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ADEPT – Evaluation Process Overview - Teacher 
Each educator being evaluated using the South Carolina Teaching Standards will have an evaluation record in 

SCLead.org. A step-by-step process for teachers to complete the evaluation process is below. Please see specific user 

guides for instructions on completing each step of the process.  

Note: The evaluation documents for educators being evaluated on special area evaluations (i.e., Library Media 

Specialists, School Guidance Counselors, Speech-Language Therapists) will be covered in a separate document.  

Beginning of Year – Evaluation Setup:  

1. ADEPT administrator or principal will create an evaluation record for each educator.  

2. ADEPT administrator or principal will set the teacher’s Evaluation Team for each evaluation1.   

3. ADEPT administrator or principal will enter the date for the Orientation conference.  

Beginning of Year – Form Completion: 

1. Teacher will enter electronic signature on the Orientation conference form.  

2. If requested by the district, the teacher will enter Student Growth & Professional Goals.2  

3. Each Student Learning Objective (SLO) entered needs both the teacher and the evaluator’s signature on the 

Preliminary Conference page. Each Professional Goal, if required, also needs the teacher and evaluator’s 

signature for the Preliminary Review. 

Throughout year: 

1. Evaluator(s) will add observations, as required by contract level, in SCLead.org. The evaluator and teacher will 

sign the post conference form(s). If the district is using the consensus approach, only the Area of Reinforcement 

and Area of Refinement will be displayed on the Post-conference page after each observation. If the district 

using the average approach to scoring, evaluator scores will be visible. 

Mid-Year Form Completion: 

1. Each SLO entered needs both the teacher and the evaluator’s signature on the Mid-Course Conference page. 

If the district is using the consensus approach, the Consensus Meeting form needs to be completed by the Evaluation 

Chair after classroom observations are completed. Each member of the evaluation team also needs to sign the 

Consensus Post-conference Meeting form. During or after the preliminary cycle conference, the teacher will sign the 

Consensus Post-Conference form.  

 

End-of-Year process: 

1. Teacher will complete the Professionalism Self Self-Review, if applicable.3 

2. Evaluator will complete the Professionalism Review.  

3. If the contract level for the teacher is using the consensus approach, the Consensus Meeting form would need 

to be completed by the Evaluation Chair. Each member of the evaluation team would sign the Consensus Post-

conference Meeting form. Then the teacher would also sign. 

4. Evaluation Chair will complete the Evaluation Results to include providing the SLO Rating/Score. Under 

Consensus, once completed by the Evaluation chair, each member of the evaluation team and the teacher will 

sign the Consensus Meeting Observation Summary form. The evaluation can then be marked complete.  

1The Principal will have permissions as the evaluation chair, even if not listed as a member of the evaluation team.  
2Entering SLO progress monitoring data in SCLead.org is at the discretion of each district; however, all districts will need 

to report an SLO rating in the results section of the evaluation at the end of the year.  
3The district can request the Professionalism Self-Review and Evaluator Review be completed in the Preliminary and/or 

Final Cycles. Only the Final Cycle Professionalism rating will be counted toward the overall observation rating in the 

Results section of the evaluation. 
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Educator: Completing the ADEPT Orientation  
The first step in the expanded ADEPT evaluation process is to confirm the educator’s orientation to the evaluation 

process has occurred. The educator will need to add his/her electronic signature to the Orientation form in SCLead.org.  

 

Step 1: Access Evaluation record for the current academic year. There are two ways to access evaluation records.  

Option 1 – Step 1: From the homepage, click View full profile in the My Profile box.  

 

Option 1 – Step 2: Click Details for the evaluation for the current academic year. 
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Option 2 – Step 1: Click Evaluations from the navigation menu bar. 

 

Option 2 – Step 2: Click Details for the current academic year evaluation. 

 

Step 2: Select Orientation in the Evaluation section. 
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Step 3: Click Add my signature. 

Note: If the orientation selection or orientation date is not populated or is not correct, please contact your evaluation 

chair. 

