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Before the supervisor can complete the evaluation, the supervisor needs to make sure and
conduct an observation and then close the DPP.

Step One:
Quick Start Guide: Observations

A. Conduct an Observation
1. Click Observations.

Click Conduct.

Locate the learner’s name in the list.

Optional: You may reorder, search and/or filter to find the name in the list.
Click the Forms button.

Select a Form from the drop-down menu.

Optional: Set a default form by clicking Select Default Form and choosing a
form from the drop-down menu.

8. Optional: Once the default is set, skip steps 5-6 by clicking Begin.
9. The Table of Contents appears.
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10.0ptional: Change the learner’s location using the drop-down menu. If the
learner is in only one building, the observer does not need to make a
selection.

11.0ptional: Choose the type of observation, whether or not the observation
counts towards evaluation, or update the start date of the observation.
Note: options will vary by organization and/or form.

12.Click a look-for in the list to begin collecting data.
13.Add data to the form by typing comments, adding information, etc.

14.0ptional: Add more look-fors by repeating steps 12-13 by either clicking
Back to Table of Contents or opening the Form Map.

15.0ptional: Click Cancel to exit the observation without saving.

16.0ptional: Click Save and Close to save a draft of the form then return to
the Conduct list view.

17.0ptional: Click Save Draft to save the observation and edit at another time.

18.0ptional: Send a notification email to the learner.

19.0ptional: Type an additional message.

20.Click Finish to end the observation. Confirm the observation details in the
dialog box that appears. Completed observations are not editable.



Step Two: Finish the DPP

Step One: Go to Growth- then Plans.

Observation

* ADVARCING PROFESSIONAL GROWTH

Home Observations - Collaborate ~ Growth - Resource Library Reports Evaluations - Manage -

Plans

Completed Plans me, BRl DG ETTE HAI:

Step Two:

Search for Your Person.
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Step Three:

Click View to see the results and make sure you observed this person’s DPP goal.

LISA SLOVER - 2023-24 Deliberate Date Created: Sep 29, 2023, 12:15:22 PM

Practice Plan District Instructional Leaders Last Updated: Oct 11, 2023, 9:14:30 AM

User: LISA SLOVER

If you have observed someone, then their will be a growth plan rating like this:
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5t. Lucie Marzano Focused Teacher Evaluation Model

Helping Students Examine Similarities and Differences Not Using Applying 4.0 - Highly Effective

Growth Plan Score: 4.0 - Highly Effective




If you did not score someone in their target element, it might look like this:

Target Elements:

Element Start Point Final Goal Current Level
St. Lucie Instructional District Leader Assessment Conference Summary/Proficiency Status Update - Short Form

Indicator 5.5 Effective Highly Effective NIA
Indicator 9.3 Effective Highly Effective NIA

You should go back and complete their observation and make sure and score these categories

before closing their DPP.

Step Four:

Once you are satisfied you have score the DPP correctly, hit the return arrow to come back to

the Plans Page. Click Finish. Now you may proceed to the evaluation.

LISA SLOVER - 2023-24 Deliberate
Practice Plan District Instructional Leaders
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T LISA SLOVER
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iObservation Technical Manual

How to for District Leader Evaluations
SUPERVISOR/EVALUATOR AND ADMINISTRATOR

For the purpose of this reference guide:
SUPERVISOR/EVALUATOR = the individual who responsible for evaluating the performance of the
Administrator
ADMIN, = the individual who is being evaluated

SUPERVISOR/EVALUATOR will schedule the evaluation meeting and follow all the steps provided in the

How to for District Leader Observation/Evaluation
SUPERVISOR/EVALUATOR AND ADMINISTRATOR
Initial, Mid-Year and End of Year

SUPERVISOR/EVALUATOR
Mid-Year or Year End Evaluation meeting:
1. Click “Finish” on the Mid-Year or Year End Observation conducted in that timeframe to lock in
ratings on all indicators and standards.
NOTE: For Year End Evaluation period only, you must not proceed to Evaluations until you
“Finish™ the Growth Plan to lock in those ratings.




2. Click on the “Evaluations” tab and select "Evaluate™
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Home Observations - Collaborate - Growth - Resource Library Reports Evaluations -

View Completed

Welcome, PATRICIA GALLOWAY!

3. "Search” or scroll to the desired employee name

Evaluate =

4. When you click on the name, the evaluation will populate and display. For Midpoint
Evaluations, only data for Leadership Practice will display. Note that the observation used in the
evaluation are also displayed. You will want to ensure that only the observations conducted for
the rating period is included. (For mid-year it will be the mid-year observation; for end of year it
will be the one observation completed for the end of year) See “Understanding the Evaluation”
page for a visual display.

