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How to Complete an Observation by Building Administrator
Note: An Assessment is completed by an individual or a team, and closes at the due date that was assigned. 
1. Click on the “New” button in the Observations box  located on the My Building Dashboard or on the “New Observations” link on the district menu as shown below:
[image: ]
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2. This will display the Start New Observation page shown below[image: ]
Choose the Assessment Type: either Self-Assessment or Team
Choose the Self-Assessment from the dropdown list
Then either choose the building or search by name
The Assessment Status choices are: Completed – A self-assessment has been completed
                                                                  No Self-assessment /initial observation – self-assessment has not
                                                                  been completed	
				       Show All – displays everyone who meets the search criteria
Completed After – this narrows the search to self-assessments completed after the date chosen

After the criteria has been entered click the Search button displayed above
3. The results will be similar to the display below and on the same screen as the search criteria box:
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4. Click the green plus sign to start the observation
5. The observation assessment will be displayed similar to the display below:
[image: ]
6. [bookmark: _GoBack]Either use the slide bar or click on the appropriate place on the scale to mark the questions. (Participant responses will display for each questions if this is not an initial observation and the observation is complete. Team response scores are an average of the total scores given by participants.)
7. When complete click the Complete Observation button displayed below
[image: ]
8. The observation “heat map” will be displayed similar to below:
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EDUCATORS COLLABORATIVELY DEVELOP COMMON PURPOSES AND GOALS
FOR IMPROVED STUDENT OUTCOMES THAT EMBRACE CONTINUOUS SCHOOL
IMPROVEMENT.

How often does your team agenda address...

1, Discussing data and monitoring student progress? Never v

Observed: 0.0 [l [ [ ]

4 3 2 1 []

2. Identifying instructional practices that result in student learming? Never v

Observed: 0.0 [l [ [ ]

4 3 2 1 []

3. Identifying students needing re-teaching? Never v
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Essential Fun

Educators teach students
to determine, “Where am |
Going?”

Observation Assessment Essent

Exemplary

When teaching students to
develop learning goals, 5 of 5
riteria occur
Educator
- writes daily targets using
student-friendly language,
using "l can ,* or *I know

* statements
- creates daily opportunities
for students to use or interact
with learning targets
« develops rubric or scoring
quide for appropriate
assignments and provides
multiple opportunities for

Proficient

When teaching students to
determine leamning goals, 4 of
5 criteria occur and must
include:

Educator:

- writes daily targets using
student-friendly language,
using “I can .* or “I know *
statements

- creates daily opportunities
for students to use or interact
with learning targets

- asks students to set daily
goals i relation to the
learning targets

Far from Proficient

When teaching students to
determine leaming goals, 3 of
5 criteria occur and must
include:

Educator:

- writes daily targets using
student-friendly language,
using “I can .* or “l know
statements

- creates daly opportunities
for students to use or interact
with learning targets

‘When teaching students to
determine leaming goals, less
than 3 of the 5 criteria occur.
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START NEW OBSERVATION

Search Options

Assessment Type: Self-Assessment v

Pillar: Al Pillars v
Self-Assessment All Assessments v

Building assignment Select All v
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- View current and complete observations

Jump to bottom

Self-Assessment Name Building assignment Score  Assessment Completed  Action
Instructional Leadership v1 POPLAR BLUFF MIDDLE SCHOOL(4040) ¢ = = Qi
Collaborative Teams v1 POPLAR BLUFF MIDDLE SCHOOL(4040) ¢ - - Q
Developing Assessment Capable Leamersvi  POPLAR BLUFF MIDDLE SCHOOL(4040) ¢ s - &
Metacognition vi POPLAR BLUFF MIDDLE SCHOOL(4040) « - - &
School Based Implementation Coaching vi  POPLAR BLUFF MIDDLE SCHOOL(4040) ¢ 5 s &
Data-based Decision Making - Revised v POPLAR BLUFF MIDDLE SCHOOL(4040) ¢ 5 s &
Common Formative Assessment (CFA) Vi POPLAR BLUFF MIDDLE SCHOOL(4040) ! = - +
Instructional Leadership v1 POPLAR BLUFF JR. HIGH(2050) ¢ 5 s Qi




