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Initial Login to the System

This manual provides step-by-step instructions for a superintendent to navigate the North
Carolina Educator Evaluation System.

Log into: https://mxweb.media-x.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 your personal information, providing the ability to edit
information and change your password. If any of your personal information is not correct,
contact your Human Resources Department.

To change your password follow these steps:

Click on the Profile icon.

System Functions

p [
m 2

NC Educator
Evaluation System

Products

Click on the Change Password icon.

Change
Password

Type in the original password (123456).
Type in a unique password that is six characters long and contains a number and a capital letter.
Click Save.

Change password

0Old password: |

New password:

Confirm password:

Click on mxWeb to return to the landing page.

Mpewey —>

Change
Password

’ mxWeh > Profile

i}
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Click on the NC Educator Evaluation System icon

system Functions |
b L]
i = ﬁ > T-l-.lﬂ
Profile Settings Cnmm:;t User % @

Builder Group
Editor NC Educator

Evaluation System

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

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
Demonstration Version
End User License Agreement

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

I agree with the above terms

Note: Any unsigned form may be deleted by the author only. Signed forms may only be
deleted by a district administrator.
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Principal Self-Evaluation

Log into: https://mxweb.media-x.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

DUCATOR

UATION SYSTEM

Dt
Usemame: _
Password: _

oo _ospesos? |

Click on the NC Educator Evaluation System icon.

7 | —

MC Educator
Evaluation System

Click on Observe/Report.

Set-Up Observe/Report

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

Reports
A View all reports

‘. 1\{#(5
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Click on Principal/Assistant Principal Performance Evaluations

Set-Up Observe/Report

Observations
Manage teacher observations

Observe/Report P

Plan Observations
Manage which teachers need observations and
manage groups

Principal/ Assistant Principal
Performance Evaluations
Evaluations for administrative staff

Reports
View all reports

C66C

Use the Select Group drop down and choose My Self Assessments

Click on New Self Assessment

Evaluation List

No evaluations for the current member.

Select Member

[ o [

No members selection required

Self Assessment / Summary Goal

No self assessments for the current member

New Self Assessmel

I

Within the Select Set there is a drop down arrow. Select either principal or assistant principal as

appropriate.

Click Next.

Member Name |Jose Principal

Assignment/Title | Principal

Self Assessment Name | Self Azzeszment 1 for Jose Principal

Select Set Rubric for Evaluating North Carolina Principals

Rubric for Evaluating North Carolina Assistant Principals
Rubric for Evaluating Morth Carolina Principals
Summary Goal Form

Select Form

Select Checklist | <none=

=
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Click on Evaluation Rubric

S - self Assessment 1 for Jose Principal

‘ 2011-2012 v

m‘ Rubric for Evaluating North Carolina Principals

LT )es e e my oot e e e s S e o2 v oy SR e
—

In Progress

“\ @ Evaluation Rubric
In Progress

“\ @ Summary Goal Form

Click on the Calendar and Clock (1) icon that is located next to <No dates set>. Using the
calendar that popped up, choose the date and click Set.
Use the drop downs to choose the Start Time (2).

A
Self Assessment Name Self Assessment 2011-2012 Form Status |_'\ Editing
Principal Name Jose Principal Date 1%/ 'Tf’ <No dates set=
School Henderson Collegiate District Charter
Start Time/End Time - * AM ¥ To - * AM - School Year 2011-2012 v

Read and fill out the evaluation by clicking in the appropriate boxes for each Standard and each
Element.

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

Distinguished {Comment Required)

Developing Proficient Accomplished

. and . and . and

Develops his/her own vision
of the changing world in the
21st century that schools
are preparing children to
enter

Leads and implements a
process for developing a
chared vision and strategic
goals for student
achievement that reflect
high expectations for
students and staff

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

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

Designs and implements
collaborative processzes 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

O

O

Ensures that the school’s
identity (vision, mission,
values, beliefs and goals)
actually drive decizions and
inform the culture of the
school

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

Online Software Manual for the North Carolina Educator Evaluation System: Superintendent




You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web
Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the

empty boxes.