5. As you scroll down through the evaluation you will notice that there is a display of each Standard or Core
Practice with a score in each. You will want to ensure that you have rated the administrator in each of
the standards or indicators prior to “Finishing” the evaluation.

Mid-Year Evaluations will NOT have a Deliberate Practice rating populate and the evaluation will display

a "Status Score”. This status score is representative of the current status toward final evaluation and
does not factor in to the End of Year evaluation.

IMPORTANT:

For End of Year Evaluations, AFTER you “Finish” the Observation that will inform the End of Year
Evaluation you MUST then “Finish” the Growth Plan BEFORE moving on to the Evaluation. If while
reviewing the evaluation you do not see a Deliberate Practice Score populated you should leave the
evaluation without finishing it, return to the Growth Plan and “Finish” before returning to complete the
Evaluation.

End of Year Evaluations will display a 5tatus Score, Deliberate Practice Score and a Leadership Practice
Score. The Student Growth measure is not available at the time of End of Year Evaluations and will be
applied when it becomes available.

Leadership Practice Scores are not Final Scores. Remember that Leadership Practice accounts for 67% of
the Final Score. The remaining 33% of the Final Evaluation will come from the District VAM (Student
Performance Measure).

6. Continue scrolling. You may wish to include comments on the evaluation. Enter comments and “Save
Comment”. Then, continue by clicking the “Sign and Finish” button.



Overall Evaluation Comments
Gimrrem

Coanvmat

7. Click “Select Type” and select Mid Year or Final. You will check the appropriate approval button. At midyear

you will click your approval and will only have the option of clicking the acknowledgement for instructional
practice score.

The evaluation will be available to the administrator to view. Should you wish to send a message in an email to
the administrator you may do so from this view. Be sure to “Finish” the Evaluation.

Te— Select Type: Mid Year or End of Year

Click Acknowledgements

Include optional comments

Don’t Forget ta “Save”




8. The _will need to acknowledge the evaluation. When the _ logs into

their account and selects “Evaluations” they will select the current evaluation and click on their
name or the view button. Notice that an alert is present which tells the teacher that an
evaluation is “finished and needs their attention.”

My Evaluations - p—
B Evaluator Full Mams L m & 3 L
0 P - [Ewaluation Categary: 1.1 m
Date Viewsd by Leamer: Mot Viewed

Evalyater: PATRICIA, GALLOWAY
Practice Teacher] Fnished Mesds
Affesilon  Mew Ewaluation Categary; 1.1

Evaluation Typa: Migaint

Data Submitied: Jar 19, 2017 55507 AM
Daile Ackrowhedged: Mol yel ackrowledged

Crate Yiewed by Leames: Kot Viewed

9. The _ will click on the acknowledgements and may choose to insert a comment
prior to saving.

Approval and Notifications

Signatures Wesds Anemisn

PATRICIA GALLOWAY s additional message in notification email:
Evaluation massting scheduled for day. date and Gme. Please maat in my ofice te dscuss,

5 @Al Tinked by PATRICIA GALLOWAY an Jan 19, 2017 55607 AM
* |, Praciice Teggfar!, acknowladpe these evakiation results.

Additional Acknowledgment
Co=iDWigg= Practice: Flan rating can be acknowlsdged once it becames. svaiable.
ce Tglicher], acknowledge recerving fhe Insiructional Practice rating 2.24 - Emarging
PATRICA GALLOWAY acknowledged the instructional Pracsice mting on Jan 19, 2017 5:56:07 AM

The Shadent Growih raling can be acknowlsdpsd onos | bacomes avallable
The Firal Score raling can b acknowlsdged ance it bacames available.

Practice Teacheri's comments:

Thank you far the sppatunily 1o work &l this excallent school. | am leaming 8o much a3 a new teacher and feel confideni thal with your guidance | will be an effactive
#eacher by year end. | appreciaie the feedback thad you hawve provided to help mes grow in my new profession

10. The evaluation is now completed.




UNDERSTANDING THE EVALUATION

valuation for Practice ODL ~
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- At Mid-Year, Leadership
. . B Practice will populate at the
- IR bottom arrow. For End of
Year, Leadership Practice will
populate in both locations.
The top arrow location will
not populate at Mid-Year as
the Growth Plan is only
finished at End of Year.
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populate and it will be the
one conducted
e - immediately prior to
e B conducting the Evaluation

Lesoership Practice 2.8 - Highly ENectve,

IMPORTANT YEAR END NOTE:
Deliberate Practice will ONLY
populate at END OF YEAR. In.order.
far DPP to populate EVALUATOR
MUST click “Finish” on the Growth
Plan AFTER clicking “Finish” on the
Observation AND BEFORE
conducting the Evaluation
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