Log into www.MyLearningPlan.com, in the upper right hand corner of the home page. The
username is the employee’s email address and "changeme" is the password, unless the
employee changed it.

Forgot your username or password? Follow the instructions on the website or call Leigh
McMahon (Ext. 2023 or Imcmahon@cesal0.k12.wi.us) with log-in issues.
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It is recommended that you change your password after your first log-in to the system
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Fill out the Title, Department, and Date at the top of the page.
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Title:

Department:

Scroll to the second half of that page, and fill out the Individual SLO, Target/Desired
Results, Action, and Evidence.
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Proceed to the Department Related SLO. This goal supports one of your department
goals. It is the employee’s goal, actions, and evidence to support the Department SLO.
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Upload any artifacts (attachments) that support your goals.
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Click on one of the following options:

1. SUBMIT: Locks and submits goals to your supervisor. Once you click on submit
you cannot make any changes unless your supervisor unlocks your form.

2. SAVE: Saves the information and allows employee to access and edit fields at a
later date.

3. SAVE & NOTIFY: Saves the information and allows employee to access and edit
fields at a later date. A message may be sent to a supervisor for feedback before
locking and submitting the goals.
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Once goals have been “submitted” and the supervisor has approved it, then the next step would
be to review the goal and measurements at the end of the school year through the self-
evaluation and final evaluation. Once the final evaluation is completed, the employee and
supervisor will sign and date a paper copy to be put into the employee’s HR files at CESA 10.

Deadlines: The PPA Service & Leadership Objective(s) are due by:
e August 1 for 12 Month Staff
e October 1 for School Year Staff

¢ New employees should complete the SLO within six weeks of hire date.

Self-Evaluations should be completed in April/May with all final evaluations submitted to Human
Resources by June 1.



