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Getting ready to use eVAL 
 
eVAL is an online tool that is made available at no cost to all 295 school districts in the state of Washington. Districts may choose to 
use some or all of its components. However, to use it effectively, it is recommended that the following activities will have already 
taken place in a school or district: 

1. Teachers have had training in the instructional framework selected by the district, and have a clear understanding of 
its structure and the characteristics of each level of performance; 

2. Principals have had training in the leadership framework selected by the district, and have a clear understanding 
of its structure and the characteristics of each level of performance; 

3. Data about incoming students for the current school year has been provided to both principals and teachers;  

4. Principals and teachers have a clear understanding regarding multiple measures as it relates to evidence: andΧ 

5. eVAL must have been set up and configured for navigation and interaction between the principal and teacher. 

¶ The user must have an account and an eVAL role assigned to them 
within the EDS system. 

¶ The District Security Manager must have approved their request for 
access to eVAL. 

¶ The District Administrator of eVAL, School Administrator of eVAL, or 
Principal must have paired each teacher with their evaluating principal. 

¶ The District eVAL Administrator must have confirmed the instructional 
and leadership framework for the current year. 
 

This user guide provides step-by-step instructions for school personnel that are engaged in formative growth and evaluation, and 
who wish to use the online eVAL tool as a support for those efforts.  
 
This user guide is limited to the activities associated with formative professional growth, and does not include instructions for 
summative scoring and ŜǾŀƭǳŀǘƛƻƴΧƻǊΧǊŜǇƻǊǘƛƴƎΦ Please refer to other tutorials at http://web3.esd112.org/tpep/eval.  

 

The URL for the eVAL Sandbox is http://sandbox.eval-wa.org 
 

You can find sample text and artifacts to practice with in the eVAL Sandbox at two web sites: 

 

http://web3.esd112.org/tpep/eval  
 

http://tinyurl.com/eVAL - training - files  

The URL for the eVAL tool is https:// eval-wa.org 
 

 

http://web3.esd112.org/tpep/eval
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For teachers to know 
 
A teacher has four primary responsibilities when using eVAL for formative growth and evaluation:  

 
1. Conducting a quality self-assessment όŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǎŜƭŜŎǘŜŘ 

instructional framework); 

2. Engaging in goal-setting; 

3. Interacting with the evaluating principal during the observation process; and 

4. Managing artifacts and evidence of professional growth, proficiency, and student 
achievement. 

 
To carry out these responsibilities, a teacher interacts with menus for specific 
tasks/activities (shown to the left): 

¶ Dashboard ς The teacher can monitor activity in which s/he has engaged. 

¶ Artifacts ς The teacher uploads and describes resources that can be shared with 
his/her evaluating principal, and that might be used as evidence.  

¶ YTD Evidence ς The teacher manages resources that serve as evidence in his/her 
evaluation.  

¶ Student Growth Goals ς The teacher writes his/her own goals, as well as writes 
goals in response to the ǇǊƛƴŎƛǇŀƭΩǎ prompts.  

¶ Observations ς The teacher participates in the three events around the observation 
cycle.  

¶ Self-Assessments ς The teacher completes his or her self-assessment. 

¶ Summative Evaluation ς The teacher views and prints the summative scores of the 
evaluations. 

¶ Resources ς The teacher has access to pertinent resources that have been provided 
by the district or school administrator of eVAL. 
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For principals to know 
 
A principal or head principal has four primary responsibilities when using eVAL for formative growth and evaluation:  

1. Review self-assessments that are submitted by their assigned teachers; 

2. Set and communicate goals, and respond to goals that are self-assigned by 
teachers; 

3. Schedule and conduct observations and conferences; and 

4. Review (and possibly score) evidence.  

 
To carry out these responsibilities, a principal interacts with menus for specific tasks 
and activities (shown to the left): 

¶ Dashboard ς The principal can view and monitor progress toward the completion of 
each ǘŜŀŎƘŜǊΩǎ evaluation. 

