
McREL Evaluator Help Home
 

Welcome to the Help Guide for the McREL Teacher & Principal Evaluation System.  The menu 

below will guide you through the different topics you will find on this help site. As always, if 

you cannot find the answer you are looking for here, feel free to call us at (800) 977 6735, email 

to help@searchsoft.net, or visit the People Admin Community.  
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Account Information Related Topics 
 Basic Account Information 

 How to Change Password 

 How to Change Username 

 Forgot Username or Password 

 

How to Change Password 

You can change your password from Account Information, located in the menu bar that is found 

across the top of the screen.  

 

 
 

To change your password simply enter the new password twice for confirmation. When you have 

finished, click "Change Password." 

 

How to Change Username 

You can change your username from Account Information, located in the menu bar that is found 

across the top of the screen.  



 

 
 

Your current username will be displayed in the Username field. If you would like to change it, 

simply type in the new username and click "Save and Next." 

 

 

Forgot Password 

Employers have the ability to retrieve their own username/password information. On the 

Employer Login page, you will see "having trouble logging in?" below the "Login" button. 

 
 

Once the user clicks on "having trouble logging in?" a new screen will appear: 



 

 

1. Enter the email address you think is associated with your account 

2. Click "Send Recovery Email" 

Upon clicking "Send Recovery Email" the user will receive a confirmation email

 

 

 

Once you receive the "Recovery Email" you will have 48 hours to use the link in this particular 

email to recover your account. If you fail to use the link within that 48 hours of receiving the 

email, the link will become invalid. You will have to go through the process once more.  

 

 
 

Once you click on the link, it will take you to the "Change Account Password" page. 

1. Enter your new password 

2. Confirm you new password 

3. Click Save and Next 



 

You will receive a confirmation page that will remind you of your username. If you click 

"Continue," it will immediately take you into the system. 

 

You will also receive an email confirmation notifying you of the change to your password.  



Principal Evaluation 

Principal Self Assessment 
The self assessment is completed by the evaluee at the start of each evaluation cycle.  Visibility of the self assessment is controlled by the evaluee 

and can be changed at any point in time. 

Completing a Self Assessment 

1. Starting on the "Evaluation Home" page click on the link listed under Self Assessment. 

    a. Use the link to start a new form at the start of the evaluation cycle. 

    b. The color coded block tracks the documents status. 

  

2. Fill out the Self Assessment form 

3. At the bottom of the form are several options  

    a. Marking "Yes" will stamp the form with a completion date. 

    b. The visibility of the document can be changed at any time by the evaluee. 

        i. If "Yes" is marked the evaluator can view the content of the form.   

        ii. If "No" is marked the evaluator is able to see the status of the form but cannot open it.  

    c. "Save and Next" will save any changes made to the document and return the user to the 

"Evaluation Home" page 

 

 
 

4. Once the form is started, the "Evaluation Home" page is updated to reflect the current status 

    a. Prior to completing the "Self Assessment" form the user can click on the document link to 

edit the form 

 b. The current status and visibility of the form is displayed. 

    c. A new self assessment can be started directly from this page. 

    d. Once the form is marked as completed, the "Edit" link will need to be used by the evaluee to 

make any changes to the document. 



  

 

    

 
 

 

 



Teacher Evaluation 

Self-Assessment 
The self assessment is completed by the evaluee at the start of each evaluation cycle.  Visibility of the self assessment is controlled by the evaluee 

and can be changed at any point in time. 

Completing a Self Assessment 

1. Starting on the "Evaluation Home" page click on the link listed under Self Assessment. 

    a. Use the link to start a new form at the start of the evaluation cycle. 

    b. The color coded block tracks the documents status. 

  

2. Fill out the Self Assessment form 

3. At the bottom of the form are several options  

    a. Marking "Yes" will stamp the form with a completion date. 

    b. The visibility of the document can be changed at any time by the evaluee. 

        i. If "Yes" is marked the evaluator can view the content of the form.   

        ii. If "No" is marked the evaluator is able to see the status of the form but cannot open it.  

    c. "Save and Next" will save any changes made to the document and return the user to the 

"Evaluation Home" page 

 

 
 

4. Once the form is started, the "Evaluation Home" page is updated to reflect the current status 

    a. Prior to completing the "Self Assessment" form the user can click on the document link to 

edit the form 

    b. The current status and visibility of the form is displayed. 

    c. A new self assessment can be started directly from this page. 

    d. Once the form is marked as completed, the "Edit" link will need to be used by the evaluee to 

make any changes to the document. 



 

    

 
 

 



Formal Observations 

 Formal Observation Workflow 

The diagram below defines each of the key steps in the Formal Observation process: 

1. Observation In Process - Not shared with Evaluee - All Formal Observations begin in 

this stage.  Forms in this stage are not visible on the "Evaluation Home" page and can 

only be accessed from the evaluators "Pending Items" queue.  While in this stage, the 

evaluee can not see the form.  

2. Share with Evaluee - Selecting this transition from the bottom of the Formal 

Observation and clicking submit, will email the evaluee that the form has been shared 

with them and make it visible on their "Evaluation Home" page.    

3. Observation in Process - Shared with Evaluee - The evaluator can continue to edit and 

update the form at this stage, and the evaluee will be able to see the changes.  Typically 

the form will be left in this stage until the post conference.  

4. Request Evaluee Acknowledgement - This will typically be selected during or after the 

post conference.  Once it is selected and the submit button has been pressed NO 

changes can be made to the observation.  This moves the document from the Evaluator 

to the Evaluee.  

5. Evaluee Review - Once the Evaluee receives the form they have several choices of how 

to proceed.  

1. Acknowledge - The evaluee can choose to acknowledge the document.  Once 

they have acknowledged the form it is move to a completed status.  

2. Acknowledge with Comments - The Evaluee can choose to acknowledge and 

add a comment to the document.  If a comment is added, the document is returned 

to the Evaluator, who then signs the form again confirming that they have 

reviewed the comments.  

3. Not Acknowledged - There are two ways that a form can be transitioned this 

way:  The Evaluee chooses to not acknowledge the form and submits it 

accordingly or the Evaluee takes no action for 10 days.  In the latter case the 

system will automatically transition the document.  Both options send the 

document back to the Evaluator, who can either resend the form to the Evaluee or 

confirm that the form was not acknowledged.  

  



 
Two additional actions that can be taken from several of the transition points are listed here:  

 Discard - This action will move the form to the trash.  

 Save as Draft - This action will allow the user to save their work and return to it at a later 

time to complete the form.  Once an action is selected, be sure to click the submit 

button or your changes will be lost.   

  

Starting an Observation from the Evaluation Home Page 

The first step should always be identifying who is to be observed.  Once viewing an employee's 

evaluation home page, a new observation can be started using the link in the Observation Section 

and clicking "Add Another".  

Completing an Observation 

Accessing In-Process Observations 

Once an observation form has been created, and prior to the completion of the form, the observer 

can access the form from their Pending Items Link  in the navigation menu on the left side of the 

tab.   

1. Select the "Evaluation" tab   
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2. Select the "Pending Items" link from the left side  

3. Select the "View" link next to the form that you want to work with   

Completing The Form 

The observation form is designed to help track a teacher's performance against the defined 

standards.  The collection of data on the form will demonstrate performance against the defined 

standards and individual elements in the observation.  The process for reviewing each element 

should begin with the upper left most column and continuing downward, selecting all that apply 

in that practice.  Upon completing each rating column the observation moves to the right and 

starts at the top of the next rating column.  These steps should be repeated in each column until 

the standard is complete.  Any practice that is observable will be marked with an “eye” denoting 

it as observable.  If no practice is selected under an element, the section for “Not Demonstrated” 

should be noted with comments indicating why the practice was not selected in the prior 

menu.  If the practice is not part of this observation, the “Not Looked For” box should be 

checked to indicate this.  

