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How to 

 Sign-off on 

Orientation 

1. From the home page, under My Plans, click on Start Plan for the current year Teacher Keys 

Effectiveness System. 

 
2. Click on Orientation & Familiarization.  

3. 
Click on Orientation.  Click Start or Current Step. 

4. 
Review the Assurances. Click Accept to complete the Orientation. 

 

5. Click Back to return to the Teacher Keys Effectiveness System 2014- 2105 plan.  
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How to 

Complete 

the Self-

Assessment 

1. Click on the current year for the Teacher Keys Effectiveness System under My Plans.  

 
 

2. Click on Self-Assessment and Pre-Evaluation Conference to open the container and click on 

the Self-Assessment to enter into it.  

 
 

3. Click Start New to begin the Self-Assessment. 

 
 

4. Rate each standard (a).  Provide Strengths and Areas for Growth by clicking on Edit (b). Click 

Save Changes (c). Once complete, Share (d), then click Finalize (e).  Save and Exit (f). 
(Teachers should rate themselves on each standard and may identify strengths and areas for growth). 

 

 
 

5. To return to the Self-Assessment before complete, click Continue on the Menu button.  

To return to the Self-Assessment once complete, click on Feedback on the Menu button. 

 
 

 


