EDFS Guides will be continuously updated as the EDFS website is improved.                              EDFS Guidance Document
                      
Please view updated guides at http://educatoreffectiveness.weebly.com/
                                                                  For Evaluators

Online Evaluation System: Guide to Submitting Evaluations
For Evaluators
1) Login to the Online Evaluation System:

a. Go to http://eval.mybps.org/evals/ and login using the following information:

i. Username: Employee ID

ii. Password: Current BPS Password
2) Create New Evaluation
a. Select Employees located on the top, left-hand side of your Home Page  
b. From the Drop-Down menu, select Goals Approved (Note: Goals must be approved to complete an evaluation)
c. Select the employee for whom you would like to submit an evaluation.
d. Select the Evaluations link:
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e. Select Start New Evaluation link on the left side of the screen  

f. As a result, the following text box will appear in your screen:
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Step 1: Choose Formative Assessment, Formative Evaluation, or Summative Evaluation from 

the drop-down menu

Step 2: Select Create New Evaluation
Note: In order to complete a teacher’s evaluation, you must complete each of the following, but they can be done in any order:
· Goal Progress Rating: Provide the teacher with a progress rating on each of his/her goals
· Standards Rating: Provide the teacher with a rating on each of the 4 standards for effective teaching
· Add Prescription: If any of the ratings (on goals, standards or overall) are “needs improvement” or “unsatisfactory,” provide the teacher with a rationale for the rating(s)

· Select Overall Rating: Provide the teacher with a rating that incorporates all multiple measures of effective teaching (goal ratings, standard ratings, artifacts, and student data) into an overall performance rating

3) Goal Progress
a. Select the Goals icon:

[image: image3.png]Boston Public Schools Employee Development & Feedback findows Internet Explorer

[T

Fie Edt View Favories Toods Hel

(&) o jdevsaoy v][%][x

e Fevorites | 5 &) 5P - Support Effective Tea... ] Pint V] Gmai - Inbox - ennacostin... |31 Free Friday Ficks Movie Sch... ] Remote Access %2 My Learning Plan ] MyBPS ] Free Hotmail ] Upgrade Your Browser = €] Customize Links €] Windows % Windowis Marketplace it

2]~ [@outook web w0 Brocehook B vessochsets teachers o | VT inbox-jeracosinGgmalc. | @8 Bostan ubkc Schods ... X

o EMPLOYEE DEVELOPMENT & FEEDBACK SYSTEM

Public Scho

Welcome Toby Romer! | logout

Employees chool Wide Go
Employess > plan > Evaluation

Name: Dukeshire, £in € (114767)
B rormatie assessment osy0s2012 Rating:

Job: Teacher Evaluator: Romer, Toby N : Self-Directed 07/01/2011 - 06/30/2012

Backto Plans

art New Evaluation

Comments

G omvaret -] B -





b. Next to each goal the educator proposed, select Progress Needed.  Then:

Step 1: Select the progress that the educator made towards their goal: Exceeded, Met, 
Significant Progress, Some Progress, Did Not Meet (Note: This is a change from previous 
forms that only had three categories for progress)
Step 2: Input the rationale explaining how that educator made progress towards their goal (This 
must be completed if the rating is “Did Not Meet”)
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Step 3: Save! This will save your rating, but you will still be able to change it anytime before  
you have “signed off” on the evaluation
4) Rate Standards
Either select the Standards link on the bottom right of the Goals page or select the Standards Icon on the Evaluation page
Step 1: Enter the employee’s Rating for each of the four Standards

Step 2: Explain this rating in the Rationale. (Note: You MUST provide a rationale if the Standard 
is rated “Needs Improvement” or “Unsatisfactory.”) 

Step 3: Then, Save the rating - you can change the rating or rationale at any point before you 
“Sign off” on the evaluation 
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5) Add Prescription
Note: You only have to enter a Prescription for educators who are rated Needs Improvement or Unsatisfactory in one of the four Standards.  If the educator is Proficient or Exemplary in all standards, you will not have to fill out a Prescription.
a. Once the Rating/Rational for all Standards have been listed, select the Prescriptions link on the bottom right of the Goals page (Note: You can also select the Prescriptions Icon on the Evaluation page)
b. Select Add New on the bottom right of the screen to add a Prescription
c. Enter the Indicator, Statement of Problem, Evidence, and Prescription (see steps 1-5 below) as prompted: 
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d. Enter as many prescriptions as you deem necessary for this educator
6) Add Comments
Note: This section is not mandatory to complete. If there are no relevant comments, you may leave this section blank.
a. Once the Prescriptions have been added, select the Comments link on the bottom right of the Prescriptions page (Note: You can also select the Comments Icon on the Evaluation page)
b. In the text box under Evaluator Comments, type any comments you may have
7) Select Overall Rating
a. Select the Overall Rating link on the bottom right of the Prescriptions page or select the Overall Rating Icon on the Evaluation page)

b. View the summary of your Evaluation thus far, and use this information to select an Overall Rating for the educator at the top of the page:
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After you have chosen the rating, you can submit the rating by selecting Sign Off on the bottom right of the screen. Be aware that once you click “Sign Off” the evaluation is complete and will be sent to the teacher. It cannot be altered once you have signed off. As such, if you’d like to involve the teacher in his/her review you need to gather his/her input before you sign off on the evaluation. 
8) Sign Off

a. Select the Sign Off  link on the bottom right of the Overall Ratings page or select the Sign Off Icon on the Evaluation page)

b. If you are working on a Summative Evaluation, the current plan will automatically end.  If you are working on a Formative Assessment or a Formative Evaluation, you will have the choice to continue with the current plan, or end the plan and start a new one:
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\
c. Type your name into the text box to the right of the Evaluator Sign Off, then select the Signature Submit link:
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d. Once you submit your signature, the following text box will appear:
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Select Yes if you are sure you want to Sign Off on this evaluation.
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  For additional support and resources, visit http://educatoreffectiveness.weekbly.com/ or email jcostin@boston.k12.ma.us 
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