PADEPP - Evaluator Completion of Summative Evaluation Worksheet

If there is more than one evaluator for a Principal’s evaluation, each evaluator will need to complete an evaluator
assessment. Once each member has completed the evaluator assessment, the Evaluation Chair will need to complete
the Principal's Summative Evaluation Form Worksheet. Each member of the evaluation team will need to enter his/her
signature once the Evaluation Chair has completed and signed. This guide will provide steps for completing the
worksheet.

Reminder: The Principal's Summative Evaluation Form Worksheet will not be shared with the Principal.

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 Assessment.
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Step 4: Click Start Principal's Summative Evaluation Form Worksheet.
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Step 5: Click Edit.
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Note: If the Principal has completed the Self-Assessment, the self-assessment ratings will be displayed. The ratings from
each completed evaluator assessment will also display to assist in selecting a final Rating.



Step 6: Select a Final Rating for each standard, add comments for each standard, add additional comments and
attachments, as applicable, select the Overall Summative Rating, click Save.
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Step 7: Click Add my signature.
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Step 8: Enter your PIN in the Enter PIN box. If you do not remember your PIN, click Forgot your PIN? and the system will
display your PIN. Click Sign.
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Reminder: Each member of the Evaluation Team will need to electronically sign for the Principal's Summative Evaluation
Form Worksheet to be complete.

Contact SCLead.org support if you have problems accessing or completing the Principal's Summative Evaluation Form
Worksheet.

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



