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About Portfolios
There are many definitions of teaching portfolios, but the one I like the best is Brown and Wokfe-Quintero’s (1997) who define a teaching portfolio as “ a purposeful collection of any aspect of a teacher’s work that tells the story of the teacher’s efforts, skills, abilities, achievement, and contributions to his or her students, colleagues, institution, academic discipline or community.”  I would only add that such a collection is an evolving one, representing ongoing contributions over the professional life of the professor, and that one of its primary values is to foster reflection on one’s teaching practice.
Types of Portfolios

There are many ways to categorize teaching portfolios. Campbell et al.’s (2004) categorization is noteworthy for its simplicity: a division into working portfolios and presentation portfolios.
The working portfolio contains the unabridged versions of all of the documents you have created/acquired from the time you first begin portfolio development, so it is a portfolio that grows with you over time. It may be housed in a binder, in computer files, and even filing cabinets if it includes bulky items.  Its purpose is to document your achievements over time, to promote reflection about your teaching practice, and to help you formulate ongoing goals for professional development.
A presentation portfolio is a focused, streamlined portfolio that is compiled “for the express purpose of giving others an effective and easy-to-read portrait of your professional competence.” (Campbell) Those ‘others’ could include your peers, a hiring panel, a department chair, or an awards panel.
This booklet focuses on the development of a working portfolio, a teaching portfolio which is your own personal, private document that you may use for whatever purpose you wish. 
Portfolio Organization

Teaching is a complex task for which you could describe your teaching competencies in many different ways. Most portfolios are organized around a set of standards as those standards give you a ready-made classification scheme for describing your teaching skills and knowledge. We are fortunate to have such a set of standards at Algonquin College: The Professor of the 21st Century, so we suggest that your working portfolio be organized around these standards.
Benefits of Portfolio Development
Preparing a portfolio is a time-consuming process, but its many benefits make it a worthwhile professional endeavour. These benefits are both personal and professional. Some of the most important ones for your consideration are listed below.
· Source of Personal Satisfaction:  Patricia Constantino and Marie De Lorenzo (2002) highlight this important benefit. I would even put it first in the list. Many experienced professors now find themselves in the situation where they do not have a complete record of their teaching accomplishments. It is so easy to lose track of one’s achievements and professional development activities over time. Creating a teaching portfolio ensures that you will have a legacy that will be a personal source of satisfaction.
· Vehicle for Self-Assessment and Reflection: All of the experts agree that “portfolioing” provides excellent opportunities for self-assessment and reflection. As you analyse your teaching skills, assess the effectiveness of those skills, and think about ways to improve them, you are engaging in reflective thinking about your teaching practice. 
All teachers are researchers, but we often don’t acknowledge these skills because we may not have designed a formal research experiment with the goal of publishing our results. We engage in what Campbell et al. (2004) call “action research,” that is research that involves identifying a problem in our teaching practice, creating a strategy to address that problem, implementing the strategy, and reflecting on the result.  The teaching portfolio is a good vehicle for capturing and profiling this kind of research which demonstrates our growth as teaching professionals.
· Tool for Professional Development Planning: Developing a working portfolio that is organized around institution standards can be a very helpful planning tool. You can quickly see where your strengths are and where you would like to focus your attention in your professional development planning. As you submit requests for professional development activities, you are also helping Learning and Teaching Services at Algonquin College tailor their professional development programs to meet your needs.
· Means of Sharing Expertise with New Faculty: Peter Seldin, the ‘grandfather’ of the portfolio development movement at the post-secondary level, lists the following among the benefits of portfolio development for faculty: “To share teaching experience with younger faculty members.” (2004) That is very important at Algonquin College where we stress the value of mentorship in the teaching profession.
Presentation Mediums for Portfolios
Portfolios may be either paper-based or electronic, and each delivery medium has its advantages and disadvantages. A clear advantage to the electronic portfolio is that you can more easily incorporate multimedia elements into your portfolio. If you wish to develop an electronic portfolio, we recommend The Digital Teaching Portfolio Handbook: A How-To Guide for Educators by Lilbane and Milman ((2003). We can also provide assistance in LTS, but you would need to be comfortable with the technical aspects of web publishing. The focus of this booklet is on the preparation of a paper-based portfolio. Even if you decide to produce an electronic portfolio later on, the foundation work that you will do here will be very helpful for that process.
Typical Working Portfolio Contents
A typical working portfolio usually contains three kinds of materials: materials that demonstrate your teaching accomplishments, reflections on your teaching practice, and materials related to your professional development goals and activities. 

