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Employee Orientation for EPAT in MyPLC




APS Mission and Vision

Our Mission

» With a caring culture of equity,
trust and collaboration, every
student will graduate ready for
college.careerand life.

Our Vision

» A high-performing school district
where studentsloveto learn,
educatorsinspire, families engage,

and the community frusts the system.




What is EPAT?

The Employee Performance Appraisal
Tool (EPAT) is the appraisal instrument
for employees not appraised by a state
mandated tool, such as TKES, LKES,
GMSEP, CKES, or GSPEP.

Employees who will not receive an
EPAT include:

Principals
Assistant Principals
Teachers

Media Specialists

vV VYV V V¥

Psychologists

Employees
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THE EPAT PLATFORM



Why MyPLC?

EPAT willbe located in MyPLC
Performance Management - the same

locationthe district uses for Professional
Learning, TKES, LKES, CKES and SLEI.

v Itis User-friendly.

v One-stop shop for professional
learning and evaluations.

v Familiarfor educators who have
used TKES and LKES in the GaDOE TLE
Platform.

MjPLC MY PROFESSIONAL LEARNING CENTER

Home Observation ~

My Evaluations  Professional Learning Opportunities Transcript Help Outside Credit

employee learning experiences, ultimately supporting student achievement.

every student achieves.

myplcinfo@atlanta.k12.ga.us

Please note new tabs have been added to the platform!

Welcome to My Professional Learning Center or 'My PLC'. This system is designed to manage
your professional growth and provide information to enhance your practice. Professional
learning will be tailored to each employee based on your current position. My PLC will be
| developed and enhanced with many features and resources specifically chosen to enrich

We have adopted the Learning Forward / National Staff Development Council's stated
purpose that: "Every [employee] engages in effective professional learning every day so that

Observation, My Evaluations, and Staff Evaluation have been added for the 2018-19 school year.

More to come as you start back to school!




Let's Get Started!

Employeeswill access their evaluation by selecting
My Evaluations on the fop header of the screen.

MijC MY PROFESSIONAL LEARNING CENTER

Home Observation ~

My Evaluations rtunities Transcript Help Outside Credit

Welcome

Welcome to My Professional Learning Center or "My PLC'. This system is designed to manage
your professional growth and provide information to enhance your practice. Professional
learning will be tailored to each employee based on your current position. My PLC will be
developed and enhanced with many features and resources specifically chosen to enrich

| employee learning experiences, ultimately supporting student achievement.

We have adopted the Learning Forward / National Staff Development Council's stated
purpose that: "Every [employee] engages in effective professional learning every day so that
every student achieves."

myplcinfo@atlanta.k12.ga.us

Please note new tabs have been added to the platform!

Observation, My Evaluations, and Staff Evaluation have been added for the 2018-19 school year

More to come as you start back to school!

Employees will access their evaluation by selecting
The evaluation fool will be automatically
populated for the employee.

MﬁPLC MY PROFESSIONAL LEARNING CENTER

Home Observation + My Evaluations Professional Learning Opportunities Transcript

My Evaluations

Current Evaluations Archived Evaluations

% Employee Performance Appraisal Tool 2018-19

Archived

17, Teacher




The Three Phases of EPAT

Phase 1

Employee Self-Reflection

Deadline September 8, 2023

Pre-Conference and Goal Setting
Deadline September 22,2023

Phase 2

Mid-YearSelf-Appraisal
Deadline January 31,2024

Mid-Year Appraisal and
Conference

Deadline February 29,2024

Phase 3

End-of-Year Self-Reflection and
Self-Appraisal

Roling Deadlines
End-of-Year Appraisaland
Conference

Roling Deadlines, but absolute
deadlineis June 24,2024




EPAT Employee Layout

The containers correspond to the
three phases of EPAT.

When an employee clicks on the
container, the different activities
under the container will display.

When an employee selects an
activity he or she must complete,
the contents of the activity will
display and the employee will be
allowed to enterinformation.

