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Welcome to the North Carolina Educator Effectiveness System Training.

Over the next 4 hours | will teach you how to complete the teacher and evaluator
steps of the teacher evaluation and professional development process.

You’ve been selected to participate in this training so that you may lead or support
training your district administrators and teachers.

Today we will cover: Training Process, Evaluator Assignment, PDP, Evaluations and
Reporting
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Educator Effectiveness Phased m
Implementation Timeline
Home Base Teacher Principal Professional
Integration Evaluations Evaluations Development
Feb. 2013 Discover Discover
Mar. 2013 Model Model
Apr. 2013 Model Model
May 2013 Test Test
June 2013 Train & Deploy Train & Deploy Discover
July 2013 Train & Deploy Train & Deploy Model
Aug. 2013 Test Discover
Sept. 2013 Train & Deploy Discover
Oct. 2013 Model
Nov. 2013 Model
Dec. 2013 Test
Jan. 2014 Train & Deploy
Feb. 2014 Train & Deploy




--1 Training Process: Overall w

* Regional Train the trainer
(representatives from all
districts)

» Districts — Train district
administrators and teachers

« The method | use to train
today is the method you
should use to train your
school based administrators

We are training you (the district trainers) through “hands on training”: Listen, Watch,
Practice (in training environment), Do

You, in turn, will train your school administrators and/or school-level trainers through
“hands on training”: Listen, Watch, Practice, Do

However, you will train teachers through “demonstration” format: Listen, Watch, Do
(in live environment)

There will not be a separate session to teach how to train, you will do exactly as | am
doing.



Training Process: Today m

« Each participant will be working
with a partner today. Select
someone in the room (in your
district if possible) to be your
Buddy and sit next to that
person.

« Each team will be assigned two
logins:
* One Evaluator login
* One Teacher login
« Each person will perform tasks

of one role (evaluator or
teacher)

Completing a teacher evaluation requires two parties to be involved: An Evaluator
(principal or designee) and the Teacher being evaluated. Each role completes
different steps — much like in tennis, the task owner changes sides alternating back
and forth.

To provide you the full experience, you will work in pairs with each of you performing
one role (teacher or evaluator). By playing your role and watching the other, you will
benefit from participating in the full process.

| will navigate back and forth to demonstrate all functions. | do this by logging in
though two different browsers through 2 different applications (I.E. and Firefox)

Goal for today is teach you how to use the system to complete the process. We will
not work through all the processes steps. With 4 hours, we will focus on learning
system functions that are repetitively used when completing all steps of the process.

(Regional Trainers): | will be limiting my training to System Functionality. | am notin a
position to speak to the formal evaluation policy or process. | have been told that the
state’s policy and process have not changed. We are simply leveraging a new system
— which we will train on today.



| Let’s Begin m

 Training URL.:
https://ncdpitrain.truenorthlogic.com/ia/
adminLogin.jsp

» Card at seat provides your user name and
log in (teacher or principal)

« Password: ncdpi2013

Key Points:

Today we are using a training environment, so we are logging in directly to NCEES.
You will follow the same approach when conducting training. Your district’s user
accounts will be sent to your HR Director or state defined designee.

A separate Production environment will be utilized by end users. Users will log in
through the Home Base home page with single sign-on function.



Portal Overview m

Welcome, Teacherl Hayes-AMSchooll

NC EDUCATOR EFFECTIVENESS SYSTEM

Evaluation |[ Help
| Home || “process 1 Guides
i* Welcome i My Announcements
Welcome to the onlmc uuluation system. This tool is designed to hclp you manage the No Messages
Please pay special to

the right of !hls pnge nnd the upcoming events presented below.

3" Upcoming Events

Tuesday, June 18, 2013

Mo Upcoming Events

Key Points:

1. When you log in, you’ll notice tabs and channels.

2. Tabs = digital pages with information and access to applications; The specific tabs
that each user will see will depend upon the user’s system level access rights,
locations and in the case of the NCEES, whether the person is a Teacher or
someone who will be Observing/Evaluating the teacher.

3. Three channels on the home page: Welcome channel, targeted announcements
and Calendar

4. Use the Sign Out link at the top right to sign out.

5. My Profile — Users can view their personal data.



|Evaluation Process m

» There are Four Plans — Every teacher will
be assigned two plans
1. PDP — For all teachers
2. Evaluation: One of the following:
a) Probationary Evaluation

b) Career Full Evaluation
c) Career Abbreviated Evaluation

Key Points:

1. Every teacher will be assigned by default the Individual PDP; if the teacher is
identified as probationary in the data import, they will be assigned the
probationary evaluation; if the they need to have a Monitored or Directed PDP, or
the Career Full or Career Abbreviated Evaluation, the Principal will need to select
those plans for the individual teachers.



