


































































































































































































































































































































































































































































































































































































































































































































































































APPROPRIATE ITEM FORMATIVE EVALUATION

CHECK
FORM E-2 (ASSISTANT PRINCIPAL)

c PRE-OBSERVATION CONFERENCE

POST-OBSERVATION CONFERENCE

X OTHER EVALUATION CONFERENCE

JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
ID#: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S): DATE OF CONFERENCE: 3/12/2015

A conference was held to discuss Jjob performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)

and the conference are summarized below:

Ms. Travis was issued a Notice of Significant Deficiency on March 9, 2015. This E2
serves as documentation of the first committee meeting in the process. Present for
the meeting: Nicole Travis, Tiffany Stith (Principal), Ben Pinnick (Peer Support),

Susan Quinlan (JCPS Administrator and Evaluator), and Christine Deely (JCPS
C;Administrator and Evaluator).

The meeting began with a review of the concerns as noted in the Significant Deficiency
Notice. The Principal gave an overview of the division of responsibilities,
specifically in reference to the school’s ECE program. Ms. Travis serves as the school

SBARC chair.

Specific concerns are detailed in the Notice of Significant Deficiency, which will be
utilized throughout the process. The team discussed and summarized concerns with the
goal of pinpointing areas for improvement in which the committee members will provide
support. Identified priority areas for improvement were noted as: meeting deadlines,
efficient scheduling, completion of duties as directed by the Principal, completion of
required documentation, follow-through, and collaboration with district personnel and
all stakeholders to complete goals. Also, concern is noted in Ms. Travis's
communication skills with stakeholders and the Principal.

Ms. Travis asked that Friday deadlines for submission of documents, as directed in the
Notice of Significant Deficiency, be moved to Monday morning. The Principal agreed to
this change, with the agreement that Ms. Travis would submit her documentation by the
9:30 a.m. weekly Monday meeting that is to be held between the Assistant Principal and

Principal.

Ms. Travis then discussed her work in the school and how she feels that processes and
procedures are improving. She is learning to manage her time and has an action plan.
She has received the initial ARC training (twice), and the second level training. She
szgreed that time management is an issue for her. Ms. Travis asked that an AP that
serves as SBARC chair be identified to serve as a resource. Christine Deely will

follow up with that request.

Leading into the Significant Deficiency, Ms. Travis had received E2s outlining
expectations on 7/14/14, 9/12/14, 10/9/14, 12/11/14, and 1/9/15.

NP




Roles of committee group members were discussed. Ben Pinnick will serve as Peer
,,Support and will meet individually with Ms. Travis throughout the process. He will
Qeep documentation of their work together (dates/times/topics/follow-up/next steps).
he documentation will not be utilized in determining the final action in the process.

Susan Quinlan and Christine Deely will visit the school periodically throughout the
process to observe Ms. Travis as she fulfills her daily duties and to view
documentation of her work in addressing the deficiencies. The Assistant Principal E2
will be used to document these visits. At the end of the twelve week period, they
will make a recommendation to Ms. Stith regarding their evaluation of Ms. Travis’s

work.

Tiffany Stith will document on-going work with Ms. Travis through the Assistant

Principal E2. Ms. Stith will serve as the primary evaluator throughout the process
and in the final determination or recommendation on the outcome of the deficiency
process. If demotion or termination is recommended, the recommendation will be

forwarded to the Superintendent for final action.

Three committee meetings were set for the balance of the twelve week deficiency
period. They are to be held on 4/15/15 and 5/11/15 at 1 p.m., and on 6/10/15 at 3:30

p.m.
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| JEFFERSON COUNTY PUBLIC SCHOOLS .

|

| PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

i

NAME:  Nicole Travis SCHOOL/LOCATION:  Smyrna/087
ID%:. - JOB ASSIGNMENT: Assistant Principal
DATEi OF OBSERVATION(S): DATE OF CONFERENCE:  3/16/2015

A conference was held to discuss job performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

Ms. Travns assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant :
principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to

o Ms. TF:VIS The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26.
2015.: The principal and assistant principal will not meet on Monday April 6, 2015(spring break) and May 25, 2015 (Memorial
Day). [The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form.

- The principal reported to the assistant principal that the agenda for the weekly items would be sent to the assistant principal the
Friday| before the scheduled Monday meeting. The assistant principal requested that items that were due to the principal on Friday
at 4:30 p.m. be moved to Monday. The principal agreed to the deadline change and noted that items needed to be submitted by
9:30 aim. Monday morning. The principal reported to the assistant principal that due to the nature of the material. not all items
could be submitted on Monday at 4:30 p.m. and would be documented in email and/or direct requests to the assistant principal of
the deadiine date.

—

. Verification of Alignment of IEP/BIP Services with Teacher/Student Schedules |
Ms. Travis submitted the Verification of Alignment of IEP/BIP Services with Teacher/Student :
Schedules form to the principal on Friday, March 13,2015 at 10:15 a.m. The form was due to
the school district on Friday, March 13, 2015. Ms. Travis included an ECE Case Manager Report
from Infinite Campus along with an ECE schedule created in Excel that showed service minutes
for students and frequency for each teacher.

e gt

The principal forwarded an email to the assistant principal on February 9, 2015 that provided
instructions on how to complete the verification form. The principal verified on February 9 that
Ms. Travis received the email.

Ms. Travis reported to the principal that the students who began with Smyrna in January 2015
were not on the schedule that she submitted to the principal. The principal asked Ms. Travis.
“Why were the students not on the schedule that you submitted to the principal?” Ms. Travis

c reported that she didn’t update her schedule. The principal asked, “Did you personally go back

and look at the schedules to make sure they matched IEPs?™ Ms. Travis reported that she did not
have 4 to 5 students on the schedule that she submitted but that the teachers were providing
‘ services. Ms. Travis reported that she did not want to appear wishy washy; yet, she did admit
‘ that student [EPs changed recently and that she was in still in the process of reviewing those




IEPs. Ms. Travis continued to report that she didn’t have the new students who have been
updated in Infinite Campus. Ms. Travis reported that she went through and looked at IEPs to
make sure that they matched the IEP services and that she consulted with both ECE teachers.

The principal asked Ms. Travis if she reviewed service minutes with each IEP with
teacher/student schedules. Ms. Travis did not provide a response.

The principal reported to the assistant principal that she could not sign off on the verification

. form until all items were reviewed. Due to Ms. Travis’s failure to accurately complete the report
and the impending due date of submission, the principal then assigned the project to a retired
employee who is providing support to Ms. Travis. The retired employee completed the project in
two days.

II. Utilization of Dry Erase Board in office for ECE Support Staff }

The school psychologist recommended to Ms. Travis that she keep an updated dry erase board in
November 2014 in her office to identify the required paperwork that was necessary to move
forward with ARC meetings such as behavior observations, screenings, and signatures on forms.
The school purchased a dry erase board to be placed in Ms. Travis’s office. Ms. Travis began to
complete to put up IEP end dates and re-evaluation end dates on the dry erase board on Monday,
March 16. The expectation is that Ms. Travis will provide the required data requested by the
school psychologist to the ECE support staff such as the ECE consulting teacher and the ECE
Placement Specialist to prepare for ARC conferences. Ms. Travis reported that she is trying to
get as much information together for the school psychologist. The principal directed Ms. Travis
to consult with the school psychologist on the information that was needed to assist support staff
with identifying items that were still needed for ECE meetings.

J—(

[I.Response to School Psychologist — Principal Requested status by March 12, 2015

Ms. Travis is expected to make efficient use of time available, prioritize tasks, and meet
deadlines. Ms. Travis did not respond to principal by the deadline date and time of 4:30 p.m.
Ms. Travis responded to the principal on Monday, March 16" at 5:28 a.m.

Ms. Travis reported that she did not complete the observation required.

IV.Observation Schedule — Completed observation schedule and copies

Ms. Travis did not provide the principal copies of teacher observation scripting/notes or E2s to
document evidence of completing observations. Ms. Travis reported that she had three teacher
observation scripting/notes on her computer. The principal directed Ms. Travis to submit the
notes during the meeting. The principal did not receive the notes. Ms. Travis provided the
principal a Smyrna Elementary School Evaluation Schedule 2014-2015 which was created by the
principal with handwritten notes of upcoming teacher evaluations. To date, Ms. Travis has not

! provided the principal any documentation that she has completed teacher evaluations. Ms. Travis
| also reported that she has not included any observations on her Google calendar at this time.

V. Referral data (Infinite Campus)
i Ms. Travis reports that she has not completed the referrals for the week of March 9-13, which
l were due at 9:30 a.m. on March 16, 2015.

V{l. Follow-up on BlLs in Infinite Campus

Ms. Travis reports that she has not completed behavior incident logs for the week of March 9-13.
which were due at 9:30 a.m. on March 16, 2015.

139]




VII. Weekly Communication Log

Ms. Travis did not provide the communication log to the principal by 9:30 a.m. on March 16.
Ms. Travis reported that she emailed the principal at 9:50 a.m. The principal received the
document at 9:52 a.m. The principal reported to the assistant principal that the Excel workbook
should be sorted by date. The principal reported to Ms. Travis that there is only one parent phone
call on the communication log for 2015 and it is on January 22, 2015. Ms. Travis reported that
she has not updated the communication log.

VI Pr;)fessional Growth Plan and Reflection Form
’ The principal reminded that assistant principal that items needed to be received by Monday 4:30

p.m. on March 16.

lX Other/Stith — Transportation
The principal reminded Ms. Travis that one of her primary responsnblhtles was transportation.
The principal provided a copy of the Elementary Transportation Checklist for April — June 2015.
Elementary Transportation Checklist 2015 First Day/Weeks, Elementary Transportation
Checklist 2015 July through 1% day and copies from Google Calendar of transportation updates.
The first item for completion is to prepare (through SAS system) and send home a Welcome
Letter on school letterhead. This requirement is due on March 23, 2015.

X. Other - Travis
' Ms. Travis reported that copies of acknowledgement forms are not in the ECE blue folders. The
’ principal reported to Ms. Travis that the acknowledgement forms should be in all ECE folders.
| The principal directed Ms. Travis to have all acknowledgement forms in the ECE folders by
f Friday, March 20 at 4:30 p.m.

Asa rFsult of this conference, concerns continue regarding Ms. Travis’s ability to complete tasks in a timely manner. correctly.
and to:meet deadlines. Specific directives from the Notice of Significant Deficiency Form A have not been met. It is expected
that Ms. Travis fulfill her duties as assigned and comply with the directives of the Principal.
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! JEFFERSON COUNTY PUBLIC SCHOOLS

! PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis _ SCHOOL/LOCATION: Smyrna/087

mt: L JOB ASSIGNMENT: Assistant Principal
DAYE OF OBSERVATION(S): DATE OF CONFERENCE:  3/23/15

A conference was held to discuss job performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

Ms.: Travis, assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant
principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to
Ms.|Travis. The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26,
201p. The principal and assistant principal will not meet on Monday April 6, 2015(spring break) and May 25, 2015 (Memorial
. The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form.
|

The! principal reported to the assistant principal that the agenda for the weekly items would be sent to the assistant principal the
Friday before the scheduled Monday meeting. The assistant principal requested that items that were due to the principal on Friday
at 430 p.m. be moved to Monday. The principal agreed to the deadline change and noted that items needed to be submitted by
9:3( a.m. Monday morning. The principal reported to the assistant principal that due to the nature of the material, not all items
could be submitted on Monday at 4:30 p.m. and would be documented in email and/or direct requests to the assistant principal of
the deadline date.

1. Verification of Alignment of IEP/BIP Services with Teacher/Student Schedules

The principal reported to Ms. Travis that a special area teacher reported that ECE teachers and
Ms. Travis did not communicate student IEP goals. The assistant principal reported to the
principal that she assumed that the ECE teachers met with the staff members to communicate
IEPs. The principal reported to the assistant principal that the expectation is for the ARC chair to
create a system to document the process that [EPs are communicated to all teachers. There is a

| district verification form required for this process.

The principal submitted an email to ECE staff on 3/23 to identify how they communicate [EP
goals to staff members. The principal reported that once she receives updates from the ECE
teachers that she will sign the verification form.

II. ECE Timelines
The principal reminded the assistant principal that the school needs to meet the district deadline
of having all ARC meetings completed by April 30® unless changed by the school district. The
principal directed Ms. Travis to print the Infinite Campus ECE report to the ECE clerk on 3/23
for the IEP end date and Re-Evaluation end date. Ms. Travis reported that a recent IEP deadline
meeting was missed due to the weather. The principal reminded the assistant principal that ARC

£
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P meetings need to be scheduled in advance so that deadlines are not missed. The principal directed
the assistant principal to email Todd Elder and/or Mary Beth Irvine to obtain new timelines for
the 60 day ARC meetings. The principal and the assistant principal reviewed ECE schedules.
The principal directed Ms. Travis to have the ECE teachers utilize the same template when
creating the individual ECE teacher schedules. Ms. Travis reported that the ECE team was
working through planning schedules. The principal reminded the assistant principal that a draft

|
!' ECE schedule needs to be submitted to the principal by Friday, May 29,

|III. Dry Erase Board Update in office for ECE Support Staff

? The principal asked the assistant principal if she consulted with the school psychologist to obtain
input to assist with documentation on identifying forms that need to be completed prior to ARC

\ meetings. The assistant principal reported that she did not consult with the school psychologist.

; The principal directed the assistant principal to consult with the school psychologist.

.IV Response to School Psychologxst/Requested status by March 12, 2015
The assistant principal reported that she did not complete the observations from the email on
March 12, 2015 from the school psychologist. The principal reminded the assistant principal that
behavior observations needed to be completed in a timely manner to meet ARC timelines.

Teacher Observation/Evaluation Schedule — Completed observation schedule and copies of
E2s/scripted notes
The assistant principal submitted scripted notes from eight teacher observations. The assistant
principal asked the principal how to document the information in CHTS. The principal directed
the assistant principal to refer back to the TPGES notes and training. The principal advised the
assistant principal to document the scripted notes in Word or on the notepad in CIITS.

[ ——— ..._..<

\%1. Referral data (Infinite Campus)
Ms. Travis reported that she did not complete Infinite Campus behavior referral data for

i
| Wednesday, March 18, 2015 to Friday, March 20, 2015. The principal verified this in Infinite
| Campus.

VII.  Follow-up on BILs in Infinite Campus
Ms. Travis reported that she did not complete the administrator follow-up in Cascade for

§ Behavior Incident Logs (BILs) for Thursday, March 19 and Friday, March 20.

VHI. Weekly Communication Log
Ms. Travis provided a communication update for the week of March 16-March 20.

D{ Professional Growth Plan and Reflection Form
’ The principal reviewed the professional growth plan form and received the second self-reflection
form that Ms. Travis completed. The principal resubmitted the email that was sent to the assistant
principal on August 9, 2014 and on March 23, 2015.

X.. Transportation
The principal reviewed transportation deadlines with the assistant principal.



XI. Other by Stith
The principal reminded the assistant principal that ECE teachers need to communicate IEPs to

teachers and to create a system that documents verification.

XII.  Other by Travis
' The assistant principal asked the principal how to utilize the ECE clerk when the ECE clerk has

scheduled meetings. The principal provided the assistant principal suggestions such as calendar
upkeep and ECE folder organization.

XIII. Review of March 16, 2015 Follow-Up Number 1 meeting on E2
The principal reviewed the E2 from the conference on March 16 with the assistant principal. The

assistant principal signed the form.

As aresult of this conference, concems continue regarding Ms. Travis’s ability to complete tasks in a timely manner, correctly,
and to meet deadlines. Specific directives from the Notice of Significant Deficiency Form A have not been met. It is expected
that Ms. Travis fulfill her duties as assigned and comply with the directives of the Principal.
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE-OBSERVATION CONFERENCE

: POST-OBSERVATION CONFERENCE

¥ OTHER EVALUATION CONFERENCE

JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis SCHOOL/LOCATION: Smyrna/087
ID#: - ' JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S): DATE OF CONFERENCE: 3/30/2015

A conference was held to discuss job  performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

Ms. Travis, assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant
principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to
Ms. Travis. The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26.
2015. The principal and assistant principal will not meet on Monday April 6, 2015(spring break) and May 25, 2015 (Memorial
Qay). The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form. ’

he principal reported to the assistant principal that the agenda for the weekly items would be sent to the assistant principal the
Friday before the scheduled Monday meeting. The assistant principal requested that items that were due to the principal on Friday
at 4:30 p.m. be moved to Monday. The principal agreed to the deadline change and noted that items needed to be submitted by
9:30 a.m. Monday morning. The principal reported to the assistant principal that due to the nature of the material. not all items
could be submitted on Monday at 9:30 a.m. and would be documented in email and/or direct requests to the assistant principal of
the deadline date.

[ Verification of Alignment of I[EP/BIP Services with Teacher/Student Schedules
The principal reported to the assistant principal that one out of three ECE teachers verified a
system of communicating [EPs to students. The assistant principal reported to the principal that
she is having the ECE teachers meet with the special area teachers and communicate the goals of
each student’s IEP to the special education teachers. The assistant principal reported that the
regular education teachers sign off on the IEP form in the ARC meeting. The assistant principal
reported that the ECE teachers were meeting with the special area teachers at the end of the day.
The assistant principal reported the ECE teachers are explaining the IEPs to special area teachers.
The principal communicated the expectation that the assistant principal should create a system
of verification for ECE teachers, regular education teachers, and special area teachers to meet to
communicate [EP goals and objectives.

[I. ECE Timelines
c The principal reported to the assistant principal that the retired counselor may help with behavior
observations. The assistant principal identified two behavior observations that needed to be
completed for the week. The assistant principal reported that she is on track for completing other
behavior observations and will meet ECE timelines. The principal reminded the assistant
principal that a draft ECE schedule needs to be submitted to the principal by Friday, May 29",




did not look in Infinite Campus to compare the documents. The principal reported to the
assistant principal that she should have created a system that required her to look at records
p-. school, review documents in Infinite Campus, and then review records in ECE office if she
C discovered a discrepancy.

As aresult of this conference, concerns continue regarding Ms. Travis’s ability to complete tasks in a timely manner, correctly,
and to meet deadlines. Specific directives from the Notice of Significant Deficiency Form A have not been met. It is expected
that Ms. Travis fulfill her duties as assigned and comply with the directives of the Principal.
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JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

; NAME : Nicole Travis SCHOOL/LOCATION: Smyrna/087

|

| ID#: - : JOB ASSIGNMENT: Assistant Principal

" DATE OF OBSERVATION(S) : DATE OF CONFERENCE:  4/13/2015

| A conference was held to discuss job performance expectations and/or
: observation(s) of job performance. The expectations and/or the observation(s)

and the conference are summarized below:

Ms. Travis, assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant
principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to
Ms. Travis. The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26,
P».2015. The principal and assistant principal will not meet on Monday April 6, 2015(spring break) and May 25, 2015 (Memorial
CTay). The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form.

The principal reported to the assistant principal that the agenda for the weekly items would be sent to the assistant principal the
Friday before the scheduled Monday meeting. The assistant principal requested that items that were due to the principal on Friday
at 4:30 p.m. be moved to Monday. The principal agreed to the deadline change and noted that items needed to be submitted by
9:30 am. Monday moming. The principal reported to the assistant principal that due to the nature of the material. not all items
could be submitted on Monday at 9:30 a.m. and would be documented in email and/or direct requests to the assistant principal of

the deadline date.

. Verification of Alignment of IEP/BIP Services with Teacher/Student Schedules
The principal directed the assistant principal to submit a new verification form with an updated
date and signature of teachers. The principal reported that the form will be signed by the
principal and submitted to the ECE office.

H. ECE Timelines
The assistant principal reported that the timelines have not changed from the last meeting. Ms.

Travis reported that there is some headway being made on behavior observations. Ms. Travis
reports that her main focus is on re-evaluations. Ms. Travis reported that her goal is to have the
observations completed by Wednesday, April 15. Ms. Travis requested to have Ms. Martin,
retired counselor assist with completing the behavior observations. The principal granted
approval. Ms. Travis reported that four observations needed to be completed for the week of
April 13 — April 17. The assistant principal also reported that four observations needed to be

C completed the week of April 20 — April 24.



- II. Referral data (Infinite Campus)
C Ms. Travis reported that referral data was up to date in Infinite Campus.

[V. Follow-up on BILs in Cascade
Ms. Travis reported that she is trying to complete BILs in IC. Ms. Travis asked if she could
connect with the SRT/PBIS Coach and Student Success Coach that if an incident is serious in
nature that they communicate that information to her. The principal directed Ms. Travis to meet
with both coaches daily to debrief on student behavior.

V. Professional Growth Plan and Reflection FForm
The principal emailed sample forms from the assistant superintendent. The principal directed the
assistant principal to submit completed forms by Monday, May 4. The assistant principal
reported that she will submit a draft by Monday, April 20.

V1. Transportation
The principal reminded the assistant principal that yellow cards need to be sent home on
Monday, April 13.

VIL.  Other by Stith — Additional agenda items not discussed.

VIII.  Other by Travis — Ms. Travis asked what information that she should share at the committee
c meeting on April 15. The principal reported to the assistant principal that she should bring
documentation of evidence to support the agenda items.

As aresult of this conference, concerns continue regarding Ms. Travis’s ability to complete tasks in a timely manner, correctly,
and to meet deadlines. Specific directives from the Notice of Significant Deficiency Form A have not been met. It is expected
that Ms. Travis fulfill her duties as assigned and comply with the directives of the Principal.
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)
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JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAMﬂ: Nicole Travis SCHOOL/LOCATION: Smyrna/087
ID#: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION (S) : DATE OF CONFERENCE: 5/4/2015,

5/6/2015, 7/13/15

A conference was held to discuss job performance expectations and/or
obsdrvation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

Ms. Travis. assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant
principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to

‘Ms. Travis. The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26.

2015.| The principal and assistant principal will not meet on Monday April 6, 2015(spring break) and May 25, 2015 (Memorial

_Day). The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form.

Conferences were held with Ms. Travis on Monday, May 4, 2015 and Wednesday, May, 6, 2015. Ms. Travis was absent the week
of April 27 — May 1, therefore, no conference was held that week. The purpose of this conference was to discuss the job
resporsibilities, absences (Ms. Travis is out of sick days), summative evaluations, ECE concerns (missed district deadline date of
April 30 to hold ali ECE meetings completed that are on the Infinite Campus report IEP ending date and Re-Evaluation with a
deadline date of October 1). and transportation.

Employee Absences

Ms. Travis reported an absence via email to the principal on 4/27 at 7:27 a.m. and then for the remainder
of the week via subsequent e-mails. Ms. Travis’ e-mails to the principal and others included information
regarding rescheduling of meetings and upcoming duties. The principal replied via e-mail with priority
questions that were not covered in Ms. Travis' e-mails. There was no reply. Ms. Travis reported during this
conference that she did not see the emails. From Ms. Travis’' e-mails, it is clear that Ms. Travis knew of
upcoming deadlines and the need to re-schedule meetings. It is expected that Ms. Travis communicate
directly with the principal via phone to discuss adjustment and reassignment of tasks during an absence.

In addition, Ms. Travis has no sick leave available to her. The school secretary e-mailed Ms. Travis twice
with questions regarding what type of leave Ms. Travis would utilize for her absences and reminded Ms.
Travis that personal leave must be approved by the principal. The question was time-sensitive, for
documentation in “Time and Attendance”. Ms. Travis did not reply or request personal leave, and therefore,
was docked for the absences.

