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PREFACE
The Dover School District in Dover, NH serves approximately 4,200 students, 360 professional,
and 170 paraprofessional staff supporting five schools: Dover High School and Regional
Technical Center, Dover Middle School, Garrison Elementary School, Horne Street School and
Woodman Park School.
Quality professional development focusing on student success and achievement requires the
establishment of a learning environment serving both the adults in schools as well as the
students. A quality learning environment espouses that learning is a lifelong activity, and in that
spirit, adults in schools must model and share their learning as part of a teaching-learning
relationship with students.
The expectation of Dover’s Professional Development Master Plan is that educators will work
collaboratively with peers to develop deeper understandings of learning and its impact to student
achievement. All educators will work on a continuous, systematic approach to create an area of
inquiry with student achievement at its core; make and implement the plan that embeds
professional development as a teaching/classroom activity; collect and assess data
collaboratively; and evaluate and share their learning to a larger audience.
In one of 16 key research findings in the National Staff Development Council’s report entitled,
Professional Learning in the Learning Profession: A Status Report on Teacher Development in
the United States and Abroad, they found that “While teachers need substantial professional
development in a given area (close to 50 hours) to improve their skills and their students’
learning, most professional development opportunities in the U.S. are much shorter.” The report
also points out that collaboration amongst teachers and embedding their professional
development into their classroom experience were essential to their growth as a learner and
teacher.
Dover currently has major curriculum initiatives in math, language arts and writing across the
curriculum to address the new Common Core State Standards that will be assessed beginning in
2014-15. Additionally, there are emerging initiatives with STEM, social studies, RTI, and all the
associated integration of technology needs that align. It is the intent that this master plan will
allow staff to integrate their personal growth and professional development with current and
future district/school initiatives through a collaborative process with colleagues classroom
experience, reflection, and analysis.
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DOVER SCHOOL DISTRICT
5 YEAR ACTION PLAN
2010 – 2015
Mission: Strengthening our community by educating every child, every day!
Vision 2010-2015: Teachers and students will be held accountable to a standard of excellence,
emphasizing collaboration, innovation and best practices in teaching and learning.
______________________________________________________________________
Goals 2010- 2015:
I.

Curriculum
All students will be provided with aligned, rigorous and research-based instructional
materials to prepare them for the twenty-first century learning, and post secondary
opportunities.

II.

Instruction
All educators will partner with colleagues to create an instructional climate that values
coaching, modeling and a collaborative culture to improve teaching practices.

III.

Assessment
All educators will use assessment information to improve achievement of all students.

IV.

Environment
Educators, students and parents will partner to create a positive, engaging and safe school
environment.

V.

Technology
Teachers and students will use technology to enhance learning.

Adopted by the Dover School Board on April 12, 2010
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ASSESSMENT




Raise the achievement level for all students.
Close the achievement gap for SES and Special Education sub-groups.
Develop a systematic process of monitoring progress at the classroom, building, and
district levels to maximize student achievement.

CURRICULUM


Establish full curriculum alignment to include:
• Awareness of revision cycle process and duties of Curriculum Planning Council
• Scope and sequence K-12
• Sound transitions between grades and between schools
• Adequate resources for sustainability and professional development

INSTRUCTION




Target professional development for new and veteran teachers on best practices, through
coaching and modeling.
Stress importance of cross curriculum applications of content.
Create collaborative teams focused on teaching and learning.

ENVIRONMENT




Enhance sense of community through a positive, engaging school climate.
Increase quality, frequency and consistency of parent involvement and communication
strategies.
Increase opportunities for students to explore and pursue post-secondary options.

TECHNOLOGY


Pursue options to increase technology infrastructure, capacity, and integration.

3

SECTION I – STATEMENT OF PURPOSE
The purpose of the professional development master plan in the Dover School District is to
increase educators’ knowledge and expand their professional skills in order to improve the
learning experiences of students by acknowledging their varied needs, both in their learning
styles and development. Professional development is driven by data from student assessments,
and helps educators meet the performance and improvement goals of the district and its schools.
This Master Plan outlines the means by which educators in the Dover School District will
improve our professional capacity, while satisfying the New Hampshire requirements for
recertification.
The plan provides for professional learning teams whose goals are based on the improvement
goals of the school and district. We believe that high quality and effective professional
development relies on the evaluation of data and other information concerning student learning.
Educators are required to implement research-based educational practices in their teaching and
apply knowledge of learning. Collaboration is expected in the establishment of goals, the
activities used to meet these goals, and in both the informal and formal assessments of the
success of reaching these goals.
Professional development in the Dover School District is based on a job-embedded cycle of
inquiry that guides educators in developing goals, carrying out learning activities, collecting
data, analyzing data, framing or re-framing key issues or questions, and working together to
address these goals through collaborative efforts or field experiences.
Beliefs and Values
This master plan represents the beliefs of the Dover School District and addresses the standards
established by the New Hampshire Department of Education. The plan reflects the School
Reform Initiative Cycle of Inquiry Appendix A) as well as the Learning Forwards Standards for
Professional Growth:
Learning Teams: Professional learning that increases educator effectiveness and results
for all students occurs within learning communities committed to continuous
improvement, collective responsibility, and goal alignment.
Leadership: Professional learning that increases educator effectiveness and results for
all students requires skillful leaders who develop capacity, advocate for and create
support systems for professional learning.
Resources: Professional learning that increases educator effectiveness and results for all
students requires prioritizing, monitoring, and coordinating resources for educator
learning.
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Data: Professional learning that increases educator effectiveness and results for all
students uses a variety of sources and types of student, educator, and system data to plan,
assess, and evaluate professional learning.
Learning Designs: Professional learning that increases educator effectiveness and
results for all students integrates theories, research and models of human learning to
achieve its intended outcomes.
Implementation: Professional learning that increases educator effectiveness and results
for all students applies research on change and sustains support for implementation of
professional learning for long term change.
Outcomes: Professional learning that increased educator effectiveness and results for all
students aligns its outcomes with educator performance and student curriculum standards.
Source: Learning Forward: Standards for Professional Development (p. 23)
The Dover School District believes that professional learning is the link between changes in
educator practice and increased effectiveness and results for student learning and
achievement.
The role of this master plan is to guide the ongoing process of a collaborative professional
learning culture that supports the Dover School District’s improvement plan, goals and
strategies. The improvement in educator professional practice and improved student learning
outcomes will enable our students to be successful lifelong learners in our complex, information
rich, and democratic society.
This plan will assist educators in developing and fulfilling their individual professional
development plans by outlining the specific requirements and options. This plan demonstrates a
commitment to using data for continuous learning and growth of educators. Recertification
becomes a by-product of their growth and commitment.
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SECTION II – PROFESSIONAL DEVELOPMENT COMMITTEE
Membership Description
Who is represented on the Professional Development Committee?
The Professional Development Committee includes a representation of educators, administrators,
a board member, and community members. It is recommended that it be no larger than
necessary. To that end, members of the committee may represent more than one constituency
(i.e., parent/ administrator, teacher/ community member, etc.).
•
•
•
•
•
•
•
•

School Board member
Community Members
Parents
Central Office Administrator
Two Building Administrators
Teacher representatives from different instructional levels
A representative of Curriculum Planning Council (CPC) and Professional Development
Committee
A representative of the technology team

How will members be selected?
•
•
•
•

Teachers are appointed by the Superintendent with recommendations from building
administrators
Administrators are chosen by the administrative team
Community representatives are selected by the administration
School Board member appointed by the Board

How long will members serve on the committee?
Terms of office are for three years.
The committee will elect a chairperson, a vice chairperson, and a secretary annually. The
chairperson will prepare periodic reports of professional development activities and concerns.
The report will be reviewed and approved by the committee and distributed to staff by the
secretary.
One third of the committee will be elected in May each year to begin serving the following
September. No one may serve on the committee for more than two consecutive three-year terms
with the exception of the central office designee. If a vacancy occurs, the committee will request
that the group represented by the resigning member select another representative to fill the
unexpired term.
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Professional Development Committee Roles/Responsibilities
What are the roles and responsibilities of the Professional Development Committee?
The Professional Development Committee will determine if the following strategies are
improving student learning and performance:
•
•
•

Collaborative goal-setting
Student-learning assessment tools
Educator professional development

The Professional Development Committee will formulate and recommend alternative approaches
and revise the plan as needed:
•
•

To address student needs
To enable staff members to continue to grow professionally

