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General Information
The Early Childhood Observation System (ECOS) is integrated within the 
Louisiana Educator Portal (LEP). Users must sign in to the LEP to access the 
observation system.

Due to data security and system integrity requirements, Network 
Administrators must serve exclusively in a district-level capacity and may not 
also function as site-level administrators or staff members. 

If a user already has a MyLA and an EdLink Security Profile, please do not 
create a new one.

Once users have an active EdLink User Profile, they should log in to LEP and 
validate their SSN on the My Educator Profile page.
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https://registration.edlink.la.gov/
https://ldoe.edlink.la.gov/#/
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Getting Started in ECOS
Early Childhood Accountability
For support, email Alicia Franklin at alicia.franklin@la.gov or Sonia Gutierrez at sonia.fields-gutierrez@la.gov  
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Accessing ECOS for Teachers and Observers 
Creating your MyLa Credentials

● To create user credentials, acces MyLA and complete the required fields.

Creating your EdLink User Profile

● To create your EdLink User Profile, sign in to EdLink Security with your 
MyLa credentials.

● Click the EdLink Ops Portal button in the Application Menu. Then, 
complete the required fields in the New User Profile. 

Note: Additional permissions are not required for Teachers or Observers.
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.la.gov%2Fen-us%2F&data=05%7C02%7CAlicia.Franklin%40la.gov%7Cfccf8586c3224216d8ee08defa2731dd%7C89b0b16b677c4e6fa25461311d5b4a86%7C0%7C0%7C639223243403624326%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=al7C2d8b1DWxcHhHgIFfZRp4Wu2CIe5TXGiavQfCmWc%3D&reserved=0
https://ldoe.edlink.la.gov/#/


SSN Validation
Once a user has an active EdLink User Profile, they should log in to LEP and 
verify their SSN on the My Educator Profile page. A copy of their Social 
Security card may be required to authenticate their identity. Those needing a 
replacement card can request one through the Social Security Administration.
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Accessing ECOS for Site/School Administrators

If a user already has a MyLA and an EdLink Security Profile, please do not 
create a new one. Instead, skip to the Permission Request process. If not, 
please follow the steps outlined on the previous slide.

To request access, select the Permission Request tab on the registration 
screen in the EdLink Ops Portal. 

Complete the steps below to submit your permission request:
● Permission Type - General User Access
● Organization Selection - Early Childhood 
● Application Selection - Louisiana Education Portal 
● Location Filter - Local (Site)
● Location Selection - Site Name
● Role - ECOS
● Permission Selection - Admin 
● Click Submit 
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.la.gov%2Fen-us%2F&data=05%7C02%7CAlicia.Franklin%40la.gov%7Cfccf8586c3224216d8ee08defa2731dd%7C89b0b16b677c4e6fa25461311d5b4a86%7C0%7C0%7C639223243403624326%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=al7C2d8b1DWxcHhHgIFfZRp4Wu2CIe5TXGiavQfCmWc%3D&reserved=0
https://ldoe.edlink.la.gov/#/
https://registration.edlink.la.gov/Account/LoggedOut


Accessing ECOS for Site/School Administrators
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ECOS Roles
Third-Party Administrator - Add and edit third-party observers and assign 
observations.

Network Administrator - Add, edit, and remove sites and classrooms, and 
assign observations to local observers.

Site/School Administrator - View-only access without the ability to add, edit, 
or remove sites or classrooms.

CCR&R Coach - View-only access with limited access to site and classroom 
data. 

Observer - Add or edit observation data assigned by the Network 
Administrator or Third Party.
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Early Childhood Observation System
The Early Childhood Observation System (ECOS) is integrated within the 
Louisiana Educator Portal (LEP). Users must sign in to the LEP to access the 
observation system.
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https://lep.edlink.la.gov/


ECOS Login
Once the User Profile has been activated, users will be prompted to complete 
Multifactor Authentication Validation. This step is required each time a user 
logs into the system. 
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Educator Profile
The Educator Profile section displays the user’s identifying information. For 
educators employed in Louisiana public schools, this information is often 
already verified. 
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Educator Profile
The Navigation Panel on the left displays the menu options available based on 
the user's assigned role and permissions. The Tabs and Management tools at 
the top provide access to the areas of the system the user is authorized to 
view, manage, or update.
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ECOS Dashboard
The ECOS Dashboard is accessed by clicking on ECOS Admin and is designed 
to provide statewide announcements for CNLAs, Early Childhood Learning 
Centers, and Program Partners. 