Comments

File: Add File
Link: View 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

O 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 all of the standards of your Self Assessment, use the drop downs to

choose your End Time.

Self Assessment Name

Self Assessment 2011-2012

Form Status

Principal Name Jose Principal Date
School Henderson Collegiate District Charter
Start Time/End Time - * AM ¥ To - > AM - School Year 2011-2012

Click on the Save icon.

T

=3

%" = ¢V ¥ =
WC Educatar Done Save Spell Print
Evaluation System Check

You may click on the Print icon to print out the observation (The print icon opens the self
assessment in a new window.
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Click on the Done icon.
You will be prompted if you want to save before leaving.

=3

P [ , % A

2 N8 v -
WC Ecucator Done Save Spell Print
Evaluation System Check

i}

Note: Even before you completely finish the Self Assessment, it is advisable to
click on the Save icon to save the information that you have entered so far.
Incidentally, the system will not indicate any skipped standards/elements. It is
your responsibility to ensure that the Self Assessment is complete.

After completing the Evaluation Rubric, click in the Self Assessment Status box “I have
completed my self assessment” and the observer can view my self assessment. This will lock the
form and you cannot make any modifications to the form.

Note: If you do not check this box, your supervisor cannot see your self assessment.

arolina Principals
d the observer car

n view my self assessment
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Principal Summary Goal
Form
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Principal Summary Goal Form

Log into: https://mxweb.media-x.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

DUCATOR

UATION SYSTEM

bt TS
vsemane: - |
Password: _

Click on the NC Educator Evaluation System icon.

T (&

MC Educator
Evaluation System

Click on Observe/Report.

Observe/Report

Set-Up

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
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Click on Principal/Assistant Principal Performance Evaluations

Set-Up Observe/Report
1 /| Observations
‘Observe/Report Manage teacher observations
v . Plan Observations
) Manage which teachers need observations and
manage groups

< Principal/ Assistant Principal
Performance Evaluations I
Eve i for ini ive staff

. Reports
View all reports

Use the Select Group drop down and choose My Self Assessments.

Click on Summary Goal Form (automatically created when the new self assessment was
created).

Self Assessment / Summary Goal New Self Assessment
X\ B Self Assessment 2011-2012 20112012 In Progress

N\ @ Evalustion Rubric 2011-2012  In Progress

N\ @ Summary Goal Form 2011-2012  In Progress

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

Observation Name |5eif Assessment 20112012 Form Status | Editing
Principal Name [102e Principal

Dstrict [ene
schout ormermn Coegire Schou! vear ez
Standard I

addressed:

[ Bermatto o b sdeeseedt

‘Standard Goal(s)

(What you need ta do ta Goal Outcame.
accomplish the goal)
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Comments:

%”_\Ir |

Note: Standard and Elements to be addressed are pre-populated if the evaluation rubric
was marked as Developing and/or Not Demonstrated
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Create a Group for Principals
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Create a Group for Principals

You must create a group for all principal roles to be evaluated.

Log into: https://mxweb.media-x.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

District: Charter Schools

usermane: |

G

b2
+

Click on the 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 Henderson Collegiate =

Group List Site List Group Editor
mmmmmmmmmmmmm - T|[ Fendarsan colleiat =

2\

U

Click on your school name in the Site List column.
Your school will appear below. Click on the plus symbol next to Administrator 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
7] Include group managers when using group

Group managers
# Principal, Jose

Normal members

Henderson Collegiate

Note: Teacher groups should not be created in this function.

Rename your group in the Group 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 under Normal members.

Group List Site List

=][ Hendersan Coliegiats

¥ Create member group

Group Editor
|Assistant Principal

row 0 e —rr—r _
I") Include group managers when using group

Group managers

# Prncpal, Jose Principal Henderson Collegiate
Normal members
X @ AP, Corey al Henderson Collegiate

Note: If you need to share your group with a colleague, click on the Share Group icon

Group Editor

Permission
Defaults

Share with: User

§ admin_veronical
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Click on the symbol under the “S” column to change the symbol to the “share” symbol.

