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Dear 2019 EIS officers and Supervisors,

It is time to submit the 12-month Core Activities of Learning (CAL) Report, EISO Progress
Assessment, and EIS Host Site Assessment. These are due Wednesday, July 15, 2020.

Step 1. Complete the EISO Progress Assessment and EIS Host Site Assessment
e Primary supervisors complete the EISO Progress Assessment (attached)
e EISOs complete the EIS Host Site Assessment (attached)

Step 2. Update the CAL Activity Report
e FISOs update CAL Activity Report in eFMS
e |nstructions and link in CAL Report Update Instructions and Tips (attached)

Step 3. Review the CAL Activity Report
e Primary supervisors review CAL Activity Report in eFMS
e Instructions and link in CAL Report Review Instructions (attached)

Step 3. EIS Officer-Supervisor Feedback Meeting

e Review CAL Activity Report

e Discuss feedback on EISO Progress Assessment and EIS Host Site Assessment

Step 4. Submit Assessments to CIO Liaison or EWB Supervisor and Approve CAL Report
e Primary supervisors email the following to their CIO Liaison or EWB Supervisor: 1) EISO

Progress Assessment and 2) a statement that they approve of the EISO’s 12-month CAL report

e FISOs email the EIS Host Site Assessment to their respective CIO Liaison or EWB Supervisor

Questions?
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12-Month EISO Progress Assessment

[bookmark: _GoBack]

The EISO Progress Assessment is an opportunity for supervisors to provide meaningful feedback to their EISO. Feedback should be frank and objective.

Your CIO Liaison or EWB Supervisor can provide a copy of your previous assessment, if needed. 

Complete this form and discuss at the EISO-Supervisor feedback meeting. After the meeting, email the form to your CIO Liaison or EWB Supervisor.  

		Primary Supervisor

		

		  EISO

		



		



		Class Year

		



		  Assessment 

  Period







Host Site



		CIO or State

		





		Division/Branch (CIO) or Agency (field)

		









Please provide comments and suggestions pertaining to the EISO’s performance, including the EISO’s strengths, areas for improvement, and recommendations for addressing areas for improvement.

Progress Assessment comments and suggestions should specifically address

· Applied epidemiology skills (e.g., oral and written scientific communication, data analysis, surveillance, field investigation) 

· Professionalism skills (e.g., communication, decision making, leadership, teamwork)
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12-Month EIS Host Site Assessment



[bookmark: _GoBack]The EIS Host Site Assessment is an opportunity for EISOs to provide meaningful feedback to their supervisor. Feedback should be frank and objective.

[bookmark: _Hlk39137321]Your CIO Liaison or EWB Supervisor can provide a copy of your previous assessment, if needed. 

Complete this form and discuss at the EISO-Supervisor feedback meeting. After the meeting, email the form to your CIO Liaison or EWB Supervisor.  



		EISO

		

		EIS Class

		

		



		Primary Supervisor

		



		  EWB Supervisor/CIO Liaison                                                                                                                            

  







1. What do you like most about this host site and your supervision?









2. What could be done to improve the quality of this host site and your supervision?











3. List any particular skills you would like to focus on in the next 6 months.
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y' eFMS EIS Core Activities of Learning Portal
SEE2 4 Instructions

Quick Step Instructions for Login
e Gotothe eFMSEIS CAL Portal at https://webportalapp.com/sp/login/eis-fellow-activities
e [f this is the first time you are logging in, click “Forgot your password?” and enter your CDC email
address (abcl@cdc.gov) to set up your account
e If you have logged in previously, enter your CDC email and previously created password to log in

Create a Profile
e Click on the "Create a Profile to Get Started” box
e Follow the on-screen instructions to create your profile
e C(lick "Save” once the profile information is complete
e When saved “Success!” window will open — click “OK”

Enter Activities and Associate CALs

o Click "Get Started” at the bottom of the screen

e Activity Input
o Click "Start Now"
e Follow the on-screen instructions to enter activity information
e C(lick "Save” once the activity information is complete

e Associate CALs with an Activity
e C(lick "Add New Item”
e Select the CAL you wish to associate in the first drop-down field
e Select completion status for the CAL in the second drop-down field
e Follow the on-screen instructions to enter information about the CAL
e C(lick "Save" once the information is complete for the CAL
e To enter information about another CAL, click “Add New Item” at the top
e When finished entering all CAL information, click the blue link with the activity's name at

the top to return to screen to submit activity and associated CALs

Update Master CAL Status List
e C(lick on the blue "Homepage” link at the top
o Click the edit button for the "Profile & Master CAL Status” on the right side of the box
e Scroll down to "Master CAL Status” table and select the correct field for the CAL in the drop-down

If you experience technical problems, please submit a System Help Desk Ticket.




https://webportalapp.com/sp/login/eis-fellow-activities

mailto:abc1@cdc.gov

https://webportalapp.com/webform/efms-helpdesk



EIS Officer Core Activities of Learning (CAL) Report Tips

Why is it important?