 A summary comment box will be located at the end of each section.  You can use this section to 

make observation comments, and attach artifacts or personal records.  Artifacts can be attached 

directly to the form, referenced in the Forms Library, or the observer can simply note that the 

information was reviewed.   



Professional Development 

Starting a Preliminary Professional Development Plan 

 

Key Terms 

Individual Professional Development Plans  

Teachers who are rated at least "Proficient" on all the standards on the Teacher Summary Rating 

Form will develop an Individual Professional Development Plan designed to improve 

performance on specifically identified standards and elements. 

Monitored Professional Development Plans   

A teacher shall be placed on a Monitored Professional Development Plan whenever he or she: 

o Is rated "Developing" on one or more standards on the Teacher Summary Rating 

Form; and 

o Is not recommended for dismissal, demotion or nonrenewal. 

A Monitored Professional Development Plan will, at a minimum, identify the standards and 

elements to be improved, the goals to be accomplished, the activities the teacher should 

undertake to achieve Proficiency, and a timeline which allows the teacher one school year to 

achieve Proficiency. 

Directed Professional Development Plans 

A teacher shall be placed on a Directed Professional Development Plan whenever he or she: 

o Is rated: 

 "Not Demonstrated" on any standard on the Teacher Summary Rating 

Form; or 

 "Developing" on one or more standards on the Teacher Summary Rating 

Form for two sequential years; and 

o Is not recommended for dismissal, demotion, or non-renewal. 

The Directed Professional Development Plan will, at a minimum, identify the standards and 

elements to be improved, the goals to be accomplished, the activities the teacher needs to 

complete to achieve Proficiency, and a timeline for achieving Proficiency within one school year 

or less. 

 



Summary Evaluation 
Prior to the end of the school year, and in accordance with district timelines, the principal should 

conduct a summary evaluation conference with the teacher. During the summary evaluation 

conference, the principal and teacher should discuss the teacher’s self-assessment, the teacher’s 

most recent Professional Development Plan, the components of McREL’s Teacher Evaluation 

System completed during the year, classroom observations, artifacts submitted or collected 

during the evaluation process and other evidence of the teacher’s performance on the Teacher 

Evaluation Rubric. 

 

At the conclusion of the evaluation process, the principal will: 

1. Give a rating for each element in the Teacher Evaluation Rubric; 

2. Make a written comment on any element marked "Not Demonstrated"; 

3. Give an overall rating of each standard in the Teacher Evaluation Rubric; 

4. Provide the teacher with the opportunity to add comments to the Teacher Summary 

Rating Form; 

5. Review the completed Teacher Summary Rating Form with the teacher; and 

6. Secure the teacher’s signature on the Record of Teacher Evaluation Activities and 

Teacher Summary Rating Form. 

Starting a Summary Evaluation 

When a user wants to start a new Summary Evaluation of a teacher the first step is always 

to identify the individual to be observed.   

Evaluation Home 

When viewing an employee's evaluation home page, a new Summary Evaluation can be started 

by clicking "Add another" in the observation section. 

 

Completing a Summary Evaluation 

Accessing In-Process Summary Evaluation 

Once a Summary Evaluation form has been created, and prior to the completion of the form, the 

evaluator can access the form from their Pending Items.   

1. Select Evaluation from the menu across the top of the page 

2. Select "Pending Items"  

3. Select the "View" link next to the form that you want to work with  

Printing a Summary Evaluation 

There are two options for printing the Summary Evaluation form. You can print the full 

document or you can print a PDF short form (shown below).  
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Peer Observations 
The system allows observations to be conducted by a peer or user other than the primary 

evaluator.  These observations are available for the evaluator to view. 

 

Requestor Steps 

1. From the Evaluation Home Screen select the “Peer Observation” link.  Select the “Add 

Another” link if previous ones have been conducted, and you want to add another 

observation.   Once created, the evaluee can use the link to view the “In Process” or 

“Completed” document. 

 

 
 

2. Complete and assign the observation. 

a. Complete the necessary information indicated in the document (required information will 

be denoted by a red asterisk). 

b. Select “Request Peer Observation” 

c. Enter the email address of the person that will conduct the observation. 

d. Sign and send the document using the login password. 
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Observer Steps 

 

1. The instructional coach will receive an email containing the link to the observation form.  This 

link can be reused until it is marked “Observation Complete”. 

 
  

 



 
 

2. Once the instructional coach completes the form and submits it as “Observation Complete”, 

the evaluee will receive an email notification that the observation has been completed.  The 

evaluee will then be able to view the completed form on their evaluation home page. 

 

 
 

  

 

 



McREL to NJ-SMART Score Conversion 
The state of New Jersey requires Summary Rating Form (Practice) scores to be submitted to the 

AchieveNJ (NJ SMART) data system.  To align with other measures, these scores need to fall 

within a 1-4 point range, with 4 possible rating names.  By default, McREL's scores range from 

0-4, with 5 possible rating names.  McREL has provided the following conversion chart to 

conform to New Jersey's standards: 

McREL Rating 

McREL 

Score 

(0-4) 

NJ 

Score 

(1-4) 

Rounded 
NJ SMART 

Rating 

Not Demonstrated 0.00 1.00 1.00 Ineffective 

Not Demonstrated 0.01 1.0114 1.01 Ineffective 

Not Demonstrated 0.02 1.0227 1.02 Ineffective 

Not Demonstrated 0.03 1.0341 1.03 Ineffective 

Not Demonstrated 0.04 1.0454 1.05 Ineffective 

Not Demonstrated 0.05 1.0568 1.06 Ineffective 

Not Demonstrated 0.06 1.0681 1.07 Ineffective 

Not Demonstrated 0.07 1.0795 1.08 Ineffective 

Not Demonstrated 0.08 1.0908 1.09 Ineffective 

Not Demonstrated 0.09 1.1022 1.10 Ineffective 

Not Demonstrated 0.10 1.1135 1.11 Ineffective 

Not Demonstrated 0.11 1.1249 1.12 Ineffective 

Not Demonstrated 0.12 1.1362 1.14 Ineffective 

Not Demonstrated 0.13 1.1476 1.15 Ineffective 

Not Demonstrated 0.14 1.1589 1.16 Ineffective 

Not Demonstrated 0.15 1.1703 1.17 Ineffective 

Not Demonstrated 0.16 1.1816 1.18 Ineffective 

Not Demonstrated 0.17 1.1930 1.19 Ineffective 

Not Demonstrated 0.18 1.2043 1.20 Ineffective 

Not Demonstrated 0.19 1.2157 1.22 Ineffective 

Not Demonstrated 0.20 1.2270 1.23 Ineffective 

Not Demonstrated 0.21 1.2384 1.24 Ineffective 

Not Demonstrated 0.22 1.2497 1.25 Ineffective 

Not Demonstrated 0.23 1.2611 1.26 Ineffective 

Not Demonstrated 0.24 1.2724 1.27 Ineffective 

Not Demonstrated 0.25 1.2838 1.28 Ineffective 

Not Demonstrated 0.26 1.2951 1.30 Ineffective 

Not Demonstrated 0.27 1.3065 1.31 Ineffective 

Not Demonstrated 0.28 1.3178 1.32 Ineffective 

Not Demonstrated 0.29 1.3292 1.33 Ineffective 

Not Demonstrated 0.30 1.3405 1.34 Ineffective 

Not Demonstrated 0.31 1.3519 1.35 Ineffective 

Not Demonstrated 0.32 1.3632 1.36 Ineffective 
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Not Demonstrated 0.33 1.3746 1.37 Ineffective 

