
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. career and life.

Our Vision

 A high-performing school district 

where students love to learn, 

educators inspire, families engage, 

and the community trusts 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

➢
Psychologists

Employees 
reflect on their 
professional 
practice and
performance

Manager 
provides 
feedback



THE EPAT PLATFORM



Why MyPLC?

EPAT will be located in MyPLC 

Performance Management – the same 
location the district uses for Professional 
Learning, TKES, LKES, CKES and SLEI.

✓ It is User-friendly.

✓ One-stop shop for professional 
learning and evaluations.

✓ Familiar for educators who have 

used TKES and LKES in the GaDOE TLE 
Platform.



Let’s Get Started!

Employees will access their evaluation by selecting

My Evaluations on the top header of the screen.

Employees will access their evaluation by selecting 

The    evaluation    tool    will    be    automatically 
populated for the employee.



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-Year Self-Appraisal

Deadline January 31, 2024

Mid-Year Appraisal and 

Conference

Deadline February 29, 2024

Phase 3
End-of-Year Self-Reflection and 

Self-Appraisal

Rolling Deadlines

End-of-Year Appraisal and 

Conference

Rolling Deadlines, but absolute 

deadline is 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 enter information.

Container

Container

Activity

Activity

Container



EPAT FORMAT



Three Areas of Assessment

Leading and 
Managing 

Others (Leaders 
who supervise 

other 
employees)

APS Core Values

Performance Goals



THE SELF-REFLECTION AND 

GOAL-SETTING PHASE



Self-Reflection Process

Self-Reflection
• Employee acknowledges 

review of Core Values.

• Employee completes two 

questions about position.

• Employee suggests 3-5 

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

Leadership Self- 

Reflection
• Leader acknowledges rev iew 

of Leadership values.

• This additional section is only 

completed by employees 
who have one or more 
employees reporting to them.

Goal Setting and 

Pre-Conference
• Evaluator sets the 3-5

S.M.A.R.T. Goals for the year.

• PSC professional learning 

goal/plan considerations 
for certificated employees.

• Evaluator schedules meeting 

with employee to rev iew 
goals and expectations for 
the school year.



APS Core Values and Proposed Goals

Self-Reflection

Acknowledge Core Values and 
answer self-reflection questions.

Leadership Values

Acknowledge Leadership Values 
(if you have direct reports)

Create Proposed Goals

Create 3-5 proposed goals.





APS Leadership Values

APS Leaders

Builds and manages a high performing teach 
to accomplish outlined goals.

Fosters a positive culture that encourages 
employee growth and engagement .

Provides personal support and tangible resources 
to help staff learn and grow.

Effectively monitors and evaluates staff performance by 
setting clear expectations, being consistent, and 
recognizing achievements.



S.M.A.R.T. Goals

Specific - Simplistically written and clearly defined tasks

Measurable – Includes tangible evidence that the goal is accomplished

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

Time-Bound - Clearly defines the time frame, including a starting 
date and a target date



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

School Nurse

 To improve student time on learning 
for all students with patterns of non- 

specific complaints, we will work 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 class rate to 90% or more  

by the end of the school year.

How is this goal SMART?

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

S Improve student learning 
time

M Attendance logs can be 
used to track v isits

A Requires nurses to work 
more efficiently

R Nurses work to cure 
students so that they can 
perform in the classroom

T By May 26, 2023

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


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)

 Progression with Performance Goals

Evaluator Appraisal

The evaluator will rate the employee on:

 APS Core Values

 APS Leadership Values (if applicable)

 Progression with Performance Goals



Rating APS Core Values and Leadership Values

Select Mid-Year Container

Select the Mid-Year container 
under the appropriate plan.

Select Core Values

Select the Core Values activity.

Select the appropriate 

Evaluation

Select the appropriate self- 

appraisal. One self-appraisal is for 

leaders, the other is for employees.



All radio boxes 
should be 
moved to ON.

Rating APS Core Values and Leadership Values Continued
Employees will select the box with the rat ing 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.



Mid-Year Goal Review

Select Mid-Year Container

Select the Mid-Year container 

under the appropriate plan.

Select Mid-Year Goal 
Review

Select the Mid-Year Goal Review

activ ity.

