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This user guide is intended to provide you with an overview of the main features
of the BloomBoard system, with special emphasis on elements that are required
for observers to complete. This user guide does NOT provide a comprehensive

verview of the full evaluation process at NPS.
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Getting Support

Beyond in-person training opportunities that will be made available throughout the year, there are a
variety of ways to get the information and support you need to use the BloomBoard system.

Technical Support

For technical support questions, contact BloomBoard directly by emailing them at
support@bloomboard.com or calling them at 1-888-418-1595. A real, live person will respond to you
quickly. BloomBoard is happy to assist you with any question or just to walk you through parts of the
system that you need more support with — we encourage you to use them as a resource.

Internet or Computer Issues

If you are having technical issues with your computer or internet and aren’t able to access the
BloomBoard site, contact the IT Help Desk at 973-733-8777.

Resources
For additional training resources, such as video tutorials and FAQs, visit the NPS website at
http://www.nps.k12.nj.us/evaluation-resources/bloomboard-resources/. New resources will be added

here throughout the year, such as updated versions of the user guides and additional videos, so be
sure to check back often.

Policy Questions

For any policy questions about the NPS evaluation process, email the Talent Office at
evaluations@nps.k12.nj.us. This email account is monitored on a regular basis.
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Accessing BloomBoard

Signing into BloomBoard for the first time

+ Kesp me logoged in
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Access the BloomBoard website at
https://apps.bloomboard.com

BloomBoard works best when using Firefox,
Chrome, or Safari. Do not use Internet Explorer.

BloomBoard is not yet optimized to run on mobile
devices

If you are new to BloomBoard, you will receive a
“Welcome” email to your NPS email account
containing a temporary password.

Use your full NPS email address and your
temporary password to log in for the first time.

Once you log in, you will be prompted to create a
new password. You will then be prompted to sign
In again using this new password.

You are now ready to begin using the BloomBoard
system!
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Accessing BloomBoard

Resetting your password
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If you forget your password or want to reset it for
any reason, click on the “Don’t know your
password?” link on the sign-in screen.

You will receive an email in your NPS email
account with instructions for resetting your
password.

If for some reason you don’t receive the password
email, contact support@bloomboard.com and

they will assist you to ensure that you are able to
access the system.
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avigating Your Dashboard
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Navigating Your Dashboard

Once you begin to use templates, you will notice that different colors will appear on your
dashboard. These colors correspond with the status of the template.
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leaming resources from [ mBoard

-
AUCE Schecule

* Green indicates that a template is actively in
progress.

* Yellow indicates that a template has not been
updated in 7 days.

* Red indicates that a template has not been updated
in 14 days.
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A check mark in a gray box indicates that the
template is complete.

If no color or check mark appears, the template has
been scheduled but not yet started.



Scheduling a New Template
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Scheduling a New Template

Schedule Teacher Long Observation

When would you like to Schedule your §Esilsfele==aTE1s 1l 7

Date: Tuesday, September 23rd 2014 Time: 09:00 AM - 10:00 AM

September 2014 ) — :
Start Time: © 0900 AM
Su Mo Tu We Th Fr Sa .
End Time: @ 10:00 AM
1 Z 3 4 = B ]
T & 8 10 1" 12 13
’..3."' 14 15 1B 17 18 19 20 o
d® Send Invitations [ Keep this activity private
21 2 a3 24 25 26 27
28 29 30 ¥ Send MNewark an invitation

¥ Send myself an invitation

Schedule & Finish
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Scheduling a New Template
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Teacher Long Observation Sep 2014

for Newark IPDP Teacher by Newark Public Schools

Activities

Status

Long Observation
& Friday September 26 9:00 AM

Long Cbservation Summary Form

Teacher Comments

Optional Pre Obs Form & Artifacts

Ratings

Review & Close

& Who can see this observation?

B Delste this ohservation
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Goal-Setting Process

Once the administrator has scheduled the goal-setting conference...

(Refer to page 9 for scheduling instructions)

1. The learner completes a draft of the Individualized Professional Development Plan (IPDP) or
Corrective Action Plan (CAP) and shares it with the administrator in the system. The learner can not
access the goal-setting template until it has been scheduled by the Administrator.

2. The learner and administrator discuss the goals established in the IPDP/CAP during the goal-setting
conference and determine if any revisions are needed.

3. The learner makes any necessary updates to the IPDP/CAP in the system and shares them with the
administrator.

4. Once the IPDP/CAP is final, the administrator prints a paper copy, which is signed by both the
administrator and the learner and placed in the learner’s file.

5. The administrator then signs and locks the goal-setting template in the system.

[ Board
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Goal-Setting Process

The goal-setting process is composed of two activities in BloomBoard

Y
Tchr Goal-Setting Process (IPDP) Sep 2014 I
for Demo Leamer by Demo Observer
Activities Required by Status
A\ Goal-Setting Conference = last edited September 24 2:03pm by Demo Observer

BB Tuesday Septermber 23 9.00 AM

Individualized Professional Development Plan

T Detete this cbservation

Review & Close

E.K BloomBoard .



