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Goals for Today

® Review the Non-School Based Administrator
Evaluation Process for the 2025-2026 School
Year

® Understand the Evaluation Expectations

® Locate Resources and Points of Contact

Gain an Overview of Perform
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Non-School Based Administrator Evaluation
Components for Year Contract Is Expiring

Professional Growth/Goal Setting Plan
° The evaluated employee drafts the plan in Perform by the evaluator’s requested date.
° The evaluator conducts a conference to discuss and finalize the plan in Perform.

Preliminary Evaluation
) The evaluated employee completes the optional Preliminary Evidence Worksheet in Perform by the evaluator’s requested date.
) The evaluator completes the Preliminary Evaluation form in Perform.

Preliminary Evaluation Conference
° The evaluator conducts a Preliminary Conference with the administrator to discuss the Preliminary Evaluation and check progress on the Professional Growth/Goal
Setting Plan.

Final Evaluation
° The evaluated employee completes the optional Final Evidence Worksheet in Perform by the evaluator’s requested date.
° The evaluator completes the Final Evaluation form in Perform.

Final Evaluation Conference

- The evaluator conducts a Final Conference with the administrator to discuss the Final Evaluation and check progress on the Professional Growth/Goal Settini P _




COLUMBUS
CITY SCHOOLS

Non-School Based Administrator Evaluation
Components for Year Contract Is Not Expiring

Professional Growth/Goal Setting Plan
e  The evaluated employee drafts the plan in Perform by the evaluator’s requested date.
e  The evaluator conducts a conference to discuss and finalize the plan in Perform.

Final Evaluation
e  The evaluated employee completes the optional Final Evidence Worksheet in Perform by the evaluator’s requested date.
e  The evaluator completes the Final Evaluation form in Perform.

Final Evaluation Conference
e  The evaluator conducts a Final Conference with the administrator to discuss the Final Evaluation and check progress on the
Professional Growth/Goal Setting Plan.




Evaluation Timeline

November 14 Ja“UTY 16 May 8
Professional Preliminary Preliminary inal luati Final Evaluation
Growth/Goal Setting Evaluation Evaluation Final Evaluation Conference
Plan Conference

Evaluation Timelines/Processes/Resources are located on the ILEAD webpage.
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Evaluation Expectations

 Use the evaluation as a tool for * Utilize a variety of evidence,
growth observations, conversations, data,

etc. to complete the evaluation
* Follow evaluation processes and

deadlines * Enter professional, appropriate,
* Plan ahead and objective comments
* Schedule conferences in . .
e * Provide honest and fair feedback
* Avoid biases and opinions * Promote two-way conversations

If an Improvement Plan needs to be implemented, contact Rhonda Rice.
If there are performance issues and/or a possible non-renewal recommendation, contact John Dean.
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Reminders

* Watch for email messages from HR Evaluations
* Contact PL&L at any time for support/questions

* Check Perform rosters for accuracy (beginning
October 27)

* Please notify PL&L with errors
 Send evaluator changes to
HREvaluations@columbus.kl2.oh.us

e Access ILEAD webpage for information and
resources

Perform User Guides/Videos

Evaluation Process and Deadlines

Evaluation Record Change Request Form

Rebuttal Form

Appeal Form COLUMBUS
CITY SCHOOLS
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Perform
Training

Victoria Grammas

|




Evaluator Training
Perform

Presented by: Victoria Grammas



Aaenda
a Basic Navigation

e How to view evaluation assignhments and
interact with the forms

How to manage sighatures and approvals

e Questions

Viewing completed forms

ﬂ@ PowerSchool




D Perform

BaSic NaVigation [ ] | Incomplete Tasks
My Folder

e Schoeol Y
v Default home page, shows any open | 2:2:;2:” -
tasks for your user —
o3
v Legend Icon — quick form status Sig:im
My Staff
v List of assigned evaluation
process(es) for your Staﬁ: ?idec?:;:lfz;;rmsandtasks can be found in the History tab
‘/ TaSk DaShboaI'd %ﬁ:zz:g Completed
g To Do
Signatures - i

