*EDFS Guides will be continuously updated as the EDFS website is improved.                        #1 EDFS Guidance Document
                      
Please view updated guides at http://educatoreffectiveness.weebly.com/
                                                                  For Evaluators

Educator Development and Feedback System (EDFS): 
Assigning Evaluators and Creating Plans
For Evaluators
1) Login to the Educator Development and Feedback System:
a. Go to http://eval.mybps.org/ and login using the following information:

i. Username: Employee ID

ii. Password: Current BPS Password
2) Login as a Manager/Evaluator 
a. As an evaluator, you will have two roles in the evaluation system:

1) Evaluator/manager, entering information into EDFS about teachers you are evaluating.  
2) Employee, entering self-assessment and goals for your own professional growth, being evaluated by your manager

b.  You can switch between evaluator/manager and employee roles by selecting the drop down box at the top right of your screen:
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c. To assign evaluators to teachers and start plans, you must make sure the top right of your screen reads either Manager (if you are a principal) or Evaluator (if you are not a principal, but are evaluating teachers).  If it currently reads Employee, simply select the drop down menu and change your role to Manager or Evaluator.
3) Assign an evaluator to every teacher:
Note: Step 3 is for Principals/Headmasters ONLY.  If you are an evaluator but are NOT a Principal/Headmaster, move directly to Step 4.
a. Select Assigned Evaluators located on the top, left-hand side of your Home Page.  From the Drop-Down menu, select All Employees.
i. On the right side of the screen, all employees at your school will be listed, with a drop-down menu to the right of each name indicating that person’s assigned evaluator:
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ii. By default, you (the Principal/Headmaster) will be assigned as the evaluator for all teachers.  To assign another evaluator to a teacher, select that evaluator’s name from the drop-down menu. Note: If there is an evaluator at your school who is not listed as an evaluator on EDFS, email jcostin@boston.k12.ma.us for assistance
iii. On the top, left-hand side of the screen, you will see a summary of how many employees are currently assigned to each evaluator at your school.
4) Choose an evaluation duration for teachers on an Improvement Plan:
a. Place the cursor over the Employees button on the top, left-hand side of your screen.
b. Select Needs Duration
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c. You will see a list of your teachers who are on improvement plans based on past evaluations, but the duration of their plan has not yet been selected.  Select a teacher’s name/icon
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d. Then, select the blue eraser at the top of the screen:
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e. The employee will already be placed on an Improvement plan, and you need to select the number of calendar days that the plan should last for, then select Update Plan:
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NOTE: The plan will not actually start until the employees goals are approved.  
f. Repeat steps 4b-4e until there are no more employees needing a Duration to be entered.

5) Choose an evaluation plan for All Employees
a. Next, place the cursor over the Employees button on the top, left-hand side of your screen.
b. Select Needs Plan to see which teachers plans still need to be activated:
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c. Select an employee’s name
d. Select Start Plan and the following screen will appear:
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e. Repeat steps 5a-5e until all of your employees have an evaluation plan created.

6) Teacher inputs goals:

a. Next, the teacher will input his/her self-assessment.  You should review your teacher’s self-assessment, but you do not need to sign off on the self-assessment.
b. Next, the teacher will input his/her goals.  You will then approve/return these goals.  Visit the Office of Educator Effectiveness website listed at the bottom of this page to view guidance documents on how to approve/return goals.  Note: If a teacher is on an Improvement Plan or Directed Growth plan, then you will create the goals for the teacher and can input this directly into the teacher’s ‘Goals’ section.
Select the duration of the plan
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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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