Goal-Setting Process

The learner is responsible for completing the IPDP/CAP in BloomBoard.

Tchr Goal- SEttlng Process Activities ~  Collected Evidence Summary £3 -
(iPDF'
'n Dame Leamer and Demo Observer

The form can be edited
as many times as o
needed before the Plan
template is signed &
locked by the

administrator.
Once the page has
been shared, both the
The |earner needs Administrator Name Iearner and the
to hit the “Share” administrator are able
button in order for to print it. A paper copy
the administrator to must be S|gn_ed before
view the IPDP/CAP the goal-setting
form. Dats of Goal-Setting Confersnce (MMDD/YY) process |S deemed

complete.

Share Sharing your responses will make them visiole to
Demo Dhserver
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Goal-Setting Process

E.k BloomBoard

Tchr Goal-Setting Process
(IPDP)

Demo Leamer and Demo Observer

Review and Finalize your work

Do not forget io Add General Commeants & Nex: Steps

c Your observation is still in progress. Ready 1o close it out?

Close & lock this observation

Activities Required by

No final documentation yet

& Download a DRAFT zip file
of my observation

Status

Goal-Setiing Conference
B Tuesday September 23 9:00 AM

last edited September 24 2:03pm by Demc
Cbserver

Individualized Professional Development Flan
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Goal-Setting Process

Ready to lock and sign this observation?

This observation requires signatures from both the leamer and the observer

Once you sign this observation, it will be locked from further Can | unlock this?

edits and the learners signature will be requested If you nead to make changes after you

lock this observation, BloomBoard will

Type your name here as it appears below teep documentation of the previous
version and you will need to re-close the
Deme Observer observation,

| certify that the goal-setting process is complete and a paper copy of the
Individuatized Professional Development Plan has bezn signed by myself
and the teacher and pilaced in the teacher’s file at the school site.

Mot ready yet

Acl..

I'_af BloomBoard



Goal-Setting Process

Tchr Goal-Setting Process
(IPDP)

Demo Learmner and Demo

Review and Finalize your work

Do not forget to Add General Comments & Next Steps

+" Completed & Locked September 24, 2014.

FINAL DOCUMENTATION

X Download a zip file of my
observation

You may unda this for the next 14 minutes. Undo

Demi MMT | Wailing for Demo Leamer's signature |
Signed September24, 2014

Activities Required by
Goal-Setting Conference
B3 Tuesday September 23 8:00 AM

Individualized Professional Development Plan

I'_af BloomBoard




Goal-Setting Process

In the rare event that you need to edit a template at any point that has
already been closed-out, you can unlock it by returning to the Summary

page.

Click the lock icon to unlock @ aomon-Setting Brogess Activiies +  Collected Evidence Summary -
the template. A pop-up et i
\(I:V(I):?I(r)r\‘:: m‘;:ta)/%%e@;;i to Review and Finalize your work
proceed and remind you
that the learner will be Vi cone s et oit S
notified of changes and that N e
you will need to re-lock the
template once updates
have been made. You must . e
also re-print paper copies Goal Seting Conference ot o Septamber 24 203pm 5 Domo
and obtain new signatures - i iL
for the learner’s file. e

[ Board
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Observations

L

Once the observer has scheduled the observation...

(Refer to page 9 for scheduling instructions)

1. The observer captures notes during the observation, which may or may not be stored within
BloomBoard.

2. Based on evidence captured during the observation, the observer completes the Observation
Summary Form and the Ratings page.

3. The observer shares both the Observation Summary Form and the Ratings page with the learner,
and they are discussed during the Post-Observation Conference.

4. Once the Observation Summary Form and Ratings page are finalized and have been reviewed by
the learner, the printed copies are signed and placed in the learner’s file.

5. The observer then signs and locks the observation in the system.

« Within BloomBoard, short and long observations function almost exactly
the same — the only difference is scoring.

« As areminder, you can chose to keep an unannounced observation
private when scheduling.

Board
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Observations

Short and Long observations consist of five activities in BloomBoard

Teacher Short Observation Sep 2014

for Demo Leamer by Demo Observer

Activities Required by Status

Short Observation

) Monday October 6 9:00 AM

™= Observation Summary Form
o

|| Teacher Comments

Optional Pre Obs Fom & Artifacts m m
Ralings

L

Review & Close & wno can 5

E.K BloomBoard .



Observations

The observer is responsible for completing the Observation Summary
Form and the Ratings page in BloomBoard.

Click on Activities to open a drop-down menu that
allows you to navigate to different activities within the
template, including the Ratings page.

