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ADEPT – Evaluation Process Overview – Special Areas 
 

Each educator being evaluated using ADEPT will have an evaluation record in SCLead.org. A step-by-step process for 

educators to complete the ADEPT evaluation process is below. Please see specific user guides for instructions on 

completing each step of the process.  

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. Educator will enter electronic signature on the Orientation conference form.  

2. If educator’s evaluation contract level and evaluation level is Continuing GBE, the educator will enter a student 

growth & professionalism goal. 2 

3. For those using the Professional Goals Form, the Preliminary Review must be completed. 

4. For those using SLO in lieu of Professional Goals, the evaluator will sign the SLO Preliminary Conference.  

5. If educator’s evaluation and contract level is Continuing Formative, Start a Preliminary Evaluation 

Mid-Year Form Completion (or Fall Semester): 

1. For those using SLO in lieu of Professional Goals, the evaluator will complete the SLO Mid-Conference Form. 

End-of-Year process: 

1. For those using the Professional Goals Form, the Final Review must be completed. 

2. For those using SLO in lieu of Professional Goals, the evaluator will complete the SLO Summative Conference 

Form 

3. If educator’s evaluation and contract level is Continuing Formative, Final Evaluation Summary Form must be 

completed.  

4. The Evaluation Chair will complete the Evaluation Results.   

 
1The Principal will have permissions as the evaluation chair, even if not part of the evaluation team.  
2 Special Areas educators are under the 2006 ADEPT Evaluation Model, which requires the educator to have a 

Professional Goal.  SLO may be done in lieu of the Professional Goal.  The 2006 ADEPT Evaluation Model does not 

require the SLO score.  SLO rating is not a score modifier for Special Areas.  Hence, the SLO score is not an available 

feature in the results section.  
 

Contact SCLead.org support if you have problems accessing or completing ADPET evaluations. 

1-877-314-1412 or https://sclead.org/Help/Support 
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District/School: Creating ADEPT Evaluation Records 
Each educator being evaluated using Expanded ADEPT will first need to have an evaluation record created in SCLead.org. 

to begin the evaluation process. The Superintendent, district ADEPT Administrator, and/or a Principal can use the 

Evaluations Tool (under the ADEPT Tools menu) to create evaluation records for individual educators, groups of 

educators, or all educators for a school at one time. Please note, the ADEPT Plan must be completed for the district in 

SCLead.org before the ADEPT Evaluation Tool can be used.  

Step 1: Go to Districts & Schools on the navigation bar at the top of the page. 

Step 2: Click Evaluation Generator under the ADEPT Tools menu. 

 

Step 3: Verify the correct academic year is displayed. Enter Search criteria to identify the educator(s) you’d like to create 

an evaluation record for and click Search.  

You can search by: 

 School (suggested method) 

 Name 

 CID 

A district-level user can select multiple schools by holding the Shift key and clicking with the mouse on each location 

desired.  

If you leave the Name and CID boxes empty, the search will return all educators for the location(s) of the search. 

A Principal will only have access to his/her school.   
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Step 4: Select the checkbox for the educator(s) desired. Click Select All to add an evaluation for all educators included in 

the search results.  Click Submit.  

NOTE: If you do not see an educator on the list, this would indicate either the educator already has an evaluation record 

created in SCLead.org for the academic year selected or the educator’s staff record is not coded for the location(s) 

indicated in the state’s PCS system. Check with your district’s PCS administrator for next steps to add or delete an 

educator from the school’s roster.
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A confirmation message will display to confirm the evaluation records have been created. You can now access the 

evaluations on the evaluations tab.  

  

 

Contact SCLead.org support if you have problems accessing or using the Evaluations tool. 

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

 

  

https://sclead.org/Help/Support
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District/School: Creating ADEPT Evaluation Teams 
Superintendents, ADEPT Administrators, and Principals can create evaluation teams for multiple educators by utilizing 

the Evaluation Teams tool under the ADEPT Tools menu. This tool allows an evaluation team to be assigned to an 

educator along with the team member’s role and the permission(s) assigned to the team member.  

 

Step 1: Go to Districts & Schools on the navigation bar at the top of the page. 

 

Step 2: Click Evaluation Teams under ADEPT Tools menu 

 

 

 

Step 3: Verify the correct academic year is displayed. Select the appropriate School. Enter Search criteria to identify the 

educator(s) you’d like to create an evaluation team for and click Search.  

You can search by: 

 Name 

 CID 

 Contract Level 

To select multiple contract levels, hold the Shift key and click on each contract level desired.  

