
Professional Semester 3
Checklist & Information for Assignments in LiveText ECE Initial Program Portfolio

(Revised March 3, 2009)
Please make sure you have entered the following information into your LiveText ECE Initial Program Portfolio by the due dates set by your instructors.  As outlined below, assignments and information are listed under the course headings and standards in your LiveText portfolio (Note: Indicators are listed on standard pages in your e-portfolio). If you have not done so before, you will need to download your ECE Initial Program Portfolio.   See attached “How To” pages for LiveText instructions. 
Standard IV: Assessment  (Read the standard & indicators listed on this page in your e-portfolio.)
READ 4100
  READ 4100 Assessment and Correction of Reading/Writing Difficulties
  In ECE Initial Program Portfolio:
_____ 1. Description (Type a response to the prompt.)

_____ 2. Rationale (Type a response to the prompt.)

_____ 3. Impact (Type a response to the prompt.)

_____ 4. Reflection (Type a response to the prompt.)

_____ 5. Pre/Posttest Chart (Attach the Word document.) 

_____ 6. Action Plan (Attach the Word document.)

_____ 7. Lesson Plans (Two) (Attach each lesson plan as a separate Word document.)

_____ 8. Summary of Findings (Attach the Word document.)
_____ 9. Send for Review – Submit only the “READ 4100 Assessment and Correction of Reading/Writing Difficulties” page of your portfolio to your instructor for READ 4100. Since you will only send the page with the information and lesson plans for review, you will need to hide the other pages of your portfolio.  (Instructions: Page 6 Section D, “How To Hide & Unhide Pages in your Portfolio or Documents” and Page 6 Section E, “How To Pages: How To Send Documents for Review.”)  
Standard V: Planning & Instruction (Read the standard & indicators listed on this page in your e-portfolio.)
ECED 4300
  ECED 4300 Lesson Plan 1
  Attach to Lesson Plan Template:
_____1. Attach ECED 4300 Lesson Plan 1 and contextual factors to “Lesson Plan Template for ATTACHED Lesson Plan.”  (Instructions: Page 5 Section B: How To Download Lesson Plan Template for ATTACHED Lesson Plan.)
_____2. Send for Review – “Template for ATTACHED Lesson Plan” with your lesson plan and contextual factors attached to your instructor for ECED 4300. (Instructions: Page 6 Section E: How To Send Documents for Review.)

    In ECE Initial Program Portfolio:
_____ 3. Contextual Factors (for Lesson Plan 1) (Attach the Word document.)

_____ 4. Lesson Plan 1 (Attach the Word document.)
  ECED 4300 Lesson Plan 2
    In ECE Initial Program Portfolio:
_____ 1. Contextual Factors (for Lesson Plan 2) (Attach the Word document.)

_____ 2. Lesson Plan 2 (Attach the Word document.)
_____ 3. Send for Review – Since you will only send the page with the information and lesson plans for review, you will need to hide the other pages of your portfolio.  (Instructions: Page 6 Section D, “How To Hide & Unhide Pages in your Portfolio or Documents” and Page 6 Section E, “How To Pages: How To Send Documents for Review.”)  
ECED 4400
  ECED 4400 Lesson Plan 1
    In ECE Initial Program Portfolio:
_____1. Attach ECED 4400 Lesson Plan 1 and contextual factors to “Lesson Plan Template for ATTACHED Lesson Plan.”  (Instructions: Page 5 Section B: How To Download Lesson Plan Template for ATTACHED Lesson Plan.)
_____2. Send for Review - “Template for ATTACHED Lesson Plan” with your lesson plan and contextual factors attached to your instructor for ECED 4400. (Instructions: Page 6 Section E: How To Send Documents for Review.)
    In ECE Initial Program Portfolio:
_____ 3. Contextual Factors (for Lesson Plan 1) (Attach the Word document.)

_____ 4. Lesson Plan 1 (Attach the Word document.)
READ 4200
  READ 4200 Lesson Plan 1
    In ECE Initial Program Portfolio:
_____1. Attach ECED 4200 Lesson Plan 1 and contextual factors to “Lesson Plan Template for ATTACHED Lesson Plan.”  (Instructions: Page 5 Section B: How To Download Lesson Plan Template for ATTACHED Lesson Plan.)
_____2. Send for Review - “Template for ATTACHED Lesson Plan” with your lesson plan and contextual factors attached to your instructor for ECED 4200. (Instructions: Page 6 Section E: How To Send Documents for Review.)
    In ECE Initial Program Portfolio:
_____ 3. Contextual Factors (for Lesson Plan 1) (Attach the Word document.)

