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Initial Login to the System

This manual provides stdpy/-step instructions for a principal to navigate the North Carolina
Educator Evaluation System.

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in the password that was provided to you: 123456

Click Login

:1?;_% Carolina

‘ LUATION SYSTEM
s v

District: Charter School:

Usemame:

Password: —
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Profile

The Profile button is used to identify yopersonal information, providinthe ability to edit
information and change your password. If any of your personal information is not correct,
contact your Human Resources Department.

To change youpassword follonthese steps:

Click on theProfile icon.

System Functions

p [
m 2

NC Educator
Evaluation System

Products

Click on theChange Rasswordicon.

0\
ewElo

Password

Type in the original password (123456)
Type in a unique password for yourself thasiis characters long and contains a number and a

capital letter
Click Save

Change password

0Old password: |

New password:

Confirm password:

Click onmxWeb to return to the landing page
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Click on theNC Educator Evaluation Systemicon

System Functions
F x B2 ¢ I |
£
R F - Il
Profile Sattings Comment User ﬂ
Builder Group NC Educator

Editor N
Evaluation System

Read and accept the End User License Agreement. Look for the check mark at the botton
This occurs on your first login only. Be sure to scroll to the bottom to find the po

acceptance.

Please read the following agreement carefully and
indicate your acceptance or declination of the agreement
by clicking the appropriate box below. By accepting the
agreement, you agree to be bound by its terms and
conditions.

Evaluation Tool
Demeonstration Version
End User License Agreement

IMPORTANT: This End User License Agreesment ("EULA™) is a legal
agreement between you and McREL regarding the Evaluation Tool. Read

1 agree with the above terms
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Complete a Teacher
Observation
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Complete aTeacherObservation

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that war®vided to you (UID number)
Type in your password

Click Login

lorth Carolina

ot T
sermane:
passworc: |

MC Educator
Evaluation System

Click onObserve/Report

Set-Up
Observations
Manage teacher observations
BT s i
4 Plan Observations
» Manage which teachers need observations and
manage groups
= Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

= 1\ Reports
o View all reports

Observe/Report

Observe/Report
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Click on Observations

Set-Up Observe/Report
y Observations
Observe/Report » Manage teacher observations
“ |, Plan Observations
Manage which teachers need observations and
manage groups

- Principal/ Assistant Principal
| Performance Evaluations
Evaluations for administrative staff

|\ Reports
View all reports

Click on the teacherdés name (the name will hi

Observer Task

| School Year 2011-2012 [+ |

o

observations for the current teacher for the year 2011-2012

Teacher, Jill - o

1]

Note You mayneed to use the drop down listSelect a Schochnd/or inSelect Group
if the teachers have been assigned to different evaluators.

Click onNew Observation

-l Fl —
A .
8
NC Educator Done New New
Evaluation Sysl=m Observation Form

1]
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Click Next. (The fields are prpopulated.)
oy obsorvaion | T =

Principal First Name Jose

Principal Last Name Principal

Select Set | Rubric for Evaluating North Carolina Teachers

Select Checklist | <none=
Motify by email | [T]'res 1 want to notify the teacher by email

(1 Next )<_|

Note You may change the name of the plan by deleting the text in the box next to
fiObservationN a me 0 a godr namyng eonvention. McREL suggests leaving the
Observation Name as it is (see Record of Teacher Activities form.)

(][]

Copyobrerton | =
Jose

Principal First Name ‘
B .o for Evalusting North Carolina Teachers -
T (7= 1 want o notify the teacher by emil

@ HTML ©) TEXT
You have a new observation |teachar_||\\@schun\.nat
2

Dear Jill Teacher,

This email will confirm with vou details regarding the teacher performance observation process.
The process involves a Pre-observation meeting, at which time we will review your current annual

ore the meeting, please take a moment to review the pre-observation form and complete W
on A.

i tha nramnhearuatinn T will idantific what ic avnactad during the lacenn tn ha nheansad and 1

OPTION: If you want to send ammail to the teacher to notify them of tbleservation
you may click in the box nextYas | want to notify the teacher by email

Note The enail text may be changed by simply typing ehgil message in the
Email Message Contdrbox. The text will be sent as amailto the teacher. You
may use the generigmail that was set up for your convenience. However, it is
strongly recommended you type your own message.
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Click Next.

Ee=

Click on theCalendar and Clockicon that is located next tdNo datesset>.
Using the calendar that popped up, choose the date an&elick

Dbservation Name ©Observation 1 Form Status Editing

Teacher Name Jill Teacher School Year WE‘

School Henderson Collegiate District Charter

Evaluator Corey AP A Title Assistant Principal

Date of Observation [0 <ho dates set= ( | start Time/End Time ([ = |[am =l1o[ = =][am =]
Teacher Status [ =N || pate completed =hiot completeds>

Rubric Form Status

™ Da not allow the teacher to view this rubric farm,

Choose the date you are completitig observatioty clicking Today or by clicking the day in
the calendar and theSet

Note You may click<, << or >, >> to navigate through previous or next months and

years.

Use the drop downs to choose 8tart Time (1) (the time you begirthe observation Teacher
Status (2)(Probationaryor Career Status Teachexs well as the year mber),and theSchool

Year (3). You may block the teacher from viewing the form until it is completed by clicking the
b o x Do ndt allow the teacher to view this rubric form &) (

Dbservation Name ©Observation 1 Form Status Editing

Teacher Name Jill Teacher School Year WE‘ < d I
School Henderson Collegiate District Charter

Evaluator Corey AP Title Assistant Principal

Date of Observation

05 <Mo dates set>

Start Time fEnd Time

= Slmadwl o S

Teacher Status

A
< 2 1

k=l

Date Completed

<Moot completed>

¢

Rubric Form Status

™ Da not allow the teacher to vieN this rubric farm,
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Read and fill out the observation lalicking in the appropriate boxes, standard by standard,

element by element. Once you click in a box, a checkmark will appear (see the sample image
below).

Note: A 4 in the first column (Observation) means that the evaluater should be able to observe the items in that row during reutine classrcom cbservations.
Standard I: Teachers demonstrate leadership
< |a- Teachers lead in their classrooms. Teachers demanstrate leadership by taking responsibility for the progress of all students to ensure that they graduate | =
§ |from high school, are globally competitive for work and postsecondary education, and are prepared for life in the 21st century. Teachers communicate this vision
% |to their students. Using a variety of data sources, they organize, plan, and set goals that meet the needs of the individual student and the class. Teachers use
g |various types of assessment data during the school year to evaluate student progress and to make adjustments to the teaching and learning process. They
& |sstablish a safe, ordsrly environment, and create 5 culture that empowers students to collaborats and become lifelong learners.
a
o i - G i icti . Not Demonstrated
Developing Proficient Accomplished Distinguished (o
...and ...and . .and
Understands how they [[] Takes responsibility for [[] Communicates to students | [7] Encourages students to
contribute to students the progress of students the wision of being take responsibility for
graduating from high to ensure that they prepared for life in the their own learning.
school. graduate from high 21st century.
=schoal.
Uses data to understand | [] Provides evidence of data | [7] Evaluates student [ Uses classroom
the skills and abilities of driven instruction pregress using a variety assessment data to inferm
students. throughout all classroom of assessment data. program planning.
activities.
v Establishes a safe and [] Creates a classroom [7] Empowers and
orderly classroom. culture that empowers encourages students to g
students to collaborate. create and maintain a safe -
and supportive school and | [ Not looked for
community environment.

You may type inComments attach aFile (.txt, PDF, .doc, .docx, ppt, pptx), include a web

Link, check the boxes d&xample of Artifacts, and add additional examples of artifacts in the
empty boxes.

A

Comments < 1

£

No file chosen Add File

New File: | Choose File

Link:

Examples of Artifacts for Standard I:

4
[[] Lesson plans les and procedures [C] National Board Certification
[ Journals tion in The Tescher Working Condition [F] iscipline records
E Stu:ent hanibooks Professional Learning Communities

Student worl

[] Membership in professional organizations
[ scheal imprevement planning

D Service on committees
] Relevant data

[] Fermal and informal mentering
[ surveys

SUGGESTION: In the event that you will conduct more than afeservation
type a date next to any comments that you have included.
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Once you have completed all of the standardhefobservationuse the drop downs following
the wordTo in order to choose youEnd Time.