 

NOTE: If you leave the filter options empty, the search will return all educators for the location of the search. 

A Principal will only have access to his/her school.   
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Step 4: Select the checkbox for the educator(s) desired. Click Select All to add the evaluation team for all educators 

included in the search results.  Click Select Evaluations.  

NOTE: If you do not see an educator on the list, this would indicate the educator does not have an evaluation record 

created in SCLead.org for the current academic year.  
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Step 5:  A list of evaluators who are credentialed and have permission to the location for the evaluation1 will display (see 

screenshot below) and can be added to the evaluation team for the selected educator(s).  

For each evaluator you would like to add to the team, click the appropriate role of the team member selected. Also, 

select the permission(s)for each team member.  

NOTE: A mentor can also be selected and assigned to the evaluations selected under #7, Select Mentor(s). 

After selections have been made, click Confirm Evaluation Team.  

 

REMINDER: Definitions for Evaluation Roles and Permissions 

Roles: 

 Evaluation Chair – Team member who will guide the evaluation process and ensure the process if followed with 

fidelity. The evaluation chair would ensure required forms are signed and evaluation or SLO conferences occur 

when scheduled. If using the consensus process, the evaluation chair would be the only team member able to 

complete the observation consensus form. In most cases, the evaluation chair would be the principal or trained 

administrative designee.  

 Evaluator – Team member contributing to the evaluation process. This member should be added as evaluator.  

Permissions: 

 Allow Student Growth & Professional Goals – Allows the team member to view, edit and sign SLO/PDGP 

preliminary, mid-course and summative conference forms.  
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 Allow Observations – Allows the team member to conduct and sign/complete observations as well as view 

completed observations by other team members. * 

 Allow Professionalism – Allows the team member to complete the Professionalism review as well as view the 

educator’s professionalism self-reflection.  

*Scripting notes are never shared to any educator, team member or administrator.  

Mentors:  

Mentors will be able to view the educator’s SLO and can enter mentoring notes for the educator. Mentor notes are only 

visible to the mentor and the educator.  

Step 6:  The system will show you the selections you have made to confirm you are assigning the team as desired. Click 

Submit if the selections are correct.  

 

A confirmation message will display to confirm the evaluation records have been created. You can now access the 

evaluations on the evaluations tab. 
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REMINDER: These steps can be repeated to update the team members or the permissions for the team members; 

however, the tool cannot be used to remove a team member. The option to remove a team member is located on the 

status page of the educator’s evaluation.  

 

Contact SCLead.org support if you have problems accessing the Evaluations Team tool. 

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

 

1If the educator serves multiple locations or if an evaluation team member needs to be added from another school, you 

can edit the locations for the evaluation on the settings page of the educator’s evaluation page. Here is a summary of 

the steps; however, full instructions can be found in the Add Evaluation User Guide.  

 Go to Evaluations 

 Click Details next to the evaluation you would like to work with 

 Click Settings 

 Click Edit next to the ADEPT Settings section 

 Click the checkbox for the location(s) desired for the evaluation. The evaluation team can be selected from each 

location assigned to the evaluation.  

 Click Submit 

 

 

  

https://sclead.org/Help/Support


11 
 

District/School: Creating ADEPT Orientation Records 
ADEPT evaluations require an evaluation orientation to occur for each educator. For educators on induction contracts or 

undergoing summative evaluation, this orientation is comprehensive. For educators undergoing goals-based evaluation, 

this is an overview of the process.  

SCLead.org has a tool to allow the Superintendent, ADEPT Administrator or a Principal to set the orientation dates in 

bulk. The tool can also be used to update the orientation conference date in bulk for orientation forms which have 

already been created.  

Use the Orientation tool for the following for multiple educators at one time.  

 Create the Orientation conference form to be signed by the educator 

 Set or update the date the conference has occurred or will occur 

The below instructions are based on a district level user. A principal can follow the same steps; however, the principal 

will only have permission to use the Orientation Tool for his/her school.  

Step 1: Go to District & Schools. 

Step 2: Click Orientations.

 

Step 3: Verify the desired Academic Year is displayed. Enter Search criteria to identify the educators you’d like to set the 

orientation conference date for and click Search. You can search by: 

 School 

 Name 

 CID 

 Contract Level 

If you leave the Name and CID boxes empty, the search will return all educators for the location(s) of the search.  
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Step 4: Select the checkbox for the educator(s) desired. Click Select All to add the orientation for all educators included 

in the search results.  
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Step 5: Enter the date for the orientation conference. * Click Submit. 