Not Demonstrated 0.34 1.3859 1.39 Ineffective 

Not Demonstrated 0.35 1.3973 1.40 Ineffective 

Not Demonstrated 0.36 1.4086 1.41 Ineffective 

Not Demonstrated 0.37 1.4200 1.42 Ineffective 

Not Demonstrated 0.38 1.4314 1.43 Ineffective 

Not Demonstrated 0.39 1.4427 1.44 Ineffective 

Not Demonstrated 0.40 1.4541 1.45 Ineffective 

Not Demonstrated 0.41 1.4654 1.47 Ineffective 

Not Demonstrated 0.42 1.4768 1.48 Ineffective 

Not Demonstrated 0.43 1.4881 1.49 Ineffective 

Not Demonstrated 0.44 1.4995 1.50 Ineffective 

Not Demonstrated 0.45 1.5108 1.51 Ineffective 

Not Demonstrated 0.46 1.5222 1.52 Ineffective 

Not Demonstrated 0.47 1.5335 1.53 Ineffective 

Not Demonstrated 0.48 1.5449 1.54 Ineffective 

Not Demonstrated 0.49 1.5562 1.56 Ineffective 

Not Demonstrated 0.50 1.5676 1.57 Ineffective 

Not Demonstrated 0.51 1.5789 1.58 Ineffective 

Not Demonstrated 0.52 1.5903 1.59 Ineffective 

Not Demonstrated 0.53 1.6016 1.60 Ineffective 

Not Demonstrated 0.54 1.6130 1.61 Ineffective 

Not Demonstrated 0.55 1.6243 1.62 Ineffective 

Not Demonstrated 0.56 1.6357 1.64 Ineffective 

Not Demonstrated 0.57 1.6470 1.65 Ineffective 

Not Demonstrated 0.58 1.6584 1.66 Ineffective 

Not Demonstrated 0.59 1.6697 1.67 Ineffective 

Not Demonstrated 0.60 1.6811 1.68 Ineffective 

Not Demonstrated 0.61 1.6924 1.69 Ineffective 

Not Demonstrated 0.62 1.7038 1.70 Ineffective 

Not Demonstrated 0.63 1.7151 1.72 Ineffective 

Not Demonstrated 0.64 1.7265 1.73 Ineffective 

Not Demonstrated 0.65 1.7378 1.74 Ineffective 

Not Demonstrated 0.66 1.7492 1.75 Ineffective 

Not Demonstrated 0.67 1.7605 1.76 Ineffective 

Not Demonstrated 0.68 1.7719 1.77 Ineffective 

Not Demonstrated 0.69 1.7832 1.78 Ineffective 

Not Demonstrated 0.70 1.7946 1.79 Ineffective 

Not Demonstrated 0.71 1.8059 1.81 Ineffective 

Not Demonstrated 0.72 1.8173 1.82 Ineffective 

Not Demonstrated 0.73 1.8286 1.83 Ineffective 

Not Demonstrated 0.74 1.8400 1.84 Ineffective 



Developing 0.75 1.8505 1.85 
Partially 

Effective 

Developing 0.76 1.8611 1.86 
Partially 

Effective 

Developing 0.77 1.8716 1.87 
Partially 

Effective 

Developing 0.78 1.8821 1.88 
Partially 

Effective 

Developing 0.79 1.8926 1.89 
Partially 

Effective 

Developing 0.80 1.9032 1.90 
Partially 

Effective 

Developing 0.81 1.9137 1.91 
Partially 

Effective 

Developing 0.82 1.9242 1.92 
Partially 

Effective 

Developing 0.83 1.9347 1.93 
Partially 

Effective 

Developing 0.84 1.9453 1.95 
Partially 

Effective 

Developing 0.85 1.9558 1.96 
Partially 

Effective 

Developing 0.86 1.9663 1.97 
Partially 

Effective 

Developing 0.87 1.9768 1.98 
Partially 

Effective 

Developing 0.88 1.9874 1.99 
Partially 

Effective 

Developing 0.89 1.9979 2.00 
Partially 

Effective 

Developing 0.90 2.0084 2.01 
Partially 

Effective 

Developing 0.91 2.0189 2.02 
Partially 

Effective 

Developing 0.92 2.0295 2.03 
Partially 

Effective 

Developing 0.93 2.0400 2.04 
Partially 

Effective 

Developing 0.94 2.0505 2.05 
Partially 

Effective 

Developing 0.95 2.0611 2.06 
Partially 

Effective 

Developing 0.96 2.0716 2.07 
Partially 

Effective 

Developing 0.97 2.0821 2.08 
Partially 

Effective 



Developing 0.98 2.0926 2.09 
Partially 

Effective 

Developing 0.99 2.1032 2.10 
Partially 

Effective 

Developing 1.00 2.1137 2.11 
Partially 

Effective 

Developing 1.01 2.1242 2.12 
Partially 

Effective 

Developing 1.02 2.1347 2.13 
Partially 

Effective 

Developing 1.03 2.1453 2.15 
Partially 

Effective 

Developing 1.04 2.1558 2.16 
Partially 

Effective 

Developing 1.05 2.1663 2.17 
Partially 

Effective 

Developing 1.06 2.1768 2.18 
Partially 

Effective 

Developing 1.07 2.1874 2.19 
Partially 

Effective 

Developing 1.08 2.1979 2.20 
Partially 

Effective 

Developing 1.09 2.2084 2.21 
Partially 

Effective 

Developing 1.10 2.2189 2.22 
Partially 

Effective 

Developing 1.11 2.2295 2.23 
Partially 

Effective 

Developing 1.12 2.2400 2.24 
Partially 

Effective 

Developing 1.13 2.2505 2.25 
Partially 

Effective 

Developing 1.14 2.2611 2.26 
Partially 

Effective 

Developing 1.15 2.2716 2.27 
Partially 

Effective 

Developing 1.16 2.2821 2.28 
Partially 

Effective 

Developing 1.17 2.2926 2.29 
Partially 

Effective 

Developing 1.18 2.3032 2.30 
Partially 

Effective 

Developing 1.19 2.3137 2.31 
Partially 

Effective 

Developing 1.20 2.3242 2.32 
Partially 

Effective 



Developing 1.21 2.3347 2.33 
Partially 

Effective 

Developing 1.22 2.3453 2.35 
Partially 

Effective 

Developing 1.23 2.3558 2.36 
Partially 

Effective 

Developing 1.24 2.3663 2.37 
Partially 

Effective 

Developing 1.25 2.3768 2.38 
Partially 

Effective 

Developing 1.26 2.3874 2.39 
Partially 

Effective 

Developing 1.27 2.3979 2.40 
Partially 

Effective 

Developing 1.28 2.4084 2.41 
Partially 

Effective 

Developing 1.29 2.4189 2.42 
Partially 

Effective 

Developing 1.30 2.4295 2.43 
Partially 

Effective 

Developing 1.31 2.4400 2.44 
Partially 

Effective 

Developing 1.32 2.4505 2.45 
Partially 

Effective 

Developing 1.33 2.4611 2.46 
Partially 

Effective 

Developing 1.34 2.4716 2.47 
Partially 

Effective 

Developing 1.35 2.4821 2.48 
Partially 

Effective 

Developing 1.36 2.4926 2.49 
Partially 

Effective 

Developing 1.37 2.5032 2.50 
Partially 

Effective 

Developing 1.38 2.5137 2.51 
Partially 

Effective 

Developing 1.39 2.5242 2.52 
Partially 

Effective 

Developing 1.40 2.5347 2.53 
Partially 

Effective 

Developing 1.41 2.5453 2.55 
Partially 

Effective 

Developing 1.42 2.5558 2.56 
Partially 

Effective 

Developing 1.43 2.5663 2.57 
Partially 

Effective 



Developing 1.44 2.5768 2.58 
Partially 

Effective 

Developing 1.45 2.5874 2.59 
Partially 

Effective 

Developing 1.46 2.5979 2.60 
Partially 

Effective 

Developing 1.47 2.6084 2.61 
Partially 

Effective 

Developing 1.48 2.6189 2.62 
