Format Guidelines and Tips Sheet for Evaluations
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MULTI-QUARTER PROGRAM EVALUATIONS
DESCRIPTION:
Faculty: (In this section, write all faculty team member names.)
All descriptions of the program should be in this section. Please do not mix descriptions with evaluations by term. 
Options for formatting this section:  Use paragraph style with or without subheadings for each quarter.
EVALUATION:  
Written by: (In this section feel free to choose from these options to list names:  1) Write all contributing faculty names; or 2) the faculty name who is writing the evaluation and incorporating and referencing other faculty’s evaluation(s).
INDIVIDUAL LEARNING AND INTERNSHIP LEARNING DESCRIPTIONS
DESCRIPTION:

Faculty: (In this section, write faculty/sponsor name)

All descriptions of contracts should include a title for the contract (which should be mutually agreed upon by student and faculty) that is bolded within the description. This section includes the student’s learning objectives, activities, books read, movies reviewed, etc.
Tip: 
Think about how you wrote the ILC or INT evaluation in the old evaluation process. Many faculty actually used to write a description of the learning objectives and activities of the contract in the first paragraph of their evaluation. Such a paragraph should now be in the “DESCRIPTION” section.
EXAMPLE EQUIVALENCY SECTION
Tip: Please list all specific equivalency credit amounts before the equivalency and write the total equivalencies earned on the far right using the following format as in the example below:
GRADUATE LEVEL CREDIT

EQUIVALENCIES:




TOTAL CREDITS EARNED: 16
6 - Studies in Rhetoric

4 - Communications Technology and Social Change
6 - Persuasion and Propaganda










Examples of completed evaluation templates can be found at http://www.evergreen.edu/deans/newevaluationprocess.htm. 

If you have any questions please contact your Program Secretary.