_____ 4. Lesson Plan 1 (Attach the Word document.)
_____ 5. Send for Review – Since you will only send the page with the information and lesson plans for review, you will need to hide the other pages of your portfolio.  (Instructions: Page 6 Section D, “How To Hide & Unhide Pages in your Portfolio or Documents” and Page 6 Section E, “How To Pages: How To Send Documents for Review.”)  
  READ 4200 Lesson Plan 2
In ECE Initial Program Portfolio:
_____ 1. Contextual Factors (for Lesson Plan 2) (Attach the Word document.)

_____ 2. Lesson Plan 2 (Attach the Word document.)
_____ 3. Send for Review – Since you will only send the page with the information and lesson plans for review, you will need to hide the other pages of your portfolio.  (Instructions: Page 6 Section D, “How To Hide & Unhide Pages in your Portfolio or Documents” and Page 6 Section E, “How To Pages: How To Send Documents for Review.”)  
************************************************************************************
Submit for Review the Lesson Plan Observed by your Practicum Supervisor

_____1. The lesson plan and contextual factors for the lesson that your Practicum Supervisor observed you teaching are attached to the “Lesson Plan Template for ATTACHED Lesson Plan.” (Instructions: Page 5 Section B: How To Download Lesson Plan Template for ATTACHED Lesson Plan.)
_____2.  Send for Review – “Template for ATTACHED Lesson Plan” with your lesson plan and contextual factors attached to your Practicum Supervisor.  (Instructions: Page 6 Section E: How To Send Documents for Review.)
********************************************************************************************************
Note: Below is a list of assignments you should complete and send to your ECED 4690 instructor.  See information on page 5 for special instructions for sending

your portfolio to your ECED 4690 instructor.
Standard II: Knowledge of Students & Their Learning (Read the standard & indicators listed on this page in your e-portfolio.)
ECED 4690
  Contextual Factors for Professional Semester 3
  In ECE Initial Program Portfolio:
_√___1. Description – This section is already completed for you.  

_____ 2. Rationale - Identify one or more COE Indicators for Standard II: Knowledge of Students and Their Learning and include your rationale for using this artifact for meeting each of the identified indicators.
_____3. Impact - Describe how your use of these contextual factors impacted your instruction and the students' learning.  Include a description of the students' progress as it relates to the primary learning outcomes and the contextual factors.  Include specific data from informal and/or formal assessments.
_____ 4. Reflection - Reflect on what you have learned about students and their learning from developing the contextual factors and implementing the lesson.  Discuss what you could do differently or better in the future to improve your development of the contextual factors, the students' performance, and your instruction.
_____ 5. Artifact - Attach the Word document containing the contextual factors for one lesson taught during Professional Semester 3 (ECED 4690). 

_____ 6. Send for Review – See special instructions on page 5 for sending this page of your portfolio, “Contextual Factors for Professional Semester 3,” to your ECED 4690 instructor.
Standard IV: Assessment  (Read the standard & indicators listed on this page in your e-portfolio.)
ECED 4690
  Professional Semester 3 Assessments

  In ECE Initial Program Portfolio:
_√__  1. Description – This section is already completed for you.  

_____ 2. Rationale - Identify one or more COE Indicators from Standard IV: Assessment and include your rationale for using this artifact for meeting each of the identified indicators.

_____3. Impact - Describe how your use of this artifact impacts your students' learning or your professional practice.  If this artifact is a lesson/activity that you taught, describe the students' progress as it relates to the primary learning outcomes.  Include specific data from informal and/or formal assessments.

_____ 4. Reflection - Reflect on what you have learned from developing and implementing this artifact.  Discuss what you could do differently or better in the future to improve your students' performance or your professional practice.