14



Managing Sites and Classrooms
Early Childhood Accountability
For support, email Alicia Franklin at alicia.franklin@la.gov or Sonia Gutierrez at sonia.fields-gutierrez@la.gov  
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Adding New Sites
Community Network Lead Agencies (CNLAs) have the ability to add new sites 
to their network. In accordance with Bulletin 140, CNLAs should not add sites 
that opened after October 1.
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Adding New Sites
The Network Selection displays only the networks the Network Administrator 
is authorized to access. To add sites to an assigned network, select the blue 
box next to the desired site under the Not Yet Activated Sites list, which is 
populated from eScholar. 

17



List of Sites
The List of Sites displays sites based on the user’s assigned school year and 
authorized network(s). Network Administrators can view all assigned networks 
and select a site by clicking the green arrow to view or edit classrooms, add 
new classrooms, and update classroom information. Network and Site/School 
Administrators can also export and download files.
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List of Sites
The List of Sites displays sites based on the user's assigned school year and 
authorized network(s). By clicking the drop-down arrow next to the site code, 
the Latest Site Contacts name and title can be viewed.
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List of Classrooms
The List of Classrooms displays classrooms based on the selected school 
year, network, and site. Network Administrators have permission to add, edit, 
and close classrooms. To add a new classroom, click Add. A red exclamation 
mark next to a classroom name signifies that classroom information is 
incomplete. Site/School Administrators can only view this information.
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Updating Site Details
Network Administrators can edit the Site Type by selecting the appropriate 
option from the dropdown menu.
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Adding New Classrooms
Enter the Classroom Name, Classroom Configuration, and Lead Teacher. If 
applicable, select the Self-Contained Classroom checkbox. 
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Lead Teacher Vacancy
If a lead teacher has not been identified, mark the classroom as Vacant and 
complete the informational metrics for Curriculum, Adult: Child Ratio and 
click Confirm.
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NEW: October 1 Classroom Informational Metric 
All updates to October 1 informational metrics must be completed by October 1 
of the academic year. Click Confirm to save. 
Note: After October 1, the informational metrics fields will be shaded out until the 
following academic year. Failure to complete the October 1 informational metrics 
may impact Performance Profile ratings.
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Editing a Lead Teacher
If a lead teacher leaves a classroom and is replaced by another lead teacher, 
enter the new employee’s name in the Lead Teacher box and click the selected 
name. Update the October 1st data, if applicable, and click Confirm. The newly 
selected teacher will appear as the lead teacher for the classroom.
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Changing Classroom Configuration
If a classroom is opened with the wrong age configuration, it does not need to 
be closed. Instead, select the correct age configuration from the drop-down 
menu and click Confirm to save your changes.

26



Closing a Classroom
Closing a classroom should only be used when the classroom has actually 
ceased operating in its current physical space.

Examples of a true classroom closure include:
● Low enrollment resulted in the classroom no longer operating.
● The teacher left and the children were moved to another classroom.
● The classroom was permanently consolidated with another classroom.
● Do not close a classroom to correct information such as the age 

configuration, teacher assignment, or other classroom details. If the 
classroom is still operating in the same physical space, update the 
classroom information instead.

Only select Close Classroom if the classroom is no longer operating.
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To Remove or Close a Classroom 
If no observation has been scheduled or completed, and no observation data 
has been entered, users will only have the option to remove the classroom by 
clicking Remove. Otherwise, select the correct school year and click Close.
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Example: How to Close a Classroom 
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Example: How to Close a Classroom
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Reactivating a Closed Classroom
Network Administrators do not have user permissions to reactivate a closed 
classroom. This can only be done by an LDOE Administrator. 

To request that a closed classroom be reactivated, provide justification 
identifying why the classroom should be reopened to Alicia Franklin at 
alicia.franklin@la.gov and Sonia Gutierrez at sonia.fields-gutierrez@la.gov. 
 
Please allow up to 24 hours for a response.
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Closing Sites
If a site should be closed, Network Administrators should email Alicia Franklin 
at alicia.franklin@la.gov and Sonia Gutierrez at sonia.fields-gutierrez@la.gov. 
Please make sure all classrooms at the site are closed before submitting your 
request.

