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Comprehensive Evaluation Guide for Teachers-Support Staff

Primary Audience: Teachers, Support Staff
Purpose of Document: This guide outlines the steps for completing the Comprehensive teacher evaluation plan.

Comprehensive Evaluation Cycle
» Teacher Evaluation Process Manual: —Comprehensive Evaluation is required for new teachers and includes a

pre-observation

conference which must precede the first of 3 formal observations, 1 peer observation, and Summative Evaluation.

+ To show this plan complete it must have Observations of #1, #2, #3 and Peer completed and the Summary
Evaluation completed. The Summary Evaluation will Open after completion of Observations #1, #2 and #3 AND Peer.

Plan Activities Completion Icon @ i

Not Started In-Progress [ncomplete  Complete Required  Activity Information Locked

_ . T
Accessing the Evaluation Plan Evaluation Tabs

\HOME BASE" NC Educator Effectiveness Svstem Current = This Year's Plans

Archived = Last Year's Plans
Deactivated = Plans that were
completed in a previcus NC

employment district.
Current Evaluations Archived Evaluations Deactivated Evaluaiions

Home My Evaluation Stalf Evafuations Help Guides ProfessionaFDevelupmnnti

1. Click on the My Evaluation tab.

2. Verify that the Current Evaluations tab is active. Active tab is highlighted with a blue line at the top of
the tab.

3. Inthe Comprehensive Teacher Evaluation channel, click Start Plan.

Currant Evaluations Archived Evaluations Dzatirvated Evafuations

Comprehensive Evaluation 2021-2022

Start Plan

a. Once the Evaluation has already been started, select Comprehensive Evaluation title to
access plan.

-# Comprehensive Evaluation 2021-2022

School Assignment(s} at Time of Training &

Teacher Date Created Orientation
D10000-Train, 004162021 @ 11:24 Sehoaol Assignment{s] at Tinra of Traming
Teacher1 AM 2 Crigntation

b. [f there is not an evaluation plan assigned, contact the school administrator to assign a plan.
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Completing the Comprehensive Teacher Evaluation

Process
SYSTEM REQUIREMENTS FOR COMPLETION: Formal/Informal Observation #1, #2, #3, Peer and Summary

Evaluation. The following containers display the steps of the Comprehensive Teacher Evaluation process:

Comprenensive Evaluations Peer dbsersatian Artditior 2l Chsamvauens #reess Ryghts

Lo Traiming / Orientation Last status Update - J6:2472021 3 5:40 2

& Observation #1 cast status Updste 077022028 & 123281

% Qbservation #2 Las Setas Update - D2LL 200 & 1330

i Observation £3 Las Stalus Updas 08242021 § 347 BY

Record of Evaluation Activities

2 Surmmary Evaluation Les: staius Lpdate 07.14/202° 3 5:31 P

Step 1 Do: Training/Orientation - Beginning of the Year (BOY) timeframe
1. Click on Contains 1 Activity link to expand the activity. Click on the Training/Orientation* iink.

Traing / Onentaton
Raquirad
= TrE T orE . GrETran ot oK

Traming / Ovientation

2. Click on the Edit button to open the orientation step.

3. Click on the Calendar icon to display a pop up calendar, and select the date you received orientation
materials.
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4, Click Save & Exit.

@ Cancel Z-Abbreviated Evaluation 2018-2019
5. Click Mark Complete.

a. The Training/Orientation container now has a A
green check mark to indicate it has been completed. Tralning / Grientation for 010000-Train, Teacher3

b. When the Back button is clicked instead of clicking Mark Lo
Complete the activity becomes incomplete as shown by an
orange check mark icon.

¢. Click back into the
Training/Orientation* activity
and choose Mark Complete to e X i
complete T
orientation activity which is
marked by a green check mark
icon.

W Orientation

wi Training / QFienEation Le: mu e gibate (1020 # it

o

Teacher: Open T
Observation #1 Container

1. DO: Click in the Observation #1 container to expand the activities. Qe
a. Note: Required activitiill have an * asterisk, depending on
o

evaluation cycle.
b. All required activities must be completed (have green check
mark) for the Observation to show overall complete.

Step 1 Pre-Observation Conference #1 - Evaluator
(Optional)
1. VIEW: Activity 1: Pre-Observation Conference (Required - if Formal Observation planned)
a. The Observer/Evaluator completes and acknowledges Pre-Observation Conference activity. A
green check mark in that activity denotes compietion.

Step 2 Pre-Observation Conference — Teacher Acknowledgament #1
1. DO: Activity 2 : Pre-Obs. Conference — Teacher Acknowledgment #1_(Required - if Pre-Obs.
Conference is completed)
a. After reviewing the notes and artifacts for the observation, Click Edit to add any additional
Artifact Comments or Artifact Attachment and click Acknowledge.
b. A green check mark on the activity indicates its completion.

S OT Srats

Step 3 Formal/lnformal Observation #1
1. VIEW: Activity 3: Formalf/lnformal Observation #1* (required)
a. Select Formal/iInformal Observation #1 to view the Formal Observation step completed by
Evaluator. -
i. Select Back after viewing.
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Step 4 Post-Observation Acknowledgment #1 — Evaluator
1. VIEW: Activity 4. Post-Observation Acknowledgment #1 — Evaluator* (required)
a. The Evaluator enters comments for the Post-Observation Conference step completed by

Evaluator.
Click Post-Observation Acknowledgment — Evaluator to view.
i. Select Back after viewing.

