NC Educator Effectiveness System- Evaluator’s Guide

This guide outlines the steps that Evaluators must complete in the Probationary Teacher Evaluation Plan in the NC
Educator Effectiveness System (EES).
Two actions must occur prior to an evaluator accessing a teacher’s evaluation:

1. The evaluation plan must be assigned by the Principal via My Staff tab. See Evaluator’s Guide to Assigning
Rights for more detail.
2. The teacher must have clicked ‘START’ on the My Evaluations tab.

Accessing teacher evaluations
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1. Click on Evaluations Process tab Re"“m"g}

My Evaluations

2. Click Staff Evaluations [ "/=/=katon | St Evalaons
3.  You will see the following information displayed on the screen:
e Teachers assigned to your site
e Name (Last, First)

e  Position
e Demographics
e Email

4. Select the Teacher that you are evaluating by clicking the drop-down arrow next to their name and click Edit
Probationary Teacher Evaluation.
5. The following containers/steps of the evaluation process display:

Actions ¥ | Probationary Teacher Evaluation
% Training / Orientation Steps
—>| Observation #1 Steps
Observation #2 Steps
Observation #3 Steps
Peer Observation Steps Note: The container in which the user
is currently working will be highlighted.
First Additional Observation - Optional Steps
Second Additional Observation - Optional Steps
Third Additional Observation - Optional Steps
Summary Evaluation Steps
Record of Teacher Evaluation Activities Steps

Training/Orientation
1. Expand the Training/Orientation Steps by clicking on the ‘+’ in the Training/Orientation container.
Training / Orientation Steps

2. The teacher must confirm they participated in Training/Orientation by completing this step. The status will
display Completed after teacher

Training / Orientation [=J Steps

(J Completed View Training / Orientation
06/12/2013 @ 09:02 AM

3. Toview, click View from the Actions menu drop-down
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Click the Back button to exit this screen when you are finished viewing the contents.

<< Back

Observations #1-3, Peer Observation, and Additional Observations

1.

Expand the Observation #1 Steps by clicking on the ‘+ in the Observation #1 container. You will see the
steps of the observation process, as well as the status of each step.

[=I Steps
| staes | |
1. ) Not started Pre-Observation Conference
2. () Not started Pre-Observation Conference - Teacher Signature
3. () Not started Formal Observation
4. () Notstarted Post-Observation Conference
5. @ Notstarted Post-Observation Conference - Teacher Signature
6. Q) Notstarted Written Response
7. @ Not Started Written Response Acknowledgment

Step 1: Pre-Observation Conference

1.

w

5.
6.

Once the teacher has clicked ‘Send’ on the Training/Orientation, the green arrow will indicate the workflow
is currently at the Observation #1: Pre-Observation Conference step.

Click the Edit button next to the Pre-Observation Conference step.

Fill out the appropriate pre-observation conference details. Fields in red are required.

You can add any Artifacts in this step by attaching a file and entering any comments related to the
attachment.. The teacher can add additional artifacts in the Written Response step, if desired.
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Artifucts wnd obusrestions

Aguchmant:  amach  file

ed Fiedd(s)

Click the Save button when you are finished.

. To sign off on it, click Acknowledge.

You will see a summary of the information you entered
@ {aqul

[ Fait]
Cammants:
Flams for our onference
Conference Date:  D8/12/2013
Artifncts:

Please enter observation artifacts and artifact comments below.

Artifast Commen 5
artfacts and shanrvations

Attachemant:

signolf Status

No Signatures

[Detata]
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7. Click Mark Complete to indicate you have completed this part of the process.

Probationary Teacher Evaluation

<< Backl Mark Complete |Pre-0bservation Conference for test teacher2

8. Click OK to indicate the Pre-Observation Conference step is now complete.
9. Finally, select Send under the Actions drop-down menu at this step.

1. & Completed Actions v| Pre-Observation Conference
06/12/2013 @ 07:32 PM .
2. O wotstarted Send e-Observation Conference - Teacher Signature

v

10. The green workflow arrow has moved down to the Formal Observation step. The green arrow indicates the
step where the user must select ‘Send’ to advance the process.

. (@ completed Pre-Observation Conference - Teacher Signature
06/12/2013 @ 09:26 AM

3, () Not Started D[ e | Formal Observation

Step 2: Pre-Observation Conference — Teacher Signature

1. The Teacher will complete this step. The workflow is not dependent on this step, however, and the green
arrow moves on to the Formal Observation.