¶ Artifacts ς The principal can view items that have been shared by their teachers.  

¶ YTD Evidence ς The principal can view, monitor and <possibly> score evidence that 
has been submitted by his/her teachers.  

¶ Student Growth Goals ς The principal writes and assigns goal prompts, and reviews 
and (possibly) scores goals submitted by his/her assigned teachers. 

¶ Observations ς The principal schedules, conducts and reviews observations with 
his/her assigned teachers.  

¶ Self-Assessments ς The principal reviews (and possibly scores) the self-assessments 
submitted by his/her teachers. 

¶ Summative Evaluation ς The principal engages in the summative scoring and the 
creation of the final summative reports. 

¶ Setup ς The principal can add prompts to the prompt bank, and assign teachers to 
him/herself (if the District Administrator of eVAL has delegated that task to the 
School Administrator and Principal 

¶ Resources ς The principal has access to pertinent resources that have been 
provided by the District or School Administrator of eVAL. The principal can also 
provide these resources, as well. 
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Signing into eVAL 
 

Ë Â A user signs in to the eVAL tool using the Office of the Superintendent of Public Instruction's Education Data System, or EDS. To 

access the Education Data System (EDS) web page, open your browser and go to the following URL: 
https://eds.ospi.k12.wa.us. You will need your username and password. 

 

 
 
 
Once a user is signed into the EDS system, they will see a list of applications to which they have access. Click on eVAL. No 
further login or password is required. 
 
Whether you are a principal or teacher using eVAL, your dashboard ǿƛƭƭ ōŜ ǘƘŜ ŦƛǊǎǘ ǎŎǊŜŜƴ ȅƻǳ ǎŜŜΦ ¸ƻǳΩƭƭ ƪƴƻǿ ǘƘŀǘ ȅƻǳ ŀǊŜ ŀǘ 
the dashboard because there will be a green marker to the left of the word Dashboard in the menu on the left. 
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Â SPECIAL INSTRUCTIONS FOR SIGNING IN AS A PRINCIPAL (OR ANY EVALUATOR) 
 

All principals will sign into eVAL according to the instructions on Page 6 of this user guide. However, once a principal signs in, 
s/he may have an additional step to take before using eVAL for their intended purpose. For ŜȄŀƳǇƭŜΧ 
 

Principal 
A Principal will need to click 
on the Options link at the top 
of the menu area, and then 
use the Work Area pull down 
menu to identify whether 
s/he is signing into eVAL to 
prepare for his/her own 
evaluation or to evaluate 
teachers. 

 
 

 
 
 
 
 
 
 
 
 
 

 
 

 
Head Principal 
A Head Principal will need to 
click on the Options link at 
the top of the menu area, 
and then use the Work Area 
pull down menu to identify 
whether s/he is signing into 
eVAL to prepare for his/her 
own evaluation, evaluate 
teachers, or evaluate 
principals. 
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District Evaluator 
Since a District Evaluator 
only evaluates principals, 
s/he will automatically 
enter into the eVAL tool 
ready to carry out that 
responsibility. There are no 
alternatives when they click 
on the Options link at the 
top of the menu area. 
 

 
 

 
 
 
 
 
 
 
 
 
District Teacher 
Evaluator 
Since a District Teacher 
Evaluator only evaluates 
teachers, s/he will 
automatically enter into the 
eVAL tool ready to carry out 
that responsibility. There 
are no alternatives when 
they click on the Options 
link at the top of the menu 
area. 
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Naming the window parts 
 
 
 
 
 
 
 

 

 

 

 

  

Menu panel  

Page title 

The framework filter 

(Allows you to switch between the instructional/leadership 

framework and the state framework. The framework that appears 

by default is configured by the District Administrator of eVAL.) 

Miscellaneous buttons and links 
(self-explanatory) 

Menu button 

(toggles the visibility of 

the menu on and off)  

Active menu  

(noted with a green marker 

to the left of the text) 

Work space 

(the main area where you 

make selections, enter text, 

click on buttons, etc.) 