IMy Staff Overview m

L e EDUCATOR EFFECTIVENESS SYSTEM

===l ==l

School Staff

Assigned Roles

Key Points:

1. My Staff serves as a launch point for several activities: In the left panel, you can
review lists of your staff and run quick dashboards. For today, we will be
addressing the Staff Details. You will learn about other functionality in future
webinars.

2. Select Staff Details (the default screen when My Staff tab is opened).

Review left list: Staff Details. This is the list of all the staff at the school.

4. Review the right list: Administrators: This is the list of staff that have already
been given administrative rights.

w



.Teacher Plan Type Assignment m

NC EDUCATOR EFFECTIVENESS SYSTEM
Cval
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Key Points:

1. Before the start of the school year, principals or district administrators will be
required to confirm the evaluation Teacher Plan Type to ensure the teacher is
assigned the correct evaluation type (Probationary, Career, Career Abbreviated).
Using data provided by DPI, beginning teachers have been auto assigned to the
Probationary plans. Other teachers default to Not Selected and must be assigned
before they can Start the PDP or Evaluation process.

2. Principals, Select My Staff tab. Teachers, watch your partners screen.

3. Let’s watch the Captivate.

**NOTE: Slides marked with a red ‘C’ contain a captivate video to watch.

Step by step

1. Your school staff will be listed in the Staff Details list on the left.

2. Name by name, review the Teacher Plan Type and adjust where necessary by
selecting type on drop down. System will Auto Save. Changes to the plan types
will take place overnight.

3. Once the teacher starts a plan changes should not be made to the Teacher Plan
Type. If a change is needed, contact your district administrator.

4. Now, let’s practice. Ensure your partner teacher is set to the Probationary Plan.

11



|\PDP Assignment m

NC EDUCATOR EFFECTIVENESS SYSTEM

Evaluation | Help Systen Hy
_! "“'“"I Procens || Guides | Admsmistratian ] Stafl I "‘“‘"“"]

My Staff
Aot Training ] Training Begion | Training County [ Training District «Training School 1 +|
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Lustesion staben 1. « TrusNorth Administrator  Administrative 1 Alia Jackson Instrucvional
2, = test digtrictadmin Administrative 2. E @ AliaAdrmin Jacksan Administrative
3. = test editall Administrative 3= test mentor Instructional
&,/ kAl Inckson Insnactiona 4. - test observer Instructional
5. = AliaAdmin Jackson Administrative g, = test peer Instructional
6, = AllsEval Jacksan Administrative 6. [= =] heather principal Administrative
7. - test mentor Instructional 7. = Ed nodpé0l principal Administrative
B. = test cbserver Instructional 8 - Ed nedpi02 principal Administrative
9. = test peer Instructional 9, W nedpi0d principal Administrative
10, = heather principal Administrative 0. = =, nedpids principal Adrministrative
11. = ncdpiol principal Administrative 11, = ncdpsdS principal Administrative .
13« nednind nincinal BeAminietrativn 2 .

Key Points:

1.

Another action principals can take on the My Staff tab is setting and/or changing
the PDP Type for their teachers. To do this, review your staff on the on the left
Staff list and update to Individual, Monitored or Directed.
The system will auto save.
By changing the type, the system will enforce new rules to govern who can
update the plan.

* Individual: Teacher and Evaluator

* Monitored: Teacher and Evaluator

* Directed: Evaluator only
PDP Type can be changed throughout the year.

Now, let’s practice.

12



Administrative Rights m

IAssigning Observers & Evaluators

Wricnme, nodpe0] principal

NC EDUCATOR EFFECTIVENESS SYSTEM
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11. = nedpitl principal Administrative Lo T & nedpi0s principal Administrative v
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Key Points:

1.

One of the early steps principals will take is Assigning Evaluation rights to their
administrative team who will conduct observations or in some way contribute to
the online evaluation process (APs, Dept Chairs, Peer Evaluators, Mentors, etc.)
Principals, select My Staff Tab. Teachers, watch the your partners screen.
Before beginning this step, a principal should map out who in their school will
play a role in a teachers evaluation/pdp.

Watch this captivate to learn how to assign rights.

