HOW TO ASSESS A LIVE-TEXT GRADUATE PORTFOLIO
[revised September 25, 2007]

1. Review these procedures before beginning the portfolio assessment.

2. The advisory committee chair is responsible for submitting all portfolio assessments. For Milestones 1, 2, and 3, the chair completes the assessment with collaboration from the other advisory committee members (through email, telephone, or personal contact). The committee chair is the only person allowed to submit an assessment.
3. Advisory Committee MEMBERS follow step 4; Advisory Committee CHAIRS follow step 5. 
See step 6 for a review of requirements for MS 1, 2, and 3 for both the “old” and the “new” portfolios.
4. Advisory Committee MEMBERS:

a. Log into your LiveText account.

b. Locate the portfolio in your LiveText ‘INBOX.’ 
(In some cases, the portfolio may appear in the ‘REVIEWS’ box).
c. Click on the portfolio title to open the portfolio.

d. Review the portfolio and forward your recommendations to the Advisory Committee CHAIR, via email, telephone, or personal contact.

e. Request the student to ‘UNSHARE’ the portfolio with you, which will remove it from your ‘INBOX.’ (Portfolios in the ‘REVIEWS’ box cannot be ‘unshared’).
5. Advisory Committee CHAIRS:

a. Log into your LiveText account.

b. Locate ‘COLLABORATION’ in the navigation bars on the left side of the screen.

c. Beneath ‘COLLABORATION,’ click on the ‘REVIEWS’ button.

d. Locate the portfolio under the tab ‘RECEIVED FOR REVIEW.’

e. DO NOT CLICK ON THE PORTFOLIO TITLE. To begin the review process, click the ‘REVIEW’ link in the far right column (the column heading is ‘ACTIONS’).
f. When the portfolio opens, you may simply look through it at your leisure. When you are ready to assess the portfolio, click the ‘ASSESS’ link in the upper right part of the screen.

g. In the pop-up box, locate the appropriate rubric named ‘GS ~ Milestones ~ <program name>.’ If, however, a rubric from a previous assessment appears, scroll to the bottom of the rubric and click ‘CHOOSE ANOTHER ASSESSMENT.’
i. NOTE #1: the designation ‘OLD’ identifies programs with TEN core standards; the designation ‘NEW’ identifies programs with FOUR core standards; the number of standards was reduced from TEN to FOUR in the Spring 2007 semester and students began using the ‘NEW’ templates that semester. If you are unsure which rubric to select, simply click on the ‘CORE STANDARDS’ section of the portfolio to see how many standards are listed.
ii. NOTE #2: there is a new ‘2007’ rubric for the Reading Specialist program, which adopted the newer standards required by the International Reading Association; similarly, a new ‘2007’ rubric is available for the Adult Education Management & Administration program, which reduced the number of core standards to six.    
h. Assessment may require you to toggle screens between the portfolio and the assessment rubric; alternatively, you may simply take notes as you review the portfolio in Step “f”, above. Both documents (the portfolio and the assessment rubric) will require a bit of scrolling.
i. Assign points as you and the advisory committee members deem appropriate for each element in the rubric. An “Unacceptable” rating (1 point) for any element in the rubric demands a comment with suggestions for improvement; other ratings (2, 3, or 4 points) are acceptable and do not need to be re-assessed at future checkpoints.
i. NOTE: not all elements in the rubric will be addressed at each ‘milestone’. 
j. You may add ‘OTHER COMMENTS’ at the bottom of the rubric page in the box provided.

k. Select ‘MILESTONE 1,’ ‘MILESTONE 2,’ or ‘MILESTONE 3’ from the drop-down menu, as appropriate for the assessment.

l. Select ‘OFFICIAL’ as the reporting type.

m. If you need a printed copy of the assessment for your files, print one before completing the next step. 

i. NOTE: A printed copy may be helpful to have when you assess the portfolio at the next assessment milestone.
n. Click ‘SAVE AND SUBMIT ASSESSMENT.’
i. NOTE: If you want to finalize the assessment later, you may simply click ‘SAVE’ at this point, and continue the assessment at another time.
o. As a matter of courtesy, please inform the student, the other two advisory committee members and the Coordinator of Graduate Studies (email dgskinner@nwosu.edu or telephone 580.327.8410) that you have completed the assessment.
6. Summary of requirements for the ‘OLD’ and the ‘NEW’ portfolios:
a. OLD PORTFOLIO: (for portfolios begun Fall 2006 or earlier)

i. MS 1: (due in semester of 10th hour and/or concurrent with EDUC 5010)

1. Personal information

2. Professional credentials

3. One artifact from each course the student has taken to date

ii. MS 2: (due in semester of 17th hour)

1. All items from MS 1 and updated materials

2. Professional philosophy

3. Professional goals

4. Minimum of ten artifacts

iii. MS 3 (due at completion of degree program)

1. All items from MS 1 and 2 and updated materials

2. Artifacts to meet all standards

b. NEW PORTFOLIO: (for portfolios begun Spring 2007 or later)

i. MS 1: (due in semester of 10th hour and/or concurrent with EDUC 5010)

1. Personal information

2. Professional credentials

3. Artifacts to meet one standard
ii. MS 2: (due in semester of 17th hour)

1. All items from MS 1 and updated materials

2. Professional philosophy

3. Professional goals

4. Artifacts to meet three additional standards

iii. MS 3: (due at completion of degree program)

1. All items from MS 1 and 2 and updated materials

2. Artifacts to meet all standards
If you have problems understanding these instructions, please contact one of the NWOSU LiveText Team members for assistance: 

· Dr. Mark Denton (mhdenton@nwosu.edu or telephone 580.327.8148)
· Dr. Lisa Holder (ldholder@nwosu.edu or telephone 580.327.8454)
· Dr. Rod Murrow (rcmurrow@nwosu.edu or telephone 580.327.8589)
· Dr. Greg Seay (gwseay@nwosu.edu or telephone 580.327.8452)
· Dr. Beverly Warden (bjwarden@nwosu.edu or telephone 580.327.8450)
