
SUMMARY EVALUATION REPORT CLASSROOM TEACHERS 
Reference:  Collective Negotiations Contract, Article 14  

SAN DIEGO UNIFIED SCHOOL  DISTRICT   
Employee Name Employee ID Number School/Location Name Cost Center

Title Subject Area or Grade Level Employee Status  Regular Evaluation Year

 Regular Evaluation Year (Progress
Check and Remediation Plan)

 Special Evaluation

SECTION I: EVALUATION COMPONENTS 

Requires
Unsatisfactory Improvement Effective 

  

   

   

   

   

  

If any of the evaluation components are marked "Unsatisfactory" or 
"Requires Improvement," the requirements of section 14.6.3 (Progress 
Check and Remediation Plan) and/or 14.8.5 (Counseling and Assistance 
Plan) must be met, and a Performance Evaluation Addendum must been 
completed. 

1. Progress of students toward established standards.

2. Instructional techniques and strategies.

3. Adherence to curricular objectives.

4. Establishment and maintenance of a suitable learning
environment.

5. Performance of non-instructional duties and responsibilities.

6. Achievement of stated objectives.

SECTION II: COMMENTS BY EVALUATOR:   

SECTION III: COMPOSITE EVALUATION:  If any of the evaluation components are marked "Unsatisfactory" or "Requires 
Improvement," the requirements of section 14.6.3 (Progress Check and Remediation Plan) and/or 14.8.5 (Counseling and Assistance Plan) 
must be met, and a Performance Evaluation Addendum must been completed. 

Unsatisfactory  Requires Improvement  Effective  

SECTION IV: COMMENTS BY EVALUATEE:  Evaluatee may also attach additional written response 

If additional comments are attached check here    

EVALUATOR & SUPERVISOR 

 ___________________________  
Signature 

 ___________________________  
Title 

 ___________________________  
Date 

EVALUATEE 
I certify that this report has been discussed with me. 
I understand my signature does not necessarily indicate 
agreement.  A copy of this Summary Evaluation Report and all 
attached documents will be placed in your personnel file after 
ten (10) working days.  You prepare may a response and have 
the response attached to this document. 

 _________________________________  ___________ 
Signature Date

REVIEWER 

 __________________________ 
Signature 

 __________________________ 
Title 

 __________________________ 
Date 

Rev. 5/02 White – Personnel Yellow – School/Dept Pink – Employee . 
FORM  NO.  DS1011 

Attachment 2 



EVALUATION WORKSHEET Page    of   
            Reference: Collective Bargaining Agreement, Article 14 

SAN DIEGO UNIFIED SCHOOL DISTRICT   
Instructions: Use separate form for each objective.  Evaluatee completes parts A, B, and C and forwards both copies of forms to 
evaluator.  After review and/or the final decision on objectives, evaluator and evaluatee sign and return one copy to evaluatee 
(Article 14, Sections 14.3.2, 14.4 and 14.8.6.1).  Prior to final evaluation conference, evaluatee completes part D for each 
objective.  Evaluator and evaluatee review and sign worksheets when Summary Evaluation Report is completed.  Worksheets 
will be placed in personnel file either at district or site location. 

A. Objectives and Standards:

B. Assessment Techniques:

C. Support Requirements and/or Constraints:

D. Degree of Achievement:
Evaluatee:

D. Degree of Achievement:
Evaluator:

Parts A, B, and C 

Evaluatee's Signature Date 

Evaluator's Signature Date 

Part D 

Evaluatee's Signature Date 

Evaluator's Signature Date 

I certify that this report has been discussed with me.  I understand my signature does not necessarily indicate agreement.  A copy of this 
Summary Evaluation Report and all attached documents will be placed in your personnel file after ten (10) working days.  I may prepare a 
response and have the response attached to this document. 

