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Slide notes 
Welcome to the Certificated Performance Evaluation System training module on completing final evaluation forms for employees. 

 

The Certificated Performance Evaluation System allows administrators to open and complete an evaluation form for each employee they are responsible for 
evaluating. To open a final evaluation form, Click the "Open" button under the "Form" column for the desired employee. 
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Slide notes 
Clicking on the “Open” button for Bob Reading, displays the "Evaluation for a Provisional Contract Employee Report, form 1022 ".  Before you start, you 
may want to double-check the form type.  You may also want to check the employee information on the form, such as the Name, Employee number and 
Status. 
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Slide notes 
A new feature added this year is the “Spell check”.  As you may notice, the word “help” is misspelled on the evaluation form under the "Recommendations" 
section. 

The spell check function button is located at the buttom of each form 
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Slide notes 
You can run the "spellCheck" feature at any time.   Click on the “SpellCheck” button to begin checking the document. 
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Slide notes 
“SpellCheck” will bring up a pop up window that displays the incorrect spelled word and suggests the correct spelling. 

If you are running Pop Up Blocker software, make sure that you allowed this site to display pop ups in order to fully utilized this feature. 
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Slide notes 
Save your work frequently by clicking on the “Save” button at the bottom of the form.  This helps insure your work is not lost, especially if you need to leave 
your workstation for any reason. 
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Slide notes 
You may also print a copy of the evaluation form by clicking the “Print Eval” button. 
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Slide notes 
If you are ready to go back and view your staff roster.  Just click the “Back to Roster” button. 
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Slide notes 
The features at the bottom of the evaluation form are utilized during the various steps of the evaluation process.  You may also receive various helpful 
messages along the way to help assure that all required information is complete. 

 

When you as the evaluator have completed an evaluation click the “Eval Completed” button.  This action will change the Eval Status column on the roster 
from “Not Started” to “Eval Form Completed”.   
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Slide notes 
Once the Principal or the appropriate administrator has reviewed and approves of the evaluation, they now click the “Ready for Conference” button.  This 
action will change the “Eval Status” column to “Ready for Conference”.  Now the evaluator can hold the conference with the employee. 
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Slide notes 
Once the conference is completed the evaluator clicks on the “Conference Completed” button.  This action will now change the Eval Status column to “Conf. 
Completed”.  This now informs the principal or the appropriate administrator that the evaluation process and form is completed and that the evaluation can 
now be submitted to the district office. 
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Slide notes 
Reminder: only the principal or appropriate administrator are able to click the “Submit Final Eval to District” button.  This action will change the “Eval Status” 
column to “Final Eval Submitted”. 
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Slide notes 
Once the "Submit Final Eval to District" button is clicked you will be prompted to read and certify the following evaluation being submitted .  Be  certain to 
maintain copies of all final evaluations and materials in a designated and secure location at your school site. 

 

This concludes the tutorial for completing the final evaluation form. 

 

 


