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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 
 

 
 

 
 
 
 



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 B 

To begin completing Part B, start off by clicking the ‘Workflow Inbox’ link 
at the top right. 

 
 

 



B. The Workflow Inbox should only have one form available and under 
the Step it should show ‘Part B Entry by Administrator’. Click on 
this Form. 

 

 

 
C. At the top of the form, you will see all of the Part A content in ‘Read 

Only’ format. (It cannot be edited) You will be able to review as 
well as Copy and Paste the content to use in Part B. 

 
 

 
D. Part B will follow below Part A and is highlighted in light blue. 

Similar to Part A, complete the form. Again, feel free to copy and 
paste content from Part A or from another source. Keep formatting 
simple. 

 
 
 
 
 
 
 
 
 
 
 

 



 

1. Please select the administrator 
 

 
 
 

2. Complete the Performance Objectives and Outcome/Progress 
 
 

3. Complete the professional Growth Goals and Outcome Evaluation

 
 
 



4. If you have not addressed this question in your professional objectives or 
professional growth plan, please answer here 
 

 
 
REMINDER: When you are ready to submit the form, please scroll to the top right and 
select the correct button. 
  
 

 
 

Be sure to keep the form ‘In progress’ 
until you are ready to submit. 

If you select ‘Complete’ and ‘Update’, 
it will go to your administrator for part 
B approval 

 
**It is important that you only select 
‘Complete’ and ‘Update’ when you 
are ready to submit  
 
 



E. Approval Email 

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

 
 
 

 

 
During the meeting the additional boxes in the form will be open to 
allow the Evaluator to add additional notes and comments to your 
form. 



Step 3: Signing Off on Part B 

After the meeting with your Evaluator, you will be asked to sign off on 
your Part B submission. You will receive an email asking you to review 
and sign-off on Part B. 

 
 
 



Click on the link provided which will take you to the Performance Planning 
site. It may automatically log you in. Otherwise login as per instructions in 
Step 1. 

 
 
 
 

 
After logging into the site go to the Workflow Inbox on the top right 

 

 
 

The Workflow Inbox will let you know the pending request you have 
and indicate the step of the workflow. 

Click on the link to begin. 

 
 

 
Review your submission and the administrator/manager notes. 

 

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



 

 
 
 
 

 
Finally click the 'Submit' button on the top right 
in the Workflow box. 

 
 
 
 

That’s it. You have completed Part B and your 
evaluator will receive and email so that they 
can sign off. 

 
 
 
 
 
 
 
 

 
Once the Evaluator signs off, the workflow moves to Senior Management 
to sign off and then to the Superintendent to sign off. You will receive an 
email saying that your Part B is complete. 



Evaluator  

There are 8 Workflow steps for Part B: 
 

For the Employee, the highlighted Steps 1, 1b, 4 & 5 require your 
attention on the site. The other steps are handled by the Evaluator 
or Senior Management. 

1. Part B Entry by Employee 

2. Part B Evaluator Approval - Part B If rejected go to 1b 

1b. Modification by Employee for part B - Go back to 1  

3. Evaluator Notes / Competency Rating / Overall Rating - Used for Part B 
Meeting 

4. Meeting with your  

5. Employee signs off Part B  

6. Evaluator sign-off / Senior Management Team Selection Part B 

7. Senior Management sign-off 

8. Superintendent sign-off 


