
Master in Teaching Program Placement File Information 

The placement file is a hiring tool which best represents you, the Master in Teaching alumni and potential teacher candidates, to prospective school districts and employers.  

Preparing your File: Placement File forms are available via the web for download and print at the following site – http://www.evergreen.edu/mit/inside/placinfo.htm.  After completing the forms, you can print and send, bring it in, or even email.  Please note that if we are unable to print a clear copy for your files from the email, it is your responsibility to ensure that we have a clean copy through whatever means possible.  We also have reference giver forms and guidelines available at that website or in the Placement File Services.  

Setting it Up: Placement files are set up for exiting MIT graduates, who will be billed a $35 initiation fee which includes 10 placement files sent out within three years of your graduation from Evergreen.  Effective July 1, 2002, files that exceed the original 10, and those past the three year date will be billed to the address you give on your placement file at a cost of $6 a piece. Note: if you call and say that it is urgent or a rush, you will be billed an additional $4 per file to expedite the request. These fees are considerably less than other schools in Washington State. Please make sure that the information you give on your placement file matches your billing address with student accounts. NOTE:  Effective September 2003, placement file fees will increase.

Ready to Go? Your Placement File is comprised of your completed, current, and accurate placement file information forms, three letters of reference, and a resume/curriculum vitae (if you so choose to have one).  The letters of reference can be confidential or not depending upon whether you send the reference givers the form completed with your signature requesting it as confidential.  These files remain in our offices ten years; archived.

Sending it Out: We send out the placement files on Friday mornings by 11:00 a.m., so be sure your updated information and requests to send placement files are in prior to that day.  You may send requests in writing via snail mail, email to MITJobs@evergreen.edu (be sure to put “placement file” in the subject line, or phone in your request to our voice mail 24 hours a day.  When submitting your request, please spell the name of the school district, and, if it is outside Washington State, provide a complete mailing address and telephone number.

Chasing your File: If you contact us to verify the contents of your file and assure us that reference letters are enroute, we will “chase” those letters to the school districts. A chase is done in good faith that the letters are coming; the chase ends after seven days; each letter sent will be a $2 fee.  Chasing files only occurs for currently exiting students up to November 1st, so that your file is not limbo, or hold status.

Keeping Current: We urge you to update your placement file information so you can best represent yourself to employers.  When you submit a request, we check your file to make sure that it is current and complete.  "Current" in our office means information (reference letters and placement file forms) that are more recent than three (3) years old.  Districts expect to receive only current information, so please do not request an outdated file be sent.  If it is not, we place the request on hold and inform you that you will need to get what is necessary in so that we can expedite your request.  If you miss the deadline for the Friday cut-off, your file, when complete, will go out the next Friday morning.

Need Help? Email: MITJobs@evergreen.edu with "Placement Files" in the subject line, visit Placement File Services in Lab 1, Room 3019, and/or call 360/867-6707 and speak to our placement files services.
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