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ACRONYMSANDABBREVIATIONS

BOM BoardofManagement

CD CountyDirectors

CPE ContinuingProfessionalEducation

CSO CurriculumSupportOfficer

HoI HeadofInstitution

KePS KenyaProfessionalTeachingStandards

M&E Monitoring&Evaluation

OWP OperationalWorkPlan

PC PerformanceContracting

SCD Sub-CountyDirectors

TPD TeacherProfessionalDevelopment

TSPD TeacherSupportProfessionalDevelopmentProgramme
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INTRODUCTION

ThisdocumentpresentsthenewTPADsystem(TPAD2.0)UserManualwhich:

1.Describesthe functionality of key modulesautomating the variousprocesses
identifiedintheUserRequirementsAssessmentphase(Section1.1and2oftheUser
RequirementsElicitationReport)

2.Formsthecompleteblueprintofthesystem thathasbeen actualisedduring
softwaredevelopment.

1.1KEYSYSTEMMODULES

Inlinewiththesystem stakeholders,thenewTPADSystem (TPAD2.0)implements5key
user portals: Teacher Self Service Portal, TSC Administrators Portal, Systems
AdministratorsPortal&TPADReportingPortal.Theseportalsarefurtherdescribedbelow:

PORTAL DESCRIPTION

Teacher Self
ServicePortal

ThisportalistobeusedbytheteachersandHeadofInstitutions.

Thisportalsupportsuserfundamentalactivitiesbasedontheuser
groupasfollows:

1.Teacher’s Portal-The teacher performs self-appraisal,
peertopeerlessonobservations,learnersprogress,lesson
attendancetracking,undertakeTPDmodulesandchapters
asofferedbythedifferentserviceprovides.

2.DeputyHeadTeachersPortal-TheDHTalsoaccessesthe
sameportalastheteachersbuttheDHTisprovidedan
extendedfunctionalitytoappraisetheteachers.

3. HOIportal-TheHeadofInstitutionisprovidedwithsimilar
functionalitiessuchasthoseoftheDHTbutadditionally
theyareabletodocountersigning,cancelanappraisaland
performarbitration.TheHOIalsosetstheinstitution’sTPD
interventionswhichwillbeundertakenbytheteachers.
Besidesthesefunctions,theHOIalsoviewstheTPAD
calendar of activities and makes any necessary
adjustmentstothetemplateaswellasaddanynewcustom
activities.
TheHOIwillcanalsocreateandupdateOWPsinlinewith
thePCTemplatewhichwillbeprovided.

Key Modules: Self-assessment, Appraiser assessment, Lesson
Observations,Arbitration,Professionaldevelopment,Performance
Contracting(forPrimary&Secondary(includingSNEs)HOI’s,Post-
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Secondaryinstitutions),PC,TPD

KeyReports:AppraisalReports,LessonAttendanceSummaryReport,
Learner’sProgressReport,TeachingStandardsAppraisalSummary
Report,TeacherProfessionalDevelopmentReport,TeacheronDuty
ReportandArbitrationreport.

TSC
Administrators
Portal

ThisportalisusedbytheCSOs(atZonal),SubCountyDirectors(at
SubCountyLevel),CountyDirectors(atCountyLevel)andTSCHQ
users(atNationalLevel)

Thisportalsupportsusercentricactivitiesbasedontheusergroupas
follows:

1.A CSOisabletocaptureSchoolLevelLessonObservations
details,capture M&E observations,results and follow-up
activities,appraisePrimarySchoolHoIswithintheZone,Review
andPlanforTeacherDevelopmentactivitieswithinthezone
andretrieverelevantreportsfromthesystem

2.TheSub-CountyDirectorsperformsalltheCSOfunctionsbut
atahighercoveragescope(severalzones).Inaddition,the
SCDcanappraiseSecondarySchoolHoIs,CounterSignPrimary
SchoolHoIsAppraisalsandsignHoI(PrimaryandSecondary)
PerformanceContracts.

3.The County Directorsare able toperform allthe SCD’s
functionsattheCountyLevel.Inaddition,theCDisalsoable
tocountersignPC approvalsofSecondarySchoolHoIsand
appraiseTTCHoIs.

4.TheTSCHQisabletoperformallthefunctionsthataCDcan
performbutatanationallevel.

KeyModules:LessonObservation,M&E Reports,TPAppraisal,TP
Development,PerformanceContracting,Setups

Keyreports:PerformanceAppraisal,TPDandPCReportsperZone,
Sub-County,CountyandNationalLevel

Systems
Administrators
Portal

Thisportalisavailable tosystem administrators(including QAS
technicalteam)whohavetherightstoconfigureandchangesystem
parametersandtemplates.Itsupportsthedevelopmentofvarious
templatesusedacrossthesystem includingtheTPAD Calendarof
Activities, Lesson Observation Forms, Teaching Standards,
Performance Evaluation Criteria and Targets.In addition,itis
possibletomakesystemwidesettingse.gusersandgrouprolesand
changesystem parameters(e.gsourcedatabase),access&review
error&auditlogs/trailplusmonitorTPADMiddlewaresystemmodule
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whichactsasaninterfacebetweentheTPAD2.0andboththeTMIS
andHRMIS

Key Modules:System Set-up,Templates,Audit Trail& Logs,
MiddlewareManagement

Keyreports:Userreports(active/terminatedusersetc),System
PerformanceReports,EnforcementReports

3rd Party
TrainingProvider
Portal

ThisportalisusedbyauthorizedtrainingproviderstoprovideTSC
withtheirtrainingcalendars(forcoursesrelatedtoTPD)andprovide
feedbackontrainingconducted.

Key Modules: Training Centers, Training Calendar, Course
Management,CourseAssessment,Reports.

Key reports:Training Reports,Assessment Reports,Enrollment
Reports

ReportingPortal Thisportalprovidesreadonlydrill-downreportingforallthekey
reports.Itdoesnotimplementanyfunctionalitytocapturedatabut
hasonlyreadaccesstothenewTPADsystem.Itprovidesgraphical
andtextualreportsandTPADFAQs.

KeyModules:Variousprintable/downloadablethematicreports

KeyReports:ReportsAccessDetails

Thesereportsarefurtherdetailedinthevarioussectionsofthisdocument.



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page8of8

TEACHERSELF-SERVICEPORTAL

Asdescribedabove,thisportalisthecoreofthenewTPADsystem.Itcomprisesofan
AccountCreationandActivationModule,Appraisal,TPD,PC,Set-upandReportsmodules
whicharefurtherdescribedinthesectionbelow

2.1ACCOUNTCREATIONANDACTIVATIONMODULE

Systemaccessisonlyauthorizeduponsuccessfulauthentication.Toobtainauthorization,a
validaccountmustbecreated.SinceteacherrecordsaremaintainedintheTMIS(and/or
theHRMIS),anewusermustbevalidatedwiththerecordsheldinthesesystems.

2.1.1 AccountCreation&Login

Onfirstaccess,theteacherrecordswillbepulledfromtheTMIS/HRMISsystem.Theuser
providespersonaldatathatwillform thebasisofthesystem searche.g.TSCnumber,
NationalIDTelephoneNumberandEmailaddress.
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Figure1-CreateAccountInterface.

Iftherecordsprovidedexists,theteacherproceedstoprovidethesubjectcombination
theyteachaswellasprovidetheirhighesteducationlevel.
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Figure2-SubjectCombination

Figure3-TeacherLevelofEducation.

Asystem generatedpasswordandaverificationlinkisatthispointsenttotheemail
providedbytheteacherforverificationafterwhichtheteachernowloginsintothesystem
andcreatetheirownpreferredpassword.

AnexistingsystemuserwillbepromptedtoprovideaTSCnumberandavalidpasswordto
login.
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Figure4-TeacherLogin

Thesystemtriggersre-captcha-basedauthenticationtopreventsystembruteforcescript
attacks.

2.1.2 ForgotPassword

Ifateacherhappenstoforgettheirpassword,theywillclickon‘forgetpassword’linkon
theloginpage.TheteacherwillbepromptedtoinputtheirTSCnumber.
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Figure5-PasswordReset

Passwordresetlinkwillbesenttotheregisteredemailaddress.Usingthepasswordreset
linkorcode,theuserwillbeabletosuccessfullyresettheirpasswords.

2.1.3 AuditTrail

Thesystemcapturesallsystemchangesattheapplicationlevel,allsystemloginerrorlogs
(time,loginusername,loginpasswordandIPaddress)andkeysecurityevent.Thisforms
partoftheaudittrailwhichissearchable.

2.1.4 Landing/Start/DashboardPage

Uponsuccessfulauthenticationtheteacheraccessesthedashboard/landingpage.Thispage
givesasnapshotviewofallthekeyactivitiesthattheteachercandointhesystem.This
dashboardisillustratedbelow
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Figure6–Form2.1.4-TeacherPortalDashboard

Thekeyinterfaceoptionsarefurtherdescribedbelow

2.1.4.1 MainMenuOptions

Themainmenuoptionscompriseofa,b.c.d,eandfsectionsoftheformabove

Dashboard(a):Thisoptiondisplaysthestartpagewhichisthescreenabove.

Self-Appraisals(b): ThismenuoptionscontainfoursubmenusrelatedtotheAppraisal

process:

b(i).MyAppraisals.

1. Self-Assessment:On clicking thissubmenu,the teachercan complete self-

assessment/appraisalbasedonthestandardsandotherrequirementsandsubmit

ittoappraiserforappraisal.
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Figure7-ListofTeacher'sAppraisals

2. AwaitingArbitration:From thismenuanarbitratorcanview allassessments

awaitingarbitration.

Figure8-AppraisalsAwaitingArbitration

3. LessonObservation:Theteacherrequestsforanobservationfrom anappraiser

whoproceedstodothelessonobservation.
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Figure9-LessonobservationInterface

AppraisalsTPDP(c):

Onclicking thisoption,theteacherisabletodevelopaTSPDP,updateprogresson

ContinuousProfessionalEducationandmakeupdatesontheTSPDP.

TPADTPD(ci.):

Underthissubmenu,theteachercanpickaninterventionandprovidesupdateseither

institutional,zonal,peerorpersonal.

NewTeacherDevPlan(c.i.1)-

Fromthismenutheteachercanviewandupdateinterventionsbasedonthegapstheyhave

identifiedduringtheappraisalasshownbelow.
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Figure10-TeachersAppraisalGapsSummary

DoneTeacherIntervention(c.i.1)-

FromthisMenutheteacherviewsalltheinterventionstheyhaveundertakenasshownbelow.

Figure11-ListofallinterventionsUndertaken
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TPDModules(cii.):

Thissubmenucomprisestheenrolmentdetailsthattheteacherhasundertakenorcan

undertakeasprovidedbythedifferentserviceproviders.

Enrolment(cii.1):

Thismenucomprisesofthemodulesandchapterstheteachercanenroltoasshownbelow.

Figure12-TPDChapters

CompletionFeedback(cii.2):

From thissubmenutheteacherisabletoprovideanupdateonthechaptertheyhave

enrolled.

Thescreenshotbelowsummarisesthis.
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Figure13-UpdateTPDprogress

Assessment(cii.3):

From thissubmenutheteacherwillbeabletoviewtheirscoreinthevariousassessment

theyhaveenrolledtoasshownfromthescreenshotbelow.

