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Introduction

The purpose of thiKEEP Users Guide is to provide KR2ERers with technical assistanasneeded.
This document is intended to answer question(s) you may have related tOEE® web application
More detailed information about therocessof evaluation using KEEP canfbend in theKansas

Educator Evaluation Handbod@kitp://bit.ly/KSDEEvalHandbook516).

Supportquestions concerning KEEP should be directed to:
bbagshaw@ksde.org85296-2198

evaluation@ksde.org

All KEEPtraining documents and the most recent KEREFormation for districts, building leaders and
teachers are availablen the KSDEducator Evaluationsebpageghttp://bit.ly/KSDEEva).

The KEEP Process

Evaluatee

wCompletes SelAssessment
wDevelop Goals

Evaluator
wProvides feedback

>
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Evaluatee

wDocuments Goals Progress
wCollects artifacts

wParticipates in ongoing
feedback and conversation

Evaluator

wCompletes formal and
informal observations

wCollects artifacts

wParticipates in ongoing
feedback and conversation

KEEP User Guide

Evaluatee

wProvides response

Evaluator

wCompletes SGM assessme
wCompletes IPP assessment

wDetermines Overall
Summative Rating
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Evaluation Requirements

The following are required steps in the educator evaluation process for every licensed educkrequency requirements and deaus are on the following

page.

Required Steps Implementation Details

Orientation to evaluation process

and procedures. q
1
Educator completes selissessment §
and develops goals. q
1
1
Formal observation. 1
1
1
1
Ongoing informal observations, q
artifacts and data collection.
|

Instructional Practices Protocol Ll
Summary Rating, Student Growth
Measures Summary Rating and Fini q
Summative Rating assigned.

1
Final Conference i
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Groupoverview for all teachers within first 10 days.
Detailed review of the evaluation process for those being formally evaluated, including timelines, rubrics, evic
artifacts, etc., and mentors, if assigned.
Detailed evaluation software training for th@®n cycle to be evaluated. Recommended for all educators.
May be done in a group session or individually.
Educator completes sefssessment using Instructional Practices Rubrics.
Educator choosesomponents of the rubric as goals and develops them with expected outcomes and activities
Evaluator provides documented feedback on-ssl§essment and goals.
Educator and Evaluator determine formal observation date and time. Sdhgduhy be done electronically or fac
to-face.
Educator provides evaluator with lesson plans, supporting documentation, agenda, etc., electronicallytor face
face.
Formal observations are 30 consecutive minutes to 1 full class period.
Postformal obsenation feedback is required. This feedback must be in a famdéace meeting and documented
as a part of the evaluation record.
Informal observations:
0 Ongoing informal observations must aligith Instructional Practices rubrics.
0 At a minimum, one informal observation per month.
o Informal observations are-80 minutes in length and may include padiservation feedback. Feedback
may be electronic or facm-face.
Artifacts and data collection
0 Hlucator 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 Rati
0 Educator and/or evaluator gather data relevant toeséd Student Growth Measures to be used to
determine the SGM Summary Rating.
Evaluator completes rating of educator quality sulnstructional Practices Rubric and determines an IPP Sumrr
Rating.
9@l fdzZ G2NJ RSGSNY¥AYySa SRdzOF G2NJ ayYSihky2id YSSG¢é¢ adl
determines a SGM Summary Rating.
Evaluator determines the Final Summative Rakiaged on combining the IPP and SGM Summary Ratings.
Final faceto-face feedback and discussion.
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Evaluation Timelines and Deadlines

Required Steps Educators in theirLlor 2 Educatorsn their 3°or 4" yearin  Educators in theirByear and
consecutive year in the district the district beyond in the district
Evaluation Frequency Requirements Each semester Each year At least 1 time every three years
Orientation to evaluation process and Within first 10duty days of the Within first 10 duty days of the General evaluation procegsonce
procedures. year. year. per year.
Specific training; within first 10
duty days of the year.
Educator completes selissessment and Beginning okach semester Beginning okach year Specific LEA or evaluator may require eact
develops goals. Speciic date determined by LEA o1 date determined by LEA or year. Must be done during formal
evaluator. evaluator. evaluation year. Specific date
determined by LEA or evaluator.
Formal obsevation. During the first 60 days @&ach ByFebruaryl5" each year. ByFebruaryl5" during formal
semester evaluation year.
Ongoing informal observations, artifacts ~ Continual Continual Continual

and data collection.
Instructional Practices Protoc@ummary No later than 5 school days after No later than 5 school days after  No later than 5 school days after

Rating, Student Growth Measures Summa the 60" day ofeach semester. February 15 of each year. February 1%" of formal evaluation
Rating and Final Summative Rating year.
assigned.
Final Conference No later than 5 school days after No later than 5 school days after  No later than 5 school days after
the 60" day ofeach semester. February 15 of each year. February 15 of formal evaluation
year.
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KEEP2Web Application Location

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

Technical Requirements

KSDE applications suppdine following browsers: for Microsoft Windowsnternet Explorer (IE) 8, IE 9,
and IE 10 when run in compatibility mode; for Macintestirefox up to v26.0.