User 

information 

Tabs 

Selection 

button 

Work space title 

(names the work space 

you will be using for 

your task) Text field 

(a box where you enter text or  

give something a name) 

Options link 

(provides access to 

an area where you 

identify your purpose 

for using the tool) Page Help button 

(provides online help) 
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Identifying floating panels 

 
 
 
 

  

Rubric Navigator 

(is available in  

some workspaces 

that require work 

and interaction 

with the 

instructional 

frameworkôs 

rubric.) 

Floating Checklists  

(appear in some work spaces to lead 

the user through the steps of the task.) 

Evidence Package Instructions 

(appears to guide you through the 

steps of creating evidence packages) 

Performance Bar 

This is the tool that is used to  

rate oneôs performance level. 
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Solving the mystery of the missing tabs 
 
There may be times when the tabs appear in a ƘƻǊƛȊƻƴǘŀƭ ƭŀȅƻǳǘ Χ 

 
 
Χ ŀƴŘ ƻǘƘŜǊ ǘƛƳŜǎ ǿƘŜƴ ǘƘŜȅ ŘƛǎŀǇǇŜŀǊ ŦǊƻƳ ǎƛƎƘǘΣ ŀƴŘ ȅƻǳ ŦƛƴŘ ǘƘŜƳ ƛƴ ŀ ŘǊƻǇ-down menu: 

 
 
This happens when the width of your browser window (and in some cases, your screen) is not adequate to display all of the tabs in a 
horizontal orientation. If this happens and you wish to see all of the tabs across the top of your work space, widen the browser window 
if you can. If this is not possible, rest assured that all of the tabs will still appear in the drop-down menu. 
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Â  Chapter 1a:  
Assigning teachers to their evaluators and to their evaluation cycles 

 

Context: 
A principal can assign each teacher to their evaluator and identify their evaluation cycle (comprehensive or focused) for the year. In 

order for the principal to be able to carry out these tasks, both of the following conditions must be met: 

¶ The District Security Manager must have set up both all principals and teachers in a building correctly in the EDS 
{ȅǎǘŜƳ ŀƴŘ ŀǎǎƛƎƴŜŘ ŜŀŎƘ ƻŦ ǘƘŜƳ ǘƘŜƛǊ ŎƻǊǊŜŎǘ ǊƻƭŜǎ Χ ŀƴŘ Χ 
 

¶ The District Administrator of eVAL must have delegated the responsibility of Assignments to the School level so 
that the principal Ŏŀƴ ŎŀǊǊȅ ƻǳǘ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘǎ ƻŦ ŜŀŎƘ ǘŜŀŎƘŜǊΩǎ ŜǾŀƭǳŀǘƻǊ ŀƴŘ ǘƘŜƛǊ ŜǾŀƭǳŀǘƛƻƴ ŎȅŎƭŜΦ 
 

 

1. Login to eVAL. Click on the Options link that is located toward the top of the gray vertical menu bar. 

 

2. In the space that appears to the right, make sure that the Work Area says Evaluate Teachers. LŦ ƛǘ ŘƻŜǎƴΩǘΣ ǳǎŜ ǘƘŜ ǎƳŀƭƭ ǘǊƛŀƴƎƭŜ ƛƴ 
the pull-down menu for the white field, and choose Evaluate Teachers. Then click on the green Done button. 
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3. Click on the Setup menu item in the gray vertical menu bar. It will be the next-to-the-last menu item listed. The Setup menu will 
expand and a green marker will appear to the left of the Setup menu, indicating that menu is now the active menu. In addition, 
three sub-menus will appear: Prompt Bank, Settings and Assignments. 

 

4. Click on the Assignments sub-menu. The large white workspace for teacher assignments will appear on the right, and will display a 
table of information for all of the teachers assigned to that school.  