EXPLANATION OF THE STEPS TO COMPLETE FORMS*

e Start updating a form.

e When started, but not complete. In progress.

e When completed editing. Final version.

e Publishes assessment to others.
e Default is Not Share. Cannot change after Marking Complete.

e Fully complete. Cannot change/update after clicking.
LS o Flags Step as Complete.

Complete

» Forward work to another (teacher or evaluator) for action.

€€

*Note that some of these steps are not required in every form.
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Step 3: Formal Observation

3. () Mot Started Formal Observation

1. Click the Edit button.

) Start New
2. Click the Start New button

3. Enter the date and begin/end times for the observation and click Save.

Edit Details *®

Observation Details

Start Time: |11_;3D AM

End Time: |2:3D BM

Date: [HH] |06f12,-'20 13 Reset

Save | Cancel

4. The Formal Observation Screen for the selected Teacher is now displayed.

+| Observing: ncdpi03 teacher

[l er———)

{Obuervabie]

5. Select the applicable Standards/Elements checkboxes.
6. If you click the Not Demonstrated check box, a text box is displayed to enter comments.
7. Type text into the text box.

Not Demonstrated
Not demonstrated.
Did not see evidence of this
during the observation

. . . Save Changes ||| Share || Finalize
8. Click Save Changes, Share, and Finalize |

detail.

9. Click the Save & Exit button | 7= %=
10. The Formal Observation Summary Screen is displayed.
11. Click the Mark Complete button.

Manage Plan

view Feedback | Mark Complete 6 Probatienary Teacher
: Evaluation

Formal

Observation
for test teacher2

12. Click OK to indicate this step is complete.
13. Select Send under the Actions drop-down menu at this step.
14. The Formal Observation status is now set to Complete with the correct date/time stamp.
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15. The green workflow arrow has moved down to the Post-Observation Conference step.

© 1In Progress > Post-Observation Conference

) 06/12/2013 @ 11:14 AM

Step 4: Post-Observation Conference

Under the Actions drop-down menu, select Edit.

The Post-Observation Conference screen for the selected teacher is displayed.

Enter the date of the observation in the Observation Date field.

Add comments in the Comments field.

Enter the correct date in the Post Observation Conference Date field.

Enter Artifacts if you wish.

Click the Save button.

Click the Acknowledge button to sign the form.

Review the summary, and if satisfied, click Mark Complete.
. Click OK to indicate this step is complete.
. Select Send under the Actions drop-down menu to notify the teacher that you have completed the step.
. The Post-Observation Conference status is now set to Completed with the correct date/time stamp.
. The green workflow arrow has moved down to the Observation #2 — Formal Evaluation step.
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Step 5: Post-Observation Conference — Teacher Signature

1. The teacher will complete this step.
2. Information is available for viewing by the Evaluator (Observer).

Step 6: Written Response

1. This step is optional for the teacher to complete.
2. The comments and/or attachments entered here can be viewed by the Observer/Evaluator.

Step 7: Written Response Acknowledgement

1. If the teacher completes a Written Response, the Observer/Evaluator will be notified by email that a
Written Response Acknowledgement needs to be completed. If the teacher did not write a written
response, you can simply click Edit and then Mark Complete.

Select the Edit button next to the Written Response Acknowledgement step.

Review the text that the teacher entered.

Click the Edit button.

Check the check-box indicating you have received the written response.

Click the Save button.

Under the Actions drop-down menu, select Mark Complete.

Click OK to indicate this step is complete.

The Written Response Acknowledgment status is now set to Complete with the correct date/time stamp.

WO NOU A WN

The same steps are repeated for Peer Observations or any Additional Observations.
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Summary Evaluation

Click the ‘+’ sign to expand the steps in the container. You will see the following steps:

Summary Evaluation |=I Steps
[ | stats | |
1. @ ot started Edit Summary Evaluation Form - Standards I - V
2, ) Not started Summary Evaluation Conference
3. @ notstarted Summary Evaluation Conference - Teacher Signature
4, Q) NotStarted Written Response
5, () NotStarted Written Response Acknowledgement
6. Standard VI
7. Educator Effectiveness Overview

Step 1: Summary Evaluation Form (Standards 1-V)

The ‘Edit’ button on Step 1 will become functional once the required observation processes are fully completed
(which vary by evaluation plan type).

1. Inthe Summary Evaluation container, click Edit next to Summary Evaluation Form — Standards I-V.
2. The Summary Evaluation for the selected teacher is now displayed.

