Performance Plus Duty
Responsibilities

As the department representative for Performance Plus you will be expected to complete the following duties.

The representative will …

1. Input all assessments for their department. This will include all common assessment, benchmark assessments, midterms and finals.
2. Print the bubble sheets and place the bubble sheets in the mailboxes of the department members OR create the online assessment in “OLA” and inform the teachers that the test is ready to take online.

3. Create the “Push” reports for the teachers when the assessment is entered into the Performance Plus system.

4. Help train new department members in the use of the Performance Plus system. Which will include how to use the bubble sheets or OLA, how to scan the bubble sheets, and how to get reports either manually or through the “Push” feature?

5. Help trouble shoot problems with any aspect of the Performance Plus system. 
6. Print out “GROUP” reports for PLC meetings. These reports will encompass all the teachers who gave the assessment. The reports will include but are not limited to, the proficiency level, item analysis, standards analysis. These reports will be emailed to content area teachers before the PLC meeting so the teachers can review the data.

7. Create a group contact list for each content area, this will aid in emailing the reports to the correct teachers in a timely manner.

8. Have a copy of the teacher schedules to aid in the selection of classes when printing bubble sheets or processing reports.
9. Offer feedback to the Performance Plus facilitator on any issues in a timely manner.

10. Attend monthly meetings with the Performance Plus facilitator.

Responsibilities of Performance Plus when inputting assessments

SGO assessments

If the assessment is for the purpose of administering an SGO, the department representative is responsible for inputting the assessment, since the assessment will the same for each level of the course. The department representative will print out the bubble sheets for the regular education classes along with the ICC sections. The special education representative will be responsible for printing out the resource classes’ bubble sheets.

Regular Assessments/Midterm/Finals
If the assessment is NOT for the purpose of an SGO assessment, the department representative will input the Regular education assessment into the Performance Plus system. The special education representative will input the ICC version of the test and the resource version of the test, if applicable. The department representative will deliver the bubble sheets for the regular education classes. The special education representative will deliver the ICC version and/or resource version bubble sheets to the teachers. 