Observation Name Observation 1 Form Status Editing

Teacher Name Jill Teacher School Year 2011-2012 [=]

School Henderson Collegiate District Charter

Evaluator Jose Principal Title Principal

Date of Observation T8 Wed 1ul 20 2011 Start Time/End Time 01:[+] 00 [=][PM [+] To =] [=]/am[=]

Teacher Status Probationary Teacher E| Year 1 E| Date Completed <Not completed > ﬁ

Click on theSaveicon.

e ¢ D % e

W Educatar Done Save Spell Print

Evaluation Syst=m B Check

You may click on thé°rint icon to print outhe observatioThe print icon opens thgelf
Assessmernn a new window).

= & A
%ﬁ T W P =
N Educator Done Save Spell Print
Check

Evaluation System

Click on theDoneicon.
You will be prompted if you want to save before leaving.

e ¢ D % @

WC Educatar Done Save Spell Print

Check

Note Even before you completely finish,is advisable to click on thBaveicon

to save the information that you have entered sdrfaidentally, the system will

not indicate any skipped standards/elements. It is your responsibility to ensure
thattheform iscomplete.

Evaluation System
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After completing the observatipsign the fornto lock it from any further changes.
Click in the box in thérincipal/Evaluator Signature column.

Principal/ Evaluator Signature c: iz Attached | Principal/ Evaluator Signature
Yes (1f comments attached)
=

Electranic Signature

Teacher Signatus

Note Any unsigned form may be deleted by the author only. Once forms are signed only a
district administrator may delete.

A warning box will pop ugo notify you that no other changes can be made to the form
after it is signed.

Click OK.

The page at https://mxweb.media-x.com says: 2.5
Are you sure you want to sign the rubric form?

After signing the form you will not be able to modify it
anymore.

| QK | i Cancel

i}

Enteryour password in the dialog box that pops up to authenticatesyguature
Click onAuthenticate afterenteringyour password.

Evaluator Signature L

Username: principal_jose
Passwaord: 1:

AN\
2
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After the principal authenticatéss/hersignaturethe teachemaysign the form. Afteboththe

principal and the teacher have signed, the teacher may add comments to the form. The teacher

must login tohis/herown account usingis/herown UID and Password to add comments.

Teacher's Comments:

-(07-22-2011) Comments can be added by the teacher after the signature.

e

If comments have been added, email is sent to the principal.
email the administratomustindicate thatadditional comments have been received by
clicking the box next téres (1) in the Comments Attachedcolumn. The administrator
then clicks in the box next ttf Comments Attached in the Principal/Evaluator

Signature (2) column.

Electronic Signature

Teacher Signature Principal/Evaluator Signature

Comments Attached

Principal/Evaluator Signature

The teacher's signature on this form represents The signature of the principal or evaluator [ Yes (If comments attached)
neither acceptance nor approval of the report. verifies that the report has been reviewed and
It does, however, indicate that the teacher has that the proper process has been followed
reviewed the report with the evaluator and may according to State Board of Education Palicy for ( \ ( \
reply in writing. the Teacher Evaluation Process.
"
Teacher's Comments: 1 2
- -
P
Add Comments

Add Comments

i}

Upon receiving the

4 [

When creating another observation, the administrator has the option to copy the previous
observation so that the items that were previously checked will show in the new

observation.

Click on New Observation

7| =

N

=
NC Educator Done Mew New
Evaluation System Observation Form

i}
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Use the drop down iG@opy Observation(1) and choose the observation that you want to copy.
Click Next (2)
Proceedhrough the observations as the previous steps showed.

Assignment/Title ‘ Teacher

Observation Name Observation 2

Copy Observation Observation 1 EI / 1
<New Observation=>
Principal First Name
Principal Last Name ‘ Principal
Select Set Rubric for Evaluating North Carolina Teachers =

Select Checklist ‘ <nonex
Notify by email ‘ []¥es I want to notify the teacher by email

i}
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View a Teache,]
Assessment
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View a Teacherodos Sel f

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

District: Charter Schools v
usemane:

Password:

MC Educator
Evaluation System

Click onObserve/Report

Set-Up Observe/Report

Observations
Manage teacher observations
BT = i
4 Plan Observations
Manage which teachers need observations and
manage groups
4 Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

= 1\ Reports
o View all reports

Observe/Report

i
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Click on Observations

Observe/Repo,
" Observations
| Manage teacher observations

“ a
= Reports
-.. 8 ' View all reports

Plan Observations
Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Click on the Teacher Task (1) tab to view the teacheBelf AssessmentPreliminary
Development Plais and Professional Development Ras

To view aSelf Assessmerthat a teacher shared with you, click on his or her name iBdfeet
Teacher area. Click on the name of tl8elf Assessmertb view it. The administrator cannot
makeanymnodi f i cat i on SelfAssessmer®). t eacher 0s

Self Assessment

Note A drop downmenu is provided to view data from a previous yease the drop
down menu to choose the appropriate school yEae. default is set for the current
school year.

School Year 2011-2012 [ <_I

School Year 2008-2009
School Year 2009-2010
School Year 2010-2011

School Year 2011-2012

I\

Teacher Task

School Year 2011-2012 [«
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Teacher Summary Rating Form

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

District:

Username: _ \

Co— —
v

Click on theNC Educator Evaluation Systemicon

7 | =~ (=

MC Educator
Evaluation System

Click onObserve/Report

Set-Up

Observe/Report

Observations
Manage teacher observations
Plan &

Plan Observations

Observe/Report Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

. Reports
View all reports

Click on Observations
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Set-Up Observe/Report

Observations
Manage teacher observations

Plan Observations
Manage which teachers need observations and
manage groups

Observe/Report P

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
View all reports

CEEC

Click on theObserver Tasktab.

Observer Task

| Observation School Year 2011-2012 El”
1

Dbserver Task

Select School Observation Schonl Tear 2011-2012 = |

|Henderson Collegiate

»

Select Group X » Observation 3 Principal, Jose can view In progress

[Wiew all Teachers E X » Observation 2 Principal, Jose can view In progress

Select Teachers » Observation 1 4P, Corey can view In progress

Teacher, Jill

Note You may need to use the drop down list 8elect School(1) and/or inSelect
Group (2) if the teachers have been assigned to different evaluators

Click onNew Form

o conor

i
NC Erlucator New
Evaluation System Observation

Click Next. (The fields are prpopulated.)
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Assignment/Title

Principal First Name ‘Jn

se
Principal Last Name ‘ Principal
1) Next

J—— ‘ T

‘Furm 1

<Select Forms
e
Professional Development Flan
e o e Eruion Acites
[ wp Next )

i}

Note You do not need to use the pull down mewlen you clickNext, three forms will
automatically becreated for the teacher: Teacher Summary Rating Form, Professional
Development Plan, and Record of Teacher Evaluation Activities.

Click thedrop down menandchoose thdeacher Status(1)
TypetheEv al uat o2idthebbi. t | e

Summary Name Summary Rating Sheet for 2011-2012 Form Status Editing A "
Teacher Name Jill Teacher Teacher Status Probationary Year 1 El ( 1

School Henderson Collegiate District Charter 4

Evaluator Principal Tose Evaluator's Title [— i

School Year 2011-2012 EI Date Completed =Not completed> \ 2 I

View Rubric Form <Select Rubric Form=> El 4, Legend [ peer Observation (] Principal C‘?servation [ summary
Summary Status [] Allow the teacher to wiew this summary rating form.

View Rubric Form gives you a list of the rubrics that have been completed so that you
may see the completethservationgprincipal observation, teacheself Assessmerand

peer observations Make your selection from the dropdown and then click on the
Magnifying Glassicon. (The magnifying glass icon will open the evaluation in a new
window or in a new tab.)

