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Setting up the Learning Record Process

Here are some tips and suggestions for teachers setting up the Learning Record process in a class. I assume that many teachers are teaching several classes, and need to keep the traffic of student work and Learning Records as simple and as organized as possible. This is my sense of how to do that, but you may find another system that works better for you. Use it by all means. Below these instructions are guidelines that step you through the Learning Record. Here is what I do:

Before classes begin

1. Download the Learning Record. It is a simple text document created in Microsoft Word. It may be downloaded at http://www.cwrl.utexas.edu/~syverson/olr/olr.html

2. Create a Learning Record folder for each class you teach. Student Learning Records will be stored there, along with a copy of the original blank Learning Record document with the course information added. 

3. For each course, open the lr.doc file. Add the course information, course strands, and grade criteria. Save this file ( “save as”) with a filename that distinguishes the course. I use the course number. (309-LR.doc). Keep this file in the course Learning Record folder. This document will be copied by students to create their own Learning Records.

At the beginning of classes

4. Provide the course Learning Record (309-LR.doc) for students so that they can make a copy. They should also keep a backup copy. The Learning Record is set to do this automatically, but students should check their Microsoft Word preferences to be sure this option is checked. 

5. You will want to explain the Learning Record and this way of documenting student work to the class. It is helpful to provide the Learning Record Reference Guide and this Teacher Manual for students (there is nothing secret or hidden in this process!). They can download it at http://www.cwrl.utexas.edu/~syverson/olr/olr.html or you may make a print version available to them. 
Here is what students do

1. Review the Learning Record materials and ask any questions about the LR. They may also download this document and the Reference Guide, and browse the information provided at the Learning Record Web site: http://www.cwrl.utexas.edu/~syverson/olr

2. Open the Learning Record document (309-LR.doc). Immediately “save as” their own document. I use this file name convention: <course number-student last name-LR.doc>. (309-syverson-LR.doc). There is a method in this madness. When students turn in their Learning Records to me they will sort automagically by class and then alphabetically by student. That way I can keep them straight, even if I have several classes.

3. Create a folder: 309-syverson. Put the Learning Record document into the folder. Add two other folders to this folder: work samples and teacher comments:
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	Note: If you have downloaded the LR bundle, the LR will already have these folders set up properly, and the LR manual and reference files will also be included. All the student will need to do is rename the LR.doc or LR.rtf document and the Learning Record folder, as shown here. 


Managing the Traffic between teachers and students

1.  After the teacher has added course information and students have completed their first assignment (Part A.1, A.2, and two observations), they turn in the entire LR folder, which includes the LR.doc file, plus two folders: work samples and teacher comments. This can be done by any means you are accustomed to using: email attachment, posting to courseware, uploading to a server, etc.
2. Any assignment that is not part of the LR.doc itself should be in the work samples folder and properly linked to its work sample entry in the LR.

3. This also gives teachers a chance to be sure students know how to do this.

4. The teacher puts the student’s LR folder (309-syverson) into the course folder. Each student should have a folder in the course folder, named with the course number and the student’s last name. These will sort alphabetically automatically.
5.  The teacher reviews the assignment and any student comments about it in the LR, as well as observations (if she needs or wants to).

6. She may comment on the assignment itself, on the LR, and/or with a separate comment file. And she of course credits the student and/or grades the work. 

7. Whatever comments she provides get saved into the student's "teacher comments" folder. If she makes comments within the LR itself, she saves that file into the teacher comments folder also. Everything the teacher returns to the student is put into the teacher comments folder of the student’s LR.
8. The teacher returns ONLY the teacher comments folder to the student. This can be done by any means you are accustomed to using: email attachment, posting to courseware, uploading to a server, etc.
9. The student puts the teacher comments folder into his/her LR folder, which replaces the prior teacher comments folder.

10.  The next time the student turns in an assignment, turning in the entire LR folder, as in 1. above, the teacher replaces the entire student LR folder with the new one. 

11. She makes comments on the assignment, saves them to the teacher comments folder, and returns only the teacher comments folder to the student, as in 3., above. The cycle repeats.

This seems complicated at first, but once you and the students have done this a couple of times it will become clear and obvious. Students maintain the Learning Record, adding observations and samples of work as they are created. I ask students to do two observations each week. 

Midterm and Final Learning Records

At the midterm and the end of the term, students determine what to include in their midterm LR and final LR. So they will turn in an entire folder with selected work samples and the teacher comments they have chosen to include in the midterm or final. This should be a representative sample of their observations and work samples, not necessarily a comprehensive set. 

