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Guide 2: Employee Development and Feedback System

Overview

The Employee Development & Feedback System (EDFS) is an online platform supporting the new educator performance evaluation system in Boston. The purpose of the EDFS is to serve as a vehicle for educators and administrators to view and record every step of the evaluation process and facilitate communicate with between educator and evaluator about opportunities for development. By housing performance and development information in one place, the district can facilitate more timely feedback and easier access to resources that educators will be able to access consistently throughout and beyond the evaluation cycle.
Requirements
All aspects of educators’ performance evaluation will be stored electronically in the EDFS.  This will ensure that documentation of evaluations and feedback is maintained securely and consistently for all educators in the district.  These components include:

· Self-assessment and goal proposal - Educators must complete their self-assessment of and proposal for at least one professional practice and one student learning goal (team or individual) in the EDFS by October 1.  Following the submission of proposed goals, evaluators will approve or return goals to the educator.


· Action Steps - Following the approval of goals, each educator will develop action plans with the assistance of the evaluator to accomplish their professional practice and student learning goals.  The EDFS will capture specific action steps for each individual or team goal, supports and resources for each step, and a timeline or frequency for completing each step.


· Collection of Artifacts and Observations - Educators and evaluators both are responsible for the submission of artifacts of practice to the online system.  These artifacts should be robust representations of educators’ proficiency across the rubric.  Evaluators are responsible for inputting evidence from observation to the system.  Feedback on an observation should be returned to the teacher in five days.  


· Formative and Summative Assessment/Evaluation - At the Formative Assessment/Evaluation stage and the Summative Evaluation stage of performance evaluation, the EDFS will capture ratings for educators on each of the four standards and ratings on progress towards achieving professional practice and student learning goals.  Educators will also receive an overall rating in the system.  Educators will be notified via email when reports are complete, and they will have five days to comment on the content of the evaluation. 
Best Practices

The EDFS is not intended to replace the need and value of conversations between evaluators, individuals, and teams of teachers.  As a result, goal-setting, post-observation, and post-evaluations conversations are still essential to the development of educators, even though the system will facilitate electronic delivery of feedback.
Training Site
Educators may access a demonstration version of the EDFS at http://eval.mybps.org/training.  To access this site, use the sample User IDs provided below login information below, with the password “Password”.  These demo accounts will allow educators to familiarize themselves with all aspects of the EDFS, as well as added functionality and features as they become available.
Training Site Activity
The following activity will guide you through a process to become familiar with how EDFS works. 

Another way to learn about the site is through the step-by-step handouts that feature screen shots of the site. These handouts may be helpful for completing the following training activity, as well as for navigating EDFS during the school year.  

Step 1: Website: To access the training site, go to https://eval.mybps.org/training.  

Step 2: Sign in: Sign in using one of the sample User ID numbers provided below, with the password “Password”. To see the site from the perspective of a principal, use the first User ID, 000001. To see the site from the perspective of a teacher, use any of the Used IDs 000002-000018. Because this training site is live, any information entered is saved. This means that some of the User IDs may already have evaluation information entered. Please be aware, multiple users may be logged in to the same profile at the same time. Feel free to try out multiple User IDs.
	User ID
	Password
	Role
	Name

	000001
	Password
	Principal
	Principal Figgins

	000071
	Password
	Teacher
	Sabrina Bryan

	000073
	Password
	Teacher
	Ricki Lake

	000074
	Password
	Teacher
	Kristin Cavallari

	000075
	Password
	Teacher
	Samantha Harris


Step 3: Self-Assessment: Familiarize yourself with the layout and the fields requiring entries on the self-assessment.
Step 4: Goal Proposal: View the templates for goal proposal and notice the difference between the templates for professional practice and student learning goals.  Also consider what elements, assessments, grade levels, and subjects with which one might tag goals.
Step 5: Action Steps: How might an educator succinctly capture action steps towards professional practice and student learning goals.

Step 6: Artifacts: Digital storage capacity might limit the size and number of artifacts that can be uploaded to the EDFS.  What robust artifacts might educators upload to the EDFS?  What would be the best format for capturing these artifacts in a digital format?

Step 7: Evaluations: If you login as an administrator (000001), you will be able to see the fields and data that will be captured by evaluators in the online system.  All teacher logins (000002-000018) may not have completed evaluations associated with them.
