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Important notes:

· Please read carefully and refer to the Teacher Education Program Student Handbook for further information.


· There are other requirements due the semester before you student teach.  These requirements can be found on the College of Education website and in that handbook under, “Recommendation for Student Teaching.”  The purpose of this handbook is only to explain the portfolio process.


· Please note that, in the Childhood Education Department, the only portfolio you will be responsible for is the CALU Common Portfolio or the new CALU Professional Portfolio.  You are not required to have a separate portfolio for NAEYC (preK-4) or AMLE (4-8). 








Overview

What is the purpose of portfolio assessment?

Many professionals create an ongoing portfolio—artists, corporate executives, and teachers.  The purpose of a portfolio is to showcase your strengths, abilities, and accomplishments.  In general, portfolios are usually organized around common standards, based on what the experts of the field say are important.  In other words, it provides documentation and evidence that you have achieved the competencies of beginning teachers as described by the CALU Conceptual Framework, as well as those set by your area of certification.
  
In general, your portfolio provides you with the opportunity to synthesize your learning from course assignments and other experiences and evaluate how these assignments help you achieve proficiency in each of the principles and standards.  The portfolio also provides you the opportunity to make the case to CALU faculty that you have attained the teaching knowledge, skills and dispositions expected of beginning teachers at different checkpoints.  Learning to teach is a complex process and the portfolio provides the opportunity to evaluate and document your growing teaching skills.

What are artifacts?

Artifacts are documents that you select to put in your portfolio.  Think about them as concrete examples that show what you know and can do.  Remember, you need to show what you can do in many different areas.  Usually, artifacts are class assignments such as projects you’ve completed, papers you’ve written, lesson plans you’ve developed, or activities you’ve participated in.  When you take courses in your major, you will complete these kinds of assignments that must be put in your portfolio as artifacts.  Your instructor may refer to them as Performance Assessment Projects or Performance Assessment Tasks. Other artifacts might be created specifically for your portfolio; for example, you might write a personal philosophy of education, or a personal statement about professionalism. 

When is your portfolio due?

You will send your portfolio to your faculty interviewer. Notice the due dates below—they are very important!

· If you are student teaching in a fall semester, your portfolio will be due to your faculty interviewer on April 1 of the semester before you student teach.

· If you are student teaching in a spring semester, your portfolio will be due to your faculty interviewer on October 1 of the semester before you student teach.  Carefully note this date because this one tends to sneak up on students.  For Fall 2017, the date of submission is October 2, since the 1rst falls on Sunday.

Why do things change?

Your profession is always changing as we learn more and more about teaching.  Even after you graduate, you will learn new things about teaching and assessing your students—and you will change how you do things in your classroom.  Sometimes, new district-wide or state-wide requirements will make you change some things in your classroom or school.

It’s the same at the university.  As we learn new ways of teaching and assessing, we change how we do things so you can have the best, most up-to-date experiences.  Sometimes we have to change things because the PA Department of Education (the folks that give you your certification) changes the requirements for certification.  We know that this can get a little confusing for you, so be sure to keep up with all the changes.  Check your emails, attend all the mandatory meetings, visit the College of Education website, and talk with your advisor.  This is the most up-to-date information at this point, but it is your responsibility to keep up with the requirements.


Your Portfolio: Two Options for 2017-2018

Speaking of changes, this year, the College of Education is transitioning to a new type of portfolio. Because of the transition, if you are making an application during the 2017-2018 academic year, you may choose to do either type of portfolio. Both options are described below. Read everything carefully, and then decide which option is best for you.


Option A
The 13 CALU Performance Principles

In this Cal U Performance Principles Common Portfolio, you are demonstrating your abilities in the 13 areas that we believe all teachers should be competent in.  Read this section so you know how to set up this portfolio in Livetext.  

Setting up the Cal U Professional Portfolio in Livetext

· Go in LiveText to the LiveText Docs tab.
· Click the green plus sign to create a new document.
· Choose the “CALU Common Templates” Folder.
· Click on template for the “Common Portfolio: 12 Principles.”
· Scroll down and click the green “create document” button on the lower right.  
· Name it appropriately and save it with the OK button.
· You may wish to start by looking at the page titled “Managing this Portfolio.”  It includes some helpful directions and references.  

