
Change Primary Evaluator
 

To change the Primary Evaluator for an educator, go to the  tab from your . Educators Dashboard

 

You will be directed to your  page where you can search for a specific educator using the searchEducators
bar at the top of the page.  You can also view your list of educators by clicking on the  icon, shownEducator
below. 

The following roles have the ability to change the Primary Evaluator:

Superintendent
Superintendent Designee
HR Administrator
Principal

The Principal will only have access to the buildings for which they have the Principal role for updating
evaluators and will not be able to update their own record. 
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If you have multiple buildings, select which building's educator list you would like to view.  Click on the View
 link shown below.Educators

Once you have selected the building, the list of educators will appear.  On the far right side of each listing
there will be either an  or  link. Edit View

To  the educator, you must be the Primary Evaluator and therefore will have the ability to conduct anEdit
evaluation on that educator.  To  the educator, means you are not the Primary Evaluator and you canView
only view that educator's record, but cannot conduct an evaluation on that educator.

For the example below, Jane Superintendent is the Primary Evaluator for Joe Principal and can edit his
record.

When you click on the  link, you will be directed to the  page for the educator selected. At theEdit Evaluation
top of the page, you will see the evaluation information for that educator, including the Primary Evaluator
listed.  In the case below, it is Jane Superintendent.

If Jane Superintendent wanted to change the primary evaluator from herself to another evaluator, she would
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click on the  link, outlined in red below.change

A pop-up will appear with the list of LEA-approved evaluators.  To make the changes, Jane Superintendent
will click on the new evaluator and then click apply. 

 

The list will only include the LEA-approved evaluators for the building that the teacher or educator is
located.
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Now, listed as the Primary Evaluator, is Donna Evaluator.   shows that JaneYour Access Level
Superintendent can only view the record.

When you return to the list of educators, the record for Joe Principal has changed to view.  To change the
record for another educator, click on as shown below.View 
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For Karen Teacher, the  is .  Again, click on the  link and a pop-upPrimary Evaluator Unassigned change
would appear with a list of approved evaluators.

Select the evaluator you would like to assign as the  and then click .Primary Evaluator Apply

 

The list will only include the LEA-approved evaluators for the building that the teacher or educator is
located.
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Now the record will reflect the changes made. 
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