_____ 5. Artifact - Complete the “Result of Instruction for the Impact on Student Learning” chart to include the results of your students' assessments for two lessons taught during Professional Semester 3 (ECED 4690). (The chart should be in this artifact section of your portfolio.  If you do not have the Result of Instruction for the Impact on Student Learning chart in this Artifact section, you will need to go to Standard V, then to the second artifact section titled, “Practicum Portfolio (Professional Semester 1, 2 & 3).”  Highlight and copy the chart then go back to the Professional Semester 3 Assessments under Standard IV and paste the chart in the artifact section.)  
_____ 6. Send for Review – See special instructions on page 5 for sending this page of your portfolio, “Standard IV - Professional Semester 3 Assessments,” to your ECED 4690 instructor. 
Standard V: Planning & Instruction (Read the standard & indicators listed on this page in your e-portfolio.)
ECED 4690
  ECED 4690 Practicum 3
  In ECE Initial Program Portfolio:
_____ 1. Description - Provide semester and year for your ECED 4690 practicum course.  Provide the grade level of your students in your practicum classroom.  

_____ 2. Rationale - Identify one or more COE Indicators and include your rationale for using the ECED 4690 artifacts for meeting each of the identified indicators.  (Indicators for Standard V are listed on the Standard V page in your e-portfolio.)
_____3. Impact - Describe how your use of the ECED 4690 artifacts to impact your students' learning or your professional practice.  If the ECED 4690 artifacts are a lesson/activity that you taught, describe the students' progress as it relates to the primary learning outcomes.  Include specific data from informal and/or formal assessments.  
_____ 4. Reflection - Reflect on what you have learned from developing and implementing the ECED 4690 artifacts.  Discuss what you could do differently or better in the future to improve your students' performance or your professional practice.
_____ 5. Send for Review – See special instructions on page 5 for sending this page of your portfolio, “Standard V - ECED 4690 Practicum 3,” to your ECED 4690 instructor.
Standard VI: Professionalism (Read the standard & indicators listed on this page in your e-portfolio.)
Disposition Evaluations by Instructor (Be sure to follow directions carefully)
_____1. Download ECE Disposition Document in LiveText.  (Instructions: Page 7 Section G, How To Directions for ECE Dispositions in LiveText.)
_____2. Send for Review Submit your ECE Disposition Document in LiveText to your ECED 4690 instructor.  (Instructions: Page 6 Section E: How To Send Documents for Review.)
_____3. Receive your ECE Dispositions  After your ECED 4690 instructor evaluates your dispositions, your disposition assessment will be sent to you in LiveText.  (Note: You will not be able to complete #3-5 until you have received your ECE Dispositions assessment from your ECED 4690 instructor.  You need to be sure you have completed #2, Send for Review, so your instructor can assess your dispositions and send the assessment to you.) (Instructions: Page 7 Section G, How To Directions for ECE Dispositions in LiveText.) 

_____ 4. Copy and paste your instructor’s disposition assessment and your self-assessment in LiveText ECE Initial Program Portfolio on the Standard VI Artifact 1 page.   

(Instructions: Page 8 Section G (4th Fourth) in LiveText “How To” Pages: How To Directions for ECE Dispositions in LiveText, 4th Fourth – Copying and Pasting Instructor’s Disposition Assessment & Your Self-Assessment.)
_____ 5. Send for Review – See special instructions on page 5 for sending this page of your portfolio, “ECED Disposition by Instructor,” to your ECED 4690 instructor.
Disposition Evaluations by Teacher Candidate (Be sure to follow directions carefully)
_____1. Open your ECE Disposition Document in LiveText, it is located under your Document section in your LiveText. (Note: After you have downloaded your ECE Disposition Document in the directions #1 above, then it will be located in your LiveText Document section.) 
_____2. Send for Review - Submit your ECE Disposition Document to yourself in LiveText.  (Instructions: Page 7 Section G, How To Directions for ECE Dispositions in LiveText.)
_____3. Assess your ECE Dispositions in LiveText.  Be sure to select a level for all indicators.  (Instructions: Page 7 Section G (3rd Third), How To Directions for ECE Dispositions in LiveText.) 

_____ 4. Copy and paste your instructor’s disposition assessment and your self-assessment in LiveText ECE Initial Program Portfolio on the Standard VI Artifact 1 page.   

(Instructions: Page 8 Section G (4th Fourth) in LiveText “How To” Pages: How To Directions for ECE Dispositions in LiveText, 4th Fourth – Copying and Pasting Instructor’s Disposition Assessment & Your Self-Assessment.)
_____ 5. Send for Review – See special instructions on page 5 for sending this page of your portfolio, “ECED Disposition Self-Eval,” to your ECED 4690 instructor.

