Students: How to Access and Complete a Course Binder

Step 1: Login to your TK20 Student Account
If you do not have a TK20 student account you may purchase one of two ways.
e Contact the University Bookstore (students qualifying for Financial Aid may opt to purchase through the
Bookstore)
OR
e Loginto TK20 and set up your student account by clicking on “Click here to register your student
account” - Located on the left-hand side at the bottom.

Step 2: Click on the Binder one of two ways.
Option 1: The binder will be located in the “Pending Tasks” box on the Home page.
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Option 2: Click on the “Courses” tab bar. Then click on “Coursework” then “Course Binders” on left bar.
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Click on the “Course Binder” for EFE.
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Step 3: Enter EFE Placement Details

. Click on the “Placement” Tab of the binder

Click on the “Early Field Experience Placement Details” form in the color blue.

Add placement details to the form and click on “update” located in the bottom right corner.
. Click on “Save”. DO NOT Submit. You will submit once all tabs/documents are completed.
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Once you have secured a placement to complete your observation hours you must click on and

Early Field Experience Placement Details: ShlacE
complete the Early Field Experience Placement Details Form located on the right hand side.

Completing this form provides your instructor your placement details.

You may complete your observation experience only in one school Observation in multiple

schools is not permitted. However you are encouraged fo observe multiple grades to have a Additional Attachment: select

diverse observation experience.

Once you have received a field observation assizament. it cannot be changed. You will be
required to complete observation in the secured district placement.
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Step 4: Completing the EFE Documents (Log Sheet)
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Click on the “EFE Documents” Tab of the binder

A blank Observation Log is available under “Instructions”.

Once you complete the “Observation Log” you MUST attach the log under “Attachments”. If you have
more than one log you may attach using “Additional Attachments” within the form.

Click on “Save”. DO NOT Submit. You will submit once all tabs/documents are completed.
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During enrollment of your Early Field Experience you must complete a log sheet documenting Early Field Experience Log Sheet:

Select
your hours of observation. a rating form completed by your mentor teacher and a reflection of
your observation experience.
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Early Field Experience Log Sheet
Once you have completed the required number of observation hours you will upload your Early Field Experience Observation Reflection  sajace

completed Early Field Experience Observation Log form located on the right hand side. Be
sure your log sheet reflects all hours, the mentor initials by each box and student/mentor
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Early Field Experience Reflection
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Early Field Experience Observation Reflection-Field Based Program form located on the
right hand side.
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All three forms must be completed to be issued a grade in the course

Step 5: Completing the EFE Documents (Rating Form)
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Click on the “EFE Documents” Tab of the binder

A blank Rating Form is available under “Instructions”.

Once you complete the “Rating Form” you MUST attach the form under “Attachments”. If you have more
than one rating form you may attach using “Additional Attachments” within the form.

Click on “Save”. DO NOT Submit. You will submit once all tabs/documents are completed.
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Additional Attachment: to attach rating form
Early Field Experience Rating Form

Once you have completed the required number of observation hours you will upload your
completed Early Field Experience Rating form located on the right hand side. Be sure the form
has been completed and contains all required signatures

Click here to jgamload the Early Field Experience Rating Form
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Step 6: Completing the EFE Documents (Observation Reflection Form)

5. Click on the “Rating(s) Form” Tab of the binder
A blank Rating Form is available under “Instructions”.

7. Once you complete the “Rating Form” you MUST attach the form under “Attachments”. If you have more
than one rating form you may attach using “Additional Attachments”.

8. Click on “Save”. DO NOT Submit. You will submit once all tabs/documents are completed.
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All three forms must be completed to be issued a grade in the course
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Note: The Observation Reflection is completed within TK20. You will not attach the form. If you have additional
documents that you feel should be included with the Reflection you may attach as “additional Attachments”. Additional
Attachments is not required.

Step 7: “Submit” the Course Binder

Note: Once you click on “Submit” your binder is locked down and you are unable to make any changes. Therefore, make
sure all tabs are completed prior to clicking on “Submit”.
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Note: Once you SUBMIT the Course Binder you will receive an email from TK20 confirming the binder has been submitted.