Figure14-Viewassessmentscore

PrintCertificate(cii.4):

Theteachercanprintcertificateoncetheyhavecompletedamodulefrom thismenuas

shownbelow.
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Figure15-Print/DownloadCertificate

2.1.4.2 Self-Assessments

Thisviewcontainstheassessmentsthathaveeverbeendonebytheteacherincludingthe
current/ongoingone.Theyarelistedinadescendingorder.Whenateacherclicks“View”
foraspecificassessment,theteacherseesmoredetailsabouttheassessmentandareable
toperformmoreactionssuchasupdate(onlyfortheongoingassessment)etc

2.1.4.3 AppraisalProgressGraph

Thegraphshowsateacher’sappraisalprogressto-date.
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Figure16-Termylappraisalgraphsforthecurrentyear

Figure17-YearlyAppraisalGraphsforthepasttwoyears
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2.1.4.4 Teacher Support Professional Development Programme (TSPDP)
Activities

ThissectiondisplaysasnapshotoftheTSPDPwithupdatedactivityprogressstatus.It
displayscriticaldatarelatedtoTPD Activityname/Intervention,ProposedStartDate,
CompletionStatusetc.Thisisasshowninfigure1above.

2.1.4.5.Notifications
This is a communication system module where teachers will receive and send
messages/correspondenceeithertogroupsorindividuals.OnchoosingNotificationsfrom
thelanding/startpageauserwillview:

1.Correspondence/communicationreceivedbytheuser.

2.SendMessagetofellowteachersaswellasreplytoreceivedmessages.

Figure18-NotificationsLandingPage

2.1.4.5.1. ReceivedorSentCorrespondence/Communication

OnclickingIncomingtheinterfacebelowwillbedisplayed.
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Figure19-IncomingNotifications

Theinterfaceabovedisplaysalistofallincomingnotificationsbydateanddate.The
teachercanperformthefollowing:

1.View

2.Reply/ViewReplies

2.1.4.5.1.1 View
Oncethepagehasbeenloaded,theusercanviewthemostrecentnotificationsindicating
thesender,subject,messageanddate.Thescreenshotbelowsummarisesthis.
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Figure20-ViewMessage

2.1.4.5.1.2 Reply
Onclickingreplyapopupwithadialogueboxwillbedisplayedwheretheteachercantypein
thereply.
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Figure21-ReplyMessage

Onclicking‘Reply’thetypedreplywillbeaddedtothelistofrepliesincorrespondencepage
whichcanbeviewbyclickingtheviewreplieslinkasshownbelow.

Figure22-OutgoingMessages
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2.2 APPRAISAL

OnselectingbinFigure1–Form2.1.4–TeacherPortalDashboard,themenuoptionswill
expandtoshow4submenus:Self-Assessment,AppraiserAssessment,AppraisalMeeting
andArbitration

2.2.1 Self-Assessment/Appraisal

OnchoosingAppraisal>>Self-assessmentmenuinthedashboard,theteachercanaccessthe
pageshownbelowandperformthefollowing:

(a)CREATEanappraisalinstance

(b)SEARCHforappraisals(currentandprior)basedonTERM,YEARandSTATUS

(c)VIEWprevious/currentappraisals

(d)UPDATEappraisalinstances

Figure23-Form2.2.1-SelfAssessment/Appraisal

2.2.1.1 Create(a)

WhentheappraiseeclickstheNEW APPRAISAL buttonfrom theaboveinterfacean
appraisalinstanceiscreatedofwhichtheappraiseecanupdate(toaddappraisalratings,
learnerprogressreports,lesson attendancesummary,view appraisaland submitfor
appraisal)atanytime.ThiswillonlybepossibleiftherearenoINCOMPLETEappraisals
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frominstancescreatedpreviouslyotherwisetheuserwillberequiredtocompletetheprior
assessmentbeforecreatinganewinstance.

Auserisabletocompleteapartofthecreatedappraisalastheuserwillbepromptedto
saveeverystandardrated.

Eachappraisalwillhaveanyofthefollowingstatuses,dependingonitsstageintheprocess
workflow

1. Incomplete:Thisstatusimpliesthattheteacherhasbeguntheappraisalprocess
butisyettocompletetheappraisalratings.

2. AwaitingSubmission:Thisstatusshowsthattheappraisalprocessiscompletebutis
yettobeformallysubmittedforappraisaltotheappraiser.

3. AwaitingAppraisal:Showsthattheteacherhassubmittedtheappraisaltothe
appraiserbutisyettobeassessedbytheappraiser.

4. AwaitingAppraisalMeeting:Indicatesthattheappraiserhasfinishedappraising
theappraiseeandarenowplanningtohaveameetingwheretheycanagree,
updateordisagreeontheappraiser’smarksallocation.

5. ScheduledforAppraisalMeeting-Theappraisalhasbeenscheduledforameeting.
6. FinishedAppraisalMeeting-Theappraisalmeetinghasendedandtheappraisalis

awaitingcountersigning.
7. AwaitingArbitration:Indicatesthatboththeappraiseeandappraiserhavemet

forjointratingbuttheappraiseewasnotsatisfiedandthereforerequestedfor
arbitration.

8. CounterSigning:Theappraisalisawaitingcounter-signingbytheHoI.
9. Complete:Indicatesthattheappraisalprocessiscomplete.
10.Cancelled-Theappraisalhasbeencancelled.
11.AppraisalNotDone-TheAppraisalhasnotbeendone.

2.2.1.2 Search(b)

FacilitatesthesearchingofanappraisalbasedonTERM,YEAR.

2.2.1.3 Actions(c)

Thisinterfacecomponentisadropdownbuttoncomponentwhichincludesub-menusasshown
inthescreenshotabove.

1. Teachingstandard:Captureself-performanceratingbasedonthestandards

2. Learnersprogressreport:Capturelearnerprogressreport

3. Lessonattendancesummary:Capturelessonattendancesummary

4. ViewAppraisal

5. Complete&Submit
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Thesesub-menuoptionsarefurtherdiscussedbelow

2.2.1.3.1 TeachingStandards

Theinterfacebelow,enablesthecaptureofself-assessment-basedratings(Likertrating
of1-5).Theteacherfirstselectsthetypeofstandardsbasedoninstitutiontypeasshown
below.

Figure24-ChoosingStandardBasedonInstitutionType.

Onselectinganystandardtypefrom thedropdowntheuserwillbepresentedwiththe
belowinterfacetobeupdatetheself-ratingonthevariousstandardsasshownbelow.
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Figure25-Form2-2-1-3-1-UpdateStandards

Onclickingnewrating,theteacherwillbepresentedwithascreenwheretheyaddratings,
addcomments,chooseanygapcategoriesifanyandalsouploadanysupportingevidences.
Oncedonetheycanproceedtothenextsevenstandards.Thescreenbelowshowsthis
process.
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Figure26-RateTargets

Onclickingtheaddweightbuttonfromtheabovescreenshot,theteachercannowadda
ratingtoaparticulartargetunderastandardasshownbelow.

Figure27-TargetRating
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Oncedonewithonestandard,theteachersavesandproceedstothenextsevenstandards.
Theteachercanpartlyfilltheformtocontinuelater.Aftertheteacherhascompletedthe
rating,theycansavethedetailsandcontinueatalaterdateorgoontilltheprocessisdone.

2.2.1.3.2 LearnerProgressReport

Aspartoftheteacher’sappraisalprocess,theteacherisalsorequiredtosubmitlearners
progressreport.Onclicking Appraisal>>Self-Assessment>>Actions>>Learnersprogress
reportthescreenbelowwillbedisplayedallowingtheteachertoinputvarioussubjectsand
capturelearnerprogressdetailsbasedonthevariouslearner’sprogressrecordstypesas
shownbelow.

Figure28-Form2-2-1-3-2-LearnerProgressReportStartPage

Theformbelowdisplaysalistofsubjectscapturedbytheuserwiththeappropriategrades
.
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Figure29-CreateLearner'sProgressRecord

Theappraiseecanusetheinterfacedepictedinthescreenshotbelowtoeditthelearner
progressreport.
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s

Figure30-Form2-2-1-3-2-c-EditLearnersProgressRecord

2.2.1.3.3 LessonAttendanceSummary

TheinterfacebelowcapturestheLearnerAttendancedetails,withanoptionofadding
termlylessonattendancedetailsasshowninthewireframebelow
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Figure31-2-2-1-3-3-LearnerAttendanceSummary

Onclickingthe“AttendanceRecords”buttonabove,theappraiseeisabletoaddlesson
attendancedetailsasshownbelow.Thesystemwillgeneratethepercentage(%)oflessons
taught,actualnumberoflessonsnottaught,percentageoflessonsnottaught,andnumber
oflessonsnotrecovered.TheActualNumberofLessonsTaughtisequaltotheNumberof
LessonsTaughtasScheduledplustheNumberofLessonsRecovered.OnclickingAttendance
Recordfromtheabovefigure,theformbelowisdisplayed.

Figure32-2-2-1-3-3-AddLearnerAttendanceSummary
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Onclicking“SaveRecord”allthedetailssubmittedbytheteacherinthelessonattendance
summaryaresaved.Thesedetailsareaddedasarecordinthelessonattendancesummary
page.Inaddition,thesearecapturedinthecumulative/averagefigureproducedintheend
oftheyearreport.

2.2.1.3.4 View/SubmitforAppraisal

WhenateacherclicksonAppraisal>>Self-assessment>>Update>>View/Submittheform
belowwillbedisplayed.Anappraiseecanonlysubmitacompleteappraisal.

Figure33-Submittingappraisal
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2.3 TEACHERPROFESSIONALDEVELOPMENT

ThissystemmoduleenablestheteachertodevelopaTSPDP,updateandtrackprogressin
theimplementationoftheTSPDPandprovidefeedbackontheTPDContinuingProfessional
Education (CPE)leading to teacher certification.In this regard,this sub-module
implements2keyfunctionalities:

1)AppraisalBasedTPD
2)CPEBasedTPD

2.3.1 AppraisalBasedTeacherProfessionalDevelopment

Theteacherwillhaveidentifiedtheperformancegapsintheappraisalstage(categorised
asperthepre-setgapcategoriesandsubcategories),thereforethesystemwillpresentan
interfacewheretheteachercandefinethevariousactivitiestobeundertakentoaddress
theprofessionalgapsidentified.OnselectionofAPPRAISALSTPD >>TPAD TPD >>New
TeacherDev.PlanfromtheTeacherPortalsidebarmenutheteacherispresentedwiththe
screenbelow.

Figure34-Form2-3-1AppraisalBasedTeacherPerformanceDevelopment

Theinterfaceabovedisplaysalistofprofessionalgapsidentifiedduringtheappraisal
process.Theteachercan view detailsof thegapand add new interventionseither
Institutional,Zonal,personalandpeer.OnclickingView,theteacherisprovidedwithan
interfacewheretheywillviewthegapscategoriesandsubcategoriestheyhaddefined
duringappraisal,numberofinterventionspergapcategoryandthenumberofcompleted
activities.Theinterfacebelowshowsthis.
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Figure35-Teacher'sGapsCategories.

Uponclickingtheview/updatebuttontheteacherthenviewsthespecificintervention
attachedtoagapcategorytheyhadundertakenwiththecompletionsstatusasshownbelow.

Figure36-Form-2-3-1-b-AddanewAppraisalBasedTPDgap

ForeachoftheprofessionalgapsidentifiedinFig10,theteachermustspecifythe
proposed intervention/activity thatmustbe undertaken to addressthe gap.These
interventions/activitieswillfallinto4groups:Personal,PeertoPeerActivities,Institutional
LevelActivities,ZonalLevelActivitiesandNationalLevel.Theteachermayalsoselectthe
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relevanttraining/capacitybuildinginstitutionprovidingarelevantcoursetoaddressthe
professionalgap.Toaddproposedinterventionstoaddresstheprofessionalgaps,the
teacherwillusetheinterfacebelow.

Figure37-Form-2-3-1-c-AddPDPIntervention/Activity

Theteachercanupdate/editaperformancegaporactivityusingthescreenshotbelow
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Figure38-Form-2-3-1-e-UpdatingaPDPActivity

OnchoosingUPDATEfrom above,theteachercanmakechangestospecificinterventions
andcaptureprogressasshownintheinterfacebelow.Theupdatestatuscanbeeither
complete,pendingorcancelled.Inaddition,theteachercanaddcommentsanduploadany
evidenceofcompletione.g.certificate.

