Placement File Information

Checklist

· FILE ACTIVATION: To activate your file with Evergreen Placement File Services (EPFS), you will need to submit $35 to the Cashier’s Office, stating that it is for MIT placement file activation. Please inform us by providing a receipt or doing an email attachment. With this fee you get 10 complete placement files sent out to the school district and/or hiring authorities. Please note that effective July 1, 2003 this fee structure will change to accommodate rising costs and budget cuts. The fee will increase to $40 for activation with five files sent out.

· FORMS: Review and complete the placement file candidate forms by going to http://www.evergreen.edu/mit/inside/placfile.doc. The “summary of endorsement coursework” will be need to be filled out completely as denoted in the directions on the page. You can find this information on your Evergreen student copy of your faculty evaluations, complete with credits earned. In some instances your “summary of graduate work” will be the same as your endorsement piece. A sample of “academic coursework” can be found by going here. As Evergreen does not include your transcript in your placement file, prospective employers look at these two pages to determine what schooling you bring to the table. If the prospective employer does ask for an official Evergreen transcript, you will have to request it from Registration and Records directly, and for all other transcripts from schools you have previously attended. 

Use your judgment to determine completeness; it is, after all, your file. When completed, go back another time and ensure all the information is current and accurate and that when you print them, there are no ghost lines.  This document is the main item which school districts review, so it is best to make it look sharp! 

· REFERENCES: Print and complete the Reference Giver Guideline form http://www.evergreen.edu/mit/inside/placement_ref_form.doc and submit it to your reference giver (cooperating teacher, principal, hiring authority, etc.). We request a minimum of three current (no older than three years old) references, with a maximum of ten. Sometimes a school district will request that the reference be “confidential,” meaning that the reference will be from the reference giver and go directly to the hiring authority. If the student finds that it is necessary to provide a confidential reference, they will need to sign the box on the form.

· CANDIDATE’S PAGE: Considered a letter of introduction, the candidate’s page is a way to present your unique educational philosophies, qualifications, and professional skills. In some settings, we call it a letter of introduction. To see some suggested guidelines for creating your candidate’s page go here.

· OPTIONAL: A lot of our teacher candidates submit letters of introduction and resumes to enhance their placement file; these items are optional since a lot of the information can be found in the candidate information forms. If you do submit these items, make sure that the information is current and accurate. Please do not submit a resume in lieu of the forms.
· SUBMISSION: Please submit all these materials to the EPFS office in Lab 1, Room 3019 or by emailing to graduatestudies@evergreen.edu. Note: your file is complete when we receive all the materials; please follow through with your reference givers to ensure that they submit letters of reference in a timely fashion.

