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Introduction  

The purpose of the KEEP2 Users Guide is to provide KEEP2 users with technical assistance as needed. 

This document is intended to answer question(s) you may have related to the KEEP2 web application.  

More detailed information about the process of evaluation using KEEP can be found in the Kansas 

Educator Evaluation Handbook (http://bit.ly/KSDE-EvalHandbook1516). 

Support questions concerning KEEP should be directed to: 

bbagshaw@ksde.org, 785-296-2198  

evaluation@ksde.org 

All KEEP2 training documents and the most recent KEEP2 information for districts, building leaders and 

teachers are available on the KSDE Educator Evaluations webpages (http://bit.ly/KSDE-Eval).  

 

The KEEP Process  
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Evaluation Requirements  
The following are required steps in the educator evaluation process for every licensed educator.  Frequency requirements and deadlines are on the following 

page. 

Required Steps Implementation Details 

Orientation to evaluation process 
and procedures. 

¶ Group overview for all teachers within first 10 days. 

¶ Detailed review of the evaluation process for those being formally evaluated, including timelines, rubrics, evidence, 
artifacts, etc., and mentors, if assigned. 

¶ Detailed evaluation software training for those on cycle to be evaluated.  Recommended for all educators. 

Educator completes self-assessment 
and develops goals. 

¶ May be done in a group session or individually. 

¶ Educator completes self-assessment using Instructional Practices Rubrics. 

¶ Educator chooses components of the rubric as goals and develops them with expected outcomes and activities. 

¶ Evaluator provides documented feedback on self-assessment and goals. 

Formal observation. ¶ Educator and Evaluator determine formal observation date and time.  Scheduling may be done electronically or face-
to-face. 

¶ Educator provides evaluator with lesson plans, supporting documentation, agenda, etc., electronically or face-to-
face. 

¶ Formal observations are 30 consecutive minutes to 1 full class period. 

¶ Post-formal observation feedback is required.  This feedback must be in a face-to-face meeting and documented 
as a part of the evaluation record. 

Ongoing informal observations, 
artifacts and data collection. 

¶ Informal observations: 
o Ongoing informal observations must align with Instructional Practices rubrics. 
o At a minimum, one informal observation per month. 
o Informal observations are 5-30 minutes in length and may include post-observation feedback.  Feedback 

may be electronic or face-to-face. 

¶ Artifacts and data collection 
o Educator and evaluator collect artifacts in an ongoing process documenting progress towards meeting 

selected goals and as of instructional practices quality, which may be used for the IPP Summary Rating. 
o Educator and/or evaluator gather data relevant to selected Student Growth Measures to be used to 

determine the SGM Summary Rating. 

Instructional Practices Protocol 
Summary Rating, Student Growth 
Measures Summary Rating and Final 
Summative Rating assigned. 
 

¶ Evaluator completes rating of educator quality suing Instructional Practices Rubric and determines an IPP Summary 
Rating. 

¶ 9ǾŀƭǳŀǘƻǊ ŘŜǘŜǊƳƛƴŜǎ ŜŘǳŎŀǘƻǊ άƳŜǘκƴƻǘ ƳŜŜǘέ ǎǘŀǘǳǎ ŦƻǊ ǎƘƻǿƛƴƎ ƎǊƻǿǘƘ ŦƻǊ ŜŀŎƘ ǎŜƭŜŎǘŜŘ {DaΦ  9ǾŀƭǳŀǘƻǊ 
determines a SGM Summary Rating. 

¶ Evaluator determines the Final Summative Rating based on combining the IPP and SGM Summary Ratings. 

Final Conference ¶ Final face-to-face feedback and discussion. 
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Evaluation Timelines and Deadlines  

Required Steps Educators in their 1st or 2nd 
consecutive year in the district 

Educators in their 3rd or 4th year in 
the district 

Educators in their 5th year and 
beyond in the district 

Evaluation Frequency Requirements Each semester Each year At least 1 time every three years 

Orientation to evaluation process and 
procedures. 

Within first 10 duty days of the 
year. 

Within first 10 duty days of the 
year. 

General evaluation process ς once 
per year. 
Specific training ς within first 10 
duty days of the year. 

Educator completes self-assessment and 
develops goals. 

Beginning of each semester.  
Specific date determined by LEA or 
evaluator. 

Beginning of each year.  Specific 
date determined by LEA or 
evaluator. 

LEA or evaluator may require each 
year.  Must be done during formal 
evaluation year.  Specific date 
determined by LEA or evaluator. 

Formal observation. During the first 60 days of each 
semester 

By February 15th each year. By February 15th during formal 
evaluation year. 