Partially 

Effective 

Developing 1.49 2.6295 2.63 
Partially 

Effective 

Developing 1.50 2.6400 2.64 
Partially 

Effective 

Proficient 1.51 2.6446 2.64 
Partially 

Effective 

Proficient 1.52 2.6492 2.65 Effective 

Proficient 1.53 2.6538 2.65 Effective 

Proficient 1.54 2.6584 2.66 Effective 

Proficient 1.55 2.6630 2.66 Effective 

Proficient 1.56 2.6676 2.67 Effective 

Proficient 1.57 2.6722 2.67 Effective 

Proficient 1.58 2.6768 2.68 Effective 

Proficient 1.59 2.6814 2.68 Effective 

Proficient 1.60 2.6860 2.69 Effective 

Proficient 1.61 2.6906 2.69 Effective 

Proficient 1.62 2.6952 2.70 Effective 

Proficient 1.63 2.6998 2.70 Effective 

Proficient 1.64 2.7044 2.70 Effective 

Proficient 1.65 2.7090 2.71 Effective 

Proficient 1.66 2.7136 2.71 Effective 

Proficient 1.67 2.7182 2.72 Effective 

Proficient 1.68 2.7228 2.72 Effective 

Proficient 1.69 2.7274 2.73 Effective 

Proficient 1.70 2.7320 2.73 Effective 

Proficient 1.71 2.7366 2.74 Effective 

Proficient 1.72 2.7412 2.74 Effective 

Proficient 1.73 2.7458 2.75 Effective 

Proficient 1.74 2.7504 2.75 Effective 

Proficient 1.75 2.7550 2.76 Effective 

Proficient 1.76 2.7596 2.76 Effective 

Proficient 1.77 2.7642 2.76 Effective 

Proficient 1.78 2.7688 2.77 Effective 

Proficient 1.79 2.7734 2.77 Effective 



Proficient 1.80 2.7780 2.78 Effective 

Proficient 1.81 2.7826 2.78 Effective 

Proficient 1.82 2.7872 2.79 Effective 

Proficient 1.83 2.7918 2.79 Effective 

Proficient 1.84 2.7964 2.80 Effective 

Proficient 1.85 2.8010 2.80 Effective 

Proficient 1.86 2.8056 2.81 Effective 

Proficient 1.87 2.8102 2.81 Effective 

Proficient 1.88 2.8148 2.81 Effective 

Proficient 1.89 2.8194 2.82 Effective 

Proficient 1.90 2.8240 2.82 Effective 

Proficient 1.91 2.8286 2.83 Effective 

Proficient 1.92 2.8332 2.83 Effective 

Proficient 1.93 2.8378 2.84 Effective 

Proficient 1.94 2.8424 2.84 Effective 

Proficient 1.95 2.8470 2.85 Effective 

Proficient 1.96 2.8516 2.85 Effective 

Proficient 1.97 2.8562 2.86 Effective 

Proficient 1.98 2.8608 2.86 Effective 

Proficient 1.99 2.8654 2.87 Effective 

Proficient 2.00 2.8700 2.87 Effective 

Proficient 2.01 2.8746 2.87 Effective 

Proficient 2.02 2.8792 2.88 Effective 

Proficient 2.03 2.8838 2.88 Effective 

Proficient 2.04 2.8884 2.89 Effective 

Proficient 2.05 2.8930 2.89 Effective 

Proficient 2.06 2.8976 2.90 Effective 

Proficient 2.07 2.9022 2.90 Effective 

Proficient 2.08 2.9068 2.91 Effective 

Proficient 2.09 2.9114 2.91 Effective 

Proficient 2.10 2.9160 2.92 Effective 

Proficient 2.11 2.9206 2.92 Effective 

Proficient 2.12 2.9252 2.93 Effective 

Proficient 2.13 2.9298 2.93 Effective 

Proficient 2.14 2.9344 2.93 Effective 

Proficient 2.15 2.9390 2.94 Effective 

Proficient 2.16 2.9436 2.94 Effective 

Proficient 2.17 2.9482 2.95 Effective 

Proficient 2.18 2.9528 2.95 Effective 

Proficient 2.19 2.9574 2.96 Effective 

Proficient 2.20 2.9620 2.96 Effective 

Proficient 2.21 2.9666 2.97 Effective 

Proficient 2.22 2.9712 2.97 Effective 



Proficient 2.23 2.9758 2.98 Effective 

Proficient 2.24 2.9804 2.98 Effective 

Proficient 2.25 2.9850 2.99 Effective 

Proficient 2.26 2.9896 2.99 Effective 

Proficient 2.27 2.9942 2.99 Effective 

Proficient 2.28 2.9988 3.00 Effective 

Proficient 2.29 3.0034 3.00 Effective 

Proficient 2.30 3.0080 3.01 Effective 

Proficient 2.31 3.0126 3.01 Effective 

Proficient 2.32 3.0172 3.02 Effective 

Proficient 2.33 3.0218 3.02 Effective 

Proficient 2.34 3.0264 3.03 Effective 

Proficient 2.35 3.0310 3.03 Effective 

Proficient 2.36 3.0356 3.04 Effective 

Proficient 2.37 3.0402 3.04 Effective 

Proficient 2.38 3.0448 3.04 Effective 

Proficient 2.39 3.0494 3.05 Effective 

Proficient 2.40 3.0540 3.05 Effective 

Proficient 2.41 3.0586 3.06 Effective 

Proficient 2.42 3.0632 3.06 Effective 

Proficient 2.43 3.0678 3.07 Effective 

Proficient 2.44 3.0724 3.07 Effective 

Proficient 2.45 3.0770 3.08 Effective 

Proficient 2.46 3.0816 3.08 Effective 

Proficient 2.47 3.0862 3.09 Effective 

Proficient 2.48 3.0908 3.09 Effective 

Proficient 2.49 3.0954 3.10 Effective 

Proficient 2.50 3.1000 3.10 Effective 

Accomplished 2.51 3.1046 3.10 Effective 

Accomplished 2.52 3.1106 3.11 Effective 

Accomplished 2.53 3.1166 3.12 Effective 

Accomplished 2.54 3.1226 3.12 Effective 

Accomplished 2.55 3.1286 3.13 Effective 

Accomplished 2.56 3.1346 3.13 Effective 

Accomplished 2.57 3.1406 3.14 Effective 

Accomplished 2.58 3.1466 3.15 Effective 

Accomplished 2.59 3.1526 3.15 Effective 

Accomplished 2.60 3.1586 3.16 Effective 

Accomplished 2.61 3.1646 3.16 Effective 

Accomplished 2.62 3.1706 3.17 Effective 

Accomplished 2.63 3.1766 3.18 Effective 

Accomplished 2.64 3.1826 3.18 Effective 

Accomplished 2.65 3.1886 3.19 Effective 



Accomplished 2.66 3.1946 3.19 Effective 

Accomplished 2.67 3.2006 3.20 Effective 

Accomplished 2.68 3.2066 3.21 Effective 

Accomplished 2.69 3.2126 3.21 Effective 

Accomplished 2.70 3.2186 3.22 Effective 

Accomplished 2.71 3.2246 3.22 Effective 

Accomplished 2.72 3.2306 3.23 Effective 

Accomplished 2.73 3.2366 3.24 Effective 

Accomplished 2.74 3.2426 3.24 Effective 

Accomplished 2.75 3.2486 3.25 Effective 

Accomplished 2.76 3.2546 3.25 Effective 

Accomplished 2.77 3.2606 3.26 Effective 

Accomplished 2.78 3.2666 3.27 Effective 

Accomplished 2.79 3.2726 3.27 Effective 

Accomplished 2.80 3.2786 3.28 Effective 

Accomplished 2.81 3.2846 3.28 Effective 

Accomplished 2.82 3.2906 3.29 Effective 

Accomplished 2.83 3.2966 3.30 Effective 

Accomplished 2.84 3.3026 3.30 Effective 

Accomplished 2.85 3.3086 3.31 Effective 

Accomplished 2.86 3.3146 3.31 Effective 

Accomplished 2.87 3.3206 3.32 Effective 

Accomplished 2.88 3.3266 3.33 Effective 

Accomplished 2.89 3.3326 3.33 Effective 

Accomplished 2.90 3.3386 3.34 Effective 

Accomplished 2.91 3.3446 3.34 Effective 