 

Step 4: Enter your PIN in the PIN entry box. A PIN has been automatically assigned to you by the system. Click Forgot 

your PIN? to view the PIN assigned to you. Enter the PIN displayed and click Sign. 

 

The Educator Orientation form is now complete in SCLead.org, and the evaluation process can continue.  
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Educator: Student Growth & Professional Goals 
SCLead.org has the option to record Student Growth and Professional Goals data for educators evaluated under 

Expanded ADEPT. The use of the SLO worksheets in SCLead.org is a district level decision; however, each educator will 

need an SLO rating provided in the evaluation results. Here are instructions for an educator to enter SLO data in 

SCLead.org.  

Educators can enter more than one Student Learning Objective. The educator can also enter the data for a separate 

Professional Goal, if required. Each goal will have a signature option for preliminary, mid-course, and summative 

conferences.  

Please note, the SLO data can be entered after the Evaluation Orientation has been signed by the educator.  

Step 1: Access Evaluation record for the current academic year. There are two ways to access evaluation records.  

Option 1 – Step 1: From the homepage, click View full profile in the My Profile box.  

 

Option 1 – Step 2: Click Details for the evaluation for the current academic year. 
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Option 2 – Step 1: Click Evaluations from the navigation menu bar 

 

Option 2 – Step 2: Click Details for the current academic year evaluation 

 

Step 2: Select Student Growth & Professional Goals in the Evaluation section 
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Step 3: To add a Student Growth Goal, click Add Student Learning Objective 

 

Step 4: Enter the data for the Student Learning Objective. The data requested is the same data previously requested 

onstate provided SLO forms. SCLead.org did add a section allowing the educator to align the goal with the SCTS 4.0 

rubric indicators, as applicable. Once goal data has been entered, click Save.  
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Once the goal data has been entered, the system will generate the Preliminary, Mid-Course, and Summative Conference 

forms.  

Step 5: At the bottom of the Preliminary conference form, click Add my signature to electronically sign the Preliminary 

Conference.  
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Step 6: Enter your PIN in the PIN entry box. PIN’s are automatically assigned by the system. Click Forgot your PIN? to 

view your assigned PIN. Once you enter your PIN, click Sign. 

 

Once your Mid-Course Conference has occurred, repeat steps 1 and 2 to access your SLO to sign the mid-course 

conference form.  

Step 7: Click on the SLO name to access the conference forms for signature.  
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Step 8: Click Mid-Course Conference and then click Edit to enter On-going Progress Monitoring/Reflections. 

 

Step 9: Enter the On-going Progress Monitoring/Reflections, Add any support documents, as desired, and click Submit. 
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Step 10: Click Add my signature to sign the Mid-Course conference. 

 

To access the goals for the Summative Conference, repeat steps 1, 2, and 8 above.  

Step 11: Click Summative Conference. 
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Step 12: Click Edit. 

 

Step 13: Enter Conference Reflection A & B and click Submit. 
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Step 14: Click Add my signature to electronically sign the Summative Conference. 

 

This process would be repeated for each goal. 
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Educator: Observation Self-Reflection 
SCLead.org allows educators to complete a Self-Reflection for each observation conducted throughout the year. This 

guide provides the steps for an educator to complete the observation Self-Reflection to include self scores, selecting an 

area of reinforcement and refinement and provide feedback on the observation. This guide will also provide steps on 

signing the Post-Conference form.  

Step 1: Access Evaluation record for the current academic year. There are two ways to access evaluation records.  

Option 1 – Step 1: From the homepage, click View full profile in the My Profile box.  

 

Option 1 – Step 2: Click Details for the evaluation for the current academic year. 
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Option 2 – Step 1: Click Evaluations from the navigation menu bar. 

 

Option 2 – Step 2: Click Details for the current academic year evaluation. 

 

Step 2: Select Observations in the Evaluation section.
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Step 3: Click Details next to the observation record. 

Note: If you do not see the observation, please contact your observer to release the self-reflection.  

