STUDENT TEACHER/PRACTICUM EVALUATION COMPLETION CHART
	Person Completing Form
	Data Collection

	Course Instructor
	( Inform students about forms to be filled out on EDIMS.  (See below.)

NOTE: Supervisors will not be able to enter their evaluations until AFTER the student information is entered.

( Give evaluation forms (green) to student teachers to distribute to their cooperating teachers and collect cooperating teachers’ completed evaluations of student teachers from the students.

( Receive a copy of every observation rubric/narrative from supervisors for your review.  Collectively, the observations count as 60% of each student’s course grade.
( Verify student field hours/days in EDIMS.
NOTE: It is important that you check the student information.  If a student enters wrong information, the student and the supervisor will not be able to access the correct set of evaluation forms.

( Submit cooperating teachers’ completed evaluation forms (green) to Ileana Infante (Childhood/QUEST/Early Childhood), Kenney Robinson (Adolescent/TESOL), or Elisa Hertz (all other programs) in Room W1000.



	Supervisor
	( Fill out rubric for each observation and give a copy to student, to course instructor, and to Ileana Infante (Childhood/QUEST/Early Childhood) or Kenney Robinson (Adolescent/TESOL)
( Enter final observation rubric on EDIMS.

( Complete field site evaluation on EDIMS (one for each school where you see student teachers).



	Student Teacher
	( Fill out Experience Submission Form in EDIMS, only once per semester.
( Fill out Student Teacher/Practicum self evaluation in EDIMS, only once, at end of semester—NOT for each placement.
( Fill out Field Site Evaluation in EDIMS for each placement.

( Fill out Evaluation of Cooperating Teacher in EDIMS for each placement.

( Give form (green) to each cooperating teacher to evaluate you.  Collect cooperating teacher’s completed form and return it to course instructor in a sealed, signed envelope by cooperating teacher.



	Practicum Candidate (excluding alt cert programs)
	( Fill out Experience Submission Form in EDIMS, only once.
( Fill out Student Teacher/Practicum self evaluation in EDIMS, once, at the end of the semester.


	Cooperating Teacher
	( Fill out evaluation (green form) of student teacher and give to student in a sealed, signed envelope, for delivery to course instructor.
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