Completing Field Placement Evaluations

Please direct any questions to Gerry Swan (gswan@virginia.edu).

Go to www.openportfolio.org
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Choose the login link. Enter your user id and password then hit the login button. If you are a Curry student and have never used this tool you must first register for an account. Clinical Instructors should use the login information sent to them. If you are having trouble logging in please contact Gerry Swan (gswan@virginia.edu). Do not try to use the registration form as this works for TAs only.
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This will bring you to the home page. To create or view any field placement reports you have worked on click the report writer link.
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The report writer screen is split into two parts:

· Reports in progress: Reports that have been created and edited, but not submitted

· Completed Reports: Evaluation reports that have been submitted.

To add a new evaluation report click the add report button
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Fill out the form and click the create report button. If you are a Clinical Instructor or a University Supervisor and your TAs names are not showing up in the list it means they have not registered for an account. They should have been asked to do this, but may have forgotten. Email them and ask them to register for an account. Once they do this, their names will appear in the pull down menu.
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You will now be returned to the report writer screen where you will see a record under the in progress summary. Click the edit link to make changes to your report. 
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Once you have clicked the edit link another window with the report will pop up. Scroll through and complete all sections of the report. Once you have done this click the update buttons scattered throughout the form. Once you have done this you can close the window. NEVER LEAVE THE REPORT PAGE WITHOUT SELECTING THE UPDATE BUTTON—this is the “save” button. You may want to update your changes every few minutes while working on your reports. People with unstable connections to the internet may loose data if their connection is interrupted.
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Skill / Competency Rubric Levels:

N/A - The item s inappropriate for the conditions the student i currently working in.

Acquisition - The student has difficulty with this skill or behavior. Either the student does not
demonstrate competence in this area or they rely heavily on guidance, planning or support for
implementation.

Emerging - Student has shown proficiency with this area when they use it, but uses it
inconsistently.

Proficient - Student has demonstrated that they have a high level of proficiency with and applies
it when appropriately without guidance.

Outstanding - Student is able to use the skill with ease and demonstrates mastery by
appropriate implementation of skillto a varlety of situational demands. Where appropriate, the
student has the ability to transform and adapt basic implementation to fit unique/specialized
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When you hit the update button you will see a message that says record was updated. It is now safe to close the window. You can print a copy of the report if you choose. To print a report go to the file menu and choose print.
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If you have not completed your report you can login later to make additional changes. If you are ready to submit your report type a “y” in the “submit box” of the record you want to submit and click the “submit selected reports” button.
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The report will disappear from the in progress section and appear in the completed section of the layout. You can view and print this report, but not edit it. To print a report click the view link and once the report has popped up, go to the file menu and choose print. This report is now accessible to the student through their curry portfolio page, which can be reached through the main menu. Clinical Instructor payment is processed once the report has been submitted. IF ACCIDENTALLY SUBMIT A REPORT OR NEED TO MAKE CHANGES DO NOT CREATE ANOTHER RECORD. Write Gerry Swan and request a record be changed back to in progress.
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