OnselectionofAPPRAISALSTPD>>TPADTPD>>DoneTeacherDev.PlanfromtheTeacher
Portalsidebarmenutheteacherwillbepresentedwiththescreenbelowwheretheycan
viewallthecompletedinterventions.
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Figure39-CompletedTSPDInterventions

2.3.2 TPDModules.

Thissystem modulecatersforadditionaltrainingprogramsofferedbyTSCtoenhance
teacherdevelopment.Thetrainingwilltakeamodularapproachandwillbeofferedby
specificTSCaccreditedServiceProviders.TherearetwocategoriesofCPEmodules:one
forteachersand anotherforinstructionalleaders(institutionaladministrators).The
chapter content is based on Kenya ProfessionalTeaching Standards (KePTS)and
performanceprofessionalgapsidentifiedthroughTPAD.Theseadditionalprogramsare
aimed atimproving competency of teachersaswellasto enhance teachercareer
progressionandlifelonglearning.EachCPEmoduleisfurtherbrokendownintochapters.
Thereisamaximumoffivechapterspermoduleandeachmodulemustbecompletedwithin
fiveyears(withasinglechaptercoveredinyear).Theteachermayundertakeanyofthe
chaptersinamoduleasynchronously(i.einanyorder).ThereisanintroductoryCPEmodule
thatmustbeundertakenbeforecommencementoftheotherCPEmodules.
OnselectionofAPPRAISALSTPD>>TPDModules>>Enrolmentfrom theTeacherPortal
sidebarmenutheteacherwillbepresentedwiththeinterfacebelowwheretheycansearch
forthechapterwithanoptiontoeitherenrol,un-enrolorupdatethemodule(i.eupdate
completionstatusofthemodulechapters).
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Figure40-Form2-3-2-CPEStartPage

Thevariousstatusdefinitionsarefurtherdescribedbelow
1.Available-Themoduleisavailableforintake.
2.NotAvailable-Themoduleisnotavailable.
3.Completed-TheTeacherhasalreadycompletedtheModule.
4.OnGoing-Theteacheriscontinuingwiththemodule.

Toenroltoachapter(whichiswithinamodule),theteacherwillperformtheEnrolactionby

clickingontheEnrolButtonoptionaboveandaccesstheinterfacebelow
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Figure41-Form-2-3-2-b-EnrolltoaCPEbasedcourse

TheteachercaneitherchosetoenrolinF2F(Facetoface)orOnlineLearning.Eachchapter
willbeintroducedonafacetofaceapproachduringthefirstannualsession,whiletheother
twosessionsoftheyearwillbedoneonline.AfterEnrolment,themodulestatuschangesto
ongoing.

Theteachermayalsobeabletoun-enrolfrom thecoursebyclickingtheUN-ENROLL

buttonasshownbelow.



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page42of42

Figure42-UnenrollModule

OnselectionofAPPRAISALSTPD>>TPDModules>>Enrolmentfrom theTeacherPortal
sidebarmenutheteacherwillbepresentedwiththeinterfacebelowwheretheycansearch
forthechapterwithanoptiontoeitherenrol,un-enrolorupdatethemodule(i.eupdate
completionstatusofthemodulechapters).

Toprovidefeedbackuponcompletionofachapter,theuserwillselectAPPRAISALSTPD>>

TPDModules>>CompletionFeedbackfromthesidebartoaccessthescreenshotbelow.

Figure43-Form2-3-2-c-UpdatingCPECourseProgress

Thentheteacherusestheinterfacebelowtoupdateprogressoncompletionofachapterby

clickingtheupdateprogressbutton.
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Figure44-Form-2-3-2-d-Progressupdateinterface

TheteachermayviewprogressoncompletedorongoingmodulesbyselectingAPPRAISALSTPD>>
TPDModules>>Assessment.
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Figure45-ViewModulesProgress

OnclickingViewAssessmentabove,theteacherwillseethedetailsoftheenrolledmodule

andtheindividualchapterundertakenandtheirstatusasshowninthescreenshotbelow

withanoptionofprintingthetranscript.

Figure46-Form-2-3-2-f-Ongoingmodulesprogressupdate

Forcompletedmodule,theteacherwillusetheinterfacebelow:

Oncompletionoffivechaptersi.e.amodulewithin5yearstheteacherwillbeabletoprinta
teachingcertificateusingthePRINTCERTIFICATEbuttonshowninthescreenshotbelow.
TheteachercanaccessthissubmenubyselectingAPPRAISALSTPD>>TPDModules>>PrintCertificate.
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Figure47-PrintCertificate

2.4 APPRAISERASSESSMENT

OnexpandingthemainmenuoptiononAPPRAISAL(SeeFig2),anappraisercanbeableto
seeallassessmentstaggedforappraiserassessment(ofwhichhe/sheisanappraiser).A
usermaybeanappraiseeatthesametimeanappraiser.Onaccessingtheappraiser
assessmentlink,theuserwillaccessthelandingpagebelow.Notethatthismenuwillonly
appeartothe appraiser.On selecting INSTITUTIONAL APPRAISALS >> Appraiser Appraisals
>>PendingAppraisalsthescreenbelowwillappeartotheappraiser.

z

Figure48-Form-2-4-AppraiserAssessment

Fromtheaboveinterface,theappraiserviewsalistofalltheappraisalrequeststhathave
beensubmittedforappraisal.TheinterfaceimplementsarecordssearchbasedonTSCNO,
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NAMEorSTATUS.Thelistofactionsthatcanbeperformedbytheappraiseraredescribed
belowandcanbeaccessedbyclickingtheactionsbuttonabovearefurtherdescribedbelow:

2.4.1 UpdateStandardPage

Onclickingteachingstandard,theinterfaceshownbelow isdisplayed.Thisinterface
enablestheappraisertoratetheappraiseebasedonthestandards.Inaddition,the
appraisercanviewandmakecommentsontheassessmentbasedoneachstandard.

Figure49-Form-2-4-1-AppraiserUpdateStandardPage

Onclickingupdateratingthefollowinginterfacewillbeprovidedtotheappraisertorate
theappraiseeasperthestandards.
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Figure50-RateAppraiseeTargets

TheAppraiserratestheappraiseeandprovidecommentsifanyandthenproceedtothe
nextstandard.

2.4.2 LearnerProgressReport

TheappraisercanviewandmakecommentsontheLearnerProgressReportearliercaptured
bytheappraisee.
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Figure51-Form-2-4-2-AppraiserLearnerProgressReport

2.4.3 LessonAttendanceSummary

ThisinterfacegivestheappraiseraviewontheappraiseeLearnerAttendanceSummary
Reportwithanoptiontomakeappraisalcomments

Figure52-Form-2-4-4-AppraisalLessonAttendanceSummary

2.4.4 View/CompleteAppraisal

Thisoptionwillenabletheappraisertoviewtheappraisalforms(indetailsandinsummary).
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Fromthismenutheappraisercanaddcommentsandthenfinallysubmittheappraisal.The
appraisercanhoweveronlysubmitacompleteappraisal.

Figure53-Form-2-4-4-View/PrintAppraisersAssessment

2.5 APPRAISALMEETING

Afterthecompletionoftheappraiseeself-assessmentandtheappraiser’sassessment,the
appraiserandappraiseewillholdameetingtoreviewtheirjointratingandthenreachan
agreed rating.Onselecting INSTITUTIONAL APPRAISALS >> AppraiserAppraisals>>Scheduled

Meetingsmenu,theappraiserwillseethescreenshotbelow.

Figure54-Form-2-5-Appraisalmeetinglandingpage
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From theaboveinterfacetheappraisercansscheduleameetingbyclickingtheschedule
meetingbuttonandplanonthedateandtimeofthemeeting.Ondoingthis,theappraisee
willreceiveanotificationofwhenthemeetingwillbe.

Figure55-ScheduleAppraisalMeeting

Oncethemeetingisscheduled,itmovestothescheduledappraisalmeetingsandthe
appraiserandappraiseecannowproceedwithupdatingtheratings.Thescreenshotbelow
summarisesthis.
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Fromtheactionbuttondropdown,theappraisercanselecttheactionsasstatedbelow.

2.5.1 UpdateStandard

Theappraiserwillviewtheself-assessmentratingandanycommentsbytheappraisee.The
appraiserandappraiseewillthenagreeonajointratingandupdatetheratingwherethere
isadiscrepancy.Ascreenliketheonebelowwillbeprovidedfortheappraiser.

Figure56-UpdateStandardsInterface

Theappraisercanthencapturethejointratingandanyjointcommentwhichformspartof
theappraisalonclickingtheupdateratingbutton.
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Figure57-UpdateTargetRatings

Onchoosingagreeweighttheagreedweightbydefaultwillbetheappraiseemarks.On
choosingupdateweightthefollowingformwillbeprovidedfortheappraisertoupdatetheir
agreedweight.

Figure58-UpdateAgreedWeight.

Onchoosingdisagreeweight,thetargetwillbemovedforarbitration.
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Theinterfacecolourcodesthevariousentriesasfollows:
1)Green:IfboththeAppraiserandAppraiseeRatingAgree
2)Red:IftheAppraiseeandAppraiserRatingdiffer

2.5.2 LearnerProgressReport

Theappraiserwillviewtheprogressreportandmaydecidetoincludejointcommentsinthis
area.Thescreenshotbelowshowsthelearnerprogressreportwindowforthejointappraisal
meeting.

Figure59-Form-2-5-2-AppraisalMeetingLearnerProgressReport

2.5.3 LessonAttendanceSummary

JustliketheLessonProgressReport,theappraiserwillview thelearnerattendance
summaryandprovidetheirjointmeetingscommentsifany,asperthescreenshotbelow



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page54of54

Figure60-Form-2-5-3-LearnerAttendanceSummary

2.5.4 CompleteAppraisal

ThisactionwillcompletethejointappraisalmeetingandtheappraisalmovestoAPPRAISAL
AWAITING COUNTER-SIGNING status.Inthecasewheretheappraiseeisnotsatisfied
withtheappraisal,thentheymaymakearequestforarbitrationasperthesection
overleaf.
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2.6 ARBITRATION

TheappraiseemakesarequestforarbitrationfromtheTeacherPortalLandingpage(See
Figure2-Form 2.2.1-SelfAssessment/Appraisal)onlywhentheappraisalstatusis
COMPLETEDAPPRAISALMEETINGi.etheRequestforArbitrationactionappearsinthe
dropdownmenu.ThisthenleadstheusertotheARBITRATIONlandingpageasshowninthe
screenshotbelow

Figure61-Form-2-6-ArbitrationLandingPage

Thearbitratorwillclickontheschedulemeetingtosetthetimeanddateforthemeeting
betweentheappraiseeandtheappraiserandnotificationswillbesenttobothofthem.
Onscheduling,thearbitrationmeeting,theappraisalmovestoscheduledarbitrationsas
shownbelow.
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Figure62-ScheduledArbitrationMeeting.

From figure28abovethearbitratorwillselectstandardsfrom thedropdownunderthe
actionsbuttonandproceedtoarbitrateonthestandardsthathadadiscrepancy.The
followinginterfacewillbedisplayedtothearbitrator.

Figure 63-Update Ratings-
Arbitration
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OnclickingtheupdateRatingintheButtonabove,theuserwillbeabletoupdatethe
contentiousratingsand makethenecessary changesand commentsasshowninthe
screenshotbelow.

Figure64-Form-2-6-b-ArbitratorStandardsUpdates

Thearbitratorcanviewappraiseeself-assessmentratingsandappraiserratingsandedit
theagreedratingsforeachstandardbyclickingupdatebuttonfromfigure31above.