If you have any questions please don’t hesitate to contact me. 

Stepping Through The Learning Record
Student Profile:

Name: Students enter their names here (obviously)
Email address: Students enter their email addresses
Phone: Students enter their phone numbers
Languages:

Primary Language: Students should enter the language they are most at home with.
Other Languages (reading, writing, speaking and listening): If they speak, read, or write other languages, they can enter them here.
Course Information:

Course Instructor: Instructors enter their names here before they let students make a copy
Course Number: Instructors enter the course number before they let students make a copy
Course title: Instructors enter the course title before they let students make a copy
Course ID number: Instructors enter the course ID before they let students make a copy
Term: Instructors enter the course term before they let students make a copy
Year: Instructors enter the course year before they let students make a copy

Absence policy: Instructors enter the absence policy before they let students make a copy
Part A1: Interview

Interview with another person who knows you well—for example, a parent or other family member, close friend, or teacher. Please identify the person (first name only) and how long he or she has known you. The interview should focus on the person's impressions of your development as a reader, writer, and thinker. If you have completed a Learning Record interview like this in another class recently, you may use it here.

	Interviewee (first name):
	Students enter the first name of the person they interviewed.

	Relationship to you:
	Students enter the relationship of the person they interviewed.

	Interview date:
	Students enter the date of the interview.

	Students enter the summary of the interview. 

Note that we are asking students to summarize, not just report. This is a key skill that will serve them well. We are looking for between a half page and one page summary. 


Part A2: Personal Reflection

Reflections on your own development with respect to reading, writing, speaking, and listening, and other course strands (see the course strands below).

	Students write here about their background up to the start of the class. They should include information about not only their development in reading, writing, speaking and listening (core skills at the heart of all learning in school), but also with respect to the course strands defined by the teacher (below, in the course strand section).

Therefore it is important to get Part A.1 and A.2 completed as soon as possible, usually within the first two weeks of the term. It is also helpful to ask students to include two observations so that you can respond to help them distinguish an observation from a reflection, opinion, judgment, or something off the topic of the class entirely. This feedback can be extremely brief, just to help keep the observations on track.




Part B1: Midterm Analysis of Data

Develop your summary interpretation of your development in terms of the major strands of work and the five dimensions of learning. Be sure to connect your interpretations with specific examples included in the observations and samples of work. 

	Students review Part A.1 and A.2, their observations and their work samples up to the midterm. They review the course strands and the dimensions of learning (below). Then they write an analysis of their learning in terms of the course strands and the five dimensions, pointing to specific examples from their observations or work samples to support their analysis. A good analysis makes clear connections between the evidence and the analytical framework provided by the course strands and dimensions of learning. 

The midterm analysis is a kind of “course correction” or “draft of the final Learning Record.” It helps students learn how to do an analysis that is supported by evidence within a theoretical framework. This is another skill common to many disciplines. It reminds students that the Learning Record is an evidence-based analysis of their learning, not a simple-minded “self-evaluation.” It provides teachers an opportunity to point out certain common difficulties: lack of evidence to support an analysis; lack of connection between claims in the analysis and supporting evidence; analysis not grounded in the theoretical framework of the course strands and dimensions of learning. In this way, students learn that analysis is not an arbitrary speculation or semi-fictional narrative.




Part C1: Midterm evaluation and grade estimate

Include here any comments you'd like to add, especially concerning:

· Your estimated evaluation in terms of the grade criteria for the course. 

·  Suggestions for your own further development during the remainder of the term. 

· Suggestions for class activities or for the professor to better support learning

Then, indicate your midterm grade estimate. 

	Evaluation: Here students explain how their analysis and evidence map onto the grade criteria. Again, this is an evidence-based judgment. It helps students learn how to apply criteria to evidence to reach an appropriate conclusion. This is something woefully lacking in the culture. It is also a key skill in most disciplines and workplace settings. 
Midterm Grade estimate (student): The student makes a judgment call here. It is a difficult decision, but it is crucial for them to make it. All professions call for judgments that determine outcomes. I forbid students to engage in the waffling of entering “A-/B+” for grade estimates.
Teacher’s comments on the Midterm LR: Here I give feedback on the overall Learning Record, focusing on the document as representative of the student’s efforts and activity in the class, the quality of the work, and my reflection on their learning so far. I focus on these issues:

· Is there enough evidence for anyone to be able to asses the student’s performance?