MJPLC MY PROFESSIONAL LEARNING CENTER

Home Observation ~ = My Evaluations Professional Learning Opportunities

= Employee Performance Appraisal Tool 2018-19

EPAT Evaluation

Self-Reflection Container

@ Core Values % Activity

— VIR - GO fiew s e
E;j[ Mid-Year Goal Review %
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EPAT FORMAT



Three Areas of Assessment

Leading and
Managing
Others (Leaders
who supervise
other
employees)
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THE SELF-REFLECTION AND
GOAL-SETTING PHASE




Self-Reflection Process

Self-Reflection

Employee acknowledges
review of Core V alues.

Employee completes two
questions about position.

Employee suggests 3-5

proposed S.M.A.R.T. goals.

Leadership Selt-
Reflection

Leader acknowledgesreview
of Leadership v alues.

This additional sectionis only
completed by employees
who have one or more
employees reporting tothem.

Goal Setting and
Pre-Conference

Ev aluatorsets the 3-5
S.M.A.R.T. Goals for the year.

PSC professional learning
goal/plan considerations
for certificated employees.

Ev aluator schedulesmeeting
with employee to review
goals and expectations for
the school year.
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D6B4CBE6. pdf

APS Core Values and Proposed Goals

| acknowledge that | have read the APS Core Values and understand how they apply to my current role. *

Given your area of responsibility, what major tasks or projects must be completed this school year? *

BEEE Y- |- mEm=Q X Bsouce

BIS L == £ 99 Stles - Fomat |9

Describe the supervisory support needed to accomplish the goals. *

BB &E Y| = M@= Q¥ Bsouwe
B.I 8| Xl == = 9y Siyles « | Format -2

Leadership Values

This additional section should only be completed

APS is focused on building strong manager-empl
well helps the organization to leverage employee
leaders commit to helping all employees experien

Click here to access the Leadership Values. Once

| acknowledge that | have read the APS Le

Self-Reflection

Acknowledge Core Valuesand
answer self-reflection questions.

Leadership Values

Acknowledge Leadership Values
(if you have direct reports)

Started by Teacher 13. Last update Aug 31, 2018 08:27:47 by Teacher 13
0 of 3 required fields contain data,

Performance Goals

Goal #1*
@ ® @ - | - ™2 F = Q3 @ Souce
B I 8§ I = = G4 | 2 Styles ~  Format - ?
Goal #2 *
@ @ @ e | - ™S Q5 @ Souce
B I &|Z% )= 45 | 99 | Styles - | Format -2

Create Proposed Goals

Create 3-5 proposed goals.
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ears of APS

=

Celebrating 150

EVERY VOICE —
MATTERS Q]
We listen to better

uvnderstand the
experiences, opinions
and ideas of others.

Am I authentically
colloborating and
connecting with
ofthers foward o
common goal@

EQUITY AT THE
FOREFRONT

We are intentional in ouwr
words and actions that
disrupt inequities in our

system.

Am | creating condifions
and removing barmmiers for
students fo be successfulé

APS Core Values

Guiding how we
work, as individuals
and teams

STUDENTS AND
SCHOOLS FIRST

We prioritize our efforts in service to
students and schools.

Am | clear in how my work
prepares students to be college.
career, and life ready?

gy — EMBRACE AND
-(E3)- DRIVE CHANGE

We confinuously learn —
from others, from owur
past, and for the future.

Am | considenng thaf o
better way is possible 2

A CULTURE
THAT CARES

We promote
well-being for all.

