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Yearly Review Process
• All EEM users will receive notification alerting them to begin the review/evaluation 

planning process – August 15th

• New 2024 - Specialist Goal Setting.
• This is an opportunity for the employee to develop goals for their own evaluation. 

• Through the system, employees and their Supervisors can work through the process of 
entering and submitting goals, the mid-year review, and the final evaluation. 

• Principals/Supervisor are to finalize the Goal Setting process by Friday, October 18th

• Mid-year review due by – Friday, February 28th

• Final evaluations will be made available in the Spring. 
• At the final assessment review meeting, evidence of goal completion will be provided 

so a final rating on the goal can be provided.
• Final evaluations/goal review must be completed at minimum, 30 days prior to the end 

of the employee’s contract.
• 250 employees - must be completed by June 30, 2025.
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After logging into the Frontline app/tile, you will be prompted to select which 
solution you would like to access. Please select “Professional Growth.”

Professional Growth
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Once logged in, notice the icons on the left. Click the navigation at the top to 
minimize/expand the menu. 

***This is a person in your district: your view MAY NOT look exactly like this.

Navigation Menu
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Left Navigable Icons:
• Insights (Homepage): Upcoming activities or tasks. Details your “Growth 

Journey.” 
• My Info: relates to the completed activities that you have and links about you 

and your information.
• Learning Plan: the section where you can keep your eye on the status of any 

activities that you have enrolled in or been pre-registered for, also completed 
activities as well.

• Activity Catalogs: list of available professional learning opportunities available.
• Forms: place to find any forms related to Professional Learning
• Resource Library: this exploratory link will allow you to watch, read, etc. the 

online resources that BASD staff will have access-NO HOURS awarded in this 
area, only those registered for and completed through the “Activity Catalog” icon.

For those of you who are Admins, you will have more links/icons based on the task(s) you will be assisting 
with for the internal management of this PLM site.
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Learning Plan – My Requests

Lists Professional 
Development Activities 
you have designed, 
registered for, or have 
already completed.
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Learning Plan – My Evaluations
Forms that are ready to complete and submit have a status of "awaiting form 
submission", as shown in the following image, within the "Action Required" area 
of the Learning Plan section.

To access and complete a form, click the blue Action link under the 
form name. (The link will contain the form name.) Clicking the link 
displays the form in a separate tab.
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Staff Evaluations – Process View
Navigation Evaluations Administration Process View

The top half of the Process View provides a list and evaluation status of all of 
the users available to the evaluator. Click the Evaluation Portfolio icon link to 
the right of an educator's name, to access their evaluation portfolio

Click the   Evaluation Portfolio icon link to the right of an educator's name, as needed, to access their evaluation portfolio 

Process View provides Evaluators with access to all the users and functions 
needed to manage and complete educator evaluations.
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Reviewing Staff Evaluations
The lower half of the Process View is populated by selecting an employee in the top 
half of the page. To locate staff, use the Last Name search or available filters (Status, 
Type, Building) to narrow your list. Once an educator is selected, the second section 
provides access to their forms and actions, which are grouped by component, or 
logical groups that separate the different steps in the evaluation process. 

Darlyn Scott
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Reviewing Staff Evaluations
To open a component, click the [+] sign at the front of a row. This will display all the 
forms associated with that component.
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Reviewing Staff Evaluations Review
Click on the element to review – Goal Setting
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Finalize Staff Evaluations

In the Detail view, locate the element in question and select the Finalize or 
Route Element icon. You will need to scroll to the far right of the element to see 
these options.

A "Finalize/Route" dialog box will appear. Choose Finalize the Element: 
• Select this option to finalize the form. You can choose to notify the user by 

selecting the Notify User check-box, and if you do notify the user, they will 
receive an email alerting them of this action.

Navigation Evaluations Administration Detail View
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Reviewing Staff Evaluations - Icons
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District Catalog/ Calendar

Navigation Activity 
Catalog

District 
Catalog

Use the search features to identify a particular 
activity. Once the activity is found, click the title 
to access the activity details screen.

To register for an activity, click the button on the 
right side of the screen. 
• Request Approval button - The activity 

requires prior approval before enrollment. 
• Sign Up Now button - The activity does not 

require prior approval. Clicking on the Sign 
Up Now button immediately processes the 
enrollment.

• Join the Wait List button - The activity is full, 
and there is a wait list. 
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In Review 

• Principals/Supervisor are to finalize the Goal Setting process by 
Friday, October 18th 

• Questions/ access/ troubleshooting should be sent to 
CCPSCentral@collierschools.com 

Questions????

mailto:CCPSCentral@collierschools.com
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