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Overview

* Frontline Professional Growth Access
« Employee Evaluation — Evaluation Handbook

« Evaluation Overview
* Process View
« Detail View
« Evaluation Artifacts
* Finalizing Evaluation Components

 Formal Observation & Summative Evaluation
« Schedule Component
* Rubric Completion
« User Acknowledgement & Finalization
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Frontline Professional Growth
Access

« Matanuska Susitna Borough
School District Website &) mmms s

Employee Quick Links

) E m D I Oyee Q u iC k Li n kS Hover over icon for more information and password help

- - ANNOUNCEMENTS .

) LO g I n I n fo r m a tl O n : Click here fo see the most current Employee
« Username: ab012345 .

« Password: Network/Computer
Password

STAFF RESOURCES

* Curriculum Resources

* Professional
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https://www.matsuk12.us/
https://www.matsuk12.us/
https://www.matsuk12.us/eql

Employee Evaluation -
Evaluation Handbook

« Matanuska Susitna
Borough School =77 @
District Human |
Resources - Employee Evaluations

E M D I Oyee Human Resources Overview Employee Evaluations

Employment Opportunities
S =5 The Matanuska Susitna Borough School District uses Frontline Professional Growth for the

.
E Va I u a t I O I I S Substitule Resources evaluation platform module. Our District recognizes the significant impact that educators have 1o

student learning.

tion, self-awareness, and informal support. Human

Negotiated Agreements X
We b aage Negottd Agreement improvementisaben possce hough o
Employee Evaluations Resources hopes that these converggi®ns and procedures inform and support your development.

HR Forms

* Evaluation o S
Handbook

—_—
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https://www.matsuk12.us/business-departments/human-resources/employee-evaluations
https://www.matsuk12.us/business-departments/human-resources/employee-evaluations
https://www.matsuk12.us/business-departments/human-resources/employee-evaluations
https://resources.finalsite.net/images/v1716980392/matsuk12us/nsrqtag2yygfcgypms6e/evalhandbook.pdf
https://resources.finalsite.net/images/v1716980392/matsuk12us/nsrqtag2yygfcgypms6e/evalhandbook.pdf

Evaluation Overview

« SCHEDULED COMPONENTS - Components that
must be completed during the evaluation cycle
(pre-observation, observation, etc.)

- PROGRESS- Notification when a part of the
process needs your attention. Click on the
components you must complete

« STATUS- Track the components of the evaluation
process that are underway

« COMPLETE - Items that have been marked
complete by you and your building administrator

HITIHIISII Sllﬁl"ll



Form Field Buttons

o Submit

 The form will be considered complete upon submission. The
11:_0rn|1_ W!CI_I be designated for user acknowledgment or
inalization.

« Save

« This will allow fields to be edited or completed at a later
time. The form will not be designated for user
acknowledgement or finalization until submitted.

« Save & Notify

« This will allow fields to be edited or completed at a later
time. The form will not be designated for user
acknowledgment or finalization until submitted.
Additionally, a message can be sent to another
administrator.

 Reset
« Resets all form fields.
* Print
« Comment
« Allows for the form to be annotated with a comment box.

(@ Submit | Save [ | Save & Nofify 1y Reset = Print _ Commen| t
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Evaluation Overview

Process View

In Professional Growth, select Process View to view all current
employees under your Professional Growth profile during the
current evaluation cycle

Professional Growth v Matanuska-Susitna Borough School District

NAVIGATION )

o . Administration > Admin View

Y/ Insights ¥

Report Tools 3 Process View

@ Ll 2 Detail View t.[.).etéi.leltli evaluatio...
Learning Plan Import Manager
) Activity Catalogs > EsElme i
£ Activities >

U Forms »
ci;, Administration >
6 Configuration Tools > /
0l Reports >

—

& Evaluations >

S L




Evaluation Overview

Process View

-

. Select the staff member to see their evaluation assignment

2. Expand the evaluation cycles to view the current evaluation
assignment, or previous evaluation cycles

3. The Gear Icon allows the administrator to duplicate forms
(this is primarily used for multiple Formal Observations)

4. The Screen Icon allows the administrator to open an
evaluation form and to view/edit components

5. The Arrow Icon allows an administrator to assign a form to
receive notifications

6. The Thumbs Up Icon allows the administrator to finalize a
form as completed

MATANUSKA-SUSITNA
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Evaluation Overview

Process View

Administrators have access to view any form for all staff members
they are assigned to in Professional Growth. Additionally,

administrators have access to edit all forms with the exception of the
Self-Reflection component.

