Fall ’09 LiveText syllabi statements:
Faculty Instructions:
For all courses that include LiveText for any purpose, whether dispositions assessments or portfolio requirements, include a LiveText Requirements section in your syllabus that contains the following: (6, 7, and 8 do not need to be included in courses that do not generate a portfolio artifact; please note that you will need to edit the chart in #6 to reflect the assignments in YOUR course – delete the examples in red – the example shows one artifact used in two programs; you may need to add additional columns for additional programs or create additional charts for other artifacts; feel free to provide this information to students in a less-cumbersome way if your situation is less complicated)
LiveText Requirements

1. A LiveText account.  If you do not already have a LiveText account, see separate handout for important instructions on purchasing and setting up your account.  (Instructions are also online at http://www2.mercer.edu/Education/LiveText/purchasing.htm.) 

2. Candidate Information Form.  All Tift students must complete this form in LiveText.  Each semester, please check the form to be sure the information is still correct – if you have changed programs, please update the form so that it contains the most current information.  See specific directions for locating and completing this form at http://www2.mercer.edu/Education/LiveText/candidate_information_form.htm 
3. Dispositions Assessment.  At the end of the course, I will provide you with formative feedback on your development and demonstration of the professional dispositions that are important for Transforming Practitioners or Transformational Leaders.  No grade or score from the dispositions assessment will affect your course grade.  Even though it will appear in your list of assignments, you do not have to submit anything for this assessment to occur.  You can, however, go into the assignment to see the rubric that will be used to give dispositions feedback.  We will discuss the list of professional dispositions in class.
4. LiveText Check-Up.  You can find the list of courses available to you in LiveText in any of three locations: (1) under the Course tab; (2) in the upper right corner when you are on your Dashboard; (3) the available tabs of Active Assignments on your Dashboard (courses only show up there if there is an assignment that is “active” – i.e., awaiting submission or awaiting assessment).  Locate your courses in one of these three ways and do the following:
a. Be sure this course section, with this instructor, appears in your list of courses.
b. Be sure that you are enrolled in all courses listed in your account.
c. If there are any discrepancies in your list of courses OR if you do not see the new LiveText interface or a list of courses when you login to your account, contact Jeff Osmus at osmus_ja@mercer.edu.  Email him your name, your student id, your LiveText username, and a description of your problem (include course number and section number, if reporting course discrepancies).

5. LiveText Assignments.  Courses requiring LiveText are listed in your LiveText account under the Course tab.  Within each course, specific LiveText requirements are listed on the Assignments tab.

6. LiveText Portfolio Artifact Requirement(s).  Your _________________ assignment in this class is a required artifact in your portfolio.  As part of the requirements for this assignment, you must place your artifact in the appropriate portfolio section and write a reflection on how your performance on the assignment addresses the targeted standard.  See the chart below for specific information on where to place your artifact and reflection (the portfolio page and section), the standards on which you should reflect, and the rubric that will be used to assess your work.  The rubric itself is attached to the assignment in LiveText, in the Resources section.


	Program
	MGE Initial Certification
	SEC ENG Initial Certification

	Assignment/Artifact
	Ad Analysis Paper
	Ad Analysis Paper

	Portfolio Page: Section for artifact
	Language Arts Page: Media Literacy Artifact Section
	Understanding Page: Media Literacy Artifact Section

	Portfolio Page: Section for Reflection
	Language Arts Page: Media Literacy Reflection Section
	Understanding Page: Media Literacy Reflection Section

	Standard(s) to address
	Language Arts Page: Media Literacy Standards
	Understanding Page: Media Literacy Standards


7. Portfolio Reflection Expectations:  The required reflection in your portfolio must address how the artifact demonstrates you meet the associated standard.  This is not a reflection on the process of completing the assignment or what you think about the assignment.  FOCUS ON THE STANDARD.  The standard as stated in your portfolio template is quite global; to ensure that your reflection addresses it fully, use the details of the elements in the rubric included with the assignment (in the Resources section).
8. How to submit required assignments in LiveText: See the step-by-step instructions in the Help section of LiveText (In Help, under the For Students tab, see Flash video on Submit an Assignment or see Submit a Course Assignment under the Courses section).  Important reminder: If you are submitting a Portfolio Assignment, you must first put the designated course assignment in your portfolio (and write your reflection), then submit your portfolio as the required LiveText document for that assignment.  Do NOT submit the course assignment/artifact by itself, outside of the portfolio – it must be in the portfolio and accompanied by the required reflection.
9. Student Training Sessions on the New LiveText.  Orientations to LiveText will be offered through all field work orientations.  For students who are not in a field experience course this semester, other training sessions will be offered at each site.  Watch the listserv for announcements of these training sessions – you will need to register to attend one.

10. Use the Help section in LiveText – it is excellent.  The Help link is located in the upper right corner of your window from within your LiveText account.