Watch

Now, let’s practice. Assign Teacher2 as the Mentor for Teacherl’s PDP; assign
Teacherl to be the Peer Observer for Teacher2’s Probationary Evaluation.

You would repeat this for each peer, mentor, observer.

Look into your manual to understand the rights of each role.

Step by Step

1.

To add a new administrator, click the ‘Add’ button to the left of the word
Administrators on the right list.

13



Administrative Rights
---)Assigning Observers & Evaluators m
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Key Points:

Step by step continued
2. Using the search screen, search for the staff member (teacherl) by
entering their last name in the first field. Scroll down and click ‘Search’.
3. Click on the radio button to left of the name desired. Click ‘Select’. Click
‘Finish’.



jAdministrative Rights
'%Assigning Observers & Evaluators w
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What displays after clicking Add

District | Training School 1 ¥
Statf Details - Trafl

228 1. Choosa Site
Lot ststn 1. = TrueNorth All s~ kson Instructional
2. [+ test districtall Ty fuyer | ' bin Jackson Administrative
Will default to school
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i
4. = Alia Jackson| i 1 ferver Instructional
5. = AllaAdmin )3 pr Instructional
By o —— Prob, Career, Abbrev.,, PDP principal Administrative
7. = test mentor 3. Choose Taachar principal Administrative
8. = test observall Z All or individual names principal Administrative
9. - test peer (4. Chooss Rights . princpal Administrative
10. = heather priff === Evaluator, Quserver, ViewCnly I,y Administrative
Add | Do
11. - ncdpiol pring . principal AGMiniSrative ¥

Key Points:

Step by step continued.
4. When the new window opens:
a) Choose Site (likely no need to adjust as defaults to Principal’s School Site).
b) Choose the Plan the staff member will interact with (Probationary, Career,
Career Abbreviated, PDP) (choose Probationary)
c) Choose the teacher(s) whose evaluations they will contribute to (choose
teacher?)
d) Choose rights (Observer, Evaluator, View only). See manual for detailed
business rules associated to rights. (Choose Peer Observer)
e) Click ‘Add’ — Assignment will appear at top of pop up (Current Rights for
XX).
f) Repeat steps b-e for same staff member if another plan, teacher or right
will be assigned.
g) When complete, click ‘Done’.

5. NEXT SLIDE



__JAdministrative Rights m

Assigning Observers & Evaluators

Welcame, ncilgsd] principal

NC EDUCATOR EFFECTIVENESS SYSTEM

: I o wemows o0 e fmm o
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4. = Alis Jackson Instructional test observer Instructianal
5, = AlisAdmin Jackson test peer Instructional
6. = AliaEval Jackson heather principal Administrative
7. = test mentor Instructional nedgi] principal Administrative
8. - test observer Instructional nodpi02 principal Admintstrative
9. - test peer Instructional nodpd3 principal Adminestrative
10, = heather principal nodped4 principal Administrative
11. = ncdpi0l principal Administrative |- nedpidS principal Administrative

Key Points:

Step by step continued.

1.

If Editing an existing Administrator (staff member is already in the Right
Administrators List),

Click the ‘Drop Down Arrow’ to left of name and select ‘Admin Rights’
Follow steps a-g on previous page.

NEXT SLIDE
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PDP Process (Teacher) m
NC EDUCATOR EFFECTIVENESS S\‘STEM
o x-—-- Professional Development Plan
- I?DF!::."!!MM\-H
Key Points:

1. Click on Evaluation Process

2. To learn these functions we will use as series of short videos to show you how to

complete these steps. After each video, you will conduct the task yourself to

complete each step.

Start your Plan.

Let’s look through the Container and Steps

5. Now let’s watch how to complete the Self Assessment: SELF ASSESSMENT
CAPTIVATE

6. Complete your Self Assessment

bW



|Self Assessment (Teacher) m

CZXTIES HC EDUCATOR EFFECTIVENESS SYSTEM

Key Points:

The PDP detail is the core of the professional development plan. Depending upon the
PDP Type either the teacher and/or evaluator may edit this form.

Let’s watch the captivate to learn how to complete.

Now let’s practice.

A unique feature of the Self Assessment is that it remains editable throughout the
school year.

Step-by-step:

Open PDP Initial Review

Click on Edit on Step 1: Self Assessment

Fill out Rubric

May need to resize screen to view the inner scroll bar

Click Finalize

Click Share (Click Share if want to publish to others [evaluators, mentor])
Click Mark Complete

NoukwNeE
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__\Start,Finalize,Share,Complete,Send

Start updating a form.

