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LEEP PROCESS 

LEADING EFFECTIVE EDUCATOR PRACTICE 

Step One: Pre-Conference 
Checklist 

• Principal/AP and educator
meeting to review the pre­
conference checklist and
documents

Step Five: Year End 
Annual Growth Summary 
Conference: 

• Individual written reflection
by educator 

• Meet, discuss, finalize
summary

• Next steps

Visit(s) 

Step Two: Educator Self-reflection 
• Educator reflects on current practice

and identifies goals 
• Reflection is based on the CSTP/5D

document

--------------�
Implementing t 

and Supports I 

Step Three: Collaborative 
Goal Setting Conference 
Establishes: 

• Goals
• Coaching supports and

resources available
• Timeline
• Multiple measures or

possible forms of evidence
• Identify scheduled visits

• 
Ongoing Growth Effort I 

• Where is my practice?

• 
I • What is my progress toward goals?
I • What is needed to support my progress? Visits 
I 

• How do I move my practice?

�--------------

• Two visits prior to
Mid-Year Check-In

Step Four: Mid-Year Check-In 

• At least one visit to be
completed after Mid-Year
Check-In and before Year End

Opportunity to Calibrate, Review 
and Update Identified Goals: 

• Coaching supports and
resources available

• Goal revision (if applicable)
Conference • Discuss progress toward goals

• Identify dates for visit

\I� LA MESA-SPRING VALLEY SCHOOLS
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APPENDIX G-2: Step 1 Conduct Pre-Evaluation Meeting 

LEADING EFFECTIVE EDUCATOR PRACTICE (LEEP) 

Certificated Teacher Evaluation Checklist 

[date] School Year 

Items to Walk Through 

Step 1: Conduct Pre-Evaluation Meeting 

Permanent: Review LEEP Handbook (link forms) 
D 

D 

D 

D 

D 

D 

D 

D 

D 

BC11e:w LEEf ero(essional Growth flan Graphh: 
Review California Standards of Teacher Practice (CSTP} 
rubric 
Review 5 Dimensions o[ Iea!;;hin& and Learnin&™ 

Framework [vs4,5} 
0 512 tell:ision BAIHlt31AI.E (Z),pd( 

Review Educator Self-reflection Form - CSTP Bank [Sten 2} 

Classroom Observation Form 

Collaborative Goal Settin& Conference (Sten 3} 

Mid-Year Check-In Conference (SteJ? 4} 

Year End Annual Summan: Growth Conference (Sten 5} 

Signed LEEP checklist (Notification ofEvaluation) 

Step 2: Educator Self-reflection 
• District selected 5.4 (mandatory)
• Mutually selected standard

Step 3: Collahoratill:li: Goal Sellin& Con(eren!;;e 

Informal Observations 

Conduct 1st Formal Observation 
Sample Observation Form

Step 4: Mid-Year Check-In Conference 

Informal Observations 

Conduct 2nd Formal Observation 
Sam;gle QbseCl/:ation Eorm 

Step 5: Year End Annual Summao: Growth Con(eren!;;e

Temp/Prob 
Due Date 

[date] 

Prior to scheduled 
Goal Setting Meeting 

[date] 

Ongoing 

Recommended window: 
December [date]-

January [date] 

[date] 

Ongoing 

[date] 

[date] 

Permanent 
Due Date 

[date] 

Prior to scheduled 
Goal Setting Meeting 

Prior to winter break 

Ongoing 

Prior to Spring Break 

Prior to Spring Break 

Ongoing 

Prior to [date] 

[date] 

In accordance with Article 8: Evaluation, this Certificated Conference Checklist will serve as notification that you are 
scheduled to be evaluated during the current school year. Your immediate supervisor will meet with you to discuss the 
elements upon which the evaluation is to be based. If you have any questions about the evaluation process, please 
contact your evaluator. 