Summative Evaluations

Ms. Travis and the principal were to review summative drafts of teacher evaluations on Friday, April 24" at
9:30 a.m. The principal sent Ms. Travis an email at 12:34 p.m. requesting to have the summative drafts by
3:30 p.m. That afternoon, Ms. Travis submitted paper copies of summative evaluations that had indicators
marked on page 1 for the teacher standards. Growth plan information was not included on the draft

sum Iative evaluations submitted to the principal on Friday, April 24. Ms. Travis did not contact the school




pringipal during the week of April 27 - May 1 to discuss the summative drafts. Teacher evaluations are
required to be signed off by May 1 according to district policy. As a result of Ms. Travis' failure to complete
evaliiations as directed and required by the principal, the principal completed the drafting of summative
evaluations that were the assistant principal’s caseload. In addition, evaluation conferences with each
teacher on Ms. Travis' caseload had not been held, and the principal was then required to add the
evaluation conferences to her caseload in order to meet the May 1 deadline. Ms. Travis failed to make
efficlent use of time available, did not meet the district deadline, and failed to prioritize tasks and operates
accarding to these priorities. It is expected that Ms. Travis prioritize tasks and complete duties in a timely
manher so that in case of absence or emergency, other empioyees are not required to complete tasks
assigned to her.

ECE|Deadlines

The brincipal reported to the assistant principal that ECE meetings were not completed by April 30 as set
by the school district. The principal reported to Ms. Travis that she should continue to work on time
management and organization to meet deadlines. Ms. Travis failed to implement administrative procedures
which are clear and efficient.

Transportation
The $chool bookkeeper reported to the principal that Ms. Travis called her and requested that she assemble

yellow sheets for someone to pick up. The school bookkeeper is not assigned to the transportation and
does|not update records in Infinite Campus for transportation.

On Thursday, April 30, 2015 Ms. Travis sent an email to the following (school principal, school secretary,
schopl attendance clerk, and school bookkeeper) titled Yellow Sheet Pickup. Ms. Travis stated that a former
co-wbrker would pick up the yellow sheets so that Ms. Travis could work on them at home. The principal
replied that confidential information could not be released to a person that does not work at the school.

The principal reviewed with the assistant principal that confidential information should not be released to
somgone not associated with the school and implications that could have occurred if the yellow cards were
lost or damaged. The assistant principal responded that the person she requested to pick up the sheets
was 3 JCPS employee. The principal reiterated that school records should not be released from school
property.

The principal reported to the assistant principal that the assistant principal would be removed from
completing transportation responsibilities due to concerns regarding task completion and the crucial need
to insure reliability of the transportation information.

Summary

Ms. Travis failed to demonstrate professional courtesy, work cooperatively with colleagues, and inform
superiors or other appropriate administrators of school-related issues. Ms. Travis aiso failed to support,
follow, and implement district policies and procedures and regulations of governmental agencies with
jurisdiction over the district. '

As a tesult of this conference, concerns continue regarding Ms. Travis's ability to complete tasks in a timely
manner, correctly, and to meet deadlines. Specific directives from the Notice of Significant Deficiency Form
A have not been met. it is expected that Ms. Travis fulfill her duties as assigned and comply with the
directives of the Principal.

ST o . 17{;52’5 "23?1,5/45 s T4 .é:i\m 5 A
DITE WATOR pATE EMPLOYEE

Distribution: Personnel File

Superviscr
Employee

1272011

39}




~AECK APPROPRIATE ITEM

C

x  OTHER EVALUATION CONFERENCE

FRE-OBSERVATION CONFERENCE

POST-OBSERVATION CONFERENCE

JEFFERSON

FORMATIVE
FORM E-2

COUNTY PUBLIC SCHOOI

EVALUATION
(ASSISTANT PRINCIPAL)

LS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole SCHOOL/LOCATION:

Smyrna/C87

JOB ASSIGNMENT: Elementary

Assistant Principal

DATE OF OBSERVATION(S): 7/28/15

E  conference was held to discuss job
observation(s) of job performance. The expectations
and the conference are summarized below:

As a
implement the district transportation plan. This meeting
with Ms. Travis’ completion of her assigned tasks in me
directives from the princigal.

DATE OF CONFERENCE:

performance
and/or the observation(s)

7/31/15

expectations and/or

particular area of focus for summer work, the administrative team collaborates to

was held to discuss concerns
eting district deadlines and

¢The principal sent Ms. Travis an email on July 22nd at 5:04 p.m. to reguest a copy of

the phone call list completed by support
copy prior to attending the assistant principal conferen
principal did not hear from Ms. Travis by email on July
up with another email to Ms. Travis at 6:18 a.m.
the submitted the previous day. Ms.
on Tnursday, July 23 and reported in the email that she
“she was out the door and driving.” Ms.
in the mailbcx outside of
“signed in at the conference and was talking wi
respond.” Ms. Travis also

email

until
originels
that she
first time to

the principal office door. Ms.

reported that

personnel by email or to drop off in hard

July 23. The
The principal followed

ce on Thursday,
22rd,

on July 237 to see if she received
Travis responded to the email at 8:17 a.m.

did not see the email I sent

Travis reported that she dropped the

Travis reported
th other Aps so this was her
she was having Internet

connectivity issues at Valley by text and that she already completed her changes in

Infinite Campus and that she had completed her list from
email.

On Thursday,

the previous day in the same

July 23 the principal reviewed transportation data in Infinite Campus

and discovered that parent phone calls were not made to verify transportation and that

there were errors documented within the Infinite Campus
Travis was contacted and directed to return to the bui
ddress the incomplete data.

fety of the students and timeliness of data-entry 1is
and breakfast
Area Superintendents that began at

with registration
the meeting with
by text message.

the agenda
cculd take
replied,
existeaq.

p.m. until €:30 p.m. at a
of the issue at Velley since Mike

due to the critical timing of

from 3:30
care
“No

the assistant principal conference on July 23rd
(bzsed on the agenda)

the data

system from Ms. Travis. Ms.
lding after the training to

Error-free student transportation data is critical to the

a district requirement. Ms.
that began at 7:00
directed to return
and ended at 3:00

ana was
1:45 p.m.

A team building session among elementary assistant principals
restaurant. Ms. Travis responded

Linnings was by Valley. The
entry and the errors
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Ms. Travis returned to the building and went into her office. The Family Resource
Coordinator went to get Ms. Travis for the transportation meeting. The principal
;eported the findings from the day regarding transportation and asked Ms. Travis if
’she czlled the parents to verify transportation informaticn in Infinite Campus from

il

the July 15 JCPS first day email. Ms. Travis reported that she did not contact all
ci the parents and that she verified the information on her own by clicking the
information in Infinite Campus from the previous vyear. The priﬂ iral had DTGVIOLS_y
directed Ms. Trzvis to contact all pearents by phons to verify transportation and to
put the changes in Infinite Campus, due <o the unreliability of prior yeer
information The principal reviewad with the administrative <team the number of
transportation calls made and verified by each team member As o July 24, Ms. Roby,
FRC Coordinator made 76 calls, Ms. ARlden, clessified staif member made 86 calls, and
Ms. Travis reported that she mads & total of 18 calls. Ms. Travis reported to the
committee that she did not call zll parents listed on the JCPS First Day error report

Ms. Travis sent an email tc the principal on Thursdey, July 237 zt 6:53 p.m. to
report that she was in an accident by Moore High School and that she was going to be
late on Friday, July 24%% so that she could obtain a rental car. Ms. Travis asked the

principal 1if she may leave early Friday to obtain a rental car. The principal
replied, “Yes.”

On Friday, July 24%" the principal emailed Ms. Travis with a transportation follow-up
email at 10:09 a.m. and directed the following: 1) Make phone calls and changes in
Infinite Campus on 7/24/15, 2)Submit ad hoc report to the principal electronically and
provide a hard copy to the school secretary by 4:30 p.m. on the same day,3)0n 7/27/15
run labels to go on bus tags, print out letters in Infinite Campus, and prepare
mailing, 4) Make a duplicate copy of each letter sent out and attach to the yellow
*—ards and document new transportation changes, 5)Stuff envelopes on 7/27 and 7/28, and
CG)Stated that letters needed to be ready for mailing on 7/25/15 in the morning since
the principal and assistant principal would be out in the morning for an administrator
retreat. Ms. Travis submitted the ad hoc report to the principal at 3:20 p.m. and
failed to communicate task completion of the remaining items on the transportation
follow-up email.

On Monday, July 27% Ms. Travis sent the principel, school secretary, school
bockkeeper, and Family Resource Center Coordinator an email at 7:29 a.m. to report
that she was golng to be late at schocl because there was an issue with renting a car.
At 8:58 a.m. Ms. Travis sent an email that she was still dealing with issues from the
car accident and that she needed transportation for the next 3 -4 weeks and to please
bear with her. At 12:05 p.m. Ms. Travis sent an email to the principal, school
secretary, school boockkeeper, and Family Resource Center Coordinator to request a
personal day. Ms. Travis reported that she was still trying to secure transportation
and to get her car fixed. The principal responded in an email at 12:18 p.m. that she
needed to have an update cn the plan for transportation plan by the district deadline

f July 29% to mail out transportation letters. Ms. Travis failed to respond toc the

principal.

y 28, 2015 the principal asked Ms. Travis why she was late arriving to school
i rrived after 8:30 a.m. g. Travis reported that she went to the post

1 S Ms. Travis failed to communicate with the principal
late to school. The principal also reviewed with Ms. Travis that
e &t school. Ms. Travis falled to communicate with the
by phone as previously directed on the EZ that was issued on
also failed to follow the directive of the principal to not take

O

reco g confidentiel informetion away from school property es
documented on the E2 from 7/13/15.
The principzl also asked Ms I'ravis about the status of the transportation plan,



afety plan, ECE scheduling, and the arranging of ECE meetings. Ms. Travis became
rgumentative and stated that she was trying to get her work done and that she didn’
a

.

have time to speak with the principel. Ms. Travis reported that could not do her work
" because she was out of the building tryving to take care of her car. Ms. Travis raised
her voice and stated, "“I'm not going to be negative and 1it’'s obvious you feel some
type of way.” The principal reported that the issues at hand were not about feelings
but about work completion. The principal attempted to deescalate the conversaticn
with Ms. Travis, walked back toward her invited the assistant principzal
back Ttc her cffics. Ms. Travis refusac and stated that she was the only one working
1l reviews ; work completion tasks ci the school

on nsportztion. The rincipa
] r, and schoocl
1 that she failed

prin L : so iterated istant principa

tc communicate with tThe principzl the pi ting tasks and that other staif :
members completed her job assignments M continued to state that she did not ;
want to argue and she did not want negativ he principal again reiteratsd that no

one was being negative; howsever, tThers was a district deadiine +*o send out
transportation letters

The even

ts documented in this conference summary illustrate ongoing coricerns with Ms.
Travis’ performence, specifically in the areas of task completion, meeting deadlines,
following directives, and interaction with her supervisor. Ms. Travis is referred to
the Notice of Significant Deficiencies for expectztions for performance, as well as E2
conference summaries written by the principal and the two district evaluators.
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Stith, Tiffany L

Qm: Stith, Tiffany L

Sent: Thursday, july 30, 2015 4:12 PM
To: Travis, Nicole L
Subject: Follow-Up

Please know that you are welcome to invite representation to tomorrow’s meeting at 3:00 p.m.

Tiffany L. Stith, Ed.D.

Principal

Smyrna Traditional Elementary School
6401 Outer Loop

Louisville, KY 40228

P: 502-485-8329

Fax: 502-485-8484

Email: tiffany.stith@jefferson.kyschools.us

C



Stith, Tiffany L

i ject: Issuance of E2 - Documented Actions and Conversation from 7/28/15

Location: Principal Office

Start: Fri 7/31/2015 3:00 PM
End: Fri 7/31/2015 3:30 PM
Show Time As: Tentative

Recurrence: (none)

Meeting Status: Not yet responded
Organizer: Stith, Tiffany L
Required Attendees: Travis, Nicole L
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE-OBSERVATION CONFERENCE
X POST-OBSERVATION CONFERENCE

OTHER EVALUATION CONFERENCE

JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis SCHOOL/LOCATION:  Smyrna 087
ID§: - JOB ASSIGNMENT: Assistant Principal
DA%E OF OBSERVATION(S) : 3/25/2015 DATE OF CONFERENCE: 4-13-15

A conference was held to discuss job performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

A visit was made to Smyrna Elementary on March 25, 2015 by Susan Quinlan,
Administrator/Evaluator to observe Ms. Travis as she fulfilled her daily duties and to
view her work in addressing deficiencies presented in a conference on March 12, 2015.

Thjs observation is summarized below:

Upon arrival at 9:30 Ms. Travis was writing up an observation and pulling data
together for an ARC meeting scheduled for 10:00. Ms. Travis was interrupted by a
teacher who brought a student that was misbehaving. Ms. Travis told the teacher to
make an SRT call and conference with the parent. Ms. Travis said she would work with
the| teacher on a point sheet for the student. She told the teacher she was “supposed
to be in a teacher’s room.” Ms. Travis was interrupted by a student bringing a work
sample for the ARC meeting to Ms. Travis. While attempting to continue writing up the
observation, Ms. Travis was interrupted by the Speech Teacher, Ms. Ferrell, wanting to
knof where the ARC meeting was going to be held. Ms. Travis said she was not sure
bectuse she 'did not know a room that was available that had a phone for conferencing
capabilities with the parent. Ms. Travis began to make calls to see if a particular
room was available. Ms. Travis and Ms. Ferrell decided to use Ms. Ferrell’s room. At
9:53 Ms. Travis continued to work on the observation and paperwork needed for the ARC
meeting. At 10:03 everyone gathered for the ARC meeting. Ms. Travis got out her cell
phone to use and remarked, "“Oh no, I have no bars left on my phone.” The speech
teacher offered her phone for use but Ms. Travis declined and said, “We will see how
this goes.” Ms. Travis began to try and reach the parent for the conference. She
left messages and was having a difficult time. She asked the ECE teacher to go to the
office and get more telephone numbers from their records. After several attempts, Ms.
Travis got the parent’s correct number and the conference was started at 10:15. Baeh
The ARC meeting was about over when Ms. Travis’s cell phone went dead at 10:45. Ms.
Ferrell immediately called her back on her cell phone and Ms. Travis completed the
conference by 11:05.

The above evidence clearly demonstrates that Ms. Travis was not prepared for the ARC
meeting, her documents were not organized and prioritizing and time management are
still a problem. As noted in the deficiency under Interpersonal Relationships:
“"Administrators are expected to work outside of the school day on task completion and
to qe available to students, parents, and staff during the work day.” This did not

happen.




After the conference Ms. Travis went back to her office at 11:05. I asked, “When was
she scheduled to be in the cafeteria?” She said, “Now.” She said that she needed to
close out the conference documents and make copies of the documents for all parties
involved in the ARC meeting first. She spent time attempting to call and get
do#umentation from the ECE teacher. She remarked, “I guess I will need to do this
later.” Bill Hearn, the psychologist from the ARC meeting, came to Ms. Travis's
office and she asked him a couple of questions about what was needed regarding an
ev@luation that was due in September. She remarked, “That she was cleaning up this
eviluation from the previous person at Smyrna that was handling this evaluation.” I
asked her about the white board in her office with initials of ECE students and some
ha¢dl dates by the initials and some just had "“due” or “past due”. There were 6 that
were past due. It was not clear what the information meant. When Ms. Travis brought
Mr, Hearn’'s attention to the initials on the white board of the evaluation due in
Seétember, he said, "“This board is incomplete and does not tell you anything.” He
su?gested having the initials written out on the left side of the board with specific
do¢uments needed and who they were needed from with a specific date at the end of the
information so that Ms. Travis could keep track more efficiently what she needed, from
whgm and by what date. Ms. Travis said, “OK, I got it” several times. Mr. Hearn left
and I asked Ms. Travis about her progress on observing teachers. Ms. Travis said she
had 19 teachers to observe and she had completed Round 1 and Round 2. She had Round 3

obsgservations scheduled. She showed me a spreadsheet of the completed Round 1 and 2
obgervations. Ms. Travis said she planned to get them all completed before Spring
Break.

I asked Ms. Travis how documentation of the Behavior Incident Logs was going and was
shé able to get the incidents updated in Infinite Campus. She remarked, “Not very
weﬁl, there are not enough hours in the day.” She would be working on them when she
coulld. I suggested that she collaborate with the Success Coach/Behavior Coach or
delegate this task if possible so that these incidents were reported in a timely

manner .

The!expectation that Ms. Travis will update Behavior Incident Logs and Infinite Campus
refrrrals within 24 hours of the time of an incident reported is not happening.

Ms. Travis took her computer and we both went to the cafeteria at 12:00. She remarked
to me that the reason it was so noisy was because another monitor in the cafeteria
yelled at the students which in turn made the students noisier. She went to the
microphone in the cafeteria to remind students of the expectations. They responded
soméwhat to a lower tone of conversation.

[

Agajn, the above evidence demonstrates Ms. Travis’s lack of ability to organize
effgctively and meet school and district timelines. With at least 6 past due
evaluations noted on her white board chart, Ms. Travis is not meeting ECE timelines.
Ms. ! Travis was directed to monitor and remain in the cafeteria from 10:50 a.m. - 1:00
p.m‘ This did not happen even though she was out of the ARC meeting at 11:05. Ms.
Travis is not carrying out her dutias in accordance with her established job

des#ription.
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE-OBSERVATION CONFERENCE
X__ POST-OBSERVATION CONFERENCE

! JEFFERSON COUNTY PUBLIC SCHOOLS

OTHER EVALUATION CONFERENCE

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAMF: Nicole Travis SCHOOL/LOCATION: Smyrna Elementary/087
ID%: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S): 5/5/15 DATE OF CONFERENCE: 5/7/15

A :conference was held to discuss Jjob performance expectations and/or
obsérvation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

A visit was made to Smyrna Elementary School on May 5, 2015 by Susan Quinlan,
Administrator/Evaluator to observe Ms. Travis. This visit was to observe Ms. Travis'’
progress toward meeting the deficiencies presented in conferences on March 12, 2015
and|April 15, 2015.
H
Ms.. Travis said she was asked by Dr. Stith, principal to assist a 3" grade teacher
this morning. I asked Ms. Travis the purpose of her visit and she replied, "No I do
not . know why, I am just doing what I was told.” We arrived in the 3°® grade class at
9:2?5 Ms. Travis sat down at a back table with her computer and said to me, “I need
o0 some observations on two students in here, I might as well multitask.” I

to

observed Ms. Travis sitting and not up and moving around the room or interacting with
the students. Ms. Travis did not assist teacher with instruction or monitoring the
students in the classroom. Ms. Travis got up twice to re-direct 2 students. Ms.

Travis got up once to make a copy of a work sample of a student she was observing.
Dr. Stith said she had told Ms. Travis the day before that she wanted Ms. Travis to
help the teacher with her instruction. Dr. Stith came to the classroom to remind Ms.
Travis of this conversation. Ms. Travis continued to sit in the back of the room. I
walked around the room to help students with staying on task while the teacher did DRA
testing of her students.

The above evidence clearly demonstrates that Ms. Travis did not follow Dr. Stith’'s
directive, “to assist the 3™ grade teacher with her instruction.” Ms. Travis clearly
did not demonstrate instructional leadership in her administrative role.

When I told Dr. Stith about Ms. Travis typing up observations on 2 students in this
class, she remarked that “these students’ observations were needed for some ECE re-
evaluations that were past due.” The white board of ECE students in Ms. Travis’ office
had been changed to reflect the organizaticnal chart that Bill Hearn, psychologist,
had suggested. However, Ms. Travis shared with me that she had not updated the board
completely. She said, “She usually does this on Mondays but because she had been in a
classroom yesterday she could not get to it.” Again, Ms. Travis being an
administrator, is expected to work outside of the school day on task completlon. r
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The above evidence clearly shows Ms. Travis still does not complete all assigned tasks
as |required of her role as ARC chairperson in a timely manner. ECE deadlines are
still not being met. The whiteboard shows several re-evals past due. Ms. Travis has
not utilized the additional administrators Dr. Stith has assigned to help her complete
tagks. Ms. Travis has had experience being an ARC chair and knew this duty was
assigned to her at the beginning of the year. Ms. Travis should know the proper
pracedures and protocol and utilize the assistance Dr. Stith has given her.

Ms. Travis was directed to complete instructional observations on designated
teachers/staff and to turn in copies by November 30, 2014. This assignment was given
to |[Ms. Travis at the beginning of the school year. I asked Dr. Stith if she had
received the observations and evaluations from Ms. Travis. Dr. Stith said that she
rec?ived drafts in an envelope on April 24, 2015 with no explanation. Dr. Stith and
Ms.i Travis were to meet and review the drafts together. This did not happen. Ms.
Trawis sent an email to Dr. Stith on April 27, 2015 “that she would not be at school.”
Ms.| Travis stated in the email that “she hac a high fever and painful sore throat,
poskible strep.” Ms. Travis sent another email on April 28, 2015, ™“not much better.
Got' meds late afternoon and planned to be at school on Wednesday.” Ms. Travis sent an
email April 29, 2015 “that her infection caused a flare and to not cause any more
inconvenience than already have, she was planning on being out the rest

Of the week and if at all possible will come back sooner.” Ms. Travis did not call
Dr.| Stith.. Several meetings had to be cancelled or covered by other personnel at the
schpol and the district. Dr. Stith had to complete all the evaluations and meet with
teachers by May 1, 2015. Another issue Dr. Stith shared with me that Ms. Travis was
out|of sick days and did not apply appropriately for her last two personal days.

- The' above evidence demonstrates that Ms. Travis has not completed assigned tasks as

directed. Ms. Travis has not followed proper procedures for requesting appropriate
leave. This evidence demonstrataes that Ms. Travis has not supported the principal and
the|principal must take over many tasks that were designated to Ms. Travis.

At 11:15 Ms. Travis and I went to the cafeteria. Ms. Travis frequently went to the
mictophone in the lunchroom and said the same thing over and over, “We need a level 1,
you do not need to talk to people at the next table just the ones beside and across
from you.” I left the lunchroom and stood in the hallway to listen, observe and
complete my notes. Ms. Travis yelled over the microphone at the students. As an
administrator you need to devise a system of behavioral expectations and consequences
spec¢ifically for the lunchroom. Students who are following the rules need positive
comments and affirmation. Dr. Stith and some students I asked said that Ms. Travis
does not come into the cafeteria regularly.

Ms. (Travis does not monitor the cafeteria each day from 10:50-1:00. Ms. Travis does
not |cbtain permission to not monitor the cafeteria if she has a scheduled ECE or

district meeting.
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1ECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE-OBSERVATION CONFERENCE

E X  POST-OBSERVATION CONFERENCE

OTHER EVALUATION CONFERENCE

JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis SCHOOL/LOCATION: Smyrna Elementary/087
ID#: 116374 JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S) : 7/22/15 7/28/15 DATE OF CONFERENCE: 7/30/15

A conference was held to discuss job performance expectations and/or

observation(s) of job performance. The expectations and/or the observation(s)

and the conference are summarized below:

A visit was made to Smyrna Elementary School on July 22, 2015 and July 28, 2015 by
Susan Quinlan, Administrator/Evaluator to observe Ms. Travis. This wvisit was to
observe Ms. Travis’ progress toward meeting the deficiencies presented in conferences

on March 12, 2015, April 15, 2015 and July 14, 2015.