Step 5 Post-Observation Acknowledgment #1 — Teacher
1. DO: Activity 5: Post-Observation Acknowledgment #1 — Teacher* (required)
2. Teacher section to view and acknowledge the
Evaluator's comments and attachments entered in %, ! Post-Observation Acknowledgment #1 - Teacher #
Evaluator’s Post-Observation Acknowledgment are -

displayed. Click Post-Observation Acknowledgment

#1 — Teacher to open. sgnomsts
a. Click Acknowledge to indicate the information has been reviewed.
b. The Post-Observation Acknowledgment #1 — Teacher is
completed with a green check mark, and status date and time stamped.

o %  Post-Observation Acknowledgment 1 - Teacher * a

Step 6 Written Response ‘OEtlona I ™ LastStatus Update - D6/15/202° @ 810 PM

DO: Activity 6 (Optional}: Written Response

a. Click Written Response to provide a response. 7 = t”“ Iren ”‘-‘“!"’”" ;‘ {Godonal) -,
b. Click the Edit button under Written Response. '
i. Enter comments in the Comments box and/or add Aohreated Evaluation 20142073

Attachments. (T e
ii. To attach a file, click on Attach file, select the file to
attach, and click Attach.
¢. Click Save & Exit once comments have been entered.
i. Click Edit or Delete to update any
comments/attachments.
d. When finished with a written response, click Mark Complete.
i. Evaluator has an activity to acknowledge receiving the
Written Response then mark complete.
i. Evaluator can then lock Observation #1 to open
Observation #2. —

Wf I CmriTen Resnonse Adagwlsdgment =1
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Teacher: Open Observation #2 Container (*Required)

1. Follow Steps outlined for Observation #1 container.

Teacher: Open Observation #3 Container (*Required)

1. Follow Steps outlined for Observation #1 container.

Peer Observation (*Required)
Peer Cbserver will complete the optional observation. Follow Steps outlined in the Peer Observer Guide.

# Cororetarnar Lavusto 10002

Step 1 : Open the Peer Evaluation Tab .

1. VIEW: While in the Comprehensive Evaluation click on the Peer

Observation tab. B
a. Click anywhere in the Peer Observation container to expand the
activities, et fesr i

2. VIEW: Activity 1 Formal Observation Peer
a. Select Formal Observation Peer to view the Formal
Observation step completed by Peer.

. . ; F)reE i e Required
i. Select Back after viewing.

<+ Required

3. VIEW: Activity 2 Post-Observation Conference-Peer
Acknowledgment
a. The Peer enters comments for the Post-Observation
Conference step completed by the Peer, Click
Post-Observation Conference-Peer Acknowledgment
to view.
i. Select Back after viewing.

. C:"%.--}i‘e“quired

4. DO: Activity 3 (*required): Post-Observation Conference — Teacher Acknowledgment Peer
a. Teacher section to view and acknowledge evaluator notes. The Peer's comments and
attachments entered in Post-Observation Conference-Peer Acknowledgment are displayed.
Click Post-Observation Acknowledgement — Teacher Acknowledgment Peer to open.
i. Click Acknowledge to indicate the information has been reviewed.

[Signoﬂsmms i
o R R vCnntare Iz Taachar soapoe sz s Fas g

* L P, -
Q,_ﬁ " | = ClLennTeErsT -
Arknowlodge t
EE S LA ELE N S

SRR

ii. The Post-Observation Acknowledgement - Teacher Acknowledgment Peer is
completed with a green check mark, and status date and time stamped.
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Step 1: Summary Evaluation Form Comprehensives [ -V
1. VIEW: Activity 1: Click Summary Evaluation Form - Comprehensives |-V 20XX-20XX* to

access the rubric when the green check is visible.

a. View the ratings for each Comprehensive/Element in the form including Comments,
Recommended Actions for Improvement, and Resources Needed. These are only
visible if the evaluator has shared the form.

2. Click Back once finished.

Step 2: Summary Evaluation Conference — Evaluator Acknowledgment

1. VIEW: Activity 2: Summary Evaluation Conference* with Evaluator Acknowledgment
a. The Evaluator completes this form. Click the

Summary Evaluation Conference link to see the AN
evaluator’s forms and signature. Click Back once oo
finished.
2. A green check mark will show when the evaluator completes the Summary Evaluation
Conference.

Step 3: Summary Evaluation Conference — Teacher Acknowledgment
1. DO: Activity 3: Click the Summary Evaluation Conference — Teacher Acknowledgment*
link to view. '
2. Click Acknowledge to sign. ‘, Famrary g uanoe Confereriz - Teather dtanoviscsme T ¥
3. Click Mark Complete.

Step 4: Written Response
i. DO: Activity 4: Written Response This

step is optional for the Teacher to complete;

comments andfor attachments entered can be viewed here by clicking on Written Response.
Click Written Response to provide a response.

Click the Edit button under Written Response. S, men sz
Enter comments in the Comments box and/or add Attachments.

To attach a file, click on Attach file, select the file to attach, and click Attach.

Click Save & Exit once comments have been entered.

Click Edit or Delete to update any comments/attachments.

When finished with a written response, click Mark Complete.

m o a0 oW

Step 5: Written Response Acknowledgment
1. VIEW: Activity 5: Written Response Acknowledgment
a. Evaluator will receive an email to acknowledge a submitted Written Response. Upon
acknowledgment the activity will be marked complete with a green check mark.
b. Evaluator can then lock the Summary Evaluation container.
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