Additional responsibilities include:
•
•
•
•
•
•

Data review
Feedback collection and review
Individual support
Approve/Refine PD forms
Approve professional staff certification
Appeals

When, where and how frequently will the committee meet?
•

•
•

The Professional Development Committee will meet quarterly (minimum of twice a year)
with a very focused purpose to discuss and monitor the plan’s implementation, and
make necessary revision/ refinements to the plan and assess the degree to which the
plan accomplishes its stated purpose.
Additional meetings will be added as needed
Sub groups may meet more frequently as needed

Plan Development:
The Master Plan Development Committee, (MPDC) an ad hoc task force of the Professional
Development Committee, the CPC and the Technology Committee, is responsible for continually
monitoring the successful implementation of the processes outlined in the Master Plan under the
direction of the Superintendent in accordance with state statutes and state board rules.
The plan was developed over eight weeks beginning in September of 2011, facilitated by Laura
Thomas of Antioch University New England. The MPDC gathered input from a variety of
constituencies regarding the strengths and challenges of the previous system as well as the
emerging plan and related changes. The MPDC took great care to build this plan in a way that
was respectful of the needs of the current community.
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SECTION III – DATA COLLECTION, INTERPRETATION AND USE
Data Collection:
The Dover School District is committed to student centered approaches to learning that target
individual and collective understanding, growth and proficiency. The following matrix consists
of data sources that the Dover School District uses to measure student and educator progress,
practice and achievement.
Data Interpretation:
Generally, decisions are made using this data, but other data/evidence may be used as well. The
data may vary somewhat from building to building depending on the age and ability of the
students.
Data Use:
The Dover School District is committed to identifying the learning needs of our students. To this
end, our master plan reflects our commitment to analyze and use the data collected though the
system outlined in the following matrix to:
•

•

•

Evaluate students’ performance and identify student learning needs in relation to the: NH
Education, Improvement and Assessment Program, NH Curriculum Frameworks and/or
the Common Core State Standards (CCSS) and expectations set out by the Dover School
District.
Identify, develop and/or revise district/school/individual level goals which target
identified student learning needs and measure of the effectiveness of individual
professional development plans.
Measure the effectiveness of the Professional Development Master Plan in improving
student learning by the Professional Development Committee.

The matrix below represents:
•
•
•
•
•
•

data/information collected and interpreted for decision-making
methods used for collecting data
persons responsible for data collection, dissemination and interpreting the data
schedule for data collection, dissemination and interpretation
the format and manner in which the data will be made available
procedures and timeline for utilizing data/information

Data Sources
Identify the types

Standardized Testing:
NECAP

Collection
Who collects it?
How often?
When?
Fall Annually

Analysis
Who analyzes it?
What is the process?
All staff and
administration
Results are compiled by
the state. Results are
analyzed at the district
level, the admin. level, the

Decision Making
What is the information being used
for? How are results reported and to
whom?
Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
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school level and grade
levels.

Standardized Testing:
PALS K, 1

Fall, Winter, Spring

Results are shared with
parents via hard copies.
Electronic copies are
stored within the district.
K – 2 educators, literacy
facilitators
Results are analyzed and
complied by literacy
facilitators. Results are
shared at the district and
school level, as well as
with grade level staff.

Standardized Testing:
AIMSWEB

Standardized Testing:
PSAT/SAT

January, May

Analyzed results are
shared with parents
during parent
conferences.
Administrators, educators

Annually

Results are compiled and
analyzed electronically by
special educators and are
shared with classroom
teachers, parents and
administrators during
parent conferences and
IEP meetings.
Administrators, educators
Results are compiled and
analyzed by the College
Board.

Standardized Testing:
Advanced Placement Tests

Annually

Individual student results
are mailed/ provided to
parents and students.
General results are shared
with district and staff.
Results are compiled and
analyzed by the College
Board.
Individual student results
are electronically shared
by College Board.

Standardized Testing:
NAEP

Winter

Administrators, educators
NAEP results are
compiled and analyzed at
the Federal level. Results
are shared at the district
and school level.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
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Standardized Testing:
ACCESS

Standardized Testing:
Universal Screener (TBD)

Winter

ESOL Educators

Fall, Winter, Spring

Results are compiled and
analyzed by ESOL
educators and are shared
with administration, staff
and parents at individual
student conferences.
All admin and staff
Depending on screening
tool selected, results may
be compiled
electronically by the
screening company.
Results will be analyzed
at the district level, the
admin. level, the school
level and grade levels.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Results will be shared
with administrators, staff
and parents at student
conferences.
Instructional Program
Data:
Literacy Benchmarks

Fall, Winter, Spring

Instructional Program Data:
Scholastic SRI

Fall, Winter, Spring

District literacy
facilitators collect and
organize data. K – 4
classroom teachers,
reading specialists, math
specialists, literacy
facilitators, special
educators and principals
meet in appropriate
groupings. Literacy
facilitators, reading
specialists and classroom
teachers analyze results.
Student results are shared
during parent conferences
and on report cards.
District literacy
facilitators collect and
organize data. 5 – 8
classroom teachers,
reading specialists, math
specialists, literacy
facilitators, special
educators and principals
meet in appropriate
groupings. Results are
shared with parents
during parent conferences
and on report cards.

Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
growth and development.

Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
growth and development.
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Instructional Program
Data: Literacy Common
Formative Assessment

Up to eight times
per year, depending
on grade level.

Instructional Program
Data: 2 – 6 Numeracy
Assessment

Fall, Winter and
Spring

Instructional Program
Data: Common Exams
grades 7 - 12

Ongoing
throughout year

Instructional Program
Data: District Writing
prompts

October, May

Classroom Assessments:
Running Records
Fluency Rates
Developmental Spelling
Portfolios
Writing Samples
Observations of Student
Performance Projects
Student work

Ongoing throughout
year.

District literacy
facilitators collect and
organize data. Classroom
teachers, reading
specialists, literacy
facilitators, special
educators, ESOL teachers
and principals meet to
analyze and discuss
results. Results are
shared with parents
during parent
conferences.
District math facilitators
collect and organize data.
Classroom teachers, math
facilitators, special
educators, ESOL teachers
and principals meet to
analyze and discuss
results. Results are
shared with parents
during parent
conferences.
Grade 7 – 12 classroom
teachers, math facilitators,
literacy facilitators,
reading specialists,
special educators, ESOL
teachers and principals
meet to analyze and
discuss results. Results
are shared with parents
during parent
conferences.
Classroom teachers,
literacy facilitators,
reading specialists,
special educators, ESOL
teachers and principals
meet to analyze and
discuss results. Results
are shared with parents
during parent
conferences.
Classroom teacher, Title I
tutors, special educators,
ESOL teachers, reading
specialists and literacy
facilitators collect and
analyze student data and
meet regularly to discuss
individual student results.
Individual student data is

Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
growth and development.

Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
growth and development.
Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
growth and development.
Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
growth and development.
Results are generally reported in hard
copy to all professionals involved with
student. Results are used to monitor
student progress over time.
Results are used to individualize student
instruction.
Results are used for program revisions
and development.
Results are used to monitor professional
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Special Education Data
RTI Data
Grade Level Expectations
(soon to be Common Core
State Standard
Expectations)
Student Journals
Unit Tests
Student/Staff Profile
Data:
Attendance Data
Tardy Data
Mobility Data
IEP and RTI Data
504 Plans
PBIS Data
Health Data
Free/Reduced Lunch Data
High School Drop Out
Data
Report Card Data
Homeless Data

Ongoing throughout
the year.

shared with parents as
needed during parent
conference times.

growth and development.

Data is collected within
the school information
system (main office,
nurse, guidance).
Classroom teacher, Title I
tutors, special educators,
ESOL teachers, guidance
counselors, reading
specialists, behavior
specialists, literacy
facilitators, math
facilitators and principals
meet regularly to discuss
individual student data.

