How to Complete the Admin Final s

Review v~
CCPS

1 Navigate to Frontline - Professional Growth.
https://www.mylearningplan.com/DistrictAdmin/Dusers.asp

Click "Evaluations"

2

Learning Plan
O

=

Activity Catalogs >
Activities >
u Forms >
ci; Administration >
|:||:||:| Reports >
& Evaluations b
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https://www.mylearningplan.com/DistrictAdmin/Dusers.asp

3  Click "Process View"

'rofessional Development  District School Board Of Collier County

NAVIGATION
ADMINISTRATION

Q Insights Admin VieW

@ My Info > Process View

Learning Plan Detail View (Detailed evaluati...

@ Activity Catalogs > REPORT TOOLS

£ Activities ? Rubric Explorer

u Forms 5 Growth Explorer

ci; A . Composite Score Explorer
Report Writer

DDD Bepaits : Scheduled Reports

& Evaluations >

4  Find the Employee you will be reviewing/evaluating

Professional Development  District School Board Of Collier County

!nsights Status:| Any Status ¥ | Type. Any Type | Building: Any Building | Last Name:

Name « Evaluation Type

My Info > —
Casiro, Vanessa Administrative/Management

Learning Plan Da=efiestma - Administrative/Management
==

| View Components for Vanessa Castro_g

o Deviin, Jennifer Administrative/Management
Activity Catalogs >
Fechner, Jason Mutrifion Services Pemrm
Activities > Freese, Melinda Administrative/Management
Bl Forms > 4 4 |Page] 1jort| v bl | &
L ssaesrees & /1
|:||:||:| REpOI‘TS > Component Name o,
I £ Evaluations >
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5 The evaluative components will open below. Click the [+] sign next to the
component to expand options.

Fechner, Jason

Freese, Melinda

Page 1jof1]| b b | &2

{33- Manage 0 instance components

Mutrition Services Perm

Administrative/Management

Castro Vanessa (Field Supervisor/Trainer, Mutrition Services Administrative/Management)

L) ACTVITy Latalogs >
£ Activities >
u Forms >
ci;. Administration >
|:||:||:| Reports >

I £ Evaluations > -

&

Component Name

Goal Setting

Administrative/Management Mid-Year Progress Evaluation

AdministrativeManagement Final Evaluation

6 Click the blue tile box labeled "Complete (Assessment Name) Assessment."

anagement)

LISplaying users 1 -1 ar

Buildings: Dr. Martin Luther King, Jr. Adminisirative Center
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Progress Status
0 of1 Incomplete
Scheduls/Assigned Admin Status
Keller, Jennifer Mot Scheduled
0of1 Incomplete
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7  Enter status updates to each of the goals listed.

> Goal 1:
Goal Setting (Goal Sefting) - 11/1/2024 Castro, Vanessa
> Strategic Plan-

Increaza fiscal responsibility by conducting menthly inventory reports and audits, ensurs the verification process is complete and 2
loss of Non-CEP scheols.

Goal 1: Mid-Year Accomplishments/Comments (07 /01/2024 - 06/30/2025)
NONE

Goal 1 Supervisor Comments:

% (5 || Tahoma v|B I O|A a|A- ¥

Goal 2 (07/01/2024 - 06/30,/2025)

Goal 2:
Goal Setting (Goal Setting) - 11/1/2024 Castro, Vanessa
Department:

Develop and strengthen leadership skills (of staff) to support personnel and individual growth

Goal 2: Mid-Year Accomplishments/Comments (07/01/2024 - 06/30/2025)
NONE

Goal 2 Supervisor Comments:

8 Indicate whether the employee is "on track" or "off track"

Elements (07/01/2024 - 06/30/2025)