C Nicole Travis was observed on July 22, 2015 by Susan Quinlan, Administrator/Evaluator. Upon arrival Ms. Travis was in an
Administrative Team meeting with the principal and two other staff members. They were discussing the Transportation Plan for
the opening of school. Ms. Travis assisted in organizing boxes that had wristbands for the students. I observed Ms. Travis taking
notes but offering few suggestions on how the plan should be implemented. Ms. Travis attended the district’s transportation
meeting but did not offer much information from that meeting. Ms. Travis did say that she would check on one of the buses that
might have a first and second run. The principal typed in the bus numbers and colors on her computer that she was using for the
meeting. The principal was still organizing information for transportation when I arrived on July 28 for another observation.

Ms. Travis stated that she was making transportation changes on her computer of new students to Smyrna. Ms. Travis did state
“that she thought everyone was doing double work.” Again, this demonstrates there should be more communication and
leadership exhibited by Ms. Travis. Ms. Travis shared with everyone information from a district meeting about the Co 3
Conduct, suspensions, transitions and Safety Plan. Ms. Travis mentioned that the Safety Plan for Smyrna was due July 25 to Dr.
Stith. Ms. Roby, Family Resource Coordinator, discussed at length the need for a plan at the beginning of school for a challenging
ECE student that was projected back to Smyrna. From the comments and discussion this student had several immediate needs. 1
did not observe Ms. Travis making suggestions for this student or recommending any additional services even though she is ARC
chairperson and directly involved with ECE. Dr. Stith did recommend a home visit by Ms. Roby and another staff member to
determine the validity of this student’s home address. I left the meeting when the coordinator from Moore’s Bus Compound came

to further ,dDi.scguss Smyma’s Transportation Plan.

Q/ s
The July 234 observation lasted for an hour. In order to review evidence toward addressing concerns and deficiencies and to
provide Ms. Travis with the opportunity to share her progress, I returned for a second visit and observation. Nicole Travis was
observed on July 28, 2015 by Susan Quinlan, Administrator/Evaluator. When I arrived Ms. Travis was on the telephone with the
district to determine if there was a different transportation letter that needed to be sent to Kindergarteners than to students in
grades 1-5. Ms. Travis said that 560 letters were due to be sent out the following day. Envelopes and letters were not completely
ready and Ms. Travis was stamping Dr. Stith’s name on the letters. She stated that she was not at Smyrna on Monday because she
was in a car accident last Thursday and spent all day Monday getting a rental car. Ms. Travis’ absence places a hardship on the
staff and demonstrates a lack of dependability. Ms. Travis ECE schedule of meetings was due to Dr. Stith on July 227, [ asked
Ms. Travis if she had it completed and she said, “No, it was not ready.” 1 observed from Ms. Travis’ office whiteboard three
wineetings due on 8/21, 9/2, and 9/10. Ms. Travis said her goal was to have three observations on these students the first two or
three days of school. These three meetings should have been scheduled however Ms. Travis said she was waiting to see how many
days the Speech Teacher was going to be at Smyrna. Again, this demonstrates Ms. Travis lack of initiative and communication to
get three meetings scheduled. Dr. Stith employed a retired counselor the last two weeks of school in Ms. Travis’ absence. This
counselor completed over 20 meetings to assist Ms. Travis in being current with her ECE meetings. 1asked Ms. Travis if she had
turned in her Safety Plan that was due July 25th to Dr. Stith. She said, *“No.” She said she was waiting on the district to update




sc.ne forms. She said that they had last year’s Safety Plan. However there were some staff name changes that needed to be made
to make the plan current. As of this date Ms. Travis has not made these changes. Ms. Travis was also working on an error report
, for the Transportation Plan. There was no evidence of a Master Transportation List. It was not clear which students’

C}transportation had been verified. 1 asked Ms. Travis if she had a plan or calendar ready for teacher observations. She said, “No.”
She said that she wanted to wait for her ECE meeting schedule and what days she would have her clerk. Since this was an issue
last year Ms. Travis should at least have a list of teachers and calendar and some idea as to how she wanted to accomplish these
observations on time. She said she wanted to wait to see who was assigned to her. Again, Ms. Travis should take the initiative
and communicate with Dr. Stith to get a tentative schedule developed. I asked Ms. Travis if she had thought about how to
organize and manage lunchroom behavior. Ms. Travis said she wanted to have charts with teachers’ classes on them. These
charts would be displayed in the lunchroom and have paws stamped on them each time a class followed lunchroom rules. After
earning a certain number of paws the class would receive extra incentive or rewards such as 15 minutes of extra recess.

These observations further demonstrate Ms. Travis’ lack of organization, initiative, lack of communication skills between
principal and staff and lack of ability to turn in important information, plans and schedules in a timely manner.
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE~OBSERVATION CONFERENCE
4 POST-OBSERVATION CONFERENCE

OTHER EVALUATION CONFERENCE

JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAMEL Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
D4 :| - JOB ASSIGNMENT: Assistant Principal

' N
DATE: OF OBSERVATION(S): 4/2/2015 DATE OF CONFERENCE: 4/15/2015

A conference was held to discuss Jjob performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

The 6bservation began at 12:40 and ended at 2:45.

As the observation began, in the AP’'s office, the AP was in conference with the
Speech/Language teacher in preparation for an ARC meeting. Discussion centered on the
student’s abilities and history. The GCC and classroom teacher then joined the
discussion. The AP attempts to call the parent, utilizing different numbers from
Infiﬁite Campus, since the parent has not arrived for the meeting. The parent cannot
be reached. The AP summarizes the discussion and wraps up the discussion by setting a
timeline for the teacher of six weeks for data collection, then another six weeks in
the fall.

A sedond ARC meeting is set to begin at 1:15 including the same school staff with the
exception of the Speech/Language teacher, who exits. There is discussion of where the
meeting will be held and which phone can be used. The group moves to the GCC’s room
and the AP gathers the family members from the lobby. The GCC coach’s room includes
the &ata wall, which has teacher names with each student’s progress card place in
coloﬁed sections. Holding the meeting in this room is a confidentiality breach, as

parents can view student progress cards.

The AP opens the meeting and reviews the speech screening results. The teacher is
unprepared for the meeting and the mother and grandmother become contentious. In
prepagration for the meeting, the AP, in her role as ARC chair, should have been in
contact with the teacher to oversee and check progress on the data collection. The AP
redirects the conversation and is supportive of the family, saying “I gothcha, I

gotcha” in response to their concerns. The AP tells the mother and grandmother that
she cpn't fix what had happened in the past, she could only speak to this year, since
this 'is her first year at Smyrna. She also states that she can’t say what was
happening last year, but that there are now practices in place. The observer later

recommends that the AP refrain from saying “fix” things from last year, as it infers
the system was broken. The meeting concludes at 2:25.

Following the meeting, the observer and AP move back to the AP’'s office. The dry
erase!board, which is utilized to track progress on ECE meetings, has student initials
and “past due” written by some. There 1is little other information on the board.
Since|timely completion of documents and meetings is a concern noted on the Notice of
Signi#icant Deficiencies, this board needs more extensive notations. When discussing

g T T




ECE procedures and process, the AP stated that things were beginning to come together
now, with everyone understanding their roles. Ms. Travis previously stated this
during the first committee meeting. As the ARC chair, Ms. Travis is expected to
coordinate the work of staff to accomplish goals.

The observer asked the AP what steps she would take to address the teacher’s
unpqeparedness. The AP stated that more training and support is needed. The observer
suggested documentation of a conference in which data collection expectations,
negativity with parents,. and unpreparedness for scheduled meetings is addressed.

The ,observer asked the AP if she had documents that she would like the observer to
revi?w, such as documents demonstrating progress on concerns noted in the deficiency
docupent. The AP replied that she had not prepared any documents and had nothing for
the bbserver to review. The AP stated that she had been taking care of the day-to-day

thinpgs, which left no time for working on anything else.
|

The observer reminded Ms. Travis that she had the right to respond to all documents
produced by the committee during the Significant Deficiency process. Ms. Travis
stated that she understood that right.

Expectations:
It is recommended that the AP engage the ECE clerk in sending reminders and/or making

phone calls to remind parents/guardians of upcoming meetings. Preparations such as
meeting place and phone usage must be made prior to meeting times, in order to use
time|efficiently and begin meetings on time. A set place for meetings is needed to
provide consistency with staff and maintain confidentiality of student data. Follow-
up is needed to address the teacher’s failure to collect data and her lack of
preparedness for the meeting. As the ARC chair, Ms. Travis must take charge of
processes and procedures in order to facilitate the referral, testing and placement

process.

The Notice of Significant Deficiencies includes several statements of expectations

regarding timely preparation of documentation. Areas 1include ECE, behavioral, and
teacher observations. It is concerning that Ms. Travis was unable to share any
documentation of her progress toward improvement in these areas. With the 4/15/15

deadline for documentation of teacher observations on E2s, and with Spring Break
during the week of 4/6 through 4/10, it is especially concerning that no E2s
summarizing observations were available for review. It is expected that Ms. Travis
collect documentation to share with observers during this process, in order to
demodstrate that she is making progress in addressing noted areas of deficiency.
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PRE~OBSERVATION CONFERENCE
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JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY
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NAM#: Nicole Travis SCHOOL/LOCATION: Smyrna 087
¢ [ JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S): _1/17/2015 DATE OF CONFERENCE:  7/22/2015

A !conference was held to discuss Jjob performance expectations and/or

obsérvation(s) of job performance. The expectations and/or the observation(s)
andgthe conference are summarized below: :

The observation began at 8:30 a.m. N. Travis was working to prepare a task list for
studlent transportation to share for a scheduled meeting. The administrative team of
N. Travis, principal, FRYSC Coordinator and Secretary are to meet at 10 a.m. on the
dayfof this observation.

N. ?ravis places a call to the Transportation Department to check on car tags. The
Trahsportation department tells her they do not prepare the tags. She then calls
Materials and Production. They take a message and will get back to her. Observer note:
The JCPS practice is that an order for car rider tags would have been placed in the
spring and paperwork would be available for reference for checking on delivery/pickup
of the tags.

The dry erase board in her office has eight students listed with due dates and steps
in the ECE referral process.
N. Travis states that the building closed at 4:20 last evening and she saw that her
coméuter needed over 60 updates; therefore, work she would have done at home the
preﬁious evening was being completed this morning in preparation for the 10 a.m.
meeting. She states that transportation errors are down from 160 to 25. The drop was
due ;to the online application, information gained from sibling information, and entry
of pissing info.

I
She [then calls the bus compound to ask if there would be depot buses for the upcoming
schiol year. The compound director refers her to Blue Lick compound. A call is
received back from Blue Lick regarding the depot information.

The%principal steps in to discuss the transportation errors. She stated that N.
Travis is to work with the FRYSC Coordinator to verify information with parents via
phone call rather than relying on the online application due to the unreliability of
the other methods.

At 9:55 N. Travis is making copies for the meeting.
The meeting began at 10 a.m. in the principal’s office. T. Stith tells N. Travis she

is to present on 8/10/15 to the staff regarding transportation and the safety plan.
During the Meet the Teacher evening, transportation information will be verified with

i
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parents.

N. Travis copied and brought in T. Stith’s transportation plan from 14-15 (upon
follow-up with the principal, the observer is told that N. Travis was directed to
updhte this plan with new information: however, the existing plan had not been
adjhsted with updates previously discussed in administrative meetings).

The next checklist to be sent in to the district is reviewed. N. Travis will check
on wrist band availability and colors. The principal directs N. Travis to develop a
pro¢edure for tracking bus referrals. All are to be kept in alpha order. N. Travis
states it would be better by bus, b/c it gives an idea of where most referrals are
coming from. A discussion occurs about whether the tracking should be alpha or by
bus N. Travis suggests that tracking by bus will help with looking at data. N.
Travis will run the bus driver meeting. The FRYSC Coordinator and N. Travis divide the
students for phone call verification. The principal states that the verification
calls must be made ASAP in order to clear all errors and verify transportation for all

students.

The%observation ends at 10:30.

Exp!ctations for Growth: Prior preparation for meetings continues to be a concern.
The !principal had directed N. Travis to update the existing Transportation Plan in
preparation for the 10 a.m. meeting. This was not done. Transportation of elementary
students is a crucial task so that students are delivered safely to the correct stop
and using the correct mode of transportation. N. Travis must be able to convey status
updates, track information, enter and verify transportation information with accuracy.

Accuracy and follow-through with principal directives will be verified on the next
observer visit.

'
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NAME : Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
ID#: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S) : 8/6/2015 DATE OF CONFERENCE: 8/6/2015

A conference was held to discuss job performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)

and the conference are summarized below:

The observation began at 12:20 and ended at 1:30.

As the observer arrived, N. Travis was making copies of the Staff Safety and Emergency
Procedures Guide. The plan is to be ready and presented to teachers on Monday. A
.review of the copy indicates the packet 1is a combination of district-prepared and

L_school-specific material. N. Travis has planned to post safety floor maps and
emergency procedures in common areas on the afternoon of the observation.

N. Travis shared an e-mail sent to ECE teachers and administrators regarding
scheduling for 2015-16. The e-mail included attachments of primary and intermediate
ECE teacher schedules and a service minute summary. The schedules built upon a
schedule submitted in May of 2015, which was compiled by one of the ECE teachers. N.
Travis added more information regarding minutes and content areas from student IEPs.
The observer questioned how the schedule could have been compiled without
collaboration with co-teaching homeroom teacher input and submission of their
schedules. N. Travis responded (per Dr. Stith) that all teach ELA content in the a.m.
and Math in the p.m. and that she utilized that information and lunch and special area
schedules in compiling the schedule. Her e-mail indicates that tweaks may still need

to be made.

N. Travis shared a packet of information regarding student transportation. She has a
list of corrections to be made  on student transportation regarding changes she g
received from parents during the previous evening’s Meet the Teacher. Also included in :
the packet is a form letter regarding student transportation. The original letter has
been altered and words handwritten. N. Travis stated that the letter was intended for
newly-enrolled students that were not able to be contacted via phone. The observer
suggested that home visits may be warranted for those last students as only three
working days remain prior to the first day of school. ;

A teacher stopped in to ask about meeting with a parent regarding a student medical
COndition. N. Travis stated that the parent had also made her aware of the condition :
nd that N. Travis would make a call to the district for direction. N. Travis told the ;
teacher to stop by before leaving the building for more information. :

The observer asked N. Travis during the conference about the visit to Wilt Elementary
to meet with peer observer B. Pinnick, asking specifically if N. Travis had obtained




id=as for organization and time-management. N. Travis stated that she had visited

Wilt. She reiterated that although time-management has been mentioned throughout this

nrocess, she feels that she manages her time well, but that she cannot complete her
" “assigned duties due to there not being adequate time for her to accomplish them.

As the observation ended, the observer reminded N. Travis of the fourth and final
committee meeting to be held at 8 a.m. on the following day. The meeting focus will
center on N. Travis’s sharing of data and documents to demonstrate growth and how she

has addressed areas of deficiency.
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JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAM@: Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
ID#: - JOB ASSIGNMENT: Assistant Principal
DAT$ OF OBSERVATION(S): DATE OF CONFERENCE: 4-15-2015

1

i
A eronference was held to discuss Jjob performance expectations and/or

obsdrvation(s) of job performance. The expectations and/or the observation(s)
and {the conference are summarized below:

The ‘'second committee meeting of the Significant Deficiency process was held at 1 p.m.

on 4-15-2015. Present for this meeting were: Nicole Travis, Ben Pinnick (Peer
Support), Tiffany Stith (Principal), and Susan Quinlan and Christine Deely
(Evaluators). An agenda had been provided to all committee members on 4-10-2015.

To open the meeting, an adjustment was made for the final committee meeting date and
time: The meeting will be held on 6-8-2015 at 9 a.m.
{

Each]committee member then discussed what visits had taken place and documentation of
the bisits. S. Quinlan and C. Deely have each completed one visit / observation and
haveiprovided N. Travis with feedback and E2 documentation. T. Stith is meeting
weekly with N. Travis and is providing feedback at the meeting and E2 documentation.
B. Pinnick and N. Travis have spoken by phone.

|
At tbe first committee meeting, N. Travis requested that she be linked with another

Assi#tant Principal who serves as ARC chair. C. Deely identified an Assistant
Principal who serves in that role and notified N. Travis via e-mail on 3-18-2015. N.
Travis stated that she had not yet been able to connect with this AP. N. Travis
stated that she was, “waiting for after spring break, when they each had a lighter
load.” C. Deely reminded N. Travis of the timeliness of use of resources during this

twelve-week deficiency period.

expectations as noted in the Notice of Significant Deficiencies. N. Travis stated
that jshe felt that the Monday meetings with the Principal were beneficial.

N. Travis then shared information on her rounds of observations and a copy of an
unsigned E2 that she had completed on a teacher following an observation. T. Stith
expressed concern that the E2 included PGES language and the Danielson domains rather
than ireferencing the ten teacher standards that are to be the basis for 2015
evaluétions. C. Deely asked to see signed E2s, noting that this day was the deadline
for having all E2s Eif:ed by teachers, per JCTA / JCBE contract. N. Travis stated

At ttis point, N. Travis was asked to share her progress and evidence in meeting

that she had fgr €elj conferences set up for this day for signing of E2s. She again
was asked to produce Signed E2. She stated that she could not, as she had saved all
E2s to the Bellarmine University “drive” and was unable to access them for printing.
She stated that she has not begun to complete Form D evaluations, which are due on 5-



1-2015. The evaluators expressed concern regarding the failure to meet the deadline
for completing E2 documentation of observations and obtaining teacher signatures. T.
Stith asked about the consequences of not meeting the deadline. C. Deely stated that
the deadline is per the JCTA / JCBE agreement and failure to complete observations and
have signed E2s by the 4-15 deadline would result in nullification of any evaluation
th%t a teacher challenges or appeals. T. Stith stated that N. Travis is to have draft
cogies of all Form D summative evaluations by 4-24-2015 and PGES documentation by 5-

13-2015.

N. ﬂravis then shared a spreadsheet that she has downloaded from a district site and
has' added columns to note ECE dates and specifications. S. Quinlan asked if N. Travis
had; updated the dry erase board in her office per suggestions from the district
psy&hologist {(present on the day S. Quinlan completed an observation) in order to
bet#er track due dates. N. Travis stated that she had not, as she would have the ECE
clerk do so, but that the clerk had been ocut for a family situation.

N. Travis shared a communication log of dates and parent contacts, which was up to
date. N. Travis stated that she was up to date on submission of Behavior Intervention
Logs. T. Stith stated that upon her review, there were at least 40 that needed to be
upddted. N. Travis stated that she had completed them before spring break, but that
they must not have saved. She stated that she had tried to call district support for
assibtance, but had not yet been able to connect. When discussing FBAs and BIPS, T.
Stith asked N. Travis if she had notes from teacher meetings on behavior. N. Travis
stat#d she did not. T. Stith stated that a system is needed to connect behavioral and

academic concerns.

N. Travis shared a binder of bus referrals and her system for addressing concerns
{1°t, conference with student, 2"¢, call parent, more, bus class or suspension). N.
Travis shared a letter she sends home with bus referrals. Upon review of the binder,
there were few parent signatures on referrals, although there were some on student
contracts regarding behavior. S. Quinlan stated that a procedure for gaining parent
signatures on bus referrals is needed.

N. Travis then shared how she collaborates with district support (school psychologist,
consulting teacher, placement specialist).

B. Pihnick than offered his support in establishing systems for time management. He
and N. Travis agreed that he would visit Smyrna on Monday or Tuesday of the week

following this meeting. B. Pinnick then exited the meeting.

The Evaluators and Principal then discussed with N. Travis on~going concerns regarding

her ability to complete tasks and meet deadlines. They reminded her that the
committee meetings were her opportunity E;ggfﬁre her growth and evidence. In waiting
until the final day to conference with eachers, N. Travis was now in a situation
where she was unable to meet the deadline or complete a crucial step in completing
annual observations on teachers. As an instructional leader in the building it is
expected that N. Travis model organization and task completion for the staff. N.

Travisimust prioritize and utilize better time management in order toc complete crucial
tasks iin moving the school forward. She was again reminded of the timeliness of
responding to evaluator feedback during this process and meeting expectations of the
Principal and Evaluators.

N. Travis stated that she has many things on her plate and.is taking care of the day-
to-day tasks. The committee members agreed that on-going problems with time
management, systems, and organizational skills persist and must be addressed by N.
Travis. T. Stith stated that she must be able to delegate tasks to administrators

""and trust that timelines are met and tasks are completed.
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PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
ID#: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION (S): DATE OF CONFERENCE: 7-14-2015

A conference was held to discuss Jjob performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

The third committee meeting of the Significant Deficiency process was held at 4 p.m.
on 7-14-2015. Present for this meeting were: Nicole Travis, Ben Pinnick (Peer
Support), Tiffany Stith (Principal), and Susan Quinlan and Christine Deely
(Evaluators). An agenda was provided to all committee members on 7-13-2015.

The meeting began with a review of the timeline of the deficiency process. S. Quinlan
has completed two observations with documentation on an E2. C. Deely has completed one
observation with documentation on an E2. T. Stith documents on an E2, weekly meetings
between herself and N. Travis. B. Pinnick visited Smyrna Elementary for a one-on-one
peer support meeting and has kept documentation of correspondence between himself and
N. Travis. The fourth committee meeting was set for 8-7-2015 at 4 p.m.

T. Stith began by stating that her expectations and the responsibilities for N. Travis
for the upcoming year have not changed and that had been communicated to N. Travis.
N. T&avis stated that she understood the expectations and roles and responsibilities
and did not need clarification. '

N. Travis was on leave at the end of the 2014-2015 school year. T. Stith stated that
durifg N. Travis’s absence, T. Stith discovered that the required entries had not been
made ‘by N. Travis into CIITS. T. Stith contacted the state department to gain access
in order to meet required deadlines for entry. There had been no communication from N.
Travis to T. Stith stating that the task was not completed or for an update on
progress. Teacher observations and evaluations had not been completed by N. Travis. N.
Travis stated that observations were completed, but E2 conference summaries and
summétive evaluations were not completed. Also during N. Travis’s absence, a retired
administrator completed twenty-two ECE meetings in a space of three weeks to meet
required deadlines. The meetings were not completed in a timely fashion by N. Travis,
as ARC chair. T. Stith stated that N. Travis must be an instructional leader in the
school.

S. Quinlan reviewed concerns that were observed during her visits. S. Quinlan
discupsed lack of communication in seeking clarification on assigned tasks, stating
that if N. Travis is unclear regarding expectations, she must clarify with T. Stith.
S. Qufinlan made suggestions for documentation of tasks so that N. Travis can share her
work in addressing areas of deficiency. S. Quinlan stated, “I’ve not seen systems or




paperwork that show us where you are and how you’re addressing the concerns.” 8.
Quinlan asked N. Travis why she did not complete observations as directed by T. Stith.
N. Travis replied, *“I only have so much time.” N. Travis repeated throughout this
conference that she does not feel she has the time to complete all of her tasks. She
stated that she makes herself available to students, teachers and parents.

C. Deely discussed the need for systems and procedures in order to maximize time. C.
Deely and S. Quinlan had each observed an ECE meeting which went longer than
necessary. A lack of prior preparation for meetings was discussed as a cause of
inefficient time usage. Development of timelines for projects was discussed so that
step% are clearly defined with an end date in mind. C. Deely stated that all
administrators are expected to be available to students, teachers and parents and
accomplish tasks required of them. Time management and organization continue to be

areas of concern.

