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Overview

This User Guide is designed to support all CAP participants (CAP Manager, Program Supervisor,
Supervising Practitioner, and Teacher Candidate) as they access the Online Platform.

The CAP Online Platform is designed to embed the CAP process and content as outlined in the CAP
Guidelines and Implementation Handbook through a virtual, paperless option for participants to
complete forms and communicate in real time.

The CAP Online Platform was piloted in the spring of 2016 and is fully implemented beginning August
2016. All SOs are required to use the CAP Online Platform to report formative and summative ratings,
and are encouraged to use the online platform in its entirety for all aspects of a candidate’s CAP cycle.
There are options for use of the Platform, but all SO’s will be required to submit ratings for all
candidates using the CAP Online Platform. The options for use are:

1. Full use of the system, with all CAP participants using the system, and/or
2. Reporting formative and summative ratings

SOs may also choose to use both options.


https://desecap.com/
http://www.doe.mass.edu/edprep/cap/guidelines.pdf
http://www.doe.mass.edu/edprep/cap/guidelines.pdf

User Guide A: CAP Manager (CM)

The Role of the CM
Every Sponsoring Organization using the CAP Online Platform should appoint one person to be a
CAP Manager (CM). The role of a CM is to coordinate and oversee the CAP online platform at an
organization level. The CM will have the ability to:
o View the progress of registered candidate cycles
e View all completed forms
e View Supervisor-only communication

The CM has read-only permissions for all forms and communication.

NOTE: A CM may also serve as a Program Supervisor.

Getting Started
To begin using the system, open a compatible! web browser and log on to desecap.com.

AT
& ELEMENTARY AND SECONDARY C , \ |

EDUCATION Massachusetts

Candidate Assessment
of Performance

' \
Username: sostest@test.com
Password:  [eseeese
Login
Register Forgot Password FAGQ

1 The CAP Online Platform is not compatible with Internet Explorer.


http://www.desecap.com/

On the bottom of the landing page there are two resources: a feature in case you forget your
password and a FAQs feature. The FAQs will take you to a set of both website usage questions
as well as general CAP-related questions you may find useful as you use the platform. We will
update this page periodically.

To begin you will need to create a new account. To register:
e C(Click “Register” at the bottom left of the screen,

e Complete the screen prompts by filling in all fields with your information, shown below:

& ELEMENTARY AND SECONDARY C [ s |

EDUCATION Massachusetts

Candidate Assessment
of Performance

Register your account here
Upon completion, a verification e-mail will be
sent to the address you provided

E-Mail Address

First Name:

Last Name:

CAP Manager

Program Supervisor
Supervising Practitioner
Teaching Candidate

Account Type

Submit

e Click “Submit;” you will then receive an email with a link to complete your registration
as well as a temporary password.

e Check your email to verify your registration.

e Login with the temporary password, and then create a new password.

In the System

General Navigation
This is your Main Screen after you log in:


https://desecap.com/faq.html

Switch to Program Supervisor Mode

Your Organization's open CAP cycles

icher Candida: MName
ick name fo view summary)

Frogram Supervisor

Revere, CanTest Smith, Alex 12222015 || g Sennedy | CLOSED
Anastas, Richard Smith, Alex 06/07/12016 Some school .incycle

Smith, John Jones, Jessica 12182015 test3 ..incycle
Smith, John Jones, Jessica 121712015 Malden High School ..incycle
Perez, Jose Jones, Jessica 07/08/2016 Z test organization ..incycle

User Account Management

Search by First or Last Name:
or part of

Search By Last Name




Here, you will be able to:
o View the overall cycle status of all candidates enrolled at your SO,
e View the progress of a specific candidate,
e Print forms (view only),
e Reset passwords through use of the search bar,
e Run reports for completed cycles,
e Upload formative and summative ratings (for non-platform users), and
e View imported ratings (for non-platform users).

In the table, each row across shows the completed portions of the CAP cycle for that candidate.
In the example above, this Program Supervisor has three candidates. To access a candidate’s
cycle, click on the candidate’s name in the first column.

This is your candidate cycle screen:

Teacher Candidate/Supervisor Communication Window Superviser-only Communication

'/- i Amr 20 3 207 1 -\' -\'
ll::;lnorln Jessica Jones - spr2o 2015 -02:07 PN | Completed Cycle Steps:

Wiew Announced Observation #1

Wiew Unannounced Observation #1
Wiew Announced Observation #2
Wiew Formative Assessment

Wiew Unannounced Observation #2

Future Cycle Steps:

Finalized Goal/implementation Flan
Unannounced Chservation #3

Summative Assessment

Y. Other Options:

Upload Evidence Files

On the left of the screen, there is a Communication Window. This is a chat feature for the
Supervising Practitioner, the candidate, and you to send messages in real time. On the top-right
is a “Supervisor-only Communication” feature, which allows the Program Supervisor and the
Supervising Practitioner to speak privately in real time; the candidate does not have access to
these messages. Because your permission is read-only, you will be able to view these messages,
but will not be able to use this communication feature to respond.

The right column features a more detailed list of the CAP cycle steps than is displayed on the
Main Screen: under the heading the “Completed Cycle Steps” is a compiled list of everything
that has been done to this point, while the “Future Cycle Steps” heading lists what still needs to
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be done in order for this candidate to complete CAP. You will be able to click on any of the forms
listed in the “Completed Cycle Steps” for viewing purposes.

Resetting a Password
You will have the ability to change the password of platform users from your organization. Using
the search bar on your main screen, you will type in the first or last name person in need of a
new password; then, when their name appears, you will click on their name, and enter a new
temporary password for the user.

Running a Report
For CMs fully using the system, downloading a report for completed cycles is an easy two-step
process. Click on the “Reports” button in the top-right corner of your main screen.

. . CAP

ELEMENTARY AND SECONDARY

E DUCAT I ON Mﬁﬁs ﬁ\ChUS E't"F'S £ Test Organization

of Performance Reports

On the next screen, click on “Download Cycle Report” to export all cycles from your organization
into an Excel file.

Download Cycle Report

There are & cycles that will be included in this file.
(4 of which are incomplete)

Any candidates that are still “in cycle” are deemed incomplete on the report (as shown in this

awn
|

example); any ratings that are not assigned in the system will be given an “i” on the reports. We

recommend running reports at the end of practicums to get the most accurate data.

Uploading Data (for non-platform users)
For candidates who have completed CAP on paper, ESE still requires that all SOs submit
formative and summative ratings.

Import CAP Cycle Results Spreadsheet
This will import cycles that were completed outside of the online platform to include in your
DESE report. Flease use this Excel template. All fields must be filled in for each cycle, no
fields can be left blank. Also, for the element ratings, please use only a single lowercase
letter e (Exempilary),p (Proficient),n (Needs Improvement),or u (Unsalisfactory).

Choose File | No file chosen Import Cycles




Download the Excel template provided on the Reports page. This is a .CSV spreadsheet

especially designed for our system.

To complete the data for uploading:

e Make sure you save as a .CSV file (not Excel workbook),

e Complete ALL FIELDS of worksheet, or it will skip that record,

e You need to use a lowercase e, p, n or u for the ratings, as the example shows, and

e Choose file and upload.

If you are already record-keeping in a spreadsheet, you can copy-paste into this file, but be sure

that all formats match (all fields are completed, and lowercase letters are used).

View Imported Data (for non-platform users)

Once the file is uploaded, you can access formative and summative data on the same Reports

page. Click on a candidate’s name to view their data, and you will be able to view imported data

from the CSV file upload, as shown here:

Teacher Candidate (MEPID):
Program Site:

Program Supenvisor:
Supenvising Practitioner:
Drate of Import:

Jane Johnson (12345578)
Uploaded High School
Alex Smith

John Rogers

07132016

Formative Rubric Summary

e | any | Commen  | sere |

1.A.4: Well-Structured Lessons Proficient Proficient Meeds Improvement
1.B.2: Adjustment to Practice Exemplary Proficient Proficient

2 A3 Meeting Diverse Needs Meeds Improvement Proficient Proficient

2 B.1: 3afe Learning Emvironment Exemplary Exemplary Proficient
2.0.2: High Expectations Proficient Meeds Improvement Unsatisfactory
4.A.1: Reflective Practice Proficient Proficient Exemplary

Summative Rubric Summary

T e

1.A.4; Well-Structured Lessons Proficient Meeds Improvement Proficient
1.B.2: Adjustment to Practice Proficient Proficient Proficient
2483 Meeting Diverse Meeds Proficient Meeds Improvement Exemplary
2. B.1: Safe Learning Emvironment Proficient Unsatisfactory Meeds Improvement
2.D.2: High Expectations Proficient Exemplary Proficient
4 4.1: Reflective Practice Exemplary Proficient Proficient

CM as a Program Supervisor

Many CM’s also serve as Program Supervisors, and will therefore need access in the online

platform for dual roles. You will be able to use the same email address to register as both the

10



CM and as the Program Supervisor (see the section below regarding Program Supervisor
registration); after both registrations are active in the system, you will have a choice during your
login of which account you would like to access. After you enter your credentials, the system
will provide you with two hyperlinks to choose from, as seen below.

| N

Username: capprogsup@gmail.com

Password: foereses

Proceed as Program Supenisor

Proceed as CAP Manager

\_ J

Register Forgot Password FAQ

Once you are logged in, you can toggle between the Program Supervisor and CAP Manager
accounts by clicking on the link at the top, without entering credentials each time.