Summary Name Summary Rating Sheet for 2011-2012 Form Status Editing
Teacher Name Jill Teacher Teacher Status Probationary Year 1 [w]
School Henderson Collegiate District Charter
Evaluator Principal Jose Evaluator’s Title
School Year 2011-2012 [+] Date Completed
View Rubric Form <Select Rubric Farm=> [+] { | Legend [ Peer observation [] Principal Observation (] Summary
ummanypStains Observation 1
Self Assessment 1 A
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For each Standarand each Element (including ti@verall Rating), click in the radio button
that best demonstrates the performance. Yostmake a selection feveryelement or you will

You

not be able to sign the form.
Standard I: Teachers demonstrate leadership
Elements Developing Proficient Accomplished | Distinguished | Not Demonstrated

A. Teachers lead in their classrooms.

B. Teachers demonstrate leadership in the school.

C. Teachers lcad the teaching profession.

D. Teachers advocate for schools and students.

E. Teachers demonstrate high ethical standards.

View Comments

Overall Rating for Standard I

]

1 You may see the ratings from the otlodaservationsby clicking on the plus

W i

symbol beside the element. The plus symbol is replaced by a minus.
1 The number next to the check mark indicates how many times the element was

checked onhe observation
The

= =

principal 6s
Click the minus symbol to collapse the section.

and

e a ¢ halsp displayéds

Standard I: Teachers demonstrate leadership

Elements

Developing Proficient Accomplished | Distinguished Not Demonstrated
w A. Teachers lead in their classrooms. @ g -
B. Teachers demonstrate leadership in the school. @
C. Teachers lead the teaching profession. @
D. Teachers advocate for schools and students. @
E. Teachers demonstrate high ethical standards. @
View Comments Overall Rating for Standard T @
Standard I: Teachers
[ oeriog [ ot | [ [

Elements
[ A. Teachers lead in their classrooms.
an

07-20-11 (3 of 11)
o Under:

stands how they contribute to studes
Uses e sl bili

f 11)
ds how they contribute to students graduating from high school.
nts.

The administrator may type in information in ti@mments (1), Recommended

Actions for Improvement (2), andRecourses Needed to Complete These actid33.
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The administrator may also check the appropriate boxes in Ewidence or
Documentation to Support Rating(4) section or add additional items in the open text
boxes.

Comments: 1 I Evidence or Documentation to Support Rating: ( 4
[] Lesson plans

[T lournals
Student handbooks

Student work

School improvement planning

A .

Recommended Actions for Improvement: { 2 I

A p

Resources Needed to Complete These actions: / 3 I

Service on committees

Relevant data

Class rules and procedures

Participation in The Teacher Working Condition Survey
Professional Learning Communities

Membership in professional organizations

Formal and informal mentoring

Surveys

National Board Certification

1 o

Discipline records

After the administrator has completed the Summary Rating Formllthe the teacher to view
this summary rating form box in Summary Statusmustbe checked so the teacher can view
the form.

Summary Name

Summary Rating Sheet for 2011-2012

Form Status

Save successful!

Teacher Name Jill Teacher Teacher Status Probationary Year 1 [=|
School Henderson Collegiate District Charter

Evaluator Principal Jose Evaluator's Title Principal

School Year 2011-2012 EI Date Completed completed=

View Rubric Form

<Select Rubric Form=

[=] &

4_egend

[ Peer Observation (] Principal Observation (] Summary

Summary Status

Allow the teacher to wiew this summary rating form. (

"~ N

Note: A Warning! message will always appear after sigraa@ reminder to:
1 Check the box allowing the teacher to view

1 Signing will lock the form
The page at hﬂpfs:ffnnm;;media-x.com = sz |
Warning!

Consider allowing the teacher access to review this summary
rating form before you (the evaluator) sign.

Your signature will LOCK this form and NO medifications to
this form will be allowed.

To grant permission for the teacher to view this form click
the box next to the Summary Status.

Are you sure you want to sign the summary rating form?

Cancel

ok

An additional file may be added prior to the principal/evaluator signature by clickiGioose
File to find your file and the\dd File.
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After the form is caplete, click on the box in therincipal/Evaluator Signature column and
follow the signature steps previously explained.

Additional Documentation (optional)
File: No file chosen /I_I
\ )
Electronic Signature N
Teacher Signature Principal/Evaluator Signature
The teacher’s signature on this form represents neither acceptance nor [7] The signature of the principal or evaluator verifies that the report has been
approval of the report. It does, however, indicate that the teacher has reviewed and that the proper process has been followed according to North
reviewed the report with the evaluator and may reply in writing. CgpA(na State Board of Education Policy for the Teacher Evaluation Process.
Teacher's Comments: ﬁ P
4
Add Comments | _

1 After the Principal/Evaluator signs the form, it is lockeNo further changes can
be made.

The teachemay sign the form at the same tiaredbr login later to sign.

After both the principal and teacher sighe form,the Add Comments box
becomes livdor theteacher

1 The teacher will sign in usingis/herown UID and password to add comments.
When commeats are added by the teacher, a warning message will appear stating
A Comments cannot be removed after adding

An email is sent to the administrator advising comments have been added.
Principal will login and click the bo€omments Attachedand sign agin.

= =

E
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Teacher Professional
Development Plan

OR New Preliminary
Development Plan
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Teacher Professional Development Plan
OR New Preliminary Development Plan

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

lorth Carolina

st
-
password: |

Click on theNC Educator Evaluation Systemicon.

77 [

MC Educator
Evaluation System

Note If the teacher has a NeWreliminary Development Plan, then a Professional
Development Plan does not need to be completed.
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To view the forms:

Click onObserve/Report

Set-Up Observe/Report
e & Observations
Observe/Report ¢ | Manage teacher observations

>
Plan Observations
Manage which teachers need observations and
manage groups

“
) Principal/Assistant Principal
: Performance Evaluations

Evaluations for administrative staff

~ |\ Reports
e View all reports

Click onObservations

Set-Up Observe/Report
“
| " 4 observations I
Observe, IReport » Manage teacher observations
v Plan Observations
Manage which teachers need observations and
manage groups
4 Principal/ Assistant Principal
A Performance Evaluations
Evaluations for administrative staff

f Reports
— View all reports

Click on tre Teacher Tasktabtoviev t he t e Assésgmerdns Pr8imihary
Development Plan

Teacher Task

| School Year 2011-2012 [«

Self Assessment

Click on theObserver Taskt ab t o view the teacherds Observa
Plan, Record of Teacher Evaluati@ativities, and Summary Rating Sheet.

‘ Observation

Observer Task

| School Year 2011-2012 El”
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The Professional Development Plan amelv Preliminary Develpment Plan are nearly identical.
The stepdelow are for thérofessional Development Plan

The Professional Development Plan is created by the administrator. The teacher and the
administrator havehe ability to add content to the form.

Note The Preliminary Devleopment Plan is created by the teacher. The teacher and the
administrator have the ability to add content to the fornPreliminary Development
Plan created in a previous school year wall to the next school year and appear on the
Teacher Tasktab.

Once an administrator signs either of the forms, they are locked.

Click on theNC Educator Evaluation Systemicon.

L
MC Educator
Evaluation System

Click onObserve/Report

Observe/Report

Observations
Manage teacher observations

Plan Observations
Manage which teachers need observations and
anage groups

principal/ Assistant Principal
ferformance Evaluations
valuations for administrative staff

Reports
View all reports

Click onObservations

Observe/Report

Observations
Manage teacher observations
" | . Plan Observations
Manage which teachers need observations and
manage groups
a

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
| View all reports
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Clickont he teacher 6s

name

Observer Task

Select School School Year 2011-2012 [+

-

Observation

Henderson Collegiate

Select Group No observations for the current teacher for the year 2011-2012

Il view Al Teachers

Select Teachers

Click Professional Development Planform was automatically created when the Summary
Rating Sheet was created) in therms box.

F
_)< Professional Development Flan based on 2011-2012 <: can view In progress
_)( Record of Teacher Evaluation Activities for 2011-2012 can view In progress
_)( Summary Rating Sheet for 2011-2012 can view Completed

Use the drop down menus to chotiseTeacher StatusandPlan. i n Stwbjec@ t eact

Area.