N. Travis stated that she did not understand how she could create timelines and still
get ber work done. She stated that she is organized and stays in the school in the
evenings to work. She stated that she does not have access to the building on the
weekénds, which limits her work. :

A discussion was held on usage of the ECE clerk to assist with paperwork. N. Travis
stated that the clerk, who is available to assist two days per week, was not
efficient. Suggestions were provided to N. Travis for providing the clerk with
expectations and follow-through if the expectations were not met. B. Pinnick provided
the suggestion of holding ECE meetings on certain days of the week in order to utilize
the clerk’s services and to free up other days for other tasks. N. Travis stated that
this was originally intended.

B. Pinnick asked, "“The understanding is that expectations and responsibilities have
not changed, so what are you going to change to make it different?” N. Travis shared
a list she had developed of tasks for completion for ECE paperwork. She stated that
she Had worked on ECE planning, but would follow that with work on planning for
transportation. C. Deely suggested that she visit B. Pinnick’s school to view systems
and procedures in another setting.

B. Pinnick then exited the meeting and the Evaluators and Principal discussed with N.
Travis how to utilize the summer work time to establish systems for her roles and
responsibilities. T. Stith discussed use of calendar to share meetings and tasks and
to establish timelines.
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NAME : Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
ID#: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION (S) : 8/7/2015 DATE OF CONFERENCE: 8/7/2015

A conference was held to discuss job performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)

and the conference are summarized below:

The fourth committee meeting was convened at 8 a.m. on- August 7. Present: B.

Pinnick, S. Quinlan, C. Deely, T. Stith and N. Travis. On the previous day, C. Deely

notified N. Travis that the focus for the fourth and final committee meeting of the

Significant Deficiency process would be N. Travis’s sharing of data and documentation
maddressing concerns as noted in the Notice of Significant Deficiencies.

Nicole Travis provided a sheet entitled, “Summary for Significant Deficiency Meeting -
8/7/2015”. The sheet addressed two areas under “Instructional Leadership”; “Teacher
Observations” and “ECE Documentation”. The sheet included bulleted statements of
plans for scheduling of observations, notifications, dates, and duties. The committee
members viewed the Google calendar in which times for observations were blocked. N.
Travis shared plans she has for addressing the Instructional Leadership standard.
Committee members asked to see evidence of systems set up to insure that deficiencies

are corrected. N. Travis stated that she was unsure of what she was being asked to
share. Committee members provided examples such as wall charts to track teacher
observations, spreadsheets, etc. N. Travis provided a Service Minutes Summary and

Schedules for ECE students and an ARC meeting schedule. In the bulleted notes, an ARC
meeting is noted as tentatively set for 8/14/2015. When asked for documentation that
the meeting notices had been sent for a meeting a week out, none was provided. When
asked to describe the organizational system she will utilize for teacher observations
and to manage paperwork to insure that deadlines are met and paperwork is completed,
N. Travis stated that each teacher will have a file folder for the paperwork.

The question was posed regarding how N. Travis had stepped forward as an Instructional
Leader in curricular professional development sessions for teachers that had taken
place in this week. N. Travis stated that she was able to step in to one of the
professional development sessions but that the only session she was entirely present
for was the RTI session held from 1-4 p.m. one day.

N. Travis stated that binders would be prepared with IEP information for special area

ﬁﬁeachers and has noted on the provided sheet that this will be accomplished no later
han 8/11. When asked to provide a binder that had been prepared, N. Travis stated
that she did not have one ready.

N. Travis stated that she felt the ECE process would run more smoothly this year due
to new systems and procedures in place, yet little to no evidence was provided of




systems or new procedures or communication set-up.

fﬁin the area of School Management: N. Travis referenced the ARC meeting schedule
document. When asked if she had blocked times out on her calendar, due to meetings
not being held in a timely manner in 2014-15, N. Travis replied that she had not.

In the area of Interpersonal Relationships and Professional Responsibilities: N.
Travis stated that she is in contact with placement specialist, school psychologist,
and consulting teacher. When asked what system she had set up to track contacts and
required follow-up, N. Travis stated that each time she has a contact regarding a
student, she places a note sheet in the student folder and will create a new folder
for students without existing folders. T. Stith asked to see documentation that
parent contacts were logged into Infinite Campus. No documentation was provided.

The committee members expressed concern that little documentation was provided during
this meeting to demonstrate how N. Travis has addressed the areas noted in the Notice
of Significant Deficiencies and if there was anything else N. Travis would like to
share with the committee. Nothing further was provided.

EMPLOYEE

&/1/5

DATE

EVALUATOR

Distribution: Personnel File
Supervisor

‘v B Employee

12/2011
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Discharge
JEFFERSON COUNTY PUBLIC SCHOOLS
ADMINISTRATOR PERFORMANCE EVALUATION
(ASSISTANT PRINCIPALS ONLY)
NAME: Nicole Travis LOCATION NUMBER: 087 DATE: 8/10/15
ID #: - SCHOOL/SITE NAME: Smyrna Traditional Elementary
EVALUATOR: Tiffany Stith JOB TITLE: Assistant Principal

DATES OF OBSERVATIONS:

8/13/14, 10/09/14, 12/10/14, 1/7/15,
3/4/15, 4/14/15, 7/13/15, 7/28/15, 8/5/15

c PERFORMANCE RATING
The evaluator will assess the employee's Jjob performance on the job performance
standards/indicators by checking the appropriate column as defined below. A summary
statement describing the overall performance on the standard should be included

where indicated.

A summary statement MUST be included to explain areas assessed as

marginal or substandard.

Not Applicable:
(N/A)

EXCEEDS STANDARD:
(ES)

MEETS STANDARD:
(MS)

MARGINAL:
(M)

FAILS TO MEET
STANDARDS :
(ES)

The objective does not apply to the employee's job function.

Employee's performance consistently exceeds the standards and
administrative objective. The employee demonstrates initiative
and requires minimal supervision.

Employee's performance meets the standard and the administrative
objective. The employee follows instructions, accepts
responsibility and requires normal or infrequent supervision.

Employee's performance is less than the standard expected and
needs improvement. The employee requires frequent supervision and
direction.

Employee's performance is substantially below expectations and is
totally unacceptable. The employee rarely accomplishes the
objective even with frequent supervision and direction.

h f: The Professional Growth Plan must include performance areas assessed as marginal.

(12/2011)

FORM A.1-AP




Ms.

Ms.

Ms.

Ms.

Ms.

Ms.

INSTRUCTIONAL LEADERSHIP

A. PROVIDES LEADERSHIP TO THE DEVELOPMENT OF LOCAL
SCHOOL GOALS AND OBJECTIVES TO GUIDE INSTRUCTION
AND TO THE IMPLEMENTATION OF DISTRICT PROGRAMS | NA | ES | MS |x M | FS |
Travis has not provided leadership to the development of local school goals and
objectives to guide instruction and to the implementation of district programs
by communicating the district Strategic Plan as evidenced in faculty meeting
agendas and as instructed. Ms. Travis 1is not effective in her role of ARC
chair in guiding the ECE program of the school. Required deadlines have been
missed, meetings have not been held within required timelines, and required
documentation is often incomplete or nonexistent.

B. PROVIDES FOR MANAGEMENT OF INSTRUCTION | NA | ES | MS | M |x FS |

Travis does not monitor student progress toward achievement of instructional
objectives. Ms. Travis does not collect organize, analyze, or interpret data

as evidenced by not completing information in Infinite Campus within a timely
manner.

C. EFFECTIVELY IMPLEMENTS EVALUATION STRATEGIES
ORIENTED TOWARD IMPROVEMENT OF INSTRUCTION | NA | ES | MS | M |x FS |

Travis did not submit and complete her assigned caseload for 2014-2015 teacher
observations and formative and summative written evaluations within the local
and state timelines. Ms. Travis did not enter required information in the
state-approved technology platform for implementation of TPGES activities for
her evaluation caselocad. Ms. Travis failed to communicate with the principal
that she did not complete the activities.

D. PROVIDES LEADERSHIP FOR POSITIVE EDUCATIONAL
CHANGE [ NA | ES | MS | M | xFS |

Travis did not involve staff members in a systematic change process that is known
and understood. Ms. Travis does not take initiative in addressing change and
correcting areas identified as deficient.

E. PROMOTES ONGOING STAFF DEVELOPMENT; MANAGES THE
FORMULATION AND IMPLEMENTATION OF STAFF
DEVELOPMENT AND TRAINING PROGRAMS TO IMPROVE
INSTRUCTION | NA | ES | MS | x M | FS |

Travis coached a teacher at the direction of the school principal to assist with
" classroom management. Ms. Travis did not provide leadership to the planning,
development and provision of staff development activities for teachers and
other staff as documented in faculty meeting agendas. Ms. Travis did not
involve faculty in staff development activities for accessing and identifying
staff development needs.

F. COMMUNICATES STANDARDS OF EXPECTED PERFORMANCE ] NA | ES | MS [x M | FS |

Travis failed to communicate to teachers expectations for high instructional
performance by not completing observations and providing feedback. Ms. Travis
did not establish a system of accountability for submission of documents by
teachers in the ECE process.

G. PROVIDES LEADERSHIP FOR APPROPRIATE CURRICULUM AND

ORGANIZES AND MANAGES STAFF, STUDENTS, PROGRAMS AND
2




ACTIVITIES TO ACCOMPLISH INSTRUCTIONAL GOALS | NA | ES | MS | M |x FS |

Ms. Travis attended professional developments on transforming school culture, safe crisis
Panagement, equity and inclusion, ARC Chairperson training, and Code of Conduct; however,

CG did not come back and share the knowledge with administrators and teachers to provide
leadership for appropriate curriculum. Ms. Travis has not acted as an instructional
leader for staff members and students, nor has she provided leadership through organizing
and implementing programs and activities.

SUMMARY STATEMENT: Mr. Travis fails to demonstrate effective instructional leadership
in the school. Ms. Travis failed to address concerns noted in the Notice of Significant
Deficiency in the area of Instructional Leadership.

IT. SCHOOL MANAGEMENT

A. PROVIDES FOR EFFECTIVE AND EFFICIENT DAY-BY-DAY
OPERATION OF THE SCHOOL | NA | ES | MS | x M | FS

I

Ms. Travis did not collaborate with the school based PBIS/Student Response Team to ¢
help create and sustain positive learning environments. Although Ms. Travis 7
supervised the lunchroom, there was not a system of management of staff or
students developed by her to improve the environment. Ms. Travis left the
school on a day in which she was the designated administrator in charge.

3 B. ENSURES THAT SCHOOL PLANT AND FACILITIES ARE ‘
CONDUCIVE TO A POSITIVE LEARNING ENVIRONMENT | NA | ES |Ix MS | M | FS

‘E.V [
$s. Travis coordinated safety drills as outlined in the JCPS safety manual; however,
she did not create a schedule and share with administrative staff.

C. ENSURES EFFICIENT MANAGEMENT OF BUILDING-LEVEL
FISCAL RESOURCES Ix NA | ES | MS | M | FS |

D. PROMOTES AND MAINTAINS A POSITIVE SCHOOL CLIMATE I NA | ES | MS | M |x FS |

Ms. Travis does not use systematic procedures to assess school climate and make
changes as necessary. She has not developed an efficient and effective system
of tracking bus and classroom referrals in order to identify trends and address
concerns.

E. ESTABLISHES AND MAINTAINS EFFECTIVE DISCIPLINE IN
THE SCHOOL | NA | ES | MS | M | xFS |

Ms. Travis did not complete evaluations for the certification in Safe Crisis
Management in the months of November, February, and May as evidenced in pd
Central for the 2014-2015 school year. '

F. DEMONSTRATES EFFECTIVE ORAL AND WRITTEN
COMMUNICATION SKILLS | NA | ES | MS | x M | FS |

" Travis does not provide clear, concise and appropriate information about school
operations to staff, parents, and students as evidenced by faculty meeting
agendas and administrative staff meeting minutes. Ms. Travis has not developed
an effective system of tracking communication with parents, staff, and district

-

2



personnel.

G. DEMONSTRATES EFFECTIVE PROBLEM-SOLVING AND

P DECISION-MAKING SKILLS | NA | ES | MS | M |x FS |
c Travis fails to seek input from the administrative staff or school district when
serving as the ARC Chair to follow JCPS district and federal guidelines. Ms.
Travis fails to establish priorities and complete tasks as directed by the
principal. Ms. Travis held an ARC meeting and did not invite the speech teacher
to attend the meeting to assist with language testing. Ms. Travis failed to

provide an ECE schedule within the timeline directed by the principal.

A retired administrator was brought in to help provide additional support for Ms.
Travis.

H. DEMONSTRATES EFFECTIVE ORGANIZATIONAL SKILLS | NA | ES | MS | M | xFS |

Ms. Travis fails to contact parents by phone when arranging ARC meetings as instructed
and fails to direct the ECE clerk to complete specific tasks. Ms. Travis fails

to schedule meetings in advance in order to meet compliance with ECE timelines
although direction and support for improvement in this area was provided by

school and district personnel (ECE consulting teacher and ECE Placement

Specialist).

SUMMARY STATEMENT: Ms. Travis fails to demonstrate effective school management. Ms.
Travis failed to adequately address concerns noted in the Notice of Significant
Deficiency in the area of School Management.

ﬁl . INTERPERSONAL RELATIONSHIPS

A. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH STUDENTS | NA | ES |[x MS | M | FS |

Ms. Travis is supportive of students and works well in one-on-one and small group
situations.

B. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH STAFF | NA | ES | MS | x M | FS |

Ms. Travis does not consistently communicate or enforce district policy with staff
members regarding ECE policies and procedures.

C. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH OTHER ADMINISTRATORS : | NA [ ES | MS | M [x FS |

Ms. Travis does not consistently communicate with each member of the administrative
team. Ms. Travis does not always communicate school issues such as personnel
and/or school safety to the principal. Ms. Travis fails to respond to email
from the principal in a timely manner.



D. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH PARENTS/COMMUNITY | NA | ES | MS | x M | FS8 |

C SUMMARY STATEMENT: Ms. Travis does not communicate with colleagues and administrators

effectively. Ms. Travis failed to adequately address concerns noted in the Notice of

Significant Deficiency in the area of Interpersonal Relationships.

Iv. PROFESSTONAL RESPONSIBILITIES

A. IMPLEMENTS THE POLICIES AND PROCEDURES OF THE
DISTRICT AND OTHER REGULATORY AGENCIES | NA | ES | MS | M |x FS |

Ms. Travis does not consistently follow district and other regulatory agency policies
and procedures with ECE policies and procedures. She demonstrates an inability to
prioritize, utilize long- and short-range planning, and problem-solve appropriately in .
order to implement policies and procedures.

B. DEMONSTRATES A SENSE OF PROFESSIONAL RESPONSIBILITY | NA | ES | MS | M |[x FS |

SUMMARY STATEMENT: To date, sufficient evidence has not been received to demonstrate
that Ms. Travis has met the job expectations as outlined in the E2s submitted on the
following dates: 7/14/14, 9/12/14, 10/15/14, 12/11/14, 1/9/15, 3/9/15, 3/23/15,
3/30/15, 4/20/15, 7/13/15, and 7/31/15. Ms. Travis has not demonstrated professional
responsibility in addressing the expectations for improvement as noted in the Notice

C of Significant Deficiencies, dated 3-9-2015.

B. COMMENTS/IDENTIFICATION OF STRENGTHS:

Ms. Travis communicates effectively in writing.

C. PROFESSIONAL GROWTH PLAN:

A Professional Growth Plan in the performance area for Ms. Travis identified the

following areas in her growth plan dated 10/9/2014:

Demonstrates Effective Organizational Skills

Makes efficient use of time available.

Prioritizes tasks and operates according to these priorities.
Uses resources in optimal manner.

Delegates responsibility and authority when appropriate.
Completes duties promptly and accurately.

Meets deadlines.

N U W N m

Ms. Travis identified that the growth skills would be measured by setting up action plans
and project timelines, routines, and procedures for effective implementation of ECE,
Safety, Transportation, SRT, and TPGES no later than 10/31/2014. Ms. Travis
identified target dates of 11/7/14, 12/19/14, 2/13/15, 4/1/15, and 5/28/15 for

progress monitoring.

cere is no evidence that Ms. Travis has achieved her growth plan goals.

has been ( ) ACHIEVED ( ) REVISED ( ) CONTINUED



C‘m recommending demotion to a teaching position.

D. ADMINISTRATOR BEING EVALUATED MAY RESPOND TO ANY PART OF THE EVALUATION IN THE SPACE
PROVIDED BELOW AND INITIAL THE RESPONSE:

We hereby acknowledge that a conference has been conducted, this evaluation discussed,
and a copy has been provided to the administrator whose signature does not indicate
agreement with the content. In the event the administrator disagrees with this
evaluation, a letter expressing the nature of disagreement may be submitted to Personnel
Services within ten(10) working days of receipt of evaluation with a copy to the
Evaluator. An evaluation may also be appealed to the next appropriate supervisor.

ML LA S N JIRYENT

Administrator ' Date

S | J%/J,M/u; 2005~

Date

Ca{y{atéé 4

Distribution: Personnel File
Evaluator
Administrator

FORM A.1-AP

(12/2011)
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Jefferson County, &Y(
Employee Relations Public Schools B

¥ O. Box 34020
Louisville, KY 40232-4020
(602) 485-3151
Fax: (602) 485-6040

August 10, 2015

Ms. Nicole L Travis

Dear Ms. Travis:

This shall serve to confirm that you are temporarily reassigned from your duties
as Assistant Principal at Smyrna Elementary pending review and final personnel
decisions.

Effective August 11, 2015, you are to report to Kim Katzman, Supervisor

c Materials Production, for temporary, interim assignments. Materials Production

is located at C. B. Young Service Center, 3001 Crittenden Drive.
You will be contacted regarding any employment related decisions.
Sincerely,

HA AL I Darone-

Robert Tanner
Director, Labor Management & Employee Relations

RT/dkr
¢ Personnel File

T Stith
K Katzman

www.jcpsky.net
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JEFFERSON COUNTY PUBLIC SCHOOLS

ADMINISTRATOR PERFORMANCE EVALUATION
(ASSISTANT PRINCIPALS ONLY)

NAME : Nicole Travis LOCATION NUMBER: #019 DATE : 05/01/2010
S.S.#: —___ SCHOOL/SITE NAME: Brook Dupont #019/St. Joseph #748
EVALUATOR : Farryll Brown JOB TITLE: Associate Principal

DATES OF OBSERVATIONS: ongoing

5,
c PERFORMANCE RATING

The evaluator will assess the employee's job performance on the job performance
standards/indicators by checking the appropriate column as defined below. A summary
statement describing the overall performance on the standard should be included
where indicated. A summary statement MUST be included to explain areas assessed as
marginal or substandard.

Not Applicable: The objective does not apply to the employee's job function.
(N/B)
EXCEEDS STANDARD: Employee's performance consistently exceeds the standards and
(ES) administrative objective. The employee demonstrates initiative

and requires minimal supervision.

MEETS STANDARD: Employee's performance meets the standard and the administrative
(MS) objective. The employee follows instructions, accepts
responsibility and requires normal or infrequent supervision.

MARGINAL: Employee's performance is less than the standard expected and
M) needs improvement. The employee requires frequent supervision and
direction.
FAILS TO MEET Employee's performance is substantially below expectations and is
STANDARDS : totally unacceptable. The employee rarely accomplishes the
(Fs) objective even with frequent supervision and direction.

E: The Professional Growth Plan must include performance areas assessed as marginal.

FORM A.1-AP
(08/01)




SUMMARY STATEMENT:
schools' instructional programs for the unique student populations in the areas of math

INSTRUCTIONAL LEADERSHIP

A. PROVIDES LEADERSHIP TO THE DEVELOPMENT OF LOCAL
SCHOOL GOALS AND OBJECTIVES TO GUIDE INSTRUCTION
AND TO THE IMPLEMENTATION OF DISTRICT PROGRAMS

B. PROVIDES FOR MANAGEMENT OF INSTRUCTION

C. EFFECTIVELY IMPLEMENTS EVALUATION STRATEGIES
ORIENTED TOWARD IMPROVEMENT OF INSTRUCTION

D. PROVIDES LEADERSHIP FOR POSITIVE EDUCATIONAL

CHANGE

E. PROMOTES ONGOING STAFF DEVELOPMENT; MANAGES THE
FORMULATION AND IMPLEMENTATION OF STAFF
DEVELOPMENT AND TRAINING PROGRAMS TO IMPROVE

INSTRUCTION

F. COMMUNICATES STANDARDS OF EXPECTED PERFORMANCE

G. PROVIDES LEADERSHIP FOR APPROPRIATE CURRICULUM AND
ORGANIZES AND MANAGES STAFF,
ACTIVITIES TO ACCOMPLISH INSTRUCTIONAL GOALS

STUDENTS, PROGRAMS AND

| NA | ES | MS | M | Fs |
L] DXEINRINR

NA | ES | MS | M | FS |
L] L

NA | ES | MS | M | FS |
I L

NA | ES | Ms | M | Fs |
L[] L

NA | ES | Ms | M | Fs |
[] L

.NA ES | MS | M | FS |
[] U

NA

L

ES | MS | M | FS |

EEDEINEIN

Nicole has dome much in trying to streamline and customize the

and literacy.

She will need to continue the process to be able to fully implement the

customized programs.

Nicole needs to work on finding ways to do more walk-

throughs to give more consistent feedback to teachers.

IT.

SCHOOL MANAGEMENT

A. PROVIDES FOR EFFECTIVE AND EFFICIENT DAY-BY-DAY
OPERATION OF THE SCHOOL

B. ENSURES THAT SCHOOL PLANT AND FACILITIES ARE
CONDUCIVE TO A POSITIVE LEARNING ENVIRONMENT

C. ENSURES EFFICIENT MANAGEMENT OF BUILDING-LEVEL

FISCAL RESOURCES

(08/01)

NA | ES | MS | M | FS |
1O [T [ [T

NA | ES | MS | M | Fs |

EHIEEDEIENInE

NA ES MS | M | FS |

O 100 [} [O10

FORM A.1-AP



D. PROMOTES AND MAINTAINS A POSITIVE SCHOOL CLIMATE

E. ESTABLISHES AND MAINTAINS EFFECTIVE DISCIPLINE IN

THE SCHOOL

F. DEMONSTRATES EFFECTIVE ORAL AND WRITTEN
COMMUNICATION SKILLS

G. DEMONSTRATES EFFECTIVE PROBLEM-SOLVING AND
DECISION-MAKING SKILLS

H. DEMONSTRATES EFFECTIVE ORGANIZATIONAL SKILLS

ES | MS | M | FS |
O X [O10]

agnggq;

MS |
[] IIZIDID

SUMMARY STATEMENT: Nicole is diligent in trying to do what is best for students

and ways to move the schools' forward for the better. Nicole has attempted to fully

implement needed policies but will need to continue that process to definitely

wmplete this major task for next school year. Nicole will need to review roles and

hectations with all staff members and document conversations if needed for staff

members who are not meeting those expectations.

