
Learning to Teach, Learning to Serve Evaluation Plan, Year 3: 2008-2009
In an effort to streamline the Learning to Teach, Learning to Serve (LTLS) evaluation process, all of our evaluation forms are now online and require online submission for each using the Qualtrics software system. This document outlines the process for administering and submitting each LTLS instrument, as well as answers some common questions and concerns about participant confidentiality and using student identification numbers. 

This document is intended for your reference and contains the following information: 

LTLS Evaluation Summary Sheet and Year 3 Due Dates
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LTLS Evaluation Instruments for Project Administrators & Faculty





Service-Learning Sustainability Checklist





p. 6 

Campus Partners Needs Assessment 
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Campus Course Inventory
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Faculty Satisfaction Survey
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LTLS Evaluation Instruments for College Students








Civic Engagement Retrospective Pre-Post Survey
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Civic Engagement Pre- and Post-Surveys





p. 8

Service-Learning Hours and Activities Log
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LTLS Evaluation Instruments for K-12 Students and Teachers






Learner Self-Evaluation
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Teacher Evaluation of Learner
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Accessing LTLS Webpage and Forms






p. 12
LTLS Syllabus Attachments
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Learning to Teach, Learning to Serve- Evaluation Summary Sheet, Year 3: 2008-2009
	
	TIMETABLE
	Fall 2008
	Spring 2009
	Summer 2009
	RESPONSIBLE FOR COMPLETION
	RESPONSIBLE FOR ENTERING ONLINE

	EVALUATION FORMS

	Service-Learning Sustainability Checklist
	Start of project year
	September 12
	
	
	Campus Based LTLS Team
	One LTLS Team Member or PI

	Campus Partners Needs Assessment
	Start of project year
	September 12
	
	
	Each LTLS Team Member
	Each LTLS Team Member

	Tutor Civic Engagement: 

Retrospective Pre/Post Survey
	End of each project semester 
	December 5
	May 8
	August 7
	LTLS College Student
	LTLS College Student

	Service-Learning Hours and Activities Log
	End of each project semester
	December 5
	May 8
	August 7
	LTLS College Student
	LTLS College Student

	Teacher Evaluation: 

Post-Tutoring
	End of each project semester 
	December 5
	May 8
	August 7
	K-12 Teachers
	LTLS College Student or LTLS Team Member

	Learner Self-Evaluation:

Early Elementary,

Elementary,

Or Secondary
	End of each project semester
	December 5
	May 8
	August 7
	K-12 Learner
	LTLS College Student or LTLS Team Member

	Campus Course Inventory


	End of each project semester
	December 5
	May 15
	August 7
	LTLS PI
	LTLS PI

	Faculty Survey: Satisfaction with Service Learning


	End of each project semester
	December 5
	May 15
	August 7
	Each LTLS Faculty Member 
	Each LTLS Faculty Member 


Participant Confidentiality

We are very conscious of and committed to the protection and confidentiality of our program participants and therefore have taken precautions to increase safeguards for participant-level data.  

Qualtrics
 is an online survey system managed by the Odum Institute for Research in Social Science
 at the University of North Carolina at Chapel Hill.  The Qualtrics system maintains data behind a firewall and all data are accessed only by the owner of the survey (the LTLS Director) who must provide password and user ID. All data are keyed to that owner identification and cannot be accessed by anyone other than the owner or, by the owner's request, technical assistance staff. Technical assistance staff includes server administrators at Qualtrics who will respond to hardware or software failures, or Teresa Edwards, the UNC administrator for the Qualtrics Software Agreement. Ms. Edwards has completed Human Subjects Research certification at UNC-CH, and will only access survey data at the account owner's request.

The Qualtrics system has been used by government agencies, hundreds of universities and in many dissertations involving human subjects and even disadvantaged and at risk populations, including government sponsored studies collecting data about physical and dependency abuse for adults and children. These are extremely confidential studies that have passed the highest level of scrutiny from human subjects committees.

