
CIS User  Guide –  
School Supervisors 



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 

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

The primary role of the Supervisor is to monitor the Compass Information System to ensure that employee data 
is accurate and up to date, request changes from the LEA Administrator if necessary, and to manage evaluator 
assignments of educators within the Compass Information System. 

Process Flows 

• Assigning evaluators and evaluation types (rubrics) 3 

• School-level reports 3 

System Features 

• Employee roster screen 4 

• Evaluator assign screen 5 

• School-level reports: employee roster export 6 

• School-level reports: observation summary report 7 

• School-level reports: observation data export 8 

• School-level reports: student learning target data export 9 

• School-level reports: student achievement trend data report  10 

FAQs 
• What to know, additional resources, where to go for help 11 

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


Pr o cess F l o ws 
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Assign evaluator(s) & evaluation type (rubric) LDE Admin, LEA Admin, or Supervisor 
Eval Assign Tab 

Maintain 

Search by location and 
select evaluator 

Search by location and 
select employees 

Running school-level reports LDE/LEA Admin and Supervisor only 

Report 

Individual Report 

Select LEA and School Generate report 

Report List 

Select report 

Note: to view data from previous years, please use the view-only option (or refer to Getting Started Guide). 

Maintain 

Select employee 

Eval Assign Tab 

Note: to assign or change an evaluation type, select the employee first. 



Em pl o yee Ro st er  Scr een  
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View dashboard view of employee 
information: 

 
• Employee Name 
• Job Title 
• Evaluation Type (rubric) 
• Evaluator(s) assigned 
• Professional Growth Plan (if entered) 
• Count of SLTs entered 
• Count of Observations entered 
• Count of Site Visits entered 
• Whether a value-added metric will be 

assigned 
• Whether a final evaluation has been 

entered 
• Whether the final evaluation has been 

marked incomplete 

View only employees you are assigned to 
evaluate 

2 

Select an employee to access data in 
subsequent tabs 

1 
3 

2 

4 

000-SAMPLE LEA 

1 

3 



Eval uato r  Assi g n   Scr een  
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Assign evaluator(s) to an 
employee 

View existing evaluator 
assignments 

Assign evaluation type (rubric) 

1 

3 

2 

1 

2 

3 Note: Evaluation Types may only be 
assigned to applicable job titles: 

Teacher Teacher (T), Other (O) 

Librarian Teacher (T), Other (O) 

Principal/AP Leader (L), Other (O) 

Counselor Counselor (C), Other (O) 

Other  All evaluation types  



Em pl o yee Ro st er  Repo r t  
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Export the employee roster 
report to see all employees 

within your school and ensure 
they have been assigned 

evaluation types and evaluators 



Obser vat i o n  Dat a  Repo r t  
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Export observation raw data 
report to see all observations 
submitted within your school 



Obser vat i o n  Sum m ar y Repo r t  
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Compare observations to 
review scoring methodology 

and whether or not an 
observation/site visit was 

scored on all rubric 
components 



SLT  Dat a  Repo r t  
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Export SLT raw data report to 
see all SLTs submitted within 

your school 



St u d en t  Achi evem en t  Tr en d  Dat a  
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Export Student Achievement 
Trend Data reports for students 

at your school 

For more information about Student 
Achievement Trend Data review the 
Compass Library 

http://www.louisianabelieves.com/resources/library/teaching


FAQs 
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FAQs: 
• What do I do if an employee transfers into my district? 
• Supervisors should use the employee roster and roster report to ensure that newly transferred employees are accounted 

for within their school.  If a new employee does not appear, please contact your LEA Administrator to help you have the 
employee transferred to your school. Once the employee is transferred to your school, be sure to assign an evaluator and 
evaluation type for the employee in CIS. 
 

• How do I change a rubric for an employee who already as an observation or SLT? 
• If an observation or SLT has already been entered, your LEA Administrator will need to delete all data to change the rubric.  

The observation or SLT will then need to be re-entered once the evaluation type/rubric has been reset.  To avoid assigning 
an Observation or SLT to the wrong evaluation type/rubric, use the employee roster to view assigned evaluation types and 
evaluators for all employees 

Additional Resources: 
• Teacher evaluator training guide 
• Leader evaluator training guide 
• Coursewhere evaluator trainings 

 

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/training---compass-teacher-evaluator-training.pdf?sfvrsn=4
http://www.louisianabelieves.com/docs/key-compass-resources/training---compass-leader-evaluator-training.pdf?sfvrsn=6
https://www.solutionwhere.com/ldoe/cw/main.asp
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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