Observation Schedule

The Observation Schedule feature of the RightPath™ Student Success System allows you to schedule and
start observations easily and effectively.

Accessing the Observation Schedule
To access the Observation Schedule:

1. Hover over the APPR tab on the on the RightPath™ homepage.
2. Select ‘Observation Schedule’.
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Features of the Observation Schedule
The Observation Schedule allows you to do the following:

e Schedule a new observation

e Start a scheduled observation

o Edit an existing observation

e Delete a scheduled observation

e Edit a scheduled observation

e Export scheduled observations to the calendar on your email client

Let’s spend some time discussing each of these capabilities.
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Parts of the Observation Schedule
Once you arrive at the Observation Schedule, you will see a calendar that is defaulted to the current

month. Any scheduled observations for the current month will appear within the calendar (1). You can
also choose to change the view of your calendar to a day or week view (2). These appointments are color-
coded to reflect the various types of observations (3). In addition, any scheduled appointments that occur
today or tomorrow will appear under the Upcoming heading (4).
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Scheduling a New Observation
To schedule a new observation using the Observation Schedule, you will:

1. Right-click on the data on which you would like to schedule the observation.
2. Select Schedule Observation.
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At this point, you will be able to schedule your observation. You will need to complete the following:

1. Select the reviewer from the Reviewer dropdown menu.

2. Select the individual who will be observed from the User dropdown menu.

3. Once you have selected the individual who will be observed, information regarding any scheduled
or started observations will appear in the chart. If your district has taken advantage of the
Employee Classification feature, the number of actual observations versus required observations
will appear as well.

4. Select the type of observation that will take place.

5. Select the date and time on which the observation will begin by using the calendar and clock icons
next to the Start Time category.

6. Select the time at which the observation will end by using the clock icon next to the End Time
category.

7. Choose whether the observation will be announced or unannounced.

8. Click the Schedule Observation button.

Reviewer District Admin (=] ‘@
User Betty Rose i @

Walkthroughs Started  Walkthroughs Scheduled  Formals Started  Formals Scheduled  EOY Started  EOY Scheduled

@l Mo records to display.
Type Walkthrough E@
Start Time 10/2/2012 1200 PI| [/ ' K@

<7 End Time | 100 PM 0]

) Announced @ Unannounced

Schedule Observation Cancel

At this point, your observation is scheduled and will now appear on the calendar on the Observation
Schedule.
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Delete Appointment

Observation Schedule. Edit Appointment

1. Right-click on the scheduled observation on the :
2. Select Start Observation.

Start Observation
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Once you do so, a pop-up window will appear. You will need to:

1. Select the school where the observation will take place.
2. Select the grade that the individual teaches.

3. Select the class being observed.

4. Click the Start Observation button to begin the observation.

Reviewer
User

Type

Start Time

End Time
(1% Announced @ Unannounced

School Select a School [=] Q
CQ Grade Select a Grade E3

Class Select a Class E

Start Observation Cancel
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Edit an Existing Observation
To edit an observation that has already been started but has not yet been sent to the observed individual:

1. Right-click on the scheduled observation on the Observation Schedule.

2. Select Edit Appointment.
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Once the page refreshes, you will be brought to the observation. At this point, you can make any changes
to the observation before sending it to the individual.
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Delete a Scheduled Observation
If an observation has not yet been started, you have the ability to delete the appointment. To delete a

scheduled observation:

1. Right-click on the scheduled observation on the Observation Schedule.
2. Select Delete Appointment.
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Before the appointment is deleted, you will need to confirm that you want to delete it. By clicking the ‘OK’
button, it will be deleted.

Edit a Scheduled Observation
To make a change to a scheduled observation that has not yet been started:

1. Right-click on the scheduled observation on the Observation Schedule.
2. Select Delete Appointment.
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Export Scheduled Observations to the Calendar on your Email Client
The Observation Schedule has a helpful feature that allows you to export scheduled observations to the
calendar on your email client. To do so, you will click the ‘Export All to iCal’ button.

Observation Schedule

| 24| Export All to iCal Walldheough  [JJ] Formal Dhcervation
€I today ~ Sep, 2013
Mon Tue Wed
02 Sep 3 4

After clicking this button, a prompt will appear that provides you with directions on how to import the

dates (see below). After clicking the ‘OK’ button, the .ics file will download. You should follow the
directions provided in the prompt.

Message from webpage I&

-

To add all appeintrents to your Qutleok calendar, after the file is

Fi l % downleaded, go inte Outlook and go to File/Open/Tmport then choose
import iCalendar (.ics). Select the downloaded file and then click
import. The appointments will be added to your existing calendar.

Copyright © 2012 Right Reason Technologies, LLC 6