· Is it the right selection of evidence to provide a useful representation of the student’s work?

· Are there clear signs of development in the evidence?

· Has the student handled the analysis and evaluation of the evidence effectively?

· Is there anything about their learning that I’ve observed, but that is not reflected in the LR in some way? Do I have suggestions about how the student might document it?

· Is there anything the student needs to know about preparing observations and work samples and listing them in the LR?

· Are there any formatting or transporting issues that should be addressed by the final LR?

Midterm Grade (teacher): I tend to be tough here at the midterm, to show students I take this work and their minds very seriously. It can be a wakeup call for high-achieving students who discover they can’t just phone it in in my classes.


Part B2: Final Analysis of Data

Develop your summary interpretation of your development in terms of the major strands of work and the five dimensions of learning. Be sure to connect your interpretations with specific examples included in the observations and samples of work.
	Follows the same format as the midterm, and should be informed by the teacher’s response to the midterm. That is, if the teacher’s comments suggest that more diverse kinds of evidence are needed, the final LR should reflect an attempt to address that issue. It should also show a more general development of the student’s understanding of this analytical process.




Part C2: Final evaluation and grade estimate

Include here any comments you'd like to add, especially concerning:

· Reflections on your learning experience in the course.

· Any supplementary information or comments not included in Parts A and B.

· Any suggestions for the instructor for future classes. 

· Then, indicate your final grade estimate.
	Evaluation: Again, no waffling. Remind students to review all parts of the Learning Record and the evidence carefully, as well as the grade criteria, then make a well-informed evaluation. I find it is helpful to review the grade criteria in class. This is not the place to make excuses, apologize, or blame others. It is also not the place for self-aggrandizing. It is a place for matching criteria and evidence. Generally students feel very good about their learning when they can see the actual representation and analysis of it. 

Final Grade Estimate (student): 

Teacher’s comments on the final LR: These tend to be fairly brief. If the student has done the work of keeping the Learning Record, the whole story can be found there. I tend to focus on future directions the student might take the work from here, and reflect my support for (or disagreement with) their own evaluation.
Final Grade (teacher): Be true to yourself, your intentions for the course, your own sense of the student’s performance, and most of all, the evidence. this is an important part of the teaching, too.  


Observations

Please include the following information for each observation. Copy and paste these observation fields for each new observation.

Copy and paste the whole box below, with all of its fields.
	Date observed: 
	When did the observation occur?

	Date entered here:
	These two dates should not be more than 48 hours apart, or the observation is nearly useless. Human cognitive studies have made this clear. 

	Context (choose one):
	It’s important to establish the context of the observation here: Individual, pairs, small group, large group, class discussion, lab, field research

	Activity:
	Reading a text? Working on a web site? Workshop on a draft? Class discussion? Drafting a paper? Posting to a class blog? etc.

	Observation:
	This should be very brief, no more than a few sentences, describing just what was observed, as distinct from a reflection, interpretation, judgment or opinion about it. 

	Teacher’s comments:
	In my response I focus on whether the observation is actually an observation rather than something else, on the clarity of the description and its accuracy, on its usefulness in capturing something about the student’s learning, on its appropriate length. Most importantly, I note those observations that have nothing to do with activity related to the class.




Paste here to create your first observation. Repeat for each new observation.

Work samples

Please include the following information for each work sample. Copy the fields here and paste them into the space below. Copy and paste these work sample fields for each new work sample. 

Copy the whole box below, with all of its fields: 
	Name:
	Title of the work sample or descriptive title (Project 1 draft)

	Assignment: 
	What was the assignment? If this is unassigned work (for example informal writing), put “unassigned” here. 

	File name:
	(Please type the file name here, select the text, and choose Insert/Hyperlink from the menu above. Then make a link to the work sample file in your Learning Record folder)
Here students need to link the listing of the work sample to the work sample itself. If the work sample is online, give the URL for it. If not, it should be in the student’s “work samples” folder, and linked to from here. Since they often have idiosyncratic file names, this helps associate the work sample with its listing here.

It is very important to stress that the work sample itself must be either in the work sample folder, or in an accessible online location.

	Location:
	Online, in the teacher folder,  or in some other location that can be accessed by readers

	Your comments:
	The student comments on the work sample with anything he or she would like readers to know about it. (“this was my first web site...”)



	Teacher’s comments
	The teacher responds to the work sample. You may also have a file that contains the work sample with your comments. It can be simply returned together with the LR.