Evaluator Name: Signature: ________ _ Date: _____ _ 
Evaluatee Name: ________ _ Signature: _______ _ Date: _____ _ 

updated 6.17.24 
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APPENDIX G-3: Step 2 Educator Self-reflection 

La Mesa-Spring Valley School District 
Leading Effective Educator Practice (LEEP): Professional Growth Plan 

CSTP 5: Assessing students for Leaming 

ELEMENT 5.4: Using Assessment Date to Establish Leaming Goals and to Plan, Differentiate, and Modify Instruction 

Essential 

I
Standard Not Met 

I
Standard Met Element5.4 

Ineffective Developing Effective 

Using Assessment procedures are Assessment data is limited or Educator uses assessment data to 

assessment data not congruent with insufficiently used to support develop learning goals that reflect 

to establish instructional outcomes and development of appropriate subject matter concepts, skills and 

learning goals lack criteria to assess student learning goals. applications. 

and to plan, performance. 

differentiate, and Assessment criteria have been A variety of assessment strategies are 

modify Educator has no plan to developed, but are not clear. used to measure student progress, 

instruction incorporate formative revise instructional plans and address 
assessment in the lesson or Educator's approach to using specific needs of English learners and 
unit therefore adjustments formative assessment is students with special needs. 
while teaching are haphazard rudimentary and adjustments to 
or do not occur. instruction while teaching are Formative assessments are used while 

difficult, awkward or absent teaching to adjust instruction. 
Students do not appear to be 
aware of the assessment Students appear to be partially Students are aware of the assessment 
criteria, and there is little or no aware of the assessment criteria. criteria, and the educator monitors 
monitoring of student student learning to adjust goals and 
learning. Educator monitors student learning plans. 

for the class as a whole making the 
Feedback is absent or of poor resulting data weak for adjusting Questions and assessments are 
quality. Students do not engage plans and instruction to meet regularly used to diagnose evidence of 
in self- or peer-assessment individual needs. learning. 

Educator does not attempt to Questions and assessments are Educator feedback to groups of 
differentiate goals and plans rarely used to diagnose evidence of students is accurate and specific; some 
based on assessment data learning. students engage in self-assessment 
ignoring learners' needs. and review /revise learning goals. 

Feedback to students is general, and 
a few students assess their work 

Innovating 

Educator uses multiple sources 
of assessment to plan, measure 
progress and revise. 

Questioning and assessment 
strategies are fully integrated 
into instruction and are used 
while teaching to meet 
individual needs. 

Guided by educator, students 
contribute to the development 
of assessment criteria and 
apply criteria to self-assess. 

Students monitor their 
progress and work with peers 
to adjust goals and plans. 

A variety of forms of feedback 
from both educator and peers 
is accurate and specific and 
advances learning. 

The educator successfully 
differentiates instruction to 
address individual student's 
misunderstandings. 

Updated 8.29.21 
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Essential 

IElement 5.4 

Critical 
Attributes: 

APPENDIX G-3: Step 2 Educator Self-reflection 

La Mesa-Spring Valley School District 
Leading Effective Educator Practice (LEEP): Professional Growth Plan 

Standard Not Met 

I
Standard Met 

Ineffective Developing Effective 

Assessments do not match Only some of the instructional All the learning outcomes have a 
instructional outcomes. outcomes are addressed in the method for assessment. 

planned assessments. 
Assessments lack criteria. Assessment types match learning 

Assessment criteria are vague. expectations. 
No formative assessments 
have been designed. Plans refer to the use of Plans indicate modified assessments 

I 
formative assessments, but when they are necessary for some 

Assessment results do not they are not fully developed. students. 
affect future plans. 

Assessment results are used to Assessment criteria are clearly written. 
Educator gives no indication design lesson plans for the 
of what high-quality work whole class, not individual Plans include formative assessments to 

looks like. students. use during instruction. 

Educator makes no effort to There is little evidence that the Lesson plans indicate possible 
determine whether students students understand how their adjustments based on formative 
understand the lesson. work will be evaluated. assessment data. 

Students receive no feedback, Educator monitors Educator makes the standards of 
or feedback is global or understanding through a single high-quality work clear to students. 
directed to only one student. method, or without eliciting 

evidence of understanding Educator elicits evidence of student 
Educator does not ask from students. understanding. 
students to evaluate their 
own or classmates' work Feedback to students is vague Students are invited to assess their own 

and not oriented toward future work and make improvements; most of 
English learners and students improvement of work them do so. 
with special needs receive no 
accommodations and are left Educator makes only minor Feedback includes specific and timely 
to struggle. attempts to engage students in guidance, at least for groups of students. 

self- or peer assessment 

Innovating 

Students participate in designing 
assessments for their own work 

Educator-designed assessments are 
authentic, with real-world 
application as appropriate. 

