
 

 
Step 1: Logging In 

A. Type in your address bar https://performance.burnabyschools.ca 
 

 
 
 

 
B. Main Screen Login 

Click on the blue ‘Login with Office365’ button 
 

 
 

 
 
 

 
performance.burnabyschools.ca 



You will be prompted to enter your Office 365 username 
 

 
Then enter your Office 365 Password 

 
Note: You will be prompted with a one- 
time connection agreement to allow 
Office365 to connect to the performance 
planning site. Please click accept. 

 

 
Note: After logging in once using Office 
365, you may automatically sign in if you 
have logged in elsewhere (like Outlook or Teams) in Office 365 
(This is called Single Sign-On) 



C. Successful Login 
 

 
 
 
 

Step 2: Starting the Evaluation Form Workflow 
 

 
A. Starting Part A 

When beginning the process, start off by clicking the ‘Getting Started’ link 
at the top right. 

 
 

 



B. Read the instructions below and then click the appropriate button 
to begin filling the correct form. 

 

 

 
C. Start entering the content in the form. 

 



D. Please ensure you select the correct Administrator/Manager 
 

 

E. Enter Performance Objectives and Professional Growth plan. 

 
Feel free to copy and paste content from another source, but keep 
the formatting simple. 

 
 
 

 
 
 
 
 
 
 
 
 



 
F. If you have not addressed this question in your professional objectives or 

professional growth plan, please answer here. Feel free to copy and paste 
content from another source but keep the formatting simple. 

 
 

 
 

G. To sign-off, enter your name and select the date near the bottom of the 
Part A form. 

 

 
 

H. Submitting or Saving and Continuing Later 

There are two buttons at the bottom of the initial form. 
 
 

Submit - this means you have completed the 
form and want to send this to your evaluator 

 
 
 

Save and Continue – allows you to save your 
current work and the system will provide you a 
link and send it to your email to continue at 
another time 



After clicking the Save and Continue Later link, it will take you to a 
page with instructions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

It is recommended that you type in your email address 
(@burnabyschools.ca) and click the SEND LINK button, which will send the 
link to your email to use later. 

 
Or 

 
You can Copy and Save the link & Click the white link box to return back to 
the form. 



I. After submitting the form, you will receive and email of 
confirmation which will provide you the contents of the 
completed form within the email and as an attached PDF. 

 

 
 

J. If the evaluator decides there is something that needs 
changes, they will reject the form and send it back to you. 
You will receive and email with a link back to the form as 
well as notes on what needs to be updated. 



K. Approval Email 

You will receive an email confirming that your Part A submission has been 
approved and your evaluator will set up a meeting for discussion. 

 
 
 

 

 
In the meeting the additional boxes in the form open to allow the evaluator 
to add additional notes and comments to your submission 

 
 
The Performance Planning and Evaluation Form Part B 

 
Web Services 6 
Tue 05/10/2021 22.54 

To: Naran Malla 

Hello Naran Malla, 

Part A of your Performance Planning and Evaluation Form is now Complete. 
Please remember to complete Part 8- Performance Evaluation in time for 
meeting in May with your Administrator/Manager. 

 



 
 
 

Please click here to login and check your lnbox 

 
Thank you. 

 
 
 

Reply Forward 

 
 
There are  2 Workflow steps for Part A: 

 
For the employee, the highlighted Steps 1 & 1b require your attention 
on the site. The other steps are handled by the evaluator. 

 
1. Part A Entry by Employee 

2. Part A Evaluator Approval – if rejected go to 1b 

1b. Modification by Employee – Go back to 1 

 
 