Activities -  Collected Evidence Ratings Summar ™
between Demo Leamner and Demo Observer « g v &

@ Teacher Short Observation

Short Observation
Observation Summary Form

Short Observation Summary Form Teaeher Commants

Optional Pre Obs Form & Artifacts

Teacher Name
Ratings

Administrator Name

School

|-_i Board



Observations

Pre-Observation Conference

Type of Chservation

2 Announced
& Unannounced

I it was unannounced, please proceed o the Evidence section

Date of Pre-Observation Conference (DD/MM/YY)

What was discussed at the Pre-Observation Conference? Please provide a short description of
the conversation here.

Evidence

Lesson Summary
Please provide a brief summary of the contert of the lesson here.

Evidence-based Strengths for Competency 1

I this ebservation was announced, please compiete the pre-observation conference section below”

Ef BloomBoard
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Observations

1 - Lesson Design and Focus.

12 - Lesson Sequence:

& Print

Newark: Framework for Effective Teaching Rubric

Competency 1 Hating

Selectyourrating 7

Short Observation = Based on
a preponderance of evidence
Long Observation = 15-16
points Mid-Year and Annual =
17-19 points

Short Observation = Based on
a preponderance of evidence
Long Observation = 11-14
points Mid-Year and Annual =
13-16 poinis

Short Observation = Based on
ofevt

HIGHLY EFFECTIVE EFFECTIVE PARTIALLY EFFECTIVE INEFFECTIVE
Sdents communicate how Teacher connects iesson to al Teacher connects lesson o at Teacher does not or only partly
lesson Connacis 1 previcus of the Tollowana: previcus laact one of tha Tollowing: CONNBCES I3550N 10 pravious
learming, uni: ohjsctves, and lzaming, uni: ohjacives, and Previous leaming, unit Izaming, uni ohjectives, of
leng-tarm goaks Iong-term goals objectves, o long-lenm goals It ok
1l - Legson Compongnts
Overall - OVERALL RATING Competency Overall Rating
Selectyourrating ¥
* - Please Select Your Overall Final Rating
HIGHLY EFFECTIVE EFFECTIVE PARTIALLY EFFECTIVE INEFFECTIVE

Short Observation = Based on
of vt

aprep
Long Observation = 6-10 points
Mid-Year and Annual = 8-12
points

aprep
Long Cbservation = 0-5 points
Mid-Year and Annual = 0-7
points

BloomBoard




Observations

Ef BloomBoard

Summary

Flease indicate the Overall Rating for this short observation. Please double check that the Cverall
Rating selected on the Ratings page matches the rating selected below.

Overall Snort Observation Rating

Select your answer v

Summary Comments

Date of Post-Observation Conference (DD/MM/YY)

Teacher

o 3.

| have read and understand the abovementicned ratings and comments.

Date

The teacher's signalure indicates that the teacher has received and had an opportunity to read the
summary, bul does nol indicate agreement with the ratings.

Administrator

I have read and understand the abovementioned ratings and comments.

Date

Sharing your responses will make them visible to
Demo Learner.
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Observations

One easy way to see what activities
have been shared with the learner
is to use the “What’s been shared?”
tool, which can be found by clicking
on the gear icon in the upper right
corner of any screen within the
observation template.

Activities -  Collected Evidence Ratings Summary ¥ -

& Who can see this observation?

™ What's been shared?

Selectyourrating v

A pop-up window will open that
allows you to see what's been
shared with the learner. You can
chose to share activities directly
from this window by clicking the
appropriate Share button.

E Settings I

What's been shared?

‘ ACTIVITIES YOou DEMO

Share all activities & evidence [ttt

|-_i Board
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Observations

Just as with the goal-setting template, the observation needs to be signed
and locked in the system in order for it to be considered final and complete.

between Demo Leamer and Demo Observer

Teacher Short Observation Activities -  Collected Evidence Ratings Summary.

Review and Finalize your work

Do not forget to Add General Comments & Nexl Steps GO to the Sum mary
page to begin the close-
S Your observation is still in progress. Ready to close it out? No final documentation yet OUt process. For a

=& Download a DRAFT zip file
reminder about how to

close-out a template,
Activities Renuired by Status turn to page 14.

D Board
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Over-Time Evidence

The Over-Time Evidence template is an OPTIONAL tool that you may use to
collect evidence throughout the year for a specific learner.

* In order to utilize this tool, you must “schedule” it even though the evidence you are collecting may not
be associated with a specific date or may not be discussed in a scheduled meeting with the learner.

« Some administrators have found this template helpful for storing evidence that will be used at the Mid-
Year and Annual Evaluation.

Over-Time Evidence Sep 2014 I

for Demo Leamer by Demo Obsernver

Activities Required by Status

Over-Time Evidence {Optional) m

9 Thursday September 25 9:00 AM

Over-Time Artifacts

2 Who can see this observation? Tl Delete this observation

I'_af BloomBoard
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Coming Soon!

« Mid-year Review Overview
* Annual Evaluation Overview
* Marketplace Overview

This user guide will be updated throughout the year to provide
instructions about these additional BloomBoard components.

I'_; Board
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