* This date can be edited until the orientation conference form is signed by the educator.  

 

A confirmation message will display to confirm the evaluation and the orientation conference forms have been created. 

You can access the evaluations on the evaluations tab.  

  

 

Contact SCLead.org support if you have problems accessing or using the Evaluations tool. 

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

 

 

  

https://sclead.org/Help/Support
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Evaluator: ADEPT Evaluation Summary Forms – Special Areas 
This guide provides instructions for evaluators on completing the preliminary and final evaluation forms for special area 

educators (i.e., Library Media Specialists, School Guidance Counselors, Speech-Language Therapists).  This guide does 

not apply to Induction Formative contract and evaluation levels nor to Continuing GBE. 

Step 1: Click Evaluations on the navigation menu bar. 

 

Step 2: Locate the evaluation and click Details. 
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Step 3: Click Summary. 

 

Step 4: Click Start Preliminary Evaluation. (Click Start Final Evaluation and follow same steps for the spring semester 

evaluation.) 

  

Step 5: Enter/change the date of the preliminary summary and click Submit.  
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Step 6: Click Edit to add the ratings.   

 

Step 7: Select Met or Not Met for each standard, enter any evaluator comments to share with the educator and click 

Submit.  
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If you’d like to make any changes to the review, click Edit.  

 

Note: The educator will not see the ratings or comments until the evaluator has entered his/her electronic signature.  

Step 8: When you are ready to share the evaluation summary form with the educator, click Add my signature at the 

bottom of the page.  
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Step 9: Enter your PIN in the PIN entry box. If you do not remember your PIN, click Forgot my PIN? and the system will 

show your PIN. Click Sign.  

 

Once your signature is added, the evaluation summary form will be available to the educator to review and sign.  

 

Contact SCLead.org support if you have problems accessing or completing the Professionalism Review. 

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

 

 

 

 

 

 

 

 

 

 

 

  

https://sclead.org/Help/Support
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Evaluator: 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 evaluator who has permission to view 

and edit Student Growth & Professional Goals, to review and sign the conference forms for each SLO and or Professional 

Goals.  

Note: Principals will have access to Student Growth & Professional Goals even if he/she is not listed on the educator’s 

evaluation team.  

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.  

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

 

Step 3: Click Student Growth & Professional Goals. 
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Step 4: Click on the SLO or Professional Goal name you would like to review and sign. 

 

Step 5: At the bottom of the Preliminary Conference Form, click Add my signature. 
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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. 

 

Repeat steps 1-4 to access the Mid-Course Conference form. 

Step 7: Click Mid-Course Conference and click Add my signature to sign the Mid-Course Conference. 

 

Repeat steps 1-4 to access the Summative Conference form.  
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Step 8: Click Summative Conference and click Add my signature to sign the Summative Conference.  

 

Once the conference forms have been signed for all SLO’s and the Professional Goals, as applicable, the Student Growth 

& Professional Goals status can be marked as complete. To access this page, repeat steps 1-3.  

Reminder: The Student Growth and Professional Goals rating will be entered in the results section of the evaluation.  

 

Contact SCLead.org support if you have problems accessing or completing the Student Growth & Professional Goals 

forms. 

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

 

 

 

 

  

https://sclead.org/Help/Support
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Assigning 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 or self-

assigned by the educator or principal who seek their own professional growth. Professional Learning can be assigned in 

multiple ways: 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.  

This guide will review the three ways to assign Professional Learning videos to educators (to include principals). The 

steps can also be used by a principal or educator to self-assign professional learning.  
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Assigning a Professional Learning Video from an Educator’s Profile 
The educator, the Superintendent, ADEPT administrator or Principal can assign professional learning in the educator’s 

profile. For a principal, the Superintendent or PADEPP administrator can assign professional learning in the principal’s 

profile.  

Note: Access to an educator’s profile is limited to the educator, Superintendents, ADEPT administrators, and principals. 

Other roles serving as an evaluator would need to assign professional learning within the educator’s evaluation.  The 

educator’s profile can be accessed in multiple ways: under staff list, the evaluation tab, or educator’s own homepage.    

This guide shows steps to access Professional Learning under Evaluations Tab.    

Professional learning can only be assigned to Principals by Superintendents or PADEPP administrators.  

For educators undergoing ADEPT Evaluation, professional learning assigned from the educator’s profile will also populate 

in the Student Growth & Professional Goals section of the evaluation for the current year.  