Accomplished 2.92 3.3506 3.35 Effective 

Accomplished 2.93 3.3566 3.36 Effective 

Accomplished 2.94 3.3626 3.36 Effective 

Accomplished 2.95 3.3686 3.37 Effective 

Accomplished 2.96 3.3746 3.37 Effective 

Accomplished 2.97 3.3806 3.38 Effective 

Accomplished 2.98 3.3866 3.39 Effective 

Accomplished 2.99 3.3926 3.39 Effective 

Accomplished 3.00 3.3986 3.40 Effective 

Accomplished 3.01 3.4046 3.40 Effective 

Accomplished 3.02 3.4106 3.41 Effective 

Accomplished 3.03 3.4166 3.42 Effective 

Accomplished 3.04 3.4226 3.42 Effective 

Accomplished 3.05 3.4286 3.43 Effective 

Accomplished 3.06 3.4346 3.43 Effective 

Accomplished 3.07 3.4406 3.44 Effective 

Accomplished 3.08 3.4466 3.45 Effective 



Accomplished 3.09 3.4526 3.45 Effective 

Accomplished 3.10 3.4586 3.46 Effective 

Accomplished 3.11 3.4646 3.46 Effective 

Accomplished 3.12 3.4706 3.47 Effective 

Accomplished 3.13 3.4766 3.48 Effective 

Accomplished 3.14 3.4826 3.48 Effective 

Accomplished 3.15 3.4886 3.49 Effective 

Accomplished 3.16 3.4946 3.49 Effective 

Accomplished 3.17 3.5006 3.50 Effective 

Accomplished 3.18 3.5066 3.51 Highly Effective 

Accomplished 3.19 3.5126 3.51 Highly Effective 

Accomplished 3.20 3.5186 3.52 Highly Effective 

Accomplished 3.21 3.5246 3.52 Highly Effective 

Accomplished 3.22 3.5306 3.53 Highly Effective 

Accomplished 3.23 3.5366 3.54 Highly Effective 

Accomplished 3.24 3.5426 3.54 Highly Effective 

Accomplished 3.25 3.5486 3.55 Highly Effective 

Distinguished 3.26 3.5546 3.55 Highly Effective 

Distinguished 3.27 3.5606 3.56 Highly Effective 

Distinguished 3.28 3.5666 3.57 Highly Effective 

Distinguished 3.29 3.5726 3.57 Highly Effective 

Distinguished 3.30 3.5786 3.58 Highly Effective 

Distinguished 3.31 3.5846 3.58 Highly Effective 

Distinguished 3.32 3.5906 3.59 Highly Effective 

Distinguished 3.33 3.5966 3.60 Highly Effective 

Distinguished 3.34 3.6026 3.60 Highly Effective 

Distinguished 3.35 3.6086 3.61 Highly Effective 

Distinguished 3.36 3.6146 3.61 Highly Effective 

Distinguished 3.37 3.6206 3.62 Highly Effective 

Distinguished 3.38 3.6266 3.63 Highly Effective 

Distinguished 3.39 3.6326 3.63 Highly Effective 

Distinguished 3.40 3.6386 3.64 Highly Effective 

Distinguished 3.41 3.6446 3.64 Highly Effective 

Distinguished 3.42 3.6506 3.65 Highly Effective 

Distinguished 3.43 3.6566 3.66 Highly Effective 

Distinguished 3.44 3.6626 3.66 Highly Effective 

Distinguished 3.45 3.6686 3.67 Highly Effective 

Distinguished 3.46 3.6746 3.67 Highly Effective 

Distinguished 3.47 3.6806 3.68 Highly Effective 

Distinguished 3.48 3.6866 3.69 Highly Effective 

Distinguished 3.49 3.6926 3.69 Highly Effective 

Distinguished 3.50 3.6986 3.70 Highly Effective 

Distinguished 3.51 3.7046 3.70 Highly Effective 



Distinguished 3.52 3.7106 3.71 Highly Effective 

Distinguished 3.53 3.7166 3.72 Highly Effective 

Distinguished 3.54 3.7226 3.72 Highly Effective 

Distinguished 3.55 3.7286 3.73 Highly Effective 

Distinguished 3.56 3.7346 3.73 Highly Effective 

Distinguished 3.57 3.7406 3.74 Highly Effective 

Distinguished 3.58 3.7466 3.75 Highly Effective 

Distinguished 3.59 3.7526 3.75 Highly Effective 

Distinguished 3.60 3.7586 3.76 Highly Effective 

Distinguished 3.61 3.7646 3.76 Highly Effective 

Distinguished 3.62 3.7706 3.77 Highly Effective 

Distinguished 3.63 3.7766 3.78 Highly Effective 

Distinguished 3.64 3.7826 3.78 Highly Effective 

Distinguished 3.65 3.7886 3.79 Highly Effective 

Distinguished 3.66 3.7946 3.79 Highly Effective 

Distinguished 3.67 3.8006 3.80 Highly Effective 

Distinguished 3.68 3.8066 3.81 Highly Effective 

Distinguished 3.69 3.8126 3.81 Highly Effective 

Distinguished 3.70 3.8186 3.82 Highly Effective 

Distinguished 3.71 3.8246 3.82 Highly Effective 

Distinguished 3.72 3.8306 3.83 Highly Effective 

Distinguished 3.73 3.8366 3.84 Highly Effective 

Distinguished 3.74 3.8426 3.84 Highly Effective 

Distinguished 3.75 3.8486 3.85 Highly Effective 

Distinguished 3.76 3.8546 3.85 Highly Effective 

Distinguished 3.77 3.8606 3.86 Highly Effective 

Distinguished 3.78 3.8666 3.87 Highly Effective 

Distinguished 3.79 3.8726 3.87 Highly Effective 

Distinguished 3.80 3.8786 3.88 Highly Effective 

Distinguished 3.81 3.8846 3.88 Highly Effective 

Distinguished 3.82 3.8906 3.89 Highly Effective 

Distinguished 3.83 3.8966 3.90 Highly Effective 

Distinguished 3.84 3.9026 3.90 Highly Effective 

Distinguished 3.85 3.9086 3.91 Highly Effective 

Distinguished 3.86 3.9146 3.91 Highly Effective 

Distinguished 3.87 3.9206 3.92 Highly Effective 

Distinguished 3.88 3.9266 3.93 Highly Effective 

Distinguished 3.89 3.9326 3.93 Highly Effective 

Distinguished 3.90 3.9386 3.94 Highly Effective 

Distinguished 3.91 3.9446 3.94 Highly Effective 

Distinguished 3.92 3.9506 3.95 Highly Effective 

Distinguished 3.93 3.9566 3.96 Highly Effective 

Distinguished 3.94 3.9626 3.96 Highly Effective 



Distinguished 3.95 3.9686 3.97 Highly Effective 

Distinguished 3.96 3.9746 3.97 Highly Effective 

Distinguished 3.97 3.9806 3.98 Highly Effective 

Distinguished 3.98 3.9866 3.99 Highly Effective 

Distinguished 3.99 3.9926 3.99 Highly Effective 

Distinguished 4.00 3.9986 4.00 Highly Effective 

 

 



Evaluation Folders 
Based on district feedback, we have created a new feature for your evaluation solution called 

Evaluation Folders. These folders allow district administrators to place employees into specific 

groups to be evaluated. For example, you may have one folder containing employees at different 

locations who need to be evaluated by the same individual. Or perhaps you have employees of a 

particular type, Department Heads for example, who need to be evaluated by the same 

individual. With Evaluation Folders, the district can organize employees for evaluation in 

whatever scenario makes sense for your district.  

