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Create a Checklist for an Evaluation:

To create the checklistclick on Settings TabUnder Organizatior On the Options Taf5croll down to
Eval uati on Checkl iCshte cakdeB@Urei)c k on “ Manage

A\ Login Settings _ Subscription  Preferences  Calendar Feed Organization

Your Name: ® Log Out Your Organization:
I

o9 EvaluWise | Demo
Empioyee ID: (Optional)
Schools Student Growth Areas User
=
Emait Options
Teacher Positions:

Evaluation Categories:

Old Password
Evaluation Checklists:

New Password Independent Forms:
Setings
Form Codes:
L

Repeat Password

B Update Password Manage Unpaired File Folders: ™ Manage File Folders
Organization Email Notifications: I Manage Notifications.
Allow Evaluation Labels: <=

Once in Checkl i st click on “+Add Checklist” to cr
edit it. (seeFgure 2

Checklists

Checklist Details ‘ ltems

Formal
List Name

Figure2
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If adding a new checklistickChecklist Detail$abto enter the details of the checklist. Click Save once
it is setup.(seeFgure 3)

New Checklist

Checklist Details Items
List Name
Formal Checklist
Evaluation Category
Any Category v
Tenure Status

Either A

Evaluation Type

Formal Evaluation v

Effective Date

01/10/2018

This delermines when this checklist begins o show up on evalualions. Useful when adding new checkiists in later years. (Old checkiists can be archived using the archive button) >

Figure3

Under the Items Tak Entereach itemfor the checklistthe action and due events or days’lease note
if you are adding a form as part of the checkligtiease seghe last section of this documentation on
creating aform code and assigning it to a forrtsee Figure 4)

Edit Checklist Item Evaluation Checklists
Item Name: Formal Checklist
Complete Post Observation Forr Checklist Details ltems
Action: Add ltem

Form Completed e i
| — ‘ Complete Pre-Observation Form

Choosing an action will mark this item complete when a defined action is completed.

Form Code:

| = ‘ Complete Pre-Observation Section

123 —
| = ‘ Complete Classroom Observation

Due Event:

Post Conference Date

Due After How Many Days from Due Event:

Figure4
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Once your Checklist has been created it will pull into all new evaluations. The Checklist will be hidden to
the side—click on the blue headesf the checklist to display it on the scredgee Figure 5)

Tom Eckert

= Formal |No Label

@ Teacher Access Q Artifacts = &= Email Log

Pre Observation Conf. >

Pre Conference 2

| v Pre Conference Form Completed: 1/12/2018 1:05 PM

' Classroom Observation Script ,,
12 . S— r 2 =
BLul Post Observation Conf. m

& Evaluation Checklist

. Pre Observation Conf. >
17122018

Pre Conference 2
v Pre Conference Form

. Classroom Observation v

D Complete Post Observation Section

Figure5

As you completgour defined itemdor the Evaluationt will check off the items on your Evaluation
Checklist(see Figure 6)

Ken Bryant

= Evaluation |Ne Label

® Teacher Access ¥ Artifacts 8 & Email Log

& Evaluation Checklist
7 Set | 1 | |

v

(O Complete Classroom Observation
Fre-Confarence Test

Pre Observation Test
Test Form 1

(3 Post Observation Form

g [ [ Post Observation Section
Classroom Observation

set — 1 ( )
2y Post Observation Conf.

Post Conference Form I

)

Teacher Goals for Improvement

Observation Summary

Figure6
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Setting up Form Codes for Checklist

This is required to link a form to a checkitsin

Click on Settirg-and under Organizatioan the Options Tabcrolldown to Form Codes and Click on

“Manage Fosatig@e7es”

(

©® Feedback / Suppor]

i -_
Login Setti Subscription P Calendar Feed Organization
.’. Your Name Your Organization:
EvaluWise Demo
e Employee ID: (Optional)
— . Schools Student Growth Areas Ug
Email: Options
Evaauun wieuists. ("= Manage Checkits |
=4
Warning: Changing your email address will change the address you use to login Independent Forms:
Old Password Form Cades: W o OO
Settings Manage Unpaired File Folders: "8 Manage File Folders
New Password
L/ Organization Email Notifications: " E= Manage Notifications
Repeat Password
Allow Evaluation Labels: @\
Allow Evaluation Labels to be Visible on Ay
Teacher's Dashboard: RO
Show Copy Button for Forms and P e o
Figure7
Create a form code for each type of form that you want pulled into yoerchk | i st Cl
" . . .
Form Code Enter Code and then a@eeBguse8)y i pti
Add/Edit Form Code "Close
Code: Pre
Description:  Code for all Pre Evaluation