Step 1: Click Evaluations on the navigation menu bar. 
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Step 2: Locate the educator and click his/her name to open the educator’s profile.  

 

Step 3: Click Learning.  
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Step 4: Click Add Assignment.  

 

Step 5: A window will open to display the available professional learning content. The content is organized into three 

tabs. Click on the tab with the content you would like to review and assign.  You may scroll or use the filter to help you 

narrow videos related to the topic you wish to assign. 
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Step 6: Click the Play button to preview and assign the content.  

 

 

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”, given it is not required. Enter your initials 

and click I accept.  
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Step 7: Click in the video player to preview the video.  You can also fast-forward, if needed.  You can also review the 

reflection questions associated with the video.  

 

Step 8: Click Assign to [Educator’s Name] at the bottom left of window to assign to the educator.  
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Step 9: The video has now been assigned to the educator. The assignment can be edited to add a due date, add a 

category or delete the assignment.  Click Details to review/edit the assignment.  

 

Step 10: Click Edit to add a due date and/or category.  
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Step 11: Select the Due Date, Category and then click Submit.  

  

The professional learning video is available to the educator for completion.  

 

 

 

Assigning a Professional Learning Video Within an Observation 
The principal or evaluator with permissions to view/complete observations can assign a professional learning video to an 

educator within the post-conference section of the observation. The professional learning options available within the 

observation will be filtered to those which apply to the selected reinforcement and refinement indicators.  

Step 1: Click Evaluations on the navigation menu bar. 
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Step 2: Click Details to open the educator’s evaluation record.  

 

 

 

 

 

 

 

Step 3: Click Observations.  
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Step 4: Click Details for the observation.  

  

Step 5: Click Post Conference.  

 

Step 6: Click Professional Learning.  



34 
 

 

Step 7: Click the Play button next to the video to preview and assign the content. The content listed has been filtered to 

the reinforcement and refinement selected in the post conference form.  
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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”, given it is not required. Enter your initials 

and click I accept.  

 

Step 8: Click in the video player to preview the video.  You can also fast-forward, if needed. You can also review the 

reflection questions associated with the video.  
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Step 9: Click Assign to [Educator’s Name] at the bottom left of window to assign to the educator.  

 

Step 10: The video has now been assigned to the educator. A confirmation message will be displayed.  
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Step 11:  To view the assignment and/or make edits such as adding a due date or category, go to Student Growth & 

Professional Goals.  

Note: An evaluator will only be able to complete these steps if he/she has evaluation team permissions to view/edit 

Student Growth & Professional Goals.  

 

Step 12: The videos assigned will show in the Professional Learning section. Click Details to review/edit the assignment.  
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Step 13: Click Edit to add a due date and/or category.  

 

Step 14: Select the Due Date, Category and then click Submit.  

  

The professional learning video is available to the educator for completion. 
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Assign Learning from Student Growth & Professional Goals 
The principal or evaluator with permissions to the access Student Growth& Professional Goals can assign professional 

learning to an educator within the Student Growth & Professional Goals section of the evaluation.  

Step 1: Click Evaluations on the navigation menu bar. 

 

Step 2: Click Details to open the educator’s evaluation.  
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Step 3: Click Student Growth & Professional Goals.  

 

Step 4: Scroll to the Professional Learning section and click Add Assignment.  
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Step 5: Select the category (tab) for the content to be assigned. Click the Play button next to the video to preview and 

assign a video to an educator. You may scroll or use the filter to help you narrow videos related to the topic you wish to 

assign. 

 

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”, given it is not required. Enter your initials 

and click I accept.  
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Step 6: Click in the video player to preview the video.  You can also fast-forward if needed. You can also review the 

reflection questions associated with the video.  

 

Step 7: Click Assign to [Educator’s Name] at the bottom left of window to assign to the educator.  
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Step 8: The video has now been assigned to the educator. A confirmation message will be displayed.  

 

Step 9:  The videos assigned will show in the Professional Learning section. Click Details to review/edit the assignment.  

 

Step 10: Click Edit to add a due date and/or category.  
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Step 11: Select the Due Date, Category and then click Submit.  

  

The professional learning video is available to the educator for completion. 

Note: The viewing status of the professional learning task is updated as the educator completes the activity. Click Sync to 

refresh the status of the assignment.  