To protect the identities of both LTLS College Student and K-12 Learner participants no individual names will be used on the data collected using Qualtrics.  Instead, LTLS College Students will be asked to use their college student identification number or an assigned number developed by their campus LTLS Team when completing LTLS evaluation forms and surveys.  K-12 Learners will also be identified using an identification number which will be linked to their LTLS College Student tutor’s identification number.

Using Student Identification Numbers
College Students: 

College Students will use their college student identification number (or an assigned number developed by their LTLS Team) on all reporting.  

Example:   

Student Name: Allota Lerning

College/University: Service University

Service University ID#: 22751

On all LTLS forms Allota will enter “22751” as her ID#.  Allota will never be asked to use her name on any LTLS forms that will be submitted to SCALE.

♦  If your campus chooses to assign unique identification numbers to your college students specifically for this project, it is your responsibility to maintain a code sheet and to provide the LTLS Director with a copy of all identification numbers you are using.  In addition, you must ensure that all students know, remember and use their unique identification number on all LTLS reporting and evaluation forms.  

K-12 Learners:  

Each K-12 Learner participant in LTLS will be assigned a unique K-12 Learner ID# by his/her tutor.  This K-12 Learner ID# will be a numerical extension of the College Student’s ID in the form of the College Student’s ID# followed by a dash and a number representing the learner.  Each LTLS College Student is expected to work with at least two K-12 Learners and will therefore have a minimum of two unique K-12 Learner ID#s linked to his/her Student ID#, in the form of “Student ID#-1” and “Student ID#-2”.  Additional K-12 Learners will be assigned additional sequential ID#s, i.e. “Student ID#-3”, “Student ID#-4”, etc.

Example:   

As part of the LTLS program Allota Lerning will work with two 3rd grade students, Ann and Lester.  Allota’s Student ID# is 22751.

On all LTLS forms Allota will enter “22751-1” as the “K-12 Learner ID#” for Ann and “22751-2” as the “K-12 Learner ID#” for Lester.  Allota will never be asked to enter her, Ann, or Lester’s names on any LTLS forms that will be submitted to SCALE.

The LTLS College Student is responsible for assigning the K-12 Learner ID#s, as well as recording and remembering the numbers assigned to his/her Learner(s).  You may choose to ask your college students to provide you with a copy of their code sheets indicating which numbers are assigned to which learners.  

♦  If your campus would like to assign unique identification numbers to your K-12 Learners specifically for this project, it is your responsibility to maintain this code sheet and to provide the LTLS Director with a copy of the K-12 Learner identification numbers you are using and the College Student ID#s with which they are paired.  In addition, you must ensure that all College Students know, remember and use their K-12 Learner’s ID#s on all LTLS reporting and evaluation forms. 

LTLS Evaluation Instruments for Project Administrators & Faculty

Service-Learning Sustainability Checklist: 

This checklist was adapted from Andrew Furco’s (2002) Self-Assessment Rubric for Institutionalization of Service-Learning in Higher Education by Jeffrey Anderson to measure sustainability in Schools of Education, and is used to assess your campus’s level of institutionalization of service-learning each project year.  *Please note:  This is a new form for 2008-2009.*
One checklist must be completed online by your LTLS Campus Team at the beginning of each project year.  (Please note: a checklist must also be completed at the end of Year 3, August 2009.)  It is recommended that you download and print the checklist from the LTLS Faculty & Administrator Resource webpage and meet with your campus LTLS Team to complete it as a group.  Your team should designate one team member to submit your LTLS Team responses online using the web link emailed to your campus PI.  The web link is also available on the LTLS Faculty & Administrator Resource webpage.

Campus Partners Needs Assessment: 

This survey is a brief form intended to assess LTLS Team members’ and faculty members’ experiences with service-learning and to determine focus areas for future SCALE trainings for LTLS participants.  