Create the “About Me” page 

· Use the “edit” button on the main section to open the text box. Add information about yourself to make a professional introduction. Some directions have already been built into the page. Remember to clean those out. It is nice if you can include a professional looking photo of yourself also.  Be sure to “save and finish” when you are done.  

Document the CALU Performance Principles

These are the CALU principles, which are the areas in which teachers must show competence:

· Knowledge of Subject Matter
· Knowledge of Human Development and Learning
· Adapting Instruction for Individual Needs
· Multiple Instructional Strategies
· Classroom Motivation and Management Skills
· Communication Skills
· Instructional Planning Skills
· Assessment of Student Learning
· Professional Commitment and Responsibilities
· Partnerships
· Diversity
· Field Experience
· Professional Presentation

Note that you will not be adding anything to demonstrate “Professional Presentation.” That is a score assigned to the overall presentation of your portfolio. Thus, there are 13 principles listed, but only 12 that you need to actually document. 

If you need to familiarize yourself with the first ten principles, a good source of information is the book How to Develop a Professional Portfolio (Campbell, Melenyzer, Nettles, & Wyman, 2012).  The authors explain the principles quite thoroughly, giving examples of teacher candidates and teachers who documented their capabilities in the principles in a portfolio.   

What do you need for each principle?

You need to have two different things for each principle: a rationale for the artifacts that you placed under that principle and the artifacts themselves.  You must have at least two artifacts for each principle.  

Artifacts

First, select the artifacts to submit to your folders.  Remember the artifacts section that you read about in “Overview?”  You will need to insert assignments from each of your major courses into your portfolio.  You may also use other artifacts, such as assignments from other coursework or artifacts from volunteer work.  Select two artifacts for Principles 1-8, 10, 11, and 12.  These artifacts should come from your coursework.  Principle 9 is a little bit different --- that one is discussed below.  See the book, How to Develop a Professional Portfolio (Campbell, Melenyzer, Nettles, & Wyman, 2012), for an extensive list of artifact possibilities. 
	
Be careful about your artifact submissions; make sure they reflect the principles you say they do.  Artifacts should be somewhat straightforward.  For example, you should insert examples of lesson plans you’ve written in Principle 7, Instructional Planning Skills.  You’ll also want to follow the guidelines of our department. 

Here’s a special note about artifacts for Principle 9, Professionalism:  You will need to insert documentation of all nine of the seminars that you attended in this folder.  For each seminar attended, you should write a brief description of the seminar and the things you learned.  Post all nine of these descriptions in Principle 9, and be sure to “fit” them into each of the following categories: Professionalism and Leadership, Content Specialty, and Issues in Education.  You need three seminars for each category.  If available, you should also attach supporting documents for these seminars.  You may include webinars, but they must be limited in number and they must meet the approval of your reviewer.

Rationales

Now you need to compose the rationale for your artifacts.  You should have already written a rationale for each project that you completed, when you took the course.  So, it’s okay to use those rationales.   You can do it in two ways:

· Choice #1: Upload 2 separate rationales for each principle—a separate one for each artifact. LiveText only gives you one “slot.” Don’t let that confuse you. Simply upload two rationales in that one “slot.”
· Choice #2: Write one rationale that justifies both artifacts.  Thus, you would combine the two rationales that you already wrote when you did the assignments for your classes, explaining how the two projects demonstrate your abilities in one principle.  

Bottom line is that your rationales must show that your knowledge and understanding of the principles. Thus, they must answer the following questions:

1. What are the artifacts?  In the first paragraph of your rationale, list or summarize them briefly.
2. What are the experiences? In the next paragraph, briefly explain the experiences you had.
3. How did these experiences benefit you and better prepare you for teaching?  Write a third paragraph that tells how you are a stronger teacher candidate because of these experiences. 
4. In another paragraph, tell why you have chosen to put these documents under this principle.  
5. Finally, tell what’s next for you.  Now that you’ve gained these experiences, what other types of experiences will you look for in the future?  