 

5. LŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ Ŝ±![ !ŘƳƛƴƛǎǘǊŀǘƻǊ Ƙŀǎ ƎǊŀƴǘŜŘ ǘƘŜ ǇǊƛƴŎƛǇŀƭǎ ǘƘŜ ǊƛƎƘǘ ǘƻ ŀǎǎƛƎƴ ǘŜŀŎƘŜǊǎ ǘƻ ǘƘŜƛǊ ŜǾŀƭǳŀǘƻǊǎΣ ǘƘŜƴ ǘƘŜ ǇǊincipal can 
use the drop-down menu in the Evaluator column to ǎŜƭŜŎǘ ǘƘŀǘ ǘŜŀŎƘŜǊΩǎ ŜǾŀƭǳŀǘƻǊΦ 

 

6. To set the ǘȅǇŜ ƻŦ ŜǾŀƭǳŀǘƛƻƴ ŦƻǊ ŀ ǘŜŀŎƘŜǊΣ ŦƛƴŘ ǘƘŀǘ ǘŜŀŎƘŜǊΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ƭƛǎǘΣ ŀƴŘ ǳǎŜ ǘƘŜ Ǉǳƭƭ-down menu in the Evaluation Type 
column to make your selection. 
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7. If you selected Comprehensive in Step #6Σ ȅƻǳΩǊŜ ŘƻƴŜ ǿƛǘƘ ǘƘŜ ǘŀǎƪ ƻŦ ǎŜǘǘƛƴƎ ǘƘŀǘ ǘŜŀŎƘŜǊΩǎ ǘȅǇŜ ƻŦ evaluation for the year. 
However, if you selected Focused in Step 64 above, the following screen will appear, and there is more to do: 

 
 

a. All teachers on a focused plan must choose a student growth goal (C3, C6 or C8). If their focused plan is limited to one of  
those three criteria, use the drop-down menu to select the pertinent goal, and click on the green Save button. 

 

 

8. You will return to the Assignments ǿƻǊƪǎǇŀŎŜΦ ¢ƘŜ ǘŜŀŎƘŜǊΩǎ ŜǾŀƭǳŀǘƛƻƴ ǘȅǇŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ ¦ǎŜ ǘƘŜ Edit button if needed.  
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Â  Chapter 1b: Writing prompts for pre- and post-conferences 
 

Context: 
In eVAL 2.0, pre- and post-conference prompts can be developed and saved by the District Administrator, School Administrator or 
Principal. They are stored in a prompt bank, and the creator(s) of the prompts can mark them as Required or Not Required.  

 
 

Only the District Administrator of eVAL can write prompts for  
Student Growth Goals. They are required, by default. 
 
 

 

 
Who can create pre- and post-conference prompts? 
 

¶ Head Principals 

¶ Principals 

¶ District Administrators (of eVAL) 

¶ School Administrators (of eVAL) 
 

 

How to get started: 
 

a. Select the group (principals or teachers) whose prompts you are creating. 
 
b. If the Prompt Bank menu is not visible in the left menu bar, then click on the Setup menu and when it expands, choose 

Prompt Bank. 
 
 
 
The work space for the Pre-Conference tab will appear, and any prompts that have already been created and saved for pre-
conferences for that group will be listed in the work space. The source of that prompt and the requirement status will be noted in 
the table. Tabs for Post-Conference prompts and Student Growth Goal Setting prompts will also be visible and available. 
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1. To write a prompt, choose the pertinent work space tab. (See the previous page.) Click on the round green button by Add New 
Prompt. A text field will appear under the list of prompts. Click in the text field and type your prompt. If you want to require this 
prompt for each pre- or post-conference, place a check mark in the box, and then click on the green Done button. 

 
 

2. The new prompt will now be listed in the table. If it has not been assigned to any teachers yet, you can remove or edit it. 

 
 

3. If a District Administrator created the prompt, all principals in the district will be able to see and use the prompt for their  
pre-and post-conferences.  
 

4. If a School Administrator created the prompt, all principals in that school can see and use it. If a Head Principal or Principal created 
the prompt, other principals in that school can see it. 
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CHAPTER 2 

SELF-ASSESSMENTS 

 

 