Evaluator: ncdp10 prnapal
Assessment Date: 06/12/2013

Standard [: Teachers Demonstrate Leadership

Element 1a, Teachers lead in their cassrocms,

Elesment Te. T

Summary Evaluation Form - Standards I - V for test teacher2

Isachar Ev ot o “

~=Choose One--

Developing

Elesment b, Teachers demenstrate leadership in the schaol. Developing

Proficent

Pr

adl the teackung p e " Dnstirgusshed

Element 1d. Teachers advocate for schools and students. Developing Proficent Accomplished Distinguished Mot Demaonstrated (Comment Required)

Element le. Teachers demonstrate high ethical standards. Develeping Proficient Agcomplished Distinguished Mot Demonstrated (Comment Required)
o o i

Recommended Actions for Resaurces needed o complete
Improvement these actions.
Prce #ean e

Agcomplished Distinguished et Demanstrated (Comment Requined)

Drstingushed Net Demorstrated (Comenent t Requred)

3. Select Ratings for each Standard/Elements.

4. For each Standard/Element, you can add Comments, Recommended Actions for Improvement, and
Resources Needed to Complete These Actions by selecting the Edit button under each of these columns.

5. Click Save Changes, Share, and Finalize.

6. Click the Save & Exit button.

Summary Evaluation 2013-2014

‘ View Feedback | | Save & Exit | Obse

[ving: test teacher2

‘ Save Changes | || Share H Finalize

Summary Evaluation Form - Standards I - V for test teacher2

7. Review the summary page, and if satisfied, click the Mark Complete button.

®

Click OK to indicate this step is complete.

9. The Summary Evaluation Form — Standards | — V status is now set to Complete with the correct date/time

stamp.

Step 2: Summary Evaluation Conference

1. Click the Edit button.

2. Enter the Date of Conference by selecting the Calendar icon.
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Add comments in the text box.

Click Save.

Click Acknowledge.

Click Mark Complete.

Click OK to indicate this step is complete.

The Summary Evaluation Conference status is now set to Complete with the correct date/time stamp.

PN AW

Step 3: Summary Evaluation Conference — Teacher Signature

1. Teacher will complete this step.
2. Information is available for viewing by the Evaluator.

Step 4: Written Response

1. This step is optional for the Teacher to complete.
2. The comments and/or attachments entered here can be viewed by the Evaluator.

Step 5: Written Response Acknowledgment

1. If the teacher completes a Written Response, you will be notified by an email that you need to complete the
Written Response Acknowledgement. If the teacher did not write a written response, you can simply click
Edit and then Mark Complete.

Click Edit.

Verify that the Written Response Acknowledgment for the selected teacher is displayed.

Verify the text that the teacher entered is displayed.

Click the New button.

Check the check-box indicating you have received the written response.

Click the Save button.

Under the Actions drop-down menu, select Mark Complete.

Click OK to indicate this step is complete.

10 The Written Response Acknowledgment status is now set to Complete with the correct date/time stamp.

©ENOU A WN

Step 6: Standard Vi
This step is not editable. This data will be View Only and pulled in from EVAAS.

Step 7: Educator Effectiveness Overview

This step will be available in Spring 2014 once the Professional Learning Management System has been
implemented.
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Record of Teacher Evaluation Activities

Step 1: Record of Teacher Evaluation Activities

Under the Actions drop-down menu, select Edit.

Record of Teacher Activities — Teacher Background is displayed.

Add comments in the text box.

Click the Save button.

Click Print Template button if you wish to print a record of teacher evaluation activities.
Click the Back button.

Probationary Teacher Evaluation

oukewNRE

<< Back || Print Templale - Record of Teacher Fealuation Activities (Probationary)  Record of Teacher Evaluation Activities for ncdpi03 teacher

i Record of Teacher Activilies

Teacher Name:  Nodp03 Teacher
School: Training Scheal 1

Position/Assignment:  Year 2, Beginning Teacher, Probationary, Teacher - Classroam

Teacher Backgrounds | .= ,— B | BE 3 W B rwogech  |° Fontfamdy 17| Fontsce |+ | G B

B 7O @ @ 2| A% x| B P

Step 2: Observation Scoring Summary

1. Click View to see the Observation Scoring Summary.

2. This displays all Observations completed so far in the year for the teacher. Use the “By” column function,
located near the top left, to select the Observations you would like to see ‘tallied’ in the summary form on
the right.

View Activity

View Feedback

Meny By Cr::'teed
- ;fﬂﬂ;gl 6/12/2013
- ;;?—.Ti;g.l Ilsf12f2013
- ;;?—.Tiggl I16f12f2013
|
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