Relevant Statute

By accessing KEEP through the Authenticated Application Portal, the LEA aalspnodésssional and
personal liability for the use of all data contained in the K&EB Applicatiorper KS 728005.

72-9005 Evaluation documents; presentation to enipyee; 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 timenot 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 baotwel appropriate administrative

staff members designated by the board, the school board attorney upon request of the board, the state
board of education as provided KiS.A. 72515 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.
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KEEP2User Registration

©0O

YES

00oe

Building or

District
Educator
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e Login NO

Go to https://online.ksde.org/authentication/login.aspx

Do you have a username? (It CANNOT be the same username you’ve used for license application/renewal. If
you had a username for those purposes you need to follow the instructions below under “No” and choose a
DIFFERENT username to use for KEEP2 access!)

Click “Register” (left side, middle of the page)
Enter name, phone and email address
Choose district

Choose building

The list of applications will appear

e C(Click on “Manage My Account”

Scroll down and mark the checkmark next to “KEEP2”

Choose the appropriate role in the list to the right of the checkbox. Roles are described on the next page.

Answer the rest of the questions on the page and click “Submit”

Next steps:

o The next page asks for Educator ID & SSN :
o Ifyou don’t know your Educator ID, opena
NEW tab and go to ‘\
http://bitly/KSDE-LicenseLooku roles
e After you “Submit” you will be taken to the
login page and you can log in & access KEEP2

.o Youwill be taken to the login page
Alliothar ¢ You will NOT be able to log in and access
KEEP2 at this time
e You will receive an email when your access
has been approved

KEEP User Guide April 2015



KEEP2 User Registration Roles

District
Admin

Building
Admin

KEEP
Admin
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Superintendent or HR Director

Has access to:

o District & Building Reports

o District & Building setup process

o All archived evaluations

o Evaluations as evaluatee, evaluator
and/or observer as assigned
through district/building setup
process

Requires account approval from

KSDE

Principal

Has access to:

o Building Reports

o Building setup process

o Evaluations as evaluatee, evaluator
and/or observer as assigned
through district/building setup
process

Requires account approval from

KSDE

Board Clerks, Admin Assistants, etc.
Has access to:

o District & Building setup process
Requires account approval from
KSDE

KEEP User Guide

District
Educator

Building
Educator

Registered
User

All other district-wide personnel

Has access to:

o Evaluations as evaluatee, evaluator
and/or observer as assigned through
district/building setup process

Requires educator ID & SSN

Account auto-approved

All other building personnel

Has access to:

o Evaluations as evaluatee, evaluator
and/or observer as assigned through
district/building setup process

Requires educator ID & SSN

Account auto-approved

Any personnel without an educator ID
(Board member, School Psych, Nurse, etc.)
Has access to:

o Evaluations as evaluatee, evaluator
and/or observer as assigned through
district/building setup process

Requires account approval from KSDE
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District /Building Setup Instructions

District /Building Setup Process Overview

Educators must have KSDE Common Authentication Application accounts

District LevelAdd Educators to Buildings

Future years:
Make any necessary changes, add new
educators to buildings

First year:
Add all educators tduildings

District or building levelGiveEducators Assignments

Assignments determine what type of rubrics thesein their evaluation (teacher, building leader, district leader, et

Future years:
Make any necessary changes, asdignments
to new educators.

First year:
Add allassignments to all educators.

District or building leveldentify Evaluators and Observers

First year: Future years:
Identify allevaluators and observers. Make any necessary changes

District or building levelAssign Evaluators and Observers to Evaluatees

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.

Stepby-step instructions for each of these steps can be found on the following pages.
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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
LINS @A 2 dzKEEPBLeiRedsYa AR V ¢

Adding Educators to Buildings
This step can only occur at the district levelhis 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 ai#ttniet and has
requested access to KEEP will be available to the district for assignment to a building.

1. ! OOS & bistrictrs&izLdE & ONB Sy @Al GKS tSFO YSydz

2. / £ A OPssigrBudings (i I 0

3. When users register for Common Authentication they selectilliog association, however
that association does not automatically populate into KEEP2. Therefore new users will be

RAALI F @SR gAGK ay2ySé a4 GKSANI 0dAfRAY3I aairdy

button to automatically pull all of the buiing associations from their Common Authentication
registrations.

