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Professional Growth Plan - Evaluator 
Teachers, counselors, license support professionals, assistant principals and principals will need to complete 
a Professional Growth Plan, unless on an improvement plan at the beginning of the year due to a previous 
evaluation rating of ineffective.  The OhioES process to create, review, edit and sign the professional growth 
plan is the same for all educator types and is based on the following:

• Teachers, counselors and license support professionals with a previous rating of Accomplished will create a self-directed
Professional Growth Plan.

• Teachers, counselors and license support professionals with a previous rating of Skilled will create a Professional Growth
Plan jointly with their evaluator.

• Teachers, counselors and license support professionals with a previous rating of Developing will create a Professional
Growth Plan guided by their evaluator.

• Teachers, counselors and license support professionals without a previous rating will create a Professional Growth Plan
collaboratively with their evaluator.

• Principals and assistant principals will create a Professional Growth Plan collaboratively with their evaluator.

For a self-directed Professional Growth Plan, the goal and actions are entered by the educator; the educator

will notify the evaluator when the plan is ready to view. A system notification will show in the activity feed on

the dashboard. At this time, a conference to discuss the self-directed plan can be conducted. For a jointly/
collaboratively developed Professional Growth Plan, collaborate with the educator on whether the draft goal 
should be entered by him/her prior to a conference or whether the evaluator will enter it at the conference. 
For an evaluator guided plan, the goal will be entered by the evaluator at the conference.

The educator’s Professional Growth Plan can be accessed by clicking the hyperlink in the notification.
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Once you have reviewed the Professional Growth Plan, click the ellipsis to Mark as Read or 

Dismiss Notification. 

Step 1: Review, add and/or edit goals. 

Meet with the educator to create the Professional Growth Plan.  For self-directed plans, view the goal on the 
Professional Growth Plan tab within the form at the conference. A goal entered by the educator can only be 
edited by the educator.  
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A goal will be added by the evaluator for Professional Growth Plans guided by the evaluator. For jointly/
collaboratively created plans, the evaluator will add the goal, if the educator wasn't asked to have a draft goal 
entered prior to the conference. To add a goal, click + Add Goal.
Note: If the goal is self-directed, the evaluator cannot add a goal.

Add the details of the goal and then click Save & Close. 

Add details of the goal.

Add details of the goal.

Add details of the goal.

Add details of the goal.
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The evaluator can edit the goal he/she entered, but not a goal created by someone else. The evaluator

can click Edit to edit the goal.  

Once the goal has been entered, the evaluator can notify the educator. Click Notify Educator which is 

located below the goals.  

Step 2: Conferences: When the evaluator and educator meet throughout the school year about the initial 
creation of the Professional Growth Plan, progress on the plan, etc., the evaluator will enter the conference 
information. The educator will confirm the conference in OhioES.

On the Conferences tab, click + Add Conference. 
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Enter the conference details and click Add Plan Conference. 

Note: If the evaluator would like to create a meeting request for a future conference date to review the plan, 
click the check box for Send Calendar Invite. The calendar invite will be sent to both the evaluator and the 
educator.  

Once the conference has been added, the educator will receive a system notification in his/her activity feed on 

the home page as well as the notification icon by his/her name.  
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After the educator has confirmed the conference, the Educator Confirmed column will display a green 

checkmark.  

Step 3: Add Notes and Attachments 

On the Conferences tab, click + Add Note to add a note and/or attachment. 

Enter the text of the Note. An attachment can be added by clicking the Browse button. Attachments are 

optional. Once details have been entered, click Add Note.  
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Step 4: Once the Professional Growth Plan has been completed at the end of the evaluation period and the

final conference to discuss the goal results has occurred, the evaluator will electronically sign with a PIN

signature first. Once the evaluator has signed, then the educator can sign. To sign, go to the Signatures tab 

of the goal form and click + Add my signature.  

Enter the PIN in the PIN entry field. If you do not know your PIN, click Show PIN. Once the PIN has been 

entered, click Sign.  
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If changes need to be made after the goal has been signed at the end of the evaluation period,

signatures will need to be removed by completing an Evaluation Record Change Request Form (found 
on the ILEAD website). Once signatures have been removed, the goal can be edited by the person who

created the goal.  

For state policy and district procedure questions or if any changes are required to the setup, please contact 
ileadadmin@columbus.k12.oh.us. For Technical Support, please contact support@ohioes.com.  

Evaluation Record Change 
Request Form (located on 
the ILEAD website) 
required.
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