[image: ]		CAP Quick Guide for Teacher Candidates (TCs)

This Quick Guide is intended to facilitate easy access to the CAP online platform. The Quick Guide does not cover all requirements of a CAP cycle, but it highlights some critical details. For more information, please see our CAP Online Platform 2.0 User Guide. 
Getting Started
[bookmark: _Hlk144375535]The CAP Online Platform for Teacher Candidates is embedded within the Education Security Portal. The log-in page appears below:
[image: Image of the Education Security Portal log in page. ]
1. If you do not already have access to the CAP Online Platform, contact the CAP Manager to request that they start a CAP cycle to provide you with access. 
2. Log on to Education Security Portal.   
3. Select the CAP Online Platform from the list of applications. You may need to click into ELAR to see the CAP Online Platform. 
[bookmark: _Toc521678627]Role of the Teacher Candidate (TC)
The TC has the ability to: 
· Complete the Rubric Summary and Self-Assessment
· View completed Observation Forms and Formative and Summative Assessments
· Contribute to the Finalized Goal and Implementation Form
· Upload evidence
· Communicate with the triad (teacher candidate, supervising practitioner, and program supervisor)
[bookmark: _Toc521678629]Completing the Rubric Summary and Self-Assessment 
Before the first three-way meeting, you will be responsible for completing the Rubric Summary and Self-Assessment and preliminary Goal-Setting Form.  For each of the Seven Essential Elements, select ratings for yourself for Quality, Scope, and Consistency and complete a series of reflective questions.  See the CAP Guidelines and the Quick Reference Guide: CAP Rubric for more information. 

To complete the Self-Assessment Rubric (Rubric Summary): 
1. Select Rubric Summary from the navigation bar. 
2. Select a rating of your performance for each element and click “Next.”
3. Once you complete all of the elements, select “Save.”
4. Once all Seven Essential Elements ratings are completed, the option to select “Complete Rubric” will appear at the bottom of the final screen. You will not be able to work on your Self-Assessment and preliminary Goal-Setting Form until you have checked the “Complete Rubric” box that will appear once you have completed the rubric. 
Once you complete the Rubric Summary, you will move on to the Self-Assessment Form (Self-Assessment).
To complete the Self-Assessment Form: 
1. Choose “Self-Assessment” from the left-hand navigation bar on your home page. Please save on each page as you go. 
2. Complete the rest of the form, responding to each prompt and creating a preliminary professional practice SMART goal. 
3. Once you have completed all portions of the form and are ready to share, click “Complete” at the bottom of the screen as well as “Save.” NOTE:  all entries must be completed in order for the “Complete” box to appear. This will make the form available to the PS and SP.
4. Your PS and SP will then have the opportunity to review this document. They will accept it or return it to you with feedback to continue working. If the document is returned to you, your Rubric Summary will be unlocked and you can make any applicable edits, after which you must once again select “Complete Rubric” in order to access the Self-Assessment Form. Once you are finished applying any edits, you will need to once again click “Complete” to submit the form. 
[bookmark: _Toc521678632]Completing the Finalized Goal and Implementation Plan
After the PS and the SP approve the Self-Assessment and Goal-Setting Form, you will work as a triad to complete the Finalized Goal and Implementation Plan Form.  This form is unique because it is the only form in the system in which all three users share responsibility for completion.  
To complete this form:
1. The SP, in coordination with the PS, will complete the “Measure of Student Learning” section.
2. The PS and the SP will complete the “Implementation Plan” section. 
3. The TC will complete the “Professional Practice Goal” section, based on the Self-Assessment and Goal-Setting Form.   
You will have the opportunity to revise your preliminary goal based on any input provided by your PS and SP during the first Three-Way Meeting.  
Once all members of the triad have completed and saved their sections, the PS must select the “Complete” button that will appear on the PS form. Once the form is complete, it cannot be edited. 
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Portal messages:

Welcome to the MA Education Security Portal. If you need assistance, please view our help
and support information.

UPDATE: 8/29/2023 Case Sensitivity Issue

We are investigating an issue where using uppercase characters in usernames is causing
logins and password resets to fail. As a work around, please use only lowercase characters
when entering in your username.

Message Updated: August 29,2023 12:17:52 PM

9 ELAR (Online Licensure System)

NEW USERS will need to create an ELAR profile.
EXISTING USERS who did not pre-register for ESP may need to reactivate account.

Learn more about ELAR, and gain access to the new Education Security Portal.

Log in to your account Why can't login?

[ |

‘ Password

Forgot Usemame?  Forgot Password?

& Administrative

Read help information for administrative users in the Education Security Portal.

To reactivate your existing DESE Security Portal account, contact your local Directory
Administrator or the ESP Help Desk at 781-338-MESP(6377)
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