CAL Reports are our record of all of the important things that you do. We use CAL Report data for evaluation and
reporting. For example, we use the data in the EIS Update that we distribute at the EIS Conference. Make sure we can
highlight your work! We also use the data to identify officers who need assistance finding particular types of
opportunities (such as opportunities for field investigations or presentations).

How can | make sure that the EIS Program can use the data in my report?

Structure your report correctly.

- List activities, and associate CALs with activities.

e Activities are usually things like field investigations, analytic projects, and surveillance evaluations. Think of
activities as projects. Those types of activities meet a CAL themselves and often lead to completion of additional
CALs. List all CALs that relate to an activity under same overall activity.

e Presentations, abstracts or publications are usually not activities on their own. They should be listed under the
activity (investigation, analysis, surveillance evaluation) to which they relate. If a presentation, abstract or
publication does not relate to a larger investigation, list it as a separate activity.

Provide complete information.

- Include all of your major activities (e.g., if you have already listed a field investigation and you did another one,
list the second field investigation as a separate activity).

- Provide complete information for each activity and associated CAL.

e Use informative activity titles. The topic of the investigation, analysis, etc. should be apparent from the activity
title. If it was an Epi-Aid, also include the Epi-Aid number in the activity title. Avoid acronyms in activity titles
unless they are very common acronyms (like HIV).

e Always include location information.

Provide accurate information.
- If you associate an activity with a particular CAL, make sure it meets the criteria for that CAL.
- Do not list activities that you have not actually started in some way (e.g., possible activities).
- Do not list the same activity, presentation, abstract, etc. more than once.





		CAL Report Update Instructions

		eFMS EIS Core Activities of Learning Portal

		Instructions



		EIS CAL Report Tips_2018 Class

		Why is it important?

		How can I make sure that the EIS Program can use the data in my report?
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Supervisor Review Portal Instructions

y' eFMS EIS Core Activities of Learning
—— Class of 2019 12-Month Review

Quick Step Instructions for Login
e Gotothe eFMSEIS CAL Supervisor Review Portal at
https://webportalapp.com/portal/welcome/eis _supervisor activity reviews
e If you have previously logged in, enter your CDC email and previously created password to log in
e Ifthis is the first time you are logging in, enter your CDC email (e.g., abcl@cdc.gov) and click
"Continue” to have a confirmation code emailed to set up your account
» Click the "Confirm Your Email to Get Started” link in the email
» Follow the instructions to create a login password
e After successfully logging in, you are taken to the EIS officer activities screen

EIS Officer Activities Screen
e Click "Review" next to the activity you wish to review
e There are 4 views for the activity, which you can change using the "Select Form"
drop-down menu near the top left

» Associated CALs: list of CALs the activity fulfills
» Activity Summary: title of the activity, description, and overall activity status
» Supervisor Reviews: comments from previous reviews of the activity
> Fellow Profiles: scroll to the bottom to view the Master CAL Status table

Feedback Window (OPTIONAL)
e C(lick the boxes to select the CALs which the activity fulfills
e For the next field, choose one of the drop-down menu options to indicate if the
activity is in progress or complete
e Date and type a comment in the "General Activity Comments or Feedback" box; example
comments include
» 12/16/2019: Suggest you go into more detail to show how the activity fulfills the
Epi Analysis CAL
» 1/3/2020: This activity could also fulfill the Lay Audience CAL
» 1/7/2020: First draft of manuscript should be sent to co-authors by mid-February
> 12/18/2019: Activity reviewed, will complete on time
e C(lick "Save Draft” if activity is in progress or “Submit” if activity is complete

To select another activity to review, click the blue “Listings” link at top left to return to EIS officer activities
screen.

To submit approval of the CAL Report, state that you approve of the EISO’s 12-month CAL report in the
body of the email when you send the EISO Progress Assessment to your respective CIO Liaison or EWB

Supervisor.

If you experience technical problems, please submit a System Help Desk Ticket.




https://webportalapp.com/portal/welcome/eis_supervisor_activity_reviews

https://webportalapp.com/webform/efms-helpdesk



		eFMS EIS Core Activities of Learning

		Supervisor Review Portal Instructions

		Class of 2018 24-Month Review




e (IO officers/primary supervisors should contact their CIO Liaison
0 CGH, NCBDDD, NCCDPHP: Larry Cohen, chul@cdc.gov

0 CPR, NCEH/ATSDR, NCHHSTP, NCIPC, NCIRD: Ralph Cordell,
rcz4@cdc.gov

0 NCEZID, NCHS, NIOSH: Michael Gronostaj, vieO@cdc.gov

o Field officers/primary supervisors should contact their EWB supervisor


mailto:cbu1@cdc.gov
mailto:rcz4@cdc.gov
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