
Letter of Understanding  
between  

The Bloomfield Hills Schools  
and  

Michigan Education Support Personnel Association  
 
 
 
 

1. As part of the July 1, 2021 - June 30, 2023 contract, the District and Association agreed to 
develop and adopt an evaluation system for secretaries.   

2. The agreed performance review language, rubric, and forms will live in Appendix E of the future 
contract.  The language, rubric, and forms are attached to this Agreement.   

3. Secretaries shall receive job coaching and a performance review on a yearly basis beginning with 
the 2022-23 school year. 

4. This Settlement is without precedent to positions the District and the Association may have taken 
in the past, or may take in the future in similar circumstances. 

5. This Settlement becomes effective upon the signing of both parties. 
6. The parties understand and agree that this constitutes the entire agreement between the parties 

pertaining to the subject matter addressed herein, and supersedes any other agreement, written 
or otherwise.  

 

 

SEE BELOW 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Appendix E - Performance Review and Job Coaching 
 
 

1. On an annual basis, secretaries shall receive job coaching and a performance review 
using the processes established in this Appendix.   

2. All first year secretaries shall meet with their supervising administrator within the first two 
weeks of employment to discuss their job duties and expectations.  This meeting does 
not replace either of the two job coaching / performance review meetings.  

3. All secretaries shall meet at least twice a year for a job coaching / performance review 
meeting with their supervising administrator.  The first meeting shall occur mid-year 
(around December-January).  The second meeting shall occur before the conclusion of 
the work year (May-June). 

4. The employee may suggest areas of performance they would like the supervisor to focus 
on in their review. 

5. The administrator shall write a narrative following the last performance review of the 
school year.  This written narrative will be shared with the employee and will be included 
in the personnel file.  If the employee disagrees with the narrative, they may write and 
attach a response within thirty (30) days of receiving the written narrative.   

6. The job coaching / performance review meetings should focus on a variety of topics, 
including but not limited to the following: 

o *What are the performance areas the employee feels they have excelled at? 
o *What are the performance areas the employee feels they need to improve 

upon? 
o *What support does the employee feel they need to be more successful? 
o How does the employee feel they communicate in written or oral formats?  Are 

the communications timely and professional? 
o How does the employee feel they handle stressful situations and particular times 

of the year that can be more difficult than others? 
o How has the employee continued to advance their technical skills?  Are 

resources or support needed? 
o How has the employee prioritized their roles and responsibilities? 
o How does the employee view their role in the building or department? 
o How does the employee view themselves as a supportive member of the 

secretarial team (if applicable) or objectives of the building or department? 
o How does the employee support the overall core business of supporting 

students? 
o * Indicates that it must be included during the meeting and as part of the 

narrative. 
7. If it is determined by the supervising administrator that the employee needs additional 

support, the administrator shall work with the employee and Association to develop a 
Performance Improvement Plan.   

 
 
 
 
 
 



 
 

Secretary Performance Review 
 
Dates of Job Coaching / Performance Review Meetings: _________________________ 
 
The written narrative of the performance review is due to Human Resources no later than the last work day of the secretary prior to 
the close of the school year on June 30.   
 
The Job Coaching / Performance Review meetings should include discussion of, but not limited to the following: 

o How does the employee feel they communicate in written or oral formats?  Are the communications timely and 
professional? 

o How does the employee feel they handle stressful situations and particular times of the year that can be more difficult than 
others? 

o How has the employee continued to advance their technical skills?  Are resources or support needed? 
o How has the employee prioritized their roles and responsibilities? 
o What are the performance areas the employee feels they have excelled at? 
o What are the performance areas the employee feels they need to improve upon? 
o What support does the employee feel they need to be more successful? 
o How does the employee view their role in the building or department? 
o How does the employee view themselves as a supportive member of the secretarial team (if applicable) or objectives of 

the building or department? 
o How does the employee support the overall core business of supporting students? 

 

WRITTEN NARRATIVE: 
 
 
 
 
 
 
 
 
 

Secretary     Administrator/Supervisor 
 
________________________  __________________________ 
Printed Name     Printed Name 
 
________________________  __________________________ 
Signature      Signature   
 
________________________  __________________________ 
Date      Date 
 