Ongoing informal observations, artifacts 
and data collection. 

Continual Continual Continual 

Instructional Practices Protocol Summary 
Rating, Student Growth Measures Summary 
Rating and Final Summative Rating 
assigned. 
 

No later than 5 school days after 
the 60th day of each semester. 

No later than 5 school days after 
February 15th of each year. 

No later than 5 school days after 
February 15th of formal evaluation 
year. 

Final Conference No later than 5 school days after 
the 60th day of each semester. 

No later than 5 school days after 
February 15th of each year. 

No later than 5 school days after 
February 15th of formal evaluation 
year. 



4 | P a g e KEEP User Guide April 2015 
 

KEEP2 Web Application Location  

Log in at: 
https://online.ksde.org/authentication/login.aspx 

Technical Requirements  

KSDE applications support the following browsers: for Microsoft Windows - Internet Explorer (IE) 8, IE 9, 

and IE 10 when run in compatibility mode; for Macintosh - Firefox up to v26.0. 

Relevant Statute  

By accessing KEEP through the Authenticated Application Portal, the LEA assumes all professional and 

personal liability for the use of all data contained in the KEEP Web Application per KS 72-9005. 

72-9005: Evaluation documents; presentation to employee; acknowledgment; limited availability. 

Whenever any evaluation is made of an employee, the written document thereof shall be presented to 

the employee, and the employee shall acknowledge such presentation by his or her signature thereon. 

At any time not later than two (2) weeks after such presentation, the employee may respond thereto in 

writing. Except by order of a court of competent jurisdiction, evaluation documents and responses 

thereto shall be available only to the evaluated employee, the board, the appropriate administrative 

staff members designated by the board, the school board attorney upon request of the board, the state 

board of education as provided in K.S.A. 72-7515, the board and the administrative staff of any school to 

which such employee applies for employment, and other persons specified by the employee in writing 

to his or her board. 

https://online.ksde.org/authentication/login.aspx
http://kansasstatutes.lesterama.org/Chapter_72/Article_90/72-9005.html
http://kansasstatutes.lesterama.org/Chapter_72/Article_75/72-7515.html
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KEEP2 User Registration  
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KEEP2 User Registration Roles 
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District /Building  Setup Instructions  

District /Building  Setup Process Overview 

 

Step-by-step instructions for each of these steps can be found on the following pages.  

Future years: 

Remove evaluators/observers from educators 

no longer in formal evaluation.  Assign 

evaluators/observers to any educator entering 

formal evaluation year. 

 

First year: 

Assign evaluators and observers to any 

educator in formal evaluation year. 

District or building level: Assign Evaluators and Observers to Evaluatees 

 

Future years: 

Make any necessary changes. 

 

First year: 

Identify all evaluators and observers. 

District or building level: Identify Evaluators and Observers 

 

Future years: 

Make any necessary changes, add assignments 

to new educators. 

 

First year: 

Add all assignments to all educators. 

District or building level: Give Educators Assignments 
Assignments determine what type of rubrics they use in their evaluation (teacher, building leader, district leader, etc) 

 

Future years: 

Make any necessary changes, add new 

educators to buildings. 

 

First year: 

Add all educators to buildings. 

District Level: Add Educators to Buildings 

Educators must have KSDE Common Authentication Application accounts 
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Educators must have KSDE Common Authentication Accounts 
Before an educator can be added to a building, given an assignment or assigned and evaluator, the 

educator must have a KSDE Common Authentication account tied to the district.  Instructions are in the 

ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ άKEEP2 User Registraǘƛƻƴέ 

Adding Educators to Buildings  
This step can only occur at the district level.  This step must occur before any other building or district 

set-up step may be completed. 

Anyone with a KSDE Common Authentication account that was registered with a district and has 

requested access to KEEP will be available to the district for assignment to a building. 

1. !ŎŎŜǎǎ ǘƘŜ άDistrict SetǳǇέ ǎŎǊŜŜƴ Ǿƛŀ ǘƘŜ ƭŜŦǘ ƳŜƴǳ. 

2. /ƭƛŎƪ ǘƘŜ άAssign Buildingsέ ǘŀō. 

3. When users register for Common Authentication they select a building association, however 

that association does not automatically populate into KEEP2.  Therefore new users will be 

ŘƛǎǇƭŀȅŜŘ ǿƛǘƘ άƴƻƴŜέ ŀǎ ǘƘŜƛǊ ōǳƛƭŘƛƴƎ ŀǎǎƛƎƴƳŜƴǘΦ  ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά.ŀǘŎƘ LƳǇƻǊǘ .ǳƛƭŘƛƴƎǎέ 

button to automatically pull all of the building associations from their Common Authentication 

registrations. 

