DOMAIN 4: PROFESSIONAL RESPONSIBILITIES
Component 4b: Maintaining Accurate Records

Elements: Student completion of assignments ¢ Student progress in learning * Noninstructional records
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Student completion
of assignments

S

Teacher’s system for maintain-
ing information on student
completion of assignments is in
disarray.

Teacher’s system for maintain-
ing information on student
completion of assignments is
rudimentary and only partially
effective.

Teacher’s system for maintain-
ing information on student
completion of assignments is
fully effective.

Teacher’s system for maintain-
ing information on student
completion of assignments is
fully effective. Students partici-
pate in maintaining the records.

Student progress
in learning

Teacher has no system for
maintaining information on
student progress in learning, or
the system is in disarray.

Teacher’s system for maintaining
information on student
progress in learning is rudimen-
tary and only partially effective.

Teacher’s system for maintain-
ing information on student
progress in learning is fully
effective.

Teacher’s system for maintaining
information on student progress
in learning is fully effective. Stu-
dents contribute information

and participate in interpretin
the records. é}

Noninstructional
records

S

Teacher’s records for non-
instructional activities are in
disarray, resulting in errors
and confusion.

Teacher’s records for non-
instructional activities are ade-
quate, but they require frequent
monitoring to avoid errors.

Teacher’s system for maintain-
ing information on noninstruc-
tional activities is fully
effective.

Teacher’s system for maintaining
information on noninstructional
activities is highly effective, and
students contribute to its
maintenance.
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Sticky Note
Completion of Assignments:  Best practice is observed when sophisticated, efficient and accurate methods exist to track student completion of work, as well as success towards specific learning goals and standards.  Students are involved in implementing this system.  (p. 95) 
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Sticky Note
Student Progress:  Distinguished practice involves the use of extensive formative assessment data, referred to and reacted to by both teacher and students.  This information is updated frequently, and as a result, neither student nor teacher are likely to be surprised by the outcome of formal assessments.
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Sticky Note
Noninstructional Records:  Highly effective teachers have systems in place that are not only highly effective but also non-time consuming for keeping records for tasks such as attendance, permission slips, lunch counts, picture money.  Students are observed helping with this system.  The teacher is also highly efficient at keeping records about budget and ordering supplies, maintaining equipment and filing required paperwork for these things.  (p. 95/96)


