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How to create a Clinical Performance Evaluation

Clinical Performance Evaluations (CPE) consist of a Faculty Candidate’s info and their
associated evaluations. The CPE is represented as a “Faculty Record”. Each record has 16
“Evaluation” events, each of which belong to an individual Evaluator and their corresponding
Clinical Evaluation (questionnaire). Below is a screenshot showing how REDCap shows these
events for a single faculty record:
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Each record has:
e One “Entry” column

e A single bubble in the Faculty Info row representing the information for the candidate
e This is only done once per faculty record

e One “Dept. Chief/Chair’ column

e A bubble for Department Chief/Chair info (Evaluator Row)
¢ A bubble for their evaluation questionnaire (Clinical Evaluation Row)

e 15 “Colleague” columns (8 of which are shown in the screenshot)

e A bubble for evaluator information (Evaluator Row)
e A bubble for their evaluation questionnaire (Clinical Evaluation Row)

Each bubble represents a data collection form. Every bubble is clickable and links to its
corresponding form.



Create the faculty record

1. Go to redcap.med.upenn.edu, log in with your PennKey and REDCap password, and
select project “AC Track Clinical Evaluation”.

Note If you don'’t see any projects, click the “My Projects” link in the top bar

hEDCap Home My Projects 4+ New

My Projects & Organize

Project Title Records Fields Instrument: Type Status

AC Track Clinical Evaluation 43 27 poms | B | £

2. Select the “Add/Edit Records” link in the left sidebar.

Data Collection |=|

[Z] Record Status Dashboard

- View data collection status of all records

3. Click the “Add New Record” button in the right panel. This will create a blank record and
take you to the “Record Home Page” showing the new, blank faculty record.
= Add / Edit Records
You may view an existing record/response by selecting it from the drop-down lists below. To

create a new record/response, click the button below.

Total records: 2

Choose an existing Record ID -- select record --

Add new record



4. On the “Record Home Page”, click the gray bubble in the “Entry” column next to “Faculty

Info” to open the Faculty Info form for this record.

Data
Collection
Instrument Entry

Faculty Info
Evaluator

Clinical
Evaluation (survey)

= Faculty Info

-) Adding new Record ID 4325-1

Event Name: Entry

Record ID 4325-1

Faculty Candidate Information

First name

* must provide value Keelhaul

Last name

* must provide value Woodbury
Type of action © Promotion

* must provide value Appointment

reset
Proposed rank

<«

) Full Professor
* must provide value

Department -
* must provide value Medicine
Form Status

Complete? G

——

5. In the Faculty Info form:

a. Fillin all the fields. Note that REDCap is standalone and does not pull from FADS

b. In the “Complete?” field, select “Complete” This must be done whenever entering

data as a coordinator and should never be anything other than blank or “Complete
6. Click “Save and Exit Form” (Never click “Save & Go To Next Record”)

You will be forwarded to the “Record Home Page”, which is the primary screen for interacting
with a Faculty Record. The Faculty Record is now created, which has a numerical ID. The
bubble in the “Entry” column, “Faculty Info” row should now be green.

”



To return to a specific faculty record
1. Click “Add/Edit Record” in the sidebar.

2. Select the Faculty Record from the “Choose an existing Record ID” dropdown. This opens
the “Record Home Page”.

= Add / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
button below.

Total records g

Choose an existing Record ID - select record -

= Add / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
button below.

Total records: 43 / In group: 11
Choose an existing Record ID v -- select record --

4239-1 (Ogden, Hallie)

4 g-4 OTTeS, DO
4239-5 (Jones, Robert)

Nata Cancrta

Adding Evaluators to the Faculty Record

Overview of the “Evaluator Row” on the Record Home Page
=] Record Home Page

The grid below displays the form-by-form progress of data Legend for status icons:
entered for the currently selected record. You may click on - -

. © Incomplete () Incomplete (no data saved) [2|
the colored status icons to access that form/event. I T e

[ Choose action for record @ Complete @& Completed Survey Response

« Record ID 4325-1 successfully edited

Record ID 4325-1 (Woodbury, Keelhaul)

Medicine
Dept. Colleague
Data Chief/Chair 1
Coll coll

Collection Ent Kent Georgia Collezague Collc;ague 4 gue 5 gue '

Instrument ntry Camelback Hentzworth
Faculty Info @®
Evaluator @® ©® ?
Clinical

Evaluation (survey)



The bubbles in the “Evaluator” row show the status of each evaluator:

Row Bubble Meaning

No evaluator information has been entered. Click on this to
enter a new evaluator.

© You forgot to mark “Complete”; no email will be sent to the
Evaluator i evaluator.
@ Evaluator has been entered; initial email sent from REDCap.