Results are generally reported in hard
copy to all professionals involved with
student.
Results are used to determine what nonacademic supports may be needed to
help child be successful in school.
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SECTION IV – PROCESS AND REQUIREMENTS FOR 3-YEAR INDIVIDUAL
PROFESSIONAL DEVELOPMENT PLANS
Individual Professional Development Plans and Goals Required of all Educators
Professional Development Plans
Teachers and administrators certified by the NHDOE are differentiated as beginning or
experienced educators. Individual Professional Development plans are required for all educators
for the purpose of continuous professional growth that supports their current job assignment
and for their recertification.
The certified educators included in this group are:
•
•
•
•
•
•
•
•
•
•
•
•

Superintendents/Assistant Superintendents
Business Administrators
Principals/Assistant Principals/Deans of Students
District Administrators
Special Education Administrators
Directors
Counselors
Social Workers
Teachers
Media Supervisors and Specialists
Any other professional educators
Paraprofessionals

All educators (as defined above) will develop and complete a 3 year individual professional
development plan that uses yearly goals/areas of inquiry that include self reflection and
assessment of student growth.
A. Establishing Individual Professional Development Goals and Personal Areas of Inquiry
The Dover School District values educator self-assessment, goal setting and inquiry; and each
educator’s professional development goals will be phrased as inquiry questions to guide
educators in their professional development. Educators will develop one or more goal/inquiry
questions based on self- assessment (see Appendix E), examination and analysis of student
data/information, and the district or school goals/improvement plans. Educators may choose
to work together in “inquiry groups” based upon shared interest, role, goal, or need. Teachers
with multiple endorsements should consider these when establishing their inquiry question(s)
with their Inquiry Groups.
The Dover School District Staff has three options (individual, collaborative, or hybrid) available
to educators to fulfill the professional development requirements for recertification. Each plan
option follows a three year timeline and requires the following steps outlined below:
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1. Goal Setting/Set Question(s) for Area of Inquiry (August/September)
•
•
•
•

Select one of 3 plans: Collaborative, Hybrid or Independent.
Choose an appropriate area of inquiry
Develop goals/question(s) of inquiry for which evidence will be gathered
Complete three-year Professional Development Plan form

2. Plan Development (September/October)
•
•
•

Submit the plan to an administrator or designee by October 1 and schedule a meeting
with an administrator or designee
Collaborative models submit one plan with all PD Focus Group members attached
Refine, expand, or limit the plan based on feedback

3. Plan Implementation (Ongoing October-March)
•
•
•
•
•

Engage in activities and efforts directed towards area of inquiry/goals
Review research and data
Organize, analyze, and interpret data to inform practice and focus for professional growth
Log all activities on Three Year Professional Development Plan form
Include evidence when applicable (agendas, data, curriculum work, student examples,
etc…)

4. Annual Reflection (March)
•
•
•
•

Complete the reflection questions found in the professional development plan packet
Annual reflective conversation with administrator
Use data to determine the impact of changes in practice
Explore possible adjustments or new information needed

5. Total Performance Evaluation (March – end of year 3 only)
•
•
•
•

Annual reflective conversation with an administrator or designee
Review professional development work/evidence with administrator/designee: plan,
activities log, collaboration, adjustments to practice, impact of adjustments, related data
Discuss how this will impact practice moving forward
Optional - Share /present gained knowledge (appropriate pieces of your work with
appropriate audience)
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Professional Development Goals/Areas of Inquiry
Total Performance Evaluation

For continuing teachers

•
•

•
•

March-May
Complete reflection
questions.
Hold annual
reflection/evidence
conversation with
administrator/
designee.

May/June
Create new
goal/area of inquiry
or;
Continue with
current plan for
year 2 or 3 of
recertification

Summer PD
Opportunities

August/September
• Develop goal/area
of inquiry.
• Complete PD Plan
Form

Goals/area of inquiry are based on selfassessment and district/school-based
goals and areas of focus

Be sure to note any impact of changes
made in practice or adjustments made as
a result of goals/inquiry process.

Develop strategies for
meeting goal/area of
inquiry

September/October
• Share plan with
administrator to
establish how he/she
can best support the
plan.
• Refine as needed.
• Develop strategies
for evidence of
progress.

Ongoing September-May/June
• Engage in activities outlined in
PD plan
• Log activities in PD Plan
Form
• Engage administrator for
feedback as part of classroom
walkthroughs
15

B. The following is an enhanced version of the five steps:
1. Step one: Goal Setting/Set Question(s) of Inquiry
At the beginning of each re-certification cycle or during the first year of hire,
educators will develop at least one goal or question of inquiry to be approved by the
administrator or designee for the successful completion of the educator’s professional
development plan:
A. Define an appropriate area of inquiry that addresses each certification and is based on
criteria defined in the statement of purpose.
Sample areas of inquiry that educators may pursue include, but are not limited to,
the following:
o
o
o
o
o
o

Researching and sharing new communication/teaching strategies
Developing curriculum and subject specific programs/assessments
Organizing and implementing workshops and/or school wide initiatives
Refining skills in the area of technology and web-based instruction
Facilitating the implementation of an action research proposal
Expanding expertise in a specific subject area

B. Develop goals or questions of inquiry. Quality goals/questions are clear, specific,
measurable, and attainable in a set period of time.
C. Goals/questions are established at the beginning of the professional development
process and are reviewed and revised annually.
D. Goals/questions are informed by:
1.
2.
3.
4.
5.
6.
7.
8.

Dover School District Mission Statement and Goals
Competencies and Curriculum
Instructor Standards and Expectations
Learning Walks and Self-assessment (see Appendix E)
Content area
Best practice
Professional experience
Student and parent/guardian data and feedback
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2. Step two: PD Plan Development
The Dover School District has three options available to educators to fulfill the
professional development requirements for recertification.
A.

Select one of the following plans: Collaborative, Hybrid, or Independent.
Educators will work collaboratively with a supervisor to develop a plan that
follows these guidelines.
o Collaborative Plan: Common Goal/Inquiry
The Collaborative option allows a group of colleagues to work together on the
same goal/area of inquiry. This provides the opportunity to share experiences, and
provide support and feedback in the process of enhancing skills and knowledge. It
also allows for a wider scope of research and inquiry as it includes multiple
classrooms and/or disciplines. Examples of collaborative efforts include literacy
development, creating curriculum, or technology exploration. If this option is
chosen, part of the plan proposal should include the defined group of
collaborators and the specific goal/area of inquiry.
o Hybrid Plan: Individual Goal/Inquiry with Collaboration
The Hybrid option is characterized by a group of professionals, each working on
independent areas of inquiry/goals but seeking feedback from a defined group on
an ongoing basis. This allows an individual the ability to explore opportunities of
research or growth in a specific area of inquiry/goal while receiving ongoing
support and feedback from a collaborative group of educators. Appropriate
defined groups for collaboration include, but are not limited to, content areas,
grade levels, committee groups, professional learning communities, and
blog/discussion boards with the group. If this option is chosen, part of the plan
proposal should include the defined group of collaborators and the specific area of
inquiry/goal.
o Independent Plan: Individual Goal/Inquiry
This option allows an individual to pursue an area of inquiry/goal independently.
An individual may choose to receive feedback/support from colleagues as needed.
Educators choosing this plan pursue independent exploration, such as a graduate
program, that is applicable to his or her content area. If this option is chosen, the
plan proposal should include the area of inquiry/goal along with potential
collaborative options, but does not need to define a group for collaboration.

B.

Submit the plan to an administrator at the beginning of a three year cycle or
during the first year of hire (see Appendix B).
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Documentation of Professional Learning:
C.

The development of an activities log documenting job-embedded or formal
professional development addressing their goal/area of inquiry.
Each educator will develop a body of evidence that documents jobembedded and/or formal professional development addressing their goal/area of
inquiry.
2.
Each educator will utilize this method outlined above to provide evidence
of their growth in knowledge of subject or field of specialization and learners
and learning as they relate to their goal/area of inquiry in order to increase
student achievement.
3.
Each educator will document professional learning gained through the
completion of job-embedded and/or formal professional development activities
4.
Each educator will reflect on experience and the resulting professional
learning
5.
Schedule a meeting with an administrator to review the plan proposal
1.

D.

