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Guide to Writing Portfolios

Introduction

Creating an Effective Portfolio

Rationale

The Living Sky School Division No. 202 has recognized the importance for their students to identify skills that will help them to effectively make the transition from an educational setting to postsecondary education or the workplace. Portfolios are a key tool for interviews and scholarships. Thence, the school division supports the provincial requirement that every student (all grade 9’s by 2009) graduating from a high school by 2012 be equipped with a well-compiled portfolio.

Therefore, this module is designed to allow teachers to incorporate portfolio writing into their subject areas and to demonstrate to students why portfolios are important.

Curriculum Fit/Target Audience

 This module may be incorporated into any of the following classes at the 10-30 level:

· Information Processing (with the possibility of compiling electronic portfolios)

· English Language Arts

· History/Social Studies

· Career and Work Experience

· Wellness 10

Teaching/Learning Strategies

This unit incorporates many strategies, including:

· brainstorming

· guided independent work

· guided group work

· student research

· simulation activities

· self-reflection/reflective writing

· viewing of videos and multimedia

· facilitation of portfolio construction

· evaluation strategies (see rubric section)

Scope and Sequence

Lesson 1:
Introduction to Portfolios and Employability Skills

Lesson 2:
Skills Identification Simulation



Homework: Artifact Collection

(Scheduling Suggestion: Allow at least one week between lessons 2 and 3 to allow students adequate time to collect artifacts for portfolios.)

Lesson 3:
Facilitation for Portfolio Construction

Lesson 4:
(Optional) Interviews



Follow-Up –Practice Interviews

Preparation Checklist 

Before teaching this unit, you will need to:

· Prepare copies of artifacts (included in accompanying package) for group activity in lesson 2.

· Photocopy “Employability Skills 2000+” and “Collect, Select, Reflect” handouts for each student 

· Photocopy  “Rubric for a Career Portfolio” for staff who will be involved with evaluation

· Familiarize yourself with the Employability Skills, as identified by the Conference Board of Canada. A good resource is http://www.merlin.mb.ca/~stjamesa/parents/employability/
· Book computer lab time for Lesson #3

· Purchase plastic sleeves (20-30 per student) to be sold to students during the portfolio compilation phase

· Inform students that they will each need a one-inch binder for their portfolios

You may also consider the following suggestions:

· Network with other teachers to ensure class time is available and arrangements have been made for sharing of evaluation, if desired

· Secure optional audiovisual resources and equipment

· Schedule student interviews and book interviewers and interview rooms (optional)

Lesson

1

Introduction to Portfolios and Employability Skills

Definition
“A Portfolio is a collection of information about you - - your interests, skills, achievements and ambitions.” (Employability Skills – Nelson Canada)

Time Frame

One hour (in class)

Objectives

· The students will be able to explain the importance of having a portfolio.

· The students will be able to explain and give examples of the Employability Skills as identified by the Conference Board of Canada.

Required Materials

· Handout: “Employability Skills 2000+” (one per student)

CEL’s Incorporated

· Personal and Social Skills and Values

· Creative and Critical Thinking

· Communication Skills 

Teaching/Learning Strategies
· Brainstorming

· Direct Instruction

Method/Steps:

· Introduce the nature and purpose of portfolio by stating:

A portfolio is a collection of personal artifacts that prove that you have the skills specified in your resume. Artifacts can include: pictures, certificates, school work, report card, etc. In this unit, you will be basing your portfolio on a set of skills that employers across Canada have identified as being the most important capabilities that you will need to succeed in a job.

· Explain that in this first lesson, they are going to learn about the employability skills and begin to identify artifacts that you could be used to provide proof of each skill. 

· Distribute the handout “Employability Skills 2000+.” Point out that the Conference Board of Canada has indicated three main skill classifications:

1. Fundamental Skills - The skills needed as a basis for further development

2. Personal Management Skills – The personal skills, attitudes and behaviours that drive one’s potential for growth

3. Teamwork Skills – The skills and attributes needed to contribute productively

· Using the blackboard, create a chart with three sections corresponding to the three headings. Work through the handout by reading the description of each skill aloud and having students brainstorm artifacts that could be used for providing evidence of each skill. List these artifacts on the board. Have the students copy the chart on the back of their handouts.

· Explain that students will be collecting their own artifacts for future lessons. Encourage them to start early, even before this task is assigned for homework (after lesson 2).

Evaluation

Formative Evaluation:  Use sharing sessions to evaluate students’ understanding of selection and reflection processes.

Optional Resources
· If convenient, you may wish to view the following website with students or give them time to browse it independently: http://www.merlin.mb.ca/~stjamesa/parents/employability/ 

· Slide presentation: “Personal Career Portfolios: A Transition to Work Dimension” (emailed previously)

Lesson

2

Simulation: Skills Identification

Background Information

This lesson introduces the “Collect, Select, Reflect” model of portfolio building. In the simulation that follows, students will be provided with artifacts to represent a fictitious person’s skills. They will choose items to be included in a portfolio and then write reflections linking the artifacts with employability skills.
Time Frame

One hour (in-class)
Objectives

· Using the handout “Employability Skills 2000+,” the students will be able to match various sample artifacts to the skills specified..