Adding Evaluators from the Record Home Page

1. Click an empty (gray) “Evaluator” bubble. The first column (“Dept. Chair/Chief”) is reserved
for the division chief or department chair

Data
Collection
Instrument

Dept.
Entry Chief/Chair

Faculty Info @®

Evaluator % ]

Clinical
Evaluation (survey)

2. Enter the data for the evaluator:
a. Fillin all the fields, including the due date.

b. For every evaluator, copy and paste or re-type the email into the “Re-enter email
address” field. Failure to do this will result in emails failing to send

c. In the “Complete?” field, change to “Complete”. This must be done whenever
entering data as a coordinator and should never be anything other than blank or
“Complete”

d. Click the “Save & Exit Form” button

e. The bubble you clicked on should now be green. This indicates that an email has
been automatically sent to this evaluator.

3. Repeat these instructions, moving from left to right, until all 16 evaluators are entered

4. For each new evaluator, notice that the screen will pre-populate with the previous
evaluator’s email. You must remove that and enter the correct email of the new evaluator.
Remember that you must re-enter the correct email



Evaluator
Respondent Information
First name

* must provide value

Last name

* must provide value

Email address

T Overwrite this if it is already populated =

Re-enter email address .
Always copy the correct email here =

* must provide value For record-keeping purposes

Requested due date BY [ Today |

*
must provide value When is the evaluation due?

Remember: the email is sent to the evaluator immediately upon completing and saving the
Evaluator form.

NOTE When revisiting an evaluator form, the first “Email” field will often have the most recently
entered evaluator email address. Do not worry if you see this; as long as you entered the correct
email when you created the evaluator, the questionnaire email went out properly.

Questionnaire Statuses

If you need to get back to the REDCap project: login to redcap.med.upenn.edu and select the
“AC Track Clinical Evaluation” project.

Seeing who has responded

To check the status of a Faculty Record, navigate to the Record Home Page. To do this, click
“Add/Edit Record” in the sidebar and select your record from the “Choose an existing Record
ID” dropdown.

The “Clinical Evaluation” bubble indicates the status of the evaluation questionnaire for the
evaluator in that column. The table below explains how the bubbles correspond to status.

Row Bubble Meaning

No response yet. Clicking on these opens the
questionnaire, which you will need to do to
send a reminder email

Clinical

. The evaluator has started but not completed
Evaluation

the questionnaire.

0 Questionnaire has been completed and
i submitted by evaluator.




From the screenshot below, the arrows indicate incomplete or partially complete questionnaires.
These might require reminder emails.

] Record Home Page

The grid below displays the form-by-form progress of data entered for the
currently selected record. You may click on the colored status icons to
access that form/event. If you wish, you may modify the events below by
navigating to the Define My Events page.

Legend for status icons:

@ Incomplete () Incomplete (no data saved) 2
() Unverified (&) Partial Survey Response

@ Complete & Completed Survey Response

@ Choose action for record

Record ID 1 (Russell, Bertrand)

Dept. Colleague Colleague Colleague Colleague
Data Chief/Chair 1 Colleague Colleague 4 5 Colleague 7
Collection John Stuart Alfred Pal‘tla| br Incomplete Augustus John Von 6 Ludwig
Instrument Entry Mill Whitehead Kurt Gédel . WV.quine De Morgan Neuman Karl Popper Wittgenstein
: Questionnaires
Faculty Info @®
Respondent @® / @® @®
Clinical - - _

Evaluation (survey) - v



Sending reminder emails

Once you have identified an incomplete evaluation and enough time has passed, you can send
a manual reminder email. You must send reminder e-mails manually to respondents who have
not completed their surveys. To make this process simpler, we include a tool to compose these
messages in your desktop e-mail application (Mail, Thunderbird, or Outlook). The respondent
will not see this, but you may access it through the “Add/Edit Records” interface.

1. Select the respondent you wish to remind, then click the gray bubble (which indicates no
response) in the Clinical Evaluation row of the interface:

Co:l)::;on Dept. Chief/Chair co||e1ague
Instrument Entry Lethbr?(ljg(tﬁlsrtewart S. Benton
Faculty Info ®
Evaluator ® e
Clinical

Evaluation (survey)



2. Copy the “Reminder e-mail body” value from the top of the form

Dear Dr. Benton,

We previously sent a request for your opinion on this faculty candidate. We realize that
you have an extremely busy schedule but your opinion would be highly valued by the
Committee on Appointments and Promotions. Many thanks.

We are evaluating Dr. Sarah Jane Smith for Promotion to Full Professor in the Academic
Clinician track. You have been identified as a colleague who is familiar with this
candidate’s clinical expertise and professionalism.