Attachment 3 



Attachment 4 

PERFORMANCE EVALUATION ADDENDUM 

San Diego Unified School District 

Instructions:  This form MUST be completed when elements of Section I and/or Section III of the Summary Evaluation Report 
contain an "Unsatisfactory" or "Requires Improvement" evaluation.  The Addendum should be attached to the evaluatee's and 
supervisor's copy of the Summary Evaluation Report.   

Employee Name Employee ID Number Location Name 

Describe areas of performance considered unsatisfactory or requiring improvement.  

Describe specific assistance provided (include dates).   

Describe results of assistance (include dates).   

EVALUATOR & SUPERVISOR 

 __________________________ 
Signature 

 __________________________ 
Title 

 __________________________ 
Date 

EVALUATEE 
I certify that this report has been discussed with me. 
I understand my signature does not necessarily indicate 
agreement.  A copy of this Summary Evaluation Report and all 
attached documents will be placed in your personnel file after 
ten (10) working days.  You prepare may a response and have 
the response attached to this document. 

 _________________________________   ____________  
Signature Date

REVIEWER 

 ___________________________ 
Signature 

 ___________________________ 
Title 

 ___________________________ 
Date 
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1. Navigate to: Workforce Administration > Workforce
Reports > Certificated Evaluations

2. Click the Add a New Value tab.

3. Enter a Run Control ID. Use your initials, or name
the report.  The Run Control ID can have no spaces.

4. Click the Add button.

8. Select PSNT from the drop-down menu for the
Server Name.

9. Click the OK button.

10. Note your Process Instance number and click the
Process Monitor link.

How to Run the Certificated Evaluations Report

5. Enter the Run Date. Enter September 1 of the
current school year.

6. Enter your Department, or click the       to view
a list of departments from which to choose.

7. Click the Run button.
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11. Click the Refresh button to update the Run Status.

12. When Run Status becomes “Success”, and
Distribution Status becomes “Posted” click the
Details link.

13. Click the View Log/Trace link.

14. Click the link that contains the Process Instance
number, followed by PDF that you noted in Step 10.

15. Your report will open in Adobe Acrobat Reader.
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Entering a Performance Evaluation Summary into PeopleSoft 

Once a performance evaluation is completed for any salaried employee, classified or 
certificated, the manager or evaluator enters the outcome of the evaluation into PeopleSoft 
as shown below.  

2.��Click �

2 

1 

3.��Enter the Empl ID of the employee who was 
evaluated, and the Evaluation Date on which 
the performance evaluation was conducted.  
Click Add.  

3 

1.��In PeopleSoft HCM navigate to:�

�Workforce�Development�>�Performance�Management�>�Performance�Eval�Tracking�

3 

Bernadette Nguyen
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PeopleSoft H
CM

 

April 2013 2

 

Entering a Performance Evaluation Summary into PeopleSoft 

4.��The Performance Evaluation Tracking page displays the salaried assignment(s) of the 
employee at the time the evaluation was conducted. Click the magnifying glass beside 
the Performance Evaluation Form field to select the evaluation form that was used to 
evaluate the employee.  �

5 

4 

Select one of the choices shown below:  

5.��If the evaluation was unscheduled (classified) or a special evaluation (certificated), 
select the checkbox.  (If not, leave it blank.) Then select the overall performance rating. 
These fields will change depending on which performance evaluation form was selected in 
Step 4 above.�

� Sample�Classified�EvaluaƟon�Form:��

5 
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Entering a Performance Evaluation Summary into PeopleSoft 
Sample�CerƟficated�EvaluaƟon�Form:� 

6.��In the Evaluator Supervisor / Rater field, enter the employee ID of the person who 
evaluated or rated the employee. To search for the employee ID by name, click the magnifying 
glass beside the Evaluator Supervisor/Rater field, then click Advanced Lookup and type the 
last name of the evaluator.  The evaluator's name, job code, and job title as of the Evaluation 
Date appears.��

7.��Click Save. The employee ID and name of the last person to save the record appears at the 
bottom right, with the date and time the record was last saved. �

6 

The�entry�of�the�Performance�EvaluaƟon�Summary�is�now�complete  
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