III. INTERPERSONAL RELATIONSHIPS

A. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH STUDENTS

B. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH STAFF

C. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH OTHER ADMINISTRATORS

D. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH PARENTS/COMMUNITY

SUMMARY STATEMENT: Nicole needs to work on building better rapport with teachers

| NA | ES | MS | M | FS |

InHINED<EInRIinl
NA MS | M S |
IZIDEIIZID
NA | ES | MS | M | Fs |
ENIERIEDAIN

fuii|

MS |
[] IEHEI Dl

and administrators and finding ways to ensure a positive school climate.

(os8/01) 3

FORM A.1-AP



Iv. PROFESSIONAL RESPONSIBILITIES

! A. IMPLEMENTS THE POLICIES AND PROCEDURES OF THE
‘f : DISTRICT AND OTHER REGULATORY AGENCIES I NA ES

| MS | M | Fs |
IERInRDaInnInE

B. DEMONSTRATES A SENSE OF PROFESSIONAL RESPONSIBILITY | NA | ES | MS | M | F

INNIN IEHXIJEH

SUMMARY STATEMENT: Nicole continues to take on any and all job responsibilities with
determination and enthusiasm. She continues to have high expectation of herself as
well as of the schools. Nicole needs to work on wellness management. Due to
illnesses, Nicole used all her persona/l days and all but one sick day. Time
management and task prioritization is an area of growth for Nicole.

B. COMMENTS/IDENTIFICATION OF STRENGTHS:

C. PROFESSIONAL GROWTH PLAN:

A Professional Growth Plan in the performance area of Shared decision making skills

és been [X] ACHIEVED [] rEVISED IX] conTINUED

D. ADMINISTRATOR BEING EVALUATED MAY RESPOND TO ANY PART OF THE EVALUATION IN THE SPACE
PROVIDED BELOW AND INITIAL THE RESPONSE:

We hereby acknowledge that a conference has been conducted, this evaluation discussed,
and a copy has been provided to the administrator whose signature does not indicate
agreement with the content. In the event the administrator disagrees with this
evaluation, a letter expressing the nature of disagreement may be submitted to Personnel
Services within ten(10) working days of receipt of evaluation with a copy to the
Evaluator. An evaluation may also be appealed to the next appropriate supervisor.

Nicole Travis ’S\‘L‘_(\ & g &&-\/ lo {i% /ZD!

Administrator Date )
Farryll Brown 4{/%1/}% M é// {//(ﬂ
Evaluator Date / /

C

(08/01) 4 FORM A.1-AP
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JEFFERSON COUNTY PUBLIC SCHOOLS

ADMINISTRATOR PERFORMANCE EVALUATION
(ASSISTANT PRINCIPALS ONLY)

NAME : Nicole Travis LOCATION NUMBER: 133 DATE: 6/19/14

ID #: SCHOOL/SITE NAME: Lassiter / 133
EVALUATOR: Jon Cesler JOB TITLE: Assistant Principal

DATES OF OBSERVATIONS: Ongoing

The evaluator will assess the employee's job performance on the job performance
standards/indicators by checking the appropriate column as defined below. A summary
statement describing the overall performance on the standard should be included
where indicated. A summary statement MUST be included to explain areas assessed as
marginal or substandard.

c PERFORMANCE RATING

Not Applicable: The objective does not apply to the employee's job function.
(N/B)
EXCEEDS STANDARD: Employee's performance consistently exceeds the standards and
(ES) administrative objective. The employee demonstrates initiative

and requires minimal supervision.

MEETS STANDARD: Employee's performance meets the standard and the administrative
(MS) objective. The employee follows instructions, accepts
responsibility and requires normal or infrequent supervision.

MARGINAL: Employee's performance is less than the standard expected and
(M) needs improvement. The employee requires frequent supervision and
direction.
FAILS TO MEET Employee's performance is substantially below expectations and is
STANDARDS : totally unacceptable. The employee rarely accomplishes the
(FS) objective even with frequent supervision and direction.

‘ i: The Professional Growth Plan must include performance areas assessed as marginal.

FORM A.1-AP
(12/2011)
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I. INSTRUCTIONAL LEADERSHIP

‘ A. PROVIDES LEADERSHIP TO THE DEVELOPMENT OF LOCAL

SCHOOL GOALS AND OBJECTIVES TO GUIDE INSTRUCTION
AND TO THE IMPLEMENTATION OF DISTRICT PROGRAMS | NA | ES | @ | M | FS |
B. PROVIDES FOR MANAGEMENT OF INSTRUCTION | NA | ES |@1 M | FS |
C. EFFECTIVELY IMPLEMENTS EVALUATION STRATEGIES
ORIENTED TOWARD IMPROVEMENT OF INSTRUCTION | NA | ES | MS |(M>| FS | :
D. PROVIDES LEADERSHIP FOR POSITIVE EDUCATIONAL
CHANGE [NA|ES|MS|@[ FS |
E. PROMOTES ONGOING STAFF DEVELOPMENT; MANAGES THE
FORMULATION AND IMPLEMENTATION OF STAFF
DEVELOPMENT AND TRAINING PROGRAMS TO IMPROVE
INSTRUCTION | NA | ES | MS ]@] FS |
‘1 " F. COMMUNICATES STANDARDS OF EXPECTED PERFORMANCE | Na | ES | Ms |[(M)] FsS |
G. PROVIDES LEADERSHIP FOR APPROPRIATE CURRICULUM AND
ORGANIZES AND MANAGES STAFF, STUDENTS, PROGRAMS AND
ACTIVITIES TO ACCOMPLISH INSTRUCTIONAL GOALS | NA | ES | @| M | FS |
SUMMARY STATEMENT:
Strength: Ms. Travis met with teams regularly to discuss team issues and offer
suggestions.
Areas for Growth: As of January 24, 2014, when I met with Ms. Travis to discuss her
teacher evaluations, Ms. Travis had not completed any of her first formative
observations. For a formative to be truly formative, teachers must be given

constructive, timely feedback in order for teachers to improve their instructional
practices before the second formative observation and summative evaluation.

ITI. SCHOOL MANAGEMENT

A. PROVIDES FOR EFFECTIVE AND EFFICIENT DAY-~BY-DAY

OPERATION OF THE SCHOOL |@| ES | MS | M | FS |

B. ENSURES THAT SCHOOL PLANT AND FACILITIES ARE 2
CONDUCIVE TO A POSITIVE LEARNING ENVIRONMENT [@ | B | M8 | ™M | Fs |

[N}



C. ENSURES EFFICIENT MANAGEMENT OF BUILDING-LEVEL

FISCAL RESOURCES |® | ES | MS | M | Fs |
D. PROMOTES AND MAINTAINS A POSITIVE SCHOOL CLIMATE | NA | ES | MS | [M)] Fs |
E. ESTABLISHES AND MAINTAINS EFFECTIVE DISCIPLINE IN

THE SCHOOL | NA | ES l@] M | FS |

F. DEMONSTRATES EFFECTIVE ORAL AND WRITTEN

COMMUNICATION SKILLS | NA | ES }@] M | Fs |
G. DEMONSTRATES EFFECTIVE PROBLEM-SOLVING AND

DECISION-MAKING SKILLS | NA | ES |@| M | FS |
H. DEMONSTRATES EFFECTIVE ORGANIZATIONAL SKILLS | NA | ES I@ | M| Fs |

.. SUMMARY STATEMENT:
‘\ 2ngths: Ms. Travis does write and speak well and worked with teams to solve problems.

Areas of Growth: Ms. Travis needs to improve in positive communication and interactions
with supervision of classified staff. As an administrator, Ms. Travis needs to work
in collaboration with all administrative staff to show unity in management of the
school.

ITT. INTERPERSONAL RELATIONSHIPS

A. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH STUDENTS | NA | ES | MS)| M | FS |

B. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH STAFF |NA|ES[@| M | FS |

C. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH OTHER ADMINISTRATORS | NA | ES | MS | @] FS |




D. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH PARENTS/COMMUNITY | NA | ES | @ | M| Fs |

SUMMARY STATEMENT:
Strength: Ms. Travis had several positive relationships with students and staff members.

Area for Growth: Although all the APs acted professionally with each other,
interpersonal relationships with other administrators were affected when Ms. Travis
did not fulfill areas of her job responsibilities such as being present at after-
school functions and covering lunch and bus duty, resulting in colleagues taking on
additional duties. Ms. Travis did not demonstrate a positive interpersonal
relationship with me through her failure to follow directives, such as being in the
cafeteria at 7:10 to supervise students or consistently being in the bus parking lot
after school to supervise students.

Iv. PROFESSIONAL RESPONSIBILITIES

A. IMPLEMENTS THE POLICIES AND PROCEDURES OF THE
DISTRICT AND OTHER REGULATORY AGENCIES | N2 | ES | @| M| Fs |

B. DEMONSTRATES A SENSE OF PROFESSIONAL RESPONSIBILITY | NA | ES | MS | @] FS |

SUMMARY STATEMENT :

‘ Strength: Ms. Travis is well versed on district policies and procedures, especially
ECE regulations.

Areas of Growth: Ms. Travis must improve in completion of her professional
responsibilities. Concerns arose this year regarding the following: notification of
parents following student suspensions, Ms. Travis’s failure to attend after-school
events, such as the 5" grade orientation, and her prompt arrival at work. Despite
verbal reminders and a written conference summary regarding prompt arrival for
morning supervision, Ms. Travis continued to arrive late on more than one occasion.

B. COMMENTS/IDENTIFICATION OF STRENGTHS:

Ms. Travis is knowledgeable of administrative practices and educational research.
She is a gcood writer.

C. PROFESSIONAL GROWTH PLAN:
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D. ADMINISTRATOR BEING EVALUATED MAY RESPOND TO ANY PART OF THE EVALUATION IN THE SPACE
PROVIDED BELOW AND INITIAIL., THE RESPONSE:

C

We hereby acknowledge that a conference has been conducted, this evaluation discussed,
and a copy has been provided to the administrator whose signature does not indicate
agreement with the content. In the event the administrator disagrees with this
evaluation, a letter expressing the nature of disagreement may be submitted to Personnel
Services within ten(10) working days of receipt of evaluation with a copy to the
Evaluator. An evaluation may also be appealed to the next appropriate supervisor.
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Form G

c JEFFERSON COUNTY PURLIC SCHOOL DISTRICT
GROWTH PLAN
Nicole Travis Lassiter Middle #133
ADMINISTRATOR SCHOOL/LOCATION

In order to become even more proficient as an administrator and to more effectively implement our School
Action Plan, | plan to enrich my personal and professional leadership skills during school year - in
the following way!:

Organizing to meet instructional goals

@ 0wt in these skill dimensions can be objectively measured as follows:

Making great efforts to include all stakeholders (especially teachers and organizational staff) in
decisions and planning for the grade level in regards to initiatives for academics and behaviors via both
formal conversations (i.e. planning meetings, student case review meetings, organizational meetings) and
informal conversations (i.e. bradinstorming sessions, hallway conversations) which improved task
prioritization and accountability which will soon lead to a more positive school climate and increased
student achievement.

Initial date: ?/5 lZ /j Approval date: ?/736/ =y

Admmlstrator
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ISome personal and professional skills are listed on the reverse side for your consideration as you develop your
growth plan. Your summative evaluation and the School Report Card should also be reviewed in this process.

£ Primary Evaluator

(OR/01)



TO: Christine Deely, Employee Relations for Certified Administrators
FROM: Nicole Travis, Assistant Principal at Lassiter Middle School J® CoB\en
DATE: Tuesday, June 24, 2014 Y[

SUBJECT:  Statement for Summative Evaluation Conference Held on Thursday, June 19,

2014 (Please attach this statement to my summative evaluation dated 6/19/14.)

The summative evaluation conference with my evaluator Principal Jon Cesler was not a
conference. Mr. Cesler spoke the entire time. I did not get to ask questions or give input on any
item. I was not aware of any of the items marked as “Marginal” being issues with the exception
of my time and attendance which has been poor due to several factors related to the work
environment. I have signed my summative evaluation to note that I received it (not that I agree
with every item), therefore I am addressing the following:

1)

2)

3)

4)

5)

6)

7)

8)

My copy of the Administrator Performance Evaluation does not have the “Evaluator
Recommends” box completed, does not note my Employee ID, and states the Dates of
Observations as “ongoing.”

Standard IC: I visited classrooms daily, conducted walk-throughs frequently, held informal
and formal conferences and meetings weekly, held informal and formal observations on an
on-going basis. The teachers and I worked closely together to improve instruction with a
focus on techniques, behavior, and best ways to utilize support services and implement Rtl.
All sixth grade teachers received constructive and timely formative feedback throughout the
year before any teacher was due for a formal observation and conference.

Standard ID: I worked closely with the students, parents, teachers, counselors, YSC, outside
agency staff, support staff, and other administrators to help implement the mission and vision
of the school. I consistently worked towards combatting negative talk and scuttlebutt and
turning it into positive solutions.

Standard IE: I conducted informal and job-embedded PD during content area PLCs, teacher
team PLCs, and Social Studies Department PLC. I attempted to implement several formal
PDs related to classroom management, ECE, and Rtl and it was requested by the principal
for them not to be implemented. (Please also see statement for Standard IC.)

Standard IF: I make sure to communicate expectations with all stakeholders during meetings,
assemblies, informal conversations, letters sent home and within school, emails, phone calls,
etc. (Please also see statements for Standard IC, ID, and IE.)

Standard IIA: I ensured safety and a positive learning climate of the school by constantly
monitoring large group settings and transitions (i.e. morning arrival, breakfast and lunch,
dismissal, special events and assemblies, etc.) and addressing concerns or issues that may
prevent the school day from running safely and efficiently (i.e. no sub teachers available,
change in class schedules due to special events, no subs for support staff, etc.).

Standard IIB: If there were ever any issues with the physical safety of the building (i.e. an
outside door not shutting and locking properly, spills on floors, biological hazard, too hot or
cold in areas, etc.), then T addressed it immediately with the help of the plant operator and/or
the custodians if needed. (Please also see statement for Standard 1IA.)

Standard IID: (Please see all statements for Standard I as well as Standard I1.)

A6 v \\'\6
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9) Standard II Summary Statement for Area of Growth: I do not supervise nor evaluate any

classified staff. I have a positive and collegial relationship with cafeteria staff, custodial staff,
security, instructional assistants, instructors, and office staff. Mr. Cesler did not explain the
statement nor let me ask a question. If it was in regards to a specific situation, then I would
appreciate being told so I could address the matter and make sure whatever I was doing not
happen again. I worked with all administrators collegially and saw it as a team effort and
often communicated and asked questions to make sure I was relaying the same message in
speech and in action as they.

10) Standard IIIC: I had a positive and collegial relationship with all of the other administrators.

There were times when I attempted to do so with Mr. Ceslerbut was not successful.

11)Standard III Summary Statement for Area of Growth: I am always fulfilling my job

responsibilities and never purposefully did I not follow any directives. I often worked before
I even arrived to school with parent calls and long after school was dismissed with student
issues, parent calls, and teacher concerns. I did not have time to eat lunch or go to the
restroom (unlike the other building administrators) due to ongoing situations, incidents, and
crises. If I was not present in the cafeteria or out with the buses at times, it was due to an
emergency issue with a student, and staff were made aware immediately via walkie-talkie if
possible. There were times when the situation was so severe that I did not get to speak with
the other administrators until after the matter. The other- APs had similar situations at times
and we all covered for each other when needed. There were also times when all of us were
needed to help with such crisis situations and we had to rely on the help of other staff to
supervise the other students. It important to note that 6™ grade had 1160 Behavior Events
(and that does not include the several undocumented situations and incidents) as compared to
7™ grade having 431 and 8" grade having 546 Behavior Events respectively.

12) Standard IVB: I am a hard worker and a team player. I will go above and beyoﬁd for all

stakeholders. I see my job as a life purpose and mission. The only professional responsibility
that I did not fulfill as well as I would have liked was related to time and attendance. I am
embarrassed that I let negative events at work affect my health which then affected my
coworkers’ job responsibilities at times. Upon return to work, I would often take on extra
duties as well as coverage for special events (i.e. ESS, Saturday School, games, etc.) to help-
compensate for the extra work that they may have had to deal with when I was absent.

13) Standard IV Summary Statement for Area of Growth: My professional responsibilities were

completed. I worked closely with all parents and guardians and they were always notified
regarding any behaviors, especially if related to major consequences. I did not fail to attend
after-school events, but rather missed parts of two school dances due to attending classes for
a PhD program in Education and Social Change. If I did miss an event, then I compensated
by covering another event to relieve another administrator. I was not made aware of the 50
grade orientation until after school on the day of the event while I was also dealing with a
parent who threatened suicide while our student was there at home with her as well as
needing to attend a function for my son. I often arrived at school at approximately 7:05 a.m.
with other administrators including the principal. During verbal reminders, I explained the
situation and told him that T would continue to do my best. In reference to the written
conference summary, it was not a conference. I was mandated to be quiet and not to respond
to the summary that was already typed and dated when I entered his office area. I did respond
in written form via email to Mr. Cesler explaining the circumstances and possible resolutions
to his concerns. (Please also see all other statements.)



November 28, 2015

Dr. Donna Hargens
VanHoose Education Center
PO Box 34020
Louisville, KY 40232

Dear Dr. Hargens:

This letter will acknowledge receipt of the Reasons for Reduction in Responsibilities with
Corresponding Reduction in Salary dated November 18, 2015 and hand-delivered to me on
November 18, 2015. Again, I appreciate the opportunity that JCPS has provided to me in
allowing me to explain with evidence as to why any decisions regarding a demotion may not be
warranted. As stated in your letter, I must file a written answer to the statement of grounds for
the demotion within ten (10) days of the date of the letter as noted above. In accordance with the
directions given in the letter, please see the statement below as my written answer to the
statement of grounds for the demotion.

I received a call from the Director of Administrative Recruitment and Development Tiffeny
Armour during midday on Tuesday, June 17, 2014 that I was being placed at Smyrna Elementary
as Assistant Principal. As requested by Mr. Jonathan Cesler, Principal of Lassiter Middle, and
Dr. Tiffany Stith, Principal of Smyrna Elementary, I reported to Smyrna Elementary for the rest
of the work week which required me to report to work early on June 18, 2014 so to pack, clean,
and turn in school property to the previous school, whereupon I then immediately reported to
Smyma Elementary at approximately 9:15 a.m. After meeting briefly with the Principal,
Secretary, and Family Resource Coordinator at Smyrna, I unpacked my car, and then asked if
there was anything I needed to do before the end of the work year, where I was then given all of
the Yellow Transportation Cards for 2014-15 to review for missing or incorrect information. We
then had meetings regarding transportation, staff, etc. for approximately two to three hours on
both June 18, 2014 and June 19, 2014. Otherwise, I continued to work on the Yellow Cards as
requested by the secretary and I assume the principal.

I reported to work at Smyrna at the start of the new work year on Monday, July 14, 2014 where
for the next four weeks, the majority of my normal work hours involved being out of the building
to attend required district meetings or professional development (PD) sessions as well as
participating in meetings held at school called by the principal in preparation for the coming
year. Therefore, to perform my assigned duties and complete assigned tasks, I spent numerous
hours before and after normal work hours both at work and at home doing the following:



e Data entry for all transportation data in Infinite Campus as well as on hardcopies of Yellow
Cards for each enrolled student (which totaled approximately 550 students) so to correct past
input procedures made by support staff from the previous school year

e Answering and making calls to parents on a daily basis to obtain missing and/or new
transportation information and then making corrections accordingly in Infinite Campus and
on Yellow Cards on a daily basis

e Running transportation reports on a daily basis and making needed corrections in Infinite
Campus and on Yellow Cards

o Creating backpack tags for each enrolled student which totaled approximately 550 students

o Labeling and bagging student backpack tags and wristbands according to type of
transportation and teacher for every student and teacher in the school

¢ Creating, labeling, stuffing, and sending out transportation letters

e Creating a schedule for each Exceptional Child Education (ECE) student according to
Individual Education Program (IEP) for required services and service minutes around each
homeroom teacher’s schedule as well as schedules for lunch, wellness, and special areas

e  Working at school on Saturday, July 26, 2014 with permission from the principal from
approximately 11:30 a.m. — 4:30 pm. with alarm continually buzzing because I was not
allowed to have an alarm code but needed to work with ECE student files to try to complete
the ECE student scheduling

¢ Continually contacting the necessary departments and MIS to get proper permissions to work
on School Safety Plan

e Continually contacting MIS to address my assigned laptop crashing frequently

o  When possible with limited time, I worked on other assigned tasks which included to review
materials from PGES trainings, to get permissions and review electronic walk-through forms,
to review specialized hardcopy walk-through forms for reading and for math, to review
employee handbook and other staff materials to recommend any changes needed, to create
PD related to book and materials for guided reading and assessment, and to read books
assigned for summer reading to 4™ and 5" grade students

On the first day of school and for the next three to four weeks afterward, I was mainly dealing
with transportation from checking student backpack tags and wristbands, to talking with teachers
and parents to correct information in Infinite Campus and Yellow Cards, to re-tagging large
groups of students due to changed buses and routes made by the Bus Compound to adjust for
new student enrollments and withdrawals, as well as typical Assistant Principal duties of bus
expectations and misbehavior, ensuring safe and efficient arrival and dismissal according to
Transportation Plan written by the Principal, and meeting and coordinating with Safety Resource
Officer at Moore Middle and High to help mitigate negative effects in their changing arrival and
dismissal plan. I was also heavily involved in dealing with intensive behaviors by several
students which included Safe Crisis Management (SCM), phone calls and conferences with
parents and guardians, coordinating mental health assessments, helping teachers create
Functional Behavior Assessments (FBAs) and Behavior Intervention Plan (BIPs), and
coordinating with school staff to implement protocol and plans for students, etc. At that time of
the year, we averaged 10-12 major incidents with about 10 students per day.

My roles and responsibilities throughout the rest of the year were extensive under each area and
most were ones that needed to be completed during the school day, and for those that could be



done after hours, I still needed to be in the building because I needed access to student files, a
printer, copier, office supplies, etc. Therefore, I typically came in as early as 6:00 a.m. and
stayed as late as 9:30 p.m. My main duties (as well as what is outlined in Smyrna Assistant
Principal Job Expectations) involved the following with almost all needed to be done on a daily
basis and with explicit directions to be done by only me only the principal:

Transportation/Buses - met all requirements set forth in the Smyrna Assistant Principal Job

Expectations along with the following:

e Arrival and dismissal with only person being assigned to bus loading dock and the front door
of the school per principal

e Collaborated heavily with bus drivers and compound regarding intensive bus behaviors as
well as safety concerns

e Review daily changes to transportation averaging 10-12 per day and make changes as needed
in Infinite Campus (IC) and on Yellow Card and re-tag student backpack tag as needed
averaging 5 per day ,

e Bus referrals averaging 3-4 per day which involved investigations, conferences with all
stakeholders, progression of consequences done by me to include parent phone calls, letters
sent home, bus classes, time-outs, suspensions, etc.

¢ Conferencing with parents and staff to deal with issues related to safety and transportation in
arrival and dismissal procedures

o Sent updated reports and lists to all staff on monthly basis

Meetings - met all requirements set forth in the Smyrna Assistant Principal Job Expectations

along with the following:

e Per principal, did not attend majority of the faculty meetings so to do one-on-one coaching
using Teach Like A Champion with two teachers who were having difficulties with
classroom management and therefore I missed a lot of information, directives, PD, and
initiatives

e Would often have to reschedule PD or meetings due to direction of principal which then
often change plan for workload and any other coordination with other staff members

e Often attempted to share necessary information during administrative team meetings but
would be interrupted or over talked by another team member

Lunchroom - met all requirements set forth in the Smyrna Assistant Principal Job Expectations.
Please note that if I was not in the cafeteria during the entire time, then it was due to a major
crisis or incident such as an out-of-control student, etc.

