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Adding an Observation Checklist Course

An Observation Checklist course is a type of course which allows Administrator and Supervisor level
users to perform in-person assessments of learners in other to document skills and proficiency.

To create an Observation Checklist course, click the © add new course |ink and enter in the name of the
course. Then scroll to the dropdown for Course Type and select [Observation Checklist].
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Once selected, simple click the m button to begin creating your assessment statements.
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Telephone Operator - Skills Assessment
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Click the link in the alert statement highlighted in green to

go to the OBSERVATION CHECKLIST {31 vou can also click on the OBSERVATION CHECKLIST 5, 1o

start building your Observation statements.

Add/Edit Observation Checklist Statements

To begin adding or editing your Observation Statements, click the @BSERVATION CHECKLIST 51,
Add a description

Adding a description will help the assessor performing the assessment understand and communicate to
the learner the what and why for performing this assessment. To add a description, click the link

) - Save
Add a checklist descriplion then enter your description and click -
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Telephone Operator - Skills Assessment
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Remember, you can always come back and edit the description. To edit the description, click the [Edit]
link next to the description.

Telephone Operator - Skills Assessment
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Add new Statement

Add an Observation Checklist Statement

To add a statement for your Observation checklist, simply enter the statement into the statement box,

I Add statement

select the Grading Type and click the button.
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Add new Statement

Active Listening

at inappropriate times

i . Birary: YesiNa

Star:

Scale; ExcollentiGood ! FairinsufficientPoor
Add statsmant  pine 0-10

Active Listening - Giving full attention to what other people are saying, taking the time to understand
the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

To assess this statement using a Yes/No grading type, simply select that grading type and click

Add statement

Observation Checklist Grading Types

There are four (4) grading types for Observation Checklist statements:

1.

Binary (Yes or No): The binary grading type is for when you simply need a yes or no assessment
result for a statement, i.e. can the learner do this action or not?

Star: Star assessments are useful if you want to award an increasing level of proficiency for an
assessment. This is simple and almost universally understood. The Star grading starts at 1 star to
a maximum of 5 stars. Typically, the higher the number of stars, the higher the value of the
assessment.

Scale: The scale grading type is like the Star grading type except you now have specific
descriptions for what each level or proficiency equates to. The Scale ranges from “Excellent” to
“Poor”. It also includes, “Good”, “Fair” and “Insufficient” levels.

Points: The points grading type is designed to allow you to customize your own level or values
for the assessment. If you prefer to award specific points for each statement, the Point grading
type works best.

Activating/Editing/Ordering Statements

Your observation checklist statements are in inactive status by default. This is to give you the choice of

selecting which statements end up being used in your live assessments.

To activate a statement, simply click on the inactive icon o to turn it to an active o
statement.

To re-order your statements, use the down or up arrows *~ ¥

To edit or delete an existing statement, click the (£ edit % delete |jnks,

ﬁ\
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Here’s an example of my list of active and inactive statements:

Description
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Assigning an Observation Checklist Course

Note: Observation Checklist courses are to be used for performing physical assessments of skills and
proficiencies. This means they are going to be performed by a system administrator or a designated

Supervisor level user.

Assigning to users:

Observation checklists can be assigned to specific users. Simply click on the ASSIGNED USERS ),

(You will need to activate your course prior to assignment).
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Then click the & 8SSIQN NeW USErs |ink. Select the users you want to assign to be assessed.

Note: No emails are sent to individual users regarding Observation Checklist courses.

Assigning to user groups:

To assign an Observation Checklist to user groups, click the ASSIGNED USER GROUFS tab, Then click the

© assian new user aroups |ink and select the relevant user groups to be assigned and assessed.

Note: While no emails are sent to individual users within the assigned user group regarding this
Observation Checklist course, if a Supervisor is assigned to manage the assigned user group, the

supervisor will receive a notification regarding a pending assessment.
How to perform an Observation Checklist Assessment

Administrator performing assessments:

As an Administrator, you can perform an Observation Checklist assessment. Once an Observation

V.
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Checklist course has been assigned to individual users or user groups, click on the
COMPLETION REPORT tab to begin performing your assessment.