The email should include the following information:
● Site code
● Site name
● Effective date of site closure
● Justification identifying why the site should be closed, explicitly stating 

the reason for closure

Please allow up to 24 hours for a response regarding site closures in ECOS.
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Observations
Early Childhood Accountability
For support, email Alicia Franklin at alicia.franklin@la.gov or Sonia Gutierrez at sonia.fields-gutierrez@la.gov  
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Adding Observers
Observers must first have an active MyLA ID and an EdLink security profile to 
be added as an observer in ECOS. To add an observer, type the first few letters 
of the observer’s name. Once the observer has been located, select Add, and 
the observer will appear in the list of Observers.
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Removing Observers
To remove an observer, select the Remove button. The system will prompt the 
Network Administrator to Confirm Action before the observer is removed from 
the List of Observers.
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Scheduling an Observation
To schedule an observation, click the Schedule Observation button.
Note: Per Bulletin 140, Network Administrators must enter all local classroom 
observations scheduled at each site in ECOS by October 1 and February 1 of the 
respective academic year. The system will not allow observation orders to be added 
after the scheduled observation date has passed.
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List of Observations 
The List of Observations displays scheduled, completed, and canceled 
observations based on the selected school year, network, site, and classroom. 
Network Administrators, Third-Party Administrators, and LDOE Administrators have 
permission to schedule observations from this screen.
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Scheduling an Observation
Select the Primary Observer, Observation Date, and Observation Time. If 
applicable, select the Unannounced Observation and/or Third-Party 
Observation checkbox. 
Note: Observations can be assigned to an existing observer in the system or by 
adding a new observer to the classroom.
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Observation Order Notification
When an observation order is scheduled, the observer will receive an email 
notification that an observation has either been assigned or canceled. 
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Assigned Observations 
To view the observation order, the observer should click Assigned 
Observations on the Educator Profile page.
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Assigned Observations 
To enter observation data, the observer should click the Arrow next to the 
assigned observation to begin.
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Canceling an Observation
If a scheduled observation needs to be canceled, click Cancel next to the 
observation. A confirmation prompt will appears before the observation is 
canceled. Canceled observations will appear in the Canceled Observations 
list.
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Starting an Observation Order
Observers will first confirm the lead teacher. If a different lead teacher is being 
observed, the observer can update the selection by searching for and 
selecting the correct teacher from the Lead Teacher drop-down menu. The 
observer will then enter the names of additional adults present, shadow 
observer (if applicable), the arrival time, and click Save to proceed to the Cycle 
1 tab.
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Entering Observation Data
Observers will enter classroom data and scores for cycle 1, click Save and 
repeat for cycles 2, 3 and 4.  
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Completing a Local Observation
For local observations, observers must document one area of reinforcement 
(strength) and one area of refinement (growth), each with supporting evidence. 
Observers must also provide next steps/action plan narrative to support 
teacher development in the area of refinement. Before clicking Submit, enter 
the departure time.
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Completing a Third-Party Observation
For third-party observations, observers must document two areas of 
reinforcement (strength) and two areas of refinement (growth), each with 
supporting evidence. Before clicking Submit, Enter the departure time.
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Observation Summary
The Observation Summary page displays the average score for each domain 
and the final score, excluding the Negative Climate dimension, and 
Conclusion.
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Completed Observations
Completed Observations for this classroom are listed here. To review the 
results, click View Details.
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Downloading Observations

To download a completed observation, click Download. The observation 
summary will be downloaded to your Downloads folder, which can be 
accessed from your Browser’s Downloads Toolbar.
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Error Corrections and Appeals
Early Childhood Accountability
For support, email Alicia Franklin at alicia.franklin@la.gov or Sonia Gutierrez at sonia.fields-gutierrez@la.gov  
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Submitting an Error Correction
To submit an error correction, click the Reopen button and Select a Reason 
from the drop-down list. 
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Submitting an Error Correction
Select a Reason, enter the Justification, and click Confirm to submit the error 
correction request. The LDOE will review the request and either Accept or 
Reject it. If accepted, the observer will be notified via email that the error 
correction has been undone. If rejected, additional information may be 
required.
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ECOS is supported by the Office of Assessments, Accountability, and 
Analytics (AAA).

Please send all questions or concerns to Alicia Franklin at 
alicia.franklin@la.gov or Sonia Gutierrez at sonia.fields-gutierrez@la.gov. 
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