Am I modeling and
supporting wellness in
my actions®e




APS Leadership Values

APS Leaders




S.M.A.R.T. Goals

//

Specific - Simplistically written and clearly defined tasks
A8 J

f

Measurable — Includes tangible evidence that the goal is accomplished
o /

p
Achievable — “Stretches” the employee slightly to feel challenged,
_but defined in a way that the employee can actually achieve it

/

Relevant—Ties to the employee's key responsibilities and important
\to the mission of the department

>

P B
Time-Bound - Clearly defines the time frame, including a starting A_J ATLANTA

_ L¥A PUBLIC
A | scHOOLS




Sample S.M.A.R.T. Goal

School Nurse

» Toimprove studenttime onlearning
for all students with patterns of non-
specificcomplaints, we willwork to
decrease frequency of nurse visits by
10%, reduce length of visits to an
average of 10 or fewer minutes, and
subsequently increase the overall
return to classrate to 90% or more
by the end of the schoolyear.

How is ’rh|s godl SMART?

Improv e student learning
time

M Attendancelogs can be
used to frack visits

A Requires nurses to work
more efficiently

R Nurses work to cure
studentsso that they can
performin the classroom

T By May 26,2023

Find more examples of S.M.A.R.T. Goals on the EPAT SharePoint page.



https://my.apsk12.org/business/sites/HR/SitePages/Employee_Performance_Appraisal_Tool.aspx
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THE MID-YEAR PHASE




Mid-Year Process

Employee Self-Appraisal

The employee will provide self-appraisal
on:

» APS Core Values
» APS Leadership Values (if applicable)

» Progressionwith Performance Goals

Evaluator Appraisal

The evaluatorwillrate the employee on:
» APS Core Values

» APS Leadership Values (if applicable)

» Progressionwith Performance Goals




Rating APS Core Values and Leadership Values

= Employee Performance Appraisal Tool 2018-19

EEEEEEE luation

Self-Reflection

Mid-Year

Select Mid-Year Container
Select the Mid-Year container

under the appropriate plan.

Self-Reflection

Mid-Year

{ﬂ Core Values *

53; Mid-Year Goal Review *

Select Core Values

Select the Core Values activity.

Start Observation

Observation Template *

APS Core Values - Non-Supervisors Mid-Year

APS Core Values - Leaders, Managers and Supervisors Mid-Year

Select the appropriate
Evaluation

Select the appropriate self-
appraisal. One self-appraisalis for

leaders, the otheris for employees.

APS Core Values - Non-Supervisors Mid-Year




@ Core Values

© Prefill + Finalize < Share
Focus area
1: Put Students and Schools First
« We know that students are our main priority and the reason we are here.
o we will provide ALL students with a quality education and re ces to support student achievement
We phold the " vd vision of Atlanta Public Si

2: Commit to Teamwork

All radio boxes
should be
moved fo ON.

Rating APS Core Values and Leadership Values Continued

Employees will select the box with the rating that appropriately corresponds to his or her performance. When done, the
employee will Finalize and Share. Remember, all radio buttons should be On before hitting save.




= Employee Performance Appraisal Tool 2018-19

EPAT Evaluation

Self-Reflection

Mid-Year

Select Mid-Year Container

Select the Mid-Year container
under the appropriate plan.

Mid-Year Goal Review

Self-Reflection

.g] Core Values %
Select Mid-Year Goal
Review

Select the Mid-Year Goal Review
activity.

Employee Mid-Year Rating (Goal 1) *

Ahead of Schedule
On Schedule

Behind Schedule

Provide the
appropriate rating

Rate your mid-year performance
on your goals. Comments or
documentation for support are
optional (unlessrequired by your
supervisor).




Mid-Year Goal Review
Up Close

Employee Date *

Date here
Employee Mid-Year Rating (Goal 1) *
Ahead of Schedule
Or edule
Behind Schedule
i Rate here
Employee Comments (Goal 1)
B @@ | e N QM= QX[ souce
B I 5|K|& = JE | 99 | Styles ~ | Format -| P

Employee Comments are optional

Goals are viewable at the top of the Mid-Year
Goal Review screen.

Employee Attachments (Goal 1)

Attachments go here . . .

