
Position Control Evaluations  
Timeline and Step by Step Guide to Completing an Evaluation 

 
Timeline 

 
Position Control will be available to all School and District staff to conduct final evaluations on all staff below a manager 
level. The evaluation roster will include all staff requiring an evaluation through position control.  
 
Article 5, Section 5.01 of the bargaining agreement states: Each EMPLOYEE shall receive a written assessment from his 
SUPERVISOR at least once each year. Such assessment is to be completed not less than Fifteen (15) calendar days 
prior to the expiration of his current contract year. Probationary EMPLOYEES shall be assessed at least once within the 
first four months of their probationary period. 

 School based staff evaluations must be completed no later than April 26, 2018  

 District based staff evaluations must be completed no later than June 1, 2018 

 
Step by Step Guide 

1. Log into Position Control http://positions.collierschools.com/Login.aspx using your novel log-in.  

2. From your dashboard, click on the Roster tab.  

 

 
 

3. Click on Location type; choose Evaluations from the drop down.  
 

 
 

4. Your evaluation roster will appear to include an evaluation roster key. 
 

 

To start an evaluation, click 

on the black arrow. This 

will bring you to an 

employee’s evaluation 

form.  

District staff will only see employees assigned to you for evaluation. 

 

http://positions.collierschools.com/Login.aspx
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5. To start an evaluation for an employee, click on the BLACK arrow next to their name. This will open up their 

DRAFT evaluation form. This page includes an evaluation key, scoring key, summary list of domains, print button 
and a finalize button.  

 
 

 
 
 

6. To start evaluating each domain, click on a domain from the list on the left side of the evaluation page to open 
each element. Choose a score from the drop down scale for each element. Different evaluation forms may include 
more than one element under each domain. Once all elements within a domain are scored, the system will tell 

you it has been scored and the check mark will turn green in the summary list.  
 

 
 

7. To make sure you have completed all sections of the evaluation, click on the Summary (Finalize) button in the top 
left hand corner. The Domain summary will appear.  

Summary

Button 

List of 

Domains 

Scale 
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8. Click on Supporting Statement Relative to overall assessment link. A textbox will appear. To add comments, click 

on the pencil  and a text supported window will appear for you to add comments. Remember to click SAVE. 
(DISCLAIMER: This is an example of one assessment form. NOT ALL ASSESSMENT FORMS WILL LOOK 
THE SAME. Every assessment will have textboxes of some type but may not necessarily have a tab labeled 
Supporting Statement Relative to overall assessment). 
 

 
 

 
 

All sections 

complete except 

supporting 

statements 

Click on the summary (finalize) button to see if all sections are complete. 
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9. To see a summary of the whole evaluation once you have scored each domain. Click on the Summarize (Finalize) 

tab at the top left above the domain list. Then click on the print button.  at the bottom of the screen. The draft 
evaluation will appear in a separate window.  
 

10. The tab Improvement Plan will remain green as if it were completed unless it is required. It is required if any 
criteria within the evaluation is marked "U" or more than two criteria are marked "IN". Complete the 
improvement plan if it meets the criteria. 

 

 

      The evaluation is automatically saved after you do anything within the system such as scoring an element, updating a 
textbox, etc.  DO NOT FINALIZE THE EVALUATION UNTIL YOU HAVE MET WITH THE EMPLOYEE. PRINT THE 
EVALUATION FOR YOUR DISCUSSION WITH THE EMPLOYEE. This is required by the bargaining agreement, 

Section 5.06 Discussion of Draft Assessment: Prior to the finalization of a written assessment, the EMPLOYEE shall 
be provided the opportunity to discuss the assessment draft with the evaluator. It is the responsibility of the 
evaluator to inform the EMPLOYEE of the data upon which his assessment is based. 

 
11. Click on Roster at the top of the page to move on to the next employee’s evaluation. The arrow next to the 

employee just completed will turn yellow  to indicate that it was started but not FINALIZED!  
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12. Once you have met with the employee and reviewed their evaluation with them, you may go into the evaluation 

and finalize. Click on the yellow arrow  from the rosters page. It will bring you back to the evaluation. Click 
on the finalize button at the bottom of the page.  

 
13. A message will pop up and ask you if you are sure you want to finalize. Click on OK if you are ready to finalize. 

 
14. Once finalized, the arrow within the roster will then turn green . Once finalized, no edits or changes may be 

made. BE CAREFUL! Make sure you are completely finished with the evaluation before finalizing.  
 

15. Click on the green arrow  to bring up the final evaluation to print it for the employee to sign. The evaluation 
will be marked final. 

 
 

16. The employees will sign their evaluations. They will receive a copy for their records and the original will be sent 
to HR for their personnel file.  

 
EXTRA FEATURES for School Based Evaluators ONLY! (Not an option for District, sorry) 

 
School based evaluators have the option of sharing evaluations amongst their Administrative staff. All Administrative 
staff (Principal, AP, APC, APD, and Office Manager) will have access to the evaluations for all support personnel within 
their school site. Evaluations may be started by one administrator and completed by another.  
 

1. Evaluations started by someone else on your administrative staff will be indicated with an orange arrow on the 

roster.  . 
 

2. If you are responsible for finishing the evaluation. Click on the orange arrow to open the evaluation. An 
evaluation control window will appear. If you want to take control of the evaluation, click Take Control. If you 
want to VIEW ONLY! Click on View Eval. If this was a mistake, just click cancel.  
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3. This feature allows the following:  
a. One administrator can add comments or scores to an evaluation that someone else will complete. Those 

comments will stay on the evaluation unless deleted by the person who took it over.  
b. This allows for multiple people to share in the evaluation process. 
c. The name of the person who finalizes the evaluation will appear on the final document that is presented 

to the employee. This requires clear communication between the administrators on who is ultimately 
responsible for finishing each evaluation.  


