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The Summative Report 

 

Key Messages: from the Teacher Performance Appraisal: Technical 
Requirements Manual: Queen’s Printer for Ontario, 2010 
 
Section 10.2.5 The Summative Report 

 
The Summative Report Forms for New and for Experienced Teachers are 
ministry-approved forms that must be used to document each teacher’s 
appraisal. 
 
The completed Summative Report Form for New Teachers must include: 

 a record of meeting and classroom observation dates; 
 the principal’s appraisal of the teacher’s performance, including 

comments on each of the eight competencies for new teachers 
 the principal’s indication of the induction elements in which the new 

teacher has participated; 
 the principal’s overall rating of the teacher’s performance; 
 growth strategies if the teacher’s performance is rated as Satisfactory. 

 
The completed Summative Report Form for Experienced Teachers must 
include: 

 a record of meeting and classroom observation dates; 
 a record of the competencies that the principal and teacher have 

discussed as those that were the focus of the classroom observation; 
 the principal’s comments regarding the competencies identified 

in discussions with the teacher as most relevant to the teacher’s 
performance appraisal (the principal may also comment on other 
competencies that he or she assessed as part of the appraisal); 

 the principal’s overall rating of the teacher’s performance; 
 recommended professional growth goals and strategies for the 

teacher to take into consideration in developing his or her ALP if the 
teacher’s performance is rated as Satisfactory. 

 
In the case of both new and experienced teachers, the principal must collect 
evidence to support his or her appraisal of the teacher’s performance. This 
evidence must be either described in the summative report or attached as 
supporting documentation. 
The principal must sign the Summative Report Form and give the teacher a copy 



 

   
 

 

 
   
 

within 20 school days of the classroom observation. The teacher must sign the 
copy to acknowledge receipt and can add comments if he or she wishes. (now 
possible with the electronic signature authorization within the mVal program) 
 
The principal must send a signed copy to the board through the appropriate 
supervisory officer. (now possible with the electronic signature authorization 
within the mVal program) 
 
At the request of either party, the principal and teacher must meet to discuss the 
performance appraisal after the teacher receives a copy of the summative report. 
 
 
 
 
  



 

   
 

 

 
   
 

Important Messages About Electronic Signatures/Authorizing Summative 
Reports 
 
Once you authorized the Summative Report you are no longer able to make 
any changes to the document. Be certain you are ‘done’ (all dates, overall 
rating, comments) before you click your authorization. 

1. The same restrictions hold true for teachers. Teachers are able to add 
comments prior to authorizing the Summative Report, however, once they 
authorize they are no longer able to add any comments to the document.  
The authorization locks the document. 

 
2. When teachers authorize their Summative Report they are acknowledging 

that they have received your Summative Report and now have access to it in 
order to print it, and save it for their purposes. 

 
3. There is no need for you to print and photocopy for the teacher or the 

Superintendent, or the HR department. If you still like a paper copy, you can 
print but all other parties have access to the Summative Report, through 
mVal. 

 
4. Teachers will not see The Summative Report until you authorize it. When they 

are able to access it, they will have read-only access, except for one teacher 
comment box at the bottom of the document. Teachers will not be able to 
make any changes to the document and can only comment in the teacher 
comment section. 

 
5. You are able to read: Teacher’s Comments on the Appraisal. You have read-

only access to the teachers section. Comments in this section are optional and 
can be read by teacher, administrators, Superintendents and HR Staff. 
Comments in this section are permanent once the teacher authorizes the 
document. 

6. Every TPA finishes by doing two things: 

 
Getting Into mVal for the First Time 



 

   
 

 

 
   
 

 
1. Navigate to the Login page for your district. 

 

2. Enter your Username and Password 
 
 
 
 
 

 
 

3. Click on the mVal icon. 
 
 
 

 

Changing your Password in mVal 
1. When first logging in you will notice a 

group of icons titled Tools 
 

2. Select Profile 
 
 
 
 

3. At the top you will see and select Change Password 
 

 
 
 

4. Enter the Old Password , create and 
confirm your own New Password 

 
 



 

   
 

 

 
   
 

Accessing your Summative Report 
 

1. Navigate to the Login page for your district. 
 

2. Enter your Username and Password 
 
 
 
 
 

 
 

3. Click on the mVal icon. 
 
 
 

 
4. On the Appraise/Report screen, select Appraisals. 

 
 

 
 
 
 
 
  



 

   
 

 

 
   
 

New Completion Procedures for TPA Summative Reports 

 

1. Save often. You may wish to share draft copies with the teacher, and have 
conversations prior to finalizing/locking 

2. When you are ready to sign, go to the Authorization section and click in the 
Principal’s Name box. 
 

3. NEW: If you have not provided an Overall Rating or have missed some of your 
observation or meeting dates you will be prompted. 
 

