ECED 4790: Student Teaching and Reflective Seminar

Student Teacher Checklist for Assignments in LiveText

(Updated 8/14/08)
Please make sure you have entered the following information into your LiveText account by the due date set by your university supervisor.  Failure of completion will result in earning an incomplete for student teaching. See attached “How To” pages for LiveText instructions. Through LiveText, “Send for Review” your documents to your university supervisor and/or other specified accounts.  

A. Data Forms/Assessments for the ECSE Department and the College of Education
 Complete the following by end of third week.
_____ 1. ECE Content Form (Directions: Page 3, Section 1)
_____ 2. ECE Content Data (Initial) Document (Directions: Page 3, Section 2)
_____ 3. Initial Teacher Field Experience Placement Form (Directions: Page 3, Section 3)
_____ 4. Educator Disposition Form (Directions: Page 4, Section 4)
_____ 5. ECE Initial Program Portfolio (Send for review your ECE Initial Program Portfolio to the ECED Program Account.  The LiveText username for the ECED Program Account is “eced.”   


B. ECE Teacher Work Sample

_____ 1. Download your Teacher Work Sample. 
               (Directions: Page 4, Section 5)
_____ 2. Contextual Factors (Complete and submit for review to your VSU supervisor by assigned due date.)
_____ 3. Learning Goals & Assessment Plan (Complete and submit for review to your VSU supervisor by
                assigned due date.)
_____ 4. Design for Instruction (Complete and submit for review to your VSU supervisor by assigned due 
                 date.)
_____ 5. Analysis of Student Learning & Reflections (Complete and submit for review to your VSU

                supervisor by assigned due date.)
C. Nine Lesson Plans
(Directions for downloading lesson plan template for attach lesson plan, attaching lesson plan, and  submitting  for review are on page 4, section 6.)
_____1. - 1st (First) Lesson Observed by Supervisor (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan & “Submit for Review” to your VSU supervisor.)
_____2. - 1st (First) Lesson Observed by Mentor Teacher (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” with “ecementor” in LiveText.)
_____3. - 1st (First) Lesson Self-Evaluated (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” with yourself.  Directions: Page 4, Section 7)
_____4.  - 2nd (Mid-term) Lesson Observed by Supervisor (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” to your VSU supervisor.)
_____5. - 2nd (Mid-term) Lesson Observed by Mentor Teacher (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” with “ecementor” in LiveText.)
_____6. - 2nd (Mid-term) Lesson Self-Evaluated (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” with yourself.)
_____7. - 3rd (Final) Lesson Observed by Supervisor (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” to your VSU supervisor.)

_____8. - 3rd (Final) Lesson Observed by Mentor Teacher (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” with “ecementor” in LiveText.)  
_____9. - 3rd (Final) Lesson Self-Evaluated (Download Lesson Plan Template for Attached Lesson Plan, attach lesson plan, and “Submit for Review” with yourself.)
D. COE Observation Instrument

_____1. Complete Self-evaluation for 1st (First) Lesson Plan Self-Evaluated. (Please Note: Carefully select the “COE Observation Instrument (ST Self-Eval. Rubric)" from your LiveText Inbox.  [Directions: Page 5, Section E, How To Use the “COE Observation Instrument (ST Self-Eval. Rubric)" to Evaluate Your Self-evaluation Lesson] (Also be sure to print a copy of your evaluation to give to your supervisor.)
_____2. Complete Self-evaluation for 2nd (Mid-term) Lesson Plan Self-Evaluated. (Please Note: Carefully select the “COE Observation Instrument (ST Self-Eval. Rubric)" from your LiveText Inbox.  [Directions: Page 5, Section E, How To Use the “COE Observation Instrument (ST Self-Eval. Rubric)" to Evaluate Your Self-evaluation Lesson]  (Also be sure to print a copy of your evaluation to give to your supervisor.)