L — Switch to Program Supervisor Mode

Your Organization's open CAP cycles

IEacher(hruidaies Mame

Kennedy
‘ere, CanTest Smith, Alex 1212212015 Elementary School

stas, Richard H Smith, Alex H 060772016 || Some school H in

Troubleshooting and Feedback
If you have questions about the CAP Online Platform, please check out the FAQs, which will be
updated regularly based on common questions and feedback that ESE receives from users. If
you have a question that is not on the list, or need assistance with the platform, please reach
out to your Sponsoring Organization (SO) CAP Online Platform representative. Each SO has
identified one person to field questions to ESE through our email at
CAPplatform@doe.mass.edu.

11


https://desecap.com/faq.html
mailto:CAPplatform@doe.mass.edu

User Guide B: Program Supervisor

Getting Started

To begin using the system, open a compatible? web browser and log on to desecap.com.

ELEMENTARY AND SECONDARY C f \ I

Massachusetts
Candidate Assessment
of Performance
-
Username: captestsupervisor@amail.c
Password:  [sessees
Login
Register Forgot Password FAG

On the bottom of the landing page there are two resources: a feature in case you forget your
password and a FAQs feature. The FAQs will take you to a set of both website usage questions
as well as general CAP-related questions you may find useful as you use the platform. We will
update this page periodically.

To begin you will need to create a new account. To register:
e C(Click “Register” at the bottom left of the screen,
e Complete the screen prompts by filling in all fields with your information, shown below:

Register your account here
Upon completion, a verification e-mail will be
sent to the address you provided.

E-Mail Address: |capprogrami@gmail.com
First Mame: [John

Last Mame: |Dean

= Program Supervisor
Account Type: Supervising Practitioner
Teaching Candidate

2The CAP Online Platform is not compatible with Internet Explorer.

12


http://www.desecap.com/
https://desecap.com/faq.html

o Click “Submit;” you will then receive an email with a link to complete your registration
as well as a temporary password.

o Check your email to verify your registration.

e Login with the temporary password, and then create a new password.

NOTE: A Program Supervisor may also serve as the Sponsoring Organization’s CM.

Before using the system, you will need to:
e Assure that both your candidate and your Supervising Practitioner have access and are
registered and in the system, and
e Create a CAP cycle, which will link the triad together, and will allow you, the Supervising
Practitioner, and the candidate to begin using the system.

Registering a New Candidate CAP Cycle
To register a new CAP cycle, you will need to obtain the following:
v" Confirmation from the candidate that he/she has registered in the online platform,
v" The candidate’s email address with which he/she registered,
v" Confirmation from the Supervising Practitioner that he/she has registered in the online
platform,
v" The Supervising Practitioner’s email address with which he/she registered.

After you successfully log in, you will be taken to a Main Screen, as seen here:

Your open Program Supervisor cycles

Doe, Jane testsupervisor, CAP N Mo Mo N Mo MNer N

Perez, Jose supprat, CAP Mo Mo Mo Mo Mo Mo Mo
Smith, John supprat, CAP No Mo Mo No Mo Mo No
T Register a new candidate CAP cycle

Remove a Candidate's account

You will need to register a new CAP cycle. To get started:
e Click on “Register a new candidate CAP cycle,” as shown above,
e Then type in the candidate’s email address to check if he/she has already registered on
the platform, and
e Click “check if account exists.”

One of three possible scenarios will occur when registering a new CAP cycle:

13



A) If the candidate has already registered, then he/she will be in the system, and the search
will yield his/her name and Sponsoring Organization, as seen below:

Create a new Candidate Assessment of Performance cycle:

Please check the Candidate's e-mail address:

Step 1: Candidate's E-Mail Address. (capcandidate@gmail.com
The candidate will use this email address to log
in. After you complete the cycle creation
process, an e-mail will b2 s=nt to the candidate
wiith kagin ins trisctions.

Use this account? CAP candidate - Curry College
» Yes Mo

B) If the candidate has not yet registered, the system will not recognize the email address, and

will communicate that the teacher candidate must register for your CAP cycle registration to
continue.

Create a new Teacher Candidate Assessment of Performance cycle:

Please check the Teacher Candidate's e-mail address:
Step 1: Teacher Candidate's Registered E-Mail Address: yes@amail com

No Teacher Candidate has registered with this e-mail address. Please contact the Teacher Candidate and request that they wisit
desecap.comireqister to register their Teacher Candidate account. If you think this is in error, please verify that you have the correct e-mail
address, otherwise please contact your designated Sponsoring Organization representative.

| Return to Main Screen |

C) The candidate is registered in the system and already enrolled with another open CAP cycle,
you will receive a message like this.

Create a new Teacher Candidate Assessment of Performance cycle:

Please check the Teacher Candidate's e-mail address:
Step 1: Teacher Candidate’s Registered E-Mail Address: captestcandidate@gmail

PLEASE NOTE: The Teacher Candidate you entered is already enrolied the following open CAP cycle(s):

Site: X Middle School | Program Sup: Jessica Jones | Supervising Prac: CAP supprac

Use this account? Jose Perez - Z Test Organization
Yes O No

This is a check against whether you typed in the correct email address, but is possible to use for

split dual practicums. This is the system’s way of checking to make sure that you want to enroll
the candidate in two simultaneous cycles, or if you meant another candidate.

14



As soon as you have completed the candidate’s registration, you will be prompted to search for
the Supervising Practitioner by his/her email address:

Create a new Candidate Assessment of Performance cycle:

Step 1: Candidate's E-Mail Address - capcandidate!1@gmail.com - DONE

Please supply the Supervising Practitioner's information:

Step 2: SUpEI’VISIﬂg Practitioner's E-Mail Address:

e Supervising Practitioner will use this email
Afte e you comp = oycle
an e-mail will b= sent to them

Check if account exists

If the Supervising Practitioner is located, you will then complete the registration, and he/she

may begin the CAP cycle for that candidate.

Create a new Candidate Assessment of Performance cycle:
Step 1: Candidate's E-Mail Address - captesteandidate2@gmail.com - DONE

Step 2: Supervising Practitioner's E-Mail Address - captestsupervisor@gmail.com - DOMNE

Step 3: Please supply the cycle information

Cycle Duration: |Please Choose ¥
Candidate's MEPID: [1121
Begin Cycle

If the Supervising Practitioner is not located because he/she has not registered, you will again
receive a message asking to contact the SP to create an account before proceeding with the CAP

cycle registration.

Setting up split dual practicum placements
For candidates that are participating in a practicum where hours may be split across placements

(e.g., Early Childhood), Program Supervisors will be able to register the candidate for another

cycle by following the steps outlined above.

At any point during the practicum, when you are ready to create an additional registration for
the candidate’s second placement, you will select the “Register a new candidate CAP cycle” link,

and complete the same search by email address as outlined above.

15



Create a new Candidate Assessment of Performance cycle:

Please check the Candidate's e-mail address:

Step 1: Candidate's E-Mail Address. captestcandidate2@gmail.
The candidate will use this email address to log
in. After you complete the eycle creation
process, an e-mail will b2 sent to the candidate
with login instrections.

PLEASE NOTE: The Candidate you entered is already in an open CAF cycie.

- Use this account? Jose Perez - Curry College
Yes O No

Through a search by the candidate’s email, the system will note that an open cycle is already in
progress. By clicking “Yes” you will be prompted to enter the new Supervising Practitioner’s
name, and complete the information outlined above to register the new cycle.

Your open Program Supervisor cycles

Doe, Jane testsupervisor, CAP Mo Ne Mo Mo No Mo Mo
< Perez, Jose upprac, CAP Mo Ne Mo Mo No Mo Mo
Perez, testsupervisor, CAP Mo Ne Mo Mo No Mo Mo
Smith, Jehn supprac, CAP Mo Ne Mo Mo No Mo Mo

Register a new candidate CAP cycle

Remove a Candidate’s account

Once this registration has been completed, the second CAP cycle will appear on your Main
Screen. You will note the difference in the candidate’s two cycles by the Supervising
Practitioner name in the second column, as shown above. If a candidate is completing one
single CAP cycle between two placements, you will need to transfer the cycle from one
Supervising Practitioner to another. For instructions, see the section on transferring a CAP cycle.

In the System

General Navigation
This is your Main Screen, after you log in:

16



Your open Program Supervisor cycles

Doe, Jane testsupeniizor, CAP Mo Mo Mo Mo Mo No Mo
Perez, Jose supprac, CAP [+] Mo Mo Mo Mo No [+]
Smith, John supprac, CAP Mo Mo Mo Mo Mo No Mo

Register a new candidate CAP cycle

Remove a Candidate's account

Here, you will be able to:

v
v
v

<

View the progress of all of your candidates throughout their cycles,

View the Supervising Practitioner who is assigned to each candidate/cycle,

Change your password at any time by clicking on “edit profile” in the navigation bar at
the top of the page,

Register a new CAP cycle,

Re-open a cycle, and

Remove a candidate’s account at any time by clicking on “Remove a Candidate’s
account” at the bottom of the page. NOTE: this is a permanent removal, and cannot be
undone. Also, the removal of a candidate’s account will remove all cycles that are tied
to that candidate (this applies to any split dual practicum candidates). To close a cycle
without removing the candidate from the system, see the section below entitled
“Closing a Cycle.”

In the table, each row across shows the completed portions of the CAP cycle for that candidate.
In the example above, this Program Supervisor has three candidates. To access a candidate’s

cycle, click on the candidate’s name in the first column.

17



This is your candidate cycle screen:

Teacher Candidate/Supervisor Communication Window

A

fFrom John Smith - pec 20, 2015 - 122370
\test

Enter your comment below, then press Submit:

Submit

Supervisor-only Communication

Completed Cycle Steps:
Edit Teacher Candidate/Cycle Info
iew Self-Assessment Rubric Summary

Wiew Self-Assessment/Goal Setting Form

the first Three-Way Mesting taken

12115/2015

Yeg v

View Formative Assessment

Has the Second Three-Way Meeting
taken place?
D

r.2

te of meeting:

13112015

Yes v

“iew Unannounced Observation #2

Future Cycle Steps:

Complete Announced Cbservation #1
Finalized Goallmplementation Plan
Complete Unannounced Observation #1
Complete Announced Observation #2
Complete Unannounced Observation #3

Complete Summative Assessment

On the left of the screen, there is a Communication Window. This is a chat feature for the

Supervising Practitioner, the candidate, and you to send messages in real time.