You may open the evaluation in your web browser by clicking the link below:
AC Faculty Clinical Evaluation

If the link above does not work, try copying the link below into your web browser:
https://redcap.med.upenn.edu/surveys/?s=pTMHEhfwun

This link is unique to you and should not be forwarded to others.

We would appreciate your completing this reference. Your responses will be collected
anonymously. We will only know that you have completed the form once you submit
the form; your name will be disassociated from the responses. All responses will be
aggregated. Only aggregate data will be summarized electronically and made available
to the Committee on Appointments and Promotions. It is the policy of the University of
Pennsylvania that evaluations be held in confidence. In the event of litigation or a
governmental investigation, however, the candidate or others may gain access to the
information contained in these evaluations.

Thank you for your assistance with this process.
Sincerely,

Lisa Bellini, M.D.

Vice Dean for Faculty Affairs

Perelman School of Medicine
University of Pennsylvania

Compose Reminder
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3. Click the “Compose Reminder” button. Your mail application will open with a new message.

The body

of the message will not be complete.

0o (7](=] (L] [E][A][S
(Monaco o) (14 ¢) @(=) CLLVS) EEE (E (>

To: s.benton@example.com v
Cc:
Bec:

Subject: Reminder: Request to evaluate Dr. Sarah Jane Smith \m

Signature: | Signature #2 B

Paste the body of the message here

4. Select the placeholder body, and paste to replace with the composed body text that you
copied in step 1 (paste to “keep source formatting” to preserve hyperlinks in message):

eoe (&) (=] ‘
(=)

To: s.benton@example.com v

Cc:

Bee:

Subject: Reminder: Request to evaluate Dr. Sarah Jane Smith |m
Signature: ( Signature #2 B

Dear Dr. Benton,

We previously sent a request for your opinion on this faculty candidate. We realize that you have

an extremely busy schedule but your opinion would be highly valued by the Committee on

Appointments and Promotions. Many thanks.

We are evaluating Dr. Sarah Jane Smith for Promotion to Full Professor in the Academic Clinician

track. You have been identified as a colleague who is familiar with this candidate's clinical

expertise and professionalism.

You may open the evaluation in your web browser by clicking the link below:

Adjust the message, if desired, to add a due date or additional urgency. Send the message

as you would a normal e-mail message, and return to REDCap in your browser to continue.

top-right of the page in REDCap.

It is important

Save & Exit Form

-- Cancel -- ‘

that you not save this form when you close it.

When you have finished creating your reminder e-mail, press the “—Cancel—" button in the

11



Creating the Clinical Evaluation Summary Report

When a faculty record has gotten at least 8 responses (Div Chief/Dept Chair [required] + 7
colleagues), generate the Summary Report using the steps below. These instructions require
that Excel is already installed on your computer.

NOTE: IF YOU ARE USING A MAC, YOU MUST HAVE EXCEL 2016 INSTALLED

Refer to https://www.isc.upenn.edu/how-to/current-supported-computing-products

Download the “Raw Data Export” to Excel
1. Click on the “Raw Data Export” link in the 'Reports' sidebar

Reports .« Edit reports |—|

1) Raw Data Export

2. In the header of the configured report, click the “Export Data” button.

Data Exports, Reports, and Stats i3 VIDEO: How to use Data Exports, Reports, and Stats

+ Create New Report B> My Reports & Exports  [@ Other Export Options = Q View Report: Raw Data Export

Number of results returned: 757 Lu Stats & Charts \ B Export Data ) ¥ Print Page | | #' Edit Report

Total number of records queried: 757
('records' = total available data across all designated events)

3. Choose the first format option (“CSV / Microsoft Excel (raw data)”), then press “Export

Data”.

Choose export format

(] _&I CSV / Microsoft Excel (raw data)

—

12



4. In the pop-up that appears, click the download button and then close the pop-up:

« Data export was successful! x

The data export was successful, and your data is now ready to be downloaded. Click the download icon(s)
below on the right to download your data file. If exporting to a specific statistical analysis package, you will
additionally need to download the syntax file that is provided for that stats package. For more details, follow
the instructions in the box below.

Citation Notice

Please cite the REDCap project when publishing manuscripts (citation information and template
methods language are available here).

- CSV / Microsoft Excel (raw data) Clickaaaaig to download:
4& You may download the survey results in CSV (comma-separated) format,
which can be opened in Excel. You have the choice of downloading the data

either with the full headers and answer labels or just with the answer codes
(i.e. raw data).

NOTE: If you are using a version of Microsoft Excel prior to Excel 2007, due to
limitations the data will only be read to 255 columns when opened. Send file?