*When started, but not complete. In progress.

“ * When completed editing. Final version.

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

* Fully complete. Cannot change/update after clicking.
* Flags Step as Complete.

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

Key Points:

1. When filling out Assessments (steps when you are completing the rubric) there
are several actions to take. This is true for all assessments.

2. Different steps utilize different combination of functions.

19



PDP Details (Teacher) m

Key Points:

PDP Details is the core of the pdp plan. In this step the teacher and/or evaluator may ‘Edit’
the goals and action items to be taken. Let’s watch the video and learn how to complete the
form. Now let’s do it ourselves. Teachers, please complete the PDP details form.

Step-by-step:

1.

2.
3.
4

ol

© 0N

11.

12.
13.

On the Actions button, select Edit.

Click the New button.

Enter the teacher Position/ Subject Area (ex. 5t" grade math)

You will see the Academic Year, Teacher’s Name, Teacher’s Year, Classification, School
and NC Professional Teaching Standards.

The NC Professional Teacher Standards Ratings field will display your ratings from the
prior year once they have been imported by the State.

Click the ‘Save’ button.

Click ‘new’ next to Teacher Strategies.

Enter your first Goal, Activities, Expected Outcomes, etc.

Select Save when you are done with the first goal.

. Click ‘New’ to add a second goal. Repeat the 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.

Click Ok on the drop down text box “The step PDP-Details is now complete”

Click Actions -> Send to move the process along.

20



Evaluator Signature m
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Key Points:

1. The next step is completed by the Evaluator.

2. This process involves reviewing the PDP Details, providing comment and
acknowledging review.

3. This is the first of many signature steps and they all function very similarly. Let’s
review the video and then complete the step.

4. Click on the Actions button and select Edit for the PDP Evaluator Signature step.
The teacher and evaluator should meet to discuss the PDP.

5. Here you can view the PDP Details that the Teacher entered and click ‘New’ to
add comments. When done entering comments, click ‘Save’.

6. Click Acknowledge on the Signature form.

7. Select Mark Complete.

8. Click Actions -> Send to move the process forward.

21



Mentor Signature m

Key Points:

1.

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.

You'll notice the signature process is the same as the Evaluator. The Mentor
reviews teacher and evaluator comments, provides own comment and
acknowledges

Click on the Actions button and select Edit for the PDP Mentor Signature step.
Here you can view the PDP Details that the Teacher entered as well as the
Evaluator comments and click ‘New’ to add comments. When done entering
comments, click ‘Save’.

Click Acknowledge on the Signature form.

Select Mark Complete.

22



Teacher Signature m
F__léi-?;l
C
Key Points:
1. Lastly, the Teacher will sign the PDP and in doing so review the Evaluator and
Mentor comments.
2. You'll notice the signature process is the same as the Evaluator and Mentor. The
Teacher reviews the comments and acknowledges.
3. Let’s watch the video.

Step-by-step

1.

2.
3.
4

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

Select Mark Complete.

Click Actions -> Send to move the process forward, allowing the PDP Mid-Year
Review to be conducted.

23



NC EDUCATOR EFFECTIVENESS SYSTEM

'PDP Mid-Year Review

POP
End of Year Review

2. O ot saarsea

3, @ v s

4, @ et ey

e

111111

v POR Details

Mid Year Review
Thither et -y St

w | PDP Evaluator Signature
Review

Mid Year
LA TR WP
POP Mentor Signature

Mid Year Review

rees | PDP Teacher Signature

Mid Year
g

Key Points:

1. Click open Mid-Year Review Container.

2. If I can have your attention at the front screen, I'd like to walk you through the

remaining PDP containers. We are not going to practice in the remaining

containers and steps because the functionality is the same as we practiced in the

Initial Review container.

w

So, let me do a high level walk through of the steps.
4. While they include new steps, they utilize the same system functionality utilized

during the completion of the Initial Review.

5. Therefore, if you can complete the Initial Review Steps, you can complete the
remaining steps in the Mid-Year Review and End of Year Review Containers.

24
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Evalustios
e e [ 2

Dens | NCDPI01 TEACHER Evaluation
Probszmnsl [Acems v Professional Development Plan
Cavnlepmamt Mas

POP

Initial Review

PP
Mid Year Review

Pop
End o Year Review

[ NG EDUCATOR EFFECTIVENESS SYSTEM

e

* Steps

* Steps

= Steps

1. i Mot started

2. (@ ot started

3. @ et started

4. @ metstmted

+ Staps

L--JPDP End of Year Review

Asmas w | POF Details
End of Year Review
Tasches complatas and ofyase irmasen.
i s | POP Evaluator Signature
~ End of Year Review

HOME BosE]

[Acsess v | PDP Mentor Signature
= End of Year Review
Mannae tigar

Actmas | PDP Teaches
End of Year Review
Taaches sigas.