Telephone Operator - Skills Assessment
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Click the button next to each assigned user to begin your assessment.
Observation Assessment
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Click or, if on a mobile device, tab the various assessment grading options. For example, if you agree
with Yes as the appropriate assessment for the binary statement, select or tab the [Yes] option.

Mﬂwm-ﬁmﬂlmwmmmnm.m the tires to understand the points being made, asking questions as approprate, and not intermupting ot
mappropriste irmes,

Mo Yaa

If you need to save the current assessment and come back later, you can. Simply click the

button. This button also works to finalize the assessment and move on to the

next learner to be assessed.

.
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An assessment that is completed will show an assessment score (Score: 80.00%) in the Completion
Report tab. In incomplete assessment will show an In Progress status.

To continue assessing an incomplete checklist, click the In Progress |ink,

Supervisor performing assessments:

Supervisors can help Administrators manage and perform Observation Checklist assessments. However,
for a Supervisor to view and perform assessments, two conditions need to be met:

The Supervisor must be assigned to manage the assigned User Group(s)

The Supervisor managed user group must be assigned to the Observation Checklist course using
the ASSIGNED USER GROUPS tabs. This means even if members of a user group which is
managed by a supervisor are assigned individually to an Observation Checklist course, the
associated Supervisor will not be able to view and perform that assessment.

If the two conditions above are met, the assigned Supervisor, will receive an email notification regarding
a pending Observation Checklist course.

A Observation Checklist Course has been assigned to: Observation Group 1 rbcx % Gofeare Doy ® ‘R-0"
the Easy 332 PM (0 minubas ago) -, -
b eleaP -
Susan

Thie Wsar Group you suparvise (Obsarvation Group 1), has been assigned 1o the following Observation Assessment course: Telephone Operator - Skills
Assassmant.

Please go to the Dbservation Assassments seclion of your acoount to access and complabe your assigned Observalion Assessmants,

Pleasa note; This a-mail was sant from a notification-only addness that cannot accept incoming e-mail. Do not raply to this message. Instead sand your reply
o halpd elsa psoftware. com

M you have reosived this email in ermor, please forvard it immediadely to suppe
Senl: DB.25.2017 15:31

apsoftware com or contact eLeaP al wesw eleapsoftware. com

The supervisor can click on the Qbservation Assessments |ink to go directly to the assigned and pending
assessment.

Supervisors should also check their INBOX section of their accounts for additional notifications.

.
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Once on the relevant Observation Checklist course to be assessed, the Supervisor can begin by clicking

the ® Start button next to the learners’ name.
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Observation Assessments
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The Observation Checklist tool is designed to be used on any device any time anywhere. We encourage
you to access and perform assessments on mobile devices, laptops and other devices. Once the

Supervisor clicks the @ button next to each assigned user, they see a mobile responsive version of
the tool to enable them easily perform their assessment.
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Telephone Operator - Skilis Assessment

User Captain, James

Active Listening - Giving full attention to what other people are
saying, taking the time to understand the points being made, asking
questions as appropriate, and not interrupting at inappropriate times.

No | Yes

Speaking - Talking to others to convey information effectively.
ol GO Gehw  Ahetd |

Service Orientation - Actively looking for ways to help people.

Poor Insufficient Fair Good  Excellent

Social Perceptiveness - Being aware of others' reactions and
understanding why they react as they do.

01234567\8910

<€ back to Assessments

(2

Click or, if on a mobile device, tab the various assessment grading options. For example, if you agree
with Yes as the appropriate assessment for the binary statement, select or tab the [Yes] option.

If you need to save the current assessment and come back later, you can. Simply click the

Save this Assessment . T
button. This button also works to finalize the assessment and move on to the
next learner to be assessed.

An assessment that is completed will show an assessment score (Score: 80.00%) in the Completion
Report tab. In incomplete assessment will show an In Progress status.

To continue assessing an incomplete checklist, simply click the In Progress |ink.
Selecting Additional Observation Checklist Courses:

To select additional Observation Checklist courses to assess, use the drop-down selector to select the

.
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Once you select the relevant course, click the

user groups you supervise. Simply, select the relevant course and if there are pending users to be
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to see the assigned users to be assessed. Use

the ® Start button to begin performing your assessment.

Note: As a supervisor, you can also perform assessments from the User Group Activity report page for

assessed you will see the © Start button next to their names.
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