Evidence of Teaching Accomplishments: These materials might consist of such items as descriptions of action research where you identified a specific problem associated with a course that you teach and the solution that you arrived at, descriptions of favourite teaching strategies and tools, sample student products, summaries of student/peer evaluations, awards and commendations, even performance appraisals, and SWFs. Such documents are called ‘teaching artifacts’ by portfolio builders.
Reflections on Teaching Practice: This area might include your teaching philosophy statements, the reflective component of the introduction to each of your teaching artifacts, materials from workshops/presentations which you have delivered to your peers, published or unpublished articles and papers, and the self-reflection portion of your performance appraisals.

Evidence of Professional Growth: Here one might find successive copies of resumes, commentaries on useful PD workshops and conferences, formal transcripts demonstrating achievement in education studies, commentaries on professional associations that you belong to that inform your teaching practice, and copies of your personal professional development plans. 
Building a Working Portfolio

Step I: Working with a Faculty Coach
Peter Seldin (2004), in his book, the Teaching Portfolio, is particularly adamant about the value of a mentor or coach when faculty prepare teaching portfolios. In my experience teaching portfolio development courses to DND personnel and the general public, I found that more than half of my time was spent in individual consultations with each portfolio developer. Each portfolio is unique, reflecting the interests, needs and experience of a specific individual, so individual support is important. Thus I would agree with Peter Seldin that a coach is particularly helpful during this process. 

If you are in the PRO Program, you will definitely have opportunities for individual consultation with a faculty coach. 

	Meetings with My Coach



	Date
	Preparation
	Follow-up

	
	
	

	
	
	

	
	
	

	
	
	


Step II: Putting the Skeleton Together

Binders with Tabs: Most experts suggest a three-ring binder to house your portfolio as it is easy to add, rearrange, and remove items from it. The presentation binders are particularly nice as they allow you insert a cover page on the front cover. Many faculty use tabs to divide their portfolio into sections, such as one for Personal Documents, one for each of the seven competencies in The Professor of the 21st Century, and one for Appendices. 
Table of Contents: Every working portfolio should have a Table of Contents containing a complete list of all portfolio components, including the titles of all artifacts that you have inserted into it. You might think this is overkill at first, but over time having a detailed Table of Contents will be helpful for you.  
	Hint: If you use a styles sheet for your portfolio (even the default one would work), Word will generate the Table of Contents for you as it did with this document!


Filing Cabinets and Computer Folders: If you have bulky items, such as video tapes, that you refer to in your portfolio, you may want to reserve space in a filing cabinet as well to store these items. In addition, you may wish to set up a separate folder in your computer for your portfolio documents, perhaps using sub-folders for each of the seven competencies in The Professor of the 21st Century. The closer the organizational framework in your computer is to your framework in your portfolio product, the easier it will be for you to locate files over time…..always think ten years down the road!!!
Step III: Preparing the Personal Documents Section
You may want to use this section of your working portfolio to store documents that you have which document or comment on your teaching experience in a general way. A list of such possibilities is given below in #1. One item that all the experts I’ve read say should be there is a statement of your teaching philosophy, so item #2 provides some suggestions that may help you complete this task.
1. Gather the Documents You Have At Hand
You may want to house the following kinds of documents in your Personal Documents Section. It is an easy way to keep track of these materials over time, and later on it does provide opportunities for interesting (sometimes even entertaining) reflections on earlier versions of the documents.  It does mean, however, that your portfolio will grow into something that eventually may take a number of binders to accommodate. 
· Resumes

· Professional Development Plans

· Performance Appraisals

· Transcripts from formal study in education
· Thank yous and commendations from students, peers, managers, the community

· SWFs
As time passes, it is recommended that you store successive versions of these documents in reverse chronological order. You may even decide later on that you need tabs for this section as well as the section documenting specific teaching competencies.
2. Add an Annotated List of P. D. Workshops Attended at Algonquin 

	Professional Development Workshops at Algonquin College

	Date
	Title and Length
	How I’ve Used This Material in my Teaching Practice

	
	
	


3. Add an Annotated List of Conference Sessions You Have Attended/Presented
	External Professional Development Activities

	Date
	Title and Length
	How I’ve Used This Material in my Teaching Practice

	
	
	


4. Add a Statement of Your Teaching Philosophy 

A teaching philosophy statement is a description of your beliefs about teaching and learning.  You may want to consider the following questions, taken/adapted from Seldin (2004) and Kilbane and Milman (2003) as you write your teaching philosophy statement. 
· What is your teaching style? Has that style changed since the beginning of your teaching career? If so, how?

