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Complete Field Instructor Evaluation in
Tevera

Student Must START the Field Instructor Evaluation

1 Student: Navigate to https://memphis.tevera.app and log in.

2 Click "Complete assignments"

https://scribehow.com
https://memphis.tevera.app/#/env/client_focus/training/home
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3 Scroll down to "field instructor evaluation". Click "Start"

4 Verify you are sending the evaluation to your current field instructor. Click
"Submit"
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The above actions send the field instructor the document to
fill out.

The next section will show field instructors how to complete
their evaluation on the student.

5 Field Instructor: Navigate to https://memphis.tevera.app and log in.

6 Select the student who needs their field instructor evaluation filled out. Click
"Tasks" under that student.

https://memphis.tevera.app/#/env/client_focus/training/home
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7 Click "Field Instructor Evaluation"

8 Click "Start"
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9 Click the pen red box next to Agency. Fill in the Agency box. Click OK.

10 Click the red pen box next to Semester/Year. Fill in Semester/Year. Click OK.
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11 Read through the rating criteria for each level.

Competency evaluations run from 1 (lowest/ "student has little/no knowledge, and
requires ongoing supervision") to 9 (highest/ "student has advanced knowledge
and requires minimal supervision").

Mark "IE" ONLY if the student has not had ANY opportunity to demonstrate that
competency.
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12 Click the red pen box for each competency.

Note that the learning plan behaviors will be listed under "Student Activities". This
is what you should be evaluating for.

Pro tip: You can look back at previously submitted time
reports from the student. The time reports break down how
much time has been logged on each competency. If the
student is logging their time correctly, they should have a
diversified time report that supports all competencies.
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13 Important note: When you open up a rating box, you may need to scroll down to
find additional scores (1-5 may be visible, but 6-9 may require you to scroll).

14 Important note: If you rate the student anywhere from 1-5 on a given
competency, PLEASE FILL IN THE DIALOG BELOW THE COMPETENCY TO EXPLAIN
WHY.
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15 After the formal rating, please answer the required questions in Summary.

"What are the unique strengths this student brings to the profession of social
work?" and "In what areas do you see a need for this student to grow
professionally? Please identify future learning needs."

16 OPTIONAL: Submit comments in the "If you have other remarks you wish to make
in regard to this student's performance, please feel free to do so in the box
below".
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17 When you're done... Please double-check all of your ratings to ensure accuracy.

If you're completely finished, Click "Sign here" next to "Field Instructor Signature"

18 Click the "Enter your login password to sign" field. OR click the pen icon and
scribble your signature.



Made with Scribe - https://scribehow.com 11

19 Click "Sign"

If you need to exit the document before you sign it, you will
be prompted to say either "Yes, I'm done" or "No, finish
later". Click "Finish Later" and your document will be saved
where you left off. Only submit your signature when you're
completely done.