Evaluation Administration - Process View

Evaluation Type Evaluation Period Progress Status

Classified Non -Instructional 08/10/2024-05/1012025 “ Awaiting Rallover 7

aaaaaaaaaaaaaaaa 08/10/2024-06/10/2025 “ Awaiting Rollover .1

Classified Non-Instructional 08/10/2024-05/10/2025 0of1 In Progress jl .
o Classified Non-Instructional 08/10/2024-05/10/2025 0of1 In Progress jl

Evaluation \Waiver 08/10/2024-06/10/2025 “ Awaiting Rollover 71

{5} Manage 0 instance components

Component Name Progress Status

0of1 In Progress s

= Classified Non-Instructional

N
Element Mame: Schedule/Assigned Admin ~ Sfatus
Classified Non-Instructional Employee Evaluation

A% MATANUSKA-SUSITNA
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Evaluation Overview

Detail View

In Professional Growth, select Detail View to view all current
employees under your Professional Growth profile during the
current evaluation cycle

Professional Growth ¥ Matanuska-Susitna Borough School District

NAVIGATION ©
ey ) Administration » Admin View
‘Y Insights
Report Tools » Process View

@ Wi \ata % Detail View (Detailed evaluatio...
Learning Plan Import Manager
) Activity Catalogs > Bt e
£ Activities >
U Forms >
ci;. Administration >
8¢ Configuration Tools > /
|:||:||:| Reports >

—
Z Evaluations >

S L




Evaluation Overview

Detail View

The Detail View serves as a powerful and actionable tool to assist
evaluators in tracking and managing system progress. Like Process
View, the evaluator can schedule, complete, and finalize forms from
Detail View, and various detail views can be customized to quickly
access information that is most valuable to the administrator.

1.

2.

The evaluator can filter the view to focus on a specific evaluation
type, component, or form

Applied filters will be highlighted, and additional filters can be
applied to each desired column

. Click “Save Current View” to reference the filtered view at a later

date

. At the bottom of the Detail View Page, the evaluator can navigate

between pages, refresh the view, set the number of forms per
page, and export the view

MATANUSKA-SUSITNA
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Evaluation Overview

Detail View

Classification(s): | Teacher 7 Building(s): COLONY HIGH SCHOOL 7
Eval Type(s): Teacher Tenured .

Component{s): Formal Observation ~ b

Form(s): Formal Observation Summary 3

Includeinactive | ]
evaluation types:

Please select and apply filter(s) above to begin to view evaluation details. You can still add column filters once the data is available in the view!

sl Save Cument View (y Clear Fillers == Exclude Ad-Hoc Elements \ / Views: Application Default v
[ F Element & [ Compeneni ~  User Admin T Eval Type Eval StartDate  Eval End Date Schedule Status Date Completed 7 Building(s) Department(s) Grade(s) Group(s)
Ll ‘% L Sort Ascending

%] Sort Descending

E Columns 4
Filters 3

[] Administrater Evidence (Teacher Tenured) -

=] |:| Administrater Evidence (Instructional Specialist Tenured) .
[] Administrater Evidence (Principal)
[] Administrator Evidence (Murse Non-Tenured)

Ll [] Administrater Evidence (Counselor Tenured)
[] Administrator Exidence (Psychologist Mon-Tenured) -

M
71

[4 48| page 1of4| b bl | & | PerPage 5 B View PDF =] Export to Excel L2, Export to CSV '\_/ Displaying elements 1 - 5 of 19

2 MIANISK) SIS




Evaluation Overview

Evaluation Artifacts

« To view Artifacts, select the employee being evaluated by
expanding their Evaluation Portfolio

« The filter defaults to All Evaluation Cycles
« Use the right-hand filter to view by specific year(s)
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Evaluation Overview

Finalizing Evaluation Components

After the administrator has scheduled
the evaluation components, the _
emp!loyee will receive a notification via
emai

The employee will access Frontline
Professional Growth to review and
acknowledge the evaluation

Once these steps have been completed,
the administrator must finalize the form
to update the progress level and status

Finalizing an evaluation component is
only available to administrators

There is a routing capability to notify
another user to finalize the evaluation
and/or add comments

If a form is finalized E)rematurel , click
on the View Form button and Edit Form

A% MATANUSKA-SUSITNA

4P BORCUGH SCHOOL DISTRICT

Progress Sialus
0of1 In Progress Rolls

Schedule/Assigned Admin ~ Status

Awaiting Finaliza... [
E= Bl

Final Summative Rating of Professional Practice

Criteria Unsatisfactory Basic Proficient Exemplary

Employee: You have a right to review the evaluation before it is submitted and becomes final. In addition you may provide
he evaluation in the space provided within five days of receipt of the evaluation. Failure to submit comments
before the deadline waives any right to comment on the evaluation

File Name Date Uploaded Size




Formal Observation

To schedule an employee’s Formal Observation, select the
Calendar Icon to schedule the element

Enter the date and time of observation and submit

This will notify the employee via email to accept or decline
the date and time

A confirmation email will be sent to the Evaluator
confirming the information

aaaaaaaaaaaaa

&8
Incomplete: {é} 5[
...........
uuuuuuuuuu Incompiete N L% .
e 5
Formal Observation Summary ¥
Date: 05/14/2025 |
Time: 10:00 AM ==

Duration (minutes): 30
Location:
Administrator: v

Notes:

N MATANUSKA-SUSITNA Meetingu*
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Component

4d. Growing individually
and collectively as a
professional

Formal Observation

ely as a professional

Unsatisfactory

School nurse's relationships
with colleagues are negative
or self- serving, and nurse
avoids being involved in
required school and District
events and projects. School
nurse does not partidipate in
| devel

Basic

School nurse's relationships
with colleagues are cordial,
and school nurse
participates in school and
District events and projects
when specifically requested.
School nurse participation in
1 devel

Proficient

School nurse pamupabes

Exemplary

School nurse makes a
| Py ibution to

actively in
development activities
within and outside of the
District and maintains
positive and productive
relatienships with

pr
activities, even when such
activities are clearly needed
for the development of
school nursing skills.

