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Rationale

The development of a professional portfolio has been an accepted practice for many years.  Portfolios are being used in education, especially with the official acceptance of the Pennsylvania Department of Education’s Chapter IV, which provides options for the use of portfolios and senior projects at the secondary level.  The development of the professional portfolio is now considered an important process for documenting effective teaching performance and professional growth.  Increasing numbers of teachers are seeking National Board Certification through the National Board for Professional Teaching Standards.  The portfolio is a major component of the extensive documentation which is required.
Teachers are obviously required to communicate effectively with a variety of audiences if they are to be successful in the teaching/learning process.  Through the development of their portfolio, student teachers will be required to practice the implementation of the communication skills of reading, listening, speaking, writing, and collaboration.  By developing a portfolio that focuses on intensive communications skills and activities, student teachers will be able to more readily see that the “art of teaching” is a life-long process of communicating.  The refinement of this process will lead student teachers, and ultimately their students, to communicate more effectively, and strive toward higher levels of learning.

In addition, the portfolio is typically carefully reviewed by school districts during the interview/hiring process.  The artifacts should provide clear evidence of the type of teacher the applicant is, including information about his/her ability to adapt instruction and assessment to diverse learners, appropriate use of instructional technology, involvement in professional activities beyond the classroom, etc.

Although the portfolio is formally completed during the professional semester, candidates may start to identify and refine portfolio selections as early as the sophomore year.  Each of these objectives is met by fulfilling the requirements associated with Portfolio Components 1-8 which are described in this booklet.

The Components of the Professional Portfolio section details activities that may be included within each area of the portfolio.  Please notice, too, that student teachers are required to make a formal presentation of their finished portfolio before a group of education faculty members and fellow student teachers.  
The portfolio requirement has changed this year (2007-2008) to include both a paper (traditional format) and an electronic copy (e-folio).  The format for your e-folio was presented in EDUC3120 Technology for Secondary Educators and EDUC6110 Computers in the Classroom.
Developing Your Professional Portfolio
Basically, a teaching portfolio is a collection of materials that serves to demonstrate professional growth and teaching practices.  Many benefits occur from developing a portfolio.  For example, it reinforces instruction and learning; it makes evaluation more meaningful; it encourages creativity; it associates learning with authentic experiences; it showcases talents; and it encourages critical thinking and higher levels of learning.

Student teachers must include a variety of documents in their portfolio, which will be evaluated according to the criteria presented in the assessment section.  This booklet serves as a guide in creating a portfolio for meeting RMU objectives, as well as personal career objectives.  Components 1-8 give details about the required items to be included in the portfolio.  Student teachers must select additional pieces that help to demonstrate how they have met educational, communication, and personal goals for Component 8.   In selecting these items, be careful not simply to include everything you have done throughout the education program.  Kenneth Wolf (1996) points out in his article, “Developing An Effective Teaching Portfolio,” that:

...... a teaching portfolio should be more than a miscellaneous collection of  artifacts or an extended list of professional activities.  It should carefully and thoughtfully document a set of accomplishments attained over an extended period of time.  And, it should be an ongoing process conducted in the company of mentors and colleagues.

The portfolio should be arranged in a loose leaf binder, indexed, and organized logically.  Provide a title page with your name, address, telephone number, email address, and area of certification.  You should include a table of contents for the portfolio.  Clearly identify portfolio components by labeling each component with its title.  An appropriate cover page should be designed for each component.  At the beginning of each component, include:

A.
Caption--a brief statement that identifies the component, describes its contents, and describes the context in which the component (or pieces included) were developed.  A caption can be written in as few as two or three sentences.

B. Reflection--In addition to describing the portfolio contents, the reflection discusses how and why the document or experience was initiated or included, indicates the teacher and student learning which took place as a result of it, and suggests follow-up that could take place or changes that could be made to enhance the outcome.  A reflection can be written in one or two short paragraphs.

The caption and reflection may be included on the same page.  A sample of a caption and reflection page is included in Appendix A.