 

Creating an Evaluation Folder 

1. Click on Evaluation Folders 

2. Click Add 

3. Fill out the name you would like the folder to have 

4. Fill out the location - if you plan to use the folders for organizational purposes, this field is 

more relevant 

5. Users able to see this folder: This box will allow you to determine who will be able to see the 

folder 

 By using the arrow under the 'Possible Values' you can add people to the 'Selected 

Values' column 

 You MUST add yourself if you would like to be able to see the folder 

6. Users able to add/remove users from this folder: This box will allow you to determine who 

can add or remove users from the folder 

 By using the arrow under the 'Possible Values' you can add people to the 'Selected 

Values' column 

 You MUST add yourself if you would like to be able to edit who is in the folder 

7. Click Save and Next 

 



Adding Users to an Evaluation Folder 

1. Click on the 'Employees' link on the left hand menu or use the '(Principal/Teacher) Search' 

link 

 

2. Select the individuals you would like to add by placing a check in the box next to their 

username 

3. From the pull down menu, select 'Add to Evaluation Folder' 

4. Hit 'Go!' 

 

5. A pop up will open and you will have to determine if you would like to create a new folder or 

add users to an existing folder 



 

6. To verify, you can go back to the Evaluation Folders link and see the evaluees that have been 

placed in the folder by clicking Evaluees on the left 

 

 

Artifacts 
Artifacts are a product resulting from the work done by the person being evaluated.  The system 

allows artifacts to be uploaded by users being evaluated or by those conducting evaluations.  All 

artifacts are stored in a central repository for an individual employee.  Once added an artifact can 

be referenced and linked to during different parts of the evaluation process.  The articles listed 

below provide additional detail on working with artifacts. 

 

 

 

Artifact Library 

The Artifact Library allows users to collect and organize artifacts about a specific evaluee.  Each 

evaluee has their own library. Either the evaluee or a user with an evalaution access to that 

individual can add artifacts.  Artifacts that have been added to the library can be associated with 
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evaluation documents.   

 

Adding Artifacts Directly to the Library 

1. Located at the bottom of an evaluee's "Evaluation Home" page is a link to access the artifact 

library.  

2. Select "Add" on the artifact page 

1. Use the "Add" link to start the attachment wizard  

2. The "View" link can be used to look at existing artifacts  

3. Mass actions can be used to modify multiple artifacts  

 
 

3. Choose the artifact type and update the necessary information and complete the corresponding 

fields  

 
 

4. Once the artifact type is defined, can then be classified.  The list of classifications is dependent 

on the evaluation model being used by the district.  Multiple classifications can be selected. 



 
 

5. Prior to finalizing the artifact, the wizard presents a summary of what has been added to 

review.  To add the artifact use the "Next" button at the bottom of the page. 

 
 

 

6. In the result page, you can find all the artifacts in the artifact library.  

 

 
 

 

Artifact Details 

There are several types of artifacts that can be added to the system.  Artifacts are associated with 

a specific evaluation cycle.  At the start of each new evalaution cycle all previous artifacts 

are archived. 



File 

File is used when a document is uploaded to the system from the user's computer.  The following 

steps can be used to upload an attachment: 

 

1. Select the Upload option  

2. Press the "Browse" option  

3. Use the file navigation screen to find and select the file you wish to upload  

4. Press the "Save" button to start the upload  

Note: If you press the "Browse" button prior to saving the record you will over write the 

previous file.  Only attach one record per form  

 

URL 

URL allows the user to add a website link or reference into the library.  

 

Note 

A note can be used to document the review of artifacts that are not stored in the system or 

document relevant conversation comments.  



 



Administration 

McREL Year 

The McREL Year parameter is used by the software to define the start and end dates of the 

evaluation cycle.  For most districts this will be a full school year.  All documents and artifacts 

are associated with a particular McREL Year in the system.  When the values are changed, all 

contents associated with the previous year are archived, allowing users to start a new evaluation 

cycle. 

Create a New McREL Year 

A new McREL year record will need to be created and set for each new evaluation cycle, 

typically this is done annually. 

1. Select the "Administration" tab and then the "McREL Year" link from the left side menu 

 
 

2. Use the "Add" button to create a new one or the "Edit" link to change an existing one    

Note: the edit link should only be used to correct the date range if it needs to be extended or 

shortened.  A new record should be created for each evaluation cycle. 



  

3. Complete the form  

1. Name - This is the name that the system will refer to and automatically insert into 

forms.  (ex. 2012-13)  

2. Start & End Date - The dates are used by the summary evaluation forms to 

properly display observation or rubric information    

 
 

Setting McREL Year 

The McREL Year is set globally for the district.  If multiple evaluation tools are being used, each 

can be set independently of the others.   

 

To change the year, click the Administration tab, then click Edit next to your district's 
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name.  You will see fields for the default year for the various McREL products in place at your 

district.  Change each to the correct year, then click "Save and Next" at the bottom of the page. 
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Creating a New User 

1. To begin, you will need to click on "Administration" located in the menu bar that is found 

across the top of the screen. 

2. Then click "Active Employees" 

3. Click the "Add" button  

 
 

4. A new page will open, requiring you to fill out some necessary information to create the new 

user 



 

 

 School: This field is required. Your district locations will be pre-populated. Select the 

location that is appropriate for the new user. 

 Group: This field is required. This is where you will identify the user as an evaluator or 

evaluee. 

 Username: This field is required. We typically recommend using the district email 

address for the username. 

 Email Address: This field is required. This is how the system will notify the user of any 

pending documents. 

 District/Local Employee ID, State/Nat'l/Alternate Employee ID: This field is collected 

for reporting purposes.  

 Account status: When you create an account it will remain in the "New Account" status 

until the user creates their password and logs into their account 



 

 Roles: If the user is an evaluator, you should place a check in the box. This will make the 

evaluator visible in pull-down menus for the evaluee 

 User is out of the office: By default, this field is set to "No." This field can be used to 

move documents from one user to another in the event that a user is out of the office for 

an extended absence. 

 Currently allowing email communication with the system?: There are times that users 

will accidentally opt-out of the email notifications from the system. This is where you 

can change that setting for them. 

 Send the Welcome Email now: By default, this field is set to "Yes." The user will not be 

able to login without receiving this email.  

 Welcome Email Subject/Welcome Email Body: You are able to make changes to both of 

these fields. By default, we have markers in place that will pull in the user's first and last 

name, as well as provide them the link to login.  

5. Once you have filled out all necessary fields, click "Save and Next" 



Email Administration 

Creating a Stored Email 

Use this feature to create stored emails. Stored emails should contain generic language as most 

Evaluators to do not have access to edit these messages.  

1. Click on the Administration Tab 

2. Select Email Administration from the left-hand menu 

3. Click 'Add' to create a new email (or Edit to modify an existing email) 

 

    4.   Fill out the fields of the email  

  

     5. Click 'Save and Next' to add the email to your list of stored email options 
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Edit a Stored Email 

If you have stored emails, they will appear once you click on the Email Administration tab. As 

you can see below, the front page will show a detailed summary of the email content: the name 

of the email, who sent it, the subject and the body of the email.  

How to Edit a Stored Email 

1. Click on the Administration Tab 

2. Select Email Administration from the left-hand menu 

3. Click Edit 

 

     4. The email will appear in a new window. Make modifications as needed and click Save and 

Next 
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Deleting Documents 

As an Administrative user, you have the ability to delete documents. WARNING: THERE IS 

NO "UN-DELETE" FUNCTION. PLEASE USE EXTREME CAUTION WHEN DELETING 

ANY EVALUATION-RELATED DOCUMENTS. 