Paste here to create your first work sample entry. Repeat for each new work sample.

Course Strands

(Provided by the teacher)

	Course strand
	Description
	Weight


	a keyword for the strand, for example: rhetoric
	A description of what this term means in your class; what the objective is for students’ learning. For example, for rhetoric: 

We will focus on constructing and presenting well-designed, mindfully developed proposals, projects, documents, and informal messages. Students will learn about:

· A process approach to writing

· Online research skills

· Ability to use bibliographic software

· Understanding of search engines

· Properly citing research in published work

· Web writing

· Writing to take a position

· Rhetorical analysis of online communication

· Documenting, evaluating, and reporting their performance and achievements
	Different course strands may have different weights, depending on their significance in your class. Try to make sure the percentages add up to 100% if you use this option.

	
	Please note that a course strand represents a trajectory along which we expect to see development in students, or an objective for their performance. If it is necessary for students to master certain skills or knowledge to successfully pass the course or meet a grade criterion, that should be noted here. For example:

All students must demonstrate that they know the names of the bones of the body to pass this course.
	


Grade Criteria

(Provided by the teacher)

	Grade
	Criterion 


	A single grade criterion, for example: 

A

100-94

Pass

Excellent

Satisfactory
	A description of what this criterion means or what it requires in your class. A full example of a set of grade criteria that I use in my classes is included below.


	Grade
	Criterion 


	A
	Represents outstanding participation in all course activities; all assigned work completed, with very high quality in all work produced for the course. Evidence of significant development across the five dimensions of learning. The Learning Record at this level demonstrates activity that goes significantly beyond the required course work in one or more course strands.

	B
	Represents excellent participation in all course activities; all assigned work completed, with consistently high quality in course work. Evidence of marked development across the five dimensions of learning.

	C
	Represents good participation in all course activities; all assigned work completed, with generally good quality overall in course work. Evidence of some development across the five dimensions of learning.

	D
	Represents uneven participation in course activities; some gaps in assigned work completed, with inconsistent quality in course work. Evidence of development across the five dimensions of learning is partial or unclear.

	F
	Represents minimal participation in course activities; serious gaps in assigned work completed, or very low quality in course work. Evidence of development is not available.


Five Dimensions of Learning
Learning theorists have argued that learning and development are not like an assembly-line which can be broken down into discrete steps occurring with machine-time precision, but an organic process that unfolds in complex ways according to its own pace and rhythm. Teaching and learning occurs in complex ecosystems, dynamic environments where teachers, students, materials and supplies, texts, technologies, concepts, social structures, and architectures are interdependently related and interactive. 

Using the Learning Record, teachers (and students) are actively searching for, and documenting, positive evidence of student development across five dimensions: confidence and independence, knowledge and understanding, skills and strategies, use of prior and emerging experience, and critical reflection. These five dimensions cannot be "separated out" and treated individually; rather, they are dynamically interwoven. Our goals for a particular class should describe a trajectory of learning across multiple dimensions, and our measurements should be able to identify the paths taken by students and their progress from their individual starting points along that trajectory.

Individually, learners can expect to make progress across these five dimensions:

Confidence and independence
We see growth and development when learners' confidence and independence become congruent with their actual abilities and skills, content knowledge, use of experience, and reflectiveness about their own learning. It is not a simple case of "more (confidence and independence) is better." In a science class, for example, an overconfident student who has relied on faulty or underdeveloped skills and strategies learns to seek help when facing an obstacle; or a shy student begins to trust her own abilities, and to insist on presenting her own point of view in discussion. In both cases, students are developing along the dimension of confidence and independence.

