
Employee Evaluation 
Management

Introduction to Professional Growth (PG)
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Yearly Review Process

• All EEM users will receive notification alerting them to begin the 
review/evaluation planning process. 

• 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. 

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

• Final evaluation/assessment will be 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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Goal Setting Overview

• STEP 1 – Employee develops three goals and enters on the Goal Setting 
rubric for review by their supervisor. Employees are able to add comments in 
the comments box at the very bottom of the form. 

• STEP 2 – Employee submits the goal setting tool by saving and clicking 
submit. Upon submitting, the Supervisor will receive notification that there is 
an element for review. 

• STEP 3 – Evaluator reviews, meets with their direct reports, and finalizes the 
plan. 
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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

***available systems depend on what you have access to.***
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Once logged in, notice the icons on the left. Click the navigation arrow that faces 
to the right to navigate EEM. 

***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.
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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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Document Completion

Review the User Information section. 
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Document Completion

Enter up to three goals for the 
year, you wish to accomplish. 
Ideally, the format for goals:
1. District Strategic Plan
2. Department plan/goals
3. Personal
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Document Completion

Employee Comments: entirely optional. 
Submit: Sends the form to the administrator to take an action. Clicking "Submit" locks the form, and it 
can no longer be edited. However, an administrator can always "open a form back up" for editing, if 
needed. 
Save: Commits the data entered on a form as a draft, in order to work on it later. It is recommended 
that you save forms often, since there is no auto-save feature on the forms. 
Save & Notify: Saves the data entered on a form and provides the ability to send an email to a selected 
administrator. 
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Final Assessment
The final assessment mirrors previous evaluations in Position Control.
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Final Assessment
The final assessment also pulls in the goals from the beginning of the year, and 
Supervisor/Managers will be able to provide feedback. 
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Final Assessment
As information is entered, the system will calculate a rating, and will score all sections. 
When available, the same review buttons will be available for submission. 
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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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