Evaluator: Creating and Completing an ADEPT Observation — Consensus Scoring Approach

Observation data must be reported in SCLead.org. Please refer to South Carolina Teaching Standards Process Manual or
ADEPT Guidelines for the required number of observations to be completed for each educator by contract level.
SCLead.org will support both the Average and Consensus scoring approach for each contract level. Each district selected
a scoring approach for each contract level in the district’s ADEPT Plan. SCLead.org will apply the scoring approach to
observations and calculate overall ratings in the system.

This guide will focus on observations using the CONSENSUS SCORING APPROACH. In SCLead.org, ratings must be
entered for each observation; however, ratings will not be visible to the educator, even when the Post-Conference form
is signed by an individual observer. A Consensus Meeting observation summary will be added at the end of each
observation cycle by the evaluation chair. The scores from the Consensus Meeting Observation Summary will be visible
to the educator once the Evaluation Chair signs the Consensus Meeting Observation Summary form.

The Consensus ratings from the preliminary and final observation cycles will be averaged together to calculate the
domain scores and will display in the Results section of the evaluation record for the teacher and evaluation team.

Under the Consensus approach, credentialed evaluators will be able to enter scripting notes*, indicator scores, Area of
Reinforcement, Area of Refinement, and reflections and observer comments. However, only ratings entered on the
Consensus Meeting Observation Summary form will be shared with the educator.

Note: Principals with a SCTS 4.0 evaluator credential will be able to enter observations and view completed observations
even if he/she is not listed on the educator’s evaluation team. However, an evaluator’s scripting notes saved in
SClLead.org will not be shared with the teacher or any other evaluator.

*Entering scripting notes in SCLead.org is an OPTIONAL feature. However, utilizing the scripting function will allow
observers to see scripting notes/evidence associated with each indicator to assist in scoring each indicator.

Step 1: Click Evaluations on the navigation menu bar.
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page now makes it un-editable, (7} Superintendent/DA can sign all completed evaluation’s Annual Assurances
forms, (8) Principal’s can create observations and close out all other evaluation components
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Step 2: Locate the evaluation and click Details.
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Step 3: Click Observations.
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Step 4: Click Add Observation under the Preliminary/Fall Semester or Final/Spring Semester, as desired.
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Status Observation Forms
Setlings . .
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EVALUATION All fall semester integral classroom observations must be announced. Each observation must cover a complete lesson and must
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Goals

Observations . . .
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Note: The educator will not see the observation record listed here until the evaluator selects the “Allow Self-Reflection”
button on the Scripting & Scoring Page (described in Step 14).

Step 5: Enter the Observation date and time.
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Step 6: Verify or select the school where the observation will occur and click Submit.
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The observation forms will now appear on the left. Each observation will have a pre-conference form, scripting &
scoring, and a post-conference form. If the observation is unannounced, the pre-conference form can be skipped.

Step 7: Click Pre-Conference, if the observation will occur in the Preliminary/Fall cycle.
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Step 8: Click Edit to enter the Pre-Conference information.
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Pre-Conference & Edit
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The purpose of the pre-conference is to collect evidence related to planning and to give the educator the opportunity to provide
Post-Conference context for the lesson.

« ltis best practice for teachers to be notified of the date and time for the pre-conference at least three school days in
advance

+ Absent unusual circumstances (e.g.. weather, absences, illness, etc.) announced observations should occur ne later than
two school days following the pre-conference.

« If the evaluator is unable to observe the intended lesson, a new pre-conference must be scheduled and conducted

« During the pre-conference, the evaluator can ask questions and collect evidence prior to the upcoming observation
Additionally, teachers can ask their evaluators clarifying questions about the SCTS 4.0 rubric and/or specific Indicators
within the rubric.

< Back to evaluation



Step 9: Enter the Pre-Conference date. You may also choose to add questions about the lessons. Click Save.
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= |f the evaluator is unable to observe the intended lesson, 2 new pre-conference must be scheduled and conducted
= During the pre-conference, the evaluator can ask questions and collect evidence prior to the upcoming observation
Additicnally. teachers can ask their evaluators clarifying guestions about the SCTS 4.0 rubric and/or specific Indicators
within the rubric.
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Closing
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= Confirm logistics for observation (when, where, where chserver can sit)

Step 10: When ready to enter scripting and/or observation scoring, click Scripting & Scoring.
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Step 11: Scripting notes can be entered and aligned to the rubric, if desired, by checking each indicator box as
applicable. Enter a section of notes and click Add Scripting Notes to save a section of notes.
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Step 12: When you are ready to enter the observation scores, click Scoring within the Scripting & Scoring section of the
observation. To see the rating descriptions for an indicator, click the icon to the right of the scoring boxes.

Note: The educator will not see the scores entered. Only the scores on the Consensus Meeting Observation Summary
form will be shared with the educator.
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Step 13: Click the box for the score desired for each indicator. SCLead.org requires each indicator to be scored for the
observation to be complete in accordance with policy.