Skills and strategies
Skills and strategies represent the "know-how" aspect of learning. When we speak of "performance" or "mastery," we generally mean that learners have developed skills and strategies to function successfully in certain situations. Skills and strategies are not only specific to particular disciplines, but often cross disciplinary boundaries. In a writing class, for example, students develop many specific skills and strategies involved in composing and communicating effectively, from research to concept development to organization to polishing grammar and correctness, and often including technological skills for computer communication.
Knowledge and understanding
Knowledge and understanding refers to the "content" knowledge gained in particular subject areas. Knowledge and understanding is the most familiar dimension, focusing on the "know-what" aspect of learning. In a psychology class, knowledge and understanding might answer a wide range of questions such as, What is Freud's concept of ego? Who was Carl Jung? What is "behaviorism"? These are typical content questions. Knowledge and understanding in such classes includes what students are learning about the topics; research methods; the theories, concepts, and practices of a discipline; the methods of organizing and presenting our ideas to others, and so on.
Use of prior and emerging experience
The use of prior and emerging experience involves learners' abilities to draw on their own experience and connect it to their work. A crucial but often unrecognized dimension of learning is the capacity to make use of prior experience as well as emerging experience in new situations. It is necessary to observe learners over a period of time while they engage in a variety of activities in order to account for the development of this important capability, which is at the heart of creative thinking and its application. With traditional methods of evaluating learning, we cannot discover just how a learner's prior experience might be brought to bear to help scaffold new understandings, or how ongoing experience shapes the content knowledge or skills and strategies the learner is developing. In a math class, students scaffold new knowledge through applying the principles and procedures they've already learned: algebra depends on the capacity to apply basic arithmetic procedures, for example.
Reflection
Reflection refers to the developing awareness of the learner's own learning process, as well as more analytical approaches to the subject being studied. When we speak of reflection as a crucial component of learning, we are not using the term in its commonsense meaning of reverie or abstract introspection. We are referring to the development of the learner's ability to step back and consider a situation critically and analytically, with growing insight into his or her own learning processes, a kind of metacognition. It provides the "big picture" for the specific details. For example, students in a history class examining fragmentary documents and researching an era or event use reflection to discover patterns in the evidence and construct a historical narrative. Learners need to develop this capability in order to use what they are learning in other contexts, to recognize the limitations or obstacles confronting them in a given situation, to take advantage of their prior knowledge and experience, and to strengthen their own performance.

Learning Record Privacy Policy
Please read carefully!
The Learning Record is a public record that documents your activities and accomplishments for this class. However, no one except you and your instructor will have access to identifying personal information, such as your name or email address. You may request that only your classmates and your teacher may have access to your Learning Record by checking the appropriate box on your Learning Record's first page. ("No").

In your class, you turn in all assigned work so that your teacher can give you credit for it. You keep a portfolio of all of your work as well as the teacher’s responses to it. At the midterm and at the end of the term you review all of your work and select the specific examples of work and observations to include with the Learning Record. You control the content of your Learning Record. 
Who has access to your Learning Record? What do they have access to and when?
During the class term
· Your teacher has access to all information in your Learning Record that you have kept public, as well as identifying information (to allow your grade to be assigned)
· Your classmates. Several of your classmates may have access to the public parts of your Learning Record during the peer review process called Moderation Reading. They may have access to work samples for peer review. They will not have access to anything you have marked private, to your notebook, or to your Part C Evaluation and grade estimate.
After the end of the class term and after final grades have been submitted, Learning Records may be saved to an archive by your teacher. If you have checked the “no” box on your Learning Record front page, your LR will not be contributed to the archive. Information identifying students will be removed in the archive; no one will have access to this information.
· Researchers will have access to all public information in archived Learning Records except student identification information. We expect that the archives may serve as an important resource for research on teaching and learning

· Other teachers will have access to all public information in archived Learning Records except student identification information. Teachers read the Learning Records of other teachers in Moderation Readings, which are used for large-scale assessment and professional development. We expect that the archives will be an important resource for preparing new teachers and for professional development of experienced teachers

· Administrators will have access to all public information in archived Learning Records except student identification information. We expect that administrators will use the archives to develop, evaluate, and improve programs

· Educational policy makers will have access to all public information in archived Learning Records except student identification information. We expect that government agencies and other policy makers will use the archives to improve educational policies on a wide range of issues affecting teachers, students, and educational institutions. We also hope that the archives will help policy makers recognize that the Learning Record model is a powerful and trustworthy alternative to standardized testing.

In other words, any archives of student work are intended to support research, professional development of teachers, program evaluation and improvement, and sound public policy.

What if I don't want to allow access to my Learning Record by people outside my class?
Remember to check the “no” box on your Learning Record's privacy question.
How might material from my Learning Record be used?
Learning Record information will only be provided for non-commercial educational use, including:

· Academic research, including publication in books, articles, conference presentations, and technical papers.

· Professional development of teachers.

· Development, evaluation, and improvement of programs.

· Informing public educational policy.
Except for your teacher, no one will have access to any of your identifying information. To ensure confidentiality, be sure to remove any information that identifies you or any classmates from files that you upload to your Learning Record. Use first names only when referring to classmates in your observations or work samples.
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