Key Points:

1. Click open End of Year Review Container.
2. Show the steps. Same system functionality.

25



'PDP Record of Activities m

NC EDUCATOR EFFECTIVENESS SYSTEM

(Ao ¥ | Professional Development Plan
POP # Steps
Initial Review "

POR * Steps

Mid Year Review

POP * Stepe

End of Year Review

POP = Steps
Rocond ol brtielies S N
1.

actwen v PDP Record of Acthvities

Key Points:

1.

The last container in the PDP is the Record of Activities. This is a View Only
container with one Step that allows you to view and print the current state of the
activities that have been completed on the PDP.

The system automatically records the actions and makes them available for use.
Evaluators may capture public notes on the formal record by choosing ‘Edit’ and
the teacher may ‘View’ those comments at any time.

To view the record, click on the desire ‘Print Template’

26



‘Evaluations m

EEZEEEE NC EDUCATOR EFFECTIVENESS SYSTEM

[_..,. ]—...... .. m .....
Dame | NCOPIO1 TEA
Actiems ¥ Profationary Teacher Evaluation
Training / Orbentation = Steps
|
1. @ MetSteted b (pcaeey Training / Orientation
Observation #1 * Steps
Olrservation @3 * Steps
Observation 83 * Steps
Peer Observation * Steps

First Additienal Observation - Optiosal * Staps
Second Additional Observation - Optional  + Ste
Third Additional Observation - Opticnal  + Sty
Summary Evaluation

Record of Teacher Evaluation Activities - st

Key Points:

1. Now that we’ve walked through the PDP process, let’s complete a Probationary
Evaluation process.

2. You will find that many of the same system functions and actions are used in when
completing the Evaluation Processes.

3. The Teacher is responsible for Starting the process. Remember, the Principal assigned
the correct plan earlier.

4. Click on Evaluation Process, My Evaluations,

5. Teachers — Click Start for the Probationary Plan

6. Conduct quick walkthrough of containers: Notice how the Observations 1-3 are identical.

As are the Additional Observations.
a) Training / Orientation
b) Observation #1
c) Observation #2
d) Observation #3
e) Peer Observation
f)  First Additional Observation
g) Second Additional Observation
h) Third Additional Observation
i) Summary Evaluation
j)  Record of Teacher Evaluation Activities

Note the container Training/Orientation is highlighted -this indicates the container the user is
currently on.

27



Training & Orientation HOME BASE
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Key Points:

1. Before an Observation can be recorded, the Teacher must complete the Training &
Orientation step.

2. Watch this short video that explains how.

3. Teachers, complete the Training & Orientation step.

Step by Step

1. Click on the + sign on the Steps button of the Training / Orientation container to expand the
steps. Status will be “Not Started” for a new entry.

2. Click the Actions button.

3. The following are options are available: Edit, Send

4. Select Edit.

5. Inthe text box “I have received orientation on:” Enter or select the date from the calendar
icon.

6. Select Save.

7. Click Mark Complete. Or, if you select Back, select Mark Complete from the Actions button.

8. The following message box will appear “The step Training / Orientation is now complete “
Click Ok or hit the ‘Enter’ key.

9. From the Actions button within the container, the following options are available- View, and
Send

10. Select Send.

11. The following text box appears “ You are moving the plan to an activity which you do not
have any permissions. Are you sure you want to proceed?” Ok and Cancel. Select Ok.

12. Status will be changed to Completed with the date and time stamp (once Mark Complete is

done).

28



10bservation #1: Overview m

[ZTZES NC EDUCATOR EFFECTIVENESS SYSTEM 0

[kisaes v | Probationary Teacher Evaluation

Trainimg | Orientation * Steps

Observation 1 = 5taps

1. @ metsened ¥ Actess v | Pre-Observation Conference

2. O netmanes - Pre-Observation Conference - Teacher Signature
3. 0 mimeied Formal Observation

4, D wet e Post-Observation Conference

5. @ wet e = Post-Observation Conference - Teacher Signature
6. @ wetieies — Written Response

7. @ e etes s Written Respoase Acknowbedgment

Observation £3 * Stepe
Observation £3 + Stups
Peer Observation * Staps
First Additional Gbservation - Optional * Steps
Second Addetions] Observation - Optional  + Steps

Third Additienal Observation - Optional * Steps

Key Points:

1. The Observer is responsible for beginning all observation processes. The
processes are the same for Observations 1-3. Then the rules vary slightly for the
Peer Observation and First-Third Additional Observations.