: Assistant Principal
Share with: User Ij 'I admin_veronica

X admin_veronica User L0

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

Write — W

Delete — D

Share -S

To temporarily block access to an individual assigned to the group, click block — X.
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Principal Evaluation
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Principal Evaluation

Log into: https://mxweb.media-x.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

Carolina

_UATION SYSTEM

Ditrct
pu—
——

MC Educator

Evaluation System
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Click on Observe/Report.

Observe/Report

Set-Up

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

a
Reports

oS View all reports

‘4 h!l[&

Click on Principal/Assistant Principal Performance Evaluations

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

4 Principal/ Assistant Principal
Performance Evaluations I
ions for i ive staff
E Reports
- View all reports

Use the Select Group drop down and choose the group that you created.

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

Click on the principal’s name.
Click New Evaluation.

Select Group " waluation List

”| Assistant Principal
| Select School Year

|l school vear 2011-2012 =]

we senn ]
AP, Corey Principal ]

i New Evaluation

4 -

Yo evaluations for the current member
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Choose the correct rubric for the position of the person you are evaluating in the Select Set drop
down (Principal).

Click Next. (The fields are pre-populated.)
Note: The system will automatically create four forms, unless you uncheck the boxes.

Forms: Evaluation Rubric, Summary Evaluation Rating Form, Progress Toward Achieving
Goals, and Summary Goal Form.

Assignment/Title |Ass\mant Principal

Evaluation Name Evaluation 1 for Corey AP A
Select Set | Rubric for Eva\uatmg North Carolina Assistant Prmclpals - |< I
Select Form Rubric for Eva\uatmg North Caralina Prmcupa\s

[¥] Summary Evaluation Rating Form

[¥] Progress Toward Achieving Goals
Summary Goal Form

Select Checkist [<none>
&

N

Click on Evaluation Rubric

rembername G
Evaluation Name | \ Ewvaluation 1 for Corey AP
m

Rubric for Evaluating North Carclina Assistant Principals

- Form Status
. @ Evaluation Rubric In Progress
\_- W Summary EvaluationRating Form In Progress

™. @ Progress Toward Achieving Goals In Progress

\_- @ Summary Geal Form In Progress

Click on the Calendar and Clock icon that is located next to <No dates set>. Using the calendar

that popped up, choose the date and click Set.
Use the drop downs to choose the Start Time.

Observation Name Evaluation 1 for Eric Sanchez Form Status Editing

Assistant Principal Name |[Eric Sanchez Date Completed < Mot completeds

School Henderson Collegiate District Charter

Evaluator Jose Principal A Title Principal

Date of Observation T =to dates set= ( I Start Time fEnd Time I_AZ"_ZI am = Tal = =Tam =]

school Year 2011-2012 N £ N

i

26 Online Software Manual for the North Carolina Educator Evaluation System: Superintendent



Read and fill out the evaluation by clicking in the appropriate boxes for each Standard and each

Element.

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 =chool, the
processes used to establish these attributes and the ways they are embodied in the life of the school community.

Developing

Proficient

Accomplished

Distinguished

Not Demonstrated
{Comment Required)

Develops his/her own vision
of the changing world in the
21st century that schools
are preparing children to
enter

. and

Leads and implements a
process for developing a
shared vision and strategic
geoals for student
achievement that reflect
high expectations for
students and staff

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

. and

O

O

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

Designs and implements
collaborative proceszes 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

. and

O

O

Ensures that the school’s
identity (vision, mission,
values, beliefs and goals)
actually drive decisions and
inform the culture of the
school

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

You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web
Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the

empty boxes.
A

Comments ( I

N

A

File: ( |

Browse... Add File

Link: \ A

Wigw Link

Examples of Artifacts: (

[[] school Improvement PIEN

[] MC Teacher Working Conditions Survey
[] Evidence of School Improvement Team

[] student achievement and testing data

belief and goal statements

[] statement of school vision, mission, values, beliefs and goals
Evidence of stakeholder involvement in development of vision, mission, value,

[] Evidence of shared decision making and distributed leadership

SUGGESTION: In the event that you will conduct more than one evaluation, type
a date next to any comments that you have included.