Elements

Goal Setting (Goal Setting) - 11/1/2024 Castro, Vanessa

Communication - Communicates effectively and appropriately. Uses good judgment as to what to communicate to whom as well as the best way to ge
accomplished. Speaks in a dear and credible manner, selecting the right tone for the situation and audience. Listens to others and allows them to mak
point., Decision Quality - Gathers enough information to allow a trustworthy assessment of risks and benefits of altemative approaches in any decision.
focused on objectives and considers both the short-term and longer-term impact of decisions and keeps objectives in mind throughout the

process, Empowering Employees/Others - Empowers others in an intentional manner that accepts the risk of mistakes while focusing on the benefits.
others to find their way, yet helps when needed, Uses good judgment related to the level of autherity and the amount of leeway to extend to particula

individuals.
Element Off Track On Track
Communication

Communicates effectively and appropriately, Uses
good judgment as to what to communicate to
whom as well as the best way to get that
accomplished. Speaks in a dear and credible
manner, selecting the right tone for the situation
and aud|enc_e. Listens to others and allows them o ——
to make their point. e
Customer Focus

Personally demonstrates that external (or

internal) customers are a high priority. Identifies

customer needs and expectations and responds

to them in a timely and effective manner.

Anticipates and prevents delays or other things

that can adversely affect the customer. Keeps

customers informed about the status of pending

actions and inquires about customer satisfaction Enter Notes
with products or services.
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9  Click "Enter Notes" if necessary.

15

nstrates that external (or

iers are a high priority. Identifies

and expectations and responds

ely and effective manner

prevents delays or other things

dy affect the customer. Keeps

ned about the status of pending

iires about customer satisfaction Enter Notes
© Services.

information to allow a

:ssment of risks and benefits of

paches in any decision. Stays

ctives and considers both the

onger-term impact of decisions

tives in mind throughout the Enter Notek

s commitments. Has established

*king independently, meeting

llines, and accepting responsibility

tions. Willingly makes promises

; to keep them. Armrives at work

dy to contribute. Shows up for Enter Notes
repared. e

Self Development

ice to take charge of self-
soliciting feedback, setting
1en acquiring or strengthening

zdge through coursework or other
Enter Motes

10 Enter information in the "Way Forward" section

Step 3: Way Forward

The "Way Forward"” is a short narrative summarizing the future direction of job duties, behaviors, car
Examples of information to include are: continue on the current path, move to plan B, learning/educa
goals, how to capitalize on your strengths.

Way Forward (07/01/2024 - 06/30/2025)

NONE
Way Forward: Supervisor Comments
"% O || Tahoma viB o A XAV E==dEE B

Acknowledgement

I have read this form and have had the opportunity to comment. Clicking the ACKNOWLEDGE button is equivalent t
signature. My signature does not signify my agreement or disagreement.

. ____________________________________________________________|
&Y Submit 5] Save [ ] Save & Motify iy Reset (=, Print _ Com
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11  Click "Submit" to notify the employee that the component is ready for review.

Step 3: Way Forward

The "Way Forward"” is a short narrative summarizing the future direction of job duties, behaviol
Examples of information to include are: continue on the current path, move to plan B, learning)
goals, how to capitalize on your strengths.

Way Forward (07/01/2024 - 06/30/2025)

NONE

Way Forward: Supervisor Comments

JC)m——

Acknowledgement

I have read this form and have had the opportunity to comment. Clicking the ACKNOWLEDGE button is equi
signature. My signature does not signify my agreement or disagreement.

I
@ Submit [,,—_.] Save L | Save & Motify iy Reset .!_. Print

12 After the employee has reviewed, return to system to finalize the document. Click
"Finalize"

T OWN GeCIsions on
s and others.

us

| educational
takeholders

5, parents or

nts, groups that

.) and that each of
i is entitled to have
holders informed
tions or feedback.
ders with courtesy
s good-faith
Jectations.

5
tyou for supporting our students. Please continue to work with students during instructional time to ensure they are on task.

Acknowledgement

»rm and have had the opportunity to comment. Clicking the ACKNOWLEDGE button is equivalent to an electronic
1ature does not signify my agreement or disagreement.

-~
(1, Print _./ Comment d/ Edit Form (.7 Finalize

Finalize or Route Element
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