2. To navigate to your teacher’s plan:

a) Click on Evaluations Process tab

b) Click ‘Staff Evaluations'.

c) You will see the following information displayed on the screen:

d) Teachers assigned to your site

e) Name (Last, First)

f) Position

g) Demographics

h) Email

i) Select the Teacher that you are evaluating by clicking the drop-down

arrow next to their name and click ‘Edit Probationary Teacher Evaluation’.

3. Let’s walk through the container first.

29



C
Key Points:
1. Once the Teacher has completed Training/Orientation, the green arrow will indicate
the workflow is currently at the Pre-Observation Conference step.
2. Watch the video to learn how to complete this step.

Step-by-step:

uhwN e

© 0N

Under the Actions drop-down menu, select ‘Edit’.

Verify that the Pre-Observation Conference Screen for ‘x’ Teacher is now displayed.
Note that this is a Required step.

Enter text into the Comments box and click the ‘Save’ button.

You can add any Artifacts in this step by Attaching a file and entering any Comments
related to the attachment. Artifacts can also be added by the Evaluator during the
Post-Observation conference. The teacher can add additional artifacts in the Written
Response step, if desired.

Click the ‘Accept’ button to sign the form.

You will see the Sign-off Status, Evaluator Name and Signoff Date is now displayed.
Select ‘Mark Complete’ under the Actions drop-down menu.

Click ‘Ok’ at message box that indicates you are complete.

10 Select ‘Send’ under the Actions drop-down menu at this step.
11. The green workflow arrow has moved down to the Formal Observation step.

30



Pre-Observation Conference — m
ITeacher Signature
IO e EBUCATOR EFFECTIVENESS SYSTEM T ——
==
===}
Key Points:
1. Next to the ‘Pre-Observation Conference — Teacher Signature’ Step, Select Edit.
2. The Evaluator/Observer’s comments appear in the Pre-Observation Conference
section.
3. Click ‘Edit’ to add Artifacts comments.
4. Click ‘Attach a File’ to add an artifact.
5. Click ‘Save’
6. Click ‘Acknowledge’ to sign off on the Pre-Observation Conference.
7. Click Mark Complete.
8. The following text box will drop down “The step Pre-Observation Conference -

Teacher Signature is now complete.” Select Ok or hit Enter key.
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Key Points:
1. The Formal Observation is a multi-step process. Let’s watch the video about how
to complete all and then complete it ourselves.

Step-by-step:

1. Click the ‘View’ button.

2. Click the ‘Start New’ button.

3. The Formal Observation Screen for ‘x’ Teacher is now displayed, with a popup for
you to enter Observation Details. Enter the date and begin and/or end times for
the Observation. Click ‘Save’.
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Key Points:
1. Enter the Date and Time of the Observation.



Formal Observation: Ratings m
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Key Points:

As you complete the observation, you’ll notice the system functionality is similar to the
Teacher Self Assessment in the PDP. When completed with documenting the
observation click ‘Finalize’, ‘Share’, ‘Mark Complete’ and ‘Send’.

Let’s watch the video and then complete the observation form: Formal Observation
Captivate

Step-by-Step

LN WULAEWDNE

I
W N RO

Select the applicable Standards/Elements checkboxes.

If you click the ‘Not Demonstrated’ check box, a text box is displayed to enter comments.

Type text into the text box.

Click ‘Edit’ in Observation Details if you need to edit the times/date.
Click ‘Save Changes’, ‘Share’ and ‘Finalize’.

Click the ‘Save & Exit’ button.

The Formal Observation Summary Screen is displayed.

The checkbox selections are indicated on the screen.

Click the ‘Mark Complete’ button.

. Click ‘Ok’ on the message box that indicates you are complete.

. Select ‘Send’ under the Actions drop-down menu at this step.

. The Formal Observation status is now set to Complete with the correct date/time stamp.
. The green workflow arrow has moved down to the Post-Observation Conference step.
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Post Observation Conference HOME BaoSE
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Key Points:

With the exception of adding the Observation Date, the Post Observation Conference is the
same functionality as the Pre-Observation Conference.

