PADEPP - Evaluator Completion of Conference Forms

Each PADEPP evaluation will have an Orientation, Mid-Year and End-of-Year Conference form. The evaluator will enter

the date the conference occurred, confirm the assurances and both the Evaluator and Principal will sign each conference
form.

This guide provides steps for and evaluator to complete and sign the Conference Forms. While this example will show
steps for completing the Orientation Conference form, the steps will be the same for Mid-Year and End-of-Year
Conference forms.

Reminder: The Principal Professional Development Plan must be signed at each conference by the Principal and
Evaluator before the Conference forms can be signed. The Evaluator must be assigned to the evaluation team in
SCLead.org to sign the conference forms.

Step 1: Click Evaluations in the navigation menu bar.
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Step 2: Locate the evaluation record and click Details.

Reminder: Use the search options to quickly locate a record. The search options entered are retained until you clear or
complete another search.
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Step 3: Click Orientation Conference.
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Step 4: Click Edit.
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Step 5: Enter the Date of Conference, select the radio button for each Assurance Activity and click Save.
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Step 6: Click Add my signature.
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Step 7: Enter your PIN in the PIN Entry box. If you do not remember your PIN, click Forgot your PIN? and the system will
show your PIN. Click Sign.
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Repeat this process to complete the Mid-Year and End-of-Year Conferences once the conferences have occurred.

Contact SCLead.org support if you have problems accessing or completing the Conference Forms.

1-877-314-1412 or www.sclead.org/Help/Support.