4. You can manually assign a building by clicking the user and the selecting the desired building 

ƴŀƳŜ ŀƴŘ ŎƭƛŎƪƛƴƎ άŀǎǎƛƎƴΦέ 

a. LŦ ǘƘŜ ά.ŀǘŎƘ LƳǇƻǊǘ .ǳƛƭŘƛƴƎǎέ ōǳǘǘƻƴ ƛǎ ŎƭƛŎƪŜŘ ŀŦǘŜǊ ŀ Ƴŀƴǳŀƭ ōǳilding assignment has 

been made it will not write-over that manual building assignment.  This prevents you 

from making a manual assignment which is then erased and must be done again.  Once 

ȅƻǳ ƳŀƪŜ ŀ Ƴŀƴǳŀƭ ŀǎǎƛƎƴƳŜƴǘ ƛǘ ǿƛƭƭ ǊŜƳŀƛƴ ƛƴǘŀŎǘ ǳƴǘƛƭ ȅƻǳ άǳƴŀǎǎƛƎƴέ ǘƘŜ ōǳƛƭŘƛƴƎΦ 

5. You can un-assign any building from a user by selecting the user, then choosing the building you 

wish to un-ŀǎǎƛƎƴ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀƴŘ ŎƭƛŎƪƛƴƎ άǳƴ-ŀǎǎƛƎƴΦέ 

Notes: 

¶ Educators may be assigned to multiple buildings.  They will be separated with a comma next to 

ǘƘŜ ǳǎŜǊΩǎ ƴŀƳŜΦ 
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Giving Educators Assignments  
!ƴ ŜŘǳŎŀǘƻǊΩǎ άŀǎǎƛƎƴƳŜƴǘέ ŘŜǘŜǊƳƛƴŜǎ ǿƘƛŎƘ ǊǳōǊƛŎǎ ŀǊŜ ǳǎŜŘ ǿƘŜƴ ǘƘŜȅ ŀǊŜ ŜǾŀƭǳŀǘŜŘΦ   

The KSDE-developed KEEP rubric assignments are: Teacher, Building Leader and District Leader.   

A district may develop and submit their own rubrics to KSDE for use in their district that may include 

other assignments (such as Counselor, SPED, etc.) 

!ƴ ŜŘǳŎŀǘƻǊ Ƴǳǎǘ ōŜ ƎƛǾŜƴ ŀƴ άŀǎǎƛƎƴƳŜƴǘέ ǘƻ ōŜ ŀōƭŜ to access an evaluation file (allowing them to 

complete self-assessments, develop goals and upload artifacts) even if they are not in their formal 

ŜǾŀƭǳŀǘƛƻƴ ȅŜŀǊΦ   Lǘ ƛǎ ǘƘŜǊŜŦƻǊŜ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ȅƻǳ ƎƛǾŜ ŀƭƭ ŜŘǳŎŀǘƻǊǎ ŀƴ άŀǎǎƛƎƴƳŜƴǘΦέ 

1. !ŎŎŜǎǎ ǘƘŜ ά5ƛǎǘǊƛŎǘ {ŜǘǳǇέ ƻǊ ά.ǳƛƭŘƛƴƎ {ŜǘǳǇέ screen via the left menu. 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ά9ŘǳŎŀǘƻǊ !ǎǎƛƎƴƳŜƴǘǎέ ǘŀō. 

3. CƻǊ ά5ƛǎǘǊƛŎǘ {ŜǘǳǇέ ǳǎŜǊǎΥ ǳse the top pull-down menu to find all educators in a specific 

building. 

1 

2 

3 

4 
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4. ¢ƘŜ ƭƛǎǘ ƻŦ ǳǎŜǊǎ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǳǎŜǊΩǎ ƴŀƳŜΣ ǘƘŜƛǊ ōǳƛƭŘƛƴƎ ŀƴŘ ǘƘŜƛǊ άŀǎǎƛƎƴƳŜƴǘόǎύέ ƛŦ ŀƴȅ ƘŀǾŜ 

been assigned.  /ƭƛŎƪ ƻƴ ǘƘŜ ŜŘǳŎŀǘƻǊΩǎ ƴŀƳŜΦ 

5. Use the bottom pull-down menu to select the assignment you wish to give the educator. 

6. /ƭƛŎƪ ά!ǎǎƛƎƴ.έ 

7. ¢ƻ ǊŜƳƻǾŜ ŀƴ ŀǎǎƛƎƴƳŜƴǘ ŦǊƻƳ ŀƴ ŜŘǳŎŀǘƻǊΣ ǎŜƭŜŎǘ ǘƘŜ ŜŘǳŎŀǘƻǊΩǎ ƴŀƳŜ, select the assignment 

you wish to remove from the drop-Řƻǿƴ ƳŜƴǳΦ  /ƭƛŎƪ ά¦ƴŀǎǎƛƎƴΦέ 

Notes: 