One survey must be completed online by each of your campus’s LTLS Team members (i.e. principal investigator(s), faculty, support staff, program coordinator) at the beginning of each project year.  The web link to the online survey will be emailed to each campus’s PI who is then responsible for sharing the link with every member of his/her campus team.  The web link is also available on the LTLS Faculty & Administrator Resource webpage.  

Campus Course Inventory: 

This inventory is used to document the new and/or enhanced pre-service educator service-learning courses offered during a particular project year as part of LTLS.  Please note: this inventory is used to document only the courses that are new or enhanced for the first time during the respective project year.  Please do not enter courses that were entered the previous year even though they may be offered again. 

One inventory must be completed by each LTLS Campus at the end of each project year.  The PI will submit the inventory online using the web link emailed to him/her.  The web link is also available on the LTLS Faculty & Administrator Resource webpage.
Faculty Satisfaction Survey: 

This survey is used to assess faculty satisfaction with teaching a pre-service educator service-learning course as part of LTLS.  Please note: this survey should be completed by every faculty member teaching an LTLS supported service-learning course during a particular project semester. This includes faculty who taught the same or different LTLS courses in previous years.

One survey must be completed by each faculty member who teaches an LTLS supported service-learning course at the end of every semester the course is taught.  Each faculty member will complete the survey online using the web link on the LTLS Faculty & Administrator Resource webpage.

LTLS Evaluation Instruments for College Students
Civic Engagement Surveys (Post-tutoring): 

SCALE and EvAP have developed a new measure for student Civic Engagement geared specifically to pre-service teachers.  To construct the survey we went to the NCATE Standards, the North Carolina Professional Teaching Standards, Learn and Serve American, and CIRCLE (Center for Information and Research on Civic Learning & Engagement: http://www.civicyouth.org/) to consider expectations for teachers and civically engaged citizens already in the field.  Please note that this is a new survey and is the one required by LTLS. 

Each student enrolled in a LTLS supported service-learning course must take the Civic Engagement -Survey at the end each course.  Each student will complete the surveys online using the web links on the LTLS Student Resource webpage.  Students will use their College Student ID#s as their participant identifier on these surveys.  

We recommend that the completion of this survey is given to LTLS College Students as a homework or in-class assignment.  Students can print off the completion message at the end of each survey and submit it to their professor as proof of completion.  

♦  College Students who are taking more than one LTLS supported service-learning course (including in the same semester) must take one Civic Engagement Survey for each course.  

Civic Engagement Pre- and Post- Surveys

These surveys will remain on the LTLS website for those faculty members interested in continuing to measure these factors. Please note, however, that these are no longer required by SCALE for LTLS. These surveys were adapted from the Higher Education Service-Learning Surveys developed by D. Diaz-Gallegos, A. Furco, and H. Yamada (1999) and are used to assess college students’ development along the dimensions of civic engagement, academics, career, and empowerment as related to their service-learning experience.  

If you have students complete these surveys, please notify our evaluator, Amy Anderson (aanderso@email.unc.edu) at EvAP so that she can share relevant end-of-course data.  Note that Amy will no longer analyze this data, but will provide coding sheets, scoring information, and excel spreadsheets of data for campuses that ask students to complete these forms. 

Service-Learning Hours and Activities Log (Post-tutoring): 

The Service-Learning Hours and Activities Log is a summation of LTLS College Students’ service learning hours and activities for each LTLS service-learning course in which they are enrolled.  Students can easily fill these out by referring to the Service-Learning Hours Worksheet and the Service-Learning Activity Worksheet they have maintained over the course of the semester.  (Please note: these worksheets can be downloaded from the LTLS Student Resource webpage.  SCALE does not require College Students to submit these worksheets, but provides them as a template to help students keep track of their hours and service.  We recommend that LTLS College Students be required to use these worksheets (or an adaptation of these), and that faculty schedule periodic checks of the worksheets to make sure students are on track with their hours and doing high-quality service-learning.)
Each student enrolled in a LTLS supported service-learning course must complete one log at the end of each course.  Each College Student will complete the log online using the web link on the LTLS Student Resource webpage.  Students will use their College Student ID# as their participant identifier for this log.  College Students will be asked to enter the total number of hours of K-12 Learner academic support they provided during the semester for that particular course, as well as a summary of each service-learning activity they participated in with their K-12 Learners.