Step by Step

e WNE

Under the Actions drop-down menu, select ‘Edit’.

The Post-Observation Conference for ‘x’ Teacher Screen is displayed.

Enter the date the teacher was observed (this will be noted on the Record of Activity)
Add comments in the text box. Note that this is a Required field.

Attach and Artifact as appropriate and enter any narrative comments regarding the
artifact.

Click the ‘Save’ button.

Click the ‘Acknowledge’ button to sign the form.

The Sign-off Status, Evaluator Name and Signoff Date is now displayed.

Click ‘Mark Complete’.

. Click ‘Ok’ at message box that indicates you are complete.
. Select ‘Send’ under the Actions drop-down menu at this step.
. The Post-Observation Conference status is now set to Complete with the correct

date/time stamp.

. The green workflow arrow has moved down to the Observation #2 — Formal Evaluation

step.
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Key Points:

In this step, the Teacher is simply acknowledging that the conference occurred.

Teacher clicks ‘Acknowledge’, ‘Mark Complete’. On the next step, the Teacher may

provide written comments and supporting artifacts related to the observation.
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IWritten Response m
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Key Points:

Just as in the Pre-Conference, the Teacher may add written comments regarding the
overall Observation and may attach and comment on related artifacts. This is an
optional step.

Principal will acknowledge having reviewed the comment/artifacts to formally close
the observation process.



IWritten Response Acknowledgemenm
[ e et | i mrmoms meoen |
[ZSCET3 NC EDUCATOR EFFECTIVENESS SYSTEM
Key Points:

The final formal step in an observation involves the observer acknowledging they

have reviewed the teacher’s comments and artifacts submitted in the Written
Comments step.

oukswWwNPE

Step by step

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’ at message box that indicates you are complete.

The Written Response Acknowledgment status is now set to Complete with the
correct date/time stamp.
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Summary Evaluation m
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Key Points:

Once the required observations are fully complete (all have a ‘Complete’ Written Response
Acknowledgement) the ‘View’ label on the Summary Evaluation Form |-V will change to ‘Edit’
and the evaluator can complete the form.

While the assessment form looks different, you’ll find the functionality very familiar.

Let’s watch the video to learn how to complete this series of steps in the Summary
Evaluation: Run captivate.

Now let’s complete the Summary Form beginning with the Evaluator. Teachers, please look
on.

Step by step

1. Click ‘Edit’ on Step 1 to launch the form. The Summary Form will be preselected based
on the Evaluation Type assigned to the teacher.

2. Working by standard, Click on one rating for each element (required).

3. Using the drop down, select the overall standard rating (required).

4. Enter any comments ‘Comments’, ‘Actions for Improvement’ and/or ‘Resources Needed’
to complete.

5. Repeat steps 2-4 for each standard.

6. Click ‘Share’ when ready to publish to the teacher.

7. Click ‘Finalize’ when completed with the form.

8. Click ‘Save & Exit’.

9. On the Manage Plan page, click ‘Mark Complete’.

10. Click the ‘Save’ button.

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

12. Click ‘Ok’ at message box that indicates you are complete.

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

Notice that Steps 2-5 use the same functionality as the observations.
Step 6 & 7 are view only. They will be populated for View access by the State when
data is finalized.
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Record of Teacher Evaluation
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Key Points:
In this container, you can view and print the formal teacher record of activities.
Another feature, unique to the Evaluation process is the Observation Scoring

Summary step. This feature allows the teacher and evaluator to view all observer
feedback on one screen.



} Administration Tab — Site Admin m
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y System Administration

== Applications

Key Points:

1. The Administration tab is going to look a bit different, depending upon the user’s
administrative access rights. This screenshot reflects the applications that an
Administrator would see if granted the system level right of “Site Administrator.”

2. A District Administrator would have a bit more access, while a District Superuser
would have a slightly different set of access rights.

3. Principals’ accounts will be set up with Site Admin system access rights, while
Assistant Principals’ accounts will be set up with End User access rights.
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Targeted Announcements m

2 Welcome 2* My Announcements

Welcome to the online evaluation system. This tool is designed to help you manage the evaluation process and
procedures, Please pay special attention to the announcements to the right of this page and the upcoming events
presented below.

® New/Unread  Read

. Em ing EVEUE

Tuesday, June 18, 2013

Tue Wed Thu fri Sat

'].5.5.;'.8
W 1112 13, 14 15

Key Points:

The Targeted Announcement module allows administrators to send announcements to
specific groups of users within the system. These announcements can be displayed in the
users’ announcements channel on their homepages, or sent via e-mail, or both. Groups can
be set up based on a wide variety of criteria, including by location or according to the
demographic information from individual account profiles. By sending custom content
announcements, administrators can also attach different resources, such as files and web
links.

