATOR understands the effects of changing demographic and social-economic forces on the needs of the students and is 

able to change aspects of service delivery to address those changes. 

Examples 

IST FACILITATOR is ridged and 
does not change plans or 
approach regardless of changes 
in the environment. 

IST FACILITATOR does not 
help staff alter plans after 
being told the student is in the 
foster care system. 

IST FACILITATOR follows up 
on the progress of students 
and assists in the adjustment 
of interventions as requested. 

IST FACILITATOR follows up 
on the progress of students 
and assists in the adjustment 
of interventions as appropriate 
and seeks appropriate 
resources and supports to 
address these issues. 
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Domain 4 – Professional Responsibilities – Component 4a:  Reflecting on Practice and Planning for Improvement 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

4a: Reflecting on Practice and Planning 
for Improvement 

 
Performance 

 
(Evaluated via post-observation 
interview, and discussion) 

The IST FACILITATOR does 
not reflect on practice, or the 
reflections are inaccurate or 
self-serving. 

The IST FACILITATOR’s 
reflection on practice is accurate 
and objective without citing 
specific examples. 

The IST FACILITATOR’s 
reflection provides an accurate 
and objective description of 
practice, citing specific positive 
and negative characteristics.  
Suggestions are made regarding 
specific changes in practice. 

IST FACILITATOR’s reflection is 
highly accurate and perceptive, 
citing specific positive and 
negative examples, and 
resulting in a plan to enact 
specific changes in practice. 

Criteria 
IST FACILITATOR engages in reflection that is highly accurate and perceptive, citing specific positive and negative examples, and 
resulting in a plan to enact specific changes in practice. 

Examples 

IST FACILITATOR continues 
using previous methods and 
does not reflect on effectiveness 
of practice. 

IST FACILITATOR looks at 
current research but does not 
reflect how it may change the 
practices. 

IST FACILITATOR uses current 
research to reflect on practice.  
 
Uses evaluation to improve 
specific skills. 

IST FACILITATOR identifies 
specific research and how it has 
made improvements in 
professional development 
activities. 
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Domain 4 – Professional Responsibilities – Component 4b:  Maintaining Accurate Records 

 Unsatisfactory (1) Needs Improvement (2) Proficient (3) Excellent (4) 

4b: Maintaining accurate records 
 
Performance 
 
(Evaluated via post-observation 
interview, and discussion) 

IST FACILITATOR’s records are 
in disarray; they may be missing, 
illegible, or stored in an insecure 
location. 
 
IST FACILITATOR does not 
maintain appropriate 
confidentiality in creating, 
storing, accessing, transferring, 
and disposing of records under 
their control in regulations.  Data 
system is in disarray and 
unorganized.  IST 
FACILITATOR fabricates data or 
falsifies results.  

IST FACILITATOR’s records are 
disorganized but are accurate 
and legible and are stored in a 
secure location. 
 
IST FACILITATOR maintains 
appropriate yet minimal 
confidentiality in creating, 
storing, accessing, transferring 
and disposing of records under 
their control in regulations.  
Records and data collection are 
presented, however, the IST 
FACILITATOR requires frequent 
monitoring for accuracy.  If an 
error is discovered, the 
specialist takes steps to correct 
the errors. 

IST FACILITATOR’s records are 
accurate and legible, well 
organized, and stored in a 
secure location. 
 
If an error is discovered, the IST 
FACILITATOR takes reasonable 
steps to correct the errors 
immediately and independently.  
 
IST FACILITATOR maintains 
appropriate confidentiality in 
creating, storing, accessing, 
transferring, and disposing of 
records under their control in 
accordance with IL codes and 
regulations.  Records and data 
collections are presented and 
maintained with accuracy.  If an 
error is discovered, the 
specialist takes reasonable 
steps to correct the error as 
soon as possible. 

IST FACILITATOR’s records are 
accurate and legible, well 
organized, and stored in a 
secure location.  They are 
written to be understandable to 
another qualified professional.  
 
IST FACILITATOR maintains 
appropriate confidentiality in 
creating, storing, accessing, 
transferring, and disposing of 
records under their in 
accordance with IL codes and 
regulations.  Records and data 
collection are presented and 
maintained in an organized 
manner and with accuracy. 

Criteria 
The IST FACILITATOR safely maintains accurate records through adherence to principles of applied behavior analysis 

(knowledge of various experimental designs, measurement, graphs and IL codes and regulations). 

Examples  

IST FACILITATOR is 

unable to show evidence of 

accuracy in records keeping 

and data-tracking. 

Reports are filed, but not 

accurately.  Drawers are not 

locked.  