Students develop rubrics according 
to educator-specified learning 
objectives. 

Students are actively involved in 
collecting information from 

formative assessments and provide 
input. 

Students clearly understand the 
characteristics of high-quality work, 
and there is evidence that students 
have helped establish the evaluation 
criteria. 

Monitoring of student understanding 
is sophisticated and continuous and 
makes use of strategies to elicit 
information about individual student 

understanding. 

Students monitor their own 
understanding, either on their own 
initiative or as a result of tasks set by 
the educator. 

Updated 8.29.21
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APPENDIX G-3: Step 2 Educator Self-reflection 

La Mesa-Spring Valley School District 
Leading Effective Educator Practice (LEEP): Professional Growth Plan 

Directions: This self-assessment tool is intended to be used in conjunction with the California Standards for the Teaching Profession, which provides established 
criteria for each element of the CSTP's. 

Initial Self-Assessment Mid-Year Assessment End-of-Year Assessment 

Date: Date: Date: 

Ineffective Developing Effective Innovating Ineffective Developing Effective Innovating Ineffective Developing Effective Innovating 

Notes/Evidence Notes/Evidence: Notes/Evidence: 

Updated 8.29.21 
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APPENDIX G-4: Step 3 Collaborative Goal Setting Conference 

La Mesa-Spring Valley School District 

Leading Effective Educator Practice (LEEP): Professional Growth Plan 

Educator: (Name and Position): Date: 

Administrator: Date: 

Step 3: Collaborative Goal Setting Conference 

Prior to Meeting During Meeting 

The Educator will self-reflect on his/her current level of practice on the California • The Educator and Administrator will discuss the Educator's self-reflection

Standards (CSTPl for the Teaching Profession and the 5 Dimensions of Teaching on their current level of practice on the CSTPs and 5D

and Learning (5D) • Educator and Administrator will identify goal(s) as it relates to the CSTP
elements as the areas of focus for the LEEP cycle

• The Educator and Administrator complete all sections on the Collaborative
Goal Setting Conference form

Standard Goal Action Plan Identify Sources of Evidence to Support 
(Write a step by step implementation collect to show growth 

plan) 

5.4 

California Standard for the Teaching Profession 

Standard: 

Comments: 

Key: Standard Not Met: (IE=lneffective) 

CSTP 5.4 Guiding Questions: 

As teachers develop, they may ask, "How do I ... " or "Why do I ... " 

• draw upon assessment data to support development of learning goals?

• review and revise learning goals with students over time?

Standards Met: (D=Developing 

Standard Not Met Standard Met 

IE D E IN 

E=Effective IN=lnnovating) 

8.1.21 
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APPENDIX G-4: Step 3 Collaborative Goal Setting Conference 

• ensure that student learning goals reflect key subject matter concepts, skills, and applications?

• use informal assessments to adjust instruction while teaching?

• use multiple sources of assessment to measure student progress and revise instructional plans?

• work to differentiate goals and plans based on assessed needs of my diverse learners?

• address the specific needs of English learners and students with special needs as I use assessments to inform my instruction?

Standard 

CSTP ___ Guiding Questions: 

• (link to CSTP Guiding Questions)

Goal Action Plan Identify Sources of 
(Write a step by step Evidence to collect to show 

implementation plan) growth 

California Standard for the Teaching Profession Standard Not Met 

IE 

Standard: 

Comments: 

Key: Standard Not Met: {IE=lneffective) Standards Met: {□=Developing E=Effective IN=lnnovating) 

Support 

Standard Met 

D E IN 

8.1.21 
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Educator: (Name and Position): 

Administrator: 

Directions: 

APPENDIX G-5: Step 4 Mid-Year Check-in Conference 

La Mesa-Spring Valley School District 

Leading Effective Educator Practice (LEEP): Professional Growth Plan 

Date: 

Date: 

Step 4: Mid-year Check-in Conference 

• The Educator and Administrator will meet to discuss and review the Educator's growth toward his/her identified goals.
• The Educator will provide evidence of progress toward goals, including, but not limited to: a self-reflection of his/her practice and growth by highlighting

the CSTP descriptors and rubrics, 5D, evidence of student work, student assessments, lesson plans, and notes from the Administrator.
• A reflective conversation will support the Educator in identifying placement on the CSTP continuum for selected goals.
• Administrator and Educator date and sign the form.

