
  

CLASS System Guidance 
For Lead Agencies 



Louisiana Believes 2 

 

 

Agenda 

• 2015-2016 Coordinated Observation Expectations 

• Overview of CLASS Observation System 

• Legend in CLASS Observation System 

• In-depth Walk through of the CLASS Observation System 

• Using the CLASS  Plan Template to inform your work 
 

• Next Steps 



Louisiana Believes 3 

 

 

Agenda 

• 2015-2016 Coordinated Observation Expectations 

• Overview of CLASS Observation System 

• Legend in CLASS Observation System 

• In-depth Walk through of the CLASS Observation System 

• Using the CLASS  Plan Template to inform your work 
 

• Next Steps 



2015-2016 Expectations 
CLASS Expectations 
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• There are two observations periods over the course of the school year: 
o Fall Observation Period: August 1 – December 15 
o Spring Observation Period: January 1 – May 15 
 

• Classrooms must be observed by reliable observers twice, once in each observation period 
 

• Lead Agencies are required and funded to maintain sufficient observer capacity, schedule observations, and 
ensure observations are submitted 
 

• Once the CLASS  system which will be used to report observations has been launched, observations must be 
submitted no later than ten business days after they are completed 
 

• If the children in a toddler classroom become PreK age over the course of the year, the classroom should still 
be considered a toddler classroom and observed on the toddler tool 

 
Key Milestones 
 

 
 

 

All communities are required to participate in the 2015-2016 Learning Year. 

September 30 
 

Submit observation 
schedule and plan 

for fidelity and 
reliability 

December 15 
 

Ensure 100% of 
classrooms are 

observed in the fall 
with accuracy 

February 29 
Review and update 
classrooms in the 

CLASS system 
 

 

May 15 
 

Ensure 100% of 
classrooms are 
observed in the 

spring with accuracy 

October 1 
 

CLASS System 
supports are 

released 



2015-2016 Expectations 
Bulletin 140:  Participation Expectations 
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As established in Bulletin 140, all communities and publicly-funded sites are required to 
participate in the 2015-2016 Learning Year. 

For any publicly-funded sites in existence on October 1: 
If a classroom is in existence on either October 1 or February 1, it must be observed 

and included in the Practice Performance Rating for both the site and the 
Community Network. 

If a publicly-funded site… Then… 
Exists On October 1 AND February 1 • It will receive a Practice Performance Rating 

Exists on October 1 but not on 
February 1 
 

• It will not receive a Practice Performance Rating 
• All scores will be counted toward the Community 

Network Practice Performance Rating 

Discontinues participation in a 
Community Network after October 1 
by changing license type 

• It will not receive a Practice Performance Rating 
• All scores will be counted toward the Community 

Network Practice Performance Rating 

Opens after October 1 • It will not participate in the 2015-2016 Learning Year 
• It will not count toward the Community Network 

Practice Performance Rating 
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Bulletin 140 Guidance 
CLASS Observation Plan Template 

The CLASS Observation Plan will be compared to what is in the CLASS System to ensure Lead 
Agencies are on track to observe and report all CLASS Observations. 

 
 
 

Planning and scheduling your CLASS Observations will occur in two steps: 
• The CLASS Observation Plan is the first step in formalizing your plan to observe all 

classrooms twice  DONE 
• The completed CLASS Observation Plan will inform data entry into the CLASS system, which 

will be released next week 
The CLASS System will be used to communicate observation schedules in real time. Results of 
observations will be submitted through the CLASS system. 

 

CLASS Observation Plan CLASS System 

• The CLASS Observation Plan has been sent 
to Lead Agencies, prepopulated with site 
codes and site names. 

• Each site will enter into the CLASS system all of 
their classrooms. 

• Lead Agencies will enter into the CLASS 
Observation Plan all of the 
classrooms/teachers. 

• Observers will submit the results of all 
observations  in the CLASS system no more than 
ten days after an observation. 

• Lead Agencies will schedule all observations 
in the CLASS Observation Plan for the entire 
year in September. 