_____3. Complete Self-evaluation for 3rd (Final) Lesson Plan Self-Evaluated. (Please Note: Carefully select the “COE Observation Instrument (ST Self-Eval. Rubric)" from your LiveText Inbox.  [Directions: Page 5, Section E, How To Use the “COE Observation Instrument (ST Self-Eval. Rubric)" to Evaluate Your Self-evaluation Lesson]  (Also be sure to print a copy of your evaluation to give to your supervisor.)
E. Disposition Evaluations: Mentor Teacher, University Supervisor, and Self-Evaluation by Teacher Candidate   (Please note additional information about dispositions in Student Teacher Handbook.)
_____1. Download ECE Disposition Document in LiveText.  (See below on Page 6, Section 7 (1st Part) in LiveText “How To” Pages: How To Directions for ECE Dispositions in LiveText, 1st Part – Download ECE Disposition Evaluation Document.)
_____2. Send Disposition Document to three LiveText Accounts. Send to LiveText accounts of: your University Supervisor, yourself, and “ecementor” (username for ECE Mentor Account).  (See below on Page 6, Section 7 (2nd Part) in LiveText “How To” Pages: How To Directions for ECE Dispositions in LiveText, 2nd Part – Submit Your Document for Review.)
_____3. Assess your ECE Dispositions in LiveText.  (See below on Page 6, Section 7 (3rd Part) in LiveText “How To” Pages: How To Directions for ECE Dispositions in LiveText, 3rd Part – Assessing Your ECE Dispositions.)
[image: image2.jpg]college ~%
Li\g/eTe;('t

edu solutions



   
LiveText Information & How To Directions for ECE Student Teachers 

1. Directions to: Complete ECE Content Form

      A. The ECE Content Form will be in your LiveText account under Forms (After you open your LiveText account, “Forms” will be on the top toolbar.)  Click on “Forms” and the form page will open.  Next to ECE Content Form, click on “Take form.”  Complete the form and click on the “Submit Form” at bottom of the form.  (Please note: Be sure to complete the ECE Content Form before you download the ECE Content Data template, because you will need to use the ECE Content Form with the ECE Content Data template.)


2. Directions to: Download ECE Content Data (Initial) Document & Complete

    A. Download Your ECE Content Data (Initial) Document
            1. Open your LiveText account and on your main page, Dashboard, select “New Document”
             button.  (This will open the Create a Document page.)
2. From the “Choose a folder” dropdown list, select COE-ECE Templates under “Valdosta State University.
3. From the “Choose a template” dropdown list, select “ECE Content Data (Initial)” template.
4. Wait until the screen displays the template outline on the right side of the screen.
5. Enter the title, “ECE Content Data (Initial)”.

6. Click “Save as New Document” button. 
   B. To Complete Your ECE Content Data (Initial) Document

       1. After your ECE Content Data (Initial) document opens, on 1st page of document, follow the directions to compete information for your Course Grades. (Directions to edit document: Page 5, Section A)
       2. Open 2nd page (to open 2nd page: select “Content Self-Evaluation” on right side column).  Follow the Content Self-Evaluation directions: After you have completed your "ECE Content Form," insert your content form in the section below.   When you click on "edit" in the section below, the edit window will open with a dropdown list to select and to add your ECE Content Form.


   C. “Send for Review” Your ECE Content Data (Initial) Document with the ECED Program Account
        1. After you have completed the information for your ECE Content Data (Initial) Document and have added your ECE Content Form, then you will “Send for Review” your ECE Content Data (Initial) Document with the ECED Program Account.  The LiveText username for the ECED Program Account is “eced.”   (See How To “Send for Review” Documents directions on page 5, section B.)



3. Directions to: Complete Initial Teacher Field Experience Placement Form
   A. The Initial Teacher Candidates FEX (name of form in LiveText account) is in your LiveText account under “Forms” will be on top toolbar.  Click on “Forms” and the form page will open.  Next to Initial Teacher Candidates FEX form, click on “Take form.”  Complete the form and click on the “Submit Form” at bottom of the form.

(Please Note: Previously, you should have filled out a separate form for each of your field experiences.)


4. Directions to: Complete Educator Disposition Form 
    A.  The title of the Educator Disposition Form in LiveText is “Student Teacher Disposition Form.”  The Student Teacher Disposition Form will be in your LiveText account under Forms. (After you open your LiveText account, “Forms” will be on top toolbar.)  Click on “Forms”, and the form page will open.  Next to “Student Teacher Disposition Form”, click on “Take form.” When you have completed the form, then select the “Submit Form” at bottom of the form.