Once you have completed all of the standards of your evaluation, use the drop downs to choose

your End Time.

Self Assessment Name Self Assessment 2011-2012 Form Status Edi

Principal Name Jose Principal Date (:? =
School Henderson Collegiate District Charter

Start Time/End Time - * AM ¥ To - * AM - School Year 2011-2012
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Click on the Save icon.

=3

Ti dba A i) Ag &

NC [dijm,,,, Done Save Spell Print
Evaluation Systam Check

You may click on the Print icon to print out the evaluation. (The print icon opens the evaluation
in a new window.

Click on the Done icon.
You will be prompted if you want to save before leaving.

o= ¢ D % @

NE Educator Done Save Spell Print
Evaluation Syst=m

Check

Note: Even before you completely finish the evaluation, it is advisable to click on
the Save icon to save the information that you have entered so far. Incidentally,
the system will not indicate any skipped standards/elements. It is your
responsibility to ensure that the evaluation is complete.

Example of the forms that are created.

In Progress
In Frogress
In Progress

“» @ Summary Goal Form In Progress.
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Summary Evaluation Rating
Form
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Summary Evaluation Rating Form

Click on the Summary Evaluation Rating Form.

Corey AP

Member Role | principal

Assistant Principal

| Evaluation 1 for corey AP

2011202 2]

Evaluation created by

S < o caiing torih Carotina Ascstant Princiats
Y

valuation Rubric In Progress

ummary Evaluation Rating Form In #rogress
. @ Progress Toward Achieving Goals In #rogress
@ Summary Goal Form In Progress

Note: You may see the ratings from the evaluation by clicking on the plus symbol
beside the element. The plus symbol is replaced by a minus.

Click the minus symbol to collapse the section.

Indard : Strategic Leadership ~
S Elements. Developing | Proficient Not

El a. Schaol 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. L4

n

Developing Praficient Accomplished Distinguished

and and and

Develops his/her own vision of the Lesds and implements & grocess for | [ Creates with stakeholders = vision for | [[7] Ensures that the schoas ientity

‘changing workd in the 21st century that deveioping a shared vision and the Schodi that captures peoples’ (vision, mission, values, beliefs and

‘sohools are preparing Ghikiren to enter strategic goals for student achievement | attention and imagination goaks) actuall drive decisions and
that reflect high sxpectations for ] Designs and mplements colsborative inform the culture of the school
EiEEnE SR processes to colket and anslyze data | (7] Intistes changes to the vision and
Maintains 2 focus on the vision and bout the schools progress for the goals based on data o improve
strategic goals throughout the school periodic review and revision of the performance, school culture and school

. schoofs vision, mission, and strategic success
goais
b. Leading Change: The princip. principal 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 L ip: The princip principal creates and utilizes
processes to distributs leadership and decision making throughout the schoal.

overall Rating for Standard 1

Click the appropriate radio button for each of the standards, click on the Save icon.

Standard : Strategic Leadership
Elements Developing Proficient Accomplished Distinguishad 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 = = p
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 visicn, and
implementation strategies, for improvements and changes which result in improved
achievernent 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 R
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
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After the superintendent or designee has completed the Summary Rating Form, the Allow the
principal/assistant principal to view this summary rating form box in Summary Status may
be checked so the principal can view the form.

Trorms states

Assistant Principal Name | Co
schosl
Evaluator

School Year |pate completed

Summary Status principal to view this summary rating form

The superintendent or designee must develop a Professional Growth Plan with the principal. If
you attempt to check the box next to The Superintendent/designee and the Principal have
developed a Professional Growth Plan you will get a pop up warning.

The page at https://mxweb.media-x.com says:

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

0K | ’ Cancel l

1]
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Progress Toward Achieving
Goals
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Progress Toward Achieving Goals

Click on Progress Toward Achieving Goals under Form Status.

lusting Merth Caralina Assistant Principals

In Progress
In Prograss

= Toward Achieving Goals In Progress

“» @ Summary Goal Form In Progress.