Note: Click the icon next to each indicator to view the scripting notes, if you used the scripting function and aligned
evidence to an indicator.
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Step 14: When you are ready for the educator to enter his/her self-reflection, click the Self Reflection tab of the
Scripting & Scoring section of the observation and click Allow Educator Self-Reflection.

Note: While this is step 14 in the user guide, this step can be completed as soon as the observation record has been
created. Allowing the educator to self-score will NOT share indicator scores entered by the observer under the Consensus
approach. The educator will NOT have access to observer scripting notes at any time, even after the observation is
completed. The educator will not see the indicator scores until the Evaluation Chair has entered his/her signature on the

Consensus Meeting Observation Summary form.
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Step 15: To complete the observation, click Post-Conference within the observation. The page will show the Observation
Summary and, if the educator has entered self-scores, the educator self-scores will show on the Post-Conference form.
The screenshot below is ONLY what the evaluator will see. Prior to team’s completion of the Consensus Meeting

Observation Summary Form, teachers will ONLY see their self-score ratings, the Area of Reinforcement, and the Area of
Refinement.
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Step 16: Select the reinforcement and refinement indicators, enter reinforcement and refinement objectives. During

the post-conference you may choose to add additional reflection notes. Click Save.

Pre-Conference Respectful Culture
Scripting & Scoring

Post-Conference
<~ Back to evaluation \

Reinforcement Indicator
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\Reinforcement Objective

You have 4000 characters remaining

Reflection
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Step 17: Click Add my signature. This will enable the teacher to see the Area of Reinforcement and Refinement, as well
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You have 4000 characters remaining
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as send your scores to the Evaluation Chair and/or other evaluator(s) on the Consensus team.

Reflection
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Step 18: In the Add Signature window, enter your PIN in the PIN entry box. If you do not remember your PIN, click
Forgot your PIN? and the system will show you the PIN assigned to you by the system. Click Sign.

Add Signature

P enter your PIN to electronically sign this document

& | enterpin Forgot your PIN7*-—

The observation is now complete for the observer.

The educator can see the Consensus Post-Conference form (Area of Reinforcement and Refinement ONLY) and must
enter his/her pin. However, the educator will NOT see the scores for the observation. The Consensus Post-Conference
form will only show the educator the reinforcement and refinement indicators, the associated objectives and the
evaluator’s reflection notes.

Note: These steps can also be used to add a Walkthrough observation. If scores are added to the walkthrough form,
those scores will NOT be included in the educator’s observation average.

CONSENSUS MEETING PROCESS:

Once all observations have been completed for the cycle (the number of observations required will vary by contract and
level), the Evaluation Chair MUST complete a Consensus Meeting Observation Summary form in SCLead.org. To begin
this process, the Evaluation Chair will complete the steps below.

Step 19: Click Add Consensus Meeting.
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All spring semester observations must be unannounced. Each observation must cover a complete lesson and must address all
SCTS indicators identified in the Planning, Instruction, and Environment domains.

Add Observation [ Add Walkthrough B Add Consensus Mesting D Restore
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Step 20: Enter the Consensus Meeting date and time as the Observation date.
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Step 21: Verify or select the school where the educator is assigned and click Submit.
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Step 22: Click Scoring.
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Step 23: The page will show the indicator scores from each completed observation. Click the box for the desired
consensus score.

Planning
Observer Score(s) \ Consensus Score
Instructional Plans o1 1|2 3 n
S5 - I
02 1| 2|3 n
Student Work - N n
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Assessment o1 1| 2 4
-l ©
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Step 24: Click Post-Conference
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Step 25: Optional: Select a Reinforcement and Refinement Indicator, enter objectives for each selection and a reflection
for the educator, if desired. Click Save.

Note: The Consensus Meeting scores will not be shown to the educator until the Evaluation Chair has added his/her signature.

| Post-Conference

< Back to evaluation \ Reinforcement Indicator \Reﬁnement Indicator
Planning: Student Work v Instruction: Questioning v
Reinforcement Objective Refinement Objective

reinforcement objectives for the educator refinement objectives for the educator

You have 3959 characters remaining ‘You have 3962 characters remaining

Reflection

reflection and comments for the educator

You have 3860 characters remaining

Signatures

=+ Add my signature

Step 26: Click Add my signature.
Reflection

reflection and comments for the educator

You have 3960 characters remaining

\Sig natures

+ Add my signature

The Consensus Meeting Observation Summary will be considered complete once all evaluation team members assigned
to observe AND the educator have signed the Consensus Meeting Observation Summary form. The scores from the
consensus meeting will be used to calculate the overall observation ratings in the Results section of the evaluation.

Contact SCLead.org support if you have problems accessing or completing observations.

1-877-314-1412 or https://sclead.orqg/help/support.
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