Approval of Professional Development Plans:
Professional Development Plans follow the Dover School District model outlined
in this document. Plans must be approved by the direct supervisor. To secure
approval, educators, in collaboration with an administrator, will do the following.
1.
Educator submits their plan to their administrator in the fall of the first
year of their recertification cycle or the fall of the first year of hire. Review of the
plan is scheduled annually until re-certification.
2.
The administrator and the educator will review goals/question of inquiry,
data, plan for outcome, and determine timeline. The agreed upon plan is signed
by both the educator and the designee and a copy is kept in the educator’s
personnel file.
3.
The educator will have the option to an appeals process for remedying
disagreements between the individual submitting the plan and the individual(s)
with approval authority.
4.
Refine, expand, and/or limit the plan based on reflection and/or feedback
received
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3. Step three: PD Plan Implementation
A. Engage in appropriate professional development activities and efforts directed
towards area of inquiry/goal.
Appropriate Professional Development Activities:
The Dover School District recognizes the value of committing to a variety of professional
development opportunities (internal and external) for its educators, including, but not limited to
the following:
Activity

Example

Evidence

Action Research

Examining one’s own teaching or
Research plan
professional practice and its impact on
Data collection,
students by engaging in a research project in analysis, and
their classroom or work setting (For
interpretation of results
example, measuring the effects of the
implementation of a new program or specific
classroom strategies)
Book Discussion Groups Engaging in a single discussion or a series of Book titles, meeting
discussions about a book or other
dates, attendance lists,
professional publications
discussion notes
Case Discussions and
Examining written narratives or videotapes of Videos or description of
Lesson Study
classroom teaching and learning and
cases, attendance lists,
discussing what is happening, the problems, discussion notes
issues, and outcomes that ensue
Classroom observation
Engaging in conversations about teaching and Dates on which the
process
learning based upon one or more classroom process occurred,
observations
meeting notes,
observation reports
Creating a “product”
Developing some kind of “product.” Products The “product,” a log of
can be something for the classroom, school, activities and time,
or district, such as completing a self study, sources of information
participating in a task force, or creating a new used
form, document, or tool
Critical Friends Groups
Forming a structured, collaborative, collegial Meeting dates,
group approach to examining student work to attendance lists,
improve instruction and generating solutions discussion notes,
to classroom problems
conferences, courses
Curriculum development, Developing new curriculum, creating new
Curriculum documents,
implementation,
instruction units, lessons, materials and
lesson plans, log of
adaptation, revision
strategies, or tailoring existing ones to meet activities and time
the learning needs of students
Collaboratively examining Carefully analyzing student work and
Copies of the student
student work and student products to understand students’ thinking and work which was
thinking, scoring
learning strategies and identifying learning examined, meeting
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assessments
Immersion in inquiry

Independent study

Partnerships

Professional learning
presenter

Professional networks

Study Groups

Courses, seminars,
workshops and
conferences
Grant Writing

needs and appropriate teaching strategies and
materials
Engaging in the kinds of learning that
teachers are expected to practice with their
students (e.g. inquiry-based science
investigations or mathematical problem
solving)
Engaging in study of a specific topic of
interest either on one’s own or as part of a
formal university or college degree program

dates, discussion notes
Materials, logs of
activities, notes

Description of the
study, log of activities,
paper, projects
transcripts, institutes
Working in a collaborative partnership with a Log of activities,
business, industry, university or college with materials, projects,
a focus on improving the educators’
lesson plans
knowledge of content, instructional methods,
and understanding of “real world”
applications of curriculum content and skills
Creating and/or presenting learning
Description of the
experiences for other educators
presentation, copies of
materials, dates, lists of
participants, video or
audio tape of
presentations
Linking educators with one another through Names of participants,
electronic means to explore and discuss
log of contacts, notes
topics of interest, issues of concern, and
experiences in applying new methods in order
to provide support and to identify and address
shared problems
Engaging in a regular and collaborative
Meeting dates, agendas,
interaction with a group of colleagues around discussion notes,
a particular topic or topics (e.g. block
materials
scheduling, cooperative learning, multiple
intelligences, etc.)
Engaging in learning in a formal environment Transcripts, reflections,
potentially leading to an additional degree
sharing of learning
Grants written that required the educator to Copy of the grant and
increase his/her knowledge of issues relating supporting documents
to teaching and learning, may qualify for
professional development (The finished
product, whether accepted or not, should have
an impact on individual professional
growth, SAU/building needs, and/or
improved student learning)
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Mentoring/Coaching

Professional Writing

New Teacher Induction

Serving as a formal mentor/coach for another
educator or participating as a recipient of
formal mentoring/coaching by another
educator
Using writing to share your own professional
learning through both informal and formal
publication
Participating in the formal New Teacher
Induction Program

Meeting dates, agendas,
discussion notes,
materials
Copies of written
documents
Meeting dates,
agendas, discussion
notes, materials

4. Step four: Annual Reflection, Review & Documentation of Evidence of Learning
The intention of the plan is for the educator to regularly be reflecting upon their professional
growth and how it is impacting student learning. The annual review will consist of educators
completing the Annual Review and Reflection Form (see appendix B) and engaging in a
conversation with their administrator, focusing on their professional development work and
activities over the past year as outlined below.
5. Step five: Total Performance Evaluation
•

Approval of Plan Completion:
A. When the educator feels he/she has completed the professional development cycle as
outlined in this plan, the educator will meet with his/her supervising administrator to
share work and evidence of growth. This meeting will take place, no later than April of
the year that the educator’s certification expires. Based on the approved plan, the
educator will review with the administrator the body of evidence demonstrating the
progress toward the completion of the plan.
B. The administrator will determine if adequate progress has been made on the plan. In
the event that more work needs to be done on the plan, the feedback will include a date
for a follow-up meeting to review progress on the items outlined in the feedback.
1. Evidence of progress/results will be reviewed and will be evaluated based on
progress made on the goals set in the educators plan. This may include, but is not
limited to, the following:
a.
b.
c.
d.
e.
f.

Multiple data sources
Observations
Student performance data
Student and parent feedback
Instructor self-assessment
Evidence of collaboration
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C. Professional Development Activities and Evidence
Educators in the Dover School District will engage in high quality job-embedded professional
learning (JEPD), which is defined as professional learning that is:
a. Grounded in day-to-day professional practice and is designed to enhance
educators’ content-specific knowledge of best professional practices with the
intent of improving student learning and achievement.
b. Primarily school or classroom based and is integrated into the workday, consisting
of educators assessing and finding solutions for authentic and immediate
problems of professional practice as part of a cycle of continuous improvement.
c. A shared, ongoing process that is locally rooted and makes a direct connection
between learning and application in daily practice, thereby requiring active
educator involvement in cooperative, inquiry-based work.
d. Aligned with state standards for student academic achievement and any related
district and school improvement goals
(Adapted from Learning Forward)
The value of job-embedded professional learning lies in its transformational power. It has the
potential to contribute to the development of all educators within a school or team by generating
conversations about their professional practice and its impact on student achievement. Jobembedded professional learning taps into and respects the accumulated knowledge of the
professionals engaged in the practice.
Professional learning activities may take place across a variety of environments and structures:
PLC, departments, teams, PD focus groups. Some activities may be completed individually.
Teachers may also participate in traditional learning activities, such as workshops, courses as
well as, conferences. However, such activities must be shown to connect to the educator’s day to
day work, support individual school and district goals, and improve student achievement.
Educators will select one or more of the activities listed below (or another appropriate activity)
to engage in and document their professional learning.
(See Appendix D)
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D. Professional Development Activities and Evidence Chart
Activity

Example

Evidence

Action Research

Examining one’s own teaching or professional
Research plan
practice and its impact on students by engaging in a Data collection,
research project in their classroom or work setting analysis, and
(For example, measuring the effects of the
interpretation of results
implementation of a new program or specific
classroom strategies)
Book Discussion Groups Engaging in a single discussion or a series of
Book titles, meeting
discussions about a book or other professional
dates, attendance lists,
publications
discussion notes
Case Discussions and
Examining written narratives or videotapes of
Videos or description of
Lesson Study
classroom teaching and learning and discussing
cases, attendance lists,
what is happening, the problems, issues, and
discussion notes
outcomes that ensue
Collaborative classroom Engaging in conversations about teaching and
Dates on which the
observation process
learning based upon one or more classroom
process occurred,
observations
meeting notes,
observation reports
Creating a “product”
Developing some kind of “product.” Products can The “product,” a log of
be something for the classroom, school, or district, activities and time,
such as completing a self study, participating in a sources of information
task force, or creating a new form, document, or
used
tool
Critical Friends Groups Forming a structured, collaborative, collegial group Meeting dates,
approach to examining student work to improve
attendance lists,
instruction and generating solutions to classroom discussion notes,
problems
conferences, courses
Curriculum development, Developing new curriculum, creating new
Curriculum documents,
implementation,
instruction units, lessons, materials and strategies, lesson plans, log of
adaptation, revision
or tailoring existing ones to meet the learning needs activities and time
of students
Collaboratively
Carefully analyzing student work and products to Copies of the student
examining student work understand students’ thinking and learning
work which was
and student thinking,
strategies and identifying learning needs and
examined, meeting
scoring assessments
appropriate teaching strategies and materials
dates, discussion notes
Immersion in inquiry
Engaging in the kinds of learning that teachers are Materials, logs of
expected to practice with their students (e.g.
activities, notes
inquiry-based science investigations or
mathematical problem solving)
Independent study
Engaging in study of a specific topic of interest
Description of the
either on one’s own or as part of a formal
study, log of activities,
university or college degree program
research paper, projects,
transcripts, institutes
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Partnerships