Complete this form with the principal.
The superintendent or designee can type in the Goal and Revised 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 progress toward goal(s) attainment within each standard.
Mark this categary as (P) - prog ing or (NP) - not prog i

Goal

Standard 1: Strategic Leadership
Standard 2: Instructional Leadership N\
Standard 3: Cultural Leadership N

Standard 4: Human Resource Leadership

Standard 5: Managerial Leadership

Standard 6: External Development Leadership

Standard 7: Micro-political Leadzrship

Goal 1:

A P

Revised Plan/Comment for Goal 1: { 1

N

Note: By design you cannot type in Goal 1. Text will self populate from the Summary
Evaluation Rating Form, Standard 4: Human Resource Leadership: “Teacher Turnover
Rate goal for next school year” box (below).

Overall Rating for Standard 4| |

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 improvement
plan, it must be addressed here along with recommendations for improwvement. 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 year: |1

School's Teacher Turnover Rate for current school year:

State's Teacher Turnover Rate for current school year:

Teacher Turnowver Rate goal for next school year: 10%

Recommendations to achieve teacher turnover goal for next school year:
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Summary Goal Form
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Summary Goal Form

Click on Summary Goal Form

rember Assianment T |[PORTE

| Evaluation 1 for Corey AP
|znn—za;2 =

PP .- rivcost

e e e——r—

S @ Evalustion Rubric In Progress
@ Summary Evaluation Rating Form inProgress
@ Progress Taward Achieving Goals In Progress
@ Summary Goal Form In Progress

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

Observation Name: Evaluation 1 for Corey AP Form Status Editing
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 i TR
7. Micro-political Leadership B B
Standard Goal(s) Key Acti qi « ) [ 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 £ 4 y

2. Instructional Leadership

Comments:

Electronic Signature

Assi Principal Signature Superintendent or Designee Signature
The assistant principal's signature on this farm represents neither acceptance | [ | The signature of the supervisor verifies that the report has been reviewsd and
nor approval of the report. It does, however, indicate that the assistant that the proper process has been followed according to Morth Carclina State
principal has reviewed the report with the evaluator and may reply in writing. Board of Education policy for assistant principal Evaluation process.
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Reports

Click on Reports.

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

Overall Observation Report

Click on Overall Observation Report.

Available Reports

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

overall Observation Report
Wiew number of observation for each school by reporting period @
Summary Report

“iew Summary Report

2
4 Artifact Report
Analysis of artifact data

Rubrics Indicators
Analysis of rubrics indicators

Note: Report 1 Observation/Self Assessment Checklist Report is reserved for
future use.
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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.

1. Select Observation Status 3. Report Period
all Observations w N

2. Select School /District
T [ all schools
L Today > mx llas « Today e )

S M T W sfils M T w

15 (16 (17 | 1% (19 |20 |21 15 (16 (17 |18 |19 |20 |21

22 (23 (24 (253 (26 (27 (28 | |22 |23 |24 (253 |26 |27 |28

29 (30 (31 29 (30 (31

Select all ][ Deselect all ” Submit Report

You may use the Select Observation Status drop down to select the status of the
Observations that you want displayed (in-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 the Report Start Date and Report End Date for the
reporting period.

Click << to go to the previous year and >> to go the next year.
Click < to go to the previous month and > to go to the next month.
Click any day to select it.

Click Today to choose today’s date.

Note: The default start date is August 1% of the current school year.
The default end date is today’s date.

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 name, date, and status (completed or in-progress). The listed
observations include teacher observations by principals, teachers’ peer-observations, and
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.
A Do District
A Do bagh Schoct

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

Date.
s o

DL R
02202001
0221201
10452010
DLABIDN  brogress
ooz
1082010
LT
e
frr
1202010 I Prosre
01201 i Poges

The Select Observation Status drop down can be used to display just the in-progress (or
completed, or archived) observations. The default is All Observations.

In the window (or tab) you used to start the report, click on Reports in the navigation bar.

| 4 mxWeb > NCEES > Reports * Summary Report |

i

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

2

3

4 Artifact Report
Analysis of artifact data

5

Rubrics Indicators
Analysis of rubrics indicatars
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A form is displayed which allows the user to specify which staff category and period the report is
to be compiled.