Figure65-ArbitratorUpdateRatings

Then finally the arbitratorcan complete the appraisalby clicking the COMPLETE
ARBITRATION button asshown in the screenshotbelow.Allmarksawarded willbe
automaticallyconvertedtoaratingscaleof1to5(Likertscale)
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Figure66-Arbitrationcomplete
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2.7 LESSONOBSERVATION

Toconductlessonobservation,theteacherwillclickon‘Lessonobservation’actionwhich
appearsintheappraisaldropdownmenuontheTeacherPortalLandingpage(SeeFigure2-
Form2.2.1-SelfAssessment/Appraisal).

ThisthenleadstheusertotheLESSON OBSERVATION landingpageasshowninthe
screenshotbelow.

Figure67-RequestObservation

Onclickingrequestobservationthefollowingdialogueboxwillopen.

Figure68-RequestingLessonObservation

Oncetheteacherhasrequestedanobservation,anotificationissenttoanappraiserwhoin
turnproceedstocreatealessonobservationfortheteacher.



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page60of60

Figure69-Createlessonobservation

2.7.1 Addnewobservation

Toaddanobservation,theappraiserwillclickon‘Observe’fromtheinterfacebelow.The

interfacebelowwillbedisplayedwheretheuserwillsearchforaspecificteacherand

conductlessonobservationforthisteacher.Oncethelessonobservationhasbeencreatedas

fromabovethefollowinginterfacewillbeavailabletotheappraiser.

Figure70-Observeteacher.

OnclickingObservethefollowinginterfacewillbeviewedbytheobserverwheretheycan
capturethelessonobservationformdetails.
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Figure71-CaptureLessonObservationProceedings

2.8 INSITITUTIONSET-UPS

Thissub-modulecomprisesofset-upmenusthatcanbeconfigured bytheHead of
InstitutiontofurthercustomisetheTPAD2.0tosuitinstitutionallevelfunctionality.The
Set-upmenuisaccessiblefrom theHOIPortalLandingpageandcomprisesof3menu
options:Manage Staff,Incoming Staff and Manage Institution.These are further
discussedbelow.

2.8.1 ManageStaff

Underthemanagestaffsubmodule,theheadteacherwillbeabletosearchforateacher
based ontheirTSC numberorany othersearchcriteriaand perform thefollowing
operations;

1.ReleaseTeacher-Releaseteachertoadifferentinstitution.
2.RemoveTeacher-Removeteacherfrominstitution.
3.MessageTeacher-SendMessagetoteacher.

TheinterfacebelowwillbeprovidedfortheHOI.
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Figure72-Form-2-7-1-ManageStaffLandingPage

OnclickingReleaseTeacher,theHOIwillbeprovidedwiththefollowingform wherethey
canspecifytheinstitutionwheretheteacherwillbemovingto.
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Onclickingremoveteacherformthedropdownthefollowinginterfacewillbeprovidedfor
theHOItoremovetheteacherformtheinstitution.

Figure73-Form-2-7-1-b-RemoveTeacherfromInstitution
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OnchoosingMessageTeacherfromthedropdownfromthedropdowntheHOIwillmessage
theteachertheyhavechosenasshowninthebelowscreen.

Figure74-MessageTeacher

2.8.2 IncomingStaff.

FromthissubmenutheHOIwillbeabletoviewallincomingteachersandaddthemintothe
institutionformthemenuastheoneshownbelow.
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Figure75-Form-2-7-1-b-AddTeachertoInstitution

Onclickingtheacceptteacherbutton,theteacherisacceptedintotheinstitutionandin
turnappearsinthemanagestaffinterfaceasoneoftheteachersintheinstitution.

2.8.3 ManageInstitution.

OnclickingInstitutionSetups>>Manageinstitutionaninterfaceliketheonebelowwillbe
providedfortheheadofinstitutiontoedittheschool’scontactinformation.
Theheadofinstitutioncanadd/editthefollowing.

I. TheinstitutionContactAddress
II. StrategicObjectives

III. VisionStatement
IV. MissionStatement

ThefollowingInterfacewillbeprovidedtotheHoIs.

Figure76-ManageInstitutionDashboard

Onclickingactionsfromthedropdown,theHOIcaneditthefollowinginformation.
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Figure77-EditInstitutionContactInformation

Additionally,theHOIcanaswelledittheinstitutiontypefromthisinterfacebyclickingthe
institutiontypebuttonasshownbelow.

Figure78-InstitutionTypeLandingPage

FromtheactionbuttontheHOIcaneditthefollowing:
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Figure79-EditInstitutiontype

TheHOIcanalsoaddandedittheschoolstrategicintentionsbyclickingthestrategic
intentionsbutton.Theinterfacebelowwillbedisplayed.

Onclickingaddstrategicobjectives,theHOIwillhavethefollowinginterfacetoadda
strategicobjectiveattachedtoaQtr/termandyear.
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Figure80-AddStrategicObjective.

From theactionsdropdownonthestrategicobjectivesinterfacetheHOIcaneditthe
strategicintentionsfromdropdownasshownbelow.

Figure81-EditStrategicObjective.

The HOIfrom the manage institution interface can add/editschools’demographic
informationbyclickingtheDemographicInformationbuttonandwillviewthefollowing
interface.
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Figure82-InsitutionStrategicobjectiveshomepage.

OnclickingaddDemographicDatafromtheaboveinterfacethefollowingfromwillappear
totheHOI.

Figure83-AddDemographicData

OnclickingeditfromtheinterfaceabovethefollowingformwillbedisplayedfortheHOI
toedittheschool’sdemographicinformation.
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Figure84-EditDemographicData.

2.8.4 TPADCalendarofActivities

TheHeadofInstitutionplansforameetingtodiscusstheTPADCalendarofActivities
basedonthetemplatethatisprovidedbytheTSCQASteam.InthismeetingtheHeadof
Institutioncaneditthetimelinesinthecalendarofactivitiesandaddcustom activities
relatedtotheirInstitution.TheHeadofInstitutioncanaddanewcustomactivityoreditan
existingstandardactivity.TheapprovedCoAcanbeprintedout.Theinterfacebelowmakes
itpossiblefortheHOItomanipulatetheCoA.
ThelandingpageoftheTPADCOAfromtheHOIportalwillbeastheonebelow.
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Figure85-COALandingPage

FromtheactionsinthemenuabovetheHOIcanapprove,VieworaddCustomActivitiestoa
certainCalendar.
OnclickingApprovethefollowingDialogboxwillbeshowntotheHOI.

Figure86-ApproveCOA

OnceApprovedtheHOIcannoweditthecalendarofactivities.
Fromthefigure85above,theHOIcaneditthecalendarbyclickingtheeditbuttonfrom
thedropdown.TheinterfacebelowwillbedisplayedwiththeactivitiesfortheHOIto
adjustthestartandenddates.



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page72of72

Figure87-Form2-7-2-TPADCoA

From theaboveinterface,theHOIcanadjustthestartandenddatebyselectinghold
activityfromthedropdownintheactionbuttonabove.
TheFollowingformwillbeshown.

Figure88-PutactivityonHold

ToaddacustomactivitytheHOIwillusetheinterfacebelow.
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Figure 89-Custom Activities
Interface

Onclickingaddcustomactivitythefollowingformwillbedisplayed.

Figure90-AddCustomActivity

Thecustomactivitiescanalsobeeditbyclickingeditfromfigure42above.Thefollowing
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interfacewillbedisplayed.

Figure91-Form-2-7-2-b-EditingCustomActivityintheTPADCoA

2.8.5 AppraisalCounter-Signing

TheHoIwillreviewcompletedapplicationandmakefinalremarksontheapprovalsitselfand
anycareerprogressioncomments.TheinterfacebelowwillprovidetheHOIwiththeability
tosearchforanappraisalandtomaketherelevantcommentsandrecommendations.The
HOIcanaccesscountersigningbyselectingINSTITUTIONALAPPRAISALS>>Institutional
Appraisals>>Countersigning.Thefollowinginterfacewillbedisplayed.
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Figure92-CountersigningInterface

From the above interface the HOI can access the appraisals that are awaiting
countersigningandthosealreadycountersigned.
Onclickingcountersignbuttonform theaboveinterfacetheHOIwillview thewhole
appraisal(detailedandsummary)asshownbelow.From thisinterfacetheHOIcaneither
countersigniftheappraisalisokayorcancelanappraisaliftheappraisalprocesswasnot
conductedaccordingtotheTPADstandards.

Figure93-Cancel/Countersign.

Onclickingcountersignbuttonfromfigure93abovetheformbelowwillbedisplayedfor
theHOItocompletethecountersignprocessbyputtinganycommentsandselectingany
recommendationsfortheappraisee.
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Figure94-Countersign

IftheHOIclickscancelappraisalfromfigure46,thefollowingformwillbedisplayed.

Figure95-Form-2-7-4-CancelAppraisal.

d).WeeklyLessonAttendance
TheDHT/HOIisrequiredtoupdateweeklylessonattendance.Thiscanbeaccessedby
selectingINSTITUTIONALAPPRAISALS>>InstitutionalAppraisals>>WeeklyAttendance.
Thefollowinginterfacewillbedisplayed.
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Figure96-WeeklyLessonAttendance.

OnclickingAddattendancebutton,theheadofinstitutionwillhavethebelowinterfaceto
enterdetailsapertheappraisalLessonattendanceSummary.

Figure97-AddWeeklyAttendance.
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Fromfigure49theHOIcaneditweeklyattendanceasshownbelow.

Figure98-EditWeeklyLessonAttendance.
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2.8.6 TPDAppraisalBasedInterventions

TheHoIwillbeabletodesignTPDInterventionsattheSchoolLevelusingtheinterface

below.FromtheHOI’sportalthismodulecanbeaccessedbyselectingTPD

Program>>InstitutionalTPDplan>>CreateTPDplans.

Figure99-CreateTPDPlan.

Fromfigure52abovetheHOIcancreateanewplanbyclickingaddplanbuttontoviewthe
followingform.
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Figure100-AddTPDPlan

Fromfigure52abovetheHOIcanupdateaTPDplanbyselectingupdateplanfromthedrop
downonclickingactions.
Thefollowinginterfacewillbeviewabletotheusertoaddandeditinterventionbasedon
thepredefinedgapscategoriesandsubcategories.
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Figure101-Gapsinterventions.

Fromfigure54above,theHOIcanaddanewinterventionbyclickinginterventionbutton
andviewaformsuchastheonebelow.
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Figure102-Addgapsinterventions.

From figure54above,theHOIcaneditaninterventionbyclickingeditfrom theactions
dropdowntoviewthefollowingform.
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Figure103-EditGapInterventions.
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AfterCreatinggapsinterventions,theHOIcanproceedtotracktheprogressofthe

teachers.ThiscanbeaccessedfromtheHOIportalbyselectingTPD

Program>>InstitutionalTPDplan>>TrackTPDprogress.

Figure104-TrackTPDInterventions.

Fromfigure57abovetheHOIcanviewtheteacherswhohaveundertakenaparticulargap
interventionbyclickingtheviewteachersbutton.Thefollowingscreenwillappear.

Figure105-ViewTPDprogress

2.9 PERFORMANCECONTRACTING

ThesystemgeneratesaPCContract.IfPrimarySchoolHoIthePCisreviewedbyCSOand
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counter-signedbytheSub-CountyDirector.IfSecondarySchoolHoIthePCisreviewed
andsignedbytheSUB-CountyDirectorandCounter-SignedbytheCountyDirector.

2.9.1 CreateOWP(OperationalWorkPlan)

The Performance Contracting menu/module is only available to HoIs.On choosing
PerformanceContractingonthemenutheuserwillbeabletoaccessthefollowinginterface.
ThisinterfacedisplaysalistofallPerformanceContractsandtheirrelevantapproval
status.This can be accessed by clicking Performance Contracting >>Create PC
plan>>CreateOWP.