Preparing a Successful Portfolio

1. If you haven’t already begun collecting materials, start today.  Begin by reviewing the work you prepared for previous classes.  Examine each component and brainstorm about the kinds of materials that would be ideal to include.  Make a list of materials that you will prepare or collect during student teaching.  Have a game plan, and do not procrastinate.

2. Clearly organize your portfolio.  Be certain that you have correct headings (current as detailed by the most recent guidelines).  Make every page easy to read.  Do not put more than one page in a protective sleeve.  Use the captions to clearly list and briefly explain all supporting materials for each component.

3. Try to provide a variety of items for each component.  For example, in Component 4, do not merely include a written philosophy of education; look for other items that illustrate your philosophy.  These may include papers written for other courses, summaries of influential books and articles, lesson plans with reflections, teaching journals and logs, etc.  Similarly in Component 2, strive to include a diverse representation of your content knowledge.  Include several plans covering a variety of disciplines in your content area to demonstrate your range of knowledge.

4. Use the reflections to review your materials, to point out general themes, to indicate ways in which your thinking has developed or evolved, to discuss areas in which you need to learn more or gain further experiences.  This is your chance to do more than “list” what is included.  Reflections should provide either a sense of your motivations in including these materials or direct reflections on the materials themselves.

5. Proofread all your work at least twice.  Be certain to run spell check and grammar check.  As well, proofread for errors that you frequently make (for example, it’s/its confusion).

6. Ask someone else to review your portfolio before you submit it.  Ask him/her to review the portfolio for the following:  Is it well organized?  Are there errors in grammar and spelling?  Are materials diverse and interesting?  Does the entire package give an accurate sense of you as a teacher, as a scholar, as a person?  
Please consider the following:

*What are your unique strengths and talents, and how can you provide evidence of these to persons who review your portfolio?
Portfolio Component 1
PROFESSIONAL DOCUMENTATION

Objective:
To demonstrate a commitment to the teaching profession as evidenced by associations with educational organizations, especially attendance at state and local in-service seminars and at annual conferences, and to prepare professional credentials for employment purposes.

Student teachers should include:

*1.
Short statement for choosing education as a career --

· Type standard font

· No errors

· Approximately 1/2 - 1 page

*2.
Rẻsumẻ

*3.
Copy of completed, error-free typed Pennsylvania Standard Application

*4.
Copies

· PRAXIS scores -- Include in the portfolio evidence that all required sections of the PRAXIS exams were passed.

· Transcripts

· Clearances/FBI Fingerprinting
· TB test

· Membership in S-PSEA

5.  e-folio

6.
Letters of recommendation

7.
Awards and certificates

8.
Extra-curricular activities

9.
Suggestions:


a.  Creation of a tri-fold brochure to leave with members of an interview team.  This 
brochure should include a summary of information in this component, along with photographs and/or graphics that showcase your talents.  Include the brochure in a sheet protector so all contents can be easily reviewed.
b. videotape/CD
*Required

Portfolio Component 2

GENERAL CONTENT LESSON PLAN AND

ASSESSMENT, WITH ADAPTATIONS
Objectives:

1. To prepare and present appropriate lesson plans and demonstrate mastery of the self-evaluation process.

2. To develop appropriate assessment tools.

3. To demonstrate the ability to adapt instruction and assessment to meet the needs of diverse learners.

Required Artifacts:

*1.
Student teachers will prepare a detailed lesson plan, using the RMU format.  

*2.
The student teacher will request that the cooperating teacher critique this lesson plan using the Evaluation of a Lesson form in Appendix C.

*3.
The student teacher will include the assessment instrument that was developed for the lesson/unit.  The assessment instrument with the rubric and/or grading scale must also be attached.

*4.
The student teacher will include a brief description of the adaptations made to instruction based on a student with special needs.  The student teacher will also include the adapted assessment tool developed for this student.
*Required                           
Portfolio Component 3

TECHNOLOGY

Objectives:

To assess various media and software for classroom instruction and to integrate these resources as learning tools.