Identify Specific Growth Made List Sources of Evidence Reviewed 
Toward Each 

Goal #1: 

List Progress for Goal #1 : 

Identify Progress Toward Goal 

a Sufficient Progress Made 

a Sufficient Progress Not Made 

Identify Next Steps 

California Standard for the Teaching Profession Standard Not Met Standard Met 

IE D E IN 

Standard: 5.4 Using assessment data to establish learning goals and to plan, differentiate, and modify instruction. 

Comments: 

Key: Standard Not Met: (IE=lneffective) Standards Met: (D=Developing E=Effective IN=lnnovating) 

7.3.23 
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APPENDIX G-5: Step 4 Mid-Year Check-in Conference 

Identify Specific Growth Made List Sources of Evidence Reviewed Identify Progress Toward Goal Identify Next Steps 
Toward Each 

Goal #2: 
0 Sufficient Progress Made 

List Progress for Goal #2: 

□ Sufficient Progress Not Made

California Standard for the Teaching Profession Standard Not Met Standard Met 

IE D E IN 

Standard: 

Comments: 

Key: Standard Not Met: (IE=lneffective) Standards Met: (D=Developing E=Effective IN=lnnovating) 

Educator Signature: Date: 

Administrator Signature: Date: 

7.3.23 
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APPENDIX G-6: Step 5 Year End Annual Growth Summary Conference 

La Mesa-Spring Valley School District 

Leading Effective Educator Practice (LEEP): Professional Growth Plan 

Educator: (Name and Position): Date: 

Administrator: Date: 

Step S· Year End Annual Growth Summa0£ Conference . 

Prior to Meeting: During Meeting 

• Educator and Administrator • Educator and Administrator meet and review progress toward identified growth goal. Describe progress

individually reflect on the progress made toward the goal in the first column.

made during the year and come • Review and list sources of evidence used to show growth in the second column .
prepared to share during the • Determine current level of practice for each goal by marking the CSTP element rubrics.
meeting. • Collaboratively the Administrator and the Educator review current level of practice of the Year End Formal

Growth Summary. Administrator lists at least 2 sources of evidence for each CSTP standard and marks the

level of practice in the End of Year column.

Progress Toward Goals List Sources of Evidence Reviewed Identify Progress Toward Goals Next Steps 

Goal #1: 

□ Sufficient Progress Made

□ Sufficient Progress Not Made

7.3.23 
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APPENDIX G-6: Step 5 Year End Annual Growth Summary Conference 

California Standard for the Teaching Profession Standard Standard Met 

Not Met 

IE D E IN 

Standard: 

Comments: 

Key: Standard Not Met: (IE=lneffective) Standards Met: (D=Developing E=Effective IN=lnnovating) 

Progress Toward Goals List Sources of Evidence Identify Progress Toward Goals Next Steps 

Goal #2: 
□ Sufficient Progress Made

□ Sufficient Progress Not Made

California Standard for the Teaching Profession Standard Standard Met 

Not Met 

IE D E IN 

Standard: 

Comments: 

Key: Standard Not Met: (IE=lneffective) Standards Met: (D=Developing E=Effective IN=lnnovating) 

Educator Signature: Date: 

Administrator Signature: Date: 

7.3.23 
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APPENDIX H-1 Public Complaint Form- Employee 

Public Complaint Form - Employee 

Date Received: ________ _ 
Date Employee Notified: _____ _ 

Location/Site: _________ _ 

Manager: __________ _ 

La Mesa-Spring Valley School District 

Public Charges 

Employee 

Complainants(s): _____________________________ _ 

Date{s) spoken to employee and/or employee's supervisor: _______________ _ 

Date reported to your supervisor {include supervisor's name): ______________ _ 

Date of complaint/allegation: _________________________ _ 

Date of 

incident: ________________________________ _ 

What specific Board Policy and/or law causes you to bring about this charge or violation: _____ _ 

CPS Report Submitted: □ YES □NO 

Nature of the complaint/allegation: _______________________ _ 

Do you wish the charge to continue? □ NO □ YES*

*-Requires a meeting per the District negotiated agreement (Article 8.5, Public Charges) with union 

representation. 