On the top-right are two notable features: the first is a “Supervisor-only Communication”
feature, which allows you and the Supervising Practitioner to speak privately in real time. The
candidate does not have access to these messages. The second feature is only for the Program
Supervisor, which is an “Edit Candidate/Cycle Info” feature. By clicking here, Program
Supervisors can correct or add any information to a candidate’s cycle, such as their MEPID or

school placement.

The right column features a more detailed list of the CAP cycle steps than is displayed on the
Main Screen. Under the heading the “Completed Cycle Steps” is a compiled list of everything

that has been done to this point while the “Future Cycle Steps” heading lists what still needs to

be done in order for this candidate to complete CAP.

18



Uploading Evidence Files
A Program Supervisor, Supervising Practitioner, or teacher candidate can upload documents for
evidence and tag them according to which element(s) they feel the document is/are supporting.
Tagging is optional. However, as we will see in the Formative and Summative Assessments,
when you tag an element, the document will appear under that element for evidence.

To upload an evidence file, first click on “Upload Evidence Files” at the bottom of the candidate
cycle page. This will take you to the Document Uploading Page, as seen here:

Document Uploading

Files must be under SOME in size, and cnly the following formats are allowed: .doc(x), .xls(x), .ppt(x) .pdf,
Jpd, .png, bmp, .gif, .mp3, wav.

| Choose File | No file chosen )

Check to tag this file to Fssential Flement{s) (optionall:

Element 1.A4.4 Element 1.B.2 Element 2.4.3
Element 2.5.1 Element 2.D.2 Element 4.A4.1
Upload File

Current Uploaded Documents

Candidate Self-Assessment Form.docx John Smith *-'1 26

Click on the filz name fo view'downlozd the file. POF files will require that an Adobe POF Reader is
insfalled. /mage and audio files wall open in 2 new browser fab. M3 O ments vall be dovmioaded
info your Downloads " folder if youw need fo save the file fo a parficular Iocafi click the file name,
choose "Save link a5.._7, then select your desired locafion and clic

e Choose a file to upload by clicking on “choose file,”

e Select elements to tag, if you choose to do so, and then

e Click on “Upload File.”

The file will appear under Current Uploaded Documents for the triad to view. Only the file
owner will have the ability to remove it, in which case the option will appear under “Action.” For
this example, the candidate uploaded her Self-Assessment Form; the Program Supervisor and
Supervising Practitioner can each view the form but cannot delete it.

Transferring a Cycle
There are two reasons why a Program Supervisor may need to transfer a cycle to another
Supervising Practitioner:
1. The Supervising Practitioner’s email address for the CAP cycle is incorrect, or
2. The teacher candidate is enrolled in a split dual practicum, and is continuing the current
cycle with another Supervising Practitioner at a different practicum placement.

For either reason, Program Supervisors can use the transfer feature to correct or replace the

Supervising Practitioner in the current CAP cycle. This feature also allows for the CAP cycle to be
transferred to another Program Supervisor, if needed.
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If a Program Supervisor would like to transfer the cycle:
e Click on the candidate’s name of the cycle that you would like to remove on your Main
Screen.
e On the top-right of the screen, click on “Edit Teacher Candidate/Cycle Info.”

Under “Transfer Supervising Practitioner role,” the Program Supervisor will need to:

e Step 1: Type in the desired Supervising Practitioner’s email address. This can be a
correction to an existing email address, or a transfer to a new practicum placement
Supervising Practitioner.

e Step 2: Click “Transfer Supervising Practitioner Role.”

Make changes here for the CAP cycle of John Smith:

Transfer Supervising Practitioner role

— > E-Mail Address:
Transfer Supenising Practitioner Role

Transfer PmurIm Supervisor role
E-Mail Address:

Transfer Program Supenvisor Role

Teacher Candidate/Cycle Info
MEFID: 2147453547

Massachusetts License Number (if applicable):

Sponsoring Crganization: |Malden High Schoal

Frogram Area and Grade Level: [Bth grade mathematics

Have any of ihe companants af the
3oproved progEm bean walved ™

Yes v
Fracticum Information: | Practicum v
Fracticum/Equivalent Course Number: {000
Practicum/Equivalent Seminar Course Title: |Prac Seminar
Credit Hours: [15
Fracticum/Equivalent Site. [Malden
Grade Level(s) of Students: B
Total Mumber of Practicum Hours: [15

Mumber of hours assumed full 100
responsibility in the rale:

Submit Changes
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Editing Teacher Candidate/Cycle Information
A Program Supervisor may also edit a candidate’s cycle information that was collected during
registration, such as the MEPID, placement location, practicum hours, etc. To edit the teacher

candidate’s information:

e Click on the candidate’s name of the cycle that you would like to remove on your Main
Screen.

e On the top-right of the screen, click on “Edit Teacher Candidate/Cycle Info.”

e |nput any changes as necessary, and click on “Submit Changes.”

Closing a Cycle
This option allows a Program Supervisor to close a cycle without deleting the teacher

candidate’s registration entirely from the system.

If a Program Supervisor would like to close a CAP cycle:
e Click on the candidate’s name of the cycle that you would like to remove on your Main
Screen.
e At the bottom of the screen, click on “Edit Cycle Options.”

Other Options:

End Cycle <*——

This brings you to the same page as “edit teacher candidate/cycle info.” To close/end the cycle:
e Fill in their total practicum hours and their number of assumed full responsibility hours
in the role, if applicable.
e C(Click on “Submit Changes.”
e If applicable, a list of incomplete forms will appear for you for reference so that you are
aware that this cycle is ending early. You do not need to do anything with this list.
e C(Click on click “To End This Cycle.”
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Total Number of Practicum Hours: 15

Number of hours assumed full
responsibility in the role:

Submit Changes

T

End Cycle
* Announced Observation #1 i incomplete
* Announced Observation #2 is incomplete

¥ The Summafive Assessmenf is incomplete

— Click To End This Cycle

Once a cycle is closed, it will show up on your Main Screen:

Past CAP Cycles (Closed)

John Smith (Duration: 12/18/2015 - 11/30/-1)

You will have the option to re-open the cycle and continue working. To reopen the cycle, click
on the candidate’s name. Then, at the bottom of the screen, you will choose “Yes” from the
drop-down menu to unlock the cycle:

Unlock Cycle?
No ¥ | UNLOCK

This will re-open the cycle where you, the Supervising Practitioner, and the teacher candidate
left off.

Observation Forms

All observation forms require the same information and evidence as the forms found in
Appendix D of the CAP Guidelines.

Here is a form for the first announced observation:


http://www.doe.mass.edu/edprep/cap/guidelines.pdf

To be completed by Program Supervisor and Supervising Practitioner.

1.A.4 Well-Structured Lessons; 2.D.2 High Expectations
Focus Flements: Note: Az thiz iz the first obsenvation, assessors should attempt fo collect evidence for
all elements in orderto provide & baseline for future obzenations

Observation Details <_Progress: Complate ()

Start Time: -
Date of 15195015 10:00 am

Observation: End Time: |11:00 am
Content Topic/Lesson Objective:

Please include a lesson objective here...

Group Size:
Whole Group v

&

Active Evidence Collection occurred during the observation and is synthesized and categorized below.

Program Supervisor Evidence:

Provide evidence synthesized from notes taken during observation....

Supervising Practitioner Evidence:

1.A.4* Provide evidence synthesized from notes taken during observation....

Well-Structured
Lessons

s
Calibrated Evidence for Teacher Candidate: < progress Complete )

Calibrate evidence from SP and PS for candidate on this element based on this
observation....

Please check this box if this COMPLETE Save Your Work
observation form is complete:
* Thiz will give the Teacher Candidate
access to thiz form

This observation is to be completed by the Program Supervisor and the Supervising Practitioner,
and has elements of focus for evidence-collecting: Well-Structured Lessons and High
Expectations. Here, you will see these elements at the top of the screen as well as bolded in the
form. Just as in all observations, you are not limited to collecting evidence from this observation
to support only these two essential elements.

For each required section there will be a progress indicator to aid the user as he/she completes
the form.

Progress: Incomplete @

When you complete a required section, the progress indicator will change from incomplete to
complete.

Progress: Complete (/)
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To complete this form, you will need to:

e Complete the top portion with the date, start and end time of the observation, and the
group size, as well as a general statement about the content topic/lesson objective.

e Complete evidence for at least the focus elements for this observation in the
“Program Supervisor Evidence” boxes. Evidence included is indicative of performance
relative to each element. It may include evidence that demonstrates one or more of the
dimensions (quality, consistency, scope) of an element are being met or that
performance is not yet at the expected threshold.

e Complete the reinforcement and refinement feedback at the bottom of the form.

e Complete the calibrated evidence boxes for all focus elements, the reinforcement
feedback, and the refinement feedback, once you and the Supervising Practitioner are
finished providing evidence individually.

NOTE: The calibrated evidence boxes are the ONLY REQUIRED EVIDENCE BOXES on the form
because the candidate will only see the calibrated feedback and the form will not be ready to
share until all appropriate calibrated feedback boxes outlined above are completed. This
calibrated feedback will also be available for reference on the Formative and Summative
Assessments.

Once you have calibrated your feedback and are ready to share with the candidate, you will:
e Click “Save” at the bottom of the screen,
e Scroll down to the bottom of the screen again. You should see this:

COMPLETE Save Your Work

* T

e C(Click “Complete” at the bottom of the screen as well as “Save Your Work.” NOTE: If any
entry on the form is missing information, this will not become available.