Safety Plan - met all requirements set forth in the Smyrna Assistant Principal Job Expectations

along with the following:

e Extensive work done in corrections and clean-up to get necessary documents, maps, and
materials to complete Safety Plan and implement it throughout the school (i.e. floor maps
correctly labeled with safety features, revised and appropriate routes with collaboration with
the Highview Fire Marshall, corrected safety manual, safety kits, etc.).

Discipline/SRT/School-wide Behavior Plan - met all requirements set forth in the Smyrna
Assistant Principal Job Expectations along with the following:




SRT Responder and often involved with chronic and intensive behaviors and procedures as
stated above in Paragraph 3

Review every Behavior Incident Log (BIL) in CASCADE and input an entry on
“Administrator Action Taken” where average 5-8 per day

Starting late January 2015, develop, review, and help implement FBAs and BIPs for any
student with more than 5 BILs which involved approximately 30 students and extensive
follow-up with teachers for appropriate protocols regarding documentation and
implementation. This is above and beyond the ones that were created and implemented for
the students who were displaying intensive behaviors earlier in the year.

Starting in March 2015, review every IC Referral and input Resolution along with
corresponding BIL averaging 5-8 per day as well as need for extensive follow-up due to new
procedure

Data entry in Infinite Campus for Behavior Rtl per district protocols

Establish and monitor expectations for the cafeteria with assigned lunch duty from 10:50
a.m. to 1:10 p.m. each day

Participate in PBIS and SRT committee meetings and performing the duties of SRT Case
Manager although the title was under the Counselor

Communications concerning student/parent issues - met all requirements set forth in the Smyrna

Assistant Principal Job Expectations as much as possible along with the following:

Kept all notes regarding situations, parent conferences, phone calls, etc. on each student in
folders by student name

Ensured that Principal, Counselor, and Family Resource Coordinator knew of all concerns
and issues as well as resolutions via administrative team meetings, hallway conversations,
PBIS and SRT meetings, attendance meetings, email, and phone calls.

SBARCS/ECE and 504 Chairperson - met all requirements set forth in the Smyrna Assistant

Principal Job Expectations as much as possible along with the following:

Chaired ARC meetings which included more than usual due to clean up from previous year,
unusually high amount of comprehensive re-evaluations needed for Developmental Delay
students, unusually high amount of initial referrals, and review of referrals for parents with
academic and behavior concerns

Chaired all 504 Plan meetings which involved extensive work with a particular family and
several phone calls, conferences, and meetings from mid-October when they arrived through
the rest of the year

Coordinating and collaborating with all district and school support staff, teachers, and parents
for Rtl for students and for evaluation planning

Recordkeeping for ARC folders to include review, copies, gathering data and protocols,
sending and receiving, etc.

During first semester, scheduling of several ARC meetings that ECE Clerk was not able to
get done, and then during second semester, scheduling almost all of the ARC meetings
Behavior observations of students which were numerous due high number of initial referrals
as well as comprehensive re-evaluations. Each student needed at least two observations per
area of concern with a length of at least 30 minutes each observation while in a regular
classroom. Some overlap is allowed such as observation of reading and attention concerns.
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¢ Data entry and corrections in IC for case management and district reports
e Had zero issues with December 1 Count and positive ECE Record Review

Instruction/Evaluation - met all requirements set forth in the Smyrna Assistant Principal Job

Expectations as much as possible along with the following:

e Conducted a total of three observations on each of assigned 14 certified staff members and
four classified staff members with each including a pre- and post-conferences focused on
staff reflection on areas of strengths and next steps for areas of improvement along with ideas
for new programming for curriculum, instruction, and assessment.

Professionalism - met all requirements set forth in the Smyrna Assistant Principal Job
Expectations.

Please note that I was assigned to be on the loading dock starting at 8:30 a.m., in the cafeteria
every day from 10:50 a.m. to 1:10 p.m. each day, and the loading dock and then car rider line
until 4:15 p.m. each day which once you get students settled into classes in the morning and then
all home with parents in the afternoon, that leaves me from about 9:30 a.m. - 10:50 a.m. and
then again from 1:10 p.m. — 3:40 p.m. each day to accomplish all of the above. And that is if the
day goes well and there are no crises with students, staff, or parents, which unfortunately there
were often days with major crises.

There are also several mitigating factors that negatively affected the change process of several

new initiatives and systems beginning that school that year per the principal, and therefore

affected the scope of my roles and responsibilities and henceforth limited my available time even
more so, which later negatively affected all of the above and my overall performance:

e [ was new to the school and needed to learn systems, processes, norms, etc. while
establishing rapport and building relationships with all stakeholders. I had a relatively short
time to do that in considering that I didn’t meet staff, students, or parents until August but yet
was deemed significantly deficient by March.

e With our SRT, the PBIS Coach was new to his role, the Student Success Coach was new to
her role as well as the school, and the Counselor was new to her role as the Case Manager as
well as she needed to be out for maternity leave from mid-October to beginning of January.

e Our SRT procedures and protocols and School-Wide Behavior Plan were rarely implemented
correctly by teachers and required a lot of follow-up by myself for corrections. They may
have been trained in Rtl, PBIS, SRT, BILs, IC referrals, and FBAs & BIPs but they needed
extensive follow-up by me.

¢ [ was the fourth ARC Chairperson and 504 Chairperson in four school years, which required
extensive hours to clean up and purge ARC folders, make corrections in Infinite Campus, and
hold ARC meetings to correct IEPs, consents for services, and planning and consent for
testing, etc. It also required extensive hours with parents via phone calls, conferences, and
meetings to address concerns from the previous year as well as the present regarding Rtl,
evaluation planning, and testing.

e Frequent audit meetings regarding progress with ECE called by the Principal with ECE
Consulting Teacher, ECE Placement Specialist, School Psychologist, and Principal during
October, November, December, and January which limited available time to work on the
cases that were being addressed in the meetings.




ECE Clerk is only assigned to the school two days a week on Mondays and Tuesdays. She is
also assigned to cafeteria duty from 10:50 a.m. to 1:10 p.m. and needs to then have a lunch
which also limited her available work time for duties related to ECE support. Her assigned
office space had been changed from the school office to the other side of building sharing an
open space within the resource classroom with the two ECE teachers where students are
being serviced, so her morale was negatively affected and the change also affected her
abilities and efficiency in scheduling ARC meetings, data entry, and recordkeeping.

There was no regular room available other than the storage closet in the gym to hold ARC
meetings, so they were held in my small office and if it involved more than 3 people, we held
it in the Speech Therapist’s room whenever possible to accommodate the other members. On
Monday, May 4, [ was told to hold all ARC meetings in my office.

I was the second AP in three school years, and the previous AP did not end the previous
work year, which left a lot of clean up and catch up on school and bus discipline, school
safety, ECE, Rtl, etc. before those systems could even be improved upon.

I have been told numerous times, and at times in written form, that when I am assigned a
task, responsibility, or a project, then I am not to delegate or coordinate those tasks with
anyone — which included district support staff and later a retired administrator brought in as
support for ECE but they were only allowed to look at records of the meetings that I held,
and later allowed to help with student observations.

Principal was often out of the building due to required professional and personal obligations
throughout the year, which often left me as the only official administrator during the first
semester since the Counselor was also out as stated above, and therefore the only one to deal
with frequent issues and crises from all stakeholders.

I communicated with the principal several times that I am not getting enough time to
complete my assigned tasks, and often I was told to figure it out and do what I needed to do
to get it done. I asked several times to get an alarm code so I could work on weekends to
catch up and she would not allow it.

In reference to other items listed in the Reasons for Reduction of Responsibilities with
Corresponding Reduction in Salary:

Items 4 — 14 did not include pertinent information to include the context of the full
conversations and conferences which did involve permissions from the principal regarding
work schedule, turning in required paperwork with the criteria previously given to me, etc.
along with the other information set forth above in this statement.

I have never purposely not followed a directive given to me by this or any other supervisor,
even when I attempted to share information when another course of action may be more
effective or efficient.

Item 16 does not include that was Year 2 of a change process occurring at the schools that I
was over and that there were two influential teachers who were especially resistant to change.
This is a natural part of the change process and we did end up working together quite
positively and made significant gains and improvements in all areas during the three years I
was with State Agency Schools.

Item 17 includes my statement to this evaluation and I am more than willing to share work
product and other documentation that shows the extensive and positive results that I helped
with while I was with Lassiter Middle.




Please know and be assured that with all of the above, especially the mitigating factors resulting
from transitions of staff and students, the inordinate amount of time needed for change
management of all of the new initiatives and protocols, and the lack of consideration of possible
solutions such as delegating tasks to other available staff and/or allowing for extended work
during more feasible hours and days, I continued to meet all of the expectations set forth in the
Elementary School Assistant Principal Job Description as well as meet the majority of the
expectations set forth in the Smyrna Assistant Principal Job Expectations. The few items that I
did not get to meet on a consistent basis such as being in the cafeteria for lunch duty each day or
turning in a Communication Log each week was only due to having to prioritize specific and
major student and staff needs and the corresponding aftermath of those incidents (i.e. out of
control student throwing a chair at another student or staff member, holding ARC meetings,
observing staff and students, etc.) so to protect the students, the school, and the district. I am
more than willing to share work product and other documentation as well to show that I
organized by priorities, communicated and collaborated with all stakeholders including the
principal, and was determined and focused to clean-up and streamline systems and protocols
while also building positive rapport and relationships with the school community. Also, I have a
host of accomplishments that always includes marked improvement in student achievement as
well as positive reviews and recommendations in every position that I have had with JCPS as a
teacher, a teacher leader, and as an administrator. Although already stated, I truly appreciate the
opportunity to share my experiences. Please do not hesitate to contact me should you have any
further questions regarding my employment experience or track record. Thank you ahead of
time for your consideration.

Sincerely yours,

Nicole L. Travis



Jefferson County §

Administrative Offices Public Schools .
VanHoose Eaucation Center i

ar+oose Ece Shaping the Future
L ouisville, Kentucky 30232-4020

(502) 485-3011

Fax (502) 485-3991

August 14, 2015

HAND DELIVERED

Nicole Travis

RE: Notice of Demotion and Reduction in Responsibilities with Corresponding Reduction in
Salary

Dear Ms. Travis:

This letter shall serve as notification pursuant to KRS 161.765 that effective upon your receipt of this
letter you shall be demoted from the position of Elementary School Assistant Principal to the position
of classroom teacher. This letter shall also serve as notification pursuant to KRS 160.390 that effective
September 1, 2015, you will be reassigned to Newburg Middle School. Your position at Newburg will
be classroom teacher and your supervisor will be Principal Nicole Adell.

For the remainder of the 2015-2016 school year, your salary will remain the same. This letter shall also
serve as notification pursuant to KRS 161.760 that effective July 1, 2016, your salary will be reduced
because the position of teacher has a lower salary grade than the position of Elementary School
Assistant Principal on the District’s salary schedule, because the responsibilities of a teacher are
deemed to be less than the responsibilities of an Elementary School Assistant Principal. Beginning on
July 1, 2016, your salary will be no less than $69,514.50.

If you elect to contest your demotion, you may file with me a written statement of your intent to contest
your demotion, within ten (10) days of your receipt of this notice. Upon receipt of written notice of
your intent to contest your demotion, I will provide you with a written statement of the grounds upon
which the proposed demotion is based and the date, time and place for a hearing to be held before the
Jefferson County Board of Education. Upon your receipt of the statement of grounds for your
demotion, you must file a written answer within ten (10) days. Failure to provide me with written
notice of your intent to contest your demotion, or failure to file a written answer to the statement of
grounds, in either case within the applicable ten (10) day time period, will cause your demotion to be
final.

If you elect to contest your demotion, the hearing on the demotion shall be before the Jefferson County
Board of Education and shall be public or private, at your discretion. The Board shall advise the
parties of its decision within five (5) days from the close of the hearing and shall take official action in
the case.

Sincerely,

A W

Donna M. Hargens, Ed.D.
Superintendent www.jopskynet
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November 18, 2015 :
H D R

Nicole Travis

Re:

Dear Ms. Travis:

By letter dated August 14, 2015, I gave you written notification pursuant to KRS 161.760 and ‘
KRS 161.765 that you were demoted from the position of Elementary School Assistant Principal
to the position of classroom teacher. By that same letter, I gave you notification pursuant to KRS
160.390 that effective September 1, 2015, you would be reassigned to Newburg Middle School.
Pursuant to KRS 161.760(3), you were notified that while your salary would remain the same for
the 2015-2016 school year, it will be reduced effective July 1, 2016. You were also notified that
the specific reason for the reduction in your salary is that the position of classroom teacher has a
lower salary grade than the position of Elementary School Assistant Principal on the District’s
salary schedule, as a teacher’s responsibilities are deemed to be less than the responsibilities of
an Elementary School Assistant Principal. A copy of my August 14, 2015 letter, which gave notice
of your demotion, is attached and incorporated herein as Exhibit 1. Certification indicating that
you received my August 14, 2015 letter on August 17, 2015 is attached and incorporated herein
as Exhibit 2. A copy of the job description for a teacher is attached and incorporated herein as
Exhibit 3. A copy of the job description for Elementary School Assistant Principal is attached and
incorporated herein as Exhibit 4.

Because you have filed with me a timely written statement of your intent to contest your
demotion, a copy of which is attached and incorporated herein as Exhibit 5, this letter shall serve
as the written statement of the grounds for demotion pursuant to KRS 161.765(2)(b).

You were demoted to the position of classroom teacher for the following reasons:

1. On or about July 15, 2014, Principal Tiffany Stith met with you to discuss job performance
expectations and/or her observations of your job performance. Principal Stith completed i
a Form E-2 Performance Evaluation Observation/Conference Summary, a copy of which is
attached and incorporated herein as Exhibit 6. Principal Stith noted that she discussed the
evaluation process with you. She also noted that you were advised that “evaluation
conferences [would] occur during the 2014-2015 school year on an on-going basis.”

2. On September 12, 2014, Principal Stith again met with you to discuss job performance
expectations. Principal Stith completed a Form E-2 Performance Evaluation Observation/
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Conference Summary, a copy of which is attached and incorporated herein as Exhibit 7.
Principal Stith noted that she reviewed with you the expectations for Smyrna’s
Elementary School Assistant Principal position. These expectations were outlined in the
September 12, 2014 E-2.

. On October 9, 2014, Principal Stith met with you to discuss job performance expectations
and/or observation(s) of job performance and implementation of the School Action Plan.
Principal Stith completed a Form E-2 Performance Evaluation Observation/Conference
Summary. In the E-2, Principal Stith noted that she discussed with you “student growth
goals and working conditions goals,” and that you developed a Growth Plan to become
more proficient as an administrator. A copy of the October 9, 2014 E-2 and Growth Plan is
attached and incorporated herein as Exhibit 8.

. On December 11, 2014, Principal Stith met with you as a follow-up to a prior evaluation
conference. Principal Stith completed a Form E-2 Performance Evaluation Observation/
Conference Summary, a copy of which is attached and incorporated herein as Exhibit 9.
Principal Stith noted, among other things, that despite the November 25, 2014 deadline
communicated to you, she had not received copies of “the evaluations for [your]
evaluation schedule.” Principal Stith also noted, among other things, that you “can’t direct
teachers to cut and paste from a previous Individualized Plan when there is an evaluation
meeting,” as doing so is a “misuse of authority” and violative of “ECE policies and
procedures.” In addition, Principal Stith noted that she had “not received weekly
communication logs [from you,] as directed in the July 15, 2014 conference and the
September 12, 2014 conference.” You were also “late to a New ARC training by one hour.”
Moreover, you “reported that [you] submitted [certain] planning documents” to Principal
Stith prior to a December 8, 2014 conference meeting, but those documents were not sent
until 3:25 p.m., and the conference was scheduled at 4:00 p.m. In the E-2, Principal Stith
notes that you were given directives to follow. You were also advised that “[flailure to
address the[] concerns and perform your duties as assigned [would] result in disciplinary
action, up to and including discharge.”

. On January 9, 2015, Principal Stith met with you as a follow-up to a January 6, 2015
evaluation conference. Principal Stith completed a Form E-2 Performance Evaluation
Observation/Conference Summary, a copy of which is attached and incorporated herein
as Exhibit 10. Principal Stith noted that despite the “December 15, 2014 deadline of
planning an ECE schedule for the remainder of the 2014-2015 school year,” she had “not
received this information.” Principal Stith also noted that despite the fact that you were
directed to contact her to request to leave the building, on “December 12, 2014, [you] left
the building and did not contact [her].” In addition, Principal Stith noted that despite the
fact that you were directed to “not include school personnel in emails related to
administrative matters,” you “sent an email to both administrative staff and teachers” on
January 9, 2015. Again, you were given directives to follow. And again, you were advised
that “[f]ailure to address the[] concerns and perform your duties as assigned [would]
result in disciplinary action, up to and including discharge.”
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6. On March 9, 2015, Principal Stith issued you a Form A Notice of Significant Deficiencies, a
copy of which is attached and incorporated herein as Exhibit 11. Principal Stith informed
you that “[d]eficiencies in your work performance [had] been observed,” which “may be
grounds for non-renewal or termination of contract if not satisfactorily corrected.” With
respect to “Instructional Leadership,” you were informed that you “fail{ed] to meet [the]
standard” because of your “failure to complete crucial ECE documentation and schedule
meetings as directed.” You were also informed that, among other things, you had “not
completed teacher observations or completed documentation of those as directed by the
principal;” you failed to “update the behavior incident logs in Cascade on a regular basis
as directed;” you failed to complete certain tasks on your own, instead designating them
to others; and you missed ECE deadlines despite having additional outside support.

With respect to “School Management,” you were informed that you “fail{ed] to meet [the]
standard” because of your “failure to document crucial administrative tasks.” You were
also informed that among other things, you “failed to collaborate with staff in addressing
behavior concerns;” “failed to track incidents in order to analyze the data and formulate
solutions;” and “fail[ed] to consistently monitor and supervise the cafeteria as directed.”
In addition, you “do[] not prioritize” and are “not organized for task completion.” Further,
you violated several directives, as noted in the Notice of Significant Deficiencies.

Regarding “Interpersonal Relationships,” you were informed that you “fail{ed] to consult
school and district supports in order to solve student issues related to ECE” and failed “in
prioritizing day to day tasks.” You were also informed that, among other things, you
“failed to collaborate with [additional ECE staff] to overcome [your] inefficient
management of ECE paperwork, deadlines, and scheduling;” failed to collaborate with
others to “address severe behavior concerns of specific students;” and failed to
“communicate effectively” with Principal Stith regarding school-related matters.

Regarding “Professional Responsibilities,” you were advised that you “fail[ed] to support,
follow, and implement district policies and procedures and regulations for ECE.” You were
also advised that you had “not consistently demonstrated that [you] carr[y] out [your]
professional responsibilities in an acceptable manner.”

Expectations for improvement were outlined with respect to each of the above-mentioned
categories.

7. On March 12, 2015, a deficiency committee meeting was held between Principal Stith,
Susan Quinlan (a JCPS administrator and evaluator), Christine Deely (a JCPS administrator
and evaluator), yourself, and Ben Pinnick (Peer Support). As a result of this meeting, a
Form E-2 Performance Evaluation Observation/Conference Summary was completed by
Ms. Deely, a copy of which is attached and incorporated herein as Exhibit 12. Ms. Deely
noted that you were advised that “[i]dentified priority areas for improvement” included:
“meeting deadlines, efficient scheduling, completion of duties as directed by the Principal,
completion of required documentation, follow-through, and collaboration with district
personnel and all stakeholders to complete goals.” You were also advised that there was a
concern regarding your “communication skills with stakeholders and the Principal.” You
admitted, among other things, that time management was “an issue for [you).”
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Additionally, during the March 12, 2015 meeting, the roles of the committee group
members were discussed. During the discussion, you were advised that Ms. Quinlan and
Ms. Deely would “visit the school periodically” to observe you and view documentation of
your work. You were also advised that Principal Stith would “serve as the primary
evaluator throughout the process and in the final determination of recommendation on
the outcome of the deficiency process.”

. In the following months, Principal Stith had several conferences with you to discuss her
observations of your job performance. For each conference, Principal Stith filled out a
Form E-2 Performance Evaluation Observation/Conference Summary. A copy of the E-2
signed March 23, 2015 is attached and incorporated herein as Exhibit 13. A copy of the E-
2 signed March 30, 2015 is attached and incorporated herein as Exhibit 14. A copy of the
E-2 signed April 20, 2015 (conference date of March 30) is attached and incorporated
herein as Exhijbit 15. A copy of another E-2 signed April 20, 2015 is attached and
incorporated herein as Exhibit 16. A copy of the E-2 signed July 13, 2015 is attached and
incorporated herein as Exhibit 17. Finally, a copy of the E-2 signed July 31, 2015 is
attached and incorporated herein as Exhibit 18.

In the E-2s, Principal Stith documents that you demonstrated several performance issues
and deficiencies. Among other things, she notes that:

e Although you submitted the “Verification of Alignment of IEP/BIP Services with
Teacher/Student Schedules” form to her, you reported that some students were
not listed on the form, as you had not updated the schedule. In light of your “failure
to accurately complete the report,” Principal Stith was left with no option but to
assign the project to a retired employee, who completed the project in only 2 days.

¢ You failed to meet a March 12, 2015 deadline of 4:30 p.m., instead responding to
Principal Stith on March 16, 2015 at 5:28 a.m,, reporting that you did not complete
the observation required.

¢ You failed to provide Principal Stith with completed copies of teacher observation
notes or E-2s to “document evidence of completing observations.”

¢ You failed to fully and adequately complete, and timely submit, referrals, behavior
incident logs, communication logs, transportation data and Summative Evaluations.

¢ You reported that you had not consulted with the school psychologist to obtain
input to help with documentation on forms that needed to be completed prior to
ARC meetings and also reported that you had not finished behavior observations.
You also failed to complete Infinite Campus behavior referral data, as well as the
administrator follow-up in Cascade for Behavior Incident Logs.

* You reported absences to Principal Stith via e-mail, and took the absences despite
the fact that you had no sick leave available to you. You also were late arriving to
school on at least one other occasion, but failed to previously communicate to
Principal Stith that you would be late.
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e Principal Stith was required to remove you from completing your transportation
responsibilities due to concerns regarding task completion and “the crucial need to
insure reliability of the transportation information.”

¢ In violation of directives, you took school records which contained confidential
information away from school property.

e You “failed to demonstrate professional courtesy, work cooperatively with
colleagues, and inform superiors or other appropriate administrators of school-
related issues.” You also “failed to support, follow, and implement district policies
and procedures and regulations of governmental agencies with jurisdiction over
the district.”

Further, in the E-2s, Principal Stith documents that “concerns continue” regarding your
performance, and that specific “directives from the Notice of Significant Deficiency Form
A have not been met.” Expectations for improvement were also outlined.

. Ms. Susan Quinlan held three conferences with you to discuss her observations of your job
performance. For each conference, Ms. Quinlan also completed a Form E-2 Performance
Evaluation Observation/Conference Summary. A copy of the E-2 signed April 13, 2015 is
attached and incorporated herein as Exhibit 19. A copy of the E-2 signed May 7, 2015 is
attached and incorporated herein as Exhibit 20. A copy of the E-2 signed July 30, 2015 is
attached and incorporated herein as Exhibit 21.