1. Select set

Rubric for Evaluating Morth Carolina Teachers
2. select School fDistrict
sug, v | zoio
= All Schools -
. £ Today
S M T W T F §
22 (23 |24 |25 |26 |27 |2% | |22 |23 |24 |25 |26 |27 |28
29 (30 (31 20 (30|31
Select all ][ Deselect all ][ Submit Report ]
=S

Rubric for Evaluating North Carolina Teacljers is the default Select Set drop down selection.
In the description below, we assume the default selection applies.

Note: There are two additional selections: Rubric for Evaluating North Carolina
Principals and Rubric for Evaluating North Carolina Principals/Assistant
Principals.

Modify the Report Period if necessary.
Click the Submit Report button.
The report is displayed in a different window (or, depending on your browser) in a different tab.

The Summary Report displays in tabular format and as a pie chart the breakdown of the
teachers according to their level (Developing, Proficient, etc.). The header of the Summary
Report allows you to print the current report.

N

I [ Print Repart ][ Cancel ]

Select District Howrn distréct v Display

At the top of the Summary Report, there is a table that summarizes the breakdown of the
numbers of teachers according to their levels in relation to all the standards.

42 Online Software Manual for the North Carolina Educator Evaluation System: Superintendent



Yoan diatnict
Standari Developing Proficient Accomplished | Distinguished DA
andards ping /i o e
1: Teachers demanstrate leadership
3 9 B 1} 1
2: Teachers estahlizh a respectiul
environment far a diverse population of 2 5 10 1 1
students
3: Teachers know the content they teach
3 8 8 0 0
4: Teachers facilitate learning for their
students 3 8 8 1] 1]
5: Teachers reflect on their practice
3 9 7 0 0

The report also provides separate information about each of the standards. Absolute values and
percentages are shown in two adjacent columns. Percentages are also displayed as a pie chart.

Date: May 13, 2011

Youn distniet

Standard 1
Teachers demanstrate leadership

U

Developing 3 16%
Proficient 9 47%
Accomplished 6 32%
Distinguizhed o 0%
Mot Demonstrated 1 5%

The standard targeting segment of the report is displayed below in its entirety.
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Date: May 13, 2011
Youn deatnict
Standard 1
Teachers demonstrate leadership
Developing 3 16%
Proficient 9 47 %
Accomplished 3 32%
Distinguished a 0%
Mot Demonstrated 1 5%
Activiti Developin Proficient | &ccomplished | Distinguished DR
IES I B & Demonstrated
Teachers lzad in their classrooms. 2 i 10 2 il
Teachers demonstrate leadership in the
schoal. z " 5 ! L
Teachers lead the teaching profession. 3 7 g 1] 1
Teachers advocate for schools and students. 2 ] ki 1] 2
Teachers demonstrate high ethical
standards. 1 B B z o
Total 10 39 37 b} 4

In addition to the breakdown of teachers according to their level, the number of activities
checked for each standard element is displayed in tabular format on a per-level (Developing,
Proficient, etc.) basis.

In the window (or tab) you used to start the report, click on Reports in the navigation bar.

U

| 1 mxWeb » NCEES > Reporis > Summary Report |
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Artifact Report

Click Artifact Report.

Awvailable Reports

1 Observation/Self Assessment Checklist Report
View checklist for ohservation or self assessment by reporting period

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

Summary Report
View Summary Report

Artifact Report
Analysis of artifact data

g e ow N

Rubrics Indicators
Analysis of rubrics indicators

A form is displayed which allows the user to specify which staff category and period the report is
to be compiled.

1. Select Set

Today > < Today

M T W T F M T W T F S

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

[ Select All H Deselect All ][ Submit Report ]

The default Select Set drop down selection is Rubric for Evaluating North Carolina
Teachers. This document describes Artifact Report in connection to the default selection.

Note: There are two additional selections: Rubric for Evaluating North Carolina
Artifact Report in entirely similar in relation to these alternative selections.