How is your Cal U Principles Portfolio scored?

The semester before you student teach, you will have a portfolio interview with a faculty member from the Department of Childhood Education, and your portfolio will be scored. For Option A, each principle in your portfolio is scored based on 4 categories: Exceeds Expectations (3 points), Meets Expectations (2 points), Below Expectations (1 point), and Unacceptable (0 points.  You must earn a total score of at least 26 points, and you cannot have a 0 in any principle.  You must pass this review before you can student teach.


************************************************************************



Option B
The Cal U Professional Portfolio (new in 2017-2018)

If you choose the Professional Portfolio option, you’ll be documenting your beliefs and the things you’ve learned about professionalism, as well as some professionalism goals and plans you have for meeting those goals. This portfolio system is being piloted in 2017-2018, and will be required thereafter.  Read this section so you know how to set up this portfolio in Livetext.  

Setting up the Cal U Professional Portfolio in Livetext

· Go in LiveText to the LiveText Docs tab.
· Click the green plus sign to create a new document.
· Choose the “CALU Common Templates” Folder.
· Click on template for the “Professional Portfolio (new in Fall 17).”
· Scroll down and click the green “create document” button on the lower right.  
· Name it appropriately and save it with the OK button.
· You may wish to start by looking at the page titled “Managing this Portfolio.”  It includes some helpful directions and references.  

Create the “About Me” page 

· Use the “edit” button on the main section to open the text box. Add information about yourself to make a professional introduction. Some directions have already been built into the page. Remember to clean those out. It is nice if you can include a professional looking photo of yourself also.  Be sure to “save and finish” when you are done.  

How to Document the Professional Responsibilities Artifacts

There are basically three types of artifacts in this portfolio:  Professional Statement, Professional Seminar summaries, and Professional Development Goals/Plans. Read further to find out how to document these artifacts in your Livetext portfolio. 

Professionalism Statement

Write a one page statement that answers this question:  “What does it mean to be a professional?”  Be sure to make direct references to the Code of Conduct.  If you need to look at it again, you can find it on the Managing this Portfolio page in Livetext (where there also is other helpful information). Use the “edit” button to put your professionalism statement into the appropriate location. You may wish to write it in Word and then paste your professionalism statement into LiveText.  On the editing toolbar in LiveText, you will see a clipboard symbol that is for pasting from Word software in order to keep the formatting nice. Be sure to “save and finish” when you are done.  (Note: This artifact has been designed to be submitted at the Admission to Teacher Ed checkpoint, but since you are in this transition period, you will need to write it and submit it now, as part of your application for student teaching.)

Professional Seminars

On the Professional Responsibilities page, document all nine (9) of your professional seminars.  Post them in the correct categories; you should have three submitted to each of the three categories --- Professionalism and Leadership, Content Specialty, and Issues in Education. You do not need to write a rationale for these documents; simply post a paragraph or two for each seminar, explaining what you learned and how this seminar increases your abilities in one of the above categories.  (Basic instructions are included for submitting these seminar summaries. Use the “edit” button to open the editing box and the “save and finish” button each time you finish working on an area.) 

Professional Development Plans

You will create two professional development plans, both of which reflect your professional attributes as designated on the Cal U College of Education Professional Dispositions Rubric. (For your convenience, there is a copy on the “Managing this Portfolio” page in Livetext.) The first plan must be for either Leadership or Collaboration (choose one), and the second plan must be for your choice of one of the following attributes: Problem-solving skills, Willingness to learn and accept feedback, Analytic thinking skills, Values all students, Candidate impact, Professional maturity, Professional initiative, Professional responsibility, Professional communication, Professional commitment, Professional presentation, Professional relationships, Professional attitude or Ethical behavior. See below for specific instructions for each of these Goal Statement/Plans. 