Provide the 
appropriate rating
Rate your mid-year performance 
on your goals. Comments or 
documentation for support are 
optional (unless required by your 
supervisor).



Mid-Year Goal Review
Up Close

Date here

Rate here

Employee Comments are opt ional

Attachments go here

Goals are viewable at the top of the Mid-Year 

Goal Review screen.

The right slider can also be used to view goals 

while selecting the ratings and making 

comments.



THE END-OF YEAR PHASE



End-of-
Year 
Rolling 
Dates

• 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.

June 19 Reminder to departments of required 100% completion of all 
components

End-of-Year 

Work 
Schedule 

Deadlines

Work Schedule 201/202 211 231 252/261

*Employee 
Deadline

May 1 May 8 May 22 June 5

**Supervisor 
Deadline

May 28 May 29 June 12 June 26

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


End-of-Year Process

Employee Self-Appraisal

The employee will provide self-appraisal 
on:

 End-of-Year Self-Reflection Questions

 APS Core Values

 APS Leadership Values (if applicable)

 Performance Goals (Met or Not Met)

Evaluator Appraisal

The evaluator will rate the employee on:

 APS Core Values

 APS Leadership Values (if applicable)

 Progression with Performance Goals



Rating APS Core Values and Leadership Values

Select the appropriate 

Evaluation

Select the appropriate evaluation. 
One evaluation is for leaders, the 

other is for employees.

Select End-of-Year Container Select Core Values

Select the End-of-Year container Select the Core Values activity.

under the appropriate plan.



Use the Prefill 
option if you 

want to mark 
the same ratings

from mid-year!

All radio boxes 
should be 
moved to ON.

Rating APS Core Values and Leadership Values Continued
Employees will select the box with the rat ing that appropriately corresponds to the employee’s performance and respond to 
the self -reflect ion quest ions. When done, the employee will Finalize and Share. Remember, all radio buttons should be On 
before hitt ing save.



End-of-Year Goal Review

Select End-of-Year Container

Select the End-of-Year container 

under the appropriate plan.

Select End-of-Year Goal 

Review

Select the End-of-Year Goal 

Review activity.

Provide the appropriate 

rating

Rate your performance on your 

goals for the year.



End-of-Year Goal Review

Date here 

Rate here

Comments can go here

Attachments can go here

The right slider 

can be used 

to view the 

goals while 

selecting the 
rating.



HELPFUL INFORMATION



Stay in the Know!

Part-Time Employees
Employees working 50% or more 
of a 37.5 hour work 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 starting after March 1 
will not receive an evaluation.

(April 1 for 252/261 employees)

Employee Orientation
The EPAT orientation PowerPoint 
for employees is available on the 

EPAT SharePoint page. Use this 
PowerPoint to prov ide an 
overview of the EPAT tool
and resources with your staff.

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


Let’s Make It Easy! – Side Panel
Use the slider to open the side panel to copy language from one container into the current container. This will be 
helpful when you need to locate and pull information from earlier in the year.



We Got You 

Covered!

Head over to the EPAT 

SharePoint page to:

➢ Access the website 

for your evaluation

➢ Get timelines and work 
schedules

➢ Discover the dates to get 
one-on-one assistance to 
complete the Self- 

Reflection phase

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

➢ Watch step-by-step v ideos 

for each EPAT phase

➢ And so much more!

Click t his 
pict ure to 

access 
SharePoint



Got Questions? We Got Answers!

Joseph 
Ellinger 
X2372

Central 
Office 

Departments

BEST 
Academy

Coretta 
Scott King 

YWLA

Phoenix 
Academy

Hank Aaron New  

Beginnings 

Academy

Atlanta College 

and Career 

Academy

North 
Atlanta

Dr. Isis 
Manboard
Director
x2374

EPAT Support
EPATSupport@atlanta.k12.ga.us

Nicole 
Durham 
x2766

Armani 
Johnson 
x2303

Carver

South 
Atlanta

Mays

Kawanna 

Findlay 
x2375

Midtown

Douglass

Washington

Therrell

Nicole 
Durham 
x2766

Jackson

mailto:EPATSupport@atlanta.k12.ga.us


EMPLOYEE 

PERFORMANCE

APPRAISAL TOOL

ATLANTA
P U B L I C
SCHOOLS
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