Remedy sought: _____________________________ _ 

Complainant Signature Date: 
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APPENDIX H-2 Public Complaint Form- Public Charges 

Public Complaint Form - Public Charge 

Date Received: ________ _ 
Date Employee Notified: _____ _ 
Location/Site: _________ _ 
Manager: __________ _ 

La Mesa-Spring Valley School District 

Public Charges 

Parent/Guardian: ______________________________ _ 

Date of Complaint/Allegation: _________________________ _ 

Date of meeting with principal & teacher: _____________________ _ 

Results of parent/teacher/principal meeting: ___________________ _ 

Was the issue resolved? OvES Bl NO 

Do you wish the charge to continue? ONO EJlvES* 

*-Requires a meeting per the District negotiated agreement (Article 8.5, Public Charges) with union 
representation. 

Nature of the complaint/allegation: ______________________ _ 

Remedy sought: _____________________________ _ 

Complainant Signature: Date: 
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Student Name: 

Date of Incident: 

Time of Incident: 

Duration of suspension*: 
Remainder of Day/Period □

Incident Description: 

Teacher Suspension From Class 

Ed Code 48910 

Date of Referral: 

Location of Incident: 

Student has Existing: 

Remainder of Day/Period and Following Day/Period □

IEP □ 504 □

(Per Ed Co.e 48910a: As soon as i-ossible, the teacher shall ask the parenVguardian to attend a parent-teacher 
conference re9artlin9 the suspension.) 

Employee Section: 

Parent contacted to offer 
conference 

Notes 

Date Time 

*Note: Teacher suspension from class cannot be extended due to student absence.

Form Subject to Change - Revised 7/23/25 
E-FormSuspensionForm

Agreed □

Declined □
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MOU1 

La Mesa - Spring Valley School District 
La Mesa Spring Valley Teachers Association 

Memorandum of Understanding 
Suspension of Students 

The purpose of this memorandum is to establish the practice surrounding Article 10.8 in 
the current negotiated agreement. This memorandum may be modified by mutual 
agreement of both parties and is intended to establish practice as it relates to Article 10.8 

The district and the Association agree that pursuant to education code( s) as well as 
federal code enumerated in the contract that both general education and special 
needs/exceptional needs students can be suspended. 

The District and Teachers Association agree that Manifestation Determination meetings 
must occur for students with special needs, which are addressed through an IEP or 
through a 504, when the student has been removed from class/suspended ( either as an in­
school suspension or an out-of-school suspension) on ten cumulative days ( or per existing 
law), or when a clear pattern ofbehavior(s) becomes evident. 

A clear pattern of behavior is defined by 34 CFR 300.536 as occurring when a child is 
subjected to a series of removals from their present educational placement due to 
behaviors that are substantially similar and which occur closely in time. An example of a 
pattern of behaviors might be seen as a student who is removed from the classroom 
setting a number of times due to similar behaviors (such as defiance/disruption in various 
forms), and these removals occur within no more than 3 to 4 weeks of each other. 

**It must be noted that a "time-out", an "exclusion from the classroom" (other than an 
exclusion used solely as a time to allow a student to "cool off" or gather him or herself 
emotionally), or being sent home informally all count as periods of suspension. 

Tina Sardina, Assistant Superintendent, Human Resources Date 

For the Association Date 
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MOU2 

La Mesa - Spring Valley School District 
La Mesa- Spring Valley Teachers Association 

Memorandum of Understanding 

Physical Assa ult 

current negotiated agreement. This memorandum may be modified by mutual agreement 
of both parties and is intended to establish practice as it relates to Article 10. 

The District and Teachers Association agree that it is unacceptable that certificated staff 
be subject to physical injury. 

Bargaining unit employees are encouraged to report all instances of physical assault 
suffered in the course of their duties. The District and the Association recognize that this 
will most likely result in some form of suspension for students with or without 
disabilities. 

Per section 10.2. When dealing with an assaultive student, employee may use such force 
as is reasonable, under the circumstances, to protect himself/herself from attack; to 
protect another person or property; to quell a disturbance threatening physical injury to 
others; or to confiscate weapons or other dangerous objects upon a person or within 
control of a pupil. 