Professional Development Goal Statement and Plan #1 (Leadership or Collaboration) 

Here’s how to create this goal statement:

1. Review the Professional Dispositions Rubric. For your convenience, there is a copy on the “Managing this Portfolio” page in Livetext.
2. Reflect upon your abilities in one of these categories: Leadership or Collaboration. Be sure to look at the Professional Dispositions rubric again to make sure you are clear on the differences. Think about a goal that you would like to meet regarding your ability to be a Teacher Leader or your ability to be a professional who collaborates with others. You need to state your target area for improvement, and then outline steps to achieve the goal, including resources to use.  Your target goal should be to reach towards exemplary in that category.  Keep in mind that, during student teaching, you will revisit this goal statement with your student teaching supervisor. 
3. Submit this Professional Goal Statement and Plan #1 to your portfolio on the Professional Responsibilities page.

Professional Development Goal Statement and Plan #2 (Choice of professionalism attributes)

Here’s how to create this goal statement:

1. Refer back to your Professional Disposition survey rating from your professor in Intro or Field Experience course. (These ratings should be in your Livetext account.)
2. Again, reflect upon the results of the Professional Dispositions rubric, which you can find in Livetext under “Managing this Portfolio.”  From the list shown in Table 1 below, select a professional disposition characteristic that you wish to continue to sharpen during your student teaching experience.  
3. Write Goal Statement and Plan #2 for achieving improvement of this disposition characteristic. Again, be sure to look at the rubric to make sure you are clear on the differences. Think about a goal that you would like to meet regarding your selected professional attribute. You need to state your target area for improvement, and then outline steps to achieve the goal, including resources to use. Your target goal should be to reach towards exemplary in that category. Keep in mind that, during student teaching, you will revisit this goal statement with your student teaching supervisor. 
4. Submit this Goal Statement and Plan #2 to your portfolio on the Professional Responsibilities Page.

	Professional Educator Attributes

· Problem-solving skills
· Willingness to learn and accept feedback
· Analytic thinking skills
· Values all students
· Candidate impact
· Professional maturity
· Professional initiative
· Professional responsibility
· Professional communication
· Professional commitment
· Professional presentation
· Professional relationships
· Professional attitude
· Ethical behavior



Table 1. List of professional dispositions attributes to reflect upon for Goal Statement #2.


How is your Professional Portfolio scored?

For Option B, your reviewer will assess your portfolio based on the Professional Portfolio Rubric, which is included in the Appendix in this document. Scores are for these levels: Exemplary (3 points), Proficient (2 points), Developing (1 point), or Unsatisfactory (0 points). During this transition period, the passing score is not yet established; however, in order to student teach, you may not earn a 0 on any of the artifacts. 

Preparing the Portfolio for Interviews and Beyond

One of the advantages of creating a professional portfolio is so you can use it after student teaching, as an interviewing tool. It will also serve as a professional development tool to be used when you become a teacher. In Livetext, you can store artifacts such as lesson plans, letters of recommendation, evaluations, and professional presentations, all of which will document your abilities in standards for teaching. You may want to add artifacts from your student teaching experience to help you build an interview portfolio that shows your skills in all of the domains. You can also add work from classes and other experiences you have had.  Build this as a professional document to outline your skills to potential employers.  Remember to include visuals and descriptions.  If you are showing student work, be sure to remove identifying information. You can find tips on the Managing this Portfolio page.  These folders are actually in your account, but hidden, and can be used for storage until you wish to finalize your portfolio for interviewing and inservice purposes.  






APPENDIX 

California University of PA
COEHS Professional Portfolio Assessment
Rubric 
	
	Unsatisfactory
	Developing
	Proficient
	Exemplary


	At each step

	Professional Communication 
CALU 4.a  
	Candidate’s use of technology is limited to basic functions of word processing, and includes unclear language, many mechanical errors that distract the reader from comprehending main ideas. 
	Candidate’s use of technology is limited to the basic functions of word processing and PowerPoint. Language is clear with a few mechanical errors that distract only minimally.
	Candidate appropriately applies technology to enhance communication and add interest to the presentation. Language is clear, with a professional tone, with only one or two minor mechanical errors.



	Candidate appropriately applies technology, using  interactive elements in the presentation that strengthen communication and engage the reader in an interactive manner. Language is clear, 
professional, and error free. 