We recommend that the completion of this log be given to LTLS College Students as a homework or in-class assignment.  Students can print off the completion message at the end of the online log and submit it to their professor as proof of completion.  

♦  College Students who are taking more than one LTLS supported service-learning course in a single semester must complete one log for each course.   

LTLS Evaluation Instruments for K-12 Students and Teachers
Learner Self-Evaluation (Post-tutoring): 

This form is used to measure K-12 Learners’ experiences with LTLS.  It is intended to assess the learners’ experiences with their College Student tutors as well as their perception of their academic performance as a result of this support.  
At the end of the semester each LTLS College Student will submit one Learner Self-Evaluation online for each K-12 Learner for whom they provided academic support.    At the end the service-learning component of the course each LTLS College Student will administer hard copies of the grade-appropriate Learner Self-Evaluation form to each of their K-12 Learners.  (Please note: these Learner Self-Evaluation forms are required of all K-12 Learners and can be downloaded from the LTLS Student Resource webpage.)  The LTLS College Student must collect the K-12 Learners’ responses and enter each Learner’s responses online using the web link on the LTLS Student Resource webpage.  Students will use their College Student ID# and their associated K-12 Learner ID#s as the participant identifiers on the online form.  

We recommend that the completion of these forms be assigned to occur during the LTLS College Students’ final session with their K-12 Learners.  After the hard-copy forms have been collected LTLS College Students are required to enter the information online using the web link on the LTLS Student Resource webpage.  Students can print off the completion message at the end of the online form and submit it to their professor as proof of completion.  Alternately, you may choose to designate one of your LTLS Team Members to enter these data online instead.  

♦  Each College Student must submit one Learner Self-Evaluation for each K-12 Learner he/she works with at the end of the LTLS service-learning course.   If a student works with the same K-12 Learner for more than one course one Learner Self-Evaluation must be submitted online for the K-12 Learner for each course.    

Teacher Evaluation of Learner (Post-tutoring): 

This form asks the K-12 Learner’s teacher to evaluate the Learner’s performance in the subject area supported by the LTLS College Student at the end of the semester.  The teacher is asked to determine whether he/she has seen an improvement in the K-12 Learner’s attitude, motivation, and academic performance as a result of the academic support the Learner received through LTLS.

At the end of the semester each LTLS College Student will submit one Teacher Evaluation of Learner online for each K-12 Learner for whom they provided academic support .  At the end of the service-learning component of the course LTLS College Students will administer hard copies of the Teacher Evaluation form to the Learners’ teachers for each K-12 Learner with whom they worked.  (Please note: the Teacher Evaluation of Learner forms can be downloaded from the LTLS Student Resource webpage.)  
We recommend that the LTLS College Student set up a time to meet face-to-face or conduct a phone interview with the K-12 Learner’s teacher to discuss the work that they did with the K-12 Learner during the semester in order to complete the Teacher Evaluation form either in person or via a phone interview.

The LTLS College Student must enter each teacher’s responses online using the web link on the LTLS Student Resource webpage.  LTLS college students will use their Student ID# and their associated K-12 Learner ID#s as the participant identifiers for the online form.  

We recommend that the completion of these forms be an assignment that occurs immediately following the LTLS College Students’ final session with their K-12 Learners.  After the hard-copy forms have been collected LTLS College Students are required to enter the information online.  Students can print off the completion message at the end of the online form and submit it to their professor as proof of completion.  Alternately, you may choose to designate one of your LTLS Team members to enter these data instead.  