Forms

Z

Save Form Code

\

Figure8
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Next Go into your Form araksign the Form Code to the Form

You can only setup categories for Folinked to an evaluation

T aske Fguwred9) CI i c k

For ms

Click on RubricsSelectthe RubrieCl i ck on t he

*Cre=~" L IE_

-APretlygoodRubric Q‘ ’

Rubrics
'A Pretty good Rubric esmnrune 5 (I

Rubric Outline Performance Levels Student Gro

Here you can define multiple groups and select the group you want to use each time you begin an evaluation. Within
each group of forms you may define as many forms as you would like for each section (Pre Conference, Observation,

Informal Observation, and Post Conference) of the eyglua agess, as well as determine which forms you will allow
your teachers to be able to have access to ang

Teacher 2

[COPY] A Pretty good Rubric

Figure9
Next Click on the “Form Group” and t hSelectt®l i ck on
Form Code from the Drepown Menu. gee Figure 10)
Rubric Forms Close
ML LRl + ceai-cop | Pre Conference 2 QREveon
7 Default Group UL L | Questions
+ Add Form Form Name} Pre Conference 2 Section. Pre Conference v O E

m Pre Conference 2
Description/Instructions:

)
Teacher Access: ﬁ/

This determines whether ieachers will be able to see this form

Teacher Edit: M)

A This determines whether teachers will be able to fill out this form.

m Pre Conference Form

m Post Conference Form

Effective Date: 01/05/2018

Informa\ Form

This deigy s o ey —— .
BV forms in later years. (Old forms can be archived using ive: button)
m Summative form
Form Code pre b

Group 2 testing B

align Checkiists, select a form codode st actions.

\
Show evaluators answers prior fo form submission: ﬁ/
(yno™

Show teachers answers prior to form submission: “—/
Who is responsible for submitting this ferm:

Evaluator T

Custom Form Heading:

Figure10

Please Note- The checklist will only take effect on any new evaluations added after the checklist was

created.

Merge Fields

Form Name: [formname]
Teacher First Name: [finame]
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New View on the Evaluations:

The Evalation's layout has changed for easier accessammonly useduttons. Under the Teacher

name there is now a button for Teacher Access, Artifacts, Printing, Email Log and then on the Summative
Evaluations the Linked Evaluations Button. The Evaluatiompl@&te Button idn the same locatior

top rightand Evaluation Nameubric, and formgrouphave movedinder it. Finally the evaluation

delete button is located under the evaluation informatigeee Figure 11)

— Ken Bryant

— Summative Evaluation (NoLabel

@ Teacher Access @ Artifacts a8 % Linked Evals &= Email Log

Summative Observation

S(;t — -
el Professional Practice Summary view >

View Results & Set Ratings View )

LY I E]

Goals/Notes

\,
Work o

Figurell

Updates tolllinois Performance Ranking Report

When you run thdllinoisPerformance Ranking Report you now have the following opi{{Biggire 12)

Print Name on Report if checkedf unchecked
# Print Names _ prints confidential code

& Print H Prints Report I
Create PDF of
[A Create PDF | CSV Export H Export report to csv

Report
Publish to Teachers (Published History) Post Grouping on Teacher
Dashboard

Figurel2
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When you click Publish to Teacher you will get the following warnAidlick Yes if you would like the
teacher to see theigrouping on the Teacher Dashboard (See Figure 13)

?

Publish to Teacher Dashboard?

Are you sure you would like to publish the results to the
teacher's dashboard now? (Teachers will only see their
own group result)

Yes Cancel

Figurel3

The Teacher Dashboard now has the following New Tabs to View their personal information.

Positions
Quialification
Pro. Licenses
1 Perf, Ranking

= =4 =4

Positions- (seeFgure 14)

Evaluations Forms Ralings‘ Positions ‘ ;) alifications | Pro. Licenses | Perf. Ranking Reports

Positions
(Active) English

Figurel4
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Quialifications- (seeHgure 15)

Evaluations | Forms | Ratings Positiﬂns [ Qualifications ‘ Pr> Licenses = Perf. Ranking Reports
N ———e

» Certified Reading Specialist
» Certified Math Specialist

Figurel5

Pro. Licenses (seeHgurel6)

Evaluations | Forms  Ratings | Positions | Qualificatio [ Pro. Licenses ‘ PArf. Ranking = Reports

Professional Licenses

ELS - (CTE) Educator

Figurel6

Perf. Ranking (seeFgure 17)

Evaluations | Forms | Ratings | Positions | Qualifications | Pro. Licens [ Perf. Ranking ‘ eports

Performance Ranking Groupings

02/01/2018 English

Figurel?
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