7 Theright slidercan also be used to view goals
while selecting the ratings and making
comments.
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THE END-OF YEAR PHASE



End-of-
Year
Rolling
Dates

June 19

Reminder to departments of required 100% completion of all

End-of-Year
Work
Schedule
Deadlines

components
Work Schedule | 201/202 211 231 252/261
*Employee May 1 May 8 May 22 June5
Deadline
**Supervisor | May 28 May 29 June 12 June 26

Deadline

* The End-of-Year phase starts on May 1, 2024 and ends on
June 21, 2024. Deadlines are determined by the work
schedule of each employee. The work schedule for every
employee can be found on the EPAT SharePoint Page.



https://my.apsk12.org/business/sites/HR/SitePages/Employee_Performance_Appraisal_Tool.aspx

End-of-Year Process

Employee Selt-Appraisal

The employee will provide self-appraisal
on:
» End-of-YearSelf-Reflection Questions
» APS Core Values

» APS Leadership Values (if applicable)
>

Performance Goals (Met or Not Met)

Evaluator Appraisal

The evaluatorwillrate the employee on:
» APS Core Values

» APS Leadership Values (if applicable)
» Progressionwith Performance Goals




Rating APS Core Values and Leadership Values

lllllllllllllll

& Self-Reflection Last Status Update - 08/20/2018 @ 7:5

“# End-of-Year Last sta

|/
s End-of Year 1act ctatiic iindate _ 08/16/9018 @ 905 A
ﬁ Core Values %
,4.:: Eﬂ End-of-Year Goal Review %

Select End-of-Year Container

Select the End-of-Year container

under the appropriate plan.

Select Core Values

Select the Core Values activity.

Start Observation

Observation Template *

APS Core Values - Non-Supervisors End-of-Year

APS Core Values - Non-Supervisors End-of-Year

Cancel

Select the appropriate
Evaluation

Select the appropriate evaluation.
One evaluationis for leaders, the
otheris for employees.

Z X | scHooLS




@ Core Values

Use the Prefill
optionif you

want to mark
the same ratings

mid-year!
© Prefill v Finalize < Share

Ve know that students are ¢

2: Commit to Teamwork

Ineffective

Focus area
1: Put Students and Schools First /
. nain priority and the reason we are here
I

Which elements would you like to share with all participants of this observation?
i Allradio boxes
should be
0 Needs Impmvemem Proficient Exemplary mov ed 1- O ON *

Rating APS Core Values and Leadership Values Continued

Employees will select the box with therating that appropriately corresponds to the employee’s performance and respond to
the self -reflection questions. When done, the employee will Finalize and Share. Remember, all radio buttons should be On
before hitting save.




End-of-Year Goal Review

EPAT Evaluation

& Self-Reflection Last Status Update - 08/20/2018 @ 7:56 AM

“# Mid-Year Last status

“# End-of-Year Lasts

Select End-of-Year Container
Select the End-of-Year container
under the appropriate plan.

'4'3 End-of-Year Last Status Update - 08/16/2018 @ 9:06

ﬁ Core Values %

End-of-Year Goal Review %
=

Select End-of-Year Goal
Review

Select the End-of-Year Goal
Review activity.

Provide the appropriate
rating

Rate your performance onyour
goals for the year.




End-of-Year Goal Review

s
Employee Date *
Employee End-of-Year Rating (C D O Te h e re
Employee Comments (Goal 1) R O -I-e h e re
RG] - |- ™ @ mE Q3 ©Souce
B I S|L|E = 99 Styles - | Format - | ?
Commentscan go here

Employee Attachments (Goal 1)

Aff(]chmenfs con go here Drag & Drop Files From Media Locker Here

Browse Files

Evaluations

Employee
Performance
Appraisal Tool 2018-
19 - EPAT Evaluation

% Self-Reflection Last Status Upda

Goal Setting and Pre-

Contains 2 Activities

8 Atidaons Review Last Status

¥
Mid-Year Core Values Self:

i H!II‘

te

Theright slider
can be used
to view the
goals while
selecting the
rating.
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HELPFUL INFORMATION



Stay in the Know!

