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 A friendly reminder that all artifacts should be uploaded by May 15
th

, unless an 

otherwise mutually agreed upon date is identified with your administrator. It is 

understood that adjustments to this date, as mutually agreed will have no negative 

impact on a teacher’s evaluation. Rather, the purpose is to provide the appropriate time 

for teachers to identify the most optimal information related to their goals including 

student growth targets. 

 There are two documents available on the Intranet that will assist teachers with 

this process. One document is titled, “Stages Uploading Directions” and the 

second document is titled, “Converting Documents”. Both documents can be 

found under the Administrative Links on the Intranet under Stages.  

 Teachers can also view a step by step video with voiceover and screen shots to 

walk you through the uploading process to Stages.  This video can be accessed 

on the Intranet as well.  It can be found under the Administrative Links on the 

Intranet under the Stages tab.  Also, you can use the web address 

http://vimeo.com/59238701. When prompted to, please use the password 

“inservice” to watch the video. 
 

 Computer techs at your school are able to help with scanning documents or utilizing 

an iPad to take a picture of documents and prepare them to be converted to a PDF 

file.   

 

 Common Questions and Concerns that have been brought up regarding the 

TEAM rubric and artifacts for uploading: 

 

 Question: When I am typing my responses in the Goal Reflection Form on 

stages, do I write both goals in each box? 

 Answer: Yes!!!  When writing your reflections, it is helpful to identify which 

goal you are reflecting on by identifying that first. You will need to do this in 

each box.  For Example:  
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 Question: If I want to use my class webpage as an artifact for one of my goals 

or a link to a website or professional article that supports my goals, can I add 

the URL address on the Evidence page in stages. 

 Answer: Yes!  At the bottom of the page where you are adding your artifacts 

into your goal folders on stages, there is a section where you can add web 

address links.  To add a link, click the Add Link tab and type in the correct 

URL address. Once you have added a link(s) they should appear similar to the 

box below. 

 Question: If my evaluator suggests that I have more than 3 to 5 artifacts per 

goal, what should I do? 

 Answer: On all communications sent out from TEAM, it has stated that 

teachers are only required to have 3 to 5 artifacts per goal which are what all 

teachers should use as their guide. Of course if a teacher has more than 3 to 5 

artifacts they are welcome to upload them to stages. However, 3-5 artifacts per 

goal are sufficient. The purpose of this communication is to make clear this 

expectation for all teachers and evaluators.   

 

 Question: If my administrator set an earlier date than May 15
th

 for my artifacts 

to be uploaded, will I be penalized on my evaluation if I didn’t follow that? Or 

should I follow the May 15
th

 deadline the TEAM committee has set? 

 Answer: All teachers have until May 15
th
 to upload their artifacts unless 

another mutually agreed upon date is set between you and your administrator.  

 

 Question: My teacher colleagues in other schools have different procedures 

and expectations set by their administrator for presentation of their artifacts.  I 

am concerned and worried about the inconsistencies across the district. Should I 

be putting together a PowerPoint presentation? Do I need to fill out a 

professional development form for Domain 4? I haven’t heard of this at my 

school and I am feeling confused as to what is expected of me. 

 Answer: No, you do not need to create a PowerPoint presentation or fill out a 

professional development form for Domain 4. The monthly TEAM 

Communications and the Q and A’s on the Intranet are great resources to use 

when you have questions about what is expected of you.  Guidelines were 

established by the TEAM committee and every effort is being made to develop 



consistent communication and roll out of the Teacher Evaluation Process. When 

questions such as this arise, discuss you concerns directly with your evaluator. 

Additional you can talk to a member of the TEAM committee or use the TEAM 

help email address to share your questions and concerns so that we may address 

them in a timely manner.  

 

 Question: How come I can’t “view” my documents that I have uploaded to 

stages when I click on the view button in my evidence folders? 

 Answer:  The security settings in Troy sometimes block pop-ups for safety 

reasons.  You can click the pop up bar at the top of your page and select 

“always allow pop-ups from this site” to correct this problem. If this doesn’t 

work, select the “download” button next to the “view” and you will easily be 

able to see your artifacts. 

 

 Sub-committees on TEAM provided updates of the ongoing work that members 

are committed to improving regarding: 

 Appropriate artifacts and multiple measures to demonstrate student growth. 

Strong examples from Troy teachers are being compiled as well as listening to 

what the state will share this June from the Governor’s Council on Teacher 

Effectiveness.  

 Revision of the Teacher Evaluation Rubric is underway for Special Education 

Teachers so that wording and expectations are more closely aligned and 

reflective of the special needs and circumstances in these classrooms. 

 TAC, Inform and Mastery Manager are being reviewed as to how teachers can 

use this technology at the beginning of the year to help establish fair growth 

goals based on the demographic and academic makeup of their class based upon 

the previous year’s standardized testing and district assessments. 

 Professional Development available to teachers continues to grow. Please visit 

KALPA to view upcoming opportunities for teachers across the district. 
 

 

 