Es Form in Progress

v Your needed signatures - S
& Form Has Attachments
v" List of evalutee signatures O e
Eg Task Complete
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Your Staff and Assigned Evaluation Processes

= Staff
“PJJ’ Perform
All Staff Not Evaluated Evaluation Action Plan Process Dashboard Task Dashboard

ﬁ Dashboard
My Folder . K
| Search
< Schedule =] . .
o ‘ Enter any part of the name, employee id, building, or process name to search. | El Show Direct Reports of My Direct Reports
— Reports Iom L
n/ Analysis
Signatu = =
Peress Dot { Collapse Filters H Reset Filters ]
Task Dashboard
School Year Process Job Type Tenure Level Responsible
J 2025/2026 ~ I [ Nen-School Based Administrators - Pri ~~ ] [ All Job Types # l I All Levels % l [ l X

O« Last & First 1 Employee ID Process l ngressl Responsible l Tenure Level Deadline

v v
O Gellar Monica MGO01 Non-School Based Administrators - Prel. & Final 38 A Admint 05/08/2026 Folder
O Green Rachel RGODZ Non-School Based Administrators - Prel. & Final /8 A Admin1 05/08/2026 Folder

{ - ] 1-20f 2 ‘15 vlperpage

v Use grey area to filter for specific information

v~ Shows list of staff (assigned to you), the progress of process assigned, and ability to start interacting
with forms

ick View to get started
ﬂl@ PowerSchool




Details of Individual Staff Process Assignment

View Tasks

(8)Tasks

Task

Sched

Comp

Rachel Green - Non-School Administrators - Prel. & Final

Responsible

Resp Type

[j Show information at time of process completion

[ Evidence H Folder

Il

Prafessional Growth/Goal Sett *
Goal Setting Conference *
Preliminary Evidence Workshee .
Preliminary Evaluation - Non-__ %
Preliminary Evaluation Confer. %
Final Evidence Worksheet - No. .
Final Evaluation - Non-School... *

Final Evaluation Conference *

R. Green

A Admini

R. Green

A Admini

A Admin1

R. Green

A Admini

A Admini

Direct Report

Supervisor

Direct Report

Supervisor

Supervisor

Direct Report

Supervisor

Supervisar

Mark as Done

Schedule
Schedule

Schedule Remove

Go To Form

Schedule

Mark as Done

Go To Form

Mark as Done

i

Schedule

Schedule

Schedule

Pii

Back to Staff Add Tasks

i

[ Mark Process Complete
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v Adding an Artifact

v SAVE PROGRESS - Saves your work. (system also autosaves work as you go)

Preliminary Evaluation - Non-School Based Administrator

v UPDATE DATA TRANSFER - if calculations, updates any calculations while

Task: Preliminary Evaluation - Non-School Based Administrator

v~ SAVE AND SUBMIT - Finalized the form, locks it, and starts the workflow prc
supervisor/direct report or administrator/teacher)

ADMINSTRATOR (evaluatee)

‘ Rachel Green

SCHOOL DEPARTMENT
‘ 6TH STREET ANNEX

1. PRODUCTIVITY / GOAL ATTAINMENT
SUPERVISOR (evaluator) Critafia:

| Adminstrator Admint
Performs all areas of job tasks and responsibilities with attention given to detail and quality; performs duties in accordance with Board of Education policies and regulations, and approved administrative policies and procedures;

fulfills legal and contractual obligations; provides requested/required information in a timely manner; provides products/services; evaluates staff to ensure department and district goals are met. ‘
DATE | requires

‘ 10/08/2025 | ggAllowe| Possible Sources of Evidence:

« Evidence of completing job tasks and responsibilities
. « Evidence of submitting reports by the deadline
DiFEEHGRS: EvalEt i « Evidence of completing and submitting effective staff evaluations
« Evidence of exercising good judgment in crisis situations
.