Modify the Report Period if necessary.
Click the Submit Report button.

The report is displayed in a different window (or, depending on your browser) in a different tab.
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The header of the Artifact Report allows you to modify the report by making a different
selection, or to print the current report.

MNote: Be sure the page orientation is "landscape”. [ Prink Report ][ Cancel

Select District Select Form
iathict S Eobric for Evaluaing Tosdhare

[}

Use the Select Form drop down to select the form Rubric for Evaluating Teachers, Teacher
Summary Rating Form, Rubric for Evaluating Teachers (Self Assessment)] in relation to
which artifact related statistics are to be displayed. In the description below, we assume the
default selection, Rubric for Evaluating Teachers, applies.

Formal and informal mertoring

Surs

=3
11 b Ao
Standard : Teachers i
From August 15t 2010 10 May 13 2011
NC Educator Number of evaluations: 14
Evaluation System
Antifact Checked|Percent [0 | 100%
Lessan plans 1 %
Jeurnais 0 o
Stugert hancbooks o 0%
Stutiert work 1 %
Sehool improvemert planning 0 o
Service on comnittees o 0%
1 %
3 21% |
o 0%
1 %
0
o
0
0
o

Netiorl Baard Certification

Discipine records

m 1

The artifacts are broken down according to the artifact type. The results are grouped according to
standards. The image above presents a typical table/bar chart displayed for one of the standards
by the Artifact Report.

The percentages of the teachers who demonstrated each type of artifact and the absolute numbers
of artifacts are displayed in two columns (named Percent and Checked, respectively) and a
horizontal bar chart that represents the percentages. Percentages reflect the ratio of the number
of checked artifacts to the number of evaluations. The latter is displayed in the header of each
standard-targeting the report segment.

In the window (or tab) you used to start the report, click on Reports in the navigation bar.

U

[ mxWeb > NCEES > Reports > Summary Report |
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Rubrics Indicators

Click Rubrics Indicators.

Available Reports

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

overall Observation Report
Yiew number of observation for each schoal by reporting period

Summary Report
Wiew Summary Report

Artifact Report
Analysis of artifact data

Rubrics Indicators
Analysis of rubrics indicators

A form is displayed which allows the user to specify which staff category and period the report is
to be compiled.

s w N

1. Select Set 3. Report Period
Rubric for Evaluating Morth Carolina Teachers
2. select School fDistrict
=] all Schools :
o schoet |
[ Select all ][ Deselect All ][ Submit Report ]

The default Select Set drop down selection is Rubric for Evaluating North Carolina

Teachers.

This document describes the Rubrics Indicators report in connection to the default selection.
Note: There are two additional selections: Rubric for Evaluating North Carolina
Principals and Rubric for Evaluating North Carolina Assistant Principals. The
Rubrics Indicators report in entirely similar in relation to these alternative selections.

Modify the Report Period if necessary.

Click the Submit Report button.

The report is displayed in a different window (or, depending on your browser) in a different tab.
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The header of the Rubric Indicators report allows you to modify the report by making a
different selection, or to print the current report.

Mote: Be sure the page orientation is "landscape”. [ Print Report ][ Cancel ]

Select District tSelect Report Type

Alamance County Schools w EEvaIuatinn iw

You can use the Select Report Type drop down to select either Evaluation (the default
selection) or Self Assessment. In the description below, we assume the default selection applies.

For each standard, for each element indicator, the Rubric Indicators report displays the
number and percentage of the selections. The percentage reflects the ratio of the number of
selections to the number of evaluations. The indicators are grouped vertically according to the
level they correspond to (Developing, Proficient, etc.) The elements are grouped together
according to the standard they are a part of.