· The students will be able to write one-paragraph explanations (reflections) to demonstrate how each artifact provides evidence of each skill.

Required Materials

· Employability Skills 2000+ Handout (one per student)

· Artifact envelopes, one per group of 3-4 students

· File cards or scrap paper

· Advertisements for summer jobs

· Handout: “Collect, Select, Reflect”

CEL’s Incorporated

· Personal and social skills and values

· Creative and critical thinking

· Communication skills

Teaching/Learning Strategies
· Group work/cooperative learning

Method/Steps:

· Review Employability Skills handout 

· Task 1: Select: Create groups of 4.Give each group an envelope containing artifacts for a fictitious job applicant. Instruct students that they are creating a portfolio for a student of any gender. Their first assignment is to identify four artifacts that show how their “student” can 

· Manage information

· Be responsible

· Think and problem solve

· Participate in projects and tasks

· Once students have chosen their artifacts, each student in the group should write a short paragraph explaining to an employer or interview board how this artifact supports one of the skills identified

· Give students five minutes to complete this task. Then share.

· Task #2: Reflect: Give each group an advertisement for student or summer employment. Have students choose 4 artifacts form the envelope that they would put in a portfolio if they were being interviewed for that position. Have them share their choices with the large group, explaining the reasons for choosing each artifact and the skills that they believe are demonstrated through each.

· Wrap-Up: Distribute and discuss handout “Collect, Select, Reflect”

· Assign Homework - Students are to collect personal artifacts for their portfolios before next lesson. They are to bring a one-inch binder for the next session.

Evaluation

Formative evaluation: Assess student understanding by their participation in discussions.

Optional Resources 

· If convenient, you may wish to show the students the website (www.merlin.mb.ca/~stiamisa/parents/employability/guide.html) or to recommend it to them to browse independently.

· Powerpoint Presentation: “Personal Career Portfolios: A Transition to Work Dimension”

Lesson

3

Facilitation of Portfolio Construction

Background Information

In this lesson the students will construct their own portfolios, using the artifacts collected from home. The teacher will guide and facilitate this process. 

Time Frame

1-2 hours (in-class)
Objectives

· The students will be able to organize and compile their personal artifacts into a portfolio which demonstrates their personal employability skills

Required Materials

· Employability Skills 2000+ Handout (one per student)

· Evaluation Tool: “Rubric for Career Portfolio”

· One inch binders (one per student)

· Transparent plastic “sleeves” (about 30 per student)

· Student artifacts

· Scissors/paper cutter

· “sticky notes” (optional)

· Sample portfolio organized according to the Employability Skills model– THIS COULD BE PROVIDED ON CD-ROM BUT IS NOT AVAILABLE AT THIS TIME

· Handout: “Collect, Select, Reflect”

CEL’s Incorporated

· Personal and social skills and values

· Creative and critical thinking

· Communication skills

Teaching/Learning Strategies
· Guided independent work 

Method/Steps:

· Outline the general organization and contents of a portfolio using a sample student portfolio and/or a contents list of a portfolio organized according to the “Employability Skills” categories

· Review rubric “

· If students need more practice with classifying artifacts, allow them to work in pairs to classify their personal artifacts, using the “2000+” model. They could use “sticky notes” to write the name each demonstrated skills and a brief reason for each categorization

· Using all materials gathered (see above), the students can begin writing their reflections and inserting artifacts into plastic sleeves.

Evaluation

Summative: Use the rubric “Rubric for Career Portfolio” to evaluate student portfolios.

Lesson

4

Follow-Up: Practice Interviews (Optional)

Background Information

This activity would allow students to practice presenting their portfolios in an interview setting. This lesson is not intended to provide extensive resources on interview preparation, but rather it is included as an extension that will allow students to use their portfolio in a realistic setting.

Time Frame

Flexible – Student interviews could be scheduled over the course of a school day, noon hours, etc.

Objectives

· The students will be able to participate in simulated interviews where they are required to present or discuss the contents of their portfolios

Required Materials

· Student portfolios

· Interview rubric (see “Mock Interview Checklist” at http://www.sasked.gov.sk.ca/docs/paa/career/forms/frm03.html
· Interview preparation handouts - - AS DETERMINED BY TEACHERS

CEL’s Incorporated

· Personal and social skills and values

· Creative and critical thinking

· Communication skills

Teaching/Learning Strategies
· simulation

Method/Steps:

· allow each student to participate in a “mock interview” with a staff member or local employer who will provide feedback, using the rubric provided.

· Alternately, the students could present their portfolios to a small group of their peers or to their classes

Evaluation

Summative: Use the rubric  “Mock Interview Checklist” to evaluate student interviews.

Handouts and Rubric
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