Special Instructions for Sending your Portfolio Pages 
to your ECED 4690 Instructor

Since you have several pages to send to your ECED 4690 instructor, you will need to submit your portfolio one time with the pages completed and listed below as unhide pages.  (Instructions: Page 5 Section C, “How To Hide & Unhide Pages in your Portfolio or Documents” and Page 5 Section D, “How To Pages: How To Send Documents for Review.”)  
_____ 1. Standard II: Knowledge of Students & Their Learning; Contextual Factors for Professional Semester 3
_____ 2. Standard IV: Assessment; Professional Semester 3 Assessments
_____ 3. Standard V: Planning & Instruction; ECED 4690 Practicum 3
_____ 4. Standard VI: Professionalism; Disposition Evaluations by Instructor
_____ 5. Standard VI: Professionalism; Disposition Evaluations by Teacher Candidate

****************************************************************************************************
[image: image1.jpg]college ~%
Li\g/eTe;('t

edu solutions





 INCLUDEPICTURE "http://www.valdosta.edu/%7Edjudd/livetextname2.jpe" \* MERGEFORMATINET [image: image2.jpg]college ~%
Li\g/eTe;('t

edu solutions





 INCLUDEPICTURE "http://www.valdosta.edu/%7Edjudd/livetextname2.jpe" \* MERGEFORMATINET [image: image3.jpg]college ~%
Li\g/eTe;('t

edu solutions





 INCLUDEPICTURE "http://www.valdosta.edu/%7Edjudd/livetextname2.jpe" \* MERGEFORMATINET [image: image4.jpg]college ~%
Li\g/eTe;('t

edu solutions




LiveText “How To” Pages

A. How To Download Your Portfolio:
1. On your LiveText main page, Dashboard, select Document tab (top of page).  Then select New button and the Create Document page will open.
2. From Choose a Folder dropdown list, under Valdosta State University select COE - ECE Templates. 
3. From the Choose a Template dropdown list, select ECE Initial Program Portfolio. 

4. Wait until the screen displays the template outline on the right side of the screen.
5. Enter the Title for your portfolio: “ECE Initial Program Portfolio.” (It is important to use this title for your portfolio, instructors will only except this title for your portfolio.)
6. Click “Save as New Document” button.
B. How To Download “Lesson Plan Template for ATTACHED Lesson Plan” & To Attach a Lesson Plan”
1. On your LiveText main page, Dashboard, select Document tab (top of page).  Then select New button and the Create Document page will open.
2. From Choose a Folder dropdown list, under Valdosta State University select Lesson Plans. 
3. From the Choose a Template dropdown list, select Lesson Plan Template for ATTACHED Lesson Plan. 

4. Wait until the screen displays the template outline on the right side of the screen.
5. Enter the Title for your portfolio: “Your title should include course with lesson plan 1 or 2” (example: ECED 3400 Lesson Plan 1) If your practicum supervisor observed your lesson, then include in title: Observed by (practicum supervisor’s name).” (example: ECED 3400 Lesson Plan 1 Observed by Dr. Judd)
6. Click “Save as New Document” button.
C. How To Edit Your Documents:
1. On Dashboard (main page), select Document tab (top of page).  Find the document that you would like to edit (i.e., your portfolio, etc.).
2. Open your document to edit by clicking on the name of your document. 
3. After your document opens, find the section in your document that you would like to edit, and click on the "Edit" on the top right of that section.
4. An editing window will open, and you can edit the section selected.
5. As you edit, you can save by clicking on the "Save Changes" button.
6. When you have completed the editing, click on the "Save & Finish" button on the top right side.  (This will take you back to your document page.) 
D. How To Hide & Unhide Pages in Your Portfolio or Documents
(If you want to only send or submit only a certain page  in LiveText, then you can hide the pages of your portfolio or document that you do not want to send.)
  How To Hide Pages
   1. Open the portfolio or document in your LiveText that you want to send, but would like to hide some of the pages.
   2. Select tab, "Manage Pages" and the Manage Pages window will open.
   3. Put a check in the box in front of all of the pages that you want to hide.  (The page that you want to send should not be checked.)
   4. Click on the "Hide."  (The text for the pages that you want to hide will turn a light gray color.)
   5. Click “Save & Finish” at top right side of the page. (This will take you to the page that you did not hide and you are ready to Send for Review, see Page 8 Section D.)
(After you submit  your document, then you may want to unhide pages of your document.  Then your document will be ready to use again.) 
Unhide Pages:  If you want to unhide your pages: Select the Edit Document and check the pages that you want to unhide.  Click on Unhide and then Finish.