Type

Professional Development Plan

Plan Name Professional Development Flan based on 2011-2012 Form Status Editing

Teacher Name Jill Teacher Position Teacher

School Henderson Collegiate A District Cnrter

Teacher Status Probationary Teacher Year 1 E( I Subject Area & I

School Year 2011-2012 N Summary Rating Form \‘(07-22-2011) Summary Rating Shiet for 2011-2012
Plan <Select Plan> EI( I

Select Mentor Site Henderson Collegiate E Select Mentor Name \

Date Completed

Professional Development Plan :

Mid-Year Review :

End-of-Year Review :
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The teacher and administrator have editing priviieges to complete sectiodheBac her 0 s
Strategies

..... s ‘mw, < I
of Completion I

Note No one can type in Section A (Professional Teaching Stdsd&tandard(s) to be
addressedand Element(s) to be addresgedhis section will self populate if an
observation is markedevelopingor Not Demonstrated

Click Save
-
11 f B 4 A
= B V¢ =
WE Echacator Done Save Spell Print
Evaluation Syst=rm _/\_ Check
Click Done
—_—
1i e 1 A
A S ¢ -
WE Erhacator Done Save Spell Print
Evaluation System Pa Check

The Professional Development Plan carvigsved by the teacher imis/herTeacher Tasktab
under Professional Development Plan box.

The administrator signs the form using the same signature steps as previously shown. The form
is now locked and no additional modifications can be made.
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Note The form is grayed out and thereisacheegkmmk i n t he Admi ni str a
box.

The teacher signs the form.

Electronic Signature
Teacher's Si ure Mentor's Si ure Administrator's Si ure
The teacher's signatureen this form represents Click the checkbox to sign.

The signature of the Administrator or evaluator
neither acceptance nor approval of the report.

It does, however, indicate that the teacher has
reviewed the report with the evaluator and may
reply in writing.

verifies that the report has been reviewed and
that the proper process has been followed
according to North Carolina State Board of
Education Policy for the Teacher Evaluation
Process.

%E When it is time to complete the Miear Review of the Professional Development
“weo | Plan, click on théMid -Year Reviewtab.

Evaluation Systel

Click on the calendar and clock icon to set the date of thevdat Review. ""_:‘C'

The teacher and administrator have editing privilieges to complete secti@vidence of
Progress Toward Specific Standards of Elements to be Addressed/Enhanced

The teacher @y type comments into section Narative prior to the administrator signing the
form. Once the administrator signs the form, it is locked.

Follow the same procedures as above to sign and complete théelsiidReview.
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Plan Name

Mid-Year Review
Professional Development Flan based on 2011-2012 Form Status Editing

Teacher Name Jill Teacher Position Teacher
School Henderson Collegiate District Charter
Teacher Status Frobationary Teacher Year 1 El Subject Area Elementary

School Year 2011-2012

Summary Rating Form +, (07-22-2011) Summary Rating Sheet for 2011-2012

Plan Directed

[+]

Select Mentor Site Henderson Collegiate

Select Mentor Name

[]

Date Completed

Professional Development Plan : Fri Jul 22 2041

Mid-Year Review : End-of-Year Review :

Mid-Year Review to be completed by (date)

4
775 Fri Jul 22 2011 (
AN s

- | Evidence of Progress Toward Specific

dard 1.

to be Add

h

of

d7 =

Comments

- | Narrative

Teacher's Comments:

Mentor's Comments: Administrator's Comments:

Teacher Comments

Comments

Electronic Signature

Teacher's Signature

Mentor’'s Signature A istrator’s Signature

does, however, indicate that the teacher

reply in writing.

The teacher's signature on this form represents
neither acceptance nor approval of the report. It

reviewed the report with the evaluator and may

Click the checkbox to sign. [] The signature of the Administrator or evaluator
werifies that the report has been reviewed and
that the proper process has been followed
according to North Carolina State Board of
Education Policy for the Teacher Evaluation
Process.

has

Choose the date you are cdetmg the MidYear Review by clickingroday or by clicking the
day in the calendar and th8et

[

—

=L g
Set

Today

§ M T W T F §

10 |11 |12 |13 |14 15 16

17 (18 19 |20 (21 22|23

24 |25 |26 |27 |28 |29 30

Note You may cl
years.

ick<, << or >, >> to navigate through previous or next months and

When it is time to complete the EwdYear Review of the Professional Development Plan,
click on theEnd-of-Year Reviewtab.

Click on the calendar and clock icon to set the date of theoElvéar Review.
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The teacher and administrator have editing privilieges to complete secti&vidence of
Progress Toward Specific Standards of Elements to be Addressed/Enhancatd section F:
Goal 1 was successfully completed

The teacher may type comments into sec@GmNarative prior to the administrator signing the
form. Once the administrator signs the form, it is locked.

Follow the same procedures as above to sign and complete tué-Erdr Review.

End-of-Year Review

Plan Name Professional Development Plan based on 2011-2012 Form Status Editing
Teacher Name Jill Teacher Position Teacher
School Henderson Collegiate District Charter
Teacher Status Probationary Teacher Year 1 E| Subject Area Elementary

School Year

2011-2012

Summary Rating Form

4, (07-22-2011) Summary Rating Sheet for 2011-2012

Plan

Directed

[=]

Select Mentor Site Henderson Collegiate

=]

Select Mentor Name

=]

Date Completed

Professional Development Plan : Fri Jul 22 2411

Mid-Year Review : Fri Jul 22 2011

End-of-Year Review :

-/
End-of-Year Review to be completed by (date) |'1::’ Fri Jul 22 2011 (
\J

| A

vV 4
E. |Evidence of Progress Toward Specific dards of El tu‘)e dd d/Enh; ed ( I
Comments ‘
y P
N
F. |Goal 1 was successfully completed Yes E| ( I

N

Goal 2 was successfully completed

Goal 3 was successfully completed

Goal 4 was successfully completed

| |ER}{En}|En

Goal 5 was su:aessfu\lv completed

v 4
G. |Narrative ( I

Teacher's CDFN'I ents:

Mentor's Comments:

Administrator's Comments:

Electronic Signature

Teacher's Signature

Mentor's Signature

Administrator's Signature ( I

The teacher's signature on this form represents
neither acceptance nor approval of the report. It
does, however, indicate that the teacher has
reviewed the report with the evaluator and may
reply in writing.

Click the checkbox to sign.

[F] The signature of the Adminuratnr or evaluator
verifies that the report has been reviewed and
that the proper process has been followed
according to North Carolina State Board of
Education Policy for the Teacher Evaluation
Process.

| -
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View Record of Teacher
Evaluation Activities
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View Record of Teacher Evaluation Activities

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

District: Charter Schools v

p—
Lost Password?

Password:

MC Educator
Evaluation System
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https://mxweb.media-x.com/home/ncval/

Click onObserve/Report

v
1

) Set-Up Observe/Report

Observations
Manage teacher observations

Observe/Report

- Plan Observations
Manage which teachers need observations and
manage groups
) Principal/Assistant Principal
: Performance Evaluations
Evaluations for administrative staff

Reports
View all reports

Click onObservations

Set-Up Observe/Report

Observations
Manage teacher observations

Observe/Report

Plan Observations
Manage which teachers need observations and.
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
View all reports

he

on

t

teacher 6s

name

Observer Task

Select School Observation

| Select Group

| Henderson Collegiate

No observations for the current teacher for the year 2011-2012

||| View All Teachers

Select Teachers

Teacher, Jill -

School Year 2011-2012 :

-
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Click Record of Teacher Evaluation Activiies (form was automatically created when the
Summary Rating Sheet was created) inRbens box.

)( Professional Dievelopment Plan based on 2011-2012 can view In progress
)( Record of Teacher Evaluation Activities for 2011-2012 <: can view In progress
)( Summary Rating Sheet for 2011-2012 can view Completed

The form will indicate when each activity was signed by the teacher and the evaluator.

Note If you previously changkthe name of the observation it will not be updated on the
record of teacher evaulation activities form.

This form will allow you toconfirm attendanceat orientation and prebservation conferences.
Click in the appropriate checkbox(es) to sign. Yuaill be prompted by a pepp dialog box to
authenticate yourself by entering your password.