This will release the document to the candidate. NOTE: Both you and the Supervising
Practitioner must check “Complete” and “Save Your Work” in order for the candidate to view
this document.

Viewing a Candidate’s Self-Assessment and Goal-Setting Form
After the candidate completed the Self-Assessment, he/she will have shared the resulting rubric
summary and the Self-Assessment/Goal-Setting Form. The green rectangles on the Self-
Assessment indicate the selections that the candidate made for the self-assessment for each of
the 6 Essential Elements for Quality, Scope, and Consistency. These selections are automatically
summarized in the table at the top of the Self-Assessment/Goal-Setting Form, as seen here:
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Self-Assessment Rubric Summary
i iy | s

1.A.4; WelStructured Lessons [ Proficient = | Meeds Improvement | Proficient
1.B.2: Adjustment to Practice Proficient Proficient Proficient
2.A.3: Mesting Diverse Needs Proficient Meeds Improvement Unsatisfactory
2.B.1: Safe Learning Envirsnment Meseds Improvement Meeds Improvement Proficient
2.0.2: High Expectations Proficient Proficient Proficient

4 A 1: Reflective Practice Proficient Me=ds Improvement Needs |mprowvement

Based on your self-azzez=ment, please summarize your aress of strength:

Areas of sfrength are

Strength Summary Ewvidence!Rationale:

Reason for areas of strength are

Strength Element/Dimension:

¥ 1A Wel-Biruciurd Lassans
¥ {52 Adustmen to Paciice
2A.3: Mesting Diverse Neads
2.5.1: Sak Laaming Envisnment
2.0:2 High Expactaiions
4 A1 Rafactiva PEcics

Based on your self-aszessment, please summarize high-priority aress for growth:

Areas of growth are

Growth Summary Evidence/Rationale:

Reason for areas of growth are

Growth Element/Dimension:

1AL Wel-Siuciusd Lassans
1.5.2: Adpustmen o Paclics

< LA Mestng Divess Nesds
2.5.1: Safz Lagming Envisnment
2.0:2: High Expacialions
4 A {: Reflactive Paclics

Preliminary Goal-Setting & Plan Development

|dentify/Clarify 3 Focus or Goal Topic
1.A.4: Well-Structured Lessons 1.B.2: Adjustment to Practice

2.B.1: Bafe Leaming Environment 2.0.2: High Expectations

< AL Mesting Diverse Mesds
4.A.1: Reflective Practice

Sfrafegic Prompt: Why is this topic/focus area so important?

This is importanf because
Topic/focus objective?
My objecfive is

Specific, Figorous, Resulfs-Focused Prompt: What skills, knowiledge, or practice
will | acquire or develop through achieving this goal?

| hope fo aguire

Realistic, Timed Prompl: When will | achieve this goal? |8s/81/2816

cfion-Onenfed, Tracked Frompf: How will | demonstrate progress toward this goal?

I vall demonsfrafe by

Measured Prompf: How will | know the goal has been achisved?

1 vall know | have reached my gosl by
Draft Professional Practice Goal:
FPG:

What actions will you take to achieve the goal?

The candidate should share these two forms with you and the Supervising Practitioner before
the first Three-Way Meeting to finalize the goal and implementation plan, as noted in the CAP
Guidelines. If you are satisfied with the candidate’s work, you will click on “Save Only.”

However, if you would like the candidate to make any revisions and return the document to you,

you will have the opportunity to do so: you and/or the Supervising Practitioner can leave
feedback for the candidate in the textbox below, and then you will click on “Return for edits.”
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Leave feedback for Teacher Candidate/provide explanation for selecting "Return for edits”.

ke=p working on ...

Click this buffon fo save the feedback, buf
leave the self-assessment closed Save Only

Click this buffon fo refum this fom :
back fo the Teacher Candidafe for edifs Retum for edits

NOTE: You will not be able to view the candidate’s Self-Assessment and Goal-Setting Form and
Rubric until he/she has completed all portions, and has released the form to be shared with you
and the Supervising Practitioner.

Completing the Finalized Goal and Implementation Plan
After you and the Supervising Practitioner approve or return to the candidate the Self-
Assessment/Goal-Setting form, you will work as a triad to complete the Finalized Goal and
Implementation Plan form. This form is unique, because it is the only form in the system in
which all three users share responsibility for completion.

To complete this form:
e The Supervising Practitioner will complete the Measure of Student Learning section.
e The candidate will complete the Professional Practice Goal section, based on the Self-
Assessment and Goal-Setting Form.
e You and the Supervising Practitioner will complete the Implementation Plan section, as
seen here:

Implementation Plan: In support of attaining the goal(s), the candidate, Program Supervisor and Supervising Practitioner agree on the
following actions:(Completed by BOTH Program Supsrviser AND Supsnising Fractitionsr):

Action Step Suppori/Resources from Timeline/Frequency Save Changes

Save Changes
A A A

Add an action step here: Fill in all fields, then you must click Add Action Step to add it to the Implementation Plan

Action Step Suppori/Resources from Timeline/Frequency Add Step

Add Action Step
s s ]

For more information on how to complete an implementation plan, refer to the CAP Guidelines.
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Once you have your first Three-Way Meeting and finalize the candidate’s goal, select “Yes” and

on the drop-down menu and type the date.

Has the first Three-Way Meeting taken
place, and are the goalfs] finalzed?

Date of meeting:

mm./ dd./yyyy

Mo

This correlates with the Three-Way Meeting sign-offs on the CAP Form in the CAP Guidelines.

Completing Formative and Summative Assessments

Unlike the observation forms that are completed separately by each assessor and then
calibrated before feedback is released to the candidate, the Formative and Summative
Assessments each function as a single, live, working document that is shared between the
Program Supervisor and the Supervising Practitioner. You and the Supervising Practitioner will
decide the best way to complete the form. One person can begin the ratings and evidence, save
his/her work, and the other will see the progress and be able to add to the work.

To complete this form, you and the Supervising Practitioner will:

e Use the drop-down menus for Quality, Scope, and Consistency to select the rating
determination for each element, as indicated by the arrows below,

e Indicate the readiness thresholds for each element by selecting “Yes” or “No” (for more
information on the readiness thresholds for Quality, Scope, and Consistency, please
refer to the Guidelines), and

e Provide calibrated feedback to support your ratings.

e Select “Complete” and “Save Your Work.” (Note: you will both need to select this to
share the document with the candidate.)
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Progress: Complete @ Formative Assessment Ruljric Element MA.1

Readiness
- Threshold
Quality - 10 e fourm e skall, acoon - M8 SCal8 rumawp.g_m cuxslstenw el Auancy g ail
o nu?mrsau:::m =t Ama, SBMEUMES, e} hAThe Skill, Met?
paribrmance descrpmr . T

Fesds Imprvemen ® Yes O Mo
Rating Dnenpben Ly mtect on e thng Deecription: Lisy =fect on the
leszons/ unils and sy lessons! unifs and
Wi SENtS DU ot Wi colles anae Wit Slunents but not wifi T

4.A.1: Reflective Practice SEE '9' ol L = aEly uses Insights 2 Impmus pEctice collasgues andormEly Lses Insights 12
practics and student -s=—|-1g Impave practice

Calibrated Element 4.A.1 Feedback for Teacher Candidate: Tay Evidence Files: |

Calibrate evidence from 5F and PS for candidate .....

Announced Obs. #1 Callhrated Evidence: Unannounced Dhs §| Callhrated Evidence: Announced Obs. #2 Callhrated Evidence:
Observation date: 127 12/20 Observation date: Observation date: 12132016

Require additional (fifth) observation? | ves «

Choose element{s) to be a Focus Element for the Unannounced Observation #2

144 Wie-Sustued Lessons +# 152 Agustment 1o Practice 243 Mestng Diveme Nesds
25.1: Safe Leaming Envionmen 202 Hgh Expactations. 441 Retantve Pactos
The Supervising itii has ked this Fo i as "Finished".
Please check this box if the
e Formative Assessment is complefe: =
“ This wil v e Teacher Candaats COMFLETE Save Your Work
0 815 2T

Each element is accompanied by:

e Any calibrated feedback from previous observations linked to that element, and
e Links to tagged evidence files that have been uploaded to the system.

You will use the same method for the Summative Assessment ratings. You will notice that at the

bottom of each element, your rating and element feedback from the Formative Assessment
have been exported for your reference.
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Progress: Complete @ Summative Assessment Rubric Element L.A.4

Readiness
Cpmity T SCOPE - the seale ofimpact je.g, one | CONSISTENCY - e frequency fe.q. Threshold
Element acfion or behavior as described in fhe student, subset of children, all students) fo | all the fme, somefimes, once) thaf the Met?
ficient perf B —— which the skill, acfion or behavior is skill, acfion or behavior is
> Proficient v Proficient v #) Yes () No
Rating Description: Develope wel-zfrucfured || Rating Description: Develops wel-siuctured Rating Description: Develops wei-
fezzonz with chalienging, measurable lezzonz with challenging, i leszonz with chall Formative
objectives and appropnate student jectivez and fate student ble objectives and e
. ies, pacing, seq 3 strategies, pacing, sequence, student engagement strategies, pacing, )
1.A4:Well-Structured Lessons activities, matenalz, rezources, technologies, || activities, matenals, . technologies, 9 , activities, materials, HD
and grouping. and grouping. respurces, technoiogies, and grouping.
Formative Assessment Result: Formative Assessment Result: Formative Assessment Result:
Needs Improvement Needs Improvement Needs Improvement
Calibrated Element 1.A.4 Feedback for Teacher Candidate: Tagged Evidence Files:

Calibrated evidence for our teacher candidate B

| — | |
Formative Assessment Feedback: Caiibrated feedback iz
Announced Obs. #1 Calibrated Evidence: Caiibrated feedback iz
Unannounced Obs. #1 Calibrated Evidence: Feedback. ...
Anounced Obs. #2 Calibrated Evidence:

Unannounced Obs. #2 Calibrated Evidence:

Completing the Cycle
You and the Supervising Practitioner will need to determine if the candidate is ready to teach
and to provide your signatures. The online platform does not have a feature available to
securely capture signatures electronically; therefore, you, the Program Supervisor, and the
candidate must complete the one-page document of the CAP Form. You can upload the signed
document to the teacher candidate’s cycle.