Records and data collection 

are presented and 

maintained with accuracy. 

An outside professional will 

be able to easily understand 

the data without explanation. 

 

Encourages other 

professionals to maintain a 

high standard of record 

keeping and confidentiality. 
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DOMAIN FOUR:  PROFESSIONAL PRATICE 

Levels of Performance 

Component 4C *Unsatisfactory Basic/Needs Improvement Proficient Excellent 

Communicating with Stakeholders 

 

Performance 

 

(Evaluated via post-observation 

interview, and discussion) 

Communication lacks intent 

associated with 

professionalism, relationship 

building, collaboration and 

empowerment.   

 

Communication does not 

reflect content expertise and 

experience relative to 

behavioral theory, science 

and application. 

Communicative intent is 

aligned with professionalism, 

relationship building, 

collaboration and 

empowerment, although the 

outcomes are inconsistently 

achieved. 

 

Communication does not 

consistently reflect content 

expertise and experience 

relative to behavioral theory, 

science and application. 

Communicative intent is 

aligned with professionalism, 

relationship building, 

collaboration and 

empowerment and related 

outcomes are achieved.  

 

Communication consistently 

reflects content expertise and 

expertise relative to 

behavioral theory, science 

and application. 

IST FACILITATOR 

demonstrates exceptional 

communication skills across 

stakeholders.   

Communicative intent is 

aligned with professionalism, 

relationship building, 

collaboration and 

empowerment and related 

outcomes are achieved.   

Communication consistently 

reflects content expertise and 

experience relative to 

behavioral theory, science 

and application.  

Communication results in 

capacity building at the 

individual and systems level. 

Criteria 

Communication and intent is characterized by professionalism, collaboration, and empowerment/capacity building via 

information dissemination.  Communication reflects content expertise relative to behavioral theory, science and 

application. 

Examples 

Patterns of communication 

often result in mistrust, 

relational difficulties and 

limited collaborative 

problem-solving. 

IST FACILITATOR 

establishes a positive 

relationship with 

stakeholders but lacks 

experience and knowledge to 

help others solve problems 

effectively and efficiently. 

The IST FACILITATOR is 

viewed as an effective 

communicator and problem-

solver.  Stakeholders report 

that communication skills 

are well-developed and trust 

the IST FACILITATOR.  

Positive relationships and 

results are frequently 

achieved. 

Through effective 

communication and 

interdisciplinary 

collaboration, the IST 

FACILITATOR is viewed 

as a leader in facilitating 

problem-solving, building 

trust and advancing teaming 

toward positive outcomes 

for individual and the 

system. 
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DOMAIN FOUR:  PROFESSIONAL PRACTICE 

Levels of Performance 

Component 4D *Unsatisfactory Basic/Needs Improvement Proficient Excellent 

Participating in a Professional 

Community 

 

Performance 

 

(Evaluated via post-observation 

interview, and discussion) 

IST FACILITATOR does not 

uphold or advance the values, 

ethics, principles, and 

mission of the field of 

behavior analysis.  The 

specialist does not participate 

in local, state or national 

organizations. 

IST FACILITATOR makes 

some attempts to uphold or 

advance the values, ethics, 

principles, and mission of the 

field of behavior analysis. 

 

There is limited participation 

in the larger IST 

FACILITATOR community. 

IST FACILITATOR makes 

attempts to uphold or advance 

the values, ethics, principles, 

and mission of the field of 

behavior analysis.   

 

If there is an ethical violation, 

there is an attempt to resolve 

the issue according to 

guidelines. 

IST FACILITATOR 

demonstrates the highest 

standards relative to 

upholding and advancing the 

values, ethics, principles, and 

mission of the field of 

behavior analysis.  

 

If there is an ethical violation, 

there is an attempt to resolve 

the issue according to 

guidelines.  

 

IST FACILITATOR is 

involved with state or 

national organizations for 

behavior analysis. 

Criteria 
The IST FACILITATOR is a BCaBA, BCBA, or BCBA-D and/or is working in the role of IST FACILITATOR or specialist 

without certification and adheres to IST FACILITATOR ethical principles and code. 
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Examples 

The IST FACILITATOR is 

not aware of the IST 

FACILITATOR code of 

ethics. 

The IST FACILITATOR is 

aware of the IST 

FACILITATOR code of 

ethics and has a copy 

somewhere in their records. 

The IST FACILITATOR has 

a copy of the IST 

FACILITATOR code of 

ethics and seeks to follow 

these ethics in the daily 

application of applied 

behavior analysis. 