To integrate technology as an effective presentation and/or learning tool.

Required Artifacts:
*1.
Student teachers will prepare a lesson plan, using the RMU format, which utilizes technology.

*2.  Select one of the courses that you taught during student teaching.  Identify three ways that you would use instructional technology in a technology-enhanced classroom.  (For example, you might want students to explore a relevant website and create a newsletter, brochure, etc.) You may present your ideas in a bulleted list or in three brief paragraphs.

(Faculty or Cooperating Teachers: If the student teacher integrates technology via a specific lesson, he or she should present a rationale for the use of a particular software or media prior to teaching the lesson. Using this rationale, you can discuss salient issues and make suggestions for how technology can be used as a learning tool.  Also, you can express the importance of and sometimes the necessity of developing group or cooperative strategies for successful implementation, especially when equipment and materials are limited.)

*Required

Portfolio Component 4
PHILOSOPHY OF EDUCATION & BOOK REVIEW AND ANALYSIS
Objectives:
To develop a comprehensive philosophy of education detailing beliefs about students and learning as they relate to the critical issues affecting education today. 
To prepare for an interview, including questions about a current issue/topic in education, by preparing a book review and analysis.
Required Artifacts:   

*1.
Prepare a philosophy of education as early as the sophomore year.  Writing this document is part of the assignments required in EDUC2000/Schools and Society and EDUC6000 Critical Issues Affecting American Education courses. 

A.
Consult with the EDUC2000 Schools and Society or EDUC6000 Critical Issues Affecting American Education instructors, faculty advisors, or a former high school teacher.  They may provide information on philosophies of education.

B.
Toward the end of the RMU program, and after student teaching, update the philosophy based on your experiences with students and colleagues.

C.
Themes in the philosophy of education may include, but are not limited to:

All Children Can Learn

Maintaining the Dignity of All Individuals

Characteristics of Effective Teaching

Differentiated Instruction

Appreciation of Diversity

Learning to Teach is a Life-Long Process

*You may wish to use a significant quotation (with proper citation) to establish the theme of your philosophy.

*2.
Identify a book that has had an impact on you as a teacher.  Briefly summarize its content in 2-3 pages and discuss why this book was chosen.  How has it influenced you as a teacher?  Be prepared to discuss this book in future interviews.
*Required
(FACULTY NOTE:  A personal philosophy of education is something that develops over time.  Make student teachers aware of this as they begin to study the beliefs of others.  Help student teachers understand that they need to communicate their philosophy to their future students, school administrators, school board members, and classroom parents.  You may find it helpful to direct them to library sources that will serve as a springboard in getting this process started.  It is also suggested that you share your philosophy of education with them and explain how it has changed over time.)
Portfolio Component 5

CLASSROOM  MANAGEMENT
Objective:

To apply the principles of effective classroom management as a classroom teacher.  

Required Artifacts:
*1. 
Identify the five most important principles of classroom management and briefly discuss each.
*2. 
Document three instances of implementing the discipline policy in your classroom.  Describe the situation, the action, and the outcome in detail (use sample on next page).

*3.
Prepare your philosophy of classroom management.

  4.
Develop a list of classroom rules which are appropriate for a specific identified grade level.  Create a form to be signed by the students and their parents and/or guardians. (See sample on page 13.)  