The North Carolina Teacher Evaluation is based, in part, on informal and formal observations and conferences conducted on the following dates:

A Activity Date Teacher Signature Date Evaluator Signature
Orientation I [7] click the checkbox to sign Click the checkbox to sign
Pre-Observation Yonference [7] Click the checkbox te sign Click the checkbox to sign
Observation #1 07-22-2011 Jill Teacher 07-22-2011 Jose Principal
Post-Observation Conference #1 07-22-2011 Jill Teacher 07-22-2011 Jose Principal
Pre-Observation Conference (optional) [7] Click the checkbex to sign Click the checkbox to sign
Observation £2 07-22-2011 il TeachAer 07-22-2011 Jose Prmcma\

Note This form will not allow the t€acher to sign certain activities from the
principal 6s cnwsthgntwihhis/herowneUdDcahdePassword to
sign;i.e., Orientation,PreObservation Conference, etc.
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Principal/Assistant Principal
Self-Evaluation
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Principal/Assistant Principal SeltEvaluation

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

lorth Carolina

OOV oo scroos
Usemame: _
password: |

MC Educator
Evaluation System

Click onObserve/Report

Observe/Report

“
Observations
» Manage teacher observations
- Plan Observations
Manage which teachers need observations and
manage groups
4 Principal/Assistant Principal
Performance Evaluations
Evaluations for administrative staff

i Reports
e View all reports

Set-Up

Observe/Report
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Click onPrincipal/Assistant Principal Performance Evaluations

Set-Up Observe/Report

Observations
Manage teacher observations

Observe/Report P

Plan Observations
Manage which teachers need observations and

8 E€C

manage groups
Principal/ Assistant Principal
Performance Evaluations

Evaluations for administrative staff

Reports

View all reports

Use theSelect Groupdrop down and choose My Self Assessments
Click onNew Self Assessmeat

Evaluation List

No members selection required

Self Assessment / Summary Goal New Self Assessment

No self assessments for the current member

Click Next. (The fields are prpopulated.)
Choose the correct rubric for your position in 8&lect Sedrop down (Assistant Principal OR
Principal)

Click Next.

Member Name |Juse Principal
Assignment/Title | Principal

| Self Azzeszment 1 for Joze Principal

Rubric for Evaluating North Carolina Principals - I
Rubric for Evaluating North Carolina Assistant Principals
o d QO . P D

o
V| Summary Goal Form

Select Checklist | <nonex v
| 1) Next l< |
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Click onEvaluation Rubric

Member Role ‘ Principal
Member Assignment/Title ‘ Principal
I e Assesamont 1 for Jome Primcipal

‘ 2011-2012 v

ST S v for Evatuating vorth Carolina Principals

f Assessment Status 7] 1 have completed my self assessment and the observer can view my self assessment
] Form Status
N @ Evaluation Rubric In Progress
In Progress

“\ @ Summary Goal Form

Click on theCalendar and Clock icon that is located next toNo dates set. Using the

calendar thapopped up, choose the date and cbek
Use the drop downs to choose 8tart Time andSchool Year.

A
Self Assessment Name Self Assessment 2011-2012 Form Status |_'\ Editing
Principal Name Jose Principal Date ! 1 ﬂ/ ]
School Henderson Collegiate District Charter
Start Time/End Time - * AM ¥ To - * AM - School Year I 3 \ 2011-2012 v

v

Read and fill outthe observatiorform by clicking in the appropriate boxes, standard by
standard, element lslement.

Standard I: Strategic Leadership

Principals will create conditions that result in strategically re-imaging the school’s vision, mission, and goals in the 21st century. Understanding that schools ideally
prepare students for an unseen but not altegether unpredictable future, the leader creates a climate of inquiry that challenges the schocol community te continually re-
purpose itzelf by building on its core values and beliefs about its preferred future and then dewveloping a pathway to reach it.

a. School Vision, Mission and Strategic Goals: The school’s identity, in part, i= derived from the vizion, mission, values, beliefz and goals of the school, the
processes used to establish these attributes and the ways they are embodied in the life of the school community.

Not Demonstrated

Developing Proficient Accomplished Distinguished (Comment Required)
. and .. .and .. .and
Develops his/her own vision Leads and implements a [ Creates with stakeholders a | [] Ensures that the school’s
of the changing world in the process for developing a vision for the school that identity (vision, mission,
21st century that schools chared vision and strategic captures peoples’ attention values, beliefs and goals)
are preparing children to goals for student and imagination actually drive decizions and
enter achievement that reflect Desi dimpl t inform the culture of the
high expectatiens for [[J Designs and implements schoal
students and staff collaborative processzes to .
collect and analyze data [ Initiates changes to the
[ Maintains a focus on the about the school’s progress vision and goals based on
vision and strategic goals for the periodic review and data to improve
throughout the school year revision of the school’s performance, school culture
vigion, mission, and and school success

strategic goals

You may type inComments attach aFile (.txt, PDF, .doc, .docx, ppt, pptx), include a web
Link , check the boxes d&xample of Artifacts, and add additional examples of artifacts in the

empty boxes.
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Y,

Comments ( I

N
File:
Link: Migw Link

Examples of Artifacts:

[] School Improvement Flan

[] MC Teacher Working Conditions Survey
[] Evidence of School Improvement Team
[[] student achievement and testing data

[] statement of school vision, mission, values, beliefs and goals

Evidence of stakeholder involvement in development of vision, mission, value,
belief and goal statements

[] Evidence of shared decision making and distributed leadership

Once you have completed aff the standards of your Self Assessment, use the drop downs to

choose youEnd Time.

Self Assessment Name Self Assessment 2011-2012 Form Status Editing

Principal Name Jose Principal Date (J‘f’ <No dates set>
School Henderson Collegiate District Charter

Start Time/End Time - * AM ¥ To - * AM - School Year 2011-2012 -

i}

=3

P [ , 3 A

= V. v -

W Eclucator Done Save Spell Print
Evaluation Systam Check

Click on theSaveicon.

You may click on thérint icon to print outhe observatioform (The print icon opens the self
assessment in a new window).

Click on theDoneicon.
You will be prompted if you want to save before leaving.

=3
1l ﬂ ® ¥ A9
=3 N ¢ -
WC Ecucatar Done Save Spell Print
Evaluation System Check

i}

Note Even before you completely finish ti&elf Assessmentt is advisable to
click on theSaveicon to save the information that you have entered so far.
Incidentally, the system wilhot indicate any skipped standards/elements. It is

your responsibility to ensure that t8elf Assessmerng$ complete.
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After completing the Evaluation Rubric, click in ti&elf Assessment Statu® o x  fi |

completed myself assessment and the observer can view my self assessirtaatwill lock the
form and you cannot make any modifications to the form.

have

Note If you do not check this box, your supervisannot see your self assessment.

r can view my self assessment

S @ Evaluation Rubric

\ @ Summary Goal Form In Progress
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Principal/Assistant Principal
Summary Goal Form
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Principal/Assistant Principal Summary Goal
Form

Log into: https://mxweb.medix.com/home/ncval/

Select the correct schodistrict
Type in the username that was provided to you (UID number)

Type in your password
Click Login

Disret

— -

Password: _ » =
i

MNC Educator
Evaluation Systenn

Click onObserve/Report

Observe/Report

-
§ Observations
' Manage teacher observations
Plan Observations
Manage which teachers need observations and
manage groups

-
~t Principal/Assistant Principal
Performance Evaluations

Evaluations for administrative staff

=i Reports
— View all reports

‘Observe/Report
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Click onPrincipal/Assistant Principal Performance Evaluations

Set-Up Observe/Report

Observations
Manage teacher observations

~ Observe/Report

Plan Observations
Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations

{3

for staff

. Reports
View all reports

Use theSelect Groupdrop down and choose My Self Assessments
Click onSummary Goal Form (automatically created when the new self assessment was

created)

Self Assessment / Summary Goal

X\ B Self Assessment 2011-2012
. @ Evaluation Rubric

. @ Summary Goal Form

2011-2012

2011-2012
2011-2012

In Progress

In Progress

In Progress

Complete the Summary Goal Form and add any additional comatehts end.
Your supervisor has permission to modify the Summary Goal Form

Observation Name /5ot Assessment 20112012 Form status T canies
Principal Name | Towtna__ [crner
Schoat | |Schoot vear |

1 addressed:

[Flementis) to be addressed:

LA Schoal Visicn, Mission and Strategc Gosle
18,

Gosl(s) Key el
(What you need to do.
accomplish the goal

o Goal Dutcome
)
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Comments:

1

Note Standard and Elements to be addressed arpgmalated if the evaluation rubric
was marked aBevelopingand/orNot Demonstrated
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Create a Group for Assistant
Principals
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Create a Group for Assistant Principals

You must create a group for all princifgfoles to be evaluated.