 

Step 4: Click Self-Reflection. 
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Step 5: Select the box for the rating desired for each indicator. Once selected the rating box will highlight dark orange. 

The scores selected will save automatically. 

 

Step 6: At the bottom of the Self-Reflection form, select a Reinforcement Indicator, Refinement Indicator and the 

associated Objectives for each. In addition, there is a section to add a general observation Reflection. Click Save.  

Note: The Self-Reflection data entered will be available to your observer as soon as you hit Save. 

 



20 
 

Once the Post-Conference has occurred and the evaluator has signed the Post-Conference from, the educator can enter 

his/her electronic PIN signature. Repeat steps 1-3 to access the observation.  

Step 7: Click Post-Conference. This will display the Observation Summary form.  

Note: If your contract level uses the average approach to observation scoring, the evaluator’s observation scores, the 

self- score, reinforcement and refinement indicators along with associated notes will be displayed. If your contract level 

uses a consensus approach, the evaluator’s scores will not be shown, and a separate Consensus Post-conference Meeting 

form will be entered which will then display the consensus observation scores. The same steps provided in this document 

would be completed for the consensus observation.  

 

Step 8: At the bottom of the Observation Summary, click Add my signature. 
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Step 9: Enter your PIN in the enter PIN box. If you do not remember or know your PIN, click Forgot your PIN? and the 

system will show your PIN. Click Sign.  
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Educator: Completing the ADEPT Educator Professionalism Self-Review 
SCLead.org allows the educator to complete a Professionalism Self-Review to reflect on his or her professional 

performance. This guide provides the steps for an educator to complete the Professionalism Self-Review and review and 

sign the Professionalism Review completed by the evaluator.   

Step 1: Access Evaluation record for the current academic year. There are two ways to access evaluation records.  

Option 1 – Step 1: From the homepage, click View full profile in the My Profile box.  

 

Option 1 – Step 2: Click Details for the evaluation for the current academic year. 
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Option 2 – Step 1: Click Evaluations from the navigation menu bar. 

 

Option 2 – Step 2: Click Details for the current academic year evaluation. 

 

Step 2: Select Professionalism in the Evaluation section. 
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Step 3: Click Start Professional Self-Review. 

 

Step 4: Click Edit to enter the ratings for each indicator for the Professionalism domain.  
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Step 5: Select the radio button for the rating desired for each indicator. 

 

Step 6: Enter Comments, if desired.  

 

Step 7: Click Save. If you leave the page without clicking save, the selections you have made will not be saved.  

Note: The Professional Self-Review will not be shared with your evaluator until you have entered your electronic 

signature.  
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Step 8: When you are ready to share your Professionalism Self-Review, scroll to the bottom of the page and click Add my 

signature. 

Note: Once you enter your signature, the Professionalism Self-Review can no longer be edited. 

 

Step 9: 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.  

 

To review and sign the Professionalism Review completed by the evaluator, repeat Step 1 and Step 2 above to access the 

Professionalism Review.  
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Step 10: Click Details on the Professionalism Review Form.  

 

Step 11: Once reviewed, click Add my signature to electronically sign the Professionalism Review.  

 

Note: SCLead.org will maintain the evaluation records and the educator will be able to access these records at any time, 

even for prior years. If desired, a copy of each form can be printed or saved by clicking Print to PDF.
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Accessing Professional Learning  
SCLead.org has incorporated Professional Learning content from Edivate. Content is available for all educators and 

principals. The content is organized into three categories: general content, content aligned with the SCTS 4.0 rubric and 

content aligned to PADEPP Standards.  The Professional Learning videos can be assigned by the evaluator, principal, 

superintendent and District ADEPT administrator or self-assigned by the educator/principal. Professional learning can be 

assigned in the Learning section of the educator’s profile, the student growth section of the evaluation or in the post 

conference section of an observation. The professional learning video can be previewed before it is assigned to the 

educator.  

Once assigned, the educator and principal can access the professional learning assignments in the educator profile, or 

the Learning tab. Educators can also access professional learning assignments in the student growth & professional goals 

section of the evaluation.  