Professional learning
presenter

Working in a collaborative partnership with a
business, industry, university or college with a focus
on improving the educators’ knowledge of content,
instructional methods, and understanding of “real
world” applications of curriculum content and skills
Creating and/or presenting learning experiences for
other educators

Log of activities,
materials, projects,
lesson plans

Description of the
presentation, copies of
materials, dates, lists of
participants, video or
audio tape of
presentations
Names of participants,
log of contacts, notes

Professional networks Linking educators with one another through
electronic means to explore and discuss topics of
interest, issues of concern, and experiences in
applying new methods in order to provide support
and to identify and address shared problems
Study Groups
Engaging in a regular and collaborative interaction Meeting dates, agendas,
with a group of colleagues around a particular topic discussion notes,
or topics (e.g. block scheduling, cooperative learning, materials
multiple intelligences
Courses, seminars,
Engaging in learning in a formal environment
Transcripts, reflections,
workshops and
potentially leading to an additional degree
sharing of learning
conferences
Grant Writing
Grants written that required the educator to increase Copy of the grant and
his/her knowledge of issues relating to teaching and supporting documents
learning, may qualify for professional development
(The finished product, whether accepted or not,
should have an impact on individual professional
growth, SAU/building needs, and/or improved
student learning)
Mentoring/Coaching Serving as a formal mentor/coach for another
Meeting dates, agendas,
educator or participating as a recipient of formal
discussion notes,
mentoring/coaching by another educator
materials
Professional Writing Using writing to share your own professional
Copies of written
learning through both informal and formal
documents
publication
New Teacher Induction Participating in the formal New Teacher Induction Meeting dates, agendas,
Program
discussion notes,
materials
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Annual Professional Development Process
Dover School District
Date
August/September

Steps
Goal
Setting/Area of
Inquiry

September/October Plan
Development

Description of Activities
• Develop Goal/area of
inquiry

√

• Complete PD Plan Form
(see appendix B)
• Submit PD Plan to
admin/designee
• Meet to refine plan

Ongoing OctMarch

Plan
implementation

• Engage in activities
directed towards
goal/inquiry
• Log activities on PD Plan
Form (see Appendix B)
(Attach evidence)

March
Annual
Reflection

End of Year 3
(March)

Total
Performance
Evaluation

• Complete reflection
questions (see appendix B)
• Annual reflective
conversation with
admin/designee
• Complete reflection
questions (see Appendix B)
• Review all PD work with
admin for approval of
recertification
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SECTION V – DOCUMENTATION OF PROFESSIONAL LEARNING
High-quality professional learning activities, such as those listed above, must:
•
•
•
•
•
•

reinforce school or district improvement goals
increase student achievement
increase content-area or professional knowledge
increase knowledge of learners and learning
increase their knowledge of best practice
promote continuous improvement

Educators in Dover School District will document professional learning gained through the completion of
job-embedded and/ or formal professional development activities by developing a body of evidence as a
natural, integrated part of their work and learning process rather than an excessive added demand. Evidence to
be collected should include artifacts organically generated through the professional’s daily work thus requiring
that the educators “collect” rather than “create” evidence. Evidence that educators collect should be logged
on an ongoing basis utilizing the forms in Appendix B.
In collecting their evidence, educators should focus on demonstrating their own learning and the impact of their
activities on student learning in:
• the subject or field of specialization and
• learners and learning as they relate to school and district goals in order to increase student achievement
When necessary, brief written explanations may accompany evidence. The collected evidence is not a portfolio,
though teachers may choose to create a portfolio if they wish.
Upon completion of the selected activities and gathering of evidence, educators will document their
reflection on their learning by completing a reflection and have a reflective conversation with an administrator
or designee. This reflection should be used to provide an explanation and interpretation of the collected
evidence. The educator will reflect on the experience and the resulting professional learning for the content
area or field of specialization and how the activity and evidence relate to district and school improvement goals.
Additionally, this reflection should describe the contribution of that learning to the fulfillment of their
individual professional development goals.
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SECTION VI – APPROVAL OF INDIVIDUAL PROFESSIONAL DEVELOPMENT PLANS PRIOR
TO IMPLEMENTATION
Approval of Professional Development Plans:
Professional Development Plans follow the Dover School District model outlined in this document.
Plans must be approved by the direct supervisor. To secure approval, educators, in collaboration with
colleagues, must follow the timeline and process below:
•

•

•

•

Educator submits their plan to their building administrator or designee in the fall of the first year of their
recertification cycle or the fall of the first year of hire. Review of the plan is scheduled annually
throughout the 3-year certification cycle.
The administrator and the educator will review goals/question of inquiry, data, and plan for approval. A
written copy of the agreed upon plan is signed by both the educator and the administrator/designee, prior
to implementation. A copy is kept in the educator’s personnel file.
Evidence of progress/results will be reviewed and will be evaluated based on:
- Multiple data sources
- Observations
- Student performance data
- Student and parent feedback
- Instructor self-assessment
- Evidence of collaboration
- Narrative
Refine, expand, and/or limit the plan based on reflection and/or feedback received

Approval of Plan Completion
When the educator has completed the professional development cycle as outlined in this plan, the educator will
meet with her supervising administrator to share work and evidence of growth. This meeting will take place no
later than the last day of March of the year that the educator’s certification expires. The educator and
administrator will review with the body of evidence demonstrating progress toward completion of the approved
plan. The administrator will determine if the plan has been completed; if adequate progress has been made
toward the completion of the approved plan, or if the educator has not made adequate progress toward the
completion of the plan. If the plan has been completed, the administrator will notify the Superintendent of
Schools in writing that the educator has successfully completed her plan; if the plan is not yet complete, the
administrator will provide the educator with oral and written feedback indicating what needs to be done to
successfully complete the plan. In the event that more work needs to be done on the plan, the feedback will
include a deadline for a follow up meeting to review progress on the items outlined in the feedback.
Appeals Process (see Appendices I and J)
In the case that a disagreement should arise between the educator submitting the plan and the administrator with
approval authority, the first step is for the two to attempt to resolve the disagreement themselves. Although
differences regarding individuals’ professional development are usually resolved informally, there is a welldefined process in place for educators to appeal a disagreement regarding Individual Professional Development
Plans. The steps are as follows:
● The staff member must contact the school administrator in writing within ten (10) working days of the date of
the decision.
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● A meeting is scheduled between the administrator and staff member, to be held within fifteen (15) working
days of the staff member contacting the school administrator in writing, at which time the staff member may
bring whatever information, documentation or resources are needed to support the appeal.
● The school administrator must inform the individual of a decision in writing within fifteen (15) working days
of the staff member/administrator meeting.
● The staff member may further appeal this decision to the Professional Development Committee by requesting,
in writing, a hearing with the committee. This request must be made within ten (10) working days of receipt of
the written decision from the administrator as above. The hearing must be held within fifteen (15) days of the
receipt of the written request for appeal. A quorum, defined as a simple majority, of Professional Development
Committee members must be present at the hearing. No new evidence or information may be presented at this
hearing. However, full discussion of the facts by all parties will precede final deliberations. The school
administrator and the aggrieved educator will be excused from final deliberations and voting. The decision of
the Committee shall represent a majority vote by the members present at the hearing.
● The educator will receive a written decision from the Professional Development Committee within five (5)
working days of the meeting.
Paraeducators (see Appendix H)
All class 4 tutors, defined as those tutors who have who have teacher certification, will follow the same
professional development plan as other professional educators under the Dover School District Master
Professional Development Plan in order to maintain their teacher certification status.
All class 4 tutors who have 4 year college degrees and/or are certified paraeducators seeking re-certification,
will complete within the 3-year cycle, a minimum of 50 continuing education units. Twenty of the CEUs must
be obtained by working in job specific areas. The other thirty CEUs must be obtained by working on school
and/or district goals.
A Class 3 paraprofessional, defined as a paraprofessional with state paraprofessional certification, seeking state
recertification will complete within the three year cycle, a minimum of 50 continuing education units. Twenty
of the CEU’s must be obtained by working in job specific areas. The other 30 CEU’s must be obtained by
working on district and/or school goals.
Class 1, 2, and 3 paraprofessionals who hold no state certifications, either teacher certification or
paraprofessional certification, and are not trying to acquire state certifications, have no professional
development requirements under our master plan.
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PARAEDUCATORS CEU SUMMARY SHEET FOR THREE YEAR CERTIFICATION CYCLE
DOVER SCHOOL DISTRICT
Name:____________________________

Class: (circle) 1

2

3

4

School:___________________________
Certifications:

1. ________________________

3. ________________________

2. ________________________

Activity

Totals

Date

CEUs
Cert. Cert. Cert.
1
2
3

Content
Minimum
20

KLL*
Minimum
30

Year 1
Year 2
Year 3
*Knowledge of learners and learning through school and/or district goals

Staff signature:____________________________________________

Date:_____________

Administrator signature:____________________________________

Date:_____________

Send copy to Human Resources Office by March 15, of the end of the three-year cycle.
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Appendix A
Professional Development Goals/Areas of Inquiry
Total Performance Evaluation
For continuing teachers

•
•

•
•

March-May
Complete reflection
questions.
Hold annual
reflection/evidence
conversation with
administrator/
designee.