The IST FACILITATOR 

has a copy of the IST 

FACILITATOR code of 

ethics and reads them 

regularly.  The IST 

FACILITATOR also 

applies this code in the 

interventions and 

discussions that occur with 

staff or colleagues on a 

regular basis. 

 

Volunteers to mentor new 

staff. 

 

When the specialist cites 

the work and research of 

others, he/she does so 

accurately with fidelity and 

never presents portions or 

elements of another’s work 

or data as their own. 
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DOMAIN FOUR:  PROFESSIONAL PRACTICE 

Levels of Performance 

Component 4E *Unsatisfactory Basic/Needs Improvement Proficient Excellent 

Growing and Developing 

Professionally 

 

Performance 

 

(Evaluated via post-observation 

interview, and discussion) 

IST FACILITATOR does not 

participate in professional 

development activities, even 

when such activities are 

clearly needed for the ongoing 

development of skills. 

IST FACILITATOR’s 

participation in professional 

development activities is 

limited to those that are 

convenient or are required. 

IST FACILITATOR seeks 

out opportunities for 

professional development 

based on an individual 

assessment of need. 

IST FACILITATOR 

actively pursues professional 

development opportunities, 

remaining current with 

professional literature and 

research, and makes a 

substantial contribution to 

the profession through such 

activities as offering 

workshops to colleagues. 

Criteria 
The IST FACILITATOR is knowledgeable of current peer reviewed research in the field of behavior analysis and seeks 

efforts to grow professionally through multiples sources. 

Examples 

IST FACILITATOR does not 

design programs/interventions 

based on research, instead all 

the plans/programs are similar 

and are not individualized. 

IST FACILITATOR designs 

treatment based on current 

research and is able to 

provide references and 

citations. 

IST FACILITATOR reviews 

current research, attends 

workshops and applies 

research to practice.  The 

IST FACILITATOR can 

design a case study based on 

the research. 

IST FACILITATOR reads 

current research and 

applies the research with 

students using case study 

format.  The case study 

and research is presented 

as a poster or in a 

workshop and the 

specialist is open to 

feedback from other 

professionals in the field.  

The research could also be 

published in a journal such 

as behavior analysis in 

practice. 
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DOMAIN FOUR:  PROFESSIONAL PRACTICE 

Levels of Performance 

Component 4F *Unsatisfactory Basic/Needs Improvement Proficient Excellent 

Maintaining Professionalism 

 

Performance 

 

(Evaluated via post-observation 

interview, and discussion) 

IST FACILITATOR is not 

able to demonstrate 

professionalism via adequate 

levels of knowledge and 

application relative to 

behavior analysis. 

IST FACILITATOR is 

showing growth relative to 

their ability to demonstrate 

professionalism via adequate 

levels of knowledge and 

application relative to 

behavior analysis. 

The IST FACILITATOR 

provides services 

commensurate with education, 

training, and experience.  

 

There is collaboration with 

others who support and 

provide services to the 

student.  Interactions and 

decisions are characterized by 

honesty, integrity, 

confidentiality and equity in 

services. 

 

There is compliance with 

regulations. 

The IST FACILITATOR 

provides services 

commensurate with 

education, training, and 

experience. 

 

There is collaboration with 

others who support and 

provide services to the 

student.  Interactions and 

decisions are characterized by 

honesty, integrity, 

confidentiality and equity in 

services. 

Criteria 
Displays high standards of ethical responsibility and respect with interactions with students, staff and parents.  Facilitates and 

encourages the highest standards of ethical responsibility and respect with students, staff and parents. 

Examples 

IST FACILITATOR attempts 

to provide assistance in areas 

they are lacking expertise. 

IST FACILITATOR is 

sometimes disclosing more 

information than is 

appropriate based on 

knowledge and education 

level.  

IST FACILITATOR 

acknowledges lack of 

experience and makes 

suggestions or offers to help 

find appropriate professionals. 

IST FACILITATOR is able 

to provide support to school 

districts during potential 

litigation. 
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NORTH DUPAGE SPECIAL EDUCATION COOPERATIVE  
 

Professional Licensed Staff Appraisal 
 

Packet #4 
Related Service 

- Observation Documents and Ratings – 
Summative Evaluation 

 
Name of Staff:       
  

Program/Department:       
 

Position:       
 

Grade Level:       
 

Location:       
 

Evaluator:       
 

Summative Conference Date:       
 

Summative Rating:       
 

Date Purpose Evaluatee Signature Evaluator Signature 

 Pre-Conference   

 Formal Conference 1   

 Pre-Conference   

 Formal Conference 2   

 Informal Observation   

 Informal Observation   

 Informal Observation   



 