The last step is to manually close a cycle. See the section “Closing a Cycle” for details; be sure to
include the number of practicum hours and total number of hours assumed full responsibility in
the role.

IMPORTANT: Your candidates ratings will not be included if the cycle is not closed.

Troubleshooting and Feedback
Based on the most frequently asked questions we have received, here are a few tips:

1. Register with your school-issued email address.

2. Inorderto share a document, you will need to click “Save” first; then, if all portions of
the document are completed, the checkbox to click “Complete” and “Save Your Work”
will appear. If this does not appear at the bottom of the screen, then the system
recognizes an incomplete portion of the form. Be sure to read through your work and
check for missing information using the progress indicators.

3. When creating a CAP cycle, be sure to input the correct email address for the teacher
candidate and the Supervising Practitioner. If anyone in the triad cannot view the open

29


http://www.doe.mass.edu/edprep/cap/handbook/CAP-Form.pdf

cycle, check for any discrepancies with their email address (e.g. misspellings, .com or
.org, etc).

If you have questions about the CAP Online Platform, please check out the FAQs, which we will
update regularly based on common questions and feedback from users. If you have a question
that is not on the list, or need assistance with the platform, please reach out to your Sponsoring
Organization’s CAP Manager.

User Guide C: Supervising Practitioner

Getting Started
To begin using the system, open a compatible® web browser and log on to desecap.com.

ELEMENTARY AND SECONDARY C r‘ \ |

Massachusetts
Candidate Assessment
of Performance
-
Username: captestsupervisor@gmail.c
Password:  [seesens
Login
Register Forgot Password FAG

On the bottom of the landing page there are two resources: a feature in case you forget your
password, and a FAQ feature. The FAQs will take you to a set of both website usage questions
as well as general CAP-related questions you may find useful as you use the platform. This page
will be updated periodically.

To begin you will need to create a new account. To register:
e Click “Register” at the bottom left of the screen,
e Complete the screen prompts by filling in all fields, as shown below.

3 The CAP Online Platform is not compatible with Internet Explorer.
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Upsacomele onTevertosions=mal miibe
ntto the address you provided

E-Mail Address: [capspli@gmail com
First Name: [cap
Last Name: [sp11
Program Supervisor

Account Type: @ Supervising Practitioner
Teaching Candidate

Your School District: [ Please Choose. -
Position/Title
License Field(s)
License Type |Please Choose... *
MEPID or License Number:

# of years experience under
license

Submit

o Click “Submit.” You will then receive an email with a link to complete your registration
as well as a temporary password.

e Check your email to verify your registration.

e lLogin with the temporary password, and create a new password.

e Tell your Program Supervisor that you are registered and in the system, and provide
him/her with your email address and school district.

In the System

General Navigation
This is your Main Screen after you log in:

Your open Supervising Practitioner cycles

Candidate’s Name
Elek e foview

Here, you will be able to view the progress of the candidate throughout his/her cycle and the
name of the Program Supervisor assigned to the candidate. You will also be able to change
your password at any time by clicking on “Edit Profile” in the navigation bar at the top of the
screen.

To access a candidate’s cycle, click on his or her name in the first column.

This is your candidate cycle screen:
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Teacher Candidate/Supervisor Communication Window Supervisor-only Communication

ll::rl)grln Jessica Jones - apr2a, 2016 - 02:07 PM | Completed Cycle Steps:

View Announced Cbservation #1
View Unannounced Chservation #1
WView Announced Cbservation #2
View Formative Assessment

View Unannounced Chservation #2

Future Cycle Steps:

Finalized Goal/implementation Plan
Unannounced Observation #3

Summative Assessment

) Other Options:
Upload Evidence Files

On the left of the screen, there is a Communication Window. This is a chat feature between the
Program Supervisor, the candidate, and you, which allows all three to send messages.

On the top-right, you will notice a “Supervisor-only Communication” feature, which allows you
and the Program Supervisor to speak privately in real time. The candidate does not have access
to these messages.

The right column features a more detailed list of the CAP cycle steps than we saw displayed on
the Main Screen: the “Completed Cycle Steps” lists everything that has been done to this point,
while the “Future Cycle Steps” heading lists what still needs to be done in order for this
candidate to complete CAP.

Uploading Evidence Files
A Program Supervisor, Supervising Practitioner, or teacher candidate can upload documents for
evidence, and tag them according to which element(s) they feel the document is/are supporting.
Tagging is optional; however, as we will see in the formative and summative assessments, when
you tag an element, the document will appear under that element for evidence.

To upload an evidence file, first click on “Upload Evidence Files” at the bottom of the candidate
cycle page. This will take you to the Document Uploading Page, as seen here:
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Document Uploading

Files must be under SOMB in size, and only the following formats are allowed: .doc(x), .xIs(x), .ppt(x) .pdf,
ipg, .png, .bmp, .gif, .mp3, .wav.

| Choose File | No file chosen ]

Check to tag this file fo Essential Flementis) (optional):

Element 1.4.4 Element 1.6.2 Element 2.4.3
Element 2.6.1 Element 2.0.2 Element 4.4.1
Upload File

Current Uploaded Documents

Candndat& Self-Assessment Form.docx 1 A4 T ” B dohn Smith D?J"I 312016

Click on the file name fo viewdownload the file. POF files will require fhaf an Adobe POF Reader is
insfalfed. Image and sudio files vall open in @ new browser fab. ME Office documents vall be downloaded
info your Downloads” folder. If you need fo save the file fo a parficulzr locafion, right-click the file name,
choose "Save fink 25" then select youwr desired location and click Save

e Choose a file to upload by clicking on “Choose File,”
e Select elements to tag, if you choose to do so, and then
e Click on “Upload File.”
The file will appear under Current Uploaded Documents for the triad to view. Only the file
owner will have the ability to remove it, in which case the option will appear under “Action.” For
this example, the candidate uploaded her Self-Assessment Form: the PS and SP can view it, but

cannot delete it.

Observation Forms

Here is a form for the first announced observation:

33



To be completed by Program Supervisor and Supervising Practitioner.

1.A.4 Well-Structured Lessons; 2.D.2 High Expectations
Focus Elements: wote: Az thie iz the firet obeenation, azeszsore should attempt to collect evidence for
all elementz in order to provide a bazeline for fufure cbzenations

Observation Details ~ Progress: Complete (/)

Start Time: -
Date of (1511512015 10:00 am

Observation: End Time: |11:00 am
Content Topic/Lesson Objective:

Please include a lesson objective here...

Group Size:
Whele Group v

o

Active Evidence Collection occurred during the observation and is synthesized and categorized below.

T

Program Supervisor Evidence:

Provide evidence synthesized from notes taken during observation....

Supervising Practitioner Evidence:

1.A.4* Provide evidence synthesized from notes taken during observation....
Well-Structured
Lessons
Calibrated Evidence for Teacher Candidate: Progress: Complete |Q|
Calibrate evidence from SP and PS for candidate on this element based on this
observation....
> Please check this box if this COMPLETE Save Your Work

observation farm is complete:
* Thiz will give the Teacher Candidate
access fo thiz form.

This observation is to be completed by the Program Supervisor and the Supervising Practitioner,

and has elements of focus for evidence-collecting: Well-Structured Lessons and High

Expectations. Here, you will see these elements at the top of the screen as well as bolded in the

form. Just as in all observations, you are not limited to collecting evidence from this observation

to support only these two essential elements.

For each required section there will be a progress indicator, which is to aid the user as he/she

completes the form.

Progress: Incomplete @
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As you complete a required section, the progress indicator will change from incomplete to
complete.

Progress: Complete (/)

To complete this form, you will need to:

e Complete the top portion of the form with the date, start and end time of the
observation, the group size, and a general statement about the content topic/lesson
objective.

e Complete evidence for at least the focus elements for this observation in the
“Supervising Practitioner Evidence” boxes. Evidence included is indicative of performance
relative to each element. It may include evidence that demonstrates one or more of the

dimensions (quality, consistency, scope) of an element are being met or that performance is not
yet at the expected threshold.

e Complete the reinforcement and refinement feedback at the bottom of the form.

e Complete the calibrated evidence boxes for all focus elements, the reinforcement
feedback, and the refinement feedback, once you and the Program Supervisor are
finished providing evidence individually.

NOTE: The calibrated evidence boxes are the ONLY REQUIRED EVIDENCE BOXES on the form.
This is because the candidate will only see the calibrated feedback, and the form will not be
ready to share until all appropriate calibrated feedback boxes outlined above are completed.
This calibrated feedback will also be available for reference on the formative and summative
assessments.

Once you have calibrated your feedback and are ready to share with the candidate, you will:
e Click “Save” at the bottom of the screen,
e Scroll down to the bottom of the screen again. You should see this:

Flease check this box  this COMPLETE Save Your Work
observation form is complete:

This wil give fhe T

+

i

e Click “Complete” at the bottom of the screen as well as “Save Your Work.” NOTE: If any
entry on the form is missing information, this will not become available.

This will release the document to the candidate. NOTE: Both you and the Program Supervisor
must check “Complete” and “Save Your Work” in order for the candidate to view this document.