May/June
Create new
goal/area of inquiry
or;
Continue with
current plan for
year 2 or 3 of
recertification

Summer PD
Opportunities

August/September
• Develop goal/area
of inquiry.
• Complete PD Plan
Form

Goals/area of inquiry are based on selfassessment and district/school-based
goals and areas of focus

Be sure to note any impact of changes
made in practice or adjustments made as
a result of goals/inquiry process.

Develop strategies for
meeting goal/area of
inquiry

September/October
• Share plan with
administrator to
establish how he/she
can best support the
plan.
• Refine as needed.
• Develop strategies
for evidence of
progress.

Ongoing September-May/June
• Engage in activities outlined in
PD plan
• Log activities in PD Plan
Form
• Engage administrator for
feedback as part of classroom
walkthroughs
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Appendix B

Three Year Professional Development Plan
Dover School District
"Charting the Course for Improved Teaching and Learning"
Name ________________________
Certification Cycle ______________
Year 1

Teaching Assignment Area of Certification:
____________________________________

Areas of Additional Certification:
________________________________________

2 3 (please circle)

________________________________________
Objective: Collaborative discussions and collegial conversations surrounding the quality of instruction
How does this increase student learning?
District Mission:
District Vision:

Strengthening our community by educating every child, every day!
Teachers and students will be held accountable to a standard of excellence,
emphasizing collaboration, innovation and best practices in teaching and
learning.
I. Curriculum: All students will be provided with aligned, rigorous, and
research-based instruction materials to prepare them for the 21st century
learning and post-secondary opportunities.

District Goals:

II. Instruction: All educators will partner with colleagues to create an
instructional climate that values coaching, modeling, and a collaborative
culture to improve teaching practices.
III. Assessment: All educators will use assessment information to improve
achievement of all students.
IV. Environment: Educators, students and parents will partner to create a
positive, engaging, and safe school environment.
V. Technology: Teachers and students will use technology to enhance
learning.

31

FOCUS GROUP MEMBERS
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
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Appendix B

Three Year Professional Development Plan
Activity Log
Year 1 2 3 (Please circle)

Professional Development
Goal/Area of Inquiry (Link to
District goal):
Approved by:__________________________________________________Date______________

Date

Activity Description

Outcome(s): How did this impact
teacher and student learning?

Artifacts/Data/Evidence

may not be applicable for all
professional learning opportunities

*Add boxes as needed
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Appendix B

Three Year Professional Development Plan
Annual Review and Reflection Form (Revise questions as needed to suit your goal/area of inquiry)
What did I learn?

How have I used what I learned?

How have the changes I made impacted
students?

What are my next steps?

Administrator/supervisor comments:

Peer comments: (Optional)

Educators Signature
_________________________
Administrator or Designee
____________________
Administrator
____________________

Date:__________________
Date:__________________

Date:__________________
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Appendix C
ARTIFACT ENTRY SLIP (Optional)
Please remove all student names from artifact

Name___________________________________________ Date____________________
Title or Name of Item___________________________________________________________
I saved this item because……………….

From this activity, I have learned……………………………

ARTIFACT ENTRY SLIP
Please remove all student names from artifact

Name___________________________________________ Date____________________
Title or Name of Item___________________________________________________________
I saved this item because……………….

From this activity, I have learned……………………………
35

Appendix D
PROFESSIONAL DEVELOPMENT ACTIVITIES CHART
Activity

Example

Evidence

Action Research

Examining one’s own teaching or
Research plan
professional practice and its impact on
Data collection, analysis,
students by engaging in a research project in and interpretation of results
their classroom or work setting (For
example, measuring the effects of the
implementation of a new program or specific
classroom strategies)
Book Discussion Groups Engaging in a single discussion or a series of Book titles, meeting dates,
discussions about a book or other
attendance lists, discussion
professional publications
notes
Case Discussions and
Examining written narratives or videotapes of Videos or description of
Lesson Study
classroom teaching and learning and
cases, attendance lists,
discussing what is happening, the problems, discussion notes
issues, and outcomes that ensue
Classroom observation
Engaging in conversations about teaching and Dates on which the process
process
learning based upon one or more classroom occurred, meeting notes,
observations
observation reports
Creating a “product”
Developing some kind of “product.” Products The “product,” a log of
can be something for the classroom, school, activities and time, sources
or district, such as completing a self study, of information used
participating in a task force, or creating a new
form, document, or tool
Critical Friends Groups
Forming a structured, collaborative, collegial Meeting dates, attendance
group approach to examining student work to lists, discussion notes,
improve instruction and generating solutions conferences, courses
to classroom problems
Curriculum development, Developing new curriculum, creating new
Curriculum documents,
implementation,
instruction units, lessons, materials and
lesson plans, log of activities
adaptation, revision
strategies, or tailoring existing ones to meet and time
the learning needs of students
Collaboratively examining Carefully analyzing student work and
Copies of the student work
student work and student products to understand students’ thinking and which was examined,
learning strategies and identifying learning meeting dates, discussion
thinking, scoring
assessments
needs and appropriate teaching strategies and notes
materials
Immersion in inquiry
Engaging in the kinds of learning that
Materials, logs of activities,
teachers are expected to practice with their notes
students (e.g. inquiry-based science
investigations or mathematical problem
solving)
Independent study
Engaging in study of a specific topic of
Description of the study, log
interest either on one’s own or as part of a
of activities, paper, projects
formal university or college degree program transcripts, institutes
Partnerships
Working in a collaborative partnership with a Log of activities, materials,
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Professional learning
presenter

Professional networks

Study Groups

Courses, seminars,
workshops and
conferences
Grant Writing

Mentoring/Coaching

Professional Writing

New Teacher Induction

business, industry, university or college with projects, lesson plans
a focus on improving the educators’
knowledge of content, instructional methods,
and understanding of “real world”
applications of curriculum content and skills
Creating and/or presenting learning
Description of the
experiences for other educators
presentation, copies of
materials, dates, lists of
participants, video or audio
tape of presentations
Linking educators with one another through Names of participants, log
electronic means to explore and discuss
of contacts, notes
topics of interest, issues of concern, and
experiences in applying new methods in order
to provide support and to identify and address
shared problems
Engaging in a regular and collaborative
Meeting dates, agendas,
interaction with a group of colleagues around discussion notes, materials
a particular topic or topics (e.g. block
scheduling, cooperative learning, multiple
intelligences, etc.)
Engaging in learning in a formal environment Transcripts, reflections,
potentially leading to an additional degree
sharing of learning
Grants written that required the educator to Copy of the grant and
increase his/her knowledge of issues relating supporting documents
to teaching and learning, may qualify for
professional development (The finished
product, whether accepted or not, should have
an impact on individual professional
growth, SAU/building needs, and/or
improved student learning)
Serving as a formal mentor/coach for another Meeting dates, agendas,
educator or participating as a recipient of
discussion notes, materials
formal mentoring/coaching by another
educator
Using writing to share your own professional Copies of written documents
learning through both informal and formal
publication
Participating in the formal New Teacher
Induction Program