  
5. Directions to: Download & “Send for Review” Teacher Work Sample (TWS) 
     A. Download Teacher Work Sample 

            1. Open your LiveText account and on your main page, Dashboard, select “New Document”
             button.  (This will open the Create a Document page.)
2. From the “Choose a folder” dropdown list, select COE-ECE Templates under “Valdosta State University.
3. From the “Choose a template” dropdown list, select “ECE Teacher Work Sample template.
4. Wait until the screen displays the template outline on the right side of the screen.
5. Enter the title, “ECE Teacher Work Sample.”
6. Click “Save as New Document” button. 
      B. “Send for Review” Your Teacher Work Sample 
          1. “Send for Review”” your Teacher Work Sample with your VSU supervisor. (See How To “Send for Review” Documents directions on page 6, section B.)


6.  Directions to: Download Lesson Plan Template for Attached Lesson Plan. Then Attach Lesson Plan and “Submit for Review” with Self, VSU Supervisor, or Mentor Teacher that Observed You Teaching Your Lessons.
Open LiveText

1. Click on the “Documents” tab at the top of the page.

2. Click on the “New” sub-tab near top of page.

3. Click on arrow next to drop-down menu for “Choose a folder.”  Under Valdosta State University, select “Lesson Plans.”

4. Click on arrow next to drop-down menu for “Choose a template.”  Choose “Lesson Plan Template for ATTACHED Lesson Plan.”

5. Give your lesson plans a title and a brief description of the lesson plan, such as “American Indians.”  Please Note: You will need a total of nine Lesson Plan Templates for Attached Lesson Plans (three lessons observed by your supervisor, three lessons observed by your mentor teacher, and three self-evaluation lessons).   

Title Names for each of the nine Lesson Plan Templates for Attached Lesson Plan: 
     1st (First) Lesson Observed by Supervisor, 
     2nd (Mid-term) Lesson Observed by Supervisor, 
     3rd (Final) Lesson Observed by Supervisor 

     1st (First) Lesson Observed by Mentor Teacher, 
     2nd (Mid-term) Lesson Observed by Mentor Teacher, 
     3rd (Final) Lesson Observed by Mentor Teacher

     1st (First) Lesson Self-Evaluated, 
     2nd (Mid-term) Lesson Self-Evaluated, 
     3rd (Final) Lesson Self-Evaluated) 
6. Click on “Save as a new document” box right below.

7. Document will open, on the right-hand side, to the right of “Section for Attaching Lesson Plans,” click on “Edit.”

8. You will come up to a new section--“Section:  Section for Attaching Lesson Plan.”  

9. You will see a Section Title listed as: “Section for Attaching Lesson Plan.” Write additional description of lesson plan and complete the sentence that begins, “Attached below is a lesson plan written for ----” (e.g., Attached below is a lesson plan on the American Indians that will be implemented in a 2nd grade class.).  Go to the bottom of this page where it says “File Attachments.”  Click the “edit” button below the word “Attachments.”

10. You will see “View Label” with two buttons to the right. Click on the second button, labeled “Upload New File.” A new page will open (file manager). Under “Upload New File,” click on the “Browse” button. Get your lesson plan from wherever you have it saved.  (The document you should submit through LiveText is the Lesson Plan for the class you are teaching for your supervisor evaluation and/or for your self-evaluation). Then click on “Add to Queue.” Click, “Upload Selected Files.” Wait until you the following message, “File Upload Completed,” then click “Save and Finish” button at the top right side of the page. This will take you back to your document (“Lesson Plan for …). 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Send for Review

11. Click on the “Send for Review” button at the top of the page.  This will take you to the page where you type in the users’ names of the people to whom you want to send your lesson (Three with your VSU supervisor, three with your mentor teacher (LiveText username for mentor is “ecementor”), and three with yourself.  The final step for submission is to click the “Submit” button at the bottom. You will know that you have successfully submitted your lesson plan if you receive this message:  “Successfully shared this document with 1 user.” 