NOTE: For unannounced observations in which you are the only person required to complete
the observation form, you will still need to complete the calibrated boxes, because those are the
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only comments that are shared with the candidate. You may copy-paste your feedback from the
“Supervising Practitioner Evidence” boxes into the calibrated boxes.

Viewing a Candidate’s Self-Assessment and Goal-Setting Form
After the candidate completed the Self-Assessment, he/she will have shared the resulting rubric
summary and the Self-Assessment/Goal-Setting Form, which are the same as Appendix B in the
Guidelines. The green rectangles on the Self-Assessment indicate the selections that the
candidate made for the Self-Assessment for each of the 6 Essential Elements for Quality, Scope,
and Consistency; these selections are automatically summarized in the table at the top of the
Self-Assessment/Goal-Setting Form, as seen here:
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Self-Assessment Rubric Summary

T R R

1.A.4; Well-Structured Lessons Proficient Needs Improvement Proficient
1.B.2: Adjustment to Practice Proficient Profizient Proficient
2.A.3: Mesting Diverse Mesds Proficient Nesds Improvement Unsatisfactory
2.B.1: Safe Learmning Environment Nesds Improvement Nesds Improvement Proficient
2.0.2: High Expectations Proficient Proficient Proficient

4 A.1: Reflective Practice Proficient Needs Improvement Nesds Improvement
Bia=ed on your self-assessment, please summarize your areas of strength: Strength Element/Dimension:

Areas of strength are ¥ 1AL WeB-SICiIRd Lassans

* 152 Adusimen fo Pactice
2A.3 Mesiing Diversa Meads
2.5.1: Sate Laaming Snvisnment
2.0:2: High Expaciabians
4.4 1; Refactive Paclic

Strength Summary Evidence/Rationale:

Rezson for areas of sfrength are

Based on your self-assessment, please summarize high-priority areas for growth: Growth Element/Dimension:

Areas of growth are 144 Wel-Sructued Lessans
1.8.2: Adusimen lo Paciice
1 ZAT Mestng Divess Nesds
2.5.1: Sate Laaming Snvisnment
2.0:2: High Expaciabians
4.A.1: Redeciive Pacice

Growth Summary Evidence/Rationale:

Rezson for areas of growth are

Preliminary Goal-Setting & Plan Development
|dentify/Clarify 2 Focus or Goal Topic

1.A.4; Well-Strectured Lessons 1.B.2: Adjustment to Practice # 2.A.3: Mesting Diverse Mesds
2.B.1: Safe Learmning Environment 2.D.2: High Expectations 4 A1 Reflective Practics

Strategic Prompf: Why is this topic/focus area so important?
This is imporfanf because
Topicifecus objsctive?
My objecfive is

Specific, Rigorous, Results-Focused Prompf: What skills, knowledge, or practice
willl | aeguire or develop throwgh achisving this goal?

I hope fo aquire

Realiztic, Timed Prompi: When will | achieve this goal? |as/81/28156

Acfion-COnenfed, Trecked Prompf: How will | demonstrate progress toward this goal?
I vall demonstrate by
Measured Prompf: How will | know the gosl has been achisved?
I vall know | have reached my goal by
Draft Professional Practice Goal:
PPG:

What actions will you take to achieve the goal?



The candidate should share these two forms with you and the Program Supervisor before the
first Three-Way Meeting to finalize the goal and implementation plan, as noted in the CAP
Guidelines. If you are satisfied with the candidate’s work, you will click on “Save Only.” However,
if you would like the candidate to make any revisions and return the document to you, you will
have the opportunity to do so: you and/or the Program Supervisor can leave feedback for the
candidate in the textbox below, and then you will click on “Return for edits.”

Leave feedback for Teacher Candidate/provide explanation for selecting "Return for edits”.

ke=p working on ...

Click this buffon fo save the feedback, buf Sa
: . I : T e Oin
leave the self-assessment closed ty

Click this buffon fo refum this fom :
back fo the Teacher Candidafe for edifs Retum for edits

NOTE: You will not be able to view the candidate’s Self-Assessment and Goal-Setting Form and
Rubric until he/she has completed all portions and has released the form to be shared with you
and the Program Supervisor.

Completing the Finalized Goal and Implementation Plan
After you and the Program Supervisor approve or return to the candidate the Self-
Assessment/Goal-Setting form, you will work as a triad to complete the Finalized Goal and
Implementation Plan form. This form is unique, because it is the only form in the system in
which all three users share responsibility for completion.

To complete this form:
¢ You will complete the Measure of Student Learning section, as seen here:

Measure of Student Learning: In addition to attaining the professional practice goal, the candidate will also be
assessed based in part on their impact on student learning. The Supervising Practitioner, in coordination with the
Proegram Supervisor, has set the following measures of student leaming. (Compisted by Supsrvising Fractitioner):

Moderate

low
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e The candidate will complete the Professional Practice Goal section, based on the Self-
Assessment and Goal-Setting Form.

e You and the Program Supervisor will complete the Implementation Plan section, as
seen here:

Implementation Plan: In support of attaining the goal(s), the candidate. Program Supervisor and Supervising Practiticner agree on the
following actions:(Complzted by BOTH Program Supsrvisor AND Supenvising Practitionsr):

Action Step Support/Resources from Timeline/Frequency Save Changes

Add an action step here: Fill in all fields, then you must click Add Action Step to add it to the Implementation Flan

Action Step Support/Resources from Timeline/Frequency Add Step

Add Action Steg
A A Al

Once you have your first Three-Way Meeting and finalize the candidate’s goal, select “Yes” and
on the drop-down menu and type the date to indicate that this requirement was met under the
Candidate Cycle.

Has the first Three-Way Meeting taken
place, and are the goals) fnalzed?
Date of meeting:

mm/dd Sy yy

Mo

This correlates with the Three-Way Meeting sign-offs on the CAP Form.

Completing Formative and Summative Assessments
Unlike the observation forms that are completed separately by each assessor and then
calibrated before feedback is released to the candidate, the Formative and Summative
Assessments each function as a single, live, working document that is shared between the
Program Supervisor and the Supervising Practitioner. You and the Program Supervisor will
decide the best way to complete the form: one person can begin the ratings and evidence, save
his/her work, and the other will see the progress and be able to add to the work.

To complete this form, you and the Program Supervisor will:

e Use the drop-down menus for Quality, Scope, and Consistency to select the rating
determination for each element, as indicated by the arrows below,

e Indicate the readiness thresholds for each element by selecting “Yes” or “No” (for more
information on the readiness thresholds for Quality, Scope, and Consistency, please
refer to the Guidelines), and

e Provide calibrated feedback to support your ratings.
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e Select “Complete” and “Save Your Work.” (Note: you will both need to select this to
share the document with the candidate.)
Progress: Complete (,:.h, Formative Assessment Ruljric Element VA1
Readiness
e e
Pmtiam Neads Improvament v ® Yes ~o
mgg‘mmmn REQUIGT) EECES on e -
"‘SEML;SJS;JE bath with T
4.A.1: Reflective Practice COllS3gUES, SN0 USES mimpvE i
practics and stugent l=aming Impmus pectice
Calibrated Element 4.A.1 Feedback for Teacher Candidate: Tay Evidence Files: |
Calibrate avidence from 5P and PS for candidate
—>

Announced Ohbs. #1 C‘allhrated Evidence: Unannounced Obs. §| E‘allhrated Evidence:
Observation date: 127127201 1

Announced Obs. #2 E‘allhrated Evidence:
Observation date: V201

Observation date: 12730

Require addiional (fifth) observation? | vYez v

Choose element(s) to be a Focus Element for the Unannounced Observation #2
1.A8 Wel-Stuctusd Lassons. ¥ 152 Adusimant 1o Pactice

2.5.1: Sate Leaming Emvisonment 2.0.2: High Expectatons.

247 Mestng Divasme Neads
241 Refectve PaEctos

The Supervising Practitioner has marked this Formative Assessment as "Finished™,

Please check this bax if the
E— Formative Assessment is o te o
Rimmeg ek COMPLETE Save Your Work
‘access o s fm

Each element is accompanied by:

e Any calibrated feedback from previous observations linked to that element, and

e Links to tagged evidence files that have been uploaded to the system.
You will use the same method for the Summative Assessment ratings. You will notice that at the

bottom of each element, your rating and element feedback from the Formative Assessment
have been exported for your reference.
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Progress: Complete (/)

Quality - ability to perform the skill,

acfion or behavior as described in the
proficient performance descriptor

Rating Description: Develope wel-zfructured
lezzonz with challenging, meazurable

Summative Assessment Rubric Element [.A.4

SCOpe - the scale ofimpact fe.g., one

Proficient v
Rating Description: Develope wel-zfructured
lezzonz with challenging, meazurabie

Readiness

Consistency - e frequenc, Threshold
J Met?
® ves () Mo

Proficient v
Rating Description: Develops weil-

structured lezzons with chalienging, Formakive
e abjectives a 2

Assessment Result:

Formative Assessment Result:
Needs Improvement

No

objectives and appropriate sfudent and student nd
. izg, pacing, seq ) gies, pacing, student giez, pacing,
1.A4: Well-Structured Lessons activities, matenialz, rezources, technologies, || activities, matenals, . technologies, g ., activities, matenals,
and grouping. and grouping. respurces, technologies, and grouping.

Formative Assessment Result:
Needs Improvement

Formative Assessment Result:
Needs Improvement

Calibrated Element 1.A.4 Feedback for Teacher Candidate:

Calibrated evidence for our teacher candidate

Formative Assessment Feedback: Caiibrated feedback iz.
Announced Obs. #1 Calibrated Evidence: Caiibrated feedback iz..
Unannounced Obs. #1 Calibrated Evidence: Feedback....
Anounced Obs. #2 Calibrated Evidence:

Unannounced Obs. #2 Calibrated Evidence:

| |

Tagged Evidence Files:
ESE_CAF Guidelines Release Memo_June 2015 pdf

You will use the same method for the Summative Assessment ratings. You will notice that at the
bottom of the page, your rating and element feedback from the Formative Assessment have

been exported for your reference.

