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2016-17 Evaluation Document Submission

General Guidelines:

• All documents must be uploaded into 
Epicenter

• Required submission types will be listed in 
each sponsor’s task queue

*A submission type is the title given to a request for documentation within the 
Department’s online platform, Epicenter. 



2016-17 Evaluation Document Submission

Document submission windows:

• Academic Performance:  None

• Quality Practice:  February 3 – April 30

• Compliance:  February 3 – June 30



Accessing Epicenter

Click the Sign In link on the 
Epicenter home page



Accessing Epicenter

Enter your Sign In 
name and password



Accessing Epicenter



Accessing Epicenter

For help, click the Help button 
or contact Epicenter Support 
at 855-889-1624



2016-17 Document Submission

Improvements to Epicenter

• Sponsors can “Add,” “Remove” or “Replace” a file within 
a submission type BEFORE the submission deadline



2016-17 Document Submission

How to Replace a File



2016-17 Document Submission

Improvements to Epicenter

• Sponsor documents are stored in a bank, so sponsors 
can also select previously uploaded documents within 
the system



2016-17 Document Submission

How to Use a Previously Uploaded Document

Step 1: Select Previously Uploaded File 



2016-17 Document Submission

How to Use a Previously Uploaded Document

Step 2: Select the Search link



2016-17 Document Submission

How to Use a Previously Uploaded Document

Step 3: Search for your Submission using the 
Advanced Search link



2016-17 Document Submission

How to Use a Previously Uploaded Document

Step 4: Select the Submission and choose the 
Reuse button



2016-17 Document Submission –
Quality Component



2016-17 Quality Document Submission

Improvements to Submission Types

• ONE submission type per standard

• Does not limit the number or type of documents 
submitted for each standard

• Sponsors determine which documents to upload
–More control over what is being evaluated



2016-17 Quality Document Submission

Example:

2015-16 Submission Type 2016-17 Submission Type

6. Organizational Chart
7. Staff/Board Resumes

A.05 – Staff Expertise*

* Sponsors can upload any document it deems relevant to the standard.



2016-17 Quality Document Submission
Improvements to Submission Types

• Sponsors must upload ALL documents it wants the 
evaluation team to consider for each individual 
standard

–This is true even if a document was uploaded for an 
earlier submission type



2016-17 Quality Document Submission Guidance
Example:



•Sponsors should still review the Quality rubric carefully 
before uploading documents 

•Examples and non-examples are meant as a guide only

– Do NOT guarantee a specific rating

– Are NOT intended to be comprehensive or prescriptive

2016-17 Quality Document Submission Guidance



• If a document evidences sponsor action, be sure the date 
of that action falls within the review year

– July 1, 2016 through June 30, 2017

•ALL submitted documents should evidence sponsor 
action, NOT school action

2016-17 Quality Document Submission



Document Requirements



How many examples are required?

For specified standards:
• Evaluators will randomly select a list of each sponsor’s 
schools for document submission

–The selection reflects the range of the sponsor’s 
portfolio of schools
• e.g. site-based schools, e-schools, DOPR, etc. 

2016-17 Quality Document Submission



How do I know which standards are specified?

• When sponsors are required to upload evidence for the 
selected list of schools, the standard indicates this 
through a note following the rubric 

2016-17 Quality Document Submission



Example of a specified standard:
2016-17 Quality Document Submission



Language of a specified standard:

Note: The sponsor must submit evidence for a specific set of 
its sponsored schools, which was randomly selected by the 
vendor. The list includes at least one of each type of 
sponsored school (i.e. e-schools, DOPR schools, etc.). All 
sponsors received a list of the selected schools and the list is 
available to sponsors in Epicenter.

2016-17 Quality Document Submission



How do I know which standards are specified?

• If the standard does not contain this note, the sponsor is 
not required to upload evidence for a selected list of its 
schools

2016-17 Quality Document Submission



How many examples are required?

• Sponsors should carefully review the rubric to determine 
how many examples per school (or per other action) are 
needed to earn each rating

2016-17 Quality Document Submission



How many examples are required?
2016-17 Quality Document Submission



What about contracts?

• Evaluators will randomly select at least 10% of each 
sponsor’s schools for contract review
–The selection will reflect the range of the sponsor’s 
portfolio of schools
• e.g. site-based schools, e-schools, DOPR, etc. 

2016-17 Quality Document Submission



What about contracts?

• Sponsors should NOT upload contracts for any standard

• Sponsors SHOULD ensure that the most recent contract, 
including all attachments and modifications, has been 
uploaded to Epicenter for each of its schools

2016-17 Quality Document Submission



What about contracts?

