NC Educator Effectiveness System — Evaluator’s Guide
Professional Development Plan

This guide outlines the steps that Evaluators must complete for the Professional Development Plan in the North
Carolina Educator Effectiveness System (NCEES).

Accessing the Professional Development Plan (PDP)
Prior to an Evaluator being able to access the PDP, the teacher must click ‘START’ on the PDP Plan on their My Evaluations tab.

6. To enter a teacher’s PDP: Click on the Evaluation Process tab.

Evaluation Help System My

Process Guides || Administration || Staff Reporing

Home

7. Click on the Staff Evaluations tab.

My Evaluations

My Evaluation Staff Evaluations

8. Select the Teacher you are evaluating by clicking the arrow next to their name and clicking Edit Professional
Development Plan.

2. = teacher

+" Edit
Professional
Development]|
Plan

" Edit
Probationary
Teacher
Evaluation

9. The following containers (or sections) display:
| actiens v | Professional Development Plan

rOP H Steps
Initial Review

PDP + Steps
Mid Year Review

PDP * Steps
End of Year Reviaw

PDP + Steps
Record of Activities
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Completing the PDP Initial Review

1. Click on the + beside the PDP Initial Review to expand the steps. The following steps appear:

1, @ wot started View Self-Assessment

2. () Mot Started P Actions v | PDP Details

Teacher enters PDP information.

3, @ netstarted PDP Evaluator Signature

Evaluator reviews teacher submission and makes any needed changes. Evaluator signs.

4, ) Not Started PDP Mentor Signature

Mentor signs.

5. @ NotStarted prnt Forms | PDP Teacher Signature

Teacher signs.

Step 1: Self-Assessment
The Teacher will complete the Self-Assessment, and it is only viewable to the evaluator if it is shared. In compliance with

NC policy,the teacher does NOT have to share their Self-Assessment and the system defaults to NOT SHARED. Step 2: PDP
Details

For a teacher on an ‘Individual’ PDP, the teacher and the evaluator are enabled to edit the PDP Details . If the teacher is on
a ‘Monitored’ PDP, both the teacher and evaluator have edit rights.. If the teacher is on a ‘Directed’ PDP, only the Evaluator
will complete the PDP Details as described below.

Note: Evaluators are responsible for assigning the PDP Type and may change the type throughout the school
year. All plans will default to Individual. To change the PDP Type:

b Evaluation Help Sysliem My &
Home " Process " Gl ll Administralion Stalf J

The following options are available on the left side navigation:

All Staff

a) Click on the My Staff tab

All staff
Staff Details

Evaluations

Staff Details

Evaluations

b) Click Staff Details.

c) Review your staff on the on the left Staff list and update the PDP Type to Individual, Monitored or Directed using
the drop down menu.

d) The system will auto save on this page. However, updates to the Teacher’s PDP will be made nightly. Therefore,
the edit rights will not be applied until the next school day.

To complete Step 2: PDP Details:

1. Click on the Actions button and select Edit for PDP Details.

P [Actions " PDP Details
=acher enters PDP information.
¥ Forms

2. Click the New button for Professional Development Plan.

Jmﬂﬂmiﬂnﬂl Development Plan
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3. Fill out the fields on the PDP form. Click Save when you are finished.

) Professional Development Plan

Academic Year:
20132014

Mome: NedpiDs Teacher

Position / Subject Ares

(Teacher):
Year: Year2
Classification: Beginning Teacher
School: Training Schoal 1

Mentor Name: ,— ,—

=h= & |E = = E rwagwh - Ronthamly - Fontsee  ~ | @
B U T 2|A-%-|%x 2 EmT-

Position / Subject Area
(Mentor)

NC Professional Tesching N Teaching Standards
Standards:

1. Teachers Demonstrate Leadership
hers Establish a Respectiul Enviranment for 2 Diverse Population of Students
o th & TH ch

gl e e e 6. Note: The NC Professional

Teachers Demonstrate Leadershin Beveloping Yes

;T::‘:fp::::.‘::: 2 Respecful Envionmen fora  Ditingushed Covns! Teacher Sta nda rdS Ratl ngS fleld
Tehors Pt i o T Gt et Oyt will display the teacher’s ratings
Teachers Reflect on Their Practice Developing  Yes

=

4. Inthe Teacher Strategies container, click New. [E roochers strategies (kequired) |
5. Fill out the fields on the form. Click Save when you have completed the first goal.

L T T

ok b st

6. Click New to add a second goal. Repeat the above steps for as many goals as you would like to enter.

Once you have finished entering all goals and related information, select Mark Complete from the Actions dropdown
at the top of the PDP Details. Then click Ok.

Professional Development Plan

<< Bock)[ Actions ¥ | PDP Datails for ncdpi06 teacher
Mark Complete

8. From the PDP Details Actions Menu Click Send to complete the step.

- Fumplﬂzd F| actions w | PDP Details
06/11/2013 & 03:42 PM View Bacher anters PDF informatian,
4, (@ notstarted | Gend P Evaluator Signature

Eeghystor revigws Seacher submigsion gnd |

HOME BOSE
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Step 3: PDP Evaluator Signature

1. Click on the Actions button and select Edit for the PDP Evaluator Signature step.

[actions v Plan
PDP = Steps
Initial Review T
1, @ rot started View Self-Assessment
2. @ wot Started [Actions v | PDP Type (Not Required)
Notas Cuta & FOP Trpa changes throghout the year.
3, @ tompleted
D5/11/2013 B 03542 FH
4, @ ot started
5. @ not Started . BEP Mentor Signature
Menteor sigre.
6. (@ motStarted | L. e | PDP Teacher Signature
Teacher signs.