Figure106-PCcreateOWPLandingPage.

Onclickingtheactionbuttonfrom thefigure58andchoosingcreateOWPfrom the
dropdownabovethefollowinginterfacewillappear.Theinterfacebelowdisplaysalistofall
activitiesinaPCwithanoptiontoupdateaspecificactivity(toincludeaStartDate,End
Date,PerformanceIndicators,RequiredResources,EstimatedCostsandactors).TheHoI
cansearchaspecificactivitybyperformancecriteriacategory,performancecriteriasub
categoryorbyactivitynamebeforeupdatingtheactivitywiththerelevantinformation
makingthePCrelevanttotheinstitution.
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Figure 107-PC Activities Related to a PC
Contract.

OnclickingaddoutputfromtheaboveinterfacetheHOIcancreateOWPfortheinstitution.

Figure108-CreateOWP

From figure60abovetheHOIcancreatenewoutputsbyclickingonaddoutputbutton
above.
Thefollowingformwillappear.
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Figure109-Form2-8-AddnewOutput

OnclickingEditfromfigure60theHoIwillbeabletoedittheOWPactivitiesprovidingthe
relevantplanningdetailsasindicatedabove.
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Figure110-Form-2-8-EditOWPActivity

2.9.2 UpdateOWP

BasedontheparametersconfiguredintheCreateOWPinterface,theHoIwillbeableto
provideMonthly,TermlyandYearlyUpdatestotheOWPwhichinterninformsthePC
ContractReport.ToupdatetheOWP,theuserwillusetheinterfacebelowbyselecting
PerformanceContracting>>CreatePCplan>>UpdateOWP.
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Figure111-Form-2-8-3-UpdateOWP

OnclickingtheUPDATElinkabovefromthedropdownunderActions,theHoIwillviewthe
PCActivitieswheretheywillprovideupdatesoftheOWPtheyhadcreated.

Figure112-PCActivities

Onclickingupdateowpfromtheaboveinterfacethefollownginterfacewillbeavailablefor
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theHOItoprovidetheupdatesshowninthebelowscreenshot.

Figure113-Form-2-8-4-b-UpdateOWPActivity

2.9.3 PrintPCReport

ThisisthereportthatisgeneratedbytheHoIcontainingtheOWPsthattheyhavecreated
andtheachievementmeasureineach.ThiscanbeaccessedviaPerformanceContracting
>>CreatePCplan>>PrintOWP.

Figure114-PrintOWPlandingpage
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OnclickingviewOWPfromthefigureabove,theHOIviewthePCwithoptiontoprintthe
template.

Figure115-Form-2-8-5-PCReport
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2.8.5.PCMonitoringschedule.

CSO,Subcountydirectors,CountyDirectorsandTSCHeadquartersofficialsareprovided
withaninterfacetobeabletomonitorallthePC activitiesforaschool.TheTSC
AdministratorscanscheduleM&Evisitsandprintoutavisitschedule.

OndevelopingaPCMonitoringSchedule,theuserwilllandontoaninterfaceliketheone
belowforschoolvisitsplanning.

Figure116-TeacherandschoolthatCSO/SCDwillvisit

Onclickingevaluatethefollowingscreenshotwillbeprovided.

Figure117-EvaluatePC

ByclickingEvaluatethefollowinginterfaceshouldbeprovided.
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Figure 118-Evaluate
activities.

OnclickingevaluateactivitythefollowingmenuwillbedisplayedfortheCSO/SCDtoadd
comments

2.10 REPORTING

TheteacherisabletoView/Print/Exportthefollowingreports:
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1) Lessonattendancesummaryreport

2) Learner’sprogressreport

3) Teachingstandardsappraisalsummaryreport

4) Teacherperformancedevelopmentreport

5) Arbitrationreport

6) PrintPerformanceContractingReport

Report4,5,6willbegeneratedbytheHoI

2.10.1LessonAttendanceSummaryReport

Thisreportwillgenerateasummaryofteacherattendancesummary,bytermandyear.

Figure119-Form-2-9-1-LessonAttendanceSummaryReport

2.10.2Learner’sProgressReport

Thisisareportaboutthelearners’progresswiththeabilitytosearchbyyear,term,
class/form,institutionandsubject
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Figure120-Form-2-9-2-TeacherLearnersProgressReport

2.10.3Teachingstandardsappraisalsummaryreport

Thescreenbelowdisplaysalistofallassessmentswithanoptiontoviewasummaryofthe
assessmentratingsandprintoutdetailedassessmentratings.Toviewteachingstandards
appraisalsummaryreport,theteacherclicksonVIEWreportintheinterfacebelow.

Figure121-StandardsAppraisalReportsInstitutionLevel.

Fromanationalleveltheappraisalreportswillbeasbelow.
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Figure122-Form-2-9-3-NationallevelStandardsAppraisalSummary

2.10.4PerformanceGapsummaryreport

Thisreportcontainsrecordsofperformancegapswithrespectiverecommendedactions.
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Figure123-Form-2-9-5-TeacherPerformanceReport

2.10.5CPESummaryReports

Thisreportpresentsthenumberofteacherswhohaveenrolledtodifferentmodulesand
chaptersasshownbelow.

Figure124-Form-2-9-5-CPEReport

2.10.6DemographicReports.

Thesereportsshow;
1.Totalnumberofinstitutionspercounty>>subcounty>>zone.
2.Totalnumberofteachersperinstitutionforcounty>>subcounty>>zone.
3.Totalnumberofteachersperemploymenttypeforcounty>>subcounty>>zone
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Thereportsareasshownbelow.

Figure125-Numberofinstitutions

Figure126-Numberofteachersperinstitution
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Figure127-Numberofteachersperemploymenttype.
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TSCADMINISTRATORSPORTAL

ThisportalisaccessiblebytheCurriculumSupportOfficers,Sub-CountyDirector,County
DirectorsandTeacherServiceCommissionHQ(especiallyQASstaff).Itwillimplement
differentfunctionalitytodifferentusergroupsespeciallyasitrelatestogeographical
coverage.Inthissectionofthedocument,weshalldescribethesystemaccessbasedonthe
userrole.

2.1CURRICULUMSUPPORTOFFICER(CSO)

Thislevelofaccessprovidesforausertoaccessonlyprimaryinstitutionszonalinformation
(i.eindividualteachersandthevariousprimaryinstitutionswithinthezone)

2.1.1LoginandAuthentication

CSOprovideshis/herTSCnumberandaccountpasswordforvalidation.Onsuccessful
validation,theCSO gainsaccesstothesystem.Authenticationand system accessis
providedfor,similarlytotheTEACHERSSELF-SERVICEPORTAL

2.1.2Appraisal

Uponsuccessfulauthentication,theCSOwillbetakentotheappraisallandingpageasshown
below

Figure128-Form-3-1-1-CSOAppraisalDashboardPage

Uponclickingthisbutton(Appraise),aDropdownButtondisplaysthefollowingsub-menu
options,whicharefurtherexplainedasbelow
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1)UpdateStandard

2)LearnersProgressReport

3)LessonAttendanceSummary

4)View/Print

5)CompleteAssessment

6)ScheduleAppraisalMeeting

7)LessonObservation

8)Counter-Signing

9)CancelAppraisal

Thesemenuoptionsarefurtherexplainedbelow.

2.1.2.1UpdateStandard

Thisdisplaysapageasshownbelow

Figure129-Form-3-1-2-1-CSOUpdateStandardInterface

ThisinterfaceenablestheCSOtoratethePrimarySchoolHoIbasedontheStandards
specified.Inadditiontorating,theycanaddcomments.

2.1.2.2LearnerProgressReport

OnclickingLearnersProgressReport,theinterfaceshownbelowisdisplayedtoreview
andmakecommentsonthePrimarySchoolHoILearnerProgressReport
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Figure130-Form-3-1-2-2-CSOLearnerProgressReport

Thisinterfacedisplayswithanoptionofaddingappraiser’scomments.Whicharesaved
onclickingthe‘SAVE’button.

2.1.2.3LessonAttendanceSummary

ThiscapturesthePrimarySchoolHoILessonAttendanceSummaryaspertheTPAD
standards.OnselectingLessonAttendanceSummaryfromthemenuoption,theCSOwill
seethefollowinginterface
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Figure131-Form-3-1-2-3-CSOLessonAttendanceSummary

Thisinterfacedisplayslessonattendancesummarywithanoptionforaddingappraiser
comments.Onclicking‘SAVE’theappraiserscommentsaresaved

2.1.2.4View/FinishAppraisal

OnclickingView/Finish,theinterfaceshownbelowisdisplayed.Thisinterfacegivesthe
appraiseranoptionofviewingorprintingteachersummary/Detailedappraisalreport.
Onclickingfinishappraisaltheappraisalwillhavebeensubmittedreadyforanappraisal
meeting.
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Figure132-Form-3-1-2-4-CSOAppraisalSummaryReport

2.1.2.5 ScheduleAppraisalJointMeeting

TheCSOschedulesajointmeetingdatewiththeHeadofInstitutionandtheHoIisthen
notifiedviaemailorSMS.TheAppraisalJointMeetingworkflowisasdocumentedin
Section2.5ofthisdocument.

Afterthisjointappraisalmeeting,theappraisalmovestoCompletedAppraisalsready
forcounter-signingbytheSub-CountyDirector.Afterthisprocessends,theAppraisee
(HOI)cannowrequestforarbitrationincaseifhe/shewasnotsatisfiedwiththejoint
meetingrating.Generally,thearbitratorwillbetheSub-CountyDirector.

2.1.2.6 Arbitration

InthecontextwheretheCSOisanarbitrator,alistofarbitrationcasesthatrequire
theCSO’sattentionwillbelistedasshownbelow.
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Figure133-Form-3-2-6-CSOArbitration

WhenaCSOclickson“Actions”fromthewindowabove,moredetailsaboutthearbitration
willbedisplayedincludingthecommentsonwhythemattershouldbearbitrated.Therest
ofthearbitrationprocessisasperSection2.6
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2.1.3LessonObservation

The CSO undertakesa Lesson Observation and capturesthe detailsin the Lesson
ObservationForm.Onaccessingthismenu,aCSOwillseealistingofallthescheduled
observationsinthedifferentschoolsinthezoneandthescheduleddate.Itwillthenbe
possibleaddanobservation.

Figure134-Form-3-1-3-CSOLessonObservation

Onclickingtheobservebuttonabove,apageisdisplayedwithnecessaryfieldsto
capture the basicobservation detailsasshown below which createsa Lesson
ObservationInstance.
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Figure135-Form-3-1-3-c-CSONewLessonObservationInstance

OncreatingthisnewinstanceofaLessonObservation,theCSOcancapturethe
lessonobservationproceedingsusingtheinterfacebelow

Figure136-Form-3-1-3-d-CSOLessonObservationDataCapture

TheCSOcancapturethenecessaryscoresandcommentsasshownabovethensaveas
tocompletetheobservationprocess.
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3.1.2CancelAppraisal.
TheCSOafterviewinganappraisalfromtheHoi,canproceedtocanceltheappraisal
andprovidereasons.Theinterfacebelowwillbeprovided.

Figure137-CSOCancelAppraisal

2.1.4TeacherProfessionalDevelopment

2.1.4.1CreateTPDPlans

TheCSOcancreateTPDplansforthezonebyselectingTPD>>CreateZonalTPDPlans.The
interfacebelowwillbedisplayed.
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Figure138-Form3-1-4-1-CSOCreateTPDPlan

Uponclickingupdatefrom theactionbuttondropdownbelow,theCSOcanproceedto
createzonalinterventionsfortheschoolsintheirzone.Teachersfromthezonewillthenbe
abletopicktheinterventionsanddeveloponthem.

Figure139-Form-3-1-4-1-b-CSOZonalTPDIntervention

2.1.4.2TrackTPD
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TheCSOwillviewalltheteacherswithintheZonewhohaveundertakenthezonal
intervention.Theviewbelowwillbedisplayed.