*4e Demonstrating professionalism

p
activities is limited to those

coll School nurse
seeks out opportunities for
ional devel

that are c or are p
required. based on an individual
assessment of need.
Enter Justification

school, District, and
‘community events and
projects and assumes
leadership role with
colleagues. School nurse
actively pursues professional
development opportunities,
and makes a substantial
contribution to the
profession through such
activities as offering
workshops to colleagues.

Compaonent Unsatisfactory Basic Proficient Exemplary
*4e. Demonstrating Schco\ nurse displays School nurse interacts School nurse displays high School nurse can be counted
pr i i h ty in interactions honestly however shows standards of honesty, on to hold the highest
includit with coll students incensistencies in integrity, and confidentiality | standards of honesty,
advocacy, and and the public; vlo\ales maintaining confidentiality in interactions with integrity, and confidentiality
maintaining principles of confid with coll students, students, and based on the professional
confidentiality School nurse does not and the public and in the public; advocates for code of ethics. School Nurse
comply with school, district, || advocacy of students. students when needed. takes a leadership role in
and professional regulations || School nurse minimally School nurse complies fully advocating for students with
even when directed. compiles or requires with school and District colleagues. School Murse
prompting to comply with regulations. complies fully with school
school, district, and and District regulations,
professional regulations. taking a leadership role with
colleagues.
Enter Justification
(&3 Add A File
File Name Date Uploaded Size
—
) Submit || Save [ |Save & Nofify {4 Reset () Print . Comment

HlTIHlIS[I SUSITNA

JGH SCHOOL DISTRICT

« In the Formal Observation
rubric, complete all criteria
required based on the
evaluation type

« Justification can be entered
for each rating

« If a file upload is necessary or
needed to support the Formal
Observation, select Add a File

« Submit the Formal
Observation once all
components are completed




Summative Evaluation

To schedule an employee’s Summative Evaluation, select
the Calendar Icon to schedule the element

Enter the date and time of the evaluation and submit

This will notify the employee via email to accept or decline
the date and time

A confirmation email will be sent to the Evaluator
confirming the information

Evaluation 08/10/2024 - 06/1(

= e
Statu: pleted
@ components
nnnnnnnnnnnnn Progress Status
0of2 Incompiete é’\‘é? & E[
0of2 Incompiete @ E[
D W &
Schedule/Assigned Admin ~ Status
e — ) T &
Formal Observation Summary %
Date: 05/14/2025 3
Time: 10:00 AM e
Duration (minutes): 30
Location:
Administrator: v
Notes:
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Summative Evaluation

Criteria Unsatisfactory Basic Proficient Exemplary

4a. Reflecting on nursing
practice

e ! | | + In the Summative Evaluation

o commmcmes ‘ rubric, complete all domain
e | | H criteria required based on the
Sl | evaluation type

CONFIDENTIALITY . Required domains must be
el oo = completed prior to submission

(T) Final Summative Rating of Professional Practice

Comments

e I « If a file upload is necessary or
needed to support the Formal
Observation, select Add a File

T Plan of Improvement () Professional Growth

I
5
1]
1l
il

G

111
i
]

41

B Recommendation:

« Complete the Recommendation,
o oo < Date, and Evaluator Signature

B Evaluator Signature
Employee: YouNeve i o review the cpuaton before o subited andbecomes el Inacton you may roide « The form will be considered

ef eadline waives any righ! ent on the evaluation. B -
s complete upon submission and
= R designated for user

File Name Date Uploaded Size

/ acknowledgment or finalization

—
Q) Submit 5ol SEVE [~ ] 5ave & Notify [y Reset () Print _ Comment

N MATANUSKA-SUSITNA
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Summative Evaluation

« After the Summative Evaluation has been completed the
employee will receive a notification for acknowledgement

« After reviewing the form, the employee can click on the
following options:

« PRINT: Print form to PDF
« ACKNOWLEDGE: Verify that you have reviewed the
Formal Observation Summary
« Administrator receives an email notification

« Form will show “In Progress” while awaiting administrative
finalization

« COMMENT: Add a comment to the form. This sends an
email notification to your assigned administrator.

* Once these steps have been completed, the administrator must
finalize the form to update the progress level and status

MATANUSKA-SUSITNA
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