
CIS User Guide –  
Observations & Site Visits 



I n si d e t hi s gu i d e… 

Lo u is i a n a  Be l ie ve s  2 

Observations and site visits provide the evidence for evaluators to consider when assigning a rating for professional 
practice, one component of the annual evaluation rating.   

To get started, login to Compass Information System, or refer to the Getting Started Guide. 

Process Flows 

• Conduct observation/site visit 3 

• View observation/site Visit 3 

• Print observation/site visit 3 

System Features 

• Conduct screen 4 

• Scoring options 5 

• View screen 6 

• Print screen 7 

FAQs 
• What to know, additional resources, where to go for help 8 

https://leads13.doe.louisiana.gov/hcs
http://www.louisianabelieves.com/docs/teaching/2013-2014-cis-guide---getting-started.pdf?sfvrsn=2


Obser vat i o n  Pr o cesses 
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Conduct Observation/Site Visit Evaluator only 
Employee Tab Observation Tab 

View List Conduct 

Add new observation/site 
visit 

Use drop-down to 
continue existing 

observation or site visit 

Select save to edit later 
before sharing 

Select submit to share 
with educator 

Select educator you wish 
to observe 

View Observation/Site Visit  Administrator, Supervisor, Evaluator, Educator 
Employee Tab Observation Tab 

View List View 

Use drop-down to select 
existing observation or 

site visit 

If not viewing your own, 
select educator to view 

Print Observation/Site Visit  Administrator, Supervisor, Evaluator, Educator 
Employee Tab Observation Tab 

View List Print 

Use drop-down to select 
existing observation or 

site visit 

If not viewing your own, 
select educator to view 

Select generate report to 
download pdf 



Co n d uct  o bser vat i o n s/ si t e v i si t s 
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Title the observation/site visit 
and enter basic information 

1 

Select a scoring option or 
choose not to score the 

observation/site visit 

Enter component-specific 
ratings and/or feedback 

Compass Rubric Only 

Enter comments to the 
educator about areas of 

strength, areas for 
improvement, next steps, 

and/or overall notes 

4 

Attach documents for the 
educator to review 

5 

Submit your observation/site 
visit for the educator to view or 

save for editing later 

6 

3 

2 



Sco r e o bser vat i o n s/ si t e v i si t s 
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Component-specific ratings 
Compass Rubric Only 

Scoring options 

1 

2 

• Component-specific ratings are not required, 
but can be used to inform all or some 
components of the Compass Rubric, if they are 
using a Compass Rubric. 
 

• If an evaluator chooses to enter component-
specific ratings, the evaluator may decide 
whether to use these ratings to calculate the 
overall observation/site visit rating. 
 

• The evaluator may choose to calculate an overall 
rating for the observation/site visit by averaging 
the component-specific ratings or entering their 
own overall observation rating. 
 

• The evaluator may choose not to rate the 
observation/site visit at all (either at the 
component-level or the overall-level). 



Vi ew o bser vat i o n s/ si t e v i si t s 
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Select a scoring option or 
choose not to score the 

observation/site visit 

View component-specific 
ratings and/or feedback 

Compass Rubric Only 

View feedback about areas of 
strength, areas for 

improvement, next steps, 
and/or overall notes 

Attach documents for the 
educator to review 

3 

2 

1 

4 



Pr i n t  o bser vat i o n s/ si t e v i s i t s  
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Select the observation/site visit 
you wish to print. 

1 

Use the ‘generate report’ button 
to generate a pdf summary of 

the observation/site visit 

2 



FAQs an d  Ad d i t i o n al  Reso u r ces 
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FAQs: 
Who can perform an observation/site visit? 
A certified and assigned evaluator may perform an observation/site visit 
 
Who can view an observation/site visit? 
An employee may view observations/site visits their evaluator has performed in their school/classroom; additionally, evaluators may view  
observations/site visits performed on educators they are assigned to evaluate; Supervisors may view all observations/site visits performed by evaluators in  
their school; LEA Administrators may view all observations/site visits performed by evaluators in their district 
 
How do I become a certified evaluator? 
To become a certified evaluator, an employee must be approved by their school leader and attend a training.  To sign up for training, visit Coursewhere 
For more information about assigning evaluators, refer to the CIS Guide for LEA Administrators. 
 
My school has a waiver for observations, can I still use Compass Information System to record observations/site visits? 
Yes, all schools may used Compass Information System to record observations/site visits ; however, component-level ratings will only be applicable for the 

Compass Rubrics for teachers, leaders, and counselors. 

Additional Resources: 
• Compass Teacher Rubric 
• Compass Leader Rubric 
• Compass Counselor Rubric 
• Guide to Observation Flexibility  

 

Where to go for help: 
• For additional Compass resources, review the Compass library 
• For questions about Compass and CIS, email compass@la.gov 
• Network data  specialist and district Compass contact list 

http://www.louisianabelieves.com/docs/key-compass-resources/2013-2014-compass-teacher-rubric.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/key-compass-resources/2013-2014-compass-leader-rubric.pdf?sfvrsn=6
http://www.louisianabelieves.com/docs/key-compass-resources/2013-2014-compass-pro-counselor-rubric.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/teaching/compass-flexibility.pdf?sfvrsn=2
http://www.louisianabelieves.com/resources/library/teaching
mailto:compass@la.gov
http://www.louisianabelieves.com/docs/teaching/2013-2014-district-compass-contact-and-administrator-list.pdf?sfvrsn=2
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