In the E-2s, Ms. Quinlan documents that you demonstrated several performance issues
and deficiencies. Among other things, she notes that:

o When she arrived at Smyrna at 9:30 a.m. on March 25, 2015, you were “writing up
an observation and pulling data together for an ARC meeting scheduled for 10:00.”
As 0f 9:53 a.m., you were still continuing to work on the observation. You struggled
to reach the parent for the conference, and only did so after asking an ECE teacher
to go to the office to find more telephone numbers from the student’s records. You
were unprepared for the meeting. Based on the above, Ms. Quinlan stated that you
were “not prepared for the ARC meeting,” your documents for the meeting were
“not organized,” and “prioritizing and time management [were] still a problem.”

¢ You failed to meet the expectation of updating Behavior Incident Logs and Infinite
Campus referrals within 24 hours of the time of a reported incident. Your white
board chart indicated there were at least 6 “past due” evaluations.

e You failed to monitor and remain in the cafeteria from 10:50 a.m. - 1:00 p.m. each
day. Principal Stith and students reported that you still failed to come into the
cafeteria regularly.

e On May 5, 2015, you failed to follow Principal Stith’s directive “to assist the 3rd
grade teacher with her instruction.” You sat in the back of the teacher’s classroom,
did not interact with the students, and did not assist the teacher with instruction
or monitoring. Instead, you were too busy “multitasking” - i.e., completing student
observations that were past due.
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e AsofMay5, 2015, ECE deadlines were still not being met. You had “not utilized the
additional administrators Dr. Stith [had] assigned to help [you] complete tasks.”

¢ You failed to follow proper procedure for requesting appropriate leave, thereby
failing to support Principal Stith and leaving her in a position where she was i
required to take over many of your assigned tasks. Moreover, your absences place
a hardship on the staff and demonstrate a lack of dependability.

¢ As of July 30, 2015, you were still demonstrating “lack of organization, initiative,
lack of communication skills . . . and lack of ability to turn in important
information, plans and schedules in a timely manner.”

10. Ms. Christine Deely also held three conferences with you to discuss her observations of
your job performance. For each conference, Ms. Deely filled out a Form E-2 Performance
Evaluation Observation/Conference Summary. A copy of the E-2 signed April 15, 2015 is
attached and incorporated herein as Exhibit 22. A copy of the E-2 signed July 22, 2015 is
attached and incorporated herein as Exhibit 23. A copy of the E-2 signed August 7, 2015 is
attached and incorporated herein as Exhibit 24.

In the E-2s, Ms. Deely documents that you demonstrated several performance issues and
deficiencies. Among other things, she notes that:

e On April 2, 2015, you held an ARC meeting in the GCC’s room, which has “teacher
names with each student’s progress card place in colored sections.” This was a
“confidentiality breach, as parents [could] view student progress cards.”

e Your dry erase board, which should have been utilized to track progress on ECE
meetings, merely contained student initials and had “past due” written by some. It
needed “more extensive notations” in light of the deficiency document’s concerns.

e On April 2, 2015, when you were asked if you had documents demonstrating
progress on concerns noted in the deficiency document, you said that you had
nothing for Ms. Deely to review. Ms. Deely noted that it was “concerning” that you
were unable to share any documentation of your progress toward improvement
and “especially concerning” that with the upcoming April 15, 2015 deadline for
documentation of teacher observations on EZs, you had “no E2s summarizing
observations.. . available for review.”

e OnJuly 17,2015, at 8:30 a.m., you were preparing for a 10:00 a.m. meeting. At 9:55
a.m., you were making copies for the meeting. Ms. Deely noted that your “[p]rior
preparation for meetings continues to be a concern.”

Further, in the E-2s completed by Ms. Deely, expectations for improvement were outlined.

11. In addition to these meetings, three additional deficiency committee meeting conferences
were held. On April 15, 2015, you met with Principal Stith, Ms. Quinlan, Ms. Deely, and Mr.
Pinnick. As a result of this meeting, a Form E-2 Performance Evaluation Observation/
Conference Summary was completed by Ms. Deely, a copy of which is attached and
incorporated herein as Exhibit 25. Ms. Deely noted that while you had requested that you
be linked with another Assistant Principal serving as an ARC chair, and while you were
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notified of such a person on March 18, 2015, you had failed to utilize this resource. In
addition, Ms. Deely noted that you had failed to meet the deadline for completing E2
documentation of observations and obtaining teacher signatures. You also admitted that
you had not updated your dry erase board to better track due dates. While you stated that
you were up-to-date on the submission of Behavior Intervention Logs, Principal Stith
noted that upon her review, there were at least 40 that needed to be updated. Ultimately,
the evaluators discussed with you their “on-going concerns regarding [your] ability to
complete tasks and meet deadlines.” They reminded you that the meetings were your
“opportunity to share [your] growth and evidence” - and you were advised that by
“waiting until the final day to conference with . .. teachers, [you were] now in a situation
where [you] were unable to meet the deadline or complete a crucial step in completing
annual observations on teachers.” You were advised that “on-going problems with time
management, systems, and organizational skills persist” and “must be addressed.”

12.0n July 14, 2015, you again met with Principal Stith, Ms. Quinlan, Ms. Deely, and Mr.
Pinnick. As a result of this meeting, a Form E-2 Performance Evaluation Observation/
Conference Summary was completed by Ms. Deely, a copy of which is attached and
incorporated herein as Exhibit 26. Ms. Deely noted that during the meeting, you were told
that while you were on leave, Principal Stith “discovered that the required entries had not
been made by [you] into CIITS.” There had been “no communication from [you] . .. stating
that the task was not completed.” Further, while you stated that teacher observations had
been completed, you admitted that E2 conference summaries and summative evaluations
were not completed. In addition, Ms. Deely noted that Principal Stith discussed your “lack
of communication in seeking clarification on assigned tasks.” When asked why you
repeatedly failed to complete paperwork on time, your only response was that you did not
feel as if you had the time to complete all your assigned tasks. “A lack of prior preparation
for meetings was discussed as a cause of inefficient time usage.” Ms. Deely noted that your
“[tlime management and organization continue[d] to be areas of concern.” Expectations
were outlined and suggestions for improvement were given.

13. On August 7, 2015, you again met with Principal Stith, Ms. Quinlan, Ms. Deely, and Mr.
Pinnick. As a result of this meeting, a Form E-2 Performance Evaluation Observation/
Conference Summary was completed by Ms. Deely, a copy of which is attached and
incorporated herein as Exhibit 27. Ms. Deely noted that while you stated the ECE process
would run more smoothly for the 2015-2016 school year due to “new systems and
procedures in place,” “little or no evidence was provided of systems or new procedures or
communication set-up.” Further, while you referenced the ARC meeting schedule, you told
the evaluators that you had not blocked out times on your calendar due to meetings not
being held in a timely manner in 2014-2015. When Principal Stith asked to see documents
indicating that parent contacts were logged into Infinite Campus, no documentation was
provided. Ultimately, the evaluators “expressed concern that little documentation was
provided during [the] meeting to demonstrate how [you had] addressed the areas noted
in the Notice of Significant Deficiencies.”

14, On August 10, 2015, Principal Stith completed a Form A.1-AP Administrator Performance ;
Evaluation, recommending that you be reassigned. The Evaluation was based on several
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observations, including those on: August 13, 2014; October 9, 2014; December 10, 2014;
January 7, 2015; March 4, 2015; April 14, 2015; July 13, 2015; July 28, 2015; and August 5,
2015. A copy of the Evaluation is attached and incorporated herein as Exhibit 28. In the
Evaluation, Principal Stith rated your performance as “Marginal” in seven categories. She
also rated your performance as “Fails to Meet Standards” in eleven categories. Only two
categories were marked as “Meets Standards,” zero categories were marked as “Exceeds
Standards,” and one category was marked as “Not Applicable.”

Specifically, regarding “Instructional Leadership,” Principal Stith stated your performance
was “Marginal” in the categories of: (1) providing leadership to the development of local
school goals and objectives to guide instruction and to the implementation of District
programs; (2) promoting ongoing staff development and managing the formulation and
implementation of staff development and training programs to improve instruction; and
(3) communicating standards of expected performance. Likewise, Principal Stith stated
your performance “Fails to Meet Standards” in the following categories: (1) providing for
management of instruction; (2) effectively implementing evaluation strategies oriented
toward improvement of instruction; (3) providing leadership for positive educational
change; and (4) participating in activities to accomplish instructional goals.

Regarding “School Management,” Principal Stith stated your performance was “Marginal”
in the categories of: (1) providing for effective and efficient day-by-day operation of the
school; and (2) demonstrating effective oral and written communication skills. Likewise,
Principal Stith stated your performance “Fails to Meet Standards” in the categories of: (1) .
promoting and maintaining a positive school climate; (2) establishing and maintaining
effective discipline in the school; (3) demonstrating effective problem-solving and
decision-making skills; and (4) demonstrating effective organizational skills.

Regarding “Interpersonal Relationships,” Principal Stith stated your performance was
“Marginal” in the categories of: (1) demonstrating positive interpersonal relationships
with staff; and (2) demonstrating positive interpersonal relationships with parents and
the community. Principal Stith stated your performance “Fails to Meet Standards” in the
category of demonstrating positive interpersonal relationships with other administrators.

Regarding “Professional Responsibilities,” Principal Stith stated your performance “Fails
to Meet Standards” in the categories of: (1) implementing the policies and procedures of
the District and other regulatory agencies; and (2) demonstrating a sense of professional
responsibility.

In the Evaluation, Principal Stith also noted that there was “no evidence that [you had]
achieved [your] growth plan goals.”

15. Further, on August 10, 2015, the Director of Labor Management & Employee Relations,
Robert Tanner, wrote you a letter advising you that you were “temporarily reassigned
from your duties as Assistant Principal at Smyrna Elementary pending review and final
personnel decisions.” You were advised that you would be “contacted regarding any
employment related decisions.” A copy of Mr. Tanner’s August 10, 2015 letter is attached
and incorporated herein as Exhibit 29.

Your prior record with the District includes the following:
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16.0n May 1, 2010, Farryll Brown, the Principal at the Brook-Dupont, completed a Form A.1-
AP Administrator Performance Evaluation regarding your performance. A copy of the
Evaluation is attached and incorporated herein as Exhibit 30. In the Evaluation, Principal
Brown rated your performance as “Marginal” in the following categories: (1) promoting
and maintaining a positive school climate; (2) demonstrating positive interpersonal
relationships with staff; (3) demonstrating positive interpersonal relationships with other
administrators; and (4) demonstrating a sense of professional responsibility. Principal
Brown noted that you needed to “work on building better rapport with teachers and
administrators and finding ways to ensure a positive school environment.”

17.0n June 19, 2014, Jon Cesler, the Principal at Lassiter Middle School, completed a Form
A.1-AP Administrator Performance Evaluation regarding your performance. In the
Evaluation, Principal Cesler rated your performance as “Marginal” in seven categories,
including: (1) effectively implementing evaluation strategies oriented toward
improvement of instruction; (2) providing leadership for positive educational change; (3)
promoting ongoing staff development and managing the formulation and implementation
of staff development and training programs to improve instruction; (4) communicating
standards of expected performance; (5) promoting and maintaining a positive school
climate; (6) demonstrating positive interpersonal relationships with other
administrators; and (7) demonstrating a sense of professional responsibility. In the
Evaluation, Principal Cesler noted that you “must improve in completion of [your]
professional responsibilities” and that “[c]Joncerns [had arisen] . . . regarding the
following: notification of parents following student suspensions, [your] failure to attend
after-school events, such as the 5t grade orientation, and [your] prompt arrival at work.”
A copy of the Evaluation, as well as a copy of your statement regarding the june 19, 2014
evaluation conference, is attached and incorporated herein as Exhibit 31.

A hearing on your demotion has been scheduled for December 17, 2015 at 9:00 a.m. before the
Jefferson County Board of Education. The hearing will be held in the Stewart Auditorium at the
VanHoose Education Center. The hearing on your demotion shall be public or private, at your
discretion. The Board shall hear the case and advise the parties of its decision within five (5)
days from the close of the hearing and shall take official action in the case.

Upon your receipt of this statement of grounds for demotion, you must within ten (10) days, file
with me a written answer. Failure to file a written answer to the statement of grounds within the
ten (10) day time period will relieve the Board of any further obligation to hold a hearing and
will cause your demotion to be final.

S ely,
o JIA

a M. Hargens, Ed.D.
Superintendent



R A s <
R

pmactchg

Human Resources
VanHoose Education Center
3332 Newburg Road
Louisville, KY 40218

August 07, 2015
NICOLE L. TRAVIS

Dear JCPS Employee:

JEFFERSON COUNTY PUBLIC SCHOOLS
Notification of Change

JCPS Employee Number:
SSN:

Seniority Date: (08-04-2003
Work Location: 003W

The following changes have been made to your assignment, personal information, and/or salary placement
effective 08-11-2015. Please check the information below for accuracy. For further understanding or
your JCPS employment information, go to Employee Self Service at http://employee.jefferson.kyschools.us/ess/

ff
R’*"-- FROM TO )
Job Title: ASST PRINCIPAL ELEMENTARY ASST PRINCIPAL ELEMENTARY
Work Location: 087 / SMYRNA ELEMENTARY 003WMATERIALS PRODUCTION
Hourly/Daily/Annual Salary: _53.3440 /| 426.7521 | 91,751.70 53.3440 /| 426.7521 [/ 91,751.70
BU: CERX CERX
Grade (rank) / Step: 11/RANK | / 12 11/RANK 1/ 12
Days / Hours: 215.00 / 8.00 215.00 / 8.00
Position Number: 2000382 2000382
LEAVE OF ABSENCE
Effective Returmn
Type of Leave: Date: —_———  Date:
LAYOFF - DISCHARGE - RESIGNATION - RETIREMENT
Type of Separation: Effective Date:
X -

Comments: EMPLOYEE REASSIGNED FROM 087 TO 003W

Approved By: i éz/i( A { { 2 Z!! Prepared By:dreid2 08/07/2015 14:55:45
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Jefferson Cou
Employee Relations Public Sdbolsnty o
VanHoose Ecucation Center H =
PO Box 34020 Shaping the Future
Louisville, KY 40232-4020
(502) 485-3151
Fax (502) 485-6040

August 10, 2015

Ms. Nicole L Travis

Dear Ms. Travis:

This shall serve to confirm that you are temporarily reassigned from your duties
as Assistant Principal at Smyrna Elementary pending review and final personnel
decisions.

Effective August 11, 2015, you are to report to Kim Katzman, Supervisor
Materials Production, for temporary, interim assignments. Materials Production
is located at C. B. Young Service Center, 3001 Crittenden Drive.

You will be contacted regarding any employment related decisions.

Sincerely,

Robert Tanner
Director, Labor Management & Employee Relations

RT/dkr
¢ Personnel File

T Stith
K Katzman

www jcpsky.net
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This is to certify that | hand-delivered a letter to
Ms. Nicole Travis from Dr. Donna Hargens.

> W /7)1

Signhature Date

This is to certify that | received a letter from
Dr. Donna Hargens.

el d ;&H\J"" _?/14/15

Signature Date

Please return this form to Rob Tanner, Labor
Management and Employee Relations, VHC.



Summative Evaluation
FORM A.1-AP

Evaluator Recommends

l |
] Retention |
l l
| Reassignment |
| l
| Discharge ]
_ | I
¥
JEFFERSON COUNTY PUBLIC SCHOOLS
ADMINISTRATOR PERFORMANCE EVALUATION
(ASSISTANT PRINCIPALS ONLY)
. — B ) -y
NAME: veele [ ravs LOCATION NUMBER: |33 DATE:
ID #: SCHOOL/SITE NAME: ).\0.5‘5‘ i 7‘e -
—— 1 Y. .
EVALUATOR : TG (e§ [e.— JOB TITLE: A—Sjgs-‘-a.,\-_—\- l/'f. Atina |

DATES OF OBSERVATIONS:

A. PERFORMANCE RATING
The evaluator will assess the employee's job performance on the job performance
standards/indicators by checking the appropriate column as defined below. A summary
statement describing the overall performance on the standard should be included

where indicated. A summary statement MUST be included to explain areas assessed as
marginal or substandard. ’

Not Applicable: The objective does not apply to the employee's job function.
(N/A)
EXCEEDS STANDARD: Employee's performance consistently exceeds the standards and
(ES) administrative objective. The employee demonstrates initiative

and requires minimal supervision.

MEETS STANDARD: Employee's performance meets the standard and the administrative
(MS) objective. The employee follows instructions, accepts
responsibility and requires normal or infrequent supervision.
MARGINAL: Employee's performance is less than the standard expected and
M needs improvement. The employee requires frequent supervision and
direction.
FAILS TO MEET Employee's performance is substantially below expectations and is
STANDARDS : totally unacceptable. The employee rarely agcomplishes the
(FS) objective even with frequent supervision and’ direction.

NOTE: The Professional Growth Plan must include performance areasﬁassessed as marginal.

FORM A.1-AP
(12/2011)



I. INSTRUCTIONAL LEADERSHIP

A. PROVIDES LEADERSHIP TO THE DEVELOPMENT OF LOCAL
SCHOOL GOALS AND OBJECTIVES TO GUIDE INSTRUCTION O
AND TO THE IMPLEMENTATION OF DISTRICT PROGRAMS | NA | ES | MS.| M | FS |

B. PROVIDES FOR MANAGEMENT OF INSTRUCTION | NA | BS |'_Mfs | M| Fs |

C. EFFECTIVELY IMPLEMENTS EVALUATION STRATEGIES o
ORIENTED TOWARD IMPROVEMENT OF INSTRUCTION | N | ES . MS | M | FS |

)
\

D. PROVIDES LEADERSHIP FOR POSITIVE EDUCATIONAL 7
CHANGE INAlzslys\,lulfsl

E. PROMOTES ONGOING STAFF DEVELOPMENT; MANAGES THE
FORMULATION AND IMPLEMENTATION OF STAFF
DEVELOPMENT AND TRAINING PROGRAMS TO IMPROVE
INSTRUCTION | NA | E

s | \Mﬁ | ™| Fs|
F. COMMUNICATES STANDARDS OF EXPECTED PERFORMANCE | NA | ES |/MS | M | FS |
G. PROVIDES LEADERSHIP FOR APPROPRIATE CURRICULUM AND
ORGANIZES AND MANAGES STAFF, STUDENTS, PROGRAMS AND s
ACTIVITIES TO ACCOMPLISH INSTRUCTIONAL GOALS | NA | ES [\Ms | M| Fs |
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II. SCHOOL MANAGEMENT

A. PROVIDES FOR EFFECTIVE AND EFFICIENT DAY-BY-DAY

OPERATION OF THE SCHOOL | Ma | ES | | M| Fs |
B. ENSURES THAT SCHOOL PLANT AND FACILITIES ARE . \

CONDUCIVE TO A POSITIVE LEARNING ENVIRONMENT ( NA | ES |[MS/| M| Fs |



C. ENSURES EFFICIENT MANAGEMENT OF BUILDING-LEVEL /,/“--
FISCAL RESOURCES | Na | ES |ku‘s! N

M| FS |
D. PROMOTES. AND MAINTAINS A POSITIVE SCHOOL CLIMATE | NA | ES |(u_s_,| M| FS |

E. ESTABLISHES AND MAINTAINS EFFECTIVE DISCIPLINE IN ,/".
THE SCHOOL | NA | ES |'LM§'| M| FS |

%

F. DEMONSTRATES EFFECTIVE ORAL AND WRITTEN ;
COMMUNICATION SKILLS V | NA | BS |€/| M| F8 |

G. DEMONSTRATES EFFECTIVE PROBLEM-SOLVING AND ’
DECISION-MAKING SKILLS | NA | ES | | M| ps |
H. DEMONSTRATES EFFECTIVE ORGANIZATIONAL SKILLS | NA | BS |(Ms ' M| FS |

| SUMMARY STATEMENT:
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N
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III.  INTERPERSONAL RELATIONSHIPS

A. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS

WITH STUDENTS |NA|ES|@]M|FS|

B. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS 6‘\,
WITH STAFF |m|zs|_\s)’|u|1='s|

C. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS
WITH OTHER ADMINISTRATORS




D. DEMONSTRATES POSITIVE INTERPERSONAL RELATIONSHIPS o
WITH PARENTS/COMMUNITY | Na | BS fMS | M | FS |
1 g

~—
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1v. PROFESSIONAL RBXPONSIBILITIES

A. IMPLEMENTS THE POLICIES AND PROCEDURES OF THE

DISTRICT AND OTHER REGULATORY AGENCIES | NA | EBS [/MS)| M | FS |
//"‘.
B. DEMONSTRATES A SENSE OF PROFESSIONAL RESPONSIBILITY | NA | ES |[(M§/| M | FS |

SUMMARY STATEMENT:
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C. PROFESSIONAL GROWTH PLAN:

A Professional Growth Plan in the performance area of
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D. ADMINISTRATOR BEING EVALUATED MAY RESPOND TO ANY PART OF THE EVALUATION IN THE SPACE
PROVIDED BELOW AND INITIAL THE RESPONSE:

We hereby acknowledge that a conference has been conducted, this evaluation discussed,
and a copy has been provided to the administrator whose signature does not indicate
agreement with the content. In the event the administrator disagrees with this
evaluation, a letter expressing the nature of disagreement may be submitted to Personnel
Services within ten(10) working days of receipt of evaluation with a copy to the
Evaluator. An evaluation may also be appealed to the next appropriate supervisor.

] - ~. ) .
r'"-\(gj;r r’C [ \"J "\&\ 2% \S ‘ /A—l /i'\ L2
Administrator Date
-~ ,
___ 5/ = / /=
. / <
Evaluator — 7" Date 7

Distribution: Personnel File
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Administrator /
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE-OBSERVATION CONFERENCE
POST-OBSERVATION CONFERENCE

ix__ OTHER EVALUATION CONFERENCE

! JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME : Nicole Travis SCHOOL/LOCATION: Smyrna/087
ID#: _ JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION(S): DATE OF CONFERENCE: 3/23/15

A conference was held to discuss Jjob performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

Ms. Travis, assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant
principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to
Ms.|Travis. The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26,
2015. The principal and assistant principal will not meet on Monday April 6, 2015(spring break) and May 25, 2015 (Memorial
Day)). The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form.

The principal reported to the assistant principal that the agenda for the weekly items would be sent to the assistant principal the
Friday before the scheduled Monday meeting. The assistant principal requested that items that were due to the principal on Friday
at 4130 p.m. be moved to Monday. The principal agreed to the deadline change and noted that items needed to be submitted by
9:3(j a.m. Monday morning. The principal reported to the assistant principal that due to the nature of the material, not all items
could be submitted on Monday at 4:30 p.m. and would be documented in email and/or direct requests to the assistant principal of
the ?eadline date.

L. Verification of Alignment of IEP/BIP Services with Teacher/Student Schedules

The principal reported to Ms. Travis that a special area teacher reported that ECE teachers and

] Ms. Travis did not communicate student IEP goals. The assistant principal reported to the

| principal that she assumed that the ECE teachers met with the staff members to communicate

i IEPs. The principal reported to the assistant principal that the expectation is for the ARC chair to
create a system to document the process that IEPs are communicated to all teachers. There is a

} district verification form required for this process.

