Review and Complete an Employee
Evaluation

Last Modified on 10/21/2024 8:20 am CDT

Staff Evaluations will no longer be available after June 30th, 2025. For more
information, visit the Human Resources and Staff Evaluation Deprecation FAQ.

Tool Search: Supervisor

Use the Filter Options on the Supervisor tool to find the evaluations that you need to complete.

Supervisor bg Staff Evaluations > Tools > Supervisor
B Generate Templates
Filter Options
Hide Details
Title Assignments
T v)
Evaluation Period Action
Lan v]
| Staff Members )
Mame Staff Mumber & Last Completicn Action

Action Required

- Beaumont, Verona

Supervisors Start Date End Date Action

Administrator, Demo 0612212021

Eval Start

Period = Evaluation Code Eval End

24-25 Demao: Full Evaluation Drraft 08/07/2024

Lifellearn, Mike

Lifellearn, Mola

Chambers, Dulcina

010711
010712

10887

Waiting
Action Required

Action Required

Use the following steps to complete an evaluation.

1. Use the following Filter Options to find the evaluations that you need to complete. (optional)
o Title - Select an option to filter employees by the specific title on their District
Assignment or Work Assignment.
o Evaluation Period
o Assignments - Select Active Assignments or Ended Assignments.
o Action - Select Action Requiredto display evaluations that require your attention.
2. Click the plus ( + ) next to the employee and then their title.
3. Click the row for the evaluation you want to complete. The View Evaluation window displays.
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|-\o‘iew Evaluation - Beaumont, Verona Draft

Full Evaluation School Year 2024-2025 *Start Date 08/07/2024 |7 End Date \:I )

Assignment:

D4:PP: Planning and Preparation
Show Details

File Upload
Show Details

Evaluator Overall Comments (Optional)

Save and Print Draft PDF Delete Evaluation Save and Send to Employes Save

4. Click the Show Details link to display details for the Category.

ENV: Learning Environment

Show Details

ENV: Learning Environment
Hide Details

EMV 1.1 - Arranges the classroom to maximize learning while providing a safe environment.
ENV 1.2 - Establishes clear expectations with student input.

ENW 1.2.1 - Clagsroom rules and procedures established early in the school year.
-"'b ENV 1.2.2 - Enforces classroom rooms consistently and fairty.

ENW 1.3 - Maximizes instructional time and minimizes disruptions.
ENW 1.4 - Establizshes a climate of trust and teamwork by being fair, caring and respectful.

ENV Evaluator Rating
Select a Value |v |

ENV Evaluator Reflection

5. Select an Evaluator Rating or mark the Meets Requirement checkbox for the Category,
Element and/or Sub-Element.

In the following example, each Element includes a checkbox and the rating scale is used at

the Category level. Depending on how the evaluation is set up, a checkbox or rating scale
may be used at any level.
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PLN: Instructional Planning
Hide Details

PLHN 1.0 - Plans time realistically for pacing, content mastery, and transitions

N 1.0 Evalyator Rating
Meets Requirement

PLHN 2.0 - Plans for differentiated instruction.

PLN 2.0 Evaluator Rating
Meets Requirement

PLN 3.0 - jectives to the school” i and student learning needs.
PLN 3.0 Evaluator Rating
Meets Requirement
PLN Evaluator Rating
Select a Value v |

6. Enter comments in the Evaluator Evidence and/or Reflection boxes.
7. Add supporting documents to the evaluation. (optional)

» Click here to expand...

The File Upload option is enabled by the Staff Evaluations administrator and may not be
available.

Video files cannot be uploaded.

1. Click the Show Details link in the File Upload section. The following screen displays:

The Terms and Conditions checkbox must be selected or Campus will not allow you to
upload.

File Upload
Hide Details

ialomicr i °
Action Type = Display Name Upload Date Uploaded By ‘

No Results Found.

Upload Files
Click "Choose File(s)", check the acknowledgement and click "Upload™.

| consent to be bound by the Terms and Conditions of the Acceptable Use Policiez of both the District and Infinite Campus.

2. Click the Choose File(s) button. The Choose File to Upload window displays.
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Organize » Mew folder = - |0l @
¢ Favorites Staff Evaluations library Anangeby: Folder =
Includes: 1 location
4 Libraries Mame Date mvndified Type Size
@ Documents
i Downloads 4 Staff Eval (1)
@ Sandbox C\Usershsara.smith'\My Decuments\Sandbox
@ Siaff Evaluations @ Example File 1/8/20131:1... Adobe Acro... 656 KB
18 Computer
?! Metwork
File name: Exarnple File - | AnFiles ) -
[ Open |v] [ Cancel ]

3. Navigate to the file you want to upload, select the file and click Open. The editor displays.

File Upload
Hide Details

|llploa:lad Files e |
Display Name Upload Date Uploaded By ‘

Action Type ~

Mo Results Found.

Upload Files
Click "Choose File(s)", check the acknowledgement and click "Upload™.

Display Name Comments Upload Type Size

¥ Example File Lessan Plan Example

Choose File(s)

LP: Le==on Plan - 0.64 MB

| consent to be bound by the Terms and Conditions of the Acceptable Use Policies of both the District and Infinite Campus.

4. Select an Upload Type to identify the information in the file.

Options are determined by the Staff Evaluations administrator. If your district uses

the Human Resources module, options will include the following: Cont. Education,
Form, Lesson Plan and Student Assignment.

5. Enter any additional Comments about the file.

Click the Upload button. Campus adds the file to the evaluation and a confirmation
message displays.

7. Click OK. The file displays in the Uploaded Files table.
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File Upload
Hide Details

cimicigac o
Upload Date Uploaded By

Type =

X oo ‘Lessun Plan

Display Name

Example File ‘DHE‘-DL'ZDH |Sn1'rth, Karen

8. Enter comments in the Evaluator Overall Comments. (optional)

9. Complete one of the following options.

Not all options will be available. Options are determined by the Evaluation Workflow.

Option

Save

Save and Send to
Employee

Save and Print
Draft PDF

Save and Send for
Staff
Acknowledgement

Complete

Close

Description

Clicking the Save button allows you to save the evaluation in its
current state and return to it later. After clicking Save, the window
will stay open.

Clicking the Save and Send to Employee button saves the
evaluation, puts the evaluation on the employee's My Evaluations
tab for reflection and places a notification in the employee's Process
Alerts.

Clicking the Save and Print Draft PDF saves the evaluation and
generates a PDF of the evaluation that you can print.

This button appears after the employee has entered their reflection
and has sent the evaluation back to you for further review. Clicking
the Save and Send for Staff Acknowledgement button sends
the evaluation back to the employee for a final acknowledgement.

Clicking the Complete button marks the evaluation as complete.
After clicking this button, no further changes can be made to the
evaluation.

Clicking the Close button closes the View Evaluation window. If
there are unsaved changes, a confirmation message will display.
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