* Productivity/Goal Attainn} Evidence of meeting timeline and goals

» Effective Leadership/Co
« Strategic Planning

*+ Information Analysis o ‘ 1
Meets Standard "

We have discussed the evaluation summarized above. The administrator's electronic signature does not necessarily indicate that he/she agrees with the evaluation or comments indicated. y

Productivity / Goal Attainment Rating o
Artifacts
o . Add Artifact
Evaluator's Comments - Productivity / Goal Attainment | requi=a ®
B 7 Y A-~BA- rotsizes ~ = £ & # Ihn B & 88 o T DateAdded 4  Added By Associated With Type  Title Content %

Add any comments here for the evalutee... No data available in table

1 Signature by Supervisor/Evaluator

Showing 0 to 0 of O entries
1

Attached Workflow SV Sig + DR Sig 1
Current Status Draft !
j

Workflow Steps ]
H

H

i

1

|

Signature by Direct Report: Rachel Green

ﬂ@ PowerSchool
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Form Tools

v Left side is form you are currently working on, filling out an evaluation
v Tools in middle open up a view only of other forms in the same process/rubric and a note taking

tool
v Right side is view of form for reference

® Close

7. CUSTOMER SATISFACTION
Critera: | IE Select Al Show | All Notes v I —
Maintains ongoing communication with internal and external customers and other key stakeholders; ensures that interactions with all customers are welcoming; develops specific plans for increasing customer satisfaction; . L & agmint
establishes community partnerships and collaborations that benefit work efforts; provides for effective relationships with stakeholders to support and enhance the school/departments ability to improve programs; identifies ti r
needs of the and of every - satisfaction, and takes action to improve or correct areas in which satisfaction is low.
Possible Sources of Evidence: inesday October 15, 2025
« Evidence will include verbal and written feedback obtained from all customers and stakeholders h |
« Evidence will include results from customer surveys Add any notes in bottom
« Evidence should include intervention strategies used to support the district in accomplishing its goals
d d include analysis of results
~~~~~ 12:39:07 PM
Weetsstndara SausactoryProgress Made Does NotMeetstanciard
Customer Satisfaction Rating ° o ° | @
[:] Keep running notes
Evaluator's Comments - Customer Satisfaction ..
B 7 U A-MB- ronsms - i CSemoBE o T
i 12:39:10 PM
Keep running notes
8 Ct AND

Add notes then copy and paste them into form

Add text here

« Strategic Planning

« Information Analysis

+ Resource Management/Budgeting
« Staff Development
+ Customer Satisfaction

ﬂl@ PowerSchool



Adding Evidence

When in a process and working through the assigned forms, there are two ways to add evidence into that
employee profile.

1. Inthe Form itself as you are evaluating the staff member

2. In the staff member folder, Evidence Tab, add Artifact and follow prompts

Edit Artifact

View Tasks

D Show information at time of process completion

Rachel

@ File Upload
Valid extensiens : csv, tf, tff, doc docx, ppt, pptx, xis, xisx, pdf, e, rif, jpg, gif prg
mp4, wmv, mov, avi, fiv, wav, mp3. Max size 2GB.

Choose File

OurL

Evidence Folder

(8)Tasks

Resp Type
[ Associate the artifact with one or more rubric items. Direct Report
2 Supervisor [ MarkasDone] [ Schedule ]
Direct Report [ Schedule ] [ Remove
Supervisor [ Go To Form ] [ Schedule ]

“@ PowerSchool



Signatures & Mailbox

v Click icon or Signatures on Left

v~ View and sign your own signature tasks

v Track with direct reports still needing a signature

v~ Send a bulk reminder of the signature task

