FA' RF| ELD PROTRAXX ADMINISTRATOR SUPPORT:
ACCESSING EVALUATION FORMS
PUBLIC SCHOOLS COMPLETING OBSERVATION FORMS

Following are the steps to access and evaluation forms in ProTraxx:
1. Loginto ProTraxx and select the “EzHR” Link on the top menu:

EzDashboard EzPD EzHR  EzSetup  EzReport  EzTraining My EzTraxx

2. Inthe new window, on the middle section, is a general dashboard indicating aspects completed or in need of
action. You can access forms needing action (My Processes Needing Action), or access the menu on the left
{Online Process Management).

a. If you use the “My Processes Needing Management,” the forms needing attention will appear on the

bottom.
b. If looking for an employee, use the “List Employees” option on the left.
OMLINE PROCESS MANAGEMENT »
List Employees

3. Using List Employee
a. Using this option will illustrate all the employees that you supervise. The list of teachers are organized
by the different evaluation statues (i.e., Cycle A/B/C, Year 1/2 Growth Plan).
b. You can organize the list by clicking the column title at the top.
Select an employee/teacher. This will take you to the teacher’s dashboard of forms.

Salect Formc mmm

Procass = form Completed  Procass 3 .. Form Edt Take

Order  TIPC om Hame Fom - Sipnature/Comments oo, By buhii ;1 JrRos Do Schedule g raton/Observer Evaluator/Obierver  Notes

1y Fored Teschet Pre-Obrereation Pian NA Testher  Foam (Avlomabe  TILEY.LEGANN -
Otservation/ Sigped Mo ROGER LUDLOWE
Redea o Schacuing  MLS
Pracses Raquiredl)

12 Forvad ChisecvrionReview of Fractica = A SUBIMTTED Evbsdor  Complesd 0102, (Automatic  TILEY, MEGANAI - —
Otzervation/  Bidence CallectarTendbac - - W17, 820 -Mo ROGER LUDLOWE =
Revead Farbeld - 20142015 ~ Scheduling NS, i
Practice Raquired)

d. Select the appropriate form to enter in evaluation feedback.

Following are the steps to input observation notes forms in ProTraxx:

1. Once in a teacher’s observation dashboard, select Pre-Observation (only needed if the teacher needs a formal
observation — Cycle A). The teacher completes the pre-observation form is to be reviewed/discussed at the pre-
observation meeting.

2. The observation/Review of Practice/Information Observation evidence is to be entered into Protraxx based on
the observed information by the administrator.

a. Gointo the Observation/Review of Practice/Informal Observation form by selecting the m icon.
b. Option A: Type the information directly into Protraxx Notes

i. Select the yellow notepad icon ™ on the top right.

ii. Type the evidence/observation into the provided textbox. Tag the evidence by highlighting the
appropriate sentence then choosing the DQ. This will then record the evidence below:.
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iii. Select ‘Go Backto Form” atthetop



c. Option B: Type the observed information into a document, and then cut/paste into the Note Section,
then tag appropriately.

d. Option C: Type the observed into a Word document, then cut/paste the appropriate information into
the appropriate DQ within the various domains.

e. Option C: Script lesson by hand and translate the information into the appropriate DQ/domain within
the Observation Form.

Make sure and complete the date and type of observation within the Observation Form.
Type of Obszervation:

O Informal
Date of Observation eme

O Formaliln Class

]
| |E§l ) Formal/Raview of Practice

Review the evidence provided within the Observation Form.

Scroll to the bottom and select type of feedback: Seinmiis. Simeion (Rl

Provide additional comments (if necessary). Comments can be added after the post-conference if you “Save
Draft” and return. Thisis a good place to illustrate the conclusions of your post-conference conversation (i.e.,
what were the positive outcomes of the lesson, what are the next steps for improvement the teacher, etc.).
The teacher will complete a post-observation form answering the following questions:
a. What have you learned from this lesson or others that will impact your planning for future lessons,
either in terms of your own instructional skills or in addressing students' instructional need?
b. Asyou reflect on your overall instruction and student learning, what have you identified as areas for
your own professional growth to support student learning?

Complete the observation form by selecting your digital signature: L1 submit my signsture 51 4 then “Save &

Finalize.”