4. Your teacher should now be informed that you have completed the TPA 
Summative Report and they are now required to authorize. Teachers have 
been provided with their own materials to access mVal and complete this 
process.  IF you have authorized they will be able to view the Summative 
Report. 
 

AFTER YOU AUTHORIZE FIRST, THE NEW FEATURE MENTIONED BELOW BECOMES 
ACTIVE. 
 
5. NEW: To make access for your teachers easier, you may wish to have teachers 

complete the process with you in attendance. Teachers can use your 
computer to authorize the Summative Report rather than accessing mVal on 
their own. Working with the teacher to complete the process would insure 
the procedures are complete. TEACHERS WOULD NEED TO HAVE BEEN INTO 
mVal AT LEAST ONCE PRIOR TO WORKING WITH YOU IN ORDER TO HAVE 
RETRIEVED THEIR PASSWORDS. You do not have any teacher passwords.  
Teachers have been given instructions on how to receive their passwords.   
 

6. NEW: In the top tool bar there is an icon, Switch User. With the Summative 
Report open on your computer you can select Switch User and the teacher 
can enter their USERNAME and then PASSWORD. This will allow them to 
authorize the Summative Form without having to enter on another  computer. 
 

7. Teachers are able to add comments only in the section: Teacher’s Comments 
on the Appraisal. All other sections are read-only.  Teachers will authorize by 
checking the box beside their name. 
 



 

   
 

 

 
   
 

8. WHEN YOU AND THE TEACHER HAVE COMPLETED AUTHORIZATION, 
return to the Appraisal Status screen and click, Approved and 
Completed by Principal in order to have the Summative Report 
transfer to the Superintendent for their approval. It will not be coded 
complete without this step!!!! 
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Accessing mVal and Working with Appraisals 
 

1. Navigate to the Login page for your district. 
 

2. Enter your Username and Password 
 
 
 
 
 

 
 

3. Click on the mVal icon  
 
 
 

 

4. On the Appraise/Report screen, select Appraisals  
  
  
  
  
  
  
  
  
 
 
 
 
 
 
 
 
 



 

   
 

 

 
   
 

5. You should be on your school 
screen.  Select your school if not 
shown and view all teachers.  
 
 

6. From the list of teachers, 
highlight the Occasional Teacher 
you wish to evaluate.  
 
 

7. Once the teachers name is selected, click New Appraisal in the top menu. 

 
 

8. You will see the teacher’s name in the top section. The Principal’s name 
has to appear on the document, and you will see it here as well. If you are 
the vice principal and conducting the evaluation, there will be many areas 
on the evaluation form where you can insert your name, if it does not 
appear, in order to give ownership to your work.  

 



 

   
 

 

 
   
 

9. Pay attention to the appraisal set that is selected (Experienced Teacher vs. 
NTIP) as you will not be able to change this once you have started the 
appraisal.  Click Next to begin. 
 

 
10. IMPORTANT: This is where you lock the form so the teacher cannot read it 

until you allow it. In the section titled ‘PRI STATUS’ (Principal Status) the 
template defaults to ‘Edit Mode’, you must change it to LOCK TEACHER, (if 
you wish) in order for your work to remain private.  You will return here 
when done to allow viewing. 
 

 
 

 
 
 
 

 
 
 



 

   
 

 

 
   
 

Experienced Teacher TPA - Pre-Observation 
 

Use the icons at the top of your screen to save the form, perform a spell check, 
open your comment library or view other sections of your TPA such as the overall 
observation ratings, evidence logs or self-assessment. 
 
The print icon opens a new window containing the Pre-Observation report for 
printing. 

 
Use the checkboxes to indicate the focus of this Experienced Teacher 
Observation.  These will be available in your summative report section for you to 
complete the TPA summative report. 
Enter any comments in the box provided. 
 