=

T [ |:> RubricsFor

m Standard IPTeachers demonstrate leadership
,

From August 15t 2010 1o May 16th 2011

tor Humber of evaluations: 69
Evaluat stem h
A Teachers lead in thelr classrooms. N
Developing 4! Proficient lot Demonstrated

Lnderstands how they wmm&__lespuns\bmy for the 1o studerts the students to take

to students graduating from highW | propress of students to ensure | vision of being prepared for ife in | responsibaty for their own

schol that they radusts from high the 215t certury. earming
schaal

Cheched 58 (54%) Checked 45 (85%) Checked 14 (20%) Checked S (1%)

Uises datato understandthe skils |Proviles evidence of deta cifven | EVBILSES Student progress using | Uses Classroom assessment dsta

and abilfies of students instruction theoughout al & vriety of sssessment data. |to Inform program planning,
classroom activibes

Checked: 58 (B4%) Checked 51 (74%) Chocked: 33 (45%) Chacked B (3%)
Establishes & safe ond orderty | Creates a classroom cubure that

classroom. empowers students to colaborate. | students

&
Checked 60 (87%) Cheched: 30 (43%) Checked: 9 (13%) Checked 1 (1%)

Il \ | ]
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Set-Up

Online Software Manual for the North Carolina Educator Evaluation System: Superintendent 49



Set-Up

Export Data
Export Data allows you to get all of the raw data into a .txt file. You may choose the items that
you want to export.

Set-Up

Export Data

# Export observations data :

Settings
Set Preferences

Exports are available to principal or district administrators only. This report provides users with
.csv (excel file) data specific to teachers, principals and assistant principals for: Summary
Evaluation Rating Forms and Evaluation Rubric.

Use the Select Set to identify which group you’d like to view: Teachers, Principals or Assistant
Principals.

Select School/District — available to district administrators only. Principals have the ability to
select their school data only.

Select Period of the timeframe you’d like the report to compile date.

Click Export Data.
Lsdease  odeapeos |

[ Rubric for Evaluating North Carclina Principals - I ]

2. Select School/ District

=] il County Schools
—
¥ Sm————
——
————
———
——— -
Select Al School/District || Deselect Al School/District ] .
No files craated -‘ Export Data |
'\ Remove all files |
|
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The Summary Evaluation Rating will display the following columns of data:

Person Unique ID:

First Name:

Last Name:

Name:

Date Completed: Principal Signature Date

Teacher Signature Date:

School Year:

School Unique ID:

School:

District:

Evaluator:

Ratings displayed from Developing to Distinguished for all Standards, all Elements and
Teacher Comments

The Evaluation Rubric displays the following columns of data:
Observation Name:

Teacher Name:

Teacher Unique ID:

School Year:

School:

School Unique ID:

District:

Evaluator:

Title:

Date:

Start Time:

End Time:

Teacher Signature Date:

Evaluator Signature Date:

Teacher Status:

Date Principal Conclude: The date the principal conclude the evaluation.
Ratings displayed are either True or False for each Standard and Element. For example:
Understands how they contribute to students graduating from high school: TRUE or
FALSE.
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Settings

Set-Up

L | | Export Data
Observe / Re pon Export observations data

Settings
| Set Preferences

A generic e-mail was set up for your convenience. The e-mail text may be changed by simply
typing the e-mail message in the “Email Message Content” box. The text will be sent as an e-
mail to the teacher.

Personal Status

Enable autosave for all the mval forms m Save frequency (How often the form autosave in minute)

Substitution text for teacher’s first name
Substitution text for teacher's last name

#
<salutation:>

Substitution text for the number of observation at <first_name:=
Substitution text for teacher's salutation <last_name>

Default Email Message for New Observation

Dear <salutation= <first_name= =last_name=,

This email will confirm with you details regarding the teacher performance appraisal process.

The process involves a Pre-observation meeting, at which time we will review your current annual learning plan.

Before the meeting, please take a moment to review the pre-observation form and complete Section A.

During the pre-observation 1 will identify what is expected during the lesson to be observed and I will ask you for a teaching plan
for the classroom cbservation.

Default Name for New Observation

Observation #
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MREL

Mid-continent Research for Education and Learning

4601 DTC BLVD., STE. 500, DENVER, CO 80237-2596
PHONE 800.781.0156 « FAX 303.337.3005
E-MAIL customercare@mcrel.org eWEBSITE www.mcrel.org
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