  2 

Domain 1: Planning and Preparation 
 Descriptor Rating 
 

Observation Notes, Comments, Evidence of Strengths and Weaknesses for Domain 1: 

 
      

 

 
Below to be completed as part of the Summative Evaluation: 
 

Domain 1 Rating Descriptor rating for Domain 1   
 

 a:        Unsatisfactory 
  b:        

  c:        Needs Improvement 
 d:        

 e:        Proficient 
 f:        
 

   Excellent 
 

  



 

  3 

Domain 2: The Classroom Environment 
 Descriptor Rating 
 

Observation Notes, Comments, Evidence of Strengths and Weaknesses for Domain 2: 

 
      

 

 
Below to be completed as part of the Summative Evaluation: 

 
Domain 2 Rating Descriptor rating for Domain 2   
 

 a:        Unsatisfactory 
  b:        

  c:        Needs Improvement 
 d:        

 e:        Proficient 
 f:        
 

   Excellent 

  



 

  4 

Domain 3: Instruction Component 
 Descriptor Rating 
 

Observation Notes, Comments, Evidence of Strengths and Weaknesses for Domain 3: 

 
      

 

 

Below to be completed as part of the Summative Evaluation: 
 
Domain 3 Rating Descriptor rating for Domain 3   
 

 a:        Unsatisfactory 
  b:        

  c:        Needs Improvement 
 d:        

 e:        Proficient 
   
 

   Excellent 
  



 

  5 

Domain 4: Professional Responsibilities 
 Descriptor Rating 

 

Observation Notes, Comments, Evidence of Strengths and Weaknesses for Domain 4: 

 
      

 

 

Below to be completed as part of the Summative Evaluation: 
 
Domain 4 Rating Descriptor rating for Domain 4   
 

 a:        Unsatisfactory 
  b:        

  c:        Needs Improvement 
 d:        

 e:        Proficient 
 f:        
 

   Excellent 

  



 

  6 

 
 

NORTH DUPAGE SPECIAL EDUCATION COOPERATIVE RELATED SERVICE SUMMATIVE EVALUATION  
 

Evaluatee:       Location:       Date:       

Evaluator:       Assignment:       Days Absent:     Days Tardy:     

Attach pre & post conference forms 

Observation date(s) forming the basis of this evaluation:       Domain Ratings (Based on Domain Rubric) 

Informal observation dates:        Excellent: Excellent ratings in the majority of the components of the domain, with 

the remaining components rated no lower than Proficient 
 

Domain 1 – Planning and Preparation Descriptor:       

 

o For Excellent rating, a majority of the components shall be defined as 

Domain 2 – Classroom Environment Descriptor:       

 

 1) Domain 1:  4 of 6 rated excellent 
 2)  Domain 2:  4 of 6 rated excellent 
 3)  Domain 3:  3 of 5 rated excellent 
 4)  Domain 4:  4 of 6 rated excellent 
 All) All remaining components in Domain rated no lower than Proficient 

Domain 3 – Instruction Descriptor:       

Domain 4 – Professional Responsibilities Descriptor:       
 Proficient: 

o Domains 1, 2, & 4 earn a rating of Proficient if no more than 2 components are 
rated as Needs Improvement. 

o Domain 3 earns a rating of Proficient if no more than 1 component is rated 
Needs Improvement.  

o The remaining components must be rated at Proficient or higher. 

Overall Rating: Excellent = Excellent ratings in at least 3 
domains, with the remaining domain rated 
Proficient. 
Proficient = All domains rated as Proficient or 
higher. 
Needs Improvement = 1 or more domains 
rated Needs Improvement. 
Unsatisfactory = Any domain rated 
Unsatisfactory.  

 Unsatisfactory 

 Needs Improvement 
 Needs Improvement: 

o Domains 1, 2, & 4 earn a rating of Needs Improvement if 3 or more components 
are rated Needs Improvement. 

o Domain 3 earns a rating of Needs Improvement if 2 or more components are 
rated Needs Improvement. 

 Proficient 

 Excellent  Unsatisfactory: Any component rated as Unsatisfactory. 

Additional Comments:        

We have conducted a conversation on the rubrics. The staff member has the right to attach written comments within (10) school days of completion of 
this form for inclusion in his/her personnel file. 

 

Staff Member Signature:      Conference Date:       
   

*The signature of the staff member does not necessarily indicate agreement with the evaluation, but rather that the evaluation conference has been held and 
that the staff member has received a copy of the written evaluation. 
 

Evaluator Signature:       Conference Date:       
 

Additional Comments Attached:   Yes   No 
Staff member comments must be received by the Director of Programs & Services within 10 working days. 