Completing the Cycle

You and the Program Supervisor will need to determine if the candidate is ready to teach, and
will need to provide signatures. The online platform does not have a feature available to
securely capture signatures electronically; therefore, you, the Program Supervisor, and the
candidate must complete the one-page document of The CAP Form.

Troubleshooting and Feedback

Based on the most frequently asked questions we have received, here are a few tips that may

assist you in the online platform:

1. Register with your school-issued email address.

2. If you are missing an email alert from the system, check your spam and junk folders.

3. If you have registered in the system, but receive the message “You have no open CAP
cycles,” check with your Program Supervisor on the process of the CAP cycle
registration. If he/she has registered the CAP cycle, the email address used for the
registration may be incorrect. Work with the Program Supervisor to check for any
discrepancies with your email address (e.g. misspellings, .com or .org, etc).

4. In order to share a document, you will need to click “Save” first; then, if all portions of
the document are completed, the checkbox to click “Complete” and “Save Your Work”
will appear. If this does not appear at the bottom of the screen, then the system

41



recognizes an incomplete portion of the form. Be sure to read through your work and
check for missing information, using the progress indicators.

5. When creating a CAP cycle, be sure that the correct email address for the teacher
candidate and the Supervising Practitioner are inputted. If anyone in the triad cannot
view the open cycle, check for any discrepancies with their email address (e.g.
misspellings, .com or .org, etc).

If you have questions about the CAP Online Platform, please check out the FAQs, which will be
updated regularly based on common questions and feedback that ESE receives from users. If
you have a question that is not on the list, or need assistance with the platform, please reach
out to your Sponsoring Organization (SO) CAP Manager (CM).
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User Guide D: Teacher Candidate

Getting Started
To begin using the system, open a compatible* web browser and log on to desecap.com.

ELEMENTARY AND SECONDARY C r‘ \ |

EDUCATION Massachusetts

Candidate Assessment
of Performance

ra \
Username: captestsupervisor@amail.c
Password: e
Login
Register Forgot Password FAG

On the bottom of the landing page there are two resources: a feature in case you forget your
password, and a FAQ feature. The FAQs will take you to a set of both website usage questions
as well as general CAP-related questions you may find useful as you use the platform. This page
will be updated periodically.

To begin you will need to create a new account. To register:
e Click “register” at the bottom left of the screen,
e Complete the screen prompts by filling all information in the fields seen below.

4 The CAP Online Platform is not compatible with Internet Explorer.
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Regdister your account nere
Upon completion, a verification e-mail will be
sentio the address you provided

E-Mail Address:  :andidate21@gmail.com
First Name:  John

Last Name:  Smith

© Program Supervisor
Account Type:  © Supervising Practitioner
@ Teaching Candidate

Your Organization/Institution:  Please Choose... -
Home Address:
City:
State:  Please Choose... -
Zip Code:

MEPID (if known):

Massachusetts License
Number (if applicable):

Accounts created on this web senvice are for use with the Massachusetts Depariment of Elementary and Secondary Education’s Candidate
Assessment of Ferfomance program. Individuals creafing sccounts under the Frogram Supenvisor or Gandiate role must represent qualifying
arganizations/institutions (see drop down list abowe). Individuals creating acoounts under the Supenising Fraciitioner role must represent
qualifying Massachuseits schoal districts [see drop down list above] = visit doe mess eduedeval for information an Massachusetts”
Educator Evaluator programs. Also please direct any inquines fo edprep@doe mass.edl

Submit

e Click “Submit” and you will receive an email with a link to complete your registration as
well as a temporary password.

e Check your email to verify your registration.

e Login with the temporary password, and create a new password.

e Tell your Program Supervisor that you are registered and in the system, and provide
him/her with your email address and MEPID (if you have one/know it).

Once you log in, you will be prompted to enter information about your practicum, as seen here:

Cycle Options
Before the cycle can begin, you must
provide the following information:

MName of School:
Program Area and Grade Level:

of the

Have any of the compa
approved program been

Please Choose... v

Practicum Information:

Please Choose... A
Practicum/Eguivalent Course Number:
Practicum/Equivalent Seminar Course Title:
Credit Hours:

Practicum/Equivalent Site:

Grade Level(s) of Students:

Submit Cycle Info
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In the System

General Navigation
This is your Main Screen:

Communication Window
|'l5r0m John Smith - ez 20, 2015- 1223 24 “l ) Completed Cycle Steps:

“iew Self-Assessment Rubric

‘iew Self-Assessment Form

Hzs the first Three-Wey ldesfing taken
place. and are fhe goalls) finalized?

Date of mesting
12/15/2015

Ve

‘iew Fomaative Assessment

Has the second Three-Way Meefing
taken place?

Date of meeting
1213142015

yes ¥

L ) Future Cycle Steps:

Announced Observation &1

Enter your comment below, then press Submit:
Finalized Goallmplementation Plan

Unannounced Observation &1
Announced Observation #2

Unannounced Observation #2
Submit Unannounced Chsenvation #3

Summative Assessment

Hzs the Third Three-Way Meeting
taken place?

Cate of mesting
06/03/2016

Mo+

Other Options:

Upload Evidence Files

Here, you will also be able to change your password at any time by clicking on “edit profile” in
the navigation bar.

On the left of the screen, there is a Communication Window. This is a chat feature between the
Program Supervisor, the Supervising Practitioner, and you, which allows all three to send
messages in real time.

The right column features two lists: “Completed Cycle Steps” lists everything that has been done
to this point, while the “Future Cycle Steps” allows you to see what still needs to be done in
order to complete CAP.
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Candidate with split dual practicum placements
For candidates that are participating in a practicum where hours may be split across placements
(e.g., Early Childhood), Program Supervisors will register you for another cycle that coincides with
your placement. You will know when your second placement cycle becomes available when a

second choice appears in your drop-down menu at the top of your screen:

=1 Swl el Sl Jalden High School - Start Date 12M17/2015 =

The cycles will be distinguished by different start dates and school placements.

Uploading Evidence Files
A Program Supervisor, Supervising Practitioner, or teacher candidate can upload documents for
evidence, and tag them according to which element(s) they feel the document is/are supporting.
Tagging is optional; however, as we will see in the formative and summative assessments, when
you tag an element, the document will appear under that element for evidence.

To upload an evidence file, first click on “Upload Evidence Files” at the bottom of the candidate

cycle page. This will take you to the Document Uploading Page, as seen here:

The file will appear under Current Uploaded Documents for the triad to view. Only the file
owner will have the ability to remove it, in which case the option will appear under “Action.”

Document Uploading

Files must be under SOME in size, and only the following formats are allowed: .doc(x), .xIs(x), .ppt(x) .pdf,
ipg, .png, .bmp, .gif, .mp3, .wav.

| Choose File | No file chosen ]

Check to tag this file fo Essential Elementis) (optional):

Element 1.4.4 Element 1.6.2 Element 2.4.3
Element 2.6.1 Element 2.0.2 Element 4.4.1
Upload File

Current Uploaded Documents

Filename (click to viewidownload) Tagged Elements Upload Date
Candidate Seff-Assessment Form.docx John Smith O7M3/2016

Click on the file name fo viewdownload the file. POF files will require fhaf an Adobe POF Reader is
insfalfled Image and awdio files wall open in & new browser fab. M5 Officy s wall be dowmloaded
info your Tovnloads ™ folder. if you need fo save the file fo a parficulzr losaf f-glick the file name,
choose "Zave fink a5...") fhen select yowr desired location and click Save

Choose a file to upload by clicking on “choose file,”
Select elements to tag, if you choose to do so, and then
Click on “Upload File.”
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Observation Forms
Here is a form for the first announced observation:

To be completed by the Supervising Practitioner.
(optional for Program Supervisor)

Focus Elements: 1.A.4 Well-Structured Lessons; 2.B.1 Safe Learning Environment

Observation Details

Start Time: X
Date of (15525015 L

Chbservation: End Time: |11:01 am
Content Topic/Lesson Obijective: Group Size:
Topicis... One-on-0One

Active Evidence Collection occurred during the observation and is synthesized and categorized below.

T

1.A.4* Calibrated Evidence for Teacher Candidate:
Well-Structured Lessons Feedback...

182 Calibrated Evidence for Teacher Candidate:
Adjustment to Practice Feedback....

243 i . ) .
Mesting Diverse MNeeds Calibrated Evidence for Teacher Candidate:
281 . . —
Safe Leaming Eﬁlégrzzed Evidence for Teacher Candidate:
Environment SE0DacH....
202

High Expectations Calibrated Evidence for Teacher Candidate:

441 Calibrated Evidence for Teacher Candidate:
Reflective Practice Feedback....

Additional Evidence Calibrated Evidence for Teacher Candidate:
{Optional) Feedback....

Focused Feedback

Reinforcement A : : g
ArealAction: Calibrated Evidence for Teacher Candidate:

{strengths) Feedback....

Refinement Area/Action: Calibrated Evidence for Teacher Candidate:
{areas for improvement]  Feedback...

This observation is to be completed by the Program Supervisor and the Supervising Practitioner,

and has elements of focus for evidence-collecting: Well-Structured Lessons and High

Expectations. Here, you will see that these elements are indicated at the top as well as bolded

in the form. When the Program Supervisor and the Supervising Practitioner are finished
calibrating the evidence that they would like to share with you, you will see their completed
form appear for your viewing. All observation forms will be shared with you this way.