 

1. Go to the eForms tab 

2. Click on Document Search from the menu on the left 

3. A new form will appear: 

 

            a. Document Status: If you know the status of the document, you may select one of the 

options in this field (Canceled, Completed, In Process, New, Pending Release, Rejected) 

            b. Any Document Version of Type: This is where you would select which form you are 

looking for (Ex: Teacher Formal Observation, Principal Rubric) 



            c. Creator: This field will allow you to select the creator of the document 

            d. Created After/Before: If you have these dates, you may enter them here 

            e. Completed After/Before: If you have these dates, you may enter them here 

**All of these fields are optional. If you enter nothing, it will simply return all documents within 

your Evaluation system.  

 

        4. Once you have your results, place a check in the box of the document you wish to delete 

        5. From the "(Select an Action)" pull down, select "Delete Document(s)" 

        6. Click "Go!" 

        7.  A warning box will appear, verifying that you want to delete the document(s) and that it 

will terminate the documents if you choose to proceed 

         8. Select "Delete Document(s)" 



FAQ 
 

Unlocking an Evaluation Form 

Question:  

I have completed a form - Request Evaluee Acknowledgement - and I noticed some things I 

would like to change.  But I am unable to edit it.  How do I "unlock" the form so that I can make 

corrections?  

Answer:  

If the document's status is "Complete", it cannot be modified.  You must create a Copy (using the 

Copy link), send the new form through the process, and ask your district's administrative user to 

delete the original document. 

 

Otherwise, the following steps will allow you to make changes to the document: 

1. Contact the evaluee and ask him/her to mark it as "Not Acknowledged", or 

"Acknowledged with Comments" 

2. Find the document in your Pending Items queue and click View 

3. Scroll to the bottom and select "Unlock for Corrections", and sign with your password 

4. Find the document in your Pending Items queue and click View 

5. Make your desired edits 

6. Mark document as "Request Evaluee Acknowledgement" and sign with your password 

 

Password Requirements 

Question:  

Are there any requirements for what a password can be set to? 

  

Answer:  

Yes, the following rules are used to determine if a password is valid when setting/resetting it: 

 The password cannot be equal to the username 

 The password must be 8 or more characters 

NOTE: The password IS case sensitive. 

 

 



Maximum Attachment Size 

Question:  

Is there a size limitation on attachments that are uploaded? 

  

Answer:  

Yes, currently the system only allows files that are 5mb or smaller.  If the file is too large, below 

are a couple of suggestions: 

  If the file is an image, its size can often be reduced by decreasing the resolution when 

saving it. 

 Converting a file to a PDF often decreases its size.  This can be done with free online 

services or tools often installed on modern computers by default. 

 

 

My Evaluee cannot select Evaluator from menu 

Question 

Why is my Evaluator not an option in my pull-down menu? 

 

Answer 

If an Evaluee is unable to locate the appropriate Evaluator in the pull down list, it is likely that 

the Evaluator does not have the Evaluator Role selected.  

 

1. Go to Administration 

2. Select Active Employees 

3. Locate the Evaluator that should be in the list that is not 

4. Click Edit to the left of their name 

5. At the bottom of the page, there is a check box with the title "Roles Evaluator" 

6. Any person Evaluating should have that box checked. 

 

 

 

Cannot Login 

Question:  

I cannot login to my account. What do I do? 

  

Answer:  

There are typically one of three reasons why a user cannot login to an account.  

 The email address that was provided to us on the import page was incorrect 

o Contact your District Administrator 

 The user is using the wrong password 
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o You may need to reset your password 

o Contact your District Administrator OR use the "having trouble logging in?" link 

on the login screen 

 The user is using the wrong login link.  

o Every district has a unique login to the McREL Evaluation Site. You will NOT 

find this login by typing 'McREL Login' in a Google Search 

o Your login link should look similar to this: 

https://ats4.searchsoft.net/ats/emp_login?COMPANY_ID=OA0000011 

 The 'ats4' may be different and the 'COMPANY_ID' will be different, but 

your link should look like the link above. If not, you are in the wrong 

location and should contact your District Administrator 

Forced Transition 

Question: 

Why does my document say "Forced Transition?" 

Answer: 

The system allows an actionable item to sit for 10 days. If no action is taken within 10 days, the 

system will send the form back to the person who sent the document. The original sender of the 

document can find the document in their Pending Items and will have the opportunity to send the 

document back to the end user. 

 

Save-as-Draft 

Question:  

My document isn't saving. Can you recover my work? 

Answer:  

No. We cannot recover any work that has not been saved. However, all documents, with the 

exception of the Self Assessment, have a "Save Progress" feature. The system also auto-saves 

those documents every five minutes. You may want to check your Pending Items before starting 

a new document.  
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Editing a Formal Observation  

 

Question:  

Why can't I edit this Formal Observation? 

  

Answer:  

Currently, you can edit the Formal Observation anytime it is in the following statuses: 

 Save as Draft 

 Share with Evaluee 

The moment you have sent a form to be acknowledged or the form has been acknowledged, it is 

no longer editable.  

 

Pending Items 

 

Question:  

My Evaluator told me I have a document to work on, but I can't find it. Where can I find the 

document? 

  

Answer:  

Any item that requires work from you will always be located in your Pending Items. If you login 

and do not see the document there, contact your Evaluator and have them make sure they 

selected the correct action item from the pull down menu.  

 
Artifacts 

Question:  

Why can't I add an artifact to my observation?  

Answer:  
Artifacts can be uploaded to the artifact library by the evaluee. Artifacts can be added to a 

Formal Observation ONLY by an Evaluator.  

 

As an Evaluator, if  you cannot add artifacts to the Formal Observation, it could be that the 

document is in a status that will not allow you to do so (Acknowledged, for instance). If you 

need to add artifacts, but are not able to do so, please contact mcrel@searchsoft.net 

 

 

 

 

Question:  
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What types (and how many) artifacts are appropriate? 

Answer:  

Artifact 

An artifact is one of many kinds of tangible by-products produced by a teacher, during their 

annual evaluation cycle, that best reflect their skills on the criterion identified in the performance 

evaluation rubric. One example of an artifact could be a Classroom Management Plan. The plan 

would be uploaded into the system and associated with a particular performance standard – in 

this case, perhaps Standard II: Teachers Establish a Respectful Environment for Diverse 

Population of Students. 

The same artifact can be used to support performance as described by other standards and/or 

elements. Continuing the example, some of the characteristics of the Classroom Management 

Plan might address instructional strategies that would be found in Standard IV: Teachers 

Facilitate Learning for their Students. 

While McREL’s Teacher Evaluation System provide some suggested artifacts it is 

recommended that school systems collaborate with teachers to expand and generate a list of 

artifacts and evidence by performance standard and/or element that best reflect teacher 

practice and performance expectations as defined by their district. 

Evidence 

On the other hand, evidence is a tangible by-product that can be produced as a result of using 

an artifact. Further, building on the example above, the adherence and execution of a 

Classroom Management Plan could result in fewer disciplinary issues and off-task behaviors of 

students. Accordingly, the data validating a reduction in student disciplinary issues could be 

uploaded into the artifact and evidence database and associated with the appropriate standard 

or element. 

Don’t create a portfolio 

The ability to upload artifacts and evidence to the software database is to improve the process 

and procedures accompanying best practice in supervision and evaluation. Artifacts and 

evidence submission is not intended, and we strongly recommend that the system not be used, 

as a repository for a portfolio. It is unreasonable to expect a teacher and evaluator to spend the 

time to upload everything a teacher might be responsible for into the system to substantiate 

their performance. Simply, it is unnecessary. 

