
Staff Finalization



Begin Finalization

Under 
Finalization, click 

on Overview



Finalization

If a document is not 
present, click on 

Create New 
Finalization* Remember that 

Finalization style may 
be customized. This is 
an example



Finalization

If a finalization document has 
already been created, click Edit to 
the left of the document  to start 

the finalization.



Finalization Worksheet

This page shows 
what this staff 
member is rated 
on. For example, 
rubric, SLOs, 
School-wide 
Grade. Fill in the 
white boxes with 
the scores when 
known

Your district 
rating scale

Estimated score takes out any 
information not known by the end 
of the year, and refigures %s to 

give an estimated score

To proceed to next 
step, click on 
button that says 
Click Here to 
Calculate EER



Finalization

For each competency, click on a score of 1-4, 
based upon where the staff member has been 
rated throughout the year, as well as the 
strength of evidence. The bubbles are 
chronologically ordered and may be clicked on 
to see the scripted evidence that is linked. 
After each competency in the domain is 
marked, there is an Average of Standard 
score shown. You may enter that score into 
the white Domain Score box, or using 
professional judgement, enter a score in the 
Domain box. After all Domain boxes are filled, 
click on Commit EER Scores.



Final Score

Final Rubric 
Score, based on 

district %

Final 
Score

Estimated 
Score



Final Score (cont.)

Any final comments by administrator

Decide on what 
to share with 
staff member

If Finalization 
can’t be 

completed, 
show reason 
why it can’t



PDF of Summative