ﬂ@;‘ Perform

My Folder

My Staft
Signatures |

“@ PowerSchool

Approvals

Documents Awaiting Your Signature

Direct Report

Process

Action Required

Awaiting Signature by a Direct Report

[ Document

Direct Repart

No Results.

Process

20 v ‘psr page

Action Required Reminders

O Preliminary Evaluation - Non-School Based Administrator

O Professional Growth/Goal Setting Plan - Non-School Based Administrator

M. Gellar

M. Gellar

Non-Scnool Based Administrators - Prel. & Final

Non-School Based Administrators - Prel. & Final

Signature by Monica Gellar View and Sign | 0
Signature by Monica Gellar View and Sign | 0

10 v‘perpage
Bulk Action | v| ﬂ




Staff Task Dashboard

D p
2 Perform
Tasks
[ ] e
Completed, 18.75% Not Completed, 81.25%
i Dashboard
My Folder
- _
‘a‘ L4 Schedule
e Reports @ completed, 18.75% () Not Completed, 81.25%
n/ Analysis
SIgnatures « - AlStaff  NotEvaluated  EvalitionsactionPlans  ProcessDashboard  Task Dashboard
Drocess Dashiboard B Professional Growth/Goal SeseTEPlan - Tomgchool e
T I 2 Task(s), 1 Process(es) @ submitted, 2 & Task Status Detail
School Year
i ¥ | (O Required Only ([J Show Direct Reports of My Direct Reports
. . P itter
B Final Evaluation - Non-School Based Administrator :" e o .
- - ue Upcoming Tasks (due in 2 weeks or less)
2 Task(s), 1 Process(es) @ saved. 1 () Notsta
/ey || Reset e
8 csv
B Final Evidence Worksheet - Non-School Based Admif - proces ek e 9L e e
2 Task(s), 1 Process(es) () Not Started, 2
l [:l Green, Rachel ::;—S(huo\ Based Administrators - Prel. & ‘:rdo':rsus;:vrr;:jromhlﬁﬂsl Setting Plan - Non-School Based R Green 05/08/2026 0 submitted :f;:xzszvammr
Non-School Based Administrators - Prel. & Professional Growth/Goal Setting Plan - Non-School Based Signature By

O Gellar, Monica M. Gellar 05/08/2026 D) Submitted

Final Administrator Supervisor/Evaluator

v~ Shows list of staff (assigned to you), the progress of process assigned by form

v~ Click on “submitted” to see focused list.
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rinting a Completed Form

Navigate to: My Staff, EvaluationTab, search for that employee, click
Folder

[P erform

] Staff
My Folder
AlSaff  NotEvaluaed  Evaluation  AcionPlan  Prod Processes
MyStaft Search
“ Enter any part of the name, employee id, building, or process name to| PrOCesses Notes History Attachments profile Evidence
Signatures

Collapse Filtrs | Folder for Monica Gellar

School Year Process

[ 2025/2026 v| [ Non-School Based Ad Seleetypdr; |:\ Show infarmation at time of process completion
| 202572026 v
Bl Dase Firse Employee ID Process|
O G wonka wGoor wrsf Non-School Based Administragzes Do 2t -
u] Green Rachel RGO02 Non-S H_IEJ Perform
# Task

a

Final Evaluation - Non-School Based Administrator

1 B Professional Growth/Geal Sett.. *
0Selected | SelectAll | Clear | Delete i

2 [ Goal Setting Conference * My Folder
) . Responsible: A. Admin1 Monica Gellar Building: 6TH STREET ANNEX
3 B Preliminary Evidence Workshee :‘:
4 Preliminary Evaluation - Non-___*
B o My Staff i ' A
s B Preiminary Evalustion Confer..* Task: Final Evaluation - Non-School Based Administrator
(4 &
3 B Final Evidence Worksheet - No... —
Signatures | /
7 B Final Evaluation - Non-Schoal... * ADMINSTRATOR (evaluatee) B
8 B Final Evaluation Conference * | Monica Gellar ‘

1-10f1

SCHOOL DEPARTMENT

| 6TH STREET ANNEX
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Live System

"J@ PowerSchool




Professional
Learning and
Licensure

Nicole Natal, Human Resources Assistant
Rhonda Rice, Director

HREvaluations@columbus.k|2.oh.us
614-365-5039
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