Log into: https://mxweb.medix.com/home/ncval/

Selectthe correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

lorth Carolina

DUCATOR

LUATION SYSTEM

District: Charter Schools

usermane: |

G

b2
+

Click onthe Group Manager icon.

System Functions Products

- D [

Group NC Educator
Manager Evaluation System

i}

Click Create Member group.

Group Manager

Select your active role: Principat Hendsrsan Collegiate =

|Group List Site List Group Editor
mmmmmmmmmmmmm ™ 7| [ Wendersen Coleaists n

Click on your school name in ttgite List column
Your school will appear below. Click on tipdus symbol next toAdministrator and Principal
to expand the lists.
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Group List Site List
3% Create member group ~|[ Henderson Collegiate’
Untitled

Group ID: Group name: Untitled
[) Include group managers when using group

Group managers
# Principal, Jose Principal Henderson Collegiate

Normal members

Henderson Collegiate

Note Do notcreate groups for teachers in this area.

Rename your group in ti@roup name: box.

Click on the names of the administrators and/or principals who should be in the group. The name

of the person will be listed undslormal members

Group List Site List Group Editor
¥ Create member group ~|[ Wendersan Collegiats B -
|Assistant Principal

Group 1D Group name: Assistant Princpal
1) include group managers when using group
Group managers
# Prncpal, Jose principal Henderson Collegiate
Normal members
X @ AP, Corey principal Henderson Collegiate

Il)

Note If you need to share your group with a colleague, click ostiae Groupicon.

Group Editor

Permission
Defaults

This box wildl pop up. Type Adh t
al

h e

Share with: User
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ck on the symbol wunder the iSO col umn

Share with: User |:] 'I' admin_veronica

&, admin_veronica User LQ0Mmo

i}

Note: By sharing groups, you may perform the following functions:

1
1
1
1

T

Readi R
Write 1T W
Deletei D
Shargl S
Blocki X.

To temporarily block access to an individual assigned to the gitmkpon the symbol under

nx.

by

0]
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Principal/Assistant Principal
Evaluation
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Principal/Assistant Principal Evaluation

Log into: https://mxweb.medix.com/home/ncval/

Select the correct school district

Type in the username that was provided to you (UID number)
Type in your password

Click Login

District: Charter Schools v

\

MC Educator
Evaluation System
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Click onObserve/Report

Set-Up Observe/Report

Observations !
Observe IReport Manage teacher observations

Plan Observations

Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
View all reports

Click onPrincipal/Assistant Principal Performance Evaluations

Set-Up Observe/Report
“
e Observations
Observe, IReport » Manage teacher observations
- Plan Observations
Manage which teachers need observations and
manage groups
4 Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff
';‘ Reports
- View all reports

Use theSelect Groupdrop down and choose the group that you created.

Note If you have not created a group in Grddjanager or if a group has not been
shared with you, please see those instructions.

Clickonthepr i nci pal 6s name
Click New Evaluation.

Select Group

Evaluation List

i New Evaluation
Assistant Principal 4 -
| Select School Year

No evaluations for the current member
|l school Year 2011-2012 [=]
Select Member

e i)
AP, Corey Principal o
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1 Choose the correct rubric for the position of the person you are evaluatingSeldéut Set
drop down (Assistant Principal OR Principal).

Click Next. (The fields are prpopulated.)

Note The system will automatically create four forms, unless you uncheck the boxes.
Forms: Evaluation Rubric, Summary Evaluation Rating Form, Progress Toward ikghiev
Goals, and Summary Goal Farm

= =4 =

|Prmc\pa|

Assignment/Title |Ass\stant Principal
Evaluation Name Evaluation 1 for Corey AP A
Select Set | Rubric for Evaluating North Caralina Assistant Principals
T Rubric for Evaluating North Carolina Assistant Principals
elect Form Rubric for Evaluating North Caralina Principals
Summary Evaluation Rating Form

Progress Toward Achieving Goals
Summary Geal Form

Select Checklist | <none> [=]
L

N

Click on Evaluation Rubric

remvername [
| Assistant Principal
| % Ewaluation 1 for Corey AP
CT R -
B

Rubric for Evaluating North Carolina Assistant Principals

™ @ Evaluation Rubric In Progress
\_- @ Summary Evaluation Rating Form In Progress
In Progress

“. @ Progress Toward Achieving Goals

In Progress

N @ Summary Goal Form

Click on theCalendar and Clockicon that is located next &No dates set. Using the calendar
that popped up, choose the date and @iek
Use the drop downs to choose 8tart Time.

Observation Name Evaluation 1 far Eric Sanchez Form Status Editing

Assistant Principal Name |[Eric Sanchez Date Completed Mot completeds

School Henderson Collegiate District Charter

Evaluator Jase Principal A Title Principal

Date of Observation Gf’ <ho dates set> ( I Start TimefEnd Time I—Z"—ZI m To I—Z"—ZI IWZI
school Year 2011-2012 \ PN

i
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Read and fill outthe evaluationby clicking in the appropriate boxes, standard
element by element.

by standard,

Standard I: Strategic Leadership

Principals will create conditions that result in strategically re-imaging the school’s vision, mission, and goals in the 21st century. Understanding that schools ideally
prepare students for an unseen but not altogether unpredictable future, the leader creates a climate of inguiry that challenges the school community to continually re-
purpose itself by building on its core values and beliefs about its preferred future and then developing a pathway to reach it

a. School Vision, Mission and Strategic Goals: The school’s identity, in part, is derived from the vision, mission, values, beliefs and goals of the school, the
processes used to establish these attributes and the ways they are embodied in the life of the school community.

Developing Not Demonstrated

(Comment Required)

Proficient Accomplished Distinguished

. and . and . and

Develops his/her own vision
of the changing world in the
21st century that schools

Leads and implements a
process for developing a
shared vision and strategic

O

Creates with stakeholders a
vision for the school that
captures peoples’ attention

O

Ensures that the school’s
identity (wvision, mis=ion,

values, beliefs and goals)
actually drive decisions and
inform the culture of the
school

are preparing children to
enter

goals for student
achievement that reflect
high expectations for
students and staff

and imagination

Designs and implements
collaborative processes to
collect and analyze data
about the school’s progress
for the periodic review and
revision of the school's
vision, mission, and
strategic goals

Initiates changes to the
vizion and goals based on
data to improve
performance, school culture
and school success

O

Maintains a focus on the
vizion and strategic goals
throughout the school year

You may type inComments attach aFile (.txt, PDF, .doc, .docx, ppt, pptx), include a web
Link , check the boxes d&xample of Artifacts, and add additional examples of artifacts in the

empty boxes.
A

Comments ( I

N

A

File: ( I Browse... Add File

Link: \ Wiew Link

Examples of Artifacts: ( I

[] school Improvement PIEN [[] Evidence of shared decision making and distributed leadership
[] MC Teacher wWorking Conditions Survey

[] Evidence of School Improvement Team

[] student achievement and testing data

[[] statement of school vision, mission, values, beliefs and goals

Evidence of stakeholder involvement in development of vision, mission, value,
belief and goal statements

SUGGESTION:In the event that you will conduct more than emaluation type

a date next to any comments that you have included.

Once you have completed all of the standards of gwaluation use the drop downs
your End Time.

Self Assessment Name

Self Assessment 2011-2012 Form Status Editing
Principal Name Jose Principal Date % 3 et
School Henderson Collegiate District Charter
Start Time/End Time - * AM ¥ Tg - * AM w School Year 2011-2012 -

Online Software Manual for the North Carolina Educator Evaluation :39stexipal

to choose



Click on theSaveicon.

=3 Py A
o= ¢ D Y
HE Eelucatar Done Save Spell
Check

Evaluation Systerm

-

Print

You may click on thé>rint icon to print outthe evaluation(The print icon openevaluationin a

new window).

Click on theDoneicon.