• Sites will adjust their classroom counts in the 
CLASS system in February based on any changes. 



Louisiana Believes 7 

 

 

Agenda 

• 2015-2016 Coordinated Observation Expectations 

• Overview of CLASS Observation System 

• Legend in CLASS Observation System 

• In-depth Walk through of the CLASS Observation System 

• Using the CLASS  Plan Template to inform your work 
 

• Next Steps 



Overview of CLASS Observation System:  
What the System can do  
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The Early Childhood CLASS Observation System is used to manage, assign, create, 
and enter classroom observation data. The portal display changes depending on 
the access level assigned. The access levels are: 

DOE Coordinator (Admin) 
  Network Coordinator (Lead Agency)   
  Third Party Coordinator (Picard)   
  Site Coordinator   
  Observer   

• Network Coordinators and Site Coordinators set up sites and classrooms 
• Network Coordinators assign observations to observers in the CLASS System 
• Observers conduct observations and submit the data via the CLASS System 
• Site Coordinators and Network Coordinators are able to view observation data 

in the CLASS System 



Network Coordinator Functions and Permissions 
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Network coordinators have the ability to:  
• Add/Update/View sites 
• Add/Update/View site coordinators 
• Add/Update/View classrooms 
• Add/Update/View observers  
• Assign observations (orders) to observers 
• View observation results 



Site Functions and Permissions 

Louisiana Believes 10 

Site coordinators have the ability to:  
 
• Enter their site details 

o Type  
o Configuration 

 

• Add classrooms to the system 
o Lead Teacher 
o Classroom Name 
o Configuration  

 

• View local and third party observation results for individual classrooms 
at their site (by domain and dimension level) 



Observer Functions and Permissions 
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• Observers can only complete and review observations that have been assigned to 
them either by a Network Coordinator or Third Party Coordinator.   
 

• After performing observations and taking notes on their scoresheets, observers 
should use these scoresheets to complete the online observation order. 
 

• Online observation orders can be saved as they are entered, so they do not need 
to be completed in one sitting. 
 

• Observers have the ability to  view all observations they have completed. 
 
Ensure that you are providing instructions to observers on 
handling/keeping/transferring  score sheets 
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CLASS Observation System: What the Icons Mean 
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The wrench icon is used to add/edit contact information and site 
configuration information for a school.  

The silhouette icon is used to add/edit site coordinators to each site.  Network 
Coordinators can either search for an existing user by typing in part of the user’s 
name or email address and clicking Find or add a new user by clicking New. 

The stacked textbook icon is used to add a site coordinator to a site (if this 
has not already been done using the silhouette icon), to add (or edit) 
classrooms for a site, or to assign observation orders to an observer.   

The arrow icon is used to access and export reports. 

The blue arrow icon opens an observation order. 
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How will I be set up as a Network Coordinator? 
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• Lead Agency Network Coordinators are set up by the DOE 
• After the DOE has assigned a Community Network to a Network Coordinator, the 

Network Coordinator will receive an email from 
early.childhood@smtp.doe.louisiana.gov  
 
 

 
 
 
 
 
 
 
 

• Follow the link to create a password 
• Lead Agencies will start receiving emails the week of October 5 

mailto:early.childhood@smtp.doe.louisiana.gov


Setting up the Community Network 
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Network coordinators set up the community network by: 
 

• Adding the site coordinator for each site:  first name, last name, email address 
 

 
 
 
 
 

• Adding observers:  first name, last name, email address 
 
This generates an email that goes to all site coordinators and observers to create their log 
ins 

 
Follow up work:  Lead Agencies will then be tasked with the following: 
• Ensuring all sites have been added to the Community Network 
• Adding any sites that are missing 
• Inform the EC team about any sites that do not have site codes 



Adding Sites to the Community Network 

While the initial list of sites within the lead agency’s network is pre-populated, occasionally 
changes do need to be made.  To add/update sites within the network, on the home page, 
click on the wrench icon below Sites. 
 