 



 

   
 

 

 
   
 

 
When the comment library is open 
click on the Insert Comment next to 
any text box to insert the text in the 
preview window into it. 
 
 
  



 

   
 

 

 
   
 

Classroom Observation 
Rating the competencies in the Classroom Observation can be done in 3 steps 
 
1.  Choose your domain from the drop-down box 
2.  Click to select the competency desired 
3.  Click on the desired rating 
 
You also have access to evidence selection, a note field and access to portfolios if 
any have been created.  Click on the Lookfor link to open the lookfor rating 
section.  
 
When using the Classroom observation with the Experienced Teacher process you 
will notice that the standards you flagged in the Pre-Observation report are 
highlighted as a reminder for you. 
 

 
 
 
 
 
 
 



 

   
 

 

 
   
 

 
 
 

 
 
 
 
The Overall Rating button 
at the top of the 
Classroom Observation 
screen will open a 
window where you can 
rate all competencies at 
once. 
 
Tip:  If you click on the ‘S’ 
at the top of the rating 
buttons in this screen all 
competencies will be 
marked as Satisfactory.  If 
you click on the ‘U’ at the 
top of the rating buttons 
all competencies will be 
marked as Unsatisfactory. 

  



 

   
 

 

 
   
 

LookFors in the Classroom Observation 
 
The arrows at the top of the entry screen will take you to the next competency 
screen or previous one to continue your lookfor ratings. 
 
 

 
 
 
There is a note field on each lookfor.  Manually type in your comments if any, or 
paste them in from your comment library. 
 
 
The note icon indicates that a note is available for a particular lookfor. 
 
The clear icon will clear the contents of the text box that it is located 
next to.   

There is no way to reverse this action. 
 
 

 
A spell check option is also available next to all text boxes. 
 
 



 

   
 

 

 
   
 

 

Summative Report – Experienced Teacher 
There are several features in the Summative Report for Experienced Teachers to 
help you complete your work as efficiently as possible. 
 
Click on the blue ‘Paste focus competencies’ button to automatically paste all 
selected competencies in your Pre-Observation form. 

 
 
 
Next to each Domain comment box is an insert comment button that 
links with your comment library, the clear button to erase the contents of the 
box, and a yellow ‘Build Summative Comment’ button.  The build summative 
comments screen allows you to quickly build your summative comments based on 
your observations and notes. 

  



 

   
 

 

 
   
 

Experienced Teacher TPA - Building Summative Comments 
Click on the arrows at the top of the comment window to advance to the next 
domain or to go back to the previous one. 
 

 
 
All competency and lookfor statements can be pasted into the comment box 
simply by clicking on the blue text. 
 
 
 
Use the drop-down box provided to select how you would like 
the program to preface your comments when building your 
summative report.  
 
The note icon indicates that a note is present on a particular 
competency or lookfor.  Click on the note icon to paste it into the 
comment box. 
 
 
 
 
 



 

   
 

 

 
   
 

Experienced Teacher TPA - Completing the TPA  
 
At the bottom of the form is the Overall Rating section. 
 
If the overall rating is ‘Unsatisfactory’ mVal will automatically create an 
Improvement Plan and attach it to the appraisal record.  You cannot change the 
rating back to Satisfactory at this point.  If you wish to change the rating you will 
have to create a copy of the improperly rated TPA. 
 

 
 
 
 
 
 
 



 

   
 

 

 
   
 

 

NTIP - Completing the TPA  
**There are 2 different rating boxes on the NTIP summative form.** 

 
The first set of rating buttons are for teachers who have NOT received an 
unsatisfactory rating on any previous appraisal. 
 
The second set of rating buttons are for teachers who HAVE received an 
unsatisfactory rating on a previous appraisal. 

  



 

   
 

 

 
   
 

mVal Software Helpful Hints 

 

 NEVER use the back arrow of the Internet browser…ONLY use the 
navigation options in the toolbar. 
 

 mVal automatically saves every 5 minutes. Regardless, save regularly and 
save often! 
 

 mVal will automatically time-out after 20 minutes of inactivity, for security 
reasons 
 

 Do NOT click on the “X” unless you wish to DELETE the appraisal/plan 
 

 To improve the view on your computer screen, you may: 
o Magnify the print on your screen by pressing Control + 
o Maximize the mVal screen view by pressing F11 

 