You will be prompted if you want to save before leaving.

o= & D %

HE Eelucator Done Save Spell
Evéluation System

Check

-

Print

i}

Note Even before you completely finish tlegaluationit is advisable to click on
the Saveicon to save the information that you have entered sdrfeidentally,

the system will not indicate any skipped standards/elements. It is your
responsibility to ensure that tegaluations complete.

Example of the forms that are created.
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Form
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Summary Evaluation Rating Form

Click on theSummary Evaluation Rating Form.

o -

ember nosameny Tiie (PRI

N Evatamton s for Corey A7
ion created by |

i fo Evatuating Worth Carains Assiztant Principate

In Progress
In Progress
In Progress

“» @ Progress Toward Achieving Goals

“ @ Summary Goal Form In Progress.

You may see the ratings from the evaluation by clicking on the plus symbol beside the
element. The plus symbolreplaced by a minus.
Click the minus symbol to collapse the section.

Elements Developing | Proficient Not

!

B a. School vision, Mission and Strategic Goals: The school’s identity, in part, is
derived from the vision, mission, values, belisfs and goals of the scheol, the processes
used to establish these sttributes and the ways they are embodied in the life of the
schoal community.

Developing P Accomplished Disti ot Demonstrated
..and ...and .and
Develops his/her own vision of the Lesds and implements 3 prosess for | [[7] Crestes with stskeholders 3 vision for | ] Ensures that the schoors identity
‘changing workl i the 21t century that <eveloping 3 shared vision and the school that captures peoples” {vision, mission, values, beliefs and
‘senoois are preparing chilren to enter ‘stratagic goais for student achievement|  Sttention snd imaginstion goals) sctualy drive decisions and
that reflect high expectations for R T —— inform the culture of the school
SraboIesd procasses to colect 3nd snahze oats | [[] Initistes changes to the vision 3nd
] Maintains 2 focus en the vision and about the schoofs progress for the goals based on data to improve
strategic gosls throughout the schodl periodic review and revision of the performance, school culture and school
year schoofs vision, mission, and stratagic suecess
goals

b. Leading Change: The principal/assistant principal articulates a vision, and
implementation strategies, for improvements and changes which result in improved
achievement for all students.
c. School Improvement Plan: The school improvement plan provides the structure
for the vision, values, goals and changes necessary for improved achievement for all
students.
d. Distributive Leadership: The principal/assistant principal creates and utilizes
processes to distribute leadership and decision making throughout the schoal.

Overall Rating for Standard 1

Click the appropriate radio button for each of the standards, click @atrecon.

Standard : Strategic Leadership
Elements Developing Proficient Accomplished Distinguished Mot Demonstrated

a. School Vision, Mission and Strategic Goals: The school’s identity, in part, is
derived from the vision, mission, values, beliefs and goals of the school, the processes
used to establish these attributes and the ways they are embodied in the life of the
school community.

b. Leading Change: The principal/assistant principal articulates a vision, and

implementation strategies, for improvements and changes which result in improved . €
achieverment for all students.

c. School Improvement Plan: The school improvement plan provides the structure

for the vision, values, goals and changes necessary for improved achievement for all F P
students.

d. Distributive Leadership: The principal/assistant principal creates and utilizes _ _ _ _
processes to distribute leadership and decision making throughout the school. : -

Overall Rating for Standard 1 2 ®
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After the superintendent or designee has completed the Summary Rating FoAtiowhéhe
principal/ assistant principal to view this summary rating formbox in Summary Statusmay
be checked so the principal/assistant principal can view the form.

[observation name Tvalustion 3 for Corey
| Assistant Principal Name

Trorm states Eamng
[Assistant Principal Title | Acsston Prncpat

nnnnnn

==

————=

The superintendent or designee must develop a Professional Growth Plan with the
principalassistanprincipal.

signature

Are you sure the superintendent/designee and the assistant
principal have developed a Professicnal Growth Plan?

| OK | ’ Cancel
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Progress Toward Achieving
Goals
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Progress Toward Achieving Goals

Click onProgress Toward Achieving Goals

Member Role | principal
[ VAT Assistant Principal

Evaluation Name: %+ Evaluation 1 for Corey AP

=

T -
terion e vy |
Er

[ Rubric for Evatuating Herth Coroins Assitant Prnciva

@ Evaluation Rubric In Progress.

@ Summary Evaluation Rating Form In Prograss
@ Progress Toward Achieving Gaals n Progress
n Progress

@ Summary Goal Form

Complete this formwith the principal/assistant principal.

The superintendent or designee adso type in th&oal andRevised Plan/Comment for Goal
boxes, except Goal 1 (see below).

Observation Name Evaluation 1 for Corey AP Form Status Editing
Assistant Principal Name | Corey AP District Charter

School Henderson Collegiate School Year 2011-2012

Evaluator Jose Principal Evaluator's Title Principal

The evaluator determines whether the assistant principal is making pregress toward geal(s) attainment within each standard.
Mark this category as (P) - progressing or (NP) - not progressing

Goal A P NP NA
Standard 1: Strategic Leadership / 1 - -
Standard 2: Instructional Leadership N\ ]
Standard 3: Cuktural Leadership N

Standard 4: Human Resource Leadership

Standard 5: Managerial Leadership

Standard 6: External Development Leadership

Standard 7: Micro-political Leadership

Goal 1:

A 2

Revised Plan/Comment for Goal 1: { 1

N

Note By design you cannot type in Goal Tlext will self populate from the Summary
Evaluation Rating For m, Standard 4: Hu man

~

Rate goal for next school year o box (bel ow

‘Overall Rating for Standard 4| ® | © | (8] | ® ‘
Note: If the school's teacher turnover rate, according to the school report card, is above the state average and/or identified as a problem in the school imprevement
plan, it must be addressed here along with recommendations for improvement. If the turnover is equal to or lower than the state average, the assistant principal must
set a goal to at least maintain that rate.

School's Teacher Turnover Rate during previous school vear: |1

School's Teacher Turnover Rate for current school vear:
State's Teacher Turnover Rate for current school year:

Teacher Turnover Rate goal for next school vear: 10%
Recommendations to achieve teacher turnover geal for next school year:
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Summary Goal Form
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Summary Goal Form

Click on Summary Goal Form
T

romierte [
e s oie [P
E on Hame: % Evaluation 1 for Corey AP

EETE R, -

cirame [T —————————
L

Y Evaluation Rubric

In progress
@ Summary Evaluation Rating Form In Progress
. @ Pragress Taward Achieving Goals In #rogress
@ Summary Goal Form In Progress

Complete this form with thprincipalassistant principal.
The superintendent or designee can type in the boxes.

Observation Name Evaluation 1 for Corey AF Form Status.
Assistant Principal Name | carey 2P District Charter
School Henderson Collegiate School Year 2011-2012
Evaluator Jose Principal Evaluator's Title Frincipal
Standard Standard(s) to be addressed
1. Strategic Leadership L
2. Instructional Leadership Element(s) to be addressed
3. Cultural Leadershi - -
uitura) eacershia 1.A. school Vision, Mission and Strategic Goals
4. Human Resource Leadership
1.8. Leading Change
5. Managerial Leadership
1.C. School Improvement Flan
6. External Development Leadership e e
7. Micro-political Leadership B B
Standard Goal(s) Key Act i I3 ) | Time Line For Measuring
(what you need to do to Goal Outcome
accomplish the goal)

1. Strategic Leadership Comments|

+ A, School Vision,

Mission and Strategic

Goals

o B. Leading Change

+ C. School

Improvement Plan

+ D. Distributive

Leadership £ y y 4
2. Instructional Leadership

Comments:

Electronic Signature

Principal Signature Superintendent or Designee Signature

The assistant principal's signature on this form represents neither acceptance
nor approval of the report. It does, however, indicate that the assistant
principal has reviewed the report with the evaluator and may reply in writing.

[C] The signature of the supervisor verifies that the report has been reviewed and
that the proper process has been followed according to Morth Carclina State
Board of Education policy for assistant principal Evaluation process.
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Plan Observations
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Plan Observations

Observe/Report

Observations
Manage teacher observations

Plan Observations
Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
View all reports

Ca&EC¢C

The page will display four tabs, all of which can be selected by clicking on them:
ObservationManage Groups, Mana@bservationand Schedule.

