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Use the following steps to complete your evaluation if your evaluation only requires your
comments and acknowledgement.

If your evaluation requires a self-evaluation that includes entering reflections and ratings, see
the Reflection and Acknowledgement article.

The steps required for completing your evaluation depend on the evaluation workflow your
district or supervisor is using.

Step Description

1 Review Evaluator Ratings, Reflection and Overall Comments

2 Attach Supporting Documents

3 Enter Final Comments

4 Submit Your Evaluation for Review or
Acknowledge Final Approval of your Evaluation
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My Evaluations

Title Supervisors Start Date End Date Action
Period =~ Ewvaluation Code Status Start Date End Date
FALL 13 FO13-B: Fall Observation B Cumplete@ 1000142013
lWINT 13 W1314: Winter 2013-14 Acknowledgement 01/01/2014 022812014
View Evaluation - Miller, Barb Acknowledgement 3¢
Winter 2013-14 Winter 2014 Start Date 01/0442014 End Date 0212502014

Assignment: Elementary School Teacher

ENV: Learning Environment
Show Detailz

File Upload
Show Detailz

Owverall Rating
VG: Very Good v

Evaluator Overall Comments (Optional)

Staff Final Cemments (Optional)

Save and Print Draft PDF Save and Acknowledge Return for Feedback Save Close

Step 1-Review Evaluator Ratings,
Reflection and Overall Comments

A message displays in your Process Alerts when your supervisor sends your evaluation to you.

]

[[] ¢ [ Staff Evaluations Staff Acknowledosment from Nancy Davisl] 09172013

! D|Prccc—ss Name ‘Pcstc—d Dat&|Du& Date

The following example demonstrates where evaluator ratings, reflection, and comments are
located.
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View Evaluation - King, Brenda

Acknowledgement x J
Winter Observation (Special

Winter 2014 (Special Start 01/01/2014 End 024142014
Session) Session) Date Date

Assignment: Elementary School Teacher

D3: Classroom Instruction
Hide Details

13B - Uses instructional strategies to engage students in learning
138 Evaluator Rating

E: Effective
2 Hide Detailz

|38 Evaluator Evidence

Schedules learning time according to guidelines for the subject area(s)
Begins clazs work prompthy

Reinforces students who are spending time on task
Winimizes transition time

Addresses and encourages off-task students

138 Evaluater Reflection

Shows awareness of needs and abilty to interact with exceptional students
Shows sensitivity to physical development of students

13C - Uses varied assessment techniques to advance student learning.
I3C Evaluator Rating

E: Effective
Show Detailz

D3 Evaluater Reflection

Creates a positive learning environment. Is enthusiastic.

File Upload
Show Detailz

Overall Rating
E: Effective

Ewvaluator Overall Comments (Optional)

Bases instruction on goals that reflect high expectation for all students and a clear understanding of the curriculum-guided
practice is challenging to all students.

Staff Final Comments (Optional)

Sawve and Print Draft PDF

Save and Acknowledge Return for Feedback Save

Close
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Step 2-Attach Supporting Documents

You may want to add forms, lesson plans, student assignments, or other documents as supporting
documents to your evaluation. To add supporting documents to your evaluation, complete the
following steps.

The File Upload option is enabled by the Staff Evaluations administrator and may not be
available.

Video files cannot be uploaded.

1. Click the Show Details link in the File Upload section.
Result
The following screen displays.

The Terms and Conditions checkbox must be selected or Campus will not allow you to
upload.

File Upload
Hide Details

Uploaded Files [ ]
Action Type ~ Display Name Upload Date Uploaded By
| No Results Found.

Upload Files
Click "Choose File(s)", check the acknowledgement and click "Upload™.

| consent to be bound by the Terms and Cenditions of the Acceptable Use Policies of both the District and Infinite Campus.

2. Click the Choose File(s) button.
Result
The Choose File to Upload window displays.
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Organize * Mew folder EEE |Bi|| @
it Favorites Staff Evaluations library Arange by:  Folder =
Includes: 1 location
4 Libraries Mame Date rr;—ndified Type Size
@ Documents
il Downloads 4 Staff Eval (1)
Sandbox Ch\Users\sara.smith\My Documents\5andbox
Staff Evaluations L Example File 1/8/20131:1... Adobe Acro... 656 KB
18 Computer
?! Metwork
File name: Example File - [AlFies -|
’ Open |v] ’ Cancel l

3. Navigate to the file you want to upload, select the file, and click Open.

Result
The editor displays.

File Upload
Hide Details

|llpload|.'d Files o |
Action Type = Display Name Uplead Date Upleaded By ‘
No Results Found.

Upload Files
Click "Choose File(s)”, check the acknowledgement and click "Upload™.

Display Name Comments Upload Type Size

)(_ Example File Lesson Plan Example LP: Lesson Plan - 0.54 MB

Choose File(s)

| conzent to be bound by the Terms and Conditions of the Acceptable Use Policies of both the District and Infinite Campus.

4. Select an Upload Type to identify the information in the file.

Options are determined by the Staff Evaluations administrator.

5. Enter any additional Comments about the file.
6. Click the Upload button.

Result
Campus adds the file to the evaluation and a confirmation message displays.

. Click OK.

Result
The file displays in the Uploaded Files table.
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File Upload
Hide Details

Uploaded Files (-]
Action Type = Display Name Upload Date Uploaded By

X (=] |L£=55Dn Plan ‘F_xamgle File |I}113EII2I}14 Smith, Karen

Step 3-Enter Final Comments

You can enter comments on the evaluation before sending it back to your supervisor. Your
supervisor will be able to review your comments before completing the evaluation process.

The following example demonstrates where the Staff Final Comments text box is located.

View Evaluation - Adams, Amelia Acknowledgement ® ‘

Winter 2013-14 Winter 2014 Start Date End Date \:I

Assignment: High School Teacher

ENV: Learning Environment
Show Detailz

File Upload
Show Detailz

Overall Rating
G: Good -
Ewvaluator Overall Comments
| like how you have arranged the classroom materials and resources to facilitate group and individual activities.

Staff Final Comments

| have provided additional documentation for your review in the File Upload section.

Step 4-Submit Your Evaluation for
Feedback or Acknowledge Final

Approval

After you have reviewed your evaluation, you can return your evaluation to your supervisor for
further review or complete the evaluation process by acknowledging the evaluation and sending it

back to your supervisor.
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To... Click..

acknowledge final the Save and Acknowledge button.
approval of your

evaluation

and complete the
evaluation process

submit your the Return for Feedback button. The status of your evaluation will
evaluation for further = change to Returned. If you choose this option, you will repeat steps 1-
review 4.

[mhqﬁ”h‘%;%ww

Save and Print Draft PDF Save and Acknowledge Return for Feedback Save Close
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