Figure140-Form-3-1-4-2-CSOTPDCPEGaps

Uponclickingtheviewteachers’button,apagedisplayingalistofallteacherswho
haveundertakenmodules,thecorrespondingchaptersandthenumberofteachersin
everychapterisdisplayedasshownbelow.

2.1.4.3TrackPMbasedTPD.

TheCSOwillbeabletotrackallteachersinthezonewhohaveundertakenPMbasedmodules
andchapters.ThefollowinginterfacewillbeprovidedtotheCSO.
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Figure141-Form-3-1-4-2-b-CSOViewofCPEModules&Chapters

Onclickingtheview buttonabove,alistofinstitutionsunderthezonewillbe
displayedwithanoptionofviewingtheteacherswhohaveundertakenthenPMbased
modulesasshownbelow.

Figure142-Form-3-1-4-2-c-CSOViewofCPEChapterTeacherView

Onclickingtheviewbuttonfrom thislistabove,adetailedinformationaboutthe
chapterisdisplayed.Thisisshowninthediagrambelow.
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Figure143-Form-3-1-4-2-b-CSOCPETeacherDetailView

2.1.5CSOCountersigning

TheCSOwillreviewcompletedapplicationandmakefinalremarksontheapprovalsitself
andanycareerprogressioncomments.TheinterfacebelowprovidestheCSOwiththeability
tosearchforanappraisalandtomaketherelevantcommentsandrecommendations
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Figure144-CSO-PrimaryschoolHoicountersigning

Onclickingthecountersignbutton,theCSOcaneithercountersignorcancelanappraisal.In
eitherofthesetheyshouldprovidereasons.TheCSOcanonlydocountersigningifthe
appraisalprocessiscompleted.
TheCSOcanonlydocountersigningiftheappraisalprocessiscompleted.

Figure145-CSOCountersign

Theprocessisthesameasdescribedinsection2.8.5

2.1.6CSOReports

2.1.6.1TeachingStandardsAppraisalReports

Thesearereportsfromtheteachingstandardsforeveryschoolwithinthezoneintermsof
yearandterm.Asearchoptionisprovidedtonarrowdownthesearchasshownbelow.These
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reportsareavailableinsummaryanddetailedform.

Figure146-Form-3-1-5-1-a-CSOTeachingStandardsSummaryAppraisalReport

2.1.6.2PMbasedreports.

Thesearereportsshowingallprimaryschoolswithinthezoneandthenumberofteachers
whohaveenrolledineachmoduleandchapter.

Figure147-CSOPPMBasedreports
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2.1.6.3CSOTeachersnumberreports.

Thesearereportsshowingthetotalnumberofteachersperinstitutionwithinthezone.

Figure148-CSOTeachersdemographicinformation

2.1.6.4CSOTeachersperEmploymenttype.

Thisreportshowsthenumberofteachersperemploymenttype.
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Figure149-CSOEmploymenttype

2.2SUB-COUNTYDIRECTOR

TheSub-CountyDirectorperformseveryoperationsimilarlytotheCSO.Inaddition,the
SCDobservespostprimaryschoolsHoIs.TheSCDreportingscopecomprisesofseveralzones
(severalCSOs)and alltheinstitutionswithintheSub-County.Thus,theSub-County
DirectorwillhaveaccesstoallCSOfunctionplusthefollowing

1)AppraisalAssessmentforSecondarySchoolHeadsofInstitutions
2)LessonObservationforallpostprimaryschoolHoIs
3)AppraisalAssessmentforTeacherTrainingColleges
4)Counter-signing of Primary SchoolHoIs Appraisals.This is captured in the

screenshotbelow

Figure150-Form3-2-SCDCountersigningPrimarySchoolHOIAppraisal
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Onclicking“Counter-Sign”,apagedisplayingthecompleteappraisalformisshown
asbelow,withanoptiontomakecommentsregardingtheappraisalandcareer
growth(counter-signing)oftheHoI.

Figure151-SCDCountersign

5)SigningofPerformanceContractsforSecondarySchoolsHoIsandCountersigning
ofallPCsforPrimarySchoolHoIs.Aninterfaceliketheonebelowwillbeprovided.
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Figure152-SignPC

6)ViewandcommentonallTPDreportsforallinstitutionsandteacherswithintheSub
-County

7)Viewreports(likeCSOs)butforallZones,Institutionsandindividualteacherswithin
thesub-county

8)CancelappraisalfromtheHoIandprovidereasonsasfromthebelowinterface.

Figure153-SCDCancelAppraisal

2.3COUNTYDIRECTOR

TheCountyDirectorperformseveryoperationsimilarlytotheSCDexceptthattheSCD
operateswithintheSub-CountyLevelandtheCountyDirector(CD)operatesattheCounty
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Level.TheCDreportingscopecomprisesofseveralSub-Counties(severalCSOsandSCDs)
andalltheinstitutionswithintheCounty.Thus,theCountyDirectorwillhaveaccesstoall
SCDfunctionplusthefollowing

1)Counter-signingofTTC’sHoIsAppraisals.
2)Counter-signingofSecondarySchoolHoIsAppraisals.
3)Counter-signingofPerformanceContractsforSecondarySchoolsHoIs
4)ViewandcommentonallTPDreportforallinstitutionsandteacherswithinthe

County
5)Viewreports(likeCSOs)butforallSub-Counties,Zones,Institutionsandindividual

teacherswithintheCounty

2.3.1 Countersigning

Theinterfaceforcountersigningwilllookliketheonebelow.

Figure154countydirectorappraisalcancellingandcountersigning

From theinterface,thecountydirectorcansearchforaspecificteacherbySub
County,byzone,byinstitutionname,byTSCnumberorbyplacement.

Onclickingcountersign,thecountydirectorwillgetaninterfacelikethenonebelow.
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Figure155countydirectorappraisalcountersigning

Fromtheinterfacethecountydirectorwilladdacountersigningcomment.Uponsaving
theappraisalwillbesuccessfullycountersigned.

2.3.2 Cancelappraisal

Theinterfacebelowwillbedisplayedwhenthecountydirectorclickson‘cancelappraisal’
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Figure156countydirectorappraisalcancelling

Thecountydirectorselectsareasonforcancellationoftheappraisal.Onsaving,boththe

appraiserandtheappraisearenotifiedofthecancellation.

1.1.1 AddNewInstitution.

Thecountydirectorhasaresponsibilityofaddingnewinstitutionsfromtheircounties.The
newinstitutionswillinturnbeissuedwithanIPPDcodebytheTSCHQofficials.TheCounty
Directorsisprovidedwiththeinterfacebelowtoaddnewinstitutions.
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Figure157-CDAddnewInstitution.

Onclickinginstitutionformtheabovescreenshottheformbelowwillbedisplayedtoadda

newinstitution.

Figure158-AddNewInstitutioninterface.

Theinstitutionthathasbeenaddedcanbeeditedbyclickingtheeditbuttonabovetohave

theformbelow.
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Figure159-CDEditInstitution

1.2TSCHQ/QAS

TheTSCHQ/QASperformseveryoperationsimilarlytotheCDexceptthattheCDoperates
attheCountyLevelwhiletheTSCHQoperatesattheNationalLevel.TheTSCHQ/QAS
reporting scopecomprisesofallCounties(severalCSOs,SCDsand CDs)and allthe
institutionsacrosstheCountry.Thus,theTSCHQ/QASwillhaveaccesstoallteacher
administrationfunctionplusthefollowing

1)Counter-signingofPerformanceContractsforpost-secondaryHoIs
2)ViewandcommentonallTPDreportforallinstitutionsandteachers
3)Viewreports(likeCSOs)butforallCounties,Sub-Counties,Zones,Institutionsand

individualteacherswithintheCountry
4)SystemAdministration-Adduserstoaccessthesystem.
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Inadditiontotheabove,theTSCHQ/QASwilladministertheTrainingProvidersunderthe

TSCCPEProgram.Thisisdiscussedindetailinthesectionbelow

1.2.1 TPDAdministration

InlinewithglobaltrendsinTPD,TeacherServiceCommissionhasdeveloped quality
standards(KePTS)todefineandsupporttheprofessionaldevelopmentofteachersand
instructionalleadersinallschoolsandtertiarycolleges.Thequalitystandardsaremeantto
provideaconsistentandsupportiveframeworkforteachersandinstructionalleadersin
ordertoensuretheirperformanceismeasuredagainstcompetencyindicatorsthatare
meanttoleadtosignificantlearningandachievementinschoolsandtertiarycolleges.

TheCommissionlaunchedapolicyframeworkinApril2018toguideinensuringcompliance
withprescribedteachingstandards,professionalismandintegrityintheteachingservice.

1.2.1.1Accreditation

Fromthissystemsubmoduletheadministratorisabletoviewallinsitutionsthathavebeen
acreditedtoofferthecertainCPEmodulesaswellasthosethatareapplyingtoteach.The
followinginterfaceisprovidedtothehqadmin.

Figure160-Listofinstitutionsthathaveappliedtobeservice
providers

OnclickingtheApprovebutton,thehqadministratorisabletoapproveaninsititutionand
thestatuswillchangetoaccredited.Thefollowinginterfacewillbedisplayed
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Figure161-ApproveTrainer

OnclickingCancelApproval,thesystem administratorwillrejectapplicationofan
institutiontoofferacertainmoduleandthebelowinterfaceisprovided.

Figure162-CancelApprovalofTrainer

1.2.1.2GeneralEnquiries.

Thehqadminisableto;
1.Viewallteacherscurrentlyinthesystem
2.Viewalllessonobservationsinthesystem
3.ViewallnewschoolsaddedbytheCountyDirectorsandprovideIPPDcode.
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1.2.1.2.1 ViewTeachers.

ThismodulecanbeaccessedbyselectingGeneralEnquiries>>AllTeachers.Thefollowing
interfaceisprovidedtotheHQ/QASadmin.Fromthisinterfacebelowtheadminscanview
alltheteachers.

Figure163-HQViewallteachers

1.2.1.2.2 LessonObservation

From thismenu,theHQadminviewsallthelessonobservationsofalltheteachers.This
menucanbeaccessedviaGeneralEnquiries>>LessonObservation.Thefollowinginterface
isprovided.
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Figure164-ViewLessonObservations

Onclickingviewfromthefigureabove,theHQcanviewthefollowinginterface;

Figure165-HQLessonObservationsPerTeacher.

Onclickingviewfrom thefigureabovetheHQ willbeabletoviewthespecificlesson
observationdetailsasshownbelow.
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Figure166-HQlessonobservation

1.2.1.2.3 NewInstitutions.

NewInstitutionsaddedintothesystembytheCountyDirectorsareviewableto
theHQwhowillapprovethembyissuinganIPPDcode.Thefollowinginterfaceis
providedonselectingGeneralEnquiries>>NewInstitutions.

Figure167-HQnewinstitutions

OnclickingapprovethefollowingpopupwillappearfortheHQtoprovideaschoolIPPDcode.
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Figure168-HQIssueIPPDCode

1.2.1.3TrainerReports

Thefollowingreportsisgeneratedfrom thismodule.:EnrolmentperTrainingCentreand
Assessmentpertrainingcentre.

1.2.1.3.1EnrolmentperTrainingCentre

ThisreportproducesthenumberofteachersperinstitutionwhohaveenrolledtoTPD
modules.Thefollowinginterfacewillbeprovided.

