
Columbus City Schools
Non-School Based Administrator Evaluations

Evaluator Training

PROFESSIONAL LEARNING AND LICENSURE



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



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 Setting Plan.



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

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 Setting Plan.



Evaluation Timeline

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

Professional 
Growth/Goal Setting 

Plan

November 14

Preliminary 
Evaluation

Preliminary 
Evaluation 

Conference

January 16

Final Evaluation Final Evaluation 
Conference

May 8



Evaluation Expectations

• Use the evaluation as a tool for 
growth

• Follow evaluation processes and 
deadlines

• Plan ahead
• Schedule conferences in 

advance

• Avoid biases and opinions

• Utilize a variety of evidence, 
observations, conversations, data, 
etc. to complete the evaluation

• Enter professional, appropriate, 
and objective comments

• Provide honest and fair feedback

• 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.



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.k12.oh.us

• Access ILEAD webpage for information and 
resources

• Perform User Guides/Videos
• Evaluation Process and Deadlines
• Evaluation Record Change Request Form
• Rebuttal Form
• Appeal Form



Victoria Grammas
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Evaluator Training
Perform 

Presented by:  Victoria Grammas



Agenda
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Basic Navigation

How to view evaluation assignments and 
interact with the forms

How to manage signatures and approvals

Viewing completed forms 

Questions

4

3

2

1

5



Basic Navigation
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My Folder 
 Default home page, shows any open 

tasks for your user

 Legend Icon – quick form status

My Staff

 List of assigned evaluation 
process(es) for your staff 

 Task Dashboard

Signatures

 Your needed signatures 

 List of evalutee signatures



Your Staff and Assigned Evaluation Processes

12

 Use grey area to filter for specific information

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

 Click View to get started



Details of Individual Staff Process Assignment
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Forms and Actions
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 Adding an Artifact

 SAVE PROGRESS – Saves your work.  (system also autosaves work as you go)

 UPDATE DATA TRANSFER – if calculations, updates any calculations while using the form, prior to you saving the form.   

 SAVE AND SUBMIT – Finalized the form, locks it, and starts the workflow process.  
supervisor/direct report or administrator/teacher) 



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

tool 
 Right side is view of form for reference



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

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

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



Signatures & Mailbox
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 Click icon or Signatures on Left

 View and sign your own signature tasks

 Track with direct reports still needing a signature

 Send a bulk reminder of the signature task 



Staff Task Dashboard

18

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

 Click on “submitted” to see focused list. 



Printing a Completed Form 
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Navigate to:  My Staff, EvaluationTab, search for that employee, click 
Folder

* Folder = Files and History



Let’s Look at the Live System 

Design: Can 
we use this 

image or 
146182855 or 

something like 
it



Professional 
Learning and

Licensure
Nicole Natal, Human Resources Assistant

Rhonda Rice, Director
HREvaluations@columbus.k12.oh.us

614-365-5039