¶ Users may have more than one assignment in a building.  The multiple assignments will be 

ǎŜǇŀǊŀǘŜŘ ōȅ ŀ ŎƻƳƳŀ όŦƻǊ ŜȄŀƳǇƭŜΣ ŀƴ ŀǎǎƛƎƴƳŜƴǘ ƻŦ άǘŜŀŎƘŜǊΣ ōǳƛƭŘƛƴƎ ƭŜŀŘŜǊέ ǿƻǳƭŘ ƎƛǾŜ 

them access to an evaluation with the teacher rubrics as well as an evaluation with the building 

leader rubrics). 
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Cycle 
This portion of the District/Building setup is optional. 

This screen allows districts or buildings to assign evaluation years to evaluatees.  The first time this 

feature is implemented, the district or building will need to assign evaluation cycle placements and 

evaluation years by hand.  From that point forward, each June 1st the evaluatees will automatically roll-

over to the next stage in the cycle. 

Evaluation years may be printed as a report from the District and Building Report pages and they also 

ŀǇǇŜŀǊ ƻƴ ǘƘŜ 9Ǿŀƭǳŀǘƛƻƴ ŀƴŘ 9ǾŀƭǳŀǘƻǊ ƘƻƳŜ ǎŎǊŜŜƴ ƛƴ ǘƘŜ ά.ǳōōƭŜ ŎƘŀǊǘǎέ ǘƘŀǘ ǎƘƻǿ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘǎ 

completing the evaluation.  If this function is not utilized, or if a evaluatee has not been assigned an 

ŜǾŀƭǳŀǘƛƻƴ ȅŜŀǊ ƛǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀǎ άbκ!έ ƻƴ ǘƘŜ ŜǾŀƭǳŀǘƛƻƴ ŀƴŘ ŜǾŀƭǳŀǘƻǊ ƘƻƳŜ ǎŎǊŜŜƴ ōǳōōƭŜ ŎƘŀǊǘǎΦ 

1. !ŎŎŜǎǎ ǘƘŜ ά5ƛǎǘǊƛŎǘ {ŜǘǳǇέ ƻǊ ά.ǳƛƭŘƛƴƎ {ŜǘǳǇέ ǎŎǊŜŜƴ Ǿƛŀ ǘƘŜ ƭŜŦǘ ƳŜƴǳΦ 

2. /ƭƛŎƪ ǘƘŜ ά/ȅŎƭŜέ ǘŀōΦ 

3. Select an evaluatee. 

4. Select a placement in the evaluation cycle.  1st, 2nd, 3rd, and 4th indicate the first through fourth 

ȅŜŀǊǎ ƛƴ ǘƘŀǘ Ǉƻǎƛǘƛƻƴ ƛƴ ǘƘŀǘ ŘƛǎǘǊƛŎǘΦ  LŦ ƻƴŜ ƻŦ ǘƘŜǎŜ ŦƻǳǊ ƻǇǘƛƻƴǎ ƛǎ ŎƘƻǎŜƴ ǘƘŜ ά9Ǿŀƭǳŀǘƛƻƴ ¸ŜŀǊέ 

drop down will automatically populate with the current year.  1st year in cycle, 2nd year in cycle 

and 3rd year in cycƭŜ ǊŜŦŜǊ ǘƻ ǘŜŀŎƘŜǊǎ ǘƘŀǘ ŀǊŜ ƛƴ ǘƘŜ άƻƴŎŜ ǿƛǘƘƛƴ ŜǾŜǊȅ ǘƘǊŜŜ ȅŜŀǊǎέ ŦƻǊƳŀƭ 

ŜǾŀƭǳŀǘƛƻƴ ŎȅŎƭŜΦ  ¢ƘŜ ά9Ǿŀƭǳŀǘƛƻƴ ¸ŜŀǊέ ŘǊƻǇ Řƻǿƴ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇƻǇǳƭŀǘŜΦ 

5. LŦ ŘŜǎƛǊŜŘΣ ǎŜǘ ŀ ŘƛŦŦŜǊŜƴǘ ά9Ǿŀƭǳŀǘƛƻƴ ¸ŜŀǊέ ƛƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƛŦ ŦƻǊ ǎƻƳŜ ǊŜŀǎƻƴ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ 

the default year. 

6. /ƭƛŎƪ ά{ŀǾŜέ 
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