The principal submitted an email to ECE staff on 3/23 to identify how they communicate IEP
goals to staff members. The principal reported that once she receives updates from the ECE
teachers that she will sign the verification form.

II. ECE Timelines
The principal reminded the assistant principal that the school needs to meet the district deadline
of having all ARC meetings completed by April 30% unless changed by the school district. The
principal directed Ms. Travis to print the Infinite Campus ECE report to the ECE clerk on 3/23
for the IEP end date and Re-Evaluation end date. Ms. Travis reported that a recent IEP deadline
meeting was missed due to the weather. The principal reminded the assistant principal that ARC




| meetings need to be scheduled in advance so that deadlines are not missed. The principal directed

' the assistant principal to email Todd Elder and/or Mary Beth Irvine to obtain new timelines for
the 60 day ARC meetings. The principal and the assistant principal reviewed ECE schedules.
The principal directed Ms. Travis to have the ECE teachers utilize the same template when
creating the individual ECE teacher schedules. Ms. Travis reported that the ECE team was

, working through planning schedules. The principal reminded the assistant principal that a draft

Ii ECE schedule needs to be submitted to the principal by Friday, May 29t.

1III. Dry Erase Board Update in office for ECE Support Staff

| The principal asked the assistant principal if she consulted with the school psychologist to obtain
input to assist with documentation on identifying forms that need to be completed prior to ARC

f meetings. The assistant principal reported that she did not consult with the school psychologist.

: The principal directed the assistant principal to consult with the school psychologist.

IV. Response to School Psychologist/Requested status by March 12, 2015
The assistant principal reported that she did not complete the observations from the email on
March 12, 2015 from the school psychologist. The principal reminded the assistant principal that
behavior observations needed to be completed in a timely manner to meet ARC timelines.

V. Teacher Observation/Evaluation Schedule — Completed observation schedule and copies of

| E2s/scripted notes

The assistant principal submitted scripted notes from eight teacher observations. The assistant
principal asked the principal how to document the information in CIITS. The principal directed
the assistant principal to refer back to the TPGES notes and training. The principal advised the
assistant principal to document the scripted notes in Word or on the notepad in CIITS.

|
V1. Referral data (Infinite Campus)
| Ms. Travis reported that she did not complete Infinite Campus behavior referral data for
! Wednesday, March 18, 2015 to Friday, March 20, 2015. The principal verified this in Infinite
! Campus.

VII.  Follow-up on BILs in Infinite Campus
i| Ms. Travis reported that she did not complete the administrator follow-up in Cascade for
. Behavior Incident Logs (BILs) for Thursday, March 19 and Friday, March 20.

VIII. Weekly Communication Log
Ms. Travis provided a communication update for the week of March 16-March 20.

IX. Professional Growth Plan and Reflection Form
The principal reviewed the professional growth plan form and received the second self-reflection
form that Ms. Travis completed. The principal resubmitted the email that was sent to the assistant
principal on August 9, 2014 and on March 23, 2015.

X.. Transportation
~ The principal reviewed transportation deadlines with the assistant principal.



X1. Other by Stith

The principal reminded the assistant principal that ECE teachers need to commumcate IEPs to
teachers and to create a system that documents verification.

XII.  Other by Travis
The assistant principal asked the principal how to utilize the ECE clerk when the ECE clerk has
scheduled meetings. The principal provided the assistant principal suggestions such as calendar
upkeep and ECE folder organization.

i

|

\IXIII. Review of March 16, 2015 Follow-Up Number 1 meeting on E2

| The principal reviewed the E2 from the conference on March 16 with the assistant principal. The
'| assistant principal signed the form.

As aresult of this conference, concerns continue regarding Ms. Travis’s ability to complete tasks in a timely manner, correctly,
and to meet deadlines. Specific directives from the Notice of Significant Deficiency Form A have not been met. It is expected
that Ms. Travis fulfill her duties as assigned and comply with the directives of the Principal.
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL) .

PRE-OBSERVATION CONFERENCE
_ POST-OBSERVATION CONFERENCE

_ % OTHER EVALUATION CONFERENCE

JEFFERSON COUNTY PUBLIC SCHOOLS

: PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME': Nicole Travis SCHOOL/LOCATION: Smyrna/087

ID#%: - JOB ASSIGNMENT: Assistant Principal

DATE; OF OBSERVATION(S): DATE OF CONFERENCE: 3/16/2015

A conference was held to discuss job performance expectations and/or
observation(s) of job performance. The expectations and/or the observation(s)
and the conference are summarized below:

Ms. Travis, assistant principal, requested to meet with the principal weekly after a conference between the principal and assistant

principal was held on March 9, 2015. During the March 9 conference, a Notice of Significant Deficiency Form A was issued to
Ms. TFavis. The principal and assistant principal agreed to meet every Monday at 9:30 a.m. from March 16, 2015 to May 26.
2015.; The principal and assistant principal will not meet on Monday April 6, 201 5(spring break) and May 25, 2015 (Memorial
Day). The principal reported to the assistant principal that the weekly meetings would be documented on an E2 form.

The p)JincipaI reported to the assistant principal that the agenda for the weekly items would be sent to the assistant principal the
Friday before the scheduled Monday meeting. The assistant principal requested that items that were due to the principal on Friday
at 4:30 p.m. be moved to Monday. The principal agreed to the deadline change and noted that items needed to be submitted by
9:30 alm. Monday morning. The principal reported to the assistant principal that due to the nature of the material. not all items
could be submitted on Monday at 4:30 p.m. and would be documented in email and/or direct requests to the assistant principal of
the dedline date.

I. Verification of Alignment of IEP/BIP Services with Teacher/Student Schedules

Ms. Travis submitted the Verification of Alignment of IEP/BIP Services with Teacher/Student

| Schedules form to the principal on Friday, March 13, 2015 at 10:15 a.m. The form was due to
the school district on Friday, March 13, 2015. Ms. Travis included an ECE Case Manager Report
from Infinite Campus along with an ECE schedule created in Excel that showed service minutes
for students and frequency for each teacher.

The principal forwarded an email to the assistant principal on February 9, 2015 that provided
instructions on how to complete the verification form. The principal verified on February 9 that
Ms. Travis received the email.

Ms. Travis reported to the principal that the students who began with Smyrna in January 2015
were not on the schedule that she submitted to the principal. The principal asked Ms. Travis,
“Why were the students not on the schedule that you submitted to the principal?” Ms. Travis
reported that she didn’t update her schedule. The principal asked, “Did you personally go back
and look at the schedules to make sure they matched IEPs?” Ms. Travis reported that she did not
have 4 to 5 students on the schedule that she submitted but that the teachers were providing

, services. Ms. Travis reported that she did not want to appear wishy washy; yet, she did admit

l that student IEPs changed recently and that she was in still in the process of reviewing those




IEPs. Ms. Travis continued to report that she didn’t have the new students who have been
updated in Infinite Campus. Ms. Travis reported that she went through and looked at IEPs to
make sure that they matched the IEP services and that she consulted with both ECE teachers.

The principal asked Ms. Travis if she reviewed service minutes with each IEP with
; teacher/student schedules. Ms. Travis did not provide a response.

The principal reported to the assistant principal that she could not sign oft on the verification
form until all items were reviewed. Due to Ms. Travis’s failure to accurately complete the report
and the impending due date of submission, the principal then assigned the project to a retired
employee who is providing support to Ms. Travis. The retired employee completed the project in
two days.

ll Utilization of Dry Erase Board in office for ECE Support Staff

The school psychologlst recommended to Ms. Travis that she keep an updated dry erase board in
November 2014 in her office to identify the required paperwork that was necessary to move
forward with ARC meetings such as behavior observations, screenings, and signatures on forms.
The school purchased a dry erase board to be placed in Ms. Travis’s office. Ms. Travis began to
complete to put up IEP end dates and re-evaluation end dates on the dry erase board on Monday,
March 16. The expectation is that Ms. Travis will provide the required data requested by the
school psychologist to the ECE support staft such as the ECE consulting teacher and the ECE
Placement Specialist to prepare for ARC conferences. Ms. Travis reported that she is trying to
get as much information together for the school psychologist. The principal directed Ms. Travis
to consult with the school psychologist on the information that was needed to assist support staﬂ
with identifying items that were still needed for ECE meetings.

i
|

1. Response to School Psychologist — Principal Requested status by March 12, 2015

Ms. Travis is expected to make efficient use of time available, prioritize tasks, and meet
deadlines. Ms. Travis did not respond to principal by the deadline date and time of 4:30 p.m.
Ms. Travis responded to the principal on Monday, March 16" at 5:28 a.m.

Ms. Travis reported that she did not complete the observation required.

ly Observation Schedule — Completed observation schedule and copies

Ms. Travis did not provide the principal copies of teacher observation scripting/notes or E2s to
document evidence of completing observations. Ms. Travis reported that she had three teacher
observation scripting/notes on her computer. The principal directed Ms. Travis to submit the
notes during the meeting. The principal did not receive the notes. Ms. Travis provided the
principal a Smyrna Elementary School Evaluation Schedule 2014-2015 which was created by the
principal with handwritten notes of upcoming teacher evaluations. To date, Ms. Travis has not
provided the principal any documentation that she has completed teacher evaluations. Ms. Travis
also reported that she has not included any observations on her Google calendar at this time.

V. Referral data (Infinite Campus)
! Ms. Travis reports that she has not completed the referrals for the week of March 9-13, which
'! were due at 9:30 a.m. on March 16, 2015.
\1]. Follow-up on BILs in Infinite Campus
Ms. Travis reports that she has not completed behavior incident logs for the week of March 9-13.
which were due at 9:30 a.m. on March 16, 2015.



VII. Weekly Communication Log

; Ms. Travis did not provide the communication log to the principal by 9:30 a.m. on March 16.

: Mes. Travis reported that she emailed the principal at 9:50 a.m. The principal received the
document at 9:52 a.m. The principal reported to the assistant principal that the Excel workbook

! should be sorted by date. The principal reported to Ms. Travis that there is only one parent phone

call on the communication log for 2015 and it is on January 22, 2015. Ms. Travis reported that

| she has not updated the communication log.

Vl I1. Professional Growth Plan and Reflection Form
’ The principal reminded that assistant principal that items needed to be received by Monday 4:30
p.m. on March 16.

IX. Other/Stith — Transportation
The principal reminded Ms. Travis that one of her primary responsibilities was transportation.
The principal provided a copy of the Elementary Transportation Checklist for April — June 2015.
Elementary Transportation Checklist 2015 First Day/Weeks, Elementary Transportation
Checklist 2015 July through 1% day and copies from Google Calendar of transportation updates.
The first item for completion is to prepare (through SAS system) and send home a Welcome
Letter on school letterhead. This requirement is due on March 23, 2015.

X. Other - Travis

Ms. Travis reported that copies of acknowledgement forms are not in the ECE blue folders. The
principal reported to Ms. Travis that the acknowledgement forms should be in all ECE folders.
The principal directed Ms. Travis to have all acknowledgement forms in the ECE folders by
Friday, March 20 at 4:30 p.m. '

Asa rFsult of this conference, concerns continue regarding Ms. Travis's ability to complete tasks in a timely manner. correctly.
and to'meet deadlines. Specific directives from the Notice of Significant Deficiency Form A have not been met. It is expected
that Ms. Travis fulfill her duties as assigned and comply with the directives of the Principal.
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CHECK APPROPRIATE ITEM FORMATIVE EVALUATION
FORM E-2 (ASSISTANT PRINCIPAL)

PRE-OBSERVATION CONFERENCE
POST-OBSERVATION CONFERENCE

K OTHER EVALUATION CONFERENCE
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JEFFERSON COUNTY PUBLIC SCHOOLS

PERFORMANCE EVALUATION OBSERVATION/CONFERENCE SUMMARY

NAME: Nicole Travis SCHOOL/LOCATION: Smyrna Elem. / #087
ID#: - JOB ASSIGNMENT: Assistant Principal
DATE OF OBSERVATION (S): DATE OF CONFERENCE: 3/12/2015

A ¢conference was held to discuss Jjob performance expectations and/or
obsgrvation(s) of job performance. The expectations and/or the observation(s)
and [the conference are summarized below:

Ms. [Travis was issued a Notice of Significant Deficiency on March 9, 2015. This E2
serves as documentation of the first committee meeting in the process. Present for
the meeting: Nicole Travis, Tiffany Stith (Principal), Ben Pinnick (Peer Support),
Susan Quinlan (JCPS Administrator and Evaluator), and Christine Deely (JCPS

Admﬁnistrator and Evaluator).
|

The | eeting began with a review of the concerns as noted in the Significant Deficiency

Notilce. The Principal gave an overview of the division of responsibilities,
specdifically in reference to the school’s ECE program. Ms. Travis serves as the school
SBARC chair.

Spedific concerns are detailed in the Notice of Significant Deficiency, which will be
utilized throughout the process. The team discussed and summarized concerns with the
goal of pinpointing areas for improvement in which the committee members will provide
support. Identified priority areas for improvement were noted as: meeting deadlines,
efficient scheduling, completion of duties as directed by the Principal, completion of
required documentation, follow-through, and collaboration with district personnel and
all stakeholders to complete goals. Also, concern is noted in Ms. Travis's
communication skills with stakeholders and the Principal.

Ms. Travis asked that Friday deadlines for submission of documents, as directed in the
Notice of Significant Deficiency, be moved to Monday morning. The Principal agreed to
this change, with the agreement that Ms. Travis would submit her documentation by the
9:30| a.m. weekly Monday meeting that is to be held between the Assistant Principal and
Pringipal.

Ms. [fravis then discussed her work in the school and how she feels that processes and
procgdures are improving. She is learning to manage her time and has an action plan.
She has received the initial ARC training (twice), and the second level training. She
agreed that time management is an issue for her. Ms. Travis asked that an AP that
serves as SBARC chair be identified to serve as a resource. Christine Deely will
follow up with that request.

Leading into the Significant Deficiency, Ms. Travis had received E2s outlining
expectations on 7/14/14, 9/12/14, 10/9/14, 12/11/14, and 1/9/15.




Roles of committee group members were discussed. Ben Pinnick will serve as Peer
Support and will meet individually with Ms. Travis throughout the process. He will
keep documentation of their work together (dates/times/topics/follow-up/next steps).
The documentation will not be utilized in determining the final action in the process.

Susén Quinlan and Christine Deely will visit the school periodically throughout the
pro¢ess to observe Ms. Travis as she fulfills her daily duties and to view
doctmentation of her work in addressing the deficiencies. The Assistant Principal E2
will be used to document these visits. At the end of the twelve week period, they
will make a recommendation to Ms. Stith regarding their evaluation of Ms. Travis’s
wor*.

l
Tif'any Stith will document on-going work with Ms. Travis through the Assistant
Principal E2. Ms. Stith will serve as the primary evaluator throughout the process
and | in the final determination or recommendation on the outcome of the deficiency
prodess. If demotion or termination is recommended, the recommendation will be
forQarded to the Superintendent for final action.

Three committee meetings were set for the balance of the twelve week deficiency
perﬁod. They are to be held on 4/15/15 and 5/11/15 at 1 p.m., and on 6/10/15 at 3:30

p.m.
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Formative Evaluation

Form A
JEFFERSON COUNTY PUBLIC SCHOOLS
PROFESSIONAL STAFF PERFORMANCE EVALUATION
NOTICE OF SIGNIFICANT DEFICIENCIES
NAME: _Nicole Travis SCHOOL/LOCATION: Smyma/087
D# -__ YRS. OF SERVICE: DATE:  _3/9/2015
JOB Tl'}:‘LE: Assistant Principal SUPERVISOR: Tiffany L. Stith

Defi clencxes in your work performance have been observed. You are hereby notified that a Comprehensive Professional Staff
Performance Evaluation will be conducted according to procedures established for effecting such evaluations. The following
deficiencies in work performance have been identified which may be grounds for non-renewal or termination of contract if not
satisfactorily corrected:

. Instructional Leadership: Ms. Travis fails to meet this standard due to her failure to complete crucial
ECE documentation and schedule meetings as directed. Ms. Travis has not completed teacher
observations or completed documentation of those as directed by the principal. The principal has
assigned additional administrators to the building to address the problems arising from Ms. Travis’s
failure to complete tasks. The principal has assigned a retired counselor, ECE Specialist, and ECE

- Consulting teacher to support Ms. Travis with ECE documentation.
| a. Ms. Travis does not update the behavior incident logs in Cascade on a regular basis as directed.
'b. Ms. Travis serves as the school’s primary ARC Chair. The principal directed Ms. Travis to provide
a copy of the ECE schedule for the entire year. The ECE clerk provided a copy on Tuesday, January
27. The ECE clerk took on the task of completion of the schedule and Ms. Travis submitted the
schedule to the principal. Rather than completing the task on her own, as directed, Ms. Travis
designated the task to the ECE clerk. Although the clerk is responsible for day-to-day scheduling,
~ the yearly schedule is an administrator’s responsibility.
c. Ms. Travis was directed to complete instructional observations of designated teaching staff members.
Ms. Travis was directed to provide copies of teacher observations by November 30, 2014. Ms.
Travis has not provided copies of teacher observations to date.

d. ECE deadlines have been missed despite outside support. Adherence to deadlines is crucial in

compliance with providing services to students.

Expectations: Ms. Travis will complete all assigned tasks as required of her role as ARC
chairperson. Ms. Travis will complete instructional observations as directed and complete
required forms and documentation. Ms. Travis will demonstrate instructional leadership in her
administrative role.

II. School Management: Ms. Travis fails to meet the expectations of this standard due to her failure to
document crucial administrative tasks. She has failed to collaborate with staff in addressing i



II.

behavior concerns and has failed to track incidents in order to analyze the data and formulate
solutions. Ms. Travis fails to consistently monitor and supervise in the cafeteria as directed. Ms
Travis does not prioritize and is not organized for task completion.

a. Ms. Travis was directed to provide a weekly communication log concerning student/parent
issues in electronic form. Weekly communication logs have not been submitted to the
principal as directed.

b. Ms. Travis has not developed an action plan for students who have received more than two
SRT calis as directed in July 2014. Ms. Travis was directed to collaborate with staff
members on completing Functional Behavior Assessments and Behavior Incident Logs.
There is no evidence of this collaboration.

c. Ms. Travis has not documented follow-up to SRT calls in Cascade under the Behavior
Incident Log section under administrator follow-up.

d. Bus suspensions have not been documented in Infinite Campus as directed.

e. Ms. Travis was directed to monitor and remain in the cafeteria from 10:50 a.m. — 1:00 p.m.
with the exception of when ARC meetings, evaluation observations, and/or conference or
district meetings conflict with that time period. Ms. Travis was directed to ask permission

| from the principal if she was not able to monitor in the cafeteria. Ms. Travis does not
i regularly monitor the cafeteria and meetings are not included on her calendar.
f. Ms. Travis does not provide weekly ECE status reports as directed.

|
|
|
|
|
|
i
|
|
|
|
I
|

Expectations: Ms. Travis will complete and provide a weekly communication log to the school
principal each Friday by 4:30 p.m. Ms. Travis will support teachers by assisting and
collaborating with teachers on Functional Behavior Assessments and Behavior Incident Logs. Ms.
Travis will update Behavior Incident Logs and Infinite Campus referrals within 24 hours of the
time of an incident reported. Ms. Travis will document bus suspensions in Infinite Campus. Ms.
Travis will monitor the cafeteria each day from 10:50 a.m. — 1:00 p.m. Ms. Travis will
communicate with the principal to obtain permission to not monitor the cafeteria if she has a
icheduled ECE and/or district meeting. Ms. Travis will provide weekly ECE status reports to the
yrincipal.

Interpersonal Relationships: Ms. Travis fails to consult school and district supports in order to solve

student issues related to ECE and in prioritizing day to day tasks.

a. Despite have the assistance of additional ECE staff, Ms. Travis has failed to collaborate with this
staff to overcome her inefficient management of ECE paperwork, deadlines, and scheduling.

b. Ms. Travis has not collaborated with school staff members or families to address severe behavior
concerns of specific students. Ms. Travis must utilize a team approach and demonstrate
interpersonal skills in collaborating with various stakeholders in this endeavor.

¢. Ms. Travis does not communicate effectively with the principal regarding school-related matters.
She left the building for a non-critical task on a day in which the principal was out. She has
asked for scheduled, designated time during the school day to complete paperwork;
administrators are expected to work outside of the school day on task completion and to be
available to students, parents, and staff during the work day.

|

Expectatlons Ms. Travis will consult with the ECE Placement Specialist and/or ECE Consulting
teacher to meet ECE policies and procedures. Ms. Travis will create and utilize a schedule to help
her meet school and district timelines. Ms. Travis will request permission from the principal to
leave the school building. Ms. Travis will inform the principal and other appropriate

2



administrators of school-related matters. Ms. Travis will answer parent phone calls within 24
hours.

IV., Professional Responsibilities: Ms. Travis fails to support, follow, and implement district policies and
procedures and regulations for ECE. As stated in Standards I, II and III, Ms. Travis has not consistently
demonstrated that she carries out her professional responsibilities in an acceptable manner.

Expectations: Ms. Travis will meet ECE timelines and carry out duties in accordance with established job
description.

During the Significant Deficiency process, the principal will serve as evaluator. Two Jefferson County Public School administrators will be
assignedito assist you. At least two conferences will be held between these administrators and you. These conferences will be documented
on the Agsistant Principal E2 form. A summary evaluation (Form A.1 — Assistant Principal) will be completed and recommendation of the
result of the Significant Deficiency process will be made by the principal within 12 weeks of the initial conference.
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User Name: POCONN1 (My Account) | EPSB ID_ EPSB Online Services
You are here: Kentucky Education Centificate inquiry > Educator Profile
Search Nicole Lynn Travis
Forms Libra .
Y Credentials
Certification Codes
District Role Manager - Cred Description Effective Expiration Restricted
Jefferson County To
Reports Do Not Print (00)
Emergency Substitute Online RANK1 [Rank | 08-04-2003 .
Application o )
Cert Issued (30) o | B |
Professional Certificate For {
KG20 |Middle Grades Social |0/ 01-2012 06-30-2017 ;.
Nicole Lynn Travis Studies, Grades 5-9 i
Credentials Professional Certificate For ;
Teaching Exceptional :
Roles kg |Children—Leaming And  |07-01-2013 06-30-2018
Permissions Behavior Disorders, :
- Grades Primary Through
Education 12
Professional Tests Professional Certificate For
- Instructional Leadership - |07-01-2013 06-30-2018
-
raming KP2 Principal, All Grades, Level
Demographics 2
View Application Status Professional Certificate For |, . . .
KSS  |Teaching Social Studies, |0/ -01-2013 06-30-2018 ;—
Grades 8 Through 12 ;

Note: Suspended and revoked credentials are shown with red text with a
strike through line.

Information contained on this page is subject to change, reprogramming, modifications of format, and
availability at the direction of the Education Professional Standards Board (EPSB), and may not at any
particular moment reflect the true status of permissions for a certified educator due to ordinary limitations,
delay, or error in the system's operation.

The EPSB disclaims any warranties as to the validity of the information obtained from this page. The recipient
is solely responsible for verifying information received through cross-referencing the official record in the
EPSB's Division of Certification. The EPSB shall not be liable to the recipient, or to any third party using the
system or information obtained therefrom, for any damages whatsoever arising out of the use of this
application.

Please contact the Division of Certification with any questions on credentials or permissions.

Email DCERT@KY.GOV regarding questions or concerns about any of the
data displayed.
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