♦  Each LTLS College Student must submit one Teacher Evaluation of Learner form for each K-12 Learner he/she works with at the end of the LTLS service-learning course.   If a college student works with the same K-12 Learner for more than one course one Teacher Evaluation must be submitted online for the K-12 Learner for each course.  

Accessing LTLS Webpage and Forms
LTLS Program Page: http://www.readwriteact.org/programs/ltls.html
Or from SCALE homepage, 

1. Click on “SCALE Programs” at top right corner of the webpage

2. Click on “Learning to Teach, Learning to Serve” on list or left-hand toolbar.  

LTLS Resources and Forms: 

On this page you will find links to web resources and online LTLS trainings.  

You can also access all LTLS evaluation forms.
Please direct students to the LTLS Student Resource Page for all online trainings and LTLS evaluation forms: http://www.readwriteact.org/programs/studentresources.html
To access the LTLS Student Resource Page from the LTLS Program page
1. Scroll down on LTLS Program page to “LTLS Student Resources”
2. Click on the “click here” link.  Students do not need a password or login. 
LTLS Syllabus Attachments
The LTLS Syllabus Attachment is a one-page sheet you must hand out to all LTLS students which provides them with an overview of the project as well as their responsibilities as an LTLS participant.  Included are one sheet each for Fall 2008, Spring 2009, and Summer 2009 courses.  

**Note to LTLS Faculty**

You are required to attach this sheet to your syllabus for all students in your LTLS supported service-learning course.

The due dates listed in the table at the bottom of the sheet are the absolute latest these forms can be submitted online.  Please feel free to edit the dates in the table to create earlier due dates if you would prefer, however, under no circumstances may you extend these deadlines.

WELCOME TO LEARNING TO TEACH, LEARNING TO SERVE!

Fall 2008
Congratulations! You are part of Learning to Teach, Learning to Serve (LTLS), a North Carolina state-wide initiative to integrate service-learning into teacher education.  LTLS is the first program of its kind in the country and by enrolling in this course you have joined a vibrant network of North Carolina pre-service educators who are committed to making an enduring difference in K-12 education by participating in service-learning and learning how to use it in their own classrooms. 

LTLS is a program of SCALE (the Student Coalition for Action in Literacy Education), at the University of North Carolina at Chapel Hill and funded by a generous grant from Learn & Serve America, a division of the Corporation for National and Community Service.  LTLS is now in its second year and its network includes faculty, administrators, and students from pre-service education programs at 12 universities and colleges across the state of North Carolina.    

As part of LTLS you will be working with K-12 Learners and applying what you are learning in this course to help support their academic growth.  You will serve a total of 30 hours providing academic support and planning a service-learning project to implement with your K-12 Learners.  Through your service-learning experience you will develop a deeper understanding of your course material as well as learn how to use service-learning in your own classroom and school. 

We have designed a convenient and easy-to-use LTLS webpage for college students participating in this program: http://www.readwriteact.org/programs/studentresources.html.  Here you will find LTLS online trainings, links to service-learning resources and project ideas, as well as the links and directions for the LTLS forms you must submit as part of your assignments for this course.  Below is a table listing the forms you are required to submit and their due dates.  All forms are short and easy to fill out and must be submitted online using the links on the webpage listed above.  

	LTLS FORMS YOU MUST SUBMIT
	Due Dates 

	Tutor Civic Engagement Survey:

Post-survey
	December 5

	Service-Learning Hours and Activities Log
	December 5

	Learner Self-Evaluation
	December 5

	Teacher Evaluation of Learner
	December 5


We thank you for your participation and look forward to serving with you!
WELCOME TO LEARNING TO TEACH, LEARNING TO SERVE!