Meeting dates, agendas,
discussion notes, materials
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Appendix E
EDUCATOR PERFORMANCE ASSESSMENT PLAN
Self-Assessment and Summative Evaluation – Teacher
NAME:____________________________________________SCHOOL:_____________________________
GRADE/SUBJECT:__________________________________DATE:________________________________
The following rating scale is based upon knowledge and performance as commensurate with your job responsibilities. Please
complete the following matrix and add reflections and activities that illustrate your self- assessment in these categories.
Does Not Meet the Standards: The Professional does not yet appear to understand the concepts underlying the competency and is
unable to fulfill the fundamentally associated practices.
Meets Standards: The Professional appears to understand concepts underlying the competency and performs satisfactorily.
Exceeds the Standards: The Professional clearly understands the concepts underlying the competency and consistently performs
beyond established standards.
Exemplary: The knowledge and performance of the Professional is consistently exceptional.
1. Planning and Preparation
Goals:

Does Not
Meet the
Standards

Meets the
Standards

Exceeds
the Standards

Exemplary

Does Not
Meet the
Standards

Meets the
Standards

Exceeds
the Standards

Exemplary

a. Demonstrating Knowledge of
Content and Pedagogy
b. Demonstrating Knowledge of
Students
c. Selecting Instructional Goals
d. Demonstrating Knowledge of
Resources
e. Designing Coherent Instruction
f. Assessing Student Learning
Reflections/Activities:

2. The Classroom Environment
Goals:
a. Creating an Environment of
Respect and Rapport
b. Establishing a Culture for
Learning
c. Managing Classroom Procedures
d. Managing Student Behavior
e. Organizing Physical Space
Reflections/Activities:
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3. Instruction
Goals:

Does Not
Meet the
Standards

Meets the
Standards

Exceeds
the Standards

Exemplary

Does Not
Meet the
Standards

Meets the
Standards

Exceeds
the Standards

Exemplary

a. Communicating Clearly and
Accurately
b. Using Questioning and Discussion
Techniques
c. Engaging Students in Learning
d. Providing Feedback to Students
e. Demonstrating Flexibility and
Responsiveness
Reflections/Activities:

4. Professional Responsibilities
Goals:
a. Reflecting on Teaching
b. Maintaining Accurate Records
c. Communicating with Families
d. Contributing to the School and
District
e. Growing and Developing
Professionally
f. Showing Professionalism
Reflections/Activities:
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Appendix F
Update on Recertification and Options for Staff With Multiple Certifications
Even though Ed 512 continues to offer multiple methods for documenting professional development growth, all
methods require that “...individual educators reflect on and provide evidence of the impact of their professional
learning and on student learning and provide evidence that the professional development addresses:
a.) increases in educator learning,
b.) growth in student learning and academic achievement...”
The NHDOE expectation is that evidence be provided in the instructional area in which the staff member is
currently engaged in order to be recommended for certification by their local district.
For staff members holding multiple certifications, the following options are available:
1.

Educators may maintain multiple certifications by finding ways for linking evidence gathered around
one or two goals/areas of inquiry to meet all certifications being renewed.

2.

While providing evidence for recertification in primary instructional area, a staff member may elect to
collect evidence or document CEUs(30) for their additional certifications over the 3 year recertification
cycle. That documentation can be submitted with the evidence gathered to support their primary
assignment in order to keep all certifications active.

3.

Maintain certification with corresponding evidence in primary area of instruction. If at some point a staff
member is reassigned or wishes to switch to a previous area of certification, he/she contacts the
NHDOE; presents evidence that professional development/growth has been maintained and is current; or
presents a professional growth plan for that area. As long as the staff member is actively certified in at
least one area, they will pay a $30.00 fee to the NHDOE to reactivate a previous certification.
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Appendix G

CEU SUMMARY SHEET FOR ADDITONAL AREAS OF CERTIFICATION
DOVER SCHOOL DISTRICT
Name:____________________________
School:___________________________
Certifications:

1. _______________________

3. _____________________

2. _______________________
Activity

Date
Cert. 1

Totals

CEUs
Cert. 2

Cert. 3

Year 1
Year 2
Year 3

Staff signature:____________________________________________

Date:_____________

Administrator signature:____________________________________

Date:_____________
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Appendix H
PARAEDUCATORS CEU SUMMARY SHEET FOR THREE YEAR CERTIFICATION CYCLE
DOVER SCHOOL DISTRICT
Name:____________________________

Class: (circle) 1

2

3

4

School:___________________________
Certifications:

1. ________________________

3. ________________________

2. ________________________

Activity

Totals

Date

CEUs
Cert. Cert. Cert.
1
2
3

Content
Minimum
20

KLL*
Minimum
30

Year 1
Year 2
Year 3
*Knowledge of learners and learning through school and/or district goals

Staff signature:____________________________________________

Date:_____________

Administrator signature:____________________________________

Date:_____________

Send copy to Human Resources Office by March 15, of the end of the three-year cyc
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Appendix I

Appeals Process
for Activity, Individual Professional Development Plan
or CEUs denied

Professional Discusses Denial with
Administrator/Immediate Supervisor

Within ten (10) working days of the refusal, he/she should submit a written appeal for reconsideration to the building Professional
Development Committee (PDC) representative. The letter should include specific information on the issue of disagreement, the nature of
the problem, the reason there is a disagreement, a copy of the IPDP form or the Professional Development Plan Form in question, and a
brief rationale stating why the professional feels the goal or activity should be approved.

Building Level Appeal
Upon the receipt of the above written appeal request and the form in question from the professional, the building PDC representative will
meet with the professional and the building administrator in an attempt to resolve the issue. If the issue remains unresolved:

District Level Appeal
The building PDC representative will contact the PDC chair for inclusion of the appeal as an agenda item on the next scheduled monthly
meeting. The PDC will review the issue as presented by the professional’s building PDC representative. If the aggrieved party and the
building administrator wish to present their views, they may do so at this time. The professional, the building administrator and the
superintendent will be notified in writing of the PDC decision within fifteen (15) working days
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Appendix J
Dover School District
Professional Development Appeal Form
Name of Staff Member: _________________________________
School___________________
Level A
To: _______________________________
Name of Immediate Supervisor
Date of Appeal: ___________________(must be within ten (10) working days of occurrence)
●

Statement of appeal: (Be sure to include specific incident)
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

●

Relief sought:
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

_
Signature: _____________________________________________ Date: ______________
Answer given by immediate supervisor: (Within fifteen (15) working days)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Signature:_____________________________________________ Date: ______________
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LEVEL B

To:

_________________________________________________
Chairperson, Professional Development Committee

Position of staff member:
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Signature: ____________________________________________ Date:_________________

Date received by Chairperson, Professional Development Committee: _____________________
Date of scheduled hearing: (within fifteen (15) working days of appeal): __________________
Decision of Professional Development Committee: (within five (5) working days of hearing)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Signature of Chairperson:_______________________________________Date:______________
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Appendix K

THE DOVER PUBLIC SCHOOLS

Professional Day Request
Date:
Print Name:
School:

DHS

Position:

Teacher

DMS

GES

HSS

Administrator

Date(s) Requested

Para

WPS
Admin Asst/Secretary

Name of Workshop / Conference and Location*

Is this a District Directed Professional Development Request?
For Contractual Professional Development Request:
This activity supports my professional development goal of

I

will

Other____________

will not require a substitute.

Yes

No

Cost to School District $_________________

*The following language is taken from the Dover School Board Resolution re: Staff Travel, Adopted June 28, 2004:
“All out of state travel and overnight travel, travel expenses, conventions, seminars, conferences, and retreats taken by
any member of the staff and paid for with local, state, or federal funds shall first be posted and approved through the
consent calendar at each monthly Board meeting.”
Funded by:

 School

 District

 Federal

 Vocational

 Personal

 Other

Approved by:
____________________________________________________________________________________
Immediate Supervisor
Date
____________________________________________________________________________________
Principal
Date
____________________________________________________________________________________
Superintendent
Date
For office use only

Send to: Donna Ashman – SAU Office

Date Received:
# of District Prof. Days Used:
# of Contractual Prof. Days Used: ______
Remaining District Prof. Days: _________
Remaining Contractual Prof. Days: _____
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Appendix L
DOVER SCHOOL DEPARTMENT – SAU #11
61 LOCUST ST. SUITE 409
DOVER, NEW HAMPSHIRE 03820
APPLICATION FOR COURSE APPROVAL
TO: THE SUPERINTENDENT OF SCHOOLS
FROM:

DATE:
APPLICANT’S NAME (Please Print)

I DESIRE TO TAKE THE FOLLOWING COURSES, STARTING
Date
AND CONCLUDING ON

.
Date

Name of Course

College or
University

Number
of
Credits

Certification
Graduate, or
Undergraduate

Cost per
Credit

Total Cost

Are these courses a part of an approved graduate program leading to a Masters, CAGS (or Equivalent)
No
Degree?
Yes
If courses are approved, I understand that I must submit transcripts of my grades for these courses to be
considered for reimbursement. I further understand that reimbursement is paid in accordance with the
local school district policy. Proof of payment for course must be submitted to receive reimbursement.