Figure169-Enrolmentpertrainingcentre

TheHQcanviewtheenrolmentalsoatthecountyandinstitutionlevelasshowninthe
followinginterfaces.
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Figure170-EnrolmentatcountyLevel

Figure171-Enrolmentatinstitutionlevel

4.3.1.4.2 Appraisals.
TheTSCHQwillbeabletoviewalltheappraisalsthathavetakenplaceforalltheteachers
withtheirstatuses.ThisinterfacebeaccessedbyselectingAppraisals>>AllAppraisals.
TheinterfacebelowisprovidedtotheTSCHQ.
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Figure172-Appraisalsforallteachers

Fromthemenuaboveonclickingtheviewbutton,theHQviewsthewholeappraisalbothin
summaryandindetail.
TheHQcanalsoviewalistofthecompleteappraisalsfromtheinterfacebelow.

Figure173-CompleteAppraisals.

ThereisalsoaprovisionfortheTSCHQtoviewtheappraisalaudittrailandtrackthewhole

process.Theinterfacebelowisprovided.
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Figure174appraisalAuditTrail

4.3.1.4.3 Notifications.

TheTSCHQcansendamessagetoteachers,eitherspecific,countyteachersorallteachers.
Thisnotificationmoduleissimilartotheteacher’sportalnotifications.

4.3.1.4.4 SystemAdministrators.

TSCHQisabletoadduserstoaccessthedifferentTPADmodules.Thefollowinginterface
willbeprovided.

Figure175-HQAddUsers

OnclickingaddusersfromthefigureabovethefollowingformisdisplayedtotheHQtobe
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addusers.

Figure176-HQAddUsers

Toedituser’sdetailstheHQcanclicktheedituserbuttontoviewtheformbelow.
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Figure177-HQEditSystemUserInformation.



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page135of135

TRAININGPROVIDERSPORTAL

This portalis accessible by the TSC Accredited Training providers and TSC TPD
Administrators

3.1KEYSYSTEMMODULES

Itprovides6modulesasfollows:
1) Institutionaccreditation

2) Authentication

3) TrainingCalendar

4) Assessments

5) Setups

6) Reports

3.1.1InstitutionAccreditation

Onfirsttimeaccountcreation,aninstitutionalaccountmustbecreated.Theinstitutional
userwillclickonthelinksentbytheTSCadmintoaccesstheaccountcreationform.The
interfacefortheformwilllookliketheonebelow.
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Figure178-TrainersProvidersSignupform

From theinterfaceabovethecontactpersonfortheinstitutionfillsinallthenecessary
informationabouttheinstitution.Theywillalsoprovideapasswordtobeusedinthe
authenticationprocess.Uponsuccessfulsubmissiontheform willbeavailedtotheTSC
administratorsforaccreditation.IftheinstitutionissuccessfullyaccreditedbytheTSC
administrators,theinstitutionisprovidedwithaninstitutionIDwhichwillbeusedtoaccess
themodule.
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5.1.1LoginandAuthentication

The contactperson of the institution usesthe institution Id (provided by the TSC
administrators),NationalIDnumberandapassword(setduringaccountcreation)tologin
tothesystem.Theinstitutionaladministratorcancreateaninstitutionaluserprovidinga
uniqueidentifierthatthey canusetoauthenticatetotheirinstitutionalportal.On
successfulvalidation,theusergainsaccesstothesystem.Authenticationandsystemaccess
areprovidedforsimilarlytotheTEACHERSSELF-SERVICEPORTAL.

Uponsuccessfulauthenticationthetrainingproviderwillaccessthedashboardpage.This
pagegivesanoverviewofinteractionsandinformationaccessedbytheTSCHQ.Ascreen
liketheonebelowisdisplayed.

Figure179-TrainersPortalDashboard.

Thekeyinterfaceoptionsarefurtherdescribedbelow
Mainmenuoptions

i. Dashboard(a)

Thisoptiondisplaysthestartpagewhichisthescreenabove.

ii. Calendar(b)

From thismenuoptiontheusercanscheduleallmodulestobeprovidedbythe
institutionbythedifferenttrainingcentres.

iii. ChapterAssessment(c)

FromtheAssessmentpagetheusercan:
i. Viewenrolmentofamodule

ii. Grade/markstudents
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iii. Printtranscripts

iv. Viewclassgradelist

iv. Reports(d)

Fromthissubmenuoptiontheusercanviewallthetrainingrelatedreportse.g.view
enrolment,viewusersofthesystemintheinstitutionetc.

v. Setups(e)

ThisoptionisonlyaccessibletotheAdministratorsofInstitutions.Fromthesetups
page,theadministratorscan:

i. Managecampus/trainingcentres

ii. Manageusers

5.1.2TrainingCalendar

OnchoosingTrainingCalendarfromthedashboardpage,theinterfacebelowisdisplayed.
Fromtheinterfacetheusercansearchchaptersalreadyscheduledintheinstitution.
FromtheinterfacetheusercanADDCHAPTERTOCALENDAR,editascheduledchapteror
Deleteascheduledchapter.

Figure180-TrainingCalendarTrainersPortal

Theinterfaceabovedisplaysalistofallmodulesscheduledintheinstitution
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5.1.2.1AddChaptertoCalendar

Onclicking‘ADD CHAPTERTOCALENDAR’from theaboveinterface,theinterfaceis
displayed.

Figure181-AddChapter

Fromtheinterfacetheuserfillsinalltherequireddetailsanduponsuccessfulsaving,the
scheduledchapterappearsasarecordinthetrainingcalendarpage.

5.1.2.2Edit

OnclickingEditfromtheTrainingCalendarpage,theinterfacebelowisdisplayed
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Figure182-EditChapters

From theinterfacetheusercaneditanyfieldofthescheduledchapterandsavethe
updates.Onsuccessfuleditthechangeswillreflectimmediately.

5.1.2.3Delete

OnclickingDeletefromtheTrainingCalendarpage,aconfirmationpopupliketheonebelow
willdisplaytoconfirmiftheuserwantstodeletethescheduledchapter.
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Figure183-DeleteChapter

Uponsuccessfulconfirmation,thescheduledchapterwillbedeletedfrom theTraining
Calendar.

5.1.3Assessment

Uponsuccessfultrainingandassessmentprocess,theinstitutionhastoprovidefeedbackon
theperformancebythestudents.Theusercanalsoquerythesystem toproducesuch
things as student transcripts and class grade list. On selecting CHAPTER
ASSESSMENT>>ChapterAssessmentfrom thedashboardpage,theinterfacebelow is
displayed.

Figure184TrainingAssessmentsDashboard

Theinterfaceabovedisplaysalistofsubjectswheretheusercanperformthefollowing:
1) ViewEnrolment

2) Grade/Mark
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5.1.3.1ViewEnrolment

Toview enrolmentofacertainsubject,theuserclicksonView Enrolmentfrom the
interfaceabove.Theinterfaceliketheonebelowwillbedisplayed.

Figure185-TrainersViewEnrolments
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Theinterfacedisplaysalistofallstudentsenrolledforaspecificchapterandatotal
numberofstudentsenrolled.Thereisanoptiontoprintorexporttherecords.Theusercan
alsosearchforaspecificrecordusingTSCNumberorname.

Figure186-AddGrades

5.1.3.2Grade/Mark

WhenauserclicksonGrade/Markfrom theAssessmentpage,theinterfacebelow is
displayed
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Figure187-AddGrades/Marks

From theinterfaceabove,theusercansearchforaspecificrecordbyTSCNumber,
TeachersNameorbyAssessmentType.

5.1.3.3ClassGradeList

Theinterfacebelow canbeaccessedbyselectingReports>>AssessmentReports.The
interfaceshowsalistsperformanceofallstudentsenrolledinaspecificclass.Theusercan
searchtherecordsbyTSCNumberorbyName.
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Figure188-TrainersReports

5.1.4Set-Ups

Thismenuoptionwillhavethefollowingsubmenus:
1) Campuses/TrainingCentres

2) UserManagement

3) AssessmentType

5.1.4.1Campuses/TrainingCentres

Onclickingcampuses/trainingcentresfrom thelistofSetupssubmenus,alistofall
campusesundertheinstitutionwillbedisplayedasinthescreenbelow.
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Figure 189-Training centre
dashboard.

From theinterface,theusercan:Addcampus/trainingcentre,editdetailsofatraining
centreorDeleteaspecificcampus/trainingcentre.

5.1.4.2AddCampus/TrainingCentres

Onclicking‘Addcampus/trainingcentre’fromtheinterfaceabove,theinterfacelikethe
onebelowwillbedisplayedwheretheusercanadddetailsofanewcampus/trainingcentre.
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Figure119-Addtrainingcentreform

Onsaving,thenewcampuswillbeaddedasarecordintheCampuses/Trainingcentrespage
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5.1.4.3EditCampus/TrainingCentre

Figure190-EditTrainingCentre

5.1.4.4RemoveCampus/TrainingCentre

OnclickingDeletefrom theCampuses/Trainingcentrespage.,aconfirmationpopuplike
theonebelowwilldisplaytoconfirmiftheuserwantstodeletethetrainingcentre.

Figure191-Removetrainingcentre

Uponsuccessfulconfirmation,thetrainingcentrewillbedeletedfromInstitutionslistof
trainingcentres
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5.1.5UserManagement

Thismoduleallowsanadministratortomanageallusersofthesystem inaspecific
institution.ToaccesstheinterfacebelowtheadministratorwillclickonSetups>>User
Management

Figure192-Usermanagement

5.1.5.1AddUser

Toaddauser,theinstitutionadministratorclickson‘ADDUSER’fromtheinterfaceabove.
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Figure193-AddUsers

Onsuccessfulsavingofalltheuserdetails,thenewuserwillbeabletoaccesstheportal
usingthesetIDNumber,InstitutionIDandthesetpassword.

5.1.5.2EditUser

Toedituserdetails,theinstitutionadministratorwillclickonSetups>>Usermanagement>>
Edituser.Theuser’sdetailswillbedisplayedasinthescreenbelowwithanoptionofediting.
Onsuccessfulediting,theuserdetailswillbeupdatedaspertheedit.

Figure194-EditUsers
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5.1.5.3TerminateUser

OnclickingTerminateUserfromtheUserManagementpage,aconfirmationpopuplikethe
onebelowwilldisplaytoconfirmiftheadministratorwantstoterminatetheselecteduser.
Uponsuccessfulconfirmation,theselecteduserwillbeterminatedandwillnolongerbeable
toaccesstheportal.

Figure195-TerminateUsers

5.1.5.4AssignAdministrativeRights

OnclickingAssignAdministrativeRightsfromtheUserManagementpage,aconfirmation
popupliketheonebelow willdisplaytoconfirm iftheadministratorwantstoassign
administrativerightstotheselecteduser.

Figure196-AssignRights
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SYSTEMSADMINISTRATORSPORTAL

ThisportalisaccessiblebytheTSCTPAD2.0SystemsAdministratorswhowillberesponsible
formakingandconfiguringsystem widesettingsusersandgrouproles,usersandgroup
rolesmanagement,system parameters(e.g.sourcedatabase),toreviewsettingsandto
reviewerror&auditlogs/trail

5.2 KEYMODULEFUNCTIONALITY

ThekeysystemmodulesconsistofLogin& Authentication,TPAD2.0SystemSet-upsand
TemplatesManagement.Thesemodulesarefurtherdiscussedbelow

5.2.1LoginandAuthentication

Theuserprovideshis/herTSCnumberandaccountpasswordforvalidation.Onsuccessful
validation,thesystemadministratorgainsaccesstothesystem.Authenticationandsystem
accessareprovidedforsimilartotheTEACHERSSELF-SERVICEPORTAL.

Uponsuccessfulauthenticationthesystem administratorwillaccessthedashboardpage.
Thispagegivesanoverviewofinteractionsandinformationthatateacherexpectsfromthe
system.Ascreenliketheonebelowwillbedisplayed.

Figure197-Form5-1-1-SystemsAdministratorsLandingPage

5.2.2TPAD2.0SystemSet-Ups

Thisoptionhasthefollowingsubmenus.
1.Userandgrouprolesmanagement.
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2.RatingScale.