*Required

Sample
Disciplinary Actions

Situation:  During a routine Friday vocabulary lesson, I informed students that if they had any questions about their research papers, I would address them after the quiz.  Typically, students work on their sentences for the next list of words once they have finished the quiz.  While assisting one young lady with her question, two young boys approached me.  They were disruptive and began pushing each other, arguing over who would be first to speak with me next. As they were doing so, the rest of the class began talking and it became quite chaotic.
Action:  First, I handled the situation with the two boys.  I asked them, “Do you see that I am currently helping another student?  Is there a reason for you to be so disrespectful?”  One student responded with “I just have to go to the bathroom,” to which I responded, “Have a seat and when I am finished handling this situation you may go.”  When I turned to the other student, he was not so cooperative.  I asked him, “Can you please return to your seat and I will be with you next?”  After argument from him, “But I just …”  “Can’t you just help me …” etc.  I had to deal with him in front of the class.  I said, “First, you were disrespectful to the student I was helping, and now you are disrespectful to the rest of your classmates.  Take your seat and continue working on your sentences.  You can see me after class about the question you had.  You’ve lost your privilege for immediate help because of your inconsiderate actions.”
Outcome:  The problem had not been handled completely because now the whole class was off task.  It was now close to the end of the period, which was also the last period of the day (a Friday), which may be an extra cause of the chaos.  I turned off the lights to get the students’ attention.  Next, I told the students to put away their vocabulary sentences, take out their agendas and read the pages about discipline and appropriate behavior until it was time to go.  I  told them that I gave them the option to work on their sentences or approach me with any concerns about their research paper as a privilege, since class time was no longer an option for working on their papers.  The  penalty was a loss of both of these privileges, and their vocabulary sentences became homework, which was due on Monday.  If they had any other questions about their research paper, they had to come see me on their own time.
Sample

Classroom Rules and Expectations

All students are expected to:

· Be in the classroom before the late bell rings.  
· Bring notebook, pencil, and all other necessary supplies to each class.  No one will be excused to his/her locker during class.
· Treat others (students and teachers) with respect.
· Handle the classroom furniture and computers with care.  
· Enter only the computer programs assigned for your class.  No game playing or E-mail is permitted in the classroom.  
· Complete all homework assignments.  All assignments will be checked and graded.  Grades for homework assignments will equal that of a test score.  A 10% deduction from this grade will be given for each assignment not completed.
· Complete and submit homework/assignments missed due to an absence within two days.  
· Compile a vocabulary notebook that will be graded each nine-week period.  
· Stop talking once class has begun so others are not distracted.  
· Turn off cell phones.
Please sign, detach neatly, and return after reading the classroom expectations.  I look forward to a great year!
Student Signature:  _____________________________ Date:  ________________

Parent/Guardian Signature:  _________________________ Date:  _____________

Portfolio Component 6

INCLUSION AND CULTURAL DIVERSITY
Objective:


To apply the principles pertaining to diversity, integration, and inclusion by preparing and teaching from lesson plans.

Required Artifacts:
*1. 
Candidates must prepare and teach from lesson plans that provide accommodations for meeting the needs of inclusive students and for meeting the needs of learners with various cultural backgrounds.  

*2.
Describe three instances of how you provided accommodations for meeting the needs of inclusive students and/or learners with various cultural backgrounds.

Suggested Activity:

Candidates may describe how they provided cooperative experiences for inclusive students and cultural diversity in the classroom.  This may include specific lesson plans document adaptations for inclusive students and cultural diversity.
Portfolio Component 7
Samples of Student Work

Objective:

To prepare appropriate lesson plans and deliver effective lessons.

Suggested Activity:
Student teachers should include a lesson plan through which students created outstanding products.

1. If samples of the project/product can be included in the portfolio, include them, but remove students’ names.

2. If the project/products are too large or bulky, photograph some of the students’ work and include the photos in your portfolio.

3. Include the lesson plan, the assessment criteria, and samples of students’ work.
*If you designed and implemented more than one lesson plan which yielded valuable student work, please feel free to include multiple lesson plans, assessment criteria, and samples of students’ work.

Portfolio Component 8
INDIVIDUAL  CHOICE  ENTRIES
In this portion of the portfolio, student teachers may include a variety of materials and descriptions of experiences that have contributed to the attainment of their educational goals.  The items which appear below were suggested by teachers, members of the RMU Teacher Education Advisory Committee members, and public school administrators.  They were responses to a questionnaire about the types of communication-intensive activities and documents needed by education program completers.

Student teachers may include some of the items listed below, or may include any others they believe will provide evidence of their strengths as a teacher.  When deciding what to select for the portfolio, keep in mind that the portfolio should showcase your strengths as a teacher.  Too much in the portfolio can overwhelm the reader.   Too little will tell the reader that your experiences as a teacher were limited.