Close

This downloads the “Raw Data Export” to your computer. Find and open this ‘CSV’ file in Excel.
We’re now ready to generate the report.

Generate the report in Excel

If you have not done so, download a copy of the “Summary Report” workbook by clicking the
“[Excel] Clinical Evaluation Summary Report Workbook” link in the sidebar.

Project Bookmarks 7 Edit |~

[Email Template] AC Clinical
E ioneReming

[Excel] Clinical Evaluation S@
port Workbook

Open this file. If the document opens in protected view, click "Enable Editing"

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

If you are prompted to enable macros, or it says that macros are disabled, select “Enable
Macros”.

This workbook contains macros. Do you want to disable
macros before opening the file?

Macros may contain viruses that could be harmful to your computer. If
this file is from a trusted source, click Enable Macros. If you do not fully
trust the source, click Disable Macros.

Learn about macros

Enable Macros Disable Macros

Select “Enable Macros” if prompted (Mac)

13



! | Security Warning  Macros have been disabled. Enable Content

Select "Enable Content" if prompted (PC)

To import the data and generate the report

1.

If you have never used this template, it will be mostly blank.

coe 0 d S =
Home | Insert Pagelayout Formulas

- Calibri (Body) +|[12 + A~ A+

Import Data

8 Generate Report

2. Erase any data that is in this sheet if you are reusing it and had saved it with data. (Select
all cells by clicking the Select All button at the top left corner and then Edit — Clear All)

() M E v-

Home Insert Page Layout

A

Al v fx  record_
I E I e I 2 I

id | redcap_even redcap_survi fac_first_nar fac_
entry_arm_1 Hattie Fact
t_chiefchair_arm_1

4239-1 col ue_1_arm_1
4239-1 colleague_2_arm_1
4239-1 colleague_3_arm_1

Qv A WN R

3. Click the "Import Data" button and open the “Raw Data Export” if you have not done so

(downloaded in the previous steps, it will be named "ACTrackClinicalEvalu-

RawDataExport DATA date>.csv").

Click the "Generate Report" button on the “CSV Input” sheet.

Enter the Candidate’s first and last name when prompted. (Click the "OK" button with
your mouse instead of pressing Enter, to avoid an Excel bug that causes the cursor to
disappear.) (The first and last names must match exactly the names in the Faculty Info
record. If the system can't find the candidate based on the first and last name you

14



entered, check the REDCap Faculty Info record to see if there are any spaces after the
first or last name; if there are, remove the spaces, save the record, re-export the raw
data, and then re-run the Generate Report step.)

® Microsoft Excel
Enter Faculty candidate's first name
Cancel
IAnn

When both prompts are answered you will be taken to the report screen on the "Survey
Report" tab of the workbook, with scores and comments from the division chief and the
first seven respondents.

() M E wv- [ ] Clinical_Evaluation_Summary_Report-3
Home Insert Page Layout Formulas Data Review
Ll 1 Ruler Formula Bar Zoom 108% v
Normal Page Break Page Custom Gridlines Headings Q Zoom to 100% Freeze Freeze FreezeF
Preview Layout Views Panes Top Row Colum

& Penn Medicine

Clinical Evaluation Summary

Department of 11/12/18
Dr. Hallie Ogden — Appointment to Professor

Question Count/8 Mean
Medical knowledge, clinical judgment, and clinical skill 4 240
Communication with other health professionals 6 283
Compassion and respect for and communication with patients 5 3.20
Dedication and enthusiasm for patient care 5 2.80
Professionalism and respect for colleagues, trainees, and allied health 5 3.40
professionals

Overall performance 5 3.60
Summary Result 3.04,

Likert Key: O ("Strongly Disagree") to 4 ("Strongly Agree"). "Cannot Evaluate" is not included.

Comments

* Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua.

e Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commodo consequat.

 Duis aute irure dolor in reprehenderit in voluptate velit esse cillum

dolore eu fugiat nulla pariatur,
4 » CSV Input Survey Report version +

Ready

Save the report to a PDF file:
o File — Save As
o Change “Format” to “PDF”

o Optionally append the candidate first and last name to the filename if you want to
retain a record of files for all processed candidates

o Select “Sheet” — Click Save

15



8. Open and print the PDF report for inclusion in the dossier

Because you saved the report to a PDF file, you don't need to save the "Clinical Evaluation
Summary Report" workbook. You can reuse the "Clinical Evaluation Summary Report"
Workbook for other Faculty Records without needing to download it again. Be sure to clear any
existing data on the "CSV Input" sheet when using it for another record, however.

If the report is ever generated incorrectly and you are re-using the workbook, try again with a
freshly downloaded copy.
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