This guide will review the three ways to access and complete professional learning assignments.  

 

Contents 
Access Learning from Educator’s Profile ........................................................................................................................... 29 

Access Learning from Student Growth & Professional Goals ........................................................................................... 34 

Access Learning from the Learning tab ............................................................................................................................. 39 
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Access Learning from Educator’s Profile 
An educator or principal can access professional learning assignments in his/her educator profile.  

Step 1: Click View full profile from the My Profile section of the Home page. 

 

Step 2: Click Learning.  
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Step 3: Any professional learning videos assigned to the educator will display. Click the Play button for the video to 

begin watching.  

 

 

Note: The first time you preview a learning video, the system will ask you to accept Edivate’s license agreement. There 

will be an error message display. The error can be closed by clicking the “x”, but it is not required. Enter your initials and 

click I accept.  
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Step 4: Click anywhere in the video to begin playing. The video controls can be used to pause, fast forward or rewind the 

video.   If you fast forward, the video will not reflect as viewed. 
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Step 5: After watching the video, 3 reflection questions will be available. An additional 3 questions will be available 72 

hours after completing the video. Type your answer in the field below each question. Your answers will save 

automatically. Click the arrow to advance to the next question.  

Note: Each video will have a tab for additional resources and other related segments for the video. 

 

Step 6: Once the video is complete, click Close to exit.  
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Note: The Viewing % will not update instantly. To update your progress, click Sync.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



34 
 

Access Learning from Student Growth & Professional Goals 
Educators can access their assigned professional learning videos in the Student Growth & Professional Goal section of 

the evaluation.  

Step 1: Click View full profile from the My Profile section of the Home page. 

 

Step 2: Click Details for the current evaluation.  
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Step 3: Click Student Growth & Professional Goals.  

 

Step 4: Any professional learning videos assigned to the educator will display. Click the Play button for the video to 

begin watching.  
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Note: The first time you preview a learning video, the system will ask you to accept Edivate’s license agreement. There 

will be an error message display. The error can be closed by clicking the “x”, but it is not required. Enter your initials and 

click I accept.  

 

Step 5: Click anywhere in the video to begin playing. The video controls can be used to pause, fast forward or rewind the 

video.   If you fast forward, the video will not reflect as viewed. 
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Step 6: After watching the video, 3 reflection questions will be available. An additional 3 questions will be available 72 

hours after completing the video. Type your answer in the field below each question. Your answers will save 

automatically. Click the arrow to advance to the next question.  

Note: Each video will have a tab for additional resources and other related segments for the video.  

 

Step 7: Once the video is complete, click Close to exit. 
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Note: The Viewing % will not update instantly. To update your progress, click Sync.  
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Access Learning from the Learning tab 
Educators can view their professional learning assignments by accessing the Learning tab of SCLead.org.  

Step 1: Click Learning. 

 

The learning dashboard will display. The dashboard shows the progress of assignments and a quick view of assignments 

due within the next 30 days.  
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Step 2: Click Assignments. 

 

Step 3: Any professional learning videos assigned to the educator will display. Click the Play button for the video to 

begin watching.  
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Note: The first time you preview a learning video, the system will ask you to accept Edivate’s license agreement. There 

will be an error message display. The error can be closed by clicking the “x”, but it is not required. Enter your initials and 

click I accept.  

 

Step 4: Click anywhere in the video to begin playing. The video controls can be used to pause, fast forward or rewind the 

video.   If you fast forward, the video will not reflect as viewed or completed.  
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Step 5: After watching the video, 3 reflection questions will be available. An additional 3 questions will be available 72 

hours after completing the video. Type your answer in the field below each question. Your answers will save 

automatically. Click the arrow to advance to the next question.  

Note: Each video will have a tab for additional resources and other related segments for the video.  

 

Step 6: Once the video is complete, click Close to exit. 
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Note: The Viewing % will not update instantly. To update your progress, click Sync.  

 

 

 

Contact SCLead.org support if you have problems assigning professional learning. 

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

 

https://sclead.org/Help/Support