• The list of selected schools for contract review may be 
different from the list of schools selected for other rubric 
items

2016-17 Quality Document Submission



Will any additional documentation be considered?

• Evaluators may take the entire body of submitted 
documents into account to assess some standards

• The Department will provide evaluators with 
corroborating data for some standards

2016-17 Quality Document Submission
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Important Reminders

• NEVER upload confidential, personally identifying 
information

–e.g. addresses, phone numbers, social security 
numbers

• Parent and student names must also be removed or 
redacted

2016-17 Quality Document Submission



Important Reminders

• NEVER upload any document that is not public

–e.g. Safety Plans

2016-17 Quality Document Submission



Quality Component Sponsor Interview

2016-17 Sponsor Interview 

• No additional documents will be collected during or 
after the interview



Not Applicable Standards



Not Applicable Standards

How to Identify

• Look for:

–Directions to upload a memo

–Check box for evaluators after the rubric

• If there are no directions or check box, the standard 
WILL be scored for ALL sponsors 



Not Applicable Standards



Not Applicable Standards

• If an entire standard is Not Applicable to a sponsor, it 
must upload a document with a statement explaining 
why

• Sponsors that believe the standard is Not Applicable to 
them but do not upload a memo will earn a score of 0



Not Applicable Standards

• If a sponsor uploads a memo stating the standard is Not 
Applicable but the standard is applicable to the sponsor,   
it will earn a score of 0



Not Applicable Standards

• Some check boxes only dismiss a PORTION of the standard 
from scoring

• When in doubt, contact the Office of Community Schools



Not Applicable Standards 



Not Applicable Standards

• If a portion of the standard is Not Applicable to a 
sponsor, it must upload a document with a statement 
explaining why

• Sponsors that believe a portion of the standard is Not 
Applicable but do not upload such a memo will be rated 
on the entire standard



Not Applicable Standards

• Only a few standards may be scored Not Applicable

–Standards B.06, E.02 and E.03

• A few standards may also have portions that are Not 
Applicable: 

–Standards B.05, E.04 and E.05



Not Applicable Standards

• Please note that the Application Process & Decision-
Making Critical Area WILL BE SCORED for ALL
sponsors

–Regardless of intentions or eligibility to sponsor 
additional schools



Optional Documents



Narrative Explanations (Optional)

For specified standards:
• Sponsors may upload a narrative explanation of how 
submitted documents support the practice being 
assessed

–Narrative explanations are optional



How do I know which standards are specified?

• When sponsors may submit a narrative explanation, the 
standard indicates this through an “optional” note 
following the rubric 

Narrative Explanations (Optional)



Example of a specified standard:
Narrative Explanations (Optional)



Language of a specified standard:

Optional: The sponsor may submit a narrative explanation of 
how the submitted documents support the sponsor’s practice 
as it pertains to this standard. Evaluators may use narrative 
explanations in the scoring process if they are substantiated 
by documentary evidence.

Narrative Explanations (Optional)



How do I know which standards are specified?

• If the standard does not contain this “optional” note, the 
sponsor may not provide a narrative explanation

Narrative Explanations



List of standards for which a narrative explanation 
may be submitted:

• Commitment & Capacity: A.02, A.04, A.06, A.07

• Application Process & Decision-Making: B.05, B.06

• Performance Contracting: C.03

Narrative Explanations



List of standards for which a narrative explanation 
may be submitted (continued):

• Oversight & Evaluation: D.06

• Termination & Renewal Decision-Making: E.02

• Technical Assistance: F.01, F.03

TOTAL: 11 standards

Narrative Explanations



• Sponsors must use the Narrative Explanation Form 
provided within Epicenter

• The form specifies the maximum length that the 
explanation can be

• Explanations that are not submitted via this form will 
not be considered

How to Upload Narrative Explanations



How to Upload Narrative Explanations

Narrative Form



• The Narrative Form template can be accessed within 
the “Resources” section of each specified standard

• Download the Narrative Form, add the explanation, and 
upload it according to the normal procedures for 
document submission in Epicenter

How to Upload Narrative Explanations



Office of Community Schools

25 S. Front Street, Mail Stop 307
Columbus, Ohio 43215

614-466-7058
877-644-6338 (toll-free)

community.schools@education.ohio.gov

http://education.ohio.gov/Topics/Community-Schools



Join the Conversation

@OHEducation
@OHEducationSupt

OHEducation

OhioEdDept

OHEducation
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