Step-by-step:

1. Onthe System Administration tab, click Targeted Announcements in the Applications
channel.

2. Click Create New Announcement in the top right corner.

3. Enter an Announcement Title. This is the text that will be displayed as the announcement
link in the user’s My Announcements channel, and/or as the subject of the email that is
sent.

4. Enter Announcement Text. This is the body of the email and/or the body of the
announcement. Using the text editor, you can also add formatting, images and other
media, and URL links.

5. Select the Delivery Method using the drop-down list. Options include posting the
announcement on the My Announcements channel, emailing the announcement to
specified users, or both.

6. Select the checkbox if you want to override the users’ email subscription block that is set
up in the user profile for most clients. (Some clients disable this option so that users
cannot opt out of portal emails. If this checkbox is not selected, users who have
requested to not receive portal communications will not receive this announcement via
email, even if they are included as a recipient.

7. Click Save and Select Recipients to save the current announcement and specify to whom
the announcement will be delivered.
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Targeted Announcements cont. m

Step-by-Step Cont.

10. Indicate when the announcement will be sent. If no date is defined, the
announcement will be sent as soon as it is completed and saved. Messages that
are set to be delivered on a future date will be delivered on that date.

11. Use the calendar to specify an Expiration Date for the announcement. This is not
needed for emailed announcements, but removes the announcement from the

My Announcements channel on the specified date

12. Click Set Account Status if you want to filter out those with active or inactive

account statuses.
13. Click Set Staff Position if you want to specify users by position.
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Reports Tab
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1. A Reporting tab has been added for Principals to have quick, easy access to
reports. In the channel seen at the top of the page, we see two reports that have
already been created and “Memorized” so that all the user needs to do next time
is click the Run Report button.

2. The NCEES Help Guides channel includes links to several user’s guides, including
one that provides step-by-step directions for accessing and completing Teacher
Evaluations and plans. The links will make the documents available to download
for viewing and printing.

3. Finally, let the Principals know that they will learn how to actually run a report
later in the day, so this is just an overview of what’s on each tab.

Step-by-step:
1. See Users Manual for step by step instructions.
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HOME BASE
~“JTraining Readiness Next Steps?

Set training plan for principals
Set training plan for teachers

HR Directors receive district training accounts
from DPI

Participate in additional DPI webinars/training
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Fall Educator Evaluation Training

¢ There will be 8 in-person "Support Sessions" for Educator
Evaluation for LEA staff

* Onein each RESA

* Duration: 1 full day

S

Region 1 Sept 24
Region 2 Oct 17
Region 3 Sept 23
Region 4 TBD
Region 5 TBD
Region 6 Sept 24
Region 7 oct 15
Region 8 Oct9
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---1 District Training: Leaders w

« Face-to-Face with System Access (4 hours):
Administrators gather at computer lab/wifi enabled
space to participate in a session that follows a state
prepared training plan: Listen, Watch, Practice, Do,
Refresh approach:

» Listen - To trainer provide overview, context, and process.
« Watch — State created video/captivate.
« Practice — Completing task in system training environment.

* Do - The work in the live production environment where applicable
(for example, Rights Assignment).

Refresh — Review process by viewing web-based video/captivates
during administrator meetings and/or self-directed.
« User accounts and passwords will be provided by
DPI.

Refer to the Implementation Guide sent to all HR Directors for more information.



---1 School Level Training: Teachers m

« Training Case One: Face-to-Face with System Demonstration: School
administrators are encouraged to conduct training during a dedicated
session during which the leader demonstrates completing the overall
process (evaluator and teacher) using provided training accounts.
Immediately following the training, Teachers should be instructed to start
the PDP and Evaluation processes and complete their self assessment
and orientation. (Listen, Watch, Do and Refresh)

« Training Case Two: Self-Directed: In some cases, face-to-face system
training may not be possible and teachers will participate in web-based
self-directed learning. In this scenario, teachers would participate in the
web-based self-directed learning process: (Watch, Do, Refresh).

* In all scenarios, NCDPI recommends that administrators utilize “Just-In-
Time" review sessions during faculty meetings to address upcoming
process actions at key times throughout the year (see state webinar
training schedule as a sample calendar)

Refer to the Implementation Guide sent to all HR Directors for more information.
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