 

 

 

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
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Closing an Evaluation 
The Superintendent, District ADEPT administrator, Principal and school level ADEPT administrator can close an 

evaluation during the school year if circumstances prevent the evaluation from being completed. Circumstances under 

which an evaluation would be closed prior to the end of the year may include retirement, resignation, extended 

absence, etc. A Superintendent, PADEPP administrator or the Evaluation Chair can also close a PADEPP evaluation. The 

steps to close the evaluation are the same for all evaluation types and are included in this guide.  

Step 1: Click Evaluations on the navigation menu bar. 

 

Step 2: Locate the evaluation and click Details. 
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Step 3: Click Settings. 

 

Step 4: Scroll to the Close Evaluation section and click Close. 

 

The Close Evaluation form will open. 
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Step 5: Select an option for Closure Reason.  

 

Step 6: Set the Recommendations for Next Year by selecting an option for Next Evaluation Level, Next Contract Level, 

and Hire Status. Please note, the levels in the screen shot below are for demonstration purposes only. 
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Step 7: Enter your PIN in the PIN entry box. If you do not remember your PIN, click Forgot my PIN? and the system will 

show your PIN.  

 

Step 8: Click Close Evaluation.  
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The Evaluation has now been closed. If the evaluation should be reopened, click the Reopen.  

 

 

Contact SCLead.org support for technical assistance. 

1-877-314-1412 or https://sclead.org/help/support. 

  

https://sclead.org/help/support
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ADEPT Evaluation Results – Special Areas 
There are several components to evaluation results. Results will be entered by the principal, evaluation chair or 

evaluator and district ADEPT Administrator.  This guide provides instructions for entering the results for special area 

evaluations. These steps are the same for all evaluation levels for special areas.  

Special Area Evaluations (Includes GBE): 

1. Educator Comments – added by the educator (not required)  

2. Final Conference Date – added by the principal, evaluation chair or evaluator 

3. Evaluator comments – added by the principal, evaluation chair or evaluator (not required) 

4. Final Overall Status – added by the principal, evaluation chair or evaluator 

5. Recommendations for Next Year (Next Evaluation and Contract Level and Hire Status) – Entered by the ADEPT 

Administrator.  

6. Signatures – Entered by the principal, evaluation chair and/or evaluator and the district ADEPT Administrator 

and educator. 

7. Completion status – Set by the district ADEPT Administrator. If the educator is unavailable to sign the results, the 

reason can be added to the completion status by the district ADEPT administrator. 

  

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

 

Step 3: Click Results. 
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Step 4: Click Edit to add the Final Conference Date and Evaluator Comments (if needed). This can be completed by the 

Principal, Evaluation Chair or an evaluator from the assigned evaluation team.  

 

Step 5: Enter the Final Conference Date and Evaluator Comments (if needed). Click Submit.  
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Step 6: Click Edit to enter the Overall Status This can be completed by the Principal, Evaluation Chair or an evaluator 

from the assigned evaluation team. 

 

Step 7: Select the Overall Status from the dropdown and click Submit. 

 

Step 8: The principal, evaluation chair, evaluator and/or educator can now add an electronic signature to the results. 

Click Add my signature.  

Note: The district ADEPT administrator will not sign until the he/she has entered recommendations.  
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Note: If the Add my signature link is not visible, a required element for results has not been completed. Please see the 

yellow message box to identify the missing required elements to sign.  

 

Step 9: This step will be completed by the district ADEPT administrator. Click Edit to add Recommendations for Next 

Year to include evaluation level, contract level and hire status.  
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Step 10: Select the next evaluation level, next contract level and hire status. Click Submit.  

  

Step 11: The district ADEPT administrator can add his/her signature. Click Add my signature.  

 

Note: Signatures can be added in any order. However, if the evaluation has been marked as complete, signatures can no 

longer be added.  
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Step 12: The district ADEPT Administrator will mark the evaluation as complete. Once complete, the evaluation cannot 

be edited. Click Edit to add the completion status.  

 

Note: If the edit option is not displayed, it would indicate the required district-level signature has not been added to the 

results page. Either a district ADEPT administrator or Superintendent is required to sign the results page.  
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Step 13: Check the box for Evaluation Complete? If the educator has not signed the results page, please select a reason 

the educator did not sign. Click Submit.  

 

The evaluation is now complete. If the record needs to be edited, the district ADEPT administrator can remove the 

complete check box to open the evaluation provided the academic year has not closed.  

 

 

 

Contact SCLead.org support for technical assistance. 

1-877-314-1412 or https://sclead.org/help/support. 

 

https://sclead.org/help/support