Current Position

Applicant’s Signature

Are the above courses job-related, i.e. will they improve your performance in your current
position? Yes
No_____
NOTE: Course reimbursement may be considered by the IRS as taxable compensation under some
circumstances.

Principal’s Signature
TO:

DATE:

This is to notify you that the course or courses listed above (are) (are not) approved for reimbursement.
Conditions for approval:

Grade of B or better

H.R. Approval:

Reason(s) for denial:
Amt. eligible for reimb.: No. of credits

times Amount per Credit

Total:

SUPERINTENDENT OF SCHOOLS SIGNATURE
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Appendix M

Data Sources
Identify the types

Standardized Testing:
NECAP

Collection
Who collects it?
How often?
When?
Fall Annually

Analysis
Who analyzes it?
What is the process?
All Staff and
Administration
Results are compiled by
the State. Results are
analyzed at the District
level, the Admin. Level,
the School level and
Grade levels.

Standardized Testing:
PALS K, 1

Fall, Winter, Spring

Results are shared with
parents via hard copies.
Electronic copies are
stored within the District.
K – 2 Educators, Literacy
Facilitators
Results are analyzed and
complied by Literacy
Facilitators. Results are
shared at the District and
School level, as well as
with Grade level staff.

Standardized Testing:
AIMSWEB

Standardized Testing:
PSAT/SAT

January, May

Analyzed results are
shared with parents
during parent
conferences.
Administrators, Educators

Annually

Results are compiled and
analyzed electronically by
Special Educators and are
shared with Classroom
Teachers, Parents and
Administrators during
parent conferences and
IEP meetings.
Administrators, Educators
Results are compiled and
analyzed by the College
Board.
Individual student results
are mailed/ provided to
parents and students.
General results are shared
with District and Staff.

Decision Making
What is the information being used
for? How are results reported and to
whom?
Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
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Standardized Testing:
Advanced Placement Tests

Annually

Results are compiled and
analyzed by the College
Board.
Individual student results
are electronically shared
by College Board.

Standardized Testing:
NAEP

Winter

Administrators, Educators
NAEP results are
compiled and analyzed at
the Federal level. Results
are shared at the District
and School level.

Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
Data used for instructional development
and monitoring student progress over
time. Results are reported in hard
copy/electronic form to all parents and
professionals involved with student.
Results are used to monitor professional
growth and development.
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Appendix N
GLOSSARY OF TERMS
Action Research – A process of asking important questions and looking for answers in a
methodical way; an examination of a teacher’s own teaching and student learning by engaging in
a research project in the classroom (ASCD.org)
Best Practice – A best practice is a technique or methodology that, through experience and
research, has proven to reliably lead to a desired result. A commitment to using the best
practices in any field is a commitment to using all the knowledge and technology at one’s
disposal to ensure success (“Best Practice” Search VB.com Definitions.
http://searchvb.techtarget/s0Definition/0sid_gci498678, 00.html).
Collaboration and Collaborative Planning – Involves groups, team or partnership of people
working and learning together as they plan curriculum, examine student and teacher work, plan
and use assessments, and use data to improve student learning
(http://webserver3.ascd.org/ossd/collaborativeplanning.html).
Collegiality – Deals with the social and professional interaction of the members of a school
community. Collegiality is demonstrated by teachers who are supportive of one another, by
openly sharing failures and mistakes, demonstrating respect for one another, and constructively
analyzing and criticizing practices and procedures (Marzano, What Works in Schools 61, based
on Fullan and Hargreaves, 1996).
Curriculum Development – When teachers are empowered to become curriculum designers,
they have the opportunity to know the entire curriculum of the school, to develop curriculum
maps and a curriculum web to show the connections among the disciplines. Having a deeper
understanding of the bigger curriculum picture contributes to a teacher’s greater knowledge of
how to teach the curriculum.
Data-Driven Decision-Making – Using diverse forms of data to inform instructional strategies.
Educational Peer Coaching – Peer coaching is cooperative activities between educators that
result in increased learning activities for both parties.
Examining Student Work – The practice of collective analyzing samples of student work for
the purpose of studying the impact of your teaching (instructional practice) on student
achievement.
Immersion – The act of actively being immersed in a content area such as math or science,
through participation in jobs, internships, or specialized training to gain first-hand experiences in
the content area.
Inquiry-based learning – Seeking information by questioning. This is a cyclical process
involving much reflection.
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Job-Embedded – A culture of on-going professional learning and collaboration activities that
take place during the regular school day, or before or after school. The focus of job-embedded
professional growth is to improve student learning, and is achieved by continual formal and
informal discussions about student work.
Journaling – The practice of writing to learn by keeping a journal in which to summarize and
make sense of what you are learning.
New Teacher Induction – A program in which all new teachers to Dover are provided support
in the first three years of teaching. It may include:
♦ Analyzing classroom activities
♦ Analyzing skills/proficiencies
♦ Identifying strengths and weaknesses
♦ Assisting classroom discipline
♦ Providing guidance and feedback
♦ Assisting with curriculum and assessment
♦ Sharing resources, insights, practices, and materials
PD Focus Groups – Grade level/content/district groups working collegially and collaboratively
on a topic of inquiry.
Peer Coaching and Peer Review – Professional development strategies for educators to consult
with one another, to discuss and share teaching practices, to observe one another’s classroom, to
promote collegiality and support, and to help ensure quality teaching
(http://webserver3.ascd.org/ossd/peercoaching.html).
Portfolios – Frameworks; a collection of artifa collection which could include an individual’s
which could include an individual’s accomplishments, learning, strengths, and expertise; a
collection of assignments, artifacts, and evidence gathered to demonstrate attainment of
prescribed competencies, standards, or outcomes, such as might be determined by the New
Hampshire State; a collection of artifacts and evidence to discuss with colleagues and describe
learning outcomes.
Professional Development – The learning that occurs for adults in schools so they may create
environments in which all students can achieve high standards. Professional development is
primarily focused on specific curriculum content, effective instructional practice, and methods
and strategies to assess student learning. The term’s professional development and staff
development are used interchangeably throughout this document.
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Professional Development Master Plan – The School Administrative Unit document that
describes the process through which Professional Development will be accomplished. The
document covers a five-year period and is required by the New Hampshire Department of
Education. The SAU Master Plan outlines the process for identifying the goals and selecting
professional development activities for achieving the goals at the school, district or SAU levels.
Recertification Cycle – The three-year process by which educators retain and renew their
certification(s).
Reflections and Reflective Dialogue – A process of self-examination and self-evaluation that
effective educators regularly engage in to improve their professional practices. Reflective
educators think carefully about what is taking place in a given situation, identify available
options, consider their own values as professionals and their comfort level in acting on those
values, and make conscious choices about how to act to make a difference. (ASCD,
http://webserver3.ascd.org/ossd/reflection.html).
Study Groups – A group of people interested in collegial study and action. Study group
members study together and support one another in effecting educational changes and advances
(http://webserver3.ascd.org/ossd/studygroups.html).
Standards-Based – Standards-based means that expectations for learning are high for all
students and developmentally appropriate; standards guide all classroom decisions, the focus is
always on student learning, effective practices result in higher levels of achievement for all
students, and assessments are used to inform the teacher about the effectiveness of curricular and
instructional decisions.
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Appendix O

PD Master Plan Task Force
Facilitator:
Laura Thomas

Antioch Center for School Renewal

Task Force Members:
Jon Altbergs

Dean of Instruction, Dover High School

Patrick Boodey

Principal, Woodman Park School

Shannon Delello

New Teacher Induction Program Coordinator

Patty Driscoll

Elementary Math Coordinator, Dover School District

Beth Dunton

Teacher, Dover Middle School

Paula Glynn

Title I Project Manager

Jan Hennessey

Teacher, Dover High School

Stephanie Levin

Teacher, Dover Middle School

Linda Madden

Special Education Teacher, Dover High School

Linda Smart

Media Specialist/Librarian, Horne Street School

BarBara Soris

Teacher, Woodman Park School

Gary Tirone

Director of Curriculum, Instruction and Assessment

Jackie Tromba

Reading Specialist, Woodman Park School

Sue Vitko

New Teacher Induction Program Coordinator
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