Spring 2009
Congratulations! You are part of Learning to Teach, Learning to Serve (LTLS), a North Carolina state-wide initiative to integrate service-learning into teacher education.  LTLS is the first program of its kind in the country and by enrolling in this course you have joined a vibrant network of North Carolina pre-service educators who are committed to making an enduring difference in K-12 education by participating in service-learning and learning how to use it in their own classrooms. 

LTLS is a program of SCALE (the Student Coalition for Action in Literacy Education), at the University of North Carolina at Chapel Hill and funded by a generous grant from Learn & Serve America, a division of the Corporation for National and Community Service.  LTLS is now in its second year and its network includes faculty, administrators, and students from pre-service education programs at 12 universities and colleges across the state of North Carolina.    

As part of LTLS you will be working with K-12 Learners and applying what you are learning in this course to help support their academic growth.  You will serve a total of 30 hours providing academic support and planning a service-learning project to implement with your K-12 Learners.  Through your service-learning experience you will develop a deeper understanding of your course material as well as learn how to use service-learning in your own classroom and school. 

We have designed a convenient and easy-to-use LTLS webpage for college students participating in this program: http://www.readwriteact.org/programs/studentresources.html.  Here you will find LTLS online trainings, links to service-learning resources and project ideas, as well as the links and directions for the LTLS forms you must submit as part of your assignments for this course.  Below is a table listing the forms you are required to submit and their due dates.  All forms are short and easy to fill out and must be submitted online using the links on the webpage listed above.  

	LTLS FORMS YOU MUST SUBMIT
	Due Dates 

	Tutor Civic Engagement Survey:

Post-survey
	May 8

	Service-Learning Hours and Activities Log
	May 8

	Learner Self-Evaluation
	May 8

	Teacher Evaluation of Learner
	May 8


We thank you for your participation and look forward to serving with you!
WELCOME TO LEARNING TO TEACH, LEARNING TO SERVE!

Summer 2009
Congratulations! You are part of Learning to Teach, Learning to Serve (LTLS), a North Carolina state-wide initiative to integrate service-learning into teacher education.  LTLS is the first program of its kind in the country and by enrolling in this course you have joined a vibrant network of North Carolina pre-service educators who are committed to making an enduring difference in K-12 education by participating in service-learning and learning how to use it in their own classrooms. 

LTLS is a program of SCALE (the Student Coalition for Action in Literacy Education), at the University of North Carolina at Chapel Hill and funded by a generous grant from Learn & Serve America, a division of the Corporation for National and Community Service.  LTLS is now in its second year and its network includes faculty, administrators, and students from pre-service education programs at 12 universities and colleges across the state of North Carolina.    

As part of LTLS you will be working with K-12 Learners and applying what you are learning in this course to help support their academic growth.  You will serve a total of 30 hours providing academic support and planning a service-learning project to implement with your K-12 Learners.  Through your service-learning experience you will develop a deeper understanding of your course material as well as learn how to use service-learning in your own classroom and school. 

We have designed a convenient and easy-to-use LTLS webpage for college students participating in this program: http://www.readwriteact.org/programs/studentresources.html.  Here you will find LTLS online trainings, links to service-learning resources and project ideas, as well as the links and directions for the LTLS forms you must submit as part of your assignments for this course.  Below is a table listing the forms you are required to submit and their due dates.  All forms are short and easy to fill out and must be submitted online using the links on the webpage listed above.  

	LTLS FORMS YOU MUST SUBMIT
	Due Dates 

	Tutor Civic Engagement Survey:

Post-survey
	August 7

	Service-Learning Hours and Activities Log
	August 7

	Learner Self-Evaluation
	August 7

	Teacher Evaluation of Learner
	August 7


We thank you for your participation and look forward to serving with you!









� To learn more about Qualtrics please visit: � HYPERLINK "http://www.qualtrics.com/" ��http://www.qualtrics.com/�


� To learn more about the Odum Institute for Research in Social Science please visit: � HYPERLINK "http://www.irss.unc.edu/odum/" ��http://www.irss.unc.edu/odum/�
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