Appropriate use of the artifacts/evidence database 

The ultimate decision on the best ways to use artifacts and evidence as part of a teacher’s 

evaluation is certainly a district or school decision. However, we do have some suggestions on 

the ways to use artifacts and evidence that keep this part of the evaluation process meaningful 

and manageable. Keep in mind that the primary purpose of evaluation is to inspire and inform 

performance improvement. Second to that, evaluation results can be used in making policy 

decisions. Below are how we see the best and most appropriate use of artifact and evidence. 

 a. Goal Setting: Identify a number of artifacts and evidence that can be used to support a 

     targeted performance goal. Collaboratively determine what artifact and/or evidence 
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     would best support a specific strategy detailed within the goal. We would recommend a 

     maximum of four artifacts and/or evidence per goal. The perfect number of artifacts and 

     evidence, of course, will be dependent on the context of each teacher’s evaluation. 

 b. Discrepancy in performance perception: Due to the dynamic and complex nature of 

     teaching compounded by the fact that time is a limited resource to evaluators, there will 

     be times when there is disagreement on the formative and summative scores teachers 

     receive during data collection. In such cases, the presentation of artifacts and/or 

     evidence could support a certain rating. Using artifacts and evidence in this way helps to 

     stimulate productive conversations about best practice, allowing the teacher to explain 

     and substantiate their performance and for the evaluator to review the depth and quality 

     of work and clarify performance expectations. 

 c. Strategic priorities: School districts may require specific artifacts and/or evidence to be 

     submitted that align with district improvement priorities and goals. For example, a district 

     may require examples of teacher developed formative and summative assessments. It is 

     reasonable to expect that a district would want to reduce variability in assessment 

     development practices. 

 d. Policy determined: Finally, specific artifacts and evidence may be required as a part of a 

     “corrective” action or performance improvement plan. Typically the process for 

     developing, monitoring and evaluating such plans are specifically spelled out in district 

     policy. 

Given the primary purpose of evaluation is for the ongoing growth and development of teachers 

and their practice it is most important to consider which artifacts and evidence are the most 

valuable to the teacher. We recommend that, the agreement on which artifacts and evidence 

will be submitted will be mutually agreed upon by the teacher and their evaluator, unless policy 

dictates otherwise. 

Who can add artifacts: 

Evaluee/Self-Assessment: Maximum size limit per file cannot exceed 5 megabyte. 

Evaluator/Observation: Maximum size limit per file cannot exceed 5 megabyte. 

Evaluator/Summary Rating Form: Maximum size limit per file cannot exceed 5 megabyte. 

 

 

 

 

 

 

Employer ID 

Question:  



I would like to add the Employer ID for all my users. Can I add more than one at a time? 

Answer:  

Yes. You can create an excel spreadsheet and include the following column names: 

 email 

 district_emp_id  

 state_emp_id (optional field) 

Once you have entered the information for those fields, email the spreadsheet to SearchSoft's 

help desk: help@searchsoft.net  

We will update the accounts and notify you once the import has been completed.  

 

 

Task Reminder Emails 

To facilitate rapid document processing, Queue Task Reminder Emails are immediately sent 

whenever a document is assigned to a user.  Assignment occurs when a document transitions 

from one status to another.  The only user who receives an email during an assignment transition 

is the party to whom the document is assigned.  This is the person who will be the next person to 

sign, and in certain situations, edit the document.   

GSP = Goal Setting Plan 

PDP = Professional Development Plan 

 

 

Question: 

Why do I get an email immediately after I complete an Observation Form, Rubric or Summary 

Rating Form? 

Answer: 

Because you may still need to edit it, specifically during the post-evaluation/post-observation 

conference.  Explanation: Post-conference discussions are most productive if the evaluee has had 

a chance to view the documentation prior to the meeting.  Thus, the first step in the workflow is 

to share the document with the evaluee.  This allows him/her to view it prior to the post 

conference.  But it does not assign it to the evaluee yet.  Why?  Because most often, details 

emerge within the conference that require the document to be changed by the evaluator.  For that 

reason, the next step in the workflow is to "Request Evaluee Acknowledgment,"  which formally 

finalizes the document. 

 

Question:  

Why do I not receive an email when an evaluee completes a self-assessment? 

Answer:  

First, self-assessments are not routable documents.  Since they are always "assigned" to the 

evaluee, they do not undergo assignment transitions.  Second, because there is nothing for the 



evaluator to do upon completion of a self-assessment; the evaluee should move from the self-

assessment directly into his or her Professional Development or Goal Setting Plan.  Once that 

Plan has been drafted by the evaluee, he or she will submit it to the evaluator for approval.  The 

evaluator can view the self-assessment (if it has been shared by the evaluee) during the approval 

phase of the PDP/GSP document.   

 

Question:  

After the mid-year review is complete in a PDP or GSP, I get another email and the document 

comes right back to me in the status of "Pending End-of-Year Review".  Why? 

Answer: 

Although these forms are not immediately action-able, you, as the evaluator, will be the next 

person to edit and sign the document.  In November, evaluators should have several items that 

are "Pending Mid-Year Review".  In February, evaluators should have several items that are 

"Pending End-of-Year" review.  Consult your district's policies regarding due dates for the mid- 

and end-of-year review processes. 

 

Question:   

Why do I not receive an email when the evaluee signs a document as "Acknowledged w/o 

Comments"? 

Answer:  

Once the document is "Acknowledged w/o Comments" it is considered to be complete. The 

email notification is only sent when there is a reminder that there is a task to be completed. 

 



Draft Content 

 

Content listed under this page is in process and is not visible to a user that is not logged in. 

 

 

Reporting 

 

Observation Tracking Report 

Summary 

The Observation Tracking Report allows a user to see the number of in-process and complete 

observations for a defines set of locations.  A sub-report also provides detail on the specific 

observations that are included in the counts.  

Running the Report 

After the report has been selected the system will allow the user to set the output type for the 

report and the parameters.  The parameters allow the user to filter the content to just what they 

need to see: 

 Data Range - The date range limits the report to the dates specified based on the date the 

observation was conducted. 

 School Year -  By default the system always uses the current school year but if needed 

the value can be changed to look at historical data. 

 Location - The location defines what locations in the district will be included in the 

report.  Locations are defined using a hierarchical relationship.  The report will contain 

all data for the selected location as well as the data for all locations below it.  

 Status - Allows the user to select to look at in-process, complete, or all documents 

Teacher Rubric Report 

Summary 

The Teacher Rubric Report allows a user to see the number of times a descriptor within an 

element has been formally observed as well as the frequency relative to all observations that it 

has been observed. 

Running the Report 

After the report has been selected the system will allow the user to set the output type for the 

report and the parameters.  The parameters allow the user to filter the content to just what they 

need to see: 



 Data Range - The date range limits the report to the dates specified based on the date the 

observation was conducted. 

 School Year -  By default the system always uses the current school year but if needed 

the value can be changed to look at historical data. 

 Location - The location defines what locations in the district will be included in the 

report.  Locations are defined using a hierarchical relationship.  The report will contain 

all data for the selected location as well as the data for all locations below it.  

 

 

 

Evaluee Quick Start 

 



Evaluator Quick Start 

 



Key Terms 
Formal Observation -  An in class observation that meets the board policy and counts towards 

the summary rating form.  Formal observations require that a post-observation conference 

occurs. 

 

Informal Observations - Only used to provide constructive feedback and does not count 

towards the summary rating form. 

 

Primary Evaluator - A user who is authorized and assigned by the district and holds the 

appropriate credentials to conduct the formal evaluation of an evaluee. 

Secondary Evaluator - A user who holds the appropriate credentials to conduct the formal 

evaluation of an evaluee but has not been assigned as the evaluee's primary evaluator. 

 

Peer Observer - A user who can conduct observations but is not able to conduct evaluators.  

 

Preliminary Professional Development Plan - Professional development plan completed by a 

new teacher who does not have an evaluation history. 

 

   

 

 