4. You can manually assign a building by clicking the user and the selecting the desired building
YEYS FyR Ot AO1AYy3 al aardyodé

a LT GKS da.FGOK LYLRNI . dzA f RAiMiEyassignndatihaL y A &

been made it will not writeover that manual building assignment. This prevents you
from making a manual assignment which is then erased and must be done again. Once

82dz YF1S | YiydzZdt FaaA3yYSY@BARY 0 NKES NBXKIE Ry

5. You can urassign any building from a user by selecting the user, then choosing the building you
wishtount 3aA 3y FTNBY (KS RNRABRRIAIYPE I YR Of AOL Ay 3

Notes:

1 Educators may be assigned to multiple buildingbey will be sepatad with a comma next to
0§KS dzaSNna ylYSo
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User: kdempewolf-districtadmin District: D0259 Building: 0000 Access Level: 2
Current Evaluation: None Selected

% Manage Applications M | District Setup

= Logout
& Dashboard District Setup

& My Profile

# Evaluations < . . . .
Assign Buildings Educator Assignments Evaluators & Observers Assign Evaluators Assign Observers See Evaluation Roles
# Observer <

# Evaluat : Setup Users Buildings
valuator

All Users

# Past District Evaluations

= Building Reports
Name - Buildings
M= District Reports
Caleb Deters - Adams Elem
# District Setup Chris Morgan - Blackbear Bosin Academy
Fran Morgan - Adams Elem

? KEEF Help Kelley Wiley - Blackbear Bosin Academy, Curtis Middle School . @

Building

Bostic Traditional Magnet Elem v

Batch Import Buildings @

Giving Educators Assignments
'y SRdzOF G2NDa alaaAirayyYSyidé RSIOUSNN¥VAYSa 6KAOK NHzo NR
The KSDHeveloped KEEP rubric assignments &eacher, 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.)
'y SRdzOF G2NJ Ydzald 0SS 3 A doagcesk gh evaluadich Nd(sllowghy theimtai 2 6 S |
complete seHassessmentgevelop goals and upload artifacts) even if they are not in their formal
S@lrftdzZ GA2Yy &SI N LG Ada GKSNBET2NB NBO2YYSYRSR (K
1. 1 00S&da NES £ 8h deiodd t BeleghVia theQdit dzedé
2./ tA01 2y UGUKS G9RdzOIF G2NJ ! aaA3dayyYSydaeg G o
3. C2NJ a5A &0 NR Gditheftof putthii meizd t6 Bl afl ediatoiis a specific
building
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Notes:

CKS fAa0 2F dzZASNB O2y(BAYHFRORESKANSENRE AXRAYSSyilk
beenassigned/ ft AO1 2y GKS SRdzOF i2NRa Yyl YS®

Use the bottom putdown menu to select the assignment you wish to give the educator.

/| £t A0 £a! aaArdy

¢t2 NBY2@S +y FaaArayyYSyid FTNRBY I stlecSthedeSigrimenmlE &St S
you wish to remove fromthe dreR 2 ¢y Y Sy dzd /] A0l dlylaairdy o

Users may have more than one assignment in a building. The multiple assignments will be
aSLI NFGSR 0@ | O02YYlL 6F2N) SEIl YUXRSNEI yo 21daf 3R ByA S
them access to an evaluation with the teacher rubrics as well as an evaluation with the building

leader rubrics).

\0
/() KEEP
User: kdempewolfdistrictadmin District: D0259 Building: 0000 Access Level: 2
Current Evaluation: None Selected
% Manage Applications A | District Setup
G Logout

@ Dashboard District Setup
& My Profile @

# Evaluations <

# Observer

# Evaluator

# Past Distri

Assign Buildings Educator Assignments Evaluators & Chservers Assign Evaluators Assign Cbservers See Evaluation Roles

Setup Users Assignments

All Users

ict Evaluations

B Building Reports Adams Elem @ M

W District Reports

Mame - Building - Assignment
# District Setup
Angie Feyh - West High - None

? KEEP Help Angie Feyh - West High - None
Angie Feyh - West High - None
Caleb Deters - Adams Elem - Teacher, Building Leader, School Psych

Assignment

Building Leader @ v

©
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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 placearghts
evaluation years by hand. From that point forwaedch June®ithe evaluatees will automatically rell
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
FLIISENI 2y GKS 9@Fftdzr A2y YR S9 @K deiliaz NI YIS a&K@ NS &
completing the evaluation. If this function is not utilized, or if a evaluatee has not been assigned an

SOl fdza GA2Y @SIFENJAG ¢gAff RAALIXLFE a abk!$é 2y GKS S

w»

I O0SaaAa&BA QG {ShGdzLE 2NJ a. dzAf RAy3 {Siddz¥ &aONB

1 GKS a/e0tsS¢ lloo

Select an evaluatee.

Select a placement in the evaluation cyclé&, 29 39 and 4" indicate the first through fourth

8SIFENEBE Ay OGKIFG LRaAGAZ2Y Ay (GKFG RAAGNRAOGO® LT 2

drop down will automatically populate with the current year! ylear in cycle, ¥ year in cycle

and3yearincyt S NBFSNI G2 (S OKSNAB GKIFG FNB Ay (KS 64z

SOl ftdza GAz2y OeOf So ¢KS a9@FftdzrdA2y ., SIFNE RNERLJ

5. LT RS&AANBRI aSd I RAFTFSNBY(H a9@Fftdzad G§GAz2zy . SI NE
the default year.

6. / £t A01 a{l @S¢

b
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Select one or more com ponents
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