3.TermsSetup

4.PCtype

5.StandardType

6.SubjectsSetup

7.UnitsofMeasure

5.2.2.1User&GroupRolesManagement

Thisportalisforadding,editing and removing functionalitiesand rolesfor
differentusersofthesystem.Aninterfaceliketheonebelowisprovided

Figure198-UserTypesLandingPage

OnclickingAddUserTypeaninterfaceliketheonebelowwillbeprovided.



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page154of154

Figure199-AddUser

OnclickingEdit,theuserwillseeaninterfaceliketheonebelowtobeabletoedit
thegroupinformation.
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Figure200-EditUserType

Onclickingviewmodules,theuserwillbeabletoviewdetailsaboutaspecificrole
andthemodulestheycanaccess.

Figure201-ViewModules

5.2.2.2RatingScale

Thisisthescalethatisusedinratingstandardsetc.Thesystem adminisreponsiblefor
settingupthescale.Aninterfaceliketheonebelowisprovided.
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Figure202-RatingScaleLandingPage

onclickingaddratinganinterfaceliketheonebelowisprovidedforthesystemadmin.

Figure203-Addratingscale

Thesystemadmincanalsoeditaratingscalefromthebelowinterface.
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Figure204-EditRating

5.2.2.3Term/Qtr.Setup

Thesystemadministratorwillalsoberesponsibleforsettingupterm/QTRSinformationi.e
Name,year,startdate,enddate.Theywillbeprovidedwiththebelowinterface
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Figure205-TermSetup

OnclickingtheAddTermButton,theywilbeprovidedwithaninterfacebelowtobeableto
addanewterm.
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Figure206-AddTerm

Thesystemadmincanalsoeditatermsinformationfromaninterfaceliketheonebelowby
clickingtheeditbutton.
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Figure207-AddTerm

5.2.2.4PerformanceContracting(PC)Type

ThesystemadminhavetherolefosettingupthetypeofPC.Therearethreetypesofpc;
1.PrimarySchool

2.SecondarySchool

3.TeacherTrainingColleges

AninterfaceliketheonebelowwillbeprovidedforthesystemAdmin.
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Figure208-PCTypePlans

OnclickingAddtype,thesystemadminwillbeabletoaddaPCtypefromaninterfacelike
theonebelow.

Figure209-AddPCTypes

ThesystemadmincanalsoeditthePCtypebyclickingtheeditbutton.Aninterfacelikethe
onebelowwillbeprovided.

Figure210-EditPCType
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5.2.2.5StandardType

Thesystemadminshouldsetthedifferenttypesofstandardsaspertheinstitutiiontypes.
Aninterfacetoadd,editandviewtheavailablestandardtypesisprovidedforthesystem
adminandwilllooklikethebelowfigure.

Figure211-StandardTypesDashboard

OnclickingtheAddstandardtypebutton,thesystem adminis providedwiththebelow
interfacetoaddastandardtype.

Figure212-AddStandardType

Thesystemadmincanaswelleditthestandardstypes.Aninterfaceliketheonebelowwill
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beprovided.

Figure213-EditInstitutionType

5.2.2.6Subjects

Thesystemadministratorswillberesponsibleforsettingthesubjectsandspecifyingthe
institutionsattachedtoit.Aninterfaceliketheonebelowis providedforthesystem
adminstodoallthesubjectssetups.
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Figure214-SubjectsSetup

OnclickingAddSubject,aninterfaceliketheonebelowwillbeprovidedforthe
admintoaddasubjectforalltheschooltypes.

Figure215-AddSubject

Thesystemadminisabletoeditthesubjectinformationfromthebelowinterface.
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Figure216-EditSubject

5.2.3Templates

SeveraltemplateswillbeusedintheTPADsystem.Thesystem administratorshavethe
responsibilityofcreatingandmaintainingvarioustemplates.Thetemplatesareasfollows:

1) AppraisalStandardsTemplates.

2) TPADCalenderofActivities

3) LessonObservationsForm(LOF)

4) PerformanceContracting

5.2.3.1AppraisalStandardsTemplate

TheCreate/ManageAppraisalStandardsTemplatewillbeasfollows
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Figure217-TeachingStandardsTemplates

OnclickingAddstandardasystemadminwillcreateanewstandardfromaninterfacelike
theonebelow.

Figure218-AddTeachingStandards

Thesystemadminwillalsobeabletoeditthestandardsbyclickingthebuttonedit.
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Figure219-EditStandards

.
Asystemadministratorwillviewviewastandardandaddatargetasshownintheinterface
below
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Figure220-TargetsDashboard

onclickingNewTarget,aninterfaceliketheonebelowisprovidedforsystemadministrator
toaddatarget.

Figure221-AddNewTargets

Onceatargetisadded,thesystem admincanaddperfomanceindictorsandverifiable
evidencesfromtheinterfacebelowbyclickingupdatebuton.
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Figure222-AddPIandverifiableEvidence

Fromtheactivities,asystemadmincanaddperfomanceindicatorsattachedtoanactivity
fromaninterfaceliketheonebelowclickingaddPIbuttonabove.

ToaddPI,theinterfacebelowisused

Figure223-AddPI

TheinterfacebelowwillprovideeditingofthePI
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Figure224-EditPI

Toaddverifiableevidences,thefollowinginterfacewillbedisplayedtothesystemadmin.

Figure225-VerifiableEvidences

Onclickingthenewevidencebuttonfrom thefigureabove,thefollowingform willbe
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displayedtothesystemadmintoaddanewevidence.

Figure226-AddIndicators

Thesystem admincanalsoedittheverifiableevidencesbyclickingtheeditbuttonto
achieveaformliketheonebelow.
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Figure227-EditTargets



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page173of173

5.2.3.2TPADCalendarofActivities

TheTPADCcalenderofActivitiesdefinesthescheduleofactivitiestobeundertakenbythe
institutioninaparticularperiodoftimerelatedtoTPAD.TheHoIswillusethistemplateto
developtheirownTPADCoAandmakenecessaryamendments.Aninterfacelikethisone
belowisprovided.

Figure228-COA-Dashboard

OnclickingapprovetheCOAwillbeaproved.
OnclickingADD TPAD COA buttonthesystem adminwillbeprovidedwiththebelow
interface.

Figure229-AddCOA

OnclickingDisable,thesystem adminwilldisabletheCOA.TheCOA willbeenabledby
clickingenablebutton.
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WhentheSystemAdminclickstheupdate button,thebelowintefacewillbeprovidedfor
them.

Figure230-UpdateCOAInterface

From theaboveinterfacethesystem admincanaddanactivitybyclickingtheAdd
Activitybutton.
Aninterfaceliketheonebelowwillbeprovidedforthesystemadmintoaddanactivity.
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Figure231-AddActivity

Onclickingedit,theinterfacebelowwillbeprovided.
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Figure232-EditCOA

5.2.3.3LessonObservationForm

TocreateaLOF,thesystemadministratorwillusetheinterfacebelow

Figure233-LessonObservationInterface

OnclickingApprove,thesystemadminwillapprovethelessonobservationanditwillchange
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theapprovalstatustoapproved.Whenthesystemadminclicksthedisablebuttonthestatus
willchangetodisabled.
Onclickingtheupdatebutton,thesystemadminwillbeprovidedwithaninterfacelikethis
onebelow.

Figure234-UpdateLOF

OnclickingAddPerfomanceIndicator,theinterfacebelowwillbeprovidedtothesystem
admin.He/shewilladdanobservationarea.

Figure235-AddLessonObservation

ThesystemadminwillbeabletoedittheobservationAreasfromaninterfacelketheone
below.
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Figure236-EditLOF

5.2.3.4PerformanceContracting(PC)Template

Atthebeginningoftheyear,theHeadsofInstitutionsreceivestheapprovedandupdatedperformance

contractTemplate/Toolfrom theTSC.Thesystem adminsareresponsibleforcreatingthisPerformance

ContractingTemplatedefiningthemainandspecificevaluationcriteriainadditiontotheactivitiesthatmust

beundertakenbytheHoIsaspartofPerformanceContracting.

Figure237-PCTemplates

Whenthebuttonapproveisclickedfromthefigureabove,thesystemadministrator
approvesthePCandwhenthebuttondisableisclicked,thePCwillbedisabled.
OnclickingtheAddPCcontractbutton,theinterfacebelowwillbeprovidedfor
addinganewPC.
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Figure238-AddContract

Onclickingupdate,thesystemadminwillbeprovidedwiththebelowinterfacetoadd
newpccriteriatothethePCtemplate.

Figure239-UpdatePCCriteria

WhenthesystemadminclicksthePCCriteriabutton,theywillbeabletoaddanew
pccriteriafromtheformshownbelow.Thefollowinginterfaceisprovidedfor the
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systemadmin.

Figure240-AddPCCriteria

OnclickingeditthesystemadmineditsthePCinformationfromaninterfacelike
theoneshownbelow.

Figure241-EditPCCriteria

OnclickingPerfomanceIndicatorButton,thesystem adminwillbeabletoaddpc
perfomanceindicatorsthesysadminsandisprovidedwiththefollowinginterface.
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Figure242-PIInterface

OnclickingAddPerfomanceIndicator,thesystem adminwilbeprovidedwiththe
belowinterfacetoaddaperfomanceindicator.

Figure243-AddPI

Whenthesystem adminclickstheactivitybutton,he/shewilseethefollowing
interface.
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Figure244-PCActivities

From theaboveinterfacetheycanthenaddanactivitybyclickingtheActivity
button.Aninterfaceliketheonebelowwilbeprovidedtothesystemadmin.

Figure245-AddActivity
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OnclickingthebuttonEdittheinterfacebelowwillbeprovidedforthesystem
admintoedittheactivityinformation.

Figure246-EditActivity

On clicking view,the following interface willbe provided for the system
administrator.
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Figure247-ViewActivities

5.2.4SystemReports

Variousreportswillbeprovidedforthesystem administratorsmodulesincludingsystem
usagereports,AuditLogs,Errorlogsetc

5.2.4.1SystemUser&GroupsReport

Thesystem capturesallsystem changesattheapplicationlevelandfailedsystem logins
throughtheimplementationofasearchableaudittrail.Inadditiontotheaudittrail,the
systemwillcreatevariouslogsforauditingpurposesasshownbelow(time,loginusername,
loginpasswordandIPaddress)
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5.2.4.2.1AuditTrail

Thismodulehasthreesubmodules;thesystemlogs,accesslogsanderrorslogs.Loginerrorlogsarecaptured

afterunsuccessfullogs.Here,wecapturetheIPaddress,usernameandpasswordwhichmayalsobetriggered

byomittingorgivingwronganswertothesecurityquestion.Thesedetailsarestoredinthedatabase.

Thefigurebelowshowsallthesystemlogonerrorsthathavebeencapturedbythesystemofallthefailed

loginattempts.

Figure248-SystemLoginErrorsLog

Systemlogsarealsocapturedrecordingallinsertandupdateactionstothedatabase.Suchaninterfaceof

allaudittransactionsisseen.

Figure249-AuditTransactions



ConsultancytoSupportAutomationoftheTPADSystemandProvideSupportfor

theFirstYear

TPAD2.0System(MOE/GPE/QCBS/05/2017-2018)–SystemUserManual - Page186of186

DOCUMENTVERSIONHISTORY

ClientName: TEACHERSERVICECOMMISSION

ProjectTitle: CONSULTANCYTOSUPPORTAUTOMATION OFTHE TPAD

SYSTEMANDPROVIDESUPPORTFORTHEFIRSTYEAR

DocumentTitle: TPAD2.0SYSTEMUSERMANUAL

Practice:

DocRef: ClientNo:

AUTHORS:RK,NK

Notes

Reference & Version

Number

PreparedorUpdatedBy Date Copiedto

1.0 RK,NK 18/02/2019 GM,RN