E. How To Send Documents for Review
1. On Dashboard (main page), select Document tab (top of page).  Find the document that you would like to send for review (i.e., your portfolio, etc.).
2. Open your document to send for review by clicking on the name of your document.
3. After your document opens, click on the "Send for Review" (top of page). (Reminder: If you only want to send one page of your portfolio, you will need to hide the pages that you do not want to send. Instructions: Page 7 Section C, “How To Hide & Unhide Pages in your Portfolio or Documents.”) 
4. Send for Review small window will open.  Type last name of reviewer, then click on the Search button and this will bring up a list of names.  

5. Click on the reviewer’s name in the Send for Review window.  Then click the “Submit for Review” button. (Your document will be sent to your reviewer’s LiveText account to be assessed.) 

F. How To View the Assessment Rubric for your Sent for Review Document
1. On Dashboard (main page), select Reviews tab (top of page).  Then select the Sent tab and select the document that you sent for review and want to view the assessment.  
2. After your document opens, click on "View Assessment" at top of page.  Assessment window will open to your document assessment. 
3. When you are done viewing your assessment, you can select tab on top of the assessment window to go to another section in LiveText.
G. How To Directions for ECE Disposition Evaluations in LiveText
(1st) First - Download ECE Disposition Evaluation Document

1. On your LiveText main page, Dashboard, select Document tab (top of page).  Then select   New button and the Create Document page will open.
2. From Choose a Folder dropdown list, under Valdosta State University select COE - ECE Templates. 
3. From the Choose a Template dropdown list, select ECE Disposition Evaluation.
4. Wait until the screen displays the template outline on the right side of the screen.
5. Enter the Title for your portfolio: “ECE Disposition Evaluation.” (It is important to use this title for your portfolio, instructors will only except this title for your portfolio.)
6. Click “Save as New Document” button.
(2nd) Second – Submit Your Document for Review
1. With your ECE Disposition Evaluation document open, click on the "Send for Review" (top of page).  
2. Send for Review small window will open.  Type last name of reviewer, this will bring up a list of names.  (You will need to submit for review your ECE Disposition Evaluation document to your ECED 4690 instructor and to yourself.)  
3. Click on the reviewer’s name in the Send for Review window.  Then click the “Submit for Review” button.  (Your document will be sent to your reviewers’ LiveText accounts.)
(3rd) Third – Assessing Your ECE Dispositions

1. On Dashboard (main page), select Reviews tab (top of page).  Select the Inbox tab and then select your ECE Disposition Evaluation to review.
2. Your document will open and then select Assess Document tab.  A window will open with assessment rubrics.  Select the “ECE Program Disposition Candidate Self-Evaluation” rubric by marking the button in front of the assessment rubric and then click on the Select Document button.  
3. The rubric window will open to assess the document.  (If the rubric list does not open then select Rubrics to show the rubric section.)  You can select evaluation levels and make evaluation comments on the rubric.
4. If milestones are listed at the bottom of the rubric, select the appropriate "Milestones" level for your Professional Semester, 1st, 2nd, or 3rd.  
5. Next to "Reporting," select "Official." 
6. Click on "Save & Submit Assessment" if you have completed the assessment or "Save Assessment" if you have not completed the assessment.
Please note if you have not completed the assessment and have selected Saved Assessment: When you open this rubric again to complete the assessment, your previous work and comments should be there and ready for you to continue. 

(4th) Fourth – Copying and Pasting Instructor’s Disposition Assessment & 
Your Self-Assessment 
   1. On Dashboard (main page), select Reviews tab (top of page).  
   2. Select “Inbox” tab at top of page.
   3. Select the document that you want to copy the assessment.  (You need to copy one at a time, the “ECE Program Disposition Candidate Self-Evaluation” and the “ECE Program Disposition Evaluation by Instructor.”)
   4. At top of the page, select “View Assessment.”  (Assessment window will open.)
   5. Then, at top of the page, click on “Rubrics.”  (Rubric will open.)
   6. After rubric opens, right click on mouse and select “Select All.”  Then right click mouse again and select “Copy.”
   7. Then open your ECE Initial Program Portfolio and paste the copy of your “ECE Program Disposition Candidate Self-Evaluation” on the Standard VI Artifact 1 page and the copy “ECE Program Disposition Evaluation by Instructor” on the Standard VI Artifact 2 page.

   8. Now you have completed the “Disposition Evaluations by Instructor and Self-Evaluation by Teacher Candidate” section.
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