2. Review the PDP Details with the Teacher by selecting View from the Actions drop down menu.

. Completed P [Actions v | PDP Details
06/11/2013 @ 03:42 PM I View Ilbeacher enters PDP information.
4. () Notstarted (Lsend DP Evaluator Signature

Evaluator's Comments (Required)

3. Onceinside the PDP, click New to add Evaluator comments.
4. Once you have entered comments, click Save.
5. Click Acknowledge on the Signature form.

Signoff Status

No Signatures

I

6. Click the Actions Menu at top of Professional Development Plan and Select Mark Complete.

6. Click Send in the Actions Menu for PDP Evaluator Signature to continue the process.
Acilons W F

Sand il

Step 4: PDP Mentor Signature
The teacher may or may not have a Mentor for the PDP. If the teacher has a Mentor, the Mentor will complete
this step by adding any comments and signing the PDP.

Step 5: PDP Teacher Signature
The teacher will be able to view all comments from the Evaluator and Mentor, and sign the PDP when they log into the
system. See steps above for signature process.
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Completing the PDP Mid-Year Review

Click on the + sign next to the Steps button of the PDP Initial Review container to expand the steps. The following steps are

listed:

PDP =l Steps
Mid Year Review [ |

1. @ wot Started [ctions v | PDP Details

Mid Year Review

2, () ot Started actions v | PDP Evaluator Signature

Mid Year Review

3, W Mot Started [Actions ¥ | PDP Mentor Signature

Mid Year Review
Markoe signs.

4. W dot Started prntFoems . PDIP Teacher Signature
Mid Year Review

Teacher signs.

Tencher completes mid-year information,

Evalustor reviews teacher submission and
makes any needed changes. Evaluator signs.

Step 1: PDP Details — Mid-Year Review

1. From the Actions button next to PDP Details — Mid-Year Review, select Edit.

2. Click the New button in PDP — Mid-Year Review

0 m] DP - Mid-Year Review (Required)

3. Fill out the fields on the form.

s} PDP - Mid-Year Review (Required)

Required Field(s)
Teacher: NcdpiO6 Teacher
Academic Year:
2013-2014
"”'dc:'_-jc "I‘;‘m" = Fontfamiy = Fontsize ll= N
Standards of Element B IO & 6 Z AW x, x| 52 B oom T
to be )
Addressed/Enhanced
4
Teschers Comments: 4= 4= = = = = pasgaph v Fontfamiy v Fontsze - [ E
B I U in G 2| AW~ x x| Bom P
4
Attachment:  § Attach  file
| save l Cancel
4. Click Save.

b

Click New next to Teacher Strategies if you would like to add additional goal(s) for the Mid-Year Review.

6. Once you have finished entering all goals and related information, select Mark Complete from the Actions dropdown in

PDP details and in

the PDP Mid Year Review Step.

Professional Development Plan

P Details
e Taac g
[Mark Complete

Corne o N

‘Year Review for ncdpiO6 teacher
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1. @ P [actions w | PDP Details
e el [T‘_'d Year Review

- cher tes mid-year information.
J[mark ComplatdF ¥
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7. Inthe Actions Menu select Send to complete the step.

PDP = Steps

Mid Year Review [

1. € completed } [actions v | PDP Details
06/12/2013 @ 03:39 PM id vear Review
. |a:P‘Er completas mid-year information.
S

2. (@ wotstarted “PDP Evaluator Signature
Mid Year Review

Evaluator reviews teacher submission and
makes any needed changes. Evaluatar signs

3, O Notstarted (Actions v | PDP Mentor Signature
Mid Year Review
Mentor signs.
4, () Motstarted pentrorms | PDP Teacher Signature
Mid Year Review

Teacher signs.

Step 2: PDP Evaluator Signature — Mid-Year Review

1. Click Edit from the Actions dropdown on the PDP Evaluator Signature — Mid-Year Review step. The teacher and
evaluator should meet to discuss the PDP. (See Steps above)

2. Review Details, Add Comments.

3. Select Mark Complete and Send to continue the process.

Step 3: PDP Mentor Signature — Mid-Year Review

The teacher may or may not have a Mentor for the PDP. If the teacher has a Mentor, the Mentor will complete this step by
adding any comments and signing the PDP Mid-Year Review.

Step 4: PDP Teacher Signature — Mid-Year Review

The teacher will be able to view all comments from the Evaluator and Mentor, and sign the PDP.

Completing the PDP End of Year Review

Steps for completing the PDP Mid-Year review are repeated for the End of Year Review. Please follow directions above.

PDP-Record of Activities

The PDP Record of Teacher Activities displays the signature details for the Teacher, Evaluator and Mentor for each step of the
PDP.

1. Onthe Actions menu select Print Template — PDP Initial, Mid-Year, or End of Year Review to print each individual
review with signature dates.

PDR =l Steps
Record of Activities [
1.

actions w | PDP Record of Activities
T 3

End of Yaa

lopmant Flan -
= Iruteal R

ment Plan
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