Adding Sites to the Community Network 

• Add Sites to Network by searching for a site by name or by 6-digit site code 
• For example, a site located in Acadia Parish could be searched using any of the following 

logic: 

• “001” as the LEA code for Acadia Parish 
• “Acadia” in the name of the site 
• A specific string of the site name, such as, “Church Point” for Church 

Point Elementary School 
• Once you have located a site, click Add to add the site to a network. 

 



Setting up or Modifying a Site 
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The wrench icon on the site screen is used to 
add/edit contact information and site configuration 
information for a school.  Add/Update information 
and click Submit, or delete a site by clicking Delete. 
 
Note:  The site configuration is an optional 
placeholder to indicate the majority of children at 
a particular site (i.e., infants, pre-k, toddlers).  
 
 

After you add a site to your lead agency’s network, you will be taken to this screen 
automatically.  If you have already added all sites to the network, access this screen by 
clicking the wrench icon next to the appropriate network on the home page.  



Setting up Classrooms 
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Adding classrooms to sites is a task primarily handled by the Site Coordinator; however, Network 
Coordinators do have the capability to add classrooms as well.  After adding a site, users can 
access the following by clicking the stacked textbook icon next to the appropriate site.  If 
accessing from the home page, users should first click the wrench icon next to the appropriate 
network, then click the stacked textbook icon for the appropriate site. 

Note:  Classrooms have been prepopulated for the Fall 2015 cycle by the EC team as 
much as possible. This should be reviewed for accuracy. 



Setting up Classrooms 
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Clicking  the stacked textbook icon will bring you to the site page. 
To add a classroom, click on the Add New Classroom Record button. 



Adding a Classroom 

• Add Classroom Name, Classroom Configuration, and Lead Teacher. Click Submit.  
• Note: The classroom configuration notes the majority of children in a particular classroom 

(i.e, infants, pre-k, toddlers). 
 



Assigning an Observation 
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After adding a site, users can access the following by clicking the stacked textbook icon 
next to the appropriate site.  If accessing from the home page, users should first click the 
wrench icon next to the appropriate network, then click the stacked textbook icon for the 
appropriate site.  
 
Observations can be assigned either by selecting someone already in the system or adding 
a new person to a classroom. To assign an observer to a classroom, click on the Add 
Observation Orders button. 



Assigning an Observation 

Then Find or Add Observer, by name or email:  
 
 

 
If the user does not exist, add one by clicking New, filling out 
the required information, and clicking the Find/Add New 
button.  Once added, go back to the previous step and find 
the user. 
 



Assigning an Observation 

Select the Observer you would like to add 
 



Assigning an Observation 

Next Select one or more available classrooms to observe, and click Add.  Enter the date 
and time for the observation. 
 
Since infant classrooms are not observed, they are not listed as available choices. Once 
you add the observer you will see their name below the classroom. 



What do observers receive? 

• As observation orders are assigned, the observer will receive additional emails 
from early.childhood@smtp.doe.louisiana.gov that include the site, site address, 
and class(es) to be observed. 

 

mailto:early.childhood@smtp.doe.louisiana.gov


Reporting Observation Results 
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• After logging into the system, observers will see a screen like the following: 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Observers will see a link by each classroom that observers have been assigned to observe. 

Clicking the blue arrow button will bring observers to the screen with the observation 
order. 

 



Reporting Observation Results 

• After clicking the blue arrow icon, 
observers will enter the 
observation information and then 
click Submit and Next. This will 
save progress and move to the 
next screen. 

• Next, observers will enter all 
information related to Cycle 1 of 
the observation.  

• Click on Submit and Next when 
finished and repeat for Cycle 2 
through Cycle 4. 

• Note the departure time and 
Conclude the Observation when 
finished. 
 