The next sections describe the functionality available by selecting each of these tabs.

Plan Observation

The areas in th8earch Teachers by Criteriaarea are search fields.

You select your school using tldeop downlist beside theSchoolradio button. You select the
teachers that you want to schedule tlodiservationyou choose a date usitige calendar, and
you click on theAssign Datebutton.

The steps are:

1.

No o

Choose the school for whose teachers you want to sefbervatiordates by clicking the
Schoolradio button and by using tltgop downlist beside it Alternately, you may click the
Group radio-button and select a group using the respedio@ downlist. Several teachers
are displayed below tH&earch Teachers by Criteriaarea.

You may narrow down the set of teachers by using the other selectors Bedineh
Teachers by Criteria area.

Click on the checkbox(es) next to the teacher(s) whbservationyou want to schedule.
Click on theCalendar and Clockicon. The calendar will opeilternately, you may use the
drop downlist beside theCalendar and Clock to select theEvaluation Peiods that an
administrator previously set up.

Choose the date that you want using the calendar.

Click Set.

Click Assign Date.
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Plan oObservation

School A Demo High Schoal

v

chers by Cri

Gender

Group

Certification

Employee IO

N\ category

Last Mame

“ T Homeroom

First Name

L, Demol, Teacher
Demold, Teacher
Demoll, Teacher
Demolz, Teacher
Demol3, Teacher
Demold, Teacher
Demols, Teacher
Demols, Teacher

Demol7, Teacher

OROO0O00o0ooo

CailatV b sl el il

Demols, Teachsr

Reset Date

00z
00z
ooz

[Reset Date | (] nt

Tue Mar 08 2011
Wed Mar 09 2011
Thu Mar 10 2011
Wed Mar 09 2011
wed Mar 02 2011
wed Mar 16 2011
Fri Mar 18 2011
Tue Mar 08 2011
Tue Mar 15 2011
Mon Mar 14 2011

DEEREEEEEEE

[] start Date Frd || apr

Assign Date

Wed Mar 23 2011
Wed Apr 06 2011
Fri Apr 03 z011
Wed Mar 23 2011
Thu Apr 07 2011
Thu Apr 07 2011
none

Wed Mar 23 2011
Wed Apr 13 2011
Sat May 21 2011

¥ Tue Apr 12 2011

Lo11 & To Apr W | 2011 &

m Last Observation Next Dbservation All

<

<|[<

<

|l
EE
ollm
£l
ERIES
oo
oo
|3
alla
<<

(

<Ass|gn Period>

|2011 career ¥

[<Assign Period> |

(

<

[<Assign Period> ]

|

>
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Manage TeacherGroups
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Manage TeacherGroups

Manage Groups (1)is a tool used to assigeachersto different groups, which can thdre
selected using the preceding section. Different groups can be assigned to different evaluators.

On the lefthand pane, th&earch Teacher by Criteria (2)area may be used to searfch
teachers with specific criteria, i.e., all male teachers, or teachers with the last name of Smith. If
using this function, click thépply Criteria (3) button (righthand pane) to display the selected
teachers in th&@eacher Search Results (4area.

Next, create a-b digit Code (6)(bottom lefthand pane). This code may be alpha, numeric or
combination of both. This field is open to any text, however, MCREL suggests using the last four
digits of a username. Creaté&aoup Name (7)in the respective text input box. Again, this field

is open, however, MCREL suggests using the last name of the owner of the group. Click on the

New Group (8)button.
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After creating the negroup, tick on that the name of that new group, which is displayed in the
Group Name (9)area.

On the upper righhand pane , in th€eacher Search Result§10) area, select the teachers you
want to be assigned to the group by clicking on the respectieekboxes. Click on the
magnifyingglass to find out details about the teachers. If the information was input, you can see
their start date of teaching, gender, etc.

After clicking on the checkboxes next to the teachers you want in the group, cliékldht®
Group (11) button. The teachers in the group are shown iGtteeip Content (12)
area in the lower rigkthand pane.

Note: If the Add to Group button is grayed out, by highlighting the group name within
the Select Grouparea will enable the Add to Group button to become active.

Manage Observation

You may use this tool to view all of tlodservationshat have been conducted at your
school.

- Manage Evaluation

Search Teacher by Criteria
& School Excellent School vl [ Gender MW
O Group [0 certification
[ Employee 1D [ category
|:| Last Name |:| Homerocom
[ First Name [] start Date From Feb w | 2010w To Feb w | 2010w
Applv Criteria Print | View Administrator Status Pendlng View Principal Status Pendlng
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Schedule

You may use this tool after you have your observatioasrgd in order to view them all.

4

Schedule J
[ s FASTECETEOE) PR———.
2]

[~
!

4]
5]
[#]
[¢]
B

1

1 1

B
B
B
B

3

4]
11
18]
25

H
B
¥
[
B

]
3
1 20]
7]

H

26

(8]
®
g
(]

28 31
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Reports

Click onReports.

Observe/Report

Set-Up

\Jy Observations
Ty S 1 Manage teacher observations
Observe/Report 2
~ |, Plan Observations
| Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
| View all reports

Overall Observation Report

Click onOverall Observation Report.

Ohbservation/self Assessment Ghecklist Report
vienw checklist for observation or self assess:

w chi at ment by raporting period
v rvation Report

e observation for each school by reporting period

u e

e ary Repor

Artifact Report
Analysis of arotact data

Rubrics Indicators
Analysis of rubrics indicators.

Note Report 1 Observation/Self Assessment Checklist Report is resenfatlferuse.

The following form allows you to select the status of the observations, the school, and the
reporting period on which the report will be based.
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1. Select Observation Status _ 3. Report Period

All Observations b

2. Select School fDistrict

T I All schools
bl o oday > = L oday

W T F S

15 (16 (17 |18 (19 |20 |21 15 (16 (17 |18 |19 |20 |21

22 (23 (24 (25 |26 (27 (28 | |22 |23 |24 (25 |26 (27 |28

29 (30 (31 29 (30 (31

Select all ][ Deselect All ][ Submit Report

]

You may use th&electObservation Status drop downto select the status of tl@bservations
that you want displayedn-progress completed archived or All Observations). The default is
All Observations.

Select the school by clicking in the appropriate checkbox.

You may use the two calendars to set Report Start Date and Report End Date for the
reporting period.

Click <<to go to the previous year art to go the next year.
Click < to go to the previous month ardo go to the next month.
Click any day to select it.

Click Todayt o choosae. t odayods d

= =4 -4 -4

Note The default start date is August df the current school year.
The default end date is todayébés dat e.

Click the Submit Report button to view the report. The report is displayed in a different window
(or, based on your browser) in a different tab.

The Overall Observation Report displays the names of the appraisers and of the appraised
persons, along with the observation nanagedand status (completed ofgrogress). The listed
observations i nclude teacher 0 iplsservatomstando n s
evaluations of principals.
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|:> D = oo e [

Overall Observation Report
From ausgast 131 2010 0 Wy 1230 2011
Wumber of sbacrvtions far sach sthool
Organtzation Narse. Total
A Do District 5
A Do bagh Schoct 151

Observation list for A Demo High Schoal {154 resultsh
From sugast 14 201010 My 121 2011

1R}

Date. Sttus
0s0az0M  Complses
DL MPges
02242011 Completea
02202011 Compleed

1152010 Complted

DLABIDN  brogress
02162011 Compleea
007201 Compites
11062010 Completes
LT

e
frr
1242010 hPogress
01201 i Poges

The Select Observation Statusdrop downcan be used to display just tive-progress (or
completed,or archived) observations. The defaultAgl Observations.

In the window (or tab) you used to start the report, clicReportsin the navigation bar.

| 4 mxWeb > NCEES > Reports * Summary Report |

T

Summary Report

Click Summary Report.

Available Reports

1 Observation/Self Assessment Checklist Report
view checklist for observation or self assessment by reporting period

Overall Observation Report
“iew number of observation for each school by reporting period

Summary Report
Wiew Summary Report

Artifact Report
Analysis of artifact data

s ow N

Rubrics Indicators
Analysis of rubrics indicatars

Onlin