To prevent physical injury, each site will identify and have actively in place a formally 
trained team of staff to assist, and respond as needed. This team will be comprised of a 
sufficient number of staff so as to ensure that there will always be a complete team 
available to ensure the safety of the teacher and the child. 

Said teams shall be in place at each school site by December 2016 with a list of teams, 
and team members maintained in the Director of Student Services office. 

Tina Sardina, Assistant Superintendent, Human Resources Date 

For the Teachers Association Date 
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DocuSign Envelope ID: 1F5A1CDD-4D44-4001-92CB-5BB46D6795F4 

MOU3 

MEMORANDUM OF UNDERSTANDING 

By and Between the 

La Mesa-Spring Valley Schools 

and the La Mesa-Spring Valley Teachers Association 

February 23, 2022 

The District and the Association agree to the following. This MOU replaces and 
supersedes the September 25, 2019 MOU re Specialized Academic Instruction 

(SAi). This MOU is in effect through June 30, 2023. 

Special Education Planning, Staffing and Support 

1. K-6 self-contained/departmentalized (as defined in Article 2) SAi Teachers'

assignments shall include at least ten (10) percent of their instructional time to

complete assessments, scheduling and paperwork to satisfy IEP requirements
and meet compliance issues.

2. Departmentalized SAi teachers at middle schools or academies (e.g. grades 7/8,
6/7/8) shall have an additional preparation period or its equivalent for

assessments, scheduling and paperwork to complete IEP requirements and
satisfy compliance issues. If a site has a block schedule (e.g. STEAM Academy

@ La Presa), their SAi teachers' schedules will be adjusted accordingly.

3. SAi teachers at an academy who serve both elementary and middle grades
shall have either an additional preparation period or its equivalent or at least ten

(10) percent of their instructional time, as determined by the site administrator
and master schedule. This time is set aside to complete assessments,

scheduling and paperwork to satisfy IEP requirements and meet compliance
issues. If a site has a block schedule (e.g. STEAM Academy@ La Presa), their
SAi teachers' schedules will be adjusted accordingly.

4. Speech-Language Pathologists (SLPs) shall receive 20 hours of clerical

support per year, which will be prorated based on assignment. For example, a

100% SLP shall receive 20 hours of clerical support; an 80% SLP shall receive

16 hours. In return, SLPs shall maintain a log of student contacts on a district

provided form; this completed form shall be delivered to the special education

department each month.

5. SOC teachers shall receive two (2) hours of clerical assistance time per annual

and triennial IEP, per year, to be used for scheduling and paperwork associated

with IEP meetings. One annual IEP includes all meetings associated with

completion of the IEP document. There may be numerous meetings to complete

the IEP.
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MOU3 

Page 2 of2 
SAi 

6. SAi teachers shall receive 20 hours of clerical support per year, which will be
prorated based on assignment. For example, a 100% SAi shall receive 20
hours of clerical support; an 80% SAi shall receive 16 hours.

7. Clerical assistance, as described above, shall be accessed through the site
administrator. It is expected that sufficient notice be provided to allow the site
administrator to arrange for the clerical support. Typically, clerical assistance
will be completed by a site employee or substitute.

8. Students on SAi teachers' caseloads will also be part of class rosters of
general education classroom teachers and included in the class size
count.

9. The staffing pattern for the SAi model is one SAi teacher and 2
paraprofessionals for 25 students with a hard cap of 28. The specific
composition of a SAi teacher's caseload shall be monitored to allow for
possible variations to staffing and other supports based on unique
circumstances as determined by special education administration. Monthly,
special education administrators will reach out to the SAi teacher(s) if the
caseload reaches 26 (and thereafter) to determine the supports necessary for
their caseload. Support considerations may include, but are not limited to the
following:

a. Student assessment support (e.g. release time, substitute relief
and/or additional certificated assessor);

b. Additional paraprofessional support;

c. Support from the site intervention team; and

d. Relief time

Date: February 23, 2022 

For the District: 

IDocuSigned by: 

�!;?33E881 PP3413 

Meg Jacobsen, Ed. D. 
Interim Assistant Superintendent 
Human Resources, LMVS 

For the Association: 

GF.�1;wo,,......y: _· _·IA, ___ _
Emily Scheitlin 
Bargaining Chair 
LMSVTA 
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