 
 



Viewing Observation Results 
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Completing the observation will 
bring up a summary scoring sheet 
which can be printed (as Excel, 
PDF, or Word): 
 
 
 
 
 
 
 
 
 
 
 
 



Viewing Observation Results 

From the site screen, clicking the green arrow icon will also open the observation 
report for printing/saving.  Remember, to access the site screen, users should click 
the wrench icon next to the appropriate network on the home page . 



Running Reports for Network Coordinators 
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Available Reports 
• Community Network CLASSROOM Observations Completion Report – lists total 

number of classrooms, total number of classrooms observed, and total number of 
observations remaining for all classrooms created within a Network. 

• Community Network CLASSROOM Observations Planned – lists total number of 
classrooms, total number of observations scheduled and observed, and total number 
remaining for all classrooms created within a Network. 

• Community Network CLASSROOM Observations Missing – lists total classrooms within 
a Network that are missing observations. 

To run a network-level report, on the main menu, click Reports…Network Level 
Reports…and choose the appropriate report. 



Running Reports for Sites 
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Available Reports 
• Site CLASSROOM Observation Completion Report – total number of classrooms 

and observations completed for the site 
• Site CLASSROOM Observations Planned  
• Site CLASSROOM Observations Missing  

To run a site-level report, on the main menu, click Reports…Site Level 
Reports…and choose the appropriate report. 
 



Ways Lead Agencies can Support Sites and Observers 
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Lead Agencies can support sites and observers in the following ways: 
 
• Help to get sites and classrooms entered and set up by October 31 

 
• Help sites to understand their CLASS Observation Data 

 
• Provide access to the following supports: 

 CLASS Webinar Recording for Sites 
 CLASS Webinar Recording for Observers 
 CLASS Observation System User Guide  

 
 

 

https://louisianaschools.adobeconnect.com/p4c0m93d1z5/
https://louisianaschools.adobeconnect.com/p5m3jff1p9o/
http://www.louisianabelieves.com/docs/default-source/early-childhood/2015-16-ecc-user-guide.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/default-source/early-childhood/2015-16-ecc-user-guide.pdf?sfvrsn=2
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CLASS Observation Plan Template 
Tab 1: Cover Sheet 

 
 
 

The cover sheet summarizes your CLASS observation plan 
 

All of the sites with site codes entered here 
will be linked to your Community Network 
in the system 
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CLASS Observation Plan Template 
Tab 3: Drop Down Lists 

 
 
 

• Use the classroom names here to name and enter classrooms into the system. 
Sites and Lead Agencies can both do this task. 

• Invite all of the observers in column F to the system. Observers will need a first 
name, last name, and email address. 

 

All of the classroom names in here that are connected to sites 
with site codes will be entered for each site  in the system. 
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CLASS Observation Plan Template 
Tab 4: Schedule 

 
 
 

Use this schedule to assign observation 
orders to observers.  
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• If any sites are still missing site codes, please contact Kaye Eichler 
• Ensure all classrooms for all sites are entered by October 31 
• Add observers to the system 
• Enter any observations you have been holding 
• Share the webinar information with sites and with observers 
 
For further questions, contact Kaye Eichler at Kaye.Eichler@la.gov 
 
 

Lead Agencies 
Next Steps 

 
 
 

 

In Fall 2015, the Early Childhood Team will be offering weekly EC Learning Year 
Office Hours. 

  
This will be an opportunity for Lead Agencies to call in with questions they have about 

their current work, hear each other’s questions, and get answers to commonly 
occurring questions.  

 
Call In: 1-800-832-0736; PIN: 9174840 



Supports for Network Coordinators 
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For technical support  
Email systemsupport@la.gov 
Consult the CLASS Observation System User Guide 
 
 
For other support  
Email earlychildhood@la.gov 

mailto:systemsupport@la.gov
http://www.louisianabelieves.com/docs/default-source/early-childhood/2015-16-ecc-user-guide.pdf?sfvrsn=2
http://www.louisianabelieves.com/docs/default-source/early-childhood/2015-16-ecc-user-guide.pdf?sfvrsn=2
mailto:earlychildhood@la.gov
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