NOTE: You will not be able to view any observation forms until the Supervising Practitioner and
Program Supervisor have completed and calibrated their feedback, and have released the form

to be shared with you.

47



Completing a Self-Assessment Rubric and Goal-Setting Form
After the first announced observation, it is time to complete your Self-Assessment, which will

assist you in your goal-setting for CAP. For each of the 6 Essential Elements, you will select

ratings for yourself for Quality, Scope, and Consistency.

To complete the Self-Assessment Rubric, you will:

e Select your best determined rating of your performance for Quality, Scope, and
Consistency for the element presented,

o Click “Save Changes” at the bottom of the screen to continue to the next element, and

e Continue to complete ratings for all 6 Essential Elements. You can monitor your progress

using the navigation bar on the left. Once you complete an element, a green check

mark will show in the “Status” column.

e Select “Finalize Rubric” at the bottom of the left navigation bar (under the list of
elements), which will appear once all 6 Essential Elements ratings are completed.

Element Links:

1.A4: Well-Structured Lessons
1.B.2: Adjustment to Practice
2.A.3: Meeting Diverse Needs
2.B.1: Safe Learning Environment
2.0.2: High Expeclations

4 A1 Reflective Practice

Finalize Rubric?

T

2
&
=
5

e

IV.A.1: Reflective Practice

Unsatisfactory

to improve practice
VA1
Reflective
Practice

Demonstrates limited reflection on
practice and/or use of insights gained

Quality - sbily to
periom the skil,
action or behavior
a5 described in the
praficient
performance
descriptor

SCOpE - the scale
ofimpact fe.g., one
studant, subset of
chikdren, gl
students) to which
the skil, sction or
behaviar iz
demonstrated with
qusiiy.

Consistency -
the frequency fe.g.
all the tme,
sometimes, ance)
that the skil, action
arbehavioris
demonstrated with
qusity.

Needs Improvement

Way reflect on the effeciveness of
lessons/ units and interactions with
students but not with calleagues
and/or rarely uses insights to improve
practice

Save Changes

Proficient

Reqularly reflects on the efiectiveness
of lessons, units, and interactions with
students, both individually and with
colleagues, and uses insights gained
to improve practice and student
learning.

Exemplary

Reqularly reflects on the effectivensss
of lessons, units, and interactions with
students, both individually and with
colleagues; and uses and shares with
colleagues, insights gained to
improve practice and student leaming
Is able to model this element

Once you complete this Self-Assessment Rubric, you should move onto the Self-Assessment

Form. To complete this form:

e Choose “Complete Self-Assessment Form” from the right column on the Main Screen.

Your rubric selections, have been automatically extracted and inputted into the table at

the top of the page for your reference, as seen here:
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Self-Assessment Rubric Summary
T T R
1.A.4 Well-Structured Lessons Proficient Needs Improvement Proficient
1.B.2; Adjustment to Practice Proficient Proficient Needs Improvement
243 Meeting Diverse Needs Proficient Proficient Proficient
2.B.1; Safe Learning Environment Proficient Exemplary Proficient
2.D.2: High Expectations MNeeds Improvement Needs Improvement Needs Improvement
4 A1 Reflective Practice Proficient Proficient Proficient

e Complete the rest of the form, creating a preliminary professional practice SMART goal.

Once you have completed all portions of the form and are ready to share this document, click
“Complete” at the bottom of the screen as well as “Save Your Work.” (NOTE: all entries must be
completed in order for the “Complete” button to appear.) Your Program Supervisor and
Program Supervisor will then have the opportunity to review this document and accept it, or
return it to you with feedback to continue working. If the document is returned to you, you
will see “Complete Self-Assessment Form” once again under Incomplete Cycle Steps. Once
you are finished applying any edits, you will need to once again click “Complete” at the bottom
of the screen as well as “Save Your Work.”

Completing the Finalized Goal and Implementation Plan
After you and the Supervising Practitioner approve or return to the candidate the Self-
Assessment/Goal-Setting form, you will work as a triad to complete the Finalized Goal and
Implementation Plan form. This form is unique, because it is the only form in the system in
which all three users share responsibility for completion.

To complete this form:
e The Supervising Practitioner will complete the Measure of Student Learning section.
o The Program Supervisor and the Supervising Practitioner will complete the
Implementation Plan section.
o  You will complete the Professional Practice Goal section, based on the Self-Assessment
and Goal-Setting Form, as seen here:
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Professional Practice Goal(s): Based on the candidate's self-assessment and the baseline ratings determined by
the Program Supervisor and Supervising Practitioner, the candidate has set the following Professional Practice
SMART. gDEl|(S:I {Completed by Candidate).

PPG:...

An automated response is generated into the text box from your goal on the Self-
Assessment and Goal-Setting Form. You will have the opportunity to revise this goal based
on any input provided by your Program Supervisor and Supervising Practitioner.

Once you have your first Three-Way Meeting and finalize your goal, select “Yes” and on the
drop-down menu and type the date to indicate that this requirement was met.

Has the first Three-Way Meeting taken
place, and are the QDE‘#S} ﬁr;laréled ?
Date of meeting:

mm/ dd Syyyy

Mo

Formative and Summative Assessments

For the Formative Assessment, your Program Supervisor and Supervising Practitioner will
determine ratings of Quality, Scope, and Consistency for each of the 6 Essential Elements based
on the your performance thus far, and supply evidence for each rating.

Once rating have been determined and calibrated, the Formative Assessment will be shared
with you, as seen here:

Formative Assessment Rubric Element [LA.4

Readiness
i - . Scope - the scale ofimpact fa.g. ane | Consistency - the frequency (e.g.. all Threshold
ey e e it ‘subser of children, all snidents) o | the time, sometimes, once) that the skill, Met?

Element action or behavior as described in the

proficient perf | ipror. which the skill. action or behavior is

[ ————— ——r

aetion or behavior is demonstrared with
quality

Needs Improvement

Rating Description: Develops lessons with
only some elements of spproprate student
engagement strategies, pacing, sequence.
activities, matenials, resources, and
grouping

k for Teacher Candidate: Calibrated feedback is...

Needs Improvement

Rating Description: Develops fessons with
only some elements of 3ppropriafe student
engagement strafegies, pacing, sequence.
activities, materials, resources, and
grouping

Needs Improvement

Rating Description: Devalops lessons with
only some elements of appropniate student
engagement sfrategies, pacing, sequence
sctivities, matenials, resources, snd
grouping

1.4.4: Well-Structured Lessons

Calibrated Element 1.A.4 Feedb

Announced Obs. #2 Calibrated Evidence:
Observstion date: feb 2016 -

Unannounced Obs. #1 Calibrated Evidence:
Observation date: 12/25/2015 - Feedback....

Announced Obs. #1 Calibrated Evidence:
Obrservation date: 12/20/2015 - Caiibrated feedback is...

Formative A 1t Rubric E

Readiness

Scope - the scale of impact fe.g., ane Consistency - the frequency (e.g.. al Threshold
e iy e e subset of children, all students) | the time, sometimes, once) that the sl Met?
e to which the siil, action or behavior is | action or behavior is demonstrated wi
= =E demanstrated with quality. quality.

Proficient

Proficient Needs Improvement

Rating Description: sy arganize and
analyze some sssessment results buf only
oscasionally sdjusts practice or modifies
future insfrustion based an the findings

Rating Description: Crganizes and
analyzes results from a vaniely of
assessments fo defenming progress fowand
infended oufcomes and uses these
findings to adjust practice and idenfify
and/ar inplemen! appropriste diferentisted

Rating Description: Crganizes and
analyzes results from a vaniety of
assessments fo deferming progress fowand
infended oufcomes and uses these
findings to adjust practice and idenfify
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At the end of your CAP cycle, you will be given final ratings by your Program Supervisor and your
Supervising Practitioner, known as the Summative Assessment. This form will be shared with
you in the same way as the Formative Assessment.

NOTE: You will not be able to view Formative and Summative Assessments until the Supervising
Practitioner and Program Supervisor have completed and calibrated their feedback, and have
released the form to be shared with you.

Completing the Cycle
The Program Supervisor and the Supervising Practitioner will determine if the you are ready to
teach. The online platform does not have a feature to securely capture signatures electronically;
therefore, you, the Supervising Practitioner, and the Program Supervisor must complete the
one-page document of the CAP Form in paper form.

The final step of your CAP journey is to create a new professional practice goal, which can be
used to support the transition into your first year of employment. This is not included in the
online platform, and should be completed as instructed by your Program Supervisor. Using the
techniques from the Self-Assessment and Goal-Setting Form, in which you created a SMART
goal, you will establish a preliminary professional practice goal based on the results of the
summative assessment.

Troubleshooting and Feedback
Based on the most frequently asked questions we have received, here are a few tips that may
assist you in the online platform:

1. Register with your school-issued email address.

2. Inorderto share a document, you will need to click “Save” first; then, if all portions of
the document are completed, the checkbox to click “Complete” and “Save Your Work”
will appear. If this does not appear at the bottom of the screen, then the system
recognizes an incomplete portion of the form. Be sure to read through your work and
check for missing information.

3. If you have registered in the system, but receive the message “You have no open CAP
cycles,” check with your Program Supervisor on the process of the CAP cycle
registration. If he/she has registered the CAP cycle, the email address used for the
registration may be incorrect. Work with the Program Supervisor to check for any
discrepancies with your email address (e.g. misspellings, .com or .org, etc).

If you have questions about the CAP Online Platform, please check out the FAQs which will be
updated regularly based on common questions and feedback that ESE receives from users. If
you have a question that is not on the list, or need assistance with the platform, please reach
out to your Sponsoring Organization (SO) CAP Manager (CM).

51


https://desecap.com/faq.html

