Flow of OCCC Classroom Observation for Faculty and Adjuncts

Process:

e A Supervisor will observe the classroom of a Faculty or Adjunct (in-person or online)
using the fillable PDF Classroom Observation form.
e The form should be:
o Downloaded and saved to your computer in Adobe.
e The form may be:
o Filled out on paper:
= Observer prints and fills out during observation.
» Observer and Observee sign in-person during the debrief meeting.
» Observer scans and attaches the form to the Classroom Observation
link in OnBase.
o Filled out electronically (a step-by-step how-to is shown below):
* Fill outin Adobe during observation.
» Observer and Observee sign in Adobe with digital ID.
= Observer attaches to the Classroom Observation link in OnBase.

TIP: Create a Performance Appraisal folder on your desktop or in OneDrive where you can
store these files for your personal records.

How to Sign the Classroom Observation Form in Adobe Acrobat DC: The
Electronic Flow from Observer to Observee to OnBase

Observer (Evaluator) Actions:

1. Click “Observer Signature.”

Observer Name (Pril;},ﬂ: Date:

Observer Signature:g

Instructor Name (Print): _ Date:

Instructor Signature: Employee |D#:

Attach this form to the Faculty Performance Appraisal Classroom Observation form
in OnBase.



https://www.occc.edu/wp-content/uploads/Faculty-Observation-Form-2021.pdf
https://onbase.occc.edu/appnet/UnityForm.aspx?d1=AdpCHQE3w8bNPYWLabNd5qTQ5HICnkwNY44jt6pDquHks3qlelxBCvq04QLEnB8hplAMFkHknyC29X0SONe7vUGM1cmFrJIc4M%2fGWBVh0yTRB%2fq8MPtu4Rc63owb7WRjti2sSEj7CnH3GriFL2rZoU2ySdImy1hsJwZgiKrvjoU5zj%2f4IWUnotzBFkYmBehg09OTIfSB3eRUqT7bf4w0M%2fgcInHVPyA7%2fNtWgQHISy27

2. You have Two Options...

If...

You have already
configured a digital
ID...

Then...

Select the ID and click “Continue.”

Sign with a Digital ID &

Choose the Digital ID that you want to use for signing:

o (¢ |  Audrey Fisher (Windows Digital ID) View Details
B Issued by: Audrey Fisher, Expires: 2026.06.15

@ ( Configure New Digital ID ) ( Cancel )

Then proceed to Step 7.

You have not
configured a digital
ID...

Click “Configure New Digital ID.”

Sign with a Digital ID

Choose the Digital ID that you want to use for signing:

o G{JS] Audrey Fisher (Windows Digital ID) View Details

Issued by: Audrey Fisher, Expires: 2026.06.15

@ ( Configure New Digital ID ) | Cancel )




3. Select “Create a new Digital ID” and click “Continue.

Configure a Digital ID for signing X

A Digital |D is required to
create a digital
sighature, The most secure
Digital ID are issued by
trusted Certificate
authorities and are based
on secure devices like smart
card or token. Some are
based on files.

You can also create a new
Digital |D, but they provide
a low level of identity
assurance,

©)

Select the type of Digital ID:

O

O

E‘ Use a Signature Creation Device
A
R

Configure a smart card or token connected to your
computer

Use a Digital ID from a file
b Import an existing Digital ID that you have
] P g Lig ¥
obtained as a file

@ Create a new Digital ID
)

Create your self-signed Digital ID

Cancel

4. Select either option and click “Continue.”

Digital |Ds are typically
issued by trusted providers
that assure the validity of
the identity.

Self-signed Digital ID may
not provide the same level
of assurance and may not
be accepted in some use

CAsEes,

Consult with your recipients
if this is an acceptable form
of authentication.

