Electronic Teacher Evaluation Record Program
Reminders:

· You must right click on the link and download the program before you begin entering data.  Create a new directory where it says PEPE program so a subdirectory can be created each year.  Once it is downloaded it is the template that you will save in each teacher’s name.

· Changing a score on the ESR will not automatically change the scores on the individual instrument.  In order to change an ESR score it must be done on the instrument and then it will transfer to the ESR.

· Make sure you pay special attention to the sections printed in red.  

Teacher Program:

Teacher ESR Tab:

· Demographic data should be completed 1st because it will populate all other tabbed instruments (data sources)

· Save immediately as “teacher name” or with a teacher code (R. English 03-04)

· In the ESR view, the data entry person only enters the competency scores and types the documentation/rationale section after the evaluation process is completed

· If a change is made on the ESR only—the change won’t be reflected on each of the individual forms/instruments.

· ESR is linked to the individual instruments such that it pulls scores from the instruments—not the reverse.

· If there is a change in score(s) on an instrument, change the score on the instrument sheet, NOT ON THE ESR—IT WON’T REVERSE THE SCORE TO THE INSTRUMENT.

· Note:  Demographics must be populated in the ESR tab view.  Scores must be populated in the instrument view.

· Line 131-132:
Are to be completed manually on the computer

· Line 145: Only check if your district is using PEPE for summative purposes.  If the box is checked it is going to calculate a score.  If it isn’t checked, it won’t calculate a score.

Obs. 1/2/3:
Carries over the name.  Predefined as 1, 2, and 3.  You will enter scores and script references.  Enter dates.  Scripting line justifications should be provided for the scores earned on the observations.

Interview:
Enter dates and scores which populate the profile and ESR. Rationales should be provided for the scores earned on the interview.

SRF:
Enter dates and scores which populate the profile and ESR.  Rationales should be provided for the scores earned on the SRF and documentation should be available to support the scores earned.

Scripting Pgs:
Provided for typing should you care to retype written scripting notes or cut and paste from a laptop.  This format is optional, but scripting is required.  

School Profile:

The school profile program provides individual teacher scores by competency and indicator in a school-wide view, or profile.

Teacher:
Input teacher name here.  Names are seen only in this view of the program.  If you care to share the results in a faculty meeting, individuals are not identified.  Make sure to put the correct teacher data in the appropriate number (i.e. if I am pasting my data in T6 then I need to make sure that I actually paste it in T6).

Line 4:
Demographic Data

Line 8:
If a keying error occurs it will show up here

Enter Teacher Evaluation Scores:

· Paste the scores from the profiler sheet in the teacher program to the school profile.  When you open the school profile program, go to “tools”, click “protection” to unprotect sheet.  Put the cursor on line six in the column where you want the scores to appear (flashing lines should appear around the information to be pasted).  Then go to “Edit”, click “paste special” and then “values.”

· No names appear on this page so it could be used in a faculty meeting, etc. when discussing the page as a needs assessment.

· Line 37:  You could actually enter a teacher evaluation score for T7.  Then go back to the teacher’s tab and actually look at T7.  There will be an error because you did not enter all of the data.

· Line 44:  Presents the competency scores

· Line 45:  Presents mean scores

· Line 46:  Takes Yes or No back to the individual teacher to determining meeting of standards

· Line 49:  Indicates whether or not an error exists

· Line CP:  Presents mean scores for each indicator and competency

School Profile 1 Tab

Presents the frequency of earned ESR scores (1-4), including the frequency of “averaged scores” (from observations only) by competency and indicator and by instruments or data source

Column K:  Presents the true mean score earned by teachers per competency and indicators

Line 54:  Presents the frequency of each score (1-4) earned by teachers evaluated

School Profile 2 Tab


Presents the frequency of earned ESR scores (1-4), including the frequency of “averaged scores” (observations only) by competency and indicator

Std Summary:
Presents school summary scores per individual, unidentified, teacher

Distribution Tab:  Presents overall score distribution and cumulative percentages in school summary

Graph 1:
Presents frequency of the overall mean scores of teachers in graphic format

Graph 2:
Presents the school mean of teachers by competency in graphic format

Note:  To print the entire workbook go to file, print, entire workbook…
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