 D. Complete self-evaluation of your lesson using the “COE Observation Instrument (ST Self-Eval. Rubric)" from your LiveText Inbox.  
1. Click on the “Reviews” tab at the top of the page by the C1 LiveText logo.  The default box is the inbox; your lesson plan should be showing on this page. Click on your document for self-evaluation.  Your document will open, click on the “Assess Document” button at the top of the page.

2. This will take you to the “Choose an Assessment Document” page. You will see a button labeled “Select Document” and another labeled “View Labels.” Click on the “Assessments” box next to the “View Labels” button. Scroll down and select “Inbox.”  Find the rubric you want:   COE Observation Instrument (ST/Intern Self-Eval. Rubric).  Select the radio button to the left of this document then click on the “Select Document” button on the top.  
3. Rubric will open, click on “Rubrics” at the top left side; the assessment rubric indicators will appear.  Complete the assessment rubric; you MUST add comments for each section.  At the bottom, select the correct milestone (e.g. 1st, 2nd, or 3rd--be VERY careful that you choose the correct one).  Then select “official” reporting type.  Finally, click on “Save and Submit Assessment” at the bottom of the page.

 (If you are having problems with opening the rubric window or opening a rubric, the problem may be the pop-up window setting.   See information below about pop-up blockers.)
    Please note if you have not completed the evaluation:
(If you have not completed the evaluation and would like to save what you have done to work on later, next to "Reporting," select "Practice," and then select “Save”.  When you open this rubric again to complete the evaluation, your previous work and comments should be there and ready for you to continue.)


7. How To Directions for ECE Disposition Evaluations in LiveText
(1st) First - Download ECE Disposition Evaluation Document

   1. Open your LiveText account and on your main page, Dashboard, select “New Document”    

            button.  (This will open the Create a Document page.)
   2. From the “Choose a folder” dropdown list, select COE-ECE Templates under “Valdosta State University.
   3. From the “Choose a template” dropdown list, select “ECE Disposition Evaluation” template.
   4. Wait until the screen displays the template outline on the right side of the screen.   
   5. Enter the title, “ECE Disposition Evaluation.”

   6. Click “Save as New Document” button.

(2nd) Second – Send for Review
1. With your ECE Disposition Evaluation document open, click on the "Send for Review" top of page.  [You will need to send for review your ECE Disposition Evaluation document to three LiveText accounts: to your University Supervisor, to yourself, and to the ECE Mentor Account (ECE mentor account username is “ecementor”).] 
2. Send for Reviewer window will open.  Type (for the three reviewers): ecementor, last name of your University Supervisor, and your last name, this will bring up a list.

3. Click on your three reviewers (ecementor, your University Supervisor, and your name), this will put the three reviewers’ names in the Send to Reviewer space.  Then click the “Send” button. 

4. Click “Finish.” (Your document will be sent to your reviewers’ LiveText accounts.)

(3rd) Third – Assessing Your ECE Dispositions

   1. On Dashboard (main page), click on "Reviews" (on top toolbar).  
   2. Select Inbox tab at top of page.  Click on the ECE Disposition Evaluation document that you are going to assess.  
   3. Click on “Assess Document,” under Document View tab.
   4. You will need to select a rubric to assess your document by clicking on "Assess Document," a Choose an Assessment Document window will open. 
  5. Select the “ECE Program Disposition Candidate Self-Evaluation” rubric. 
  6. Rubric window will open to assess your document.  Click on Rubric (top of page) to open rubric on the page.  (If you are having problems with opening the rubric window or opening a rubric, the problem may be the pop-up window setting.   See information in section I about pop-up blockers.)
7. Be sure to print a copy of your Disposition Self-Evaluation for your University Supervisor.
8. When you have completed the form and printed a copy, then select the “Save & Submit” button.



When Evaluating a Document and the Assessment Window Does Not Open because of Your "Pop-up Blocker"
1. Open Internet Explorer and click on Tools on the top toolbar.  Select Pop-up Blocker and a side tab will open.  The side tab should have "Turn On Pop-up Blocker" showing.  See illustration below:
   * (If side tab has "Turn Off Pop-up Blocker" then select "Turn Off Pop-up Blocker."  This will change your side tab to "Turn On Pop-up Blocker" when you open the tab the next time and will allow your assessment window to open.) 
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