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Assessing Field Experience Binders
Faculty Coordinators & Supervisors Quick Guide

1. Log onto Tk20: http://usmmaine.tk20.com.

If you have been assigned multiple roles:

· Faculty Coordinators log in as “Faculty”

· Supervisors log in as “Assessors”

2. Click on the Field Experience tab (left hand side of screen).
3. You will see a Current Field Experience Assessments tab and a Previous Field Experience Assessment tab.
· The Current Field Experience Assessments tab houses the Field Experience Binders (FEB’s) of interns you are supervising during the fall semester
· The Previous Field Experience Assessments tab houses Field Experience Binders (FEB’s) of students you previously supervised. Your current student’s FEB’s will automatically move to Previous Field Experience Assessments their second semester. 
4. Click on name of the student you want to assess to open up a split screen. On the left side of the screen, you will see the intern’s Field Experience Binder. On the right side of the screen, is where your assessment rubric resides.
5. Click the student’s Lesson Plans, Reflections and Observation Notes tab (on the left side of the screen.)  There are 8 Observed Lesson Plans and 8 Observer Notes sections. 
· Students will upload 4 Observed Lesson Plans and 4 Observer Notes per semester
· Click on the Lesson Plan or Observer’s Notes you want to view. Under “Attached Documents”, click View and Annotate and/or Download to access student’s work.
6. Click on the student’s Standards Evidence and Reflection tab (on the left side of the screen), then click on a Standard to see the intern’s evidence/artifacts 
7. Click on the Intern Self-Assessment tab, then click Internship Assessment Rubric to view student’s self-assessment. The intern will self-assess their performance at the end of each semester.
8. Click the top Internship Assessment Rubric (on the right side of the screen) to assess your intern by Standards.
9. Enter Intern’s Name
10. Select a radio button within rubric to score students’ performance and demonstrated skills within each Standard. Observations/evidence may be entered by the assessor for each Standard.
     1 = Does Not Meet Expectations

     2 = Basic

     3 = Proficient

     4 = Distinguished
11. Scores may be overridden. (Ex. if you select the Basic (2) radio button, you may enter 2.5 in the score box.)
12. Click Save at bottom of page after entering your scores. You may return at a later time to complete your scoring if needed. Once scoring is complete, click Complete at the bottom of the page
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