Select the destination of the new Digital ID X

@ Save to File
|

5ave the Digital ID to a file in your computer

Save to Windows Certificate Store

| Q[E] Save the Digital 1D to Windows Certificate Store to
be shared with other applications




5. Fill in the appropriate information with your circumstances and click “Continue.”

Create a self-signed Digital ID X
Enter the identity Name Audrey Fisher
information to be used for
creating the self-signed Organizational Unit Human resources
Digital 1D,
Digital IDs that are self- Organization Name Oklahoma City Community College

signed by individuals do not
provide the assurance that Email Address audrey.fisher@occc.edu
the identity information is

valid. For this reason they ; e i
" Fr/ i - ED STATES -
may not be accepted in Country/Region t5 — LINITED STAY
SOITIE Use cases
Key Algorithm 2048-bit RSA i
Use Digital ID for Digital Signatures e

_Q azn . W

6. Save your signature on your computer in a location you will remmember.

Save Digital D File x
« ¥ » OneDrive - 0. » Performance Appraisals w O ' Search Performance Apprais...
Organize * Mew folder == e

Microsoft Teams * Mame Status Date modified Type

ity Blictues Faculty Performance Appraizal & 11/11,/2021 11:06 AM File fold

NED Pics for Autofiling Job Ald (o File fold

Mew folder Staff Performance Appraisal ] File fold

Mew folder(1)

Mewsletter

OCCC brand ten

Performance Ap

Pictures

Requisitions

P [FE I 2 ( )
File name: | AudreyFisher i

Save as type: | Digital 1D Files (*.pfx) ~

A Hide Folders Cancel




7. Click “Sign” with your newly created digital signature.

Appearance  Standard Text v Create

Digitally sighed
AUd re by Audrey Fisher
Date: 2021.11.11

FISNer, /110740 0500

View Certificate Details

Review document content that may affect signing

8. Save the file in a location you will remember. Tip: Create a Performance Appraisal
folder on your computer or OneDrive and save documents related to it there.

« v <« Perfor.. » Faculty Performance Appraisal v W] 2 Search Faculty Performance ...
Organize « Mew folder =S - o
~
Meeting Notes ™ MName Status Date modified Type ™
Miicmenit draims 8.24 Faculty PA notes o 8/24/2021 4:57 PM Adot
My Pictures AutoFiling E-mails - Organization PA (@] 10/12/2021 12:31 PM Adat
MEO Faculty CO Form_AF 10.8 (4] 10/12/2021 8:42 AM Adot
Mew folder Faculty Observation Form 2021 O 10/12/20217 8:30 AM Adot
New folder(1) Faculty PA Overview PDF & 9/28/2021 2:58 PM Adol
i Faculty Performance Appraisals Evaluatio.. & 10/12/2021 3:17 PM Adol
ewsletter
Faculty SMART Goals O 10/26/2021 11:23 AM Adot
QCCC brand t
LR Faculty SMART Goals handout Fillable PDF ¢ 10/12/2021 3:35 PM Adot
f oo T Faculty SMART Goals handout o 10/12/2021 3:29 PM Adot
Pictures [£] Farultv SMART Gaals ndf () (IR0 20 PIA Adnt ¥
v < >
| [P
File name: ‘ Signature Practice - Faculty-Observation-Form-2021 e
Save as type: | Adobe PDF Files (*.pdf) ~
~ Hide Folders Cancel
.




9. You have now created a digital signature and digitally signed the classroom
observation!

Observer Name (Print): _ . Date: _

- Digitally signed by Audrey Fisher
Observer Signature AUdrey FtSher Date: 2021.11.11 11:09:22 -06'00'

Instructor Name {Pr'ir“%:_:__ Date:

Instructor Signature: _ Employee ID#:

Attach this form to the Faculty Performance Appraisal Classroom Observation form
in OnBase.

*Signature does not signify agreement with the comments of the observer, but
only that the faculty understands the comments.
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10. Email the Observee with the now signed classroom observation form attached,
asking them to review and sign.

Observee Actions:

1. Follow steps 1-8.
12. Email the Observer and attach the signed observation form.

Observer Actions:

13. Save the file.
14. Attach the document to the OnBase form and submit.

TIP: Observers should keep these PDF files saved in a location they will remember
for their records.



