To use the Evaluation Templates – Certified & Classified:
1. This template contains both the evaluation forms for the evaluator and for the staff member. 
2. Open  the Template

3. Click on File and then Save As

4. Choose the location of your choice to save the document in AND rename the document “<CERTIFIED or CLASSIFIED> EVALUATION <1 OR 2>FOR <EMPLOYEE NAME> <SCHOOL YEAR>.  

Examples :   CERTIFIED EVALUATION 1 FOR JANE DOE 2005



  CLASSIFIED EVALUATION 2 FOR JOHN DOE 2005

5. The areas that you are allowed to type in will have a small grey box.  You can begin typing in the grey area that is highlighted black.  This indicates your cursor location.  Once you start typing, the box will stretch to accommodate your text and will automatically wrap to the next line if you need more room.

6. To navigate from box to box, hit the TAB key.  To go back to a previously filled out box, hold down SHIFT while hitting TAB.
7. Save your changes once you completed the form.

8. Repeat steps 1 – 6 for each employee.

IMPORTANT:  If you elect to use this format, you still need to print a completed form and obtain original signatures (evaluator/employee) before turning it in to our office.  A completed form sent via e-mail attachment is not acceptable. 