	At Admission to Teacher Education

	One page statement:  “What does it mean to be a Professional?”
Candidate communicates a view of teacher professionalism   
CALU 3.m
	Candidate’s statements do not convey an understanding of the requirements and expectations of teacher professionalism.
	Candidate communicates a basic view of professionalism as courtesies and behaviors, or as obligatory responses.  
	Candidate effectively communicates a view of professionalism as ethical responsibilities that are appropriate for future teachers.
	Candidate effectively communicates a view of professionalism as ethical responsibilities that are appropriate for future teachers, with appropriate APA-style citations from empirical research.

	Candidate views teacher professionalism in context related to professional and ethical standards  
CALU 3.o
	Candidate’s statement is vague and does not convey an understanding of the expectations of professional and ethical standards
	Candidate includes general references to professional and ethical standards in his or her professionalism statement.  
	Candidate includes specific references to professional and ethical standards that logically support his or her professionalism statement.  
	Candidate’s professionalism statement demonstrates that review and reflection of professional and ethical standards formed the basis for his or her view of professionalism and presents strong examples and references, with accurate APA-style citations.  

	Documentation of three Professional Seminar Summaries: 
Candidate engages in ongoing professional learning prior to Admission to Teacher Education  CALU 1.i 
	Candidate does not demonstrate ongoing professional learning with at least three seminars for Admission to Teacher Education or seminars are not appropriate to the categories they represent.  
	Candidate’s three appropriate seminars at Admission to Teacher Education demonstrate basic compliance with attendance, categories, and recording requirements.   
	Candidate’s three seminars at Admission to Teacher Education describe appropriate learning and reflection while representing the categories they fill.  
	Candidate’s three seminars at Admission to Teacher Education carefully describe their learning and reflect on the significance of the learning in their development and to their future practice. Candidate supports all seminar summaries with meaningful and appropriate connections to other learning experiences and APA-style citations of resources. The seminars clearly fulfill the categories they represent.  

	At Recommendation for Student Teaching

	Documentation of nine 
Professional Seminar Summaries 
Candidate engages in ongoing professional learning prior to Student Teaching.  
CALU 1.i 
	Candidate does not demonstrate ongoing professional learning with at least nine seminars or they are not spread appropriately over the designated categories  prior to Student Teaching.  
	Candidate’s nine seminars prior to Student Teaching demonstrate basic compliance with attendance, categories, and recording requirements.  
	Candidate’s nine seminars prior to Student Teaching describe appropriate learning and reflection while representing the categories they fill.  
	Candidate’s nine seminars prior to Student Teaching carefully describe their learning and reflect on the significance of the learning in their development and to their future practice. Candidate supports all seminar summaries with meaningful and appropriate connections to other learning experiences and APA-style citations of resources. The seminars clearly fulfill the categories they represent.

	Professional Development Goal Statement #1 
Candidate sets goals for professional development based on evidence and reflection  
CALU 7d, 1i   
	Candidate’s goal is not based on reflection of the Professional Disposition Rubric, or is so unclear that the reader does not get a clear sense of the candidate’s plan for improving professionalism.
	Candidate sets a goal for one of the specified traits of Professionalism, based on reflection of his or her ratings on the Professional Disposition Rubric, with some clarity and specificity needed. 

	Candidate sets an appropriate and actionable goal for one of the specified traits of professionalism, clearly based on reflection of his or her ratings on the Professional Disposition Rubric.  
	Candidate sets specific and actionable goal for one of the specified traits of Professionalism, based on thoughtful reflection of his or her ratings on the  Professional Disposition Rubric. Candidate demonstrates an understanding of the importance of that trait and makes reference to appropriate empirical evidence with accurate APA-style citations.

	Candidate plans steps to reach professional development goals  
CALU 1a, 1g 

	Candidate’s plan is not appropriate, or is so unclear that the reader does not get a sense of the candidate’s plan for improving one of the specified traits of Professionalism.




	Candidate’s plan for improvement of one of the specified traits of Professionalism is appropriate, with some clarity and specificity needed.




	Candidate’s plan is actionable and relevant, and, if followed, will clearly result in improvement of one of the specified Professionalism traits. 