Part-Time Employees

Employees working 50% or more
of a 37.5 hourwork week should

receive and complete an
evaluation.

New Employees

Employees starting between
September 1 and November 30
should receive a complete
evaluation.

Employees starting between
December 1 and February 28
should do the Self-Reflection and
End-of-Year phases.

Employees startingafter March 1
will not receive an evaluation.

(April T for 252/261 employees)

Employee Orientation

The EPAT orientation PowerPoint
for employees is av ailable on the
EPAT SharePoint page. Use this

PowerPoint to provide an
ov erview of the EPAT tool
and resources with your staff.



https://my.apsk12.org/business/sites/HR/SitePages/Employee_Performance_Appraisal_Tool.aspx

10, Teacher: Goal Review & Development Appra isal Tool 2018-19
Employee Performance Appraisal Tool 2018-19 > Self-Reflection > 10, Teacher: Goal Review & Development i E PAT Eva I uation

Goal Review & Development 7
A\ Yo .
vir Self-Reflection Last Status Update -

Expand all | Collapse all
Ya §
i (=
Performance Goals Goal Review & Development %
Last Status Update - 07/07/2018 @ 4:00 PM

Started by Teacher 10. Last update Aug 08, 2018 08:35:57 by Teacher 10.

0 of 3 required fields contain data.

.
Goal * G £y

e Expectation Setting
Last Status Update - 08/08/2018 @ 8:35 AM

The goals should be SMART - Specific, Measureable, Achieveable, Relevant, and Time-Bound

Mid-Year Last status Update -

Upload File(s) G
'

Include supporting artifacts rlevant to the completion of this SMART goal

Drag & Drop Files From Media Locker Here
End-of-Year Last status Update

K==

Let’s Make It Easy! - Side Panel

Use theslider to open theside panel to copy language from one containerinto the current container. This will be
helpful when you need tolocate and pull information from earlier in the year.



We Got You
Covered!

Head overtothe EPAT EMPLOYEE |/ ATLANTA
: , PERFORMANCE PUBLIC
SharePoint page fo: APPRAISAL TOOL & SCHOOLS

> Access the website

Contact HR: (404)802-2312

for yourev aluation P
> GeT 1’|me||n es C]nd Work 2018-2019 Employee Performance Appraisal Tool (EPAT)
SC h ed U Ies The Employee Performance Appraisal Tool is the appraisal instrument for Atlanta Public Schools
*employees who are not appraised by a **state-mandated tool
» Discoverthe datesto get VORI S L O F RSOt
one-on-one assistance to Srmmm—————

Com p |eT e T h e Se |f— The Employee Performance Appraisal Tool will now be accessible through MyPLC.

Reflection phase

> Access step-by-step
guides for each EPAT
phase

MjPLC MY PROFESSIONAL LEARNING CENTER

~ My Ewaluations P 3 Opportunities  Transcript

My Evaluations

» Watch step-by-step videos
for each EPAT phase

Current Evaluations Archived Evaluations

“%# Employee Performance Appraisal Tool 2018-19 _

> Andso much morel

Employee

ATLANTA
* PUBLIC
SCHOOLS




Gol Questions? We Got Answers!

Cenfral
Office
Departments

)

Midtown — Carver
o J
( ™)
South
Douglass —
Atlanta
. _S
[ Y
Was hington — Mays
o J
—
Therrell
S

——— r 2 r 2 )

BEST
Academy
e

Coretta
ScottKing

YWLA

Phoenix
Academy
 S—
)
Hank Aaron New

Beginnings

Academy
—

)
Atlanta College
and Career
Academy

)

North
Atlanta

—

Jackson

/ ATLANTA
* PUBLIC
SCHOOLS



mailto:EPATSupport@atlanta.k12.ga.us
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