We strongly suggest that student teachers select examples from at least three of the following items:

Community involvement

Lists of professional books or articles that you have read  (Be prepared to discuss anything 

on your list in an interview.)
Case studies that you effectively created and used in class, with the appropriate lesson plan

Tests that you created and used during student teaching, along with a summary of your 

students’ performance
Student evaluations and comments

Games which the student teachers have developed and used, and the lesson plan which 


accompanies them
Evidence of your participation in extra-curricular activities

Extended tutoring experience 
Pictures of bulletin boards and/or group work

Essays or compositions which demonstrate written communication skills (yours or your 


students)
Adapted examinations and/or other assessments

Any other items that were produced during your student teaching experience
(Student teachers:  Your student teaching journal is an excellent way to help you remember items that you may want to include in your portfolio.  Also, the journal will help you to recall information for the caption and the reflection you must write for each component in the portfolio.  This journal is to be included as a section of your Lesson Plan notebook.)  

PRESENTATION OF PORTFOLIO
Objective:

To effectively communicate educational philosophy, goals, and thoughts as a professional educator--to present your portfolio--before an audience of peers and faculty members.  

Procedure:

The final assessment of the portfolio takes place near the end of the student teaching experience.  Student teachers are required to attend a Portfolio Fair.  At this fair, student teachers will display their portfolio for other student teachers to examine; examine and evaluate the portfolios of their peers; and respond publicly to one or two questions prepared by the education faculty.   Here are examples of questions that may be asked: 
· How will a prospective employer respond to your entries demonstrating classroom management?
· Which section of the portfolio represents your best achievement?  Explain why.
· How will a prospective employer respond to your entries demonstrating special needs? 
· What is your philosophy of education?  Has it changed as a result of what you have experienced during student teaching?
· What are your professional aspirations?
· How can an effective teacher create a partnership with parents to improve their children’s learning and behavior?
· What is your strongest characteristic?
· What is your weakest characteristic?  Why?  What will you do to change it?
· What is the most important quality of a good teacher?
· What are five personality traits of a good teacher?
· How would you handle a student who is acting out in class?
· Why would a school district want to hire you?
*Since this is your final, formal presentation before earning certification, please make it your strongest.  
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Appendix A

SAMPLE CAPTION AND REFLECTION

Sample Caption (Classroom Management)
This section includes the discipline policy of the district in which I completed my student teaching, the paper I completed in EDUC3025 Instructional Design and Classroom Management in which I identify what I believe are the five most important principles of classroom management, and documentation of three instances in which I implemented disciplinary action during student teaching.  I believe that these documents reflect my professional growth as an effective classroom teacher.
*Classroom Expectations

*Discipline Policy Enforcement

*Certificate of Classroom Management Seminar Attendance

Sample Reflection (Classroom Management)
Classroom expectations are an important tool in classroom management, setting the tone for behavior and rules throughout the year.  By firmly stating what you as the teacher expect from the students, you show that these expectations are to be followed by all students.
Enforcement of classroom rules must be consistent and fair.  Students must understand that rules are expected to be followed and there are consequences for inappropriate behavior.
Also included in classroom management are such responsibilities as attendance, grading criteria, policies and procedures.  It is important that the teacher communicate this information to the students from the beginning of the year and reinforce this information throughout the year.

Appendix B

LESSON PLAN (2 pages)

COURSE TITLE:

COOPERATING TEACHER:

DATE:

GRADE LEVEL:

TOPIC:

STUDENT OBJECTIVE(S):  (well written statement that provides a clear picture of the outcomes or performance; must be measurable or observable)

The students will be able to:

PA ACADEMIC STANDARDS:

USE OF TECHNOLOGY:  (if applicable):  How the teacher and students will use technology during instruction or assignments

MATERIALS AND EQUIPMENT:

LEARNING ACTIVITIES:


Anticipatory set (2-4 minutes):  (focus; short activity or prompt that focuses the student’s attention; called a “hook” to grab the students’ attention)  Examples:  handout given at the door, review question written on the board, problems on the overhead

Teaching/Presentation (approximately 35 minutes)

· most detailed portion

· must be logically sequenced and specific

· must contain salient points of the lesson 

· anticipated questions or difficulties from students


Input (vocabulary, skills, and concepts); information that students need to know in order to be successful; necessary information needed for students to gain the knowledge or skill


Modeling (show); watch how I do it; examples of what is expected as an end product


Checking for understanding; questioning strategies to determine if they “got it”; allows students to practice “doing it right”


Guided practice (follow me); lead the students through the steps necessary to perform the skill; let’s do it together.

Closure (2-3 minutes):  (Actions or statements by a teacher to bring the lesson to end; summary or review of what students were expected to do; restate the objectives)
STUDENT EVALUATION:  (How the teacher will know that the students have learned.  NOTE:  Walking around the room does not satisfy this requirement.  Need to have behavior you are looking for specified.  Think of something other than quizzes.)

ASSIGNMENT:  (What the students will do the next day to prepare for class, not always required.)

ADAPTATIONS:  (Adaptations will be made based upon students’ needs)
TEACHER REFLECTION:  (Student teachers will complete this section AFTER teaching the lesson at least once.  What would you do the next time you teach this lesson?  What went well?  What went wrong?  Why?

Appendix C--Form B

Evaluation of a Lesson
Student Teacher:  ______________________________________
Date: ___________________

Evaluator:  ______________________________ Subject:  ______________________________

Using the RMU lesson plan template, evaluate each component and provide recommendations for improvement.  Please place a checkmark in the appropriate box:  (3) High; (2) Average; (1) Needs improvement.

	
	3
	2
	1
	Recommendation

	Student Objective(s)
	
	
	
	

	PA Academic Standards
	
	
	
	

	Use of Technology, if appropriate
	
	
	
	

	Materials and Equipment
	
	
	
	

	Lesson Plan:
	
	
	
	

	   Anticipatory set
	
	
	
	

	   Procedures for lesson
	
	
	
	

	   Teaching/Presenting:
	
	
	
	

	      Input
	
	
	
	

	      Modeling
	
	
	
	

	      Guided practice
	
	
	
	

	      Check for understanding
	
	
	
	

	   Closure
	
	
	
	

	Student evaluation
	
	
	
	

	Assignment
	
	
	
	

	Adaptations
	
	
	
	

	Lesson Delivery:
	
	
	
	

	   States objectives
	
	
	
	

	   Relates material to students
	
	
	
	

	   Student participation
	
	
	
	

	   Logical sequence/examples
	
	
	
	

	   Appropriate pacing/wait time
	
	
	
	

	   Questions that allow for higher level thinking       skills
	
	
	
	

	   Clear communications
	
	
	
	

	   Incorporates variety of instructional strategies
	
	
	
	

	   Appropriate closure
	
	
	
	

	   Appropriate use of instructional time
	
	
	
	

	   Appropriate praise
	
	
	
	

	   Respect for students
	
	
	
	

	   Acceptance of divergent viewpoints
	
	
	
	

	   Learning environment conducive to learning
	
	
	
	


Appendix D

Portfolio Evaluation
Portfolio of: ________________________________________________________
Evaluator:  _________________________________________________________
	
	Possible Points
	Points Earned

	Component 1

   Professional Documentation
	20
	

	Component 2
   General Content Lesson Plan and Assessment, with Adaptations
	20
	

	Component 3
   Lesson Plan Utilizing Technology
	15
	

	Component 4

   Philosophy of Education

   Book Review and Analysis
	10
	

	Component 5

   Classroom Management
	10
	

	Component 6

   Inclusion and Cultural Diversity
	5
	

	Component 7
   Samples of Student Work
	5
	

	Component 8
   Individual Choice
	5
	

	Captions/Reflections
	5
	

	Overall Appearance/Organization
	5
	

	Total Points:  100 Points
	100
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