.
	Candidate presents an actionable plan for one of the specified Professionalism traits, based on careful and thoughtful reflection of his or her ratings on the Professional Disposition Rubric, with specific reference to appropriate empirical evidence with accurate APA-style citations.






	Professional Development Goal #2 Leadership or Collaboration: 
Candidate sets goals for leadership and collaboration that will ensure learner growth and advance the profession.  
CALU 1j   
	Candidate’s goal is not based on reflection of the Professional Disposition Rubric, or is so unclear that the reader does not get a sense of the candidate’s plan for improving Leadership or Collaboration skills.
	Candidate sets a goal for Leadership or Collaboration, based on reflection of his or her ratings on the Professional Disposition Rubric, with some clarity and specificity needed. 

	Candidate sets an appropriate actionable goal for Leadership or Collaboration, clearly based on reflection of his or her ratings on the Professional Disposition Rubric.

	Candidate sets an actionable goal for Leadership or Collaboration, based on careful and thoughtful reflection of his or her ratings on the Professional Disposition Rubric. Candidate demonstrates an understanding of the importance of that trait and makes reference to appropriate empirical evidence with accurate APA-style citations.


	Candidate plans steps to reach professional development goals  
CALU 1a, 1g 

	Candidate’s plan is not appropriate, or is so unclear that the reader does not get a sense of the candidate’s plan for improving Leadership or Collaboration skills.
	Candidate’s plan for improved Leadership or Collaboration skills is appropriate, with some clarity and specificity needed.
	Candidate’s plan is actionable and relevant, and if followed, will clearly result in improved Leadership or Collaboration skills.
	Candidate presents an actionable plan for Leadership or Collaboration, based on careful and thoughtful reflection of his or her ratings on the Professional Disposition Rubric, with specific and accurate APA style citations for appropriate empirical evidence.  


	At the Exit  of Student Teaching

	Professional Learning Goals Met for Goal #1 Candidate describes professional growth related to professional goal.  
CALU I, 7d  
	Candidate’s self-assessment does not reflect one of the traits of Professionalism, or is too unclear for the reader to be certain that the candidate has an awareness of his or her own professional growth.
	Candidate self-assesses his or her professional growth, with some specificity and clarity needed.
	Candidate self-assesses based on reflection, specifically and clearly describing his or her professional growth in one of the specified traits of Professionalism, providing specific examples.  

	Candidate self-assesses based on reflection, specifically and clearly describing his or her professional growth in one of the specified traits of Professionalism, providing specific examples, references to specific feedback, and accurate APA style citations from appropriate literature. 


	Professional Learning Goals Met for Goal #2 Candidate describes growth related to leadership and collaboration goal.  
CALU 1j, 1d, 7d  
	Candidate’s self-assessment does not reflect Leadership or Collaboration skills, or is too unclear for the reader to be certain that the candidate has an awareness of his or her own growth.
	Candidate self-assesses his or her growth, in Leadership or Collaboration skills, with some specificity and clarity needed.
	Candidate self-assesses based on reflection, specifically and clearly describing his or her professional growth in Leadership or Collaboration, providing specific examples.  
	Candidate self-assesses based on reflection, specifically and clearly describing his or her professional growth in Leadership or Collaboration, providing specific examples, references to specific feedback, and accurate APA style citations from appropriate literature. 


	Professional Development Plan for Continued Professional Development: 
Candidate applies professional reflection to improve practice   
CALU 7d   
	Candidate’s goal is so unclear or irrelevant that the reader does not get a sense of the candidate’s plan for continued professional development. One gets the sense that the candidate is “done,” and does not look forward to future professional growth.
	Candidate sets at least one appropriate goal for future practice, which is clearly based on the Clinical Practice Tool. Candidate indicates a willingness to continue improving practice. 
	Candidate refers to student teaching feedback, the Clinical Practice Tool, and standards to guide his or her reflection and set future professional goals. Specific actionable steps are listed, with a reference to resources that can be used to help fulfill the goals.
	Candidate refers to student teaching feedback, the Clinical Practice Tool, standards, and student performance to guide his or her reflection and set future goals. Candidate includes accurate APA style citations from appropriate literature. 
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