· What is your learning style? How has that affected your teaching style?

· How do you believe your students learn best?

· How do your teaching strategies and tools reflect both your beliefs about teaching and about learning?


You may want to return to this statement of teaching philosophy after you have finished the next section of your portfolio to refine or polish it after you’ve had an opportunity to explore in more detail the teaching strategies and tools you use in your teaching practice.

	Want More Information About Teaching Styles Before You Begin?


There is an excellent description of, and online self-assessment inventory for, teaching styles from Daniel Pratt and John Collins, who identify the following teaching styles: transmission, apprenticeship, developmental, nurturing, and social reform.
http://www.teachingperspectives.com/tpi_html/tpi_summaries.htm
(The description of the teaching styles)
http://www.teachingperspectives.com/html/tpi_frames.htm
(An online version of the Teaching Perspectives Inventory)
You can also access these links from the Professor’s Resource Site at http://elearning.algonquincollege.com/profres/  by clicking on “Enhancing Your Professional Practice” in the main menu, then clicking on “Learning and Teaching Styles,” and finally on “Learning and Teaching Styles Inventories.”
	Want More Information About Learning Styles Before You Begin?


The Professor’s Resource Site contains links to information about learning styles in general, and a number of learning styles categorizations, including Kolb’s Learning Styles classification, and the VARK classification. You may to spend some time on this site before writing your statement of teaching philosophy.
You can also access these links too from the Professor’s Resource Site at http://elearning.algonquincollege.com/profres/  by clicking on “Enhancing Your Professional Practice” in the main menu, then clicking on “Learning and Teaching Styles,” and finally on “Learning and Teaching Styles Inventories.”

Step IV: Documenting Specific Teaching Competencies 
The heart of the working portfolio is the section that documents your teaching competencies against the teaching standards identified in The Professor of the 21st Century. This document can be accessed from The Professor’s Resource Site at http://elearning.algonquincollege.com/profres/ 

If you are newly-hired full-time faculty, or if you are part-time faculty, you may want to use the performance indicators listed in the middle column of the Professor document, as your guide (End of Probation Success Indicators). Feel free though to use any of the performance indicators given in the third column that also apply to your current teaching practice. 
If you are an established professor, you may find that the performance indicators in the third column of the Professor document (Established Professor Success Indicators) are more relevant for your current professional status. Feel free though to focus on any of the performance indicators from either column that apply to current teaching practice.
Types of Artifacts
An artifact is an item that you can present or describe in your teaching portfolio to document your teaching skills and knowledge; it might be a written document, a video tape, an audio tape, a photograph, even a manufactured or creative object of some kind. You may have created these materials yourself, in collaboration with others, or they may be documents/notes written by others about your teaching practice. 

The most interesting portfolios have a combination of many different types of artifacts. Some you have already gatherer/created for the Personal Documents section of your portfolio. Others you will gather/create now for this section of your portfolio.
The Documentation Process
1. Pick the Competency (ies) To Work on First
Faculty will approach this task in different ways. Some faculty may pick one competency from The Professor and work on all aspects of that competency before moving on to the next. Other faculty may prefer to tackle one aspect of each competency, so that they have something for each of the seven competencies, and then add more to each one. 

If you are unsure how you want to start, you may want to complete the self-assessment checklist for The Professor document to see where your strengths are, and begin with one or more of those competencies. The areas where you feel most confident are probably the ones where you will most easily find documentation to support your skills and knowledge. This document can be found under Competency One in The Professor’s Resource Website.
If you are in the PRO program, you will already have completed this self-assessment inventory before your first workshop.

2. Brainstorm and Search for Artifact Ideas

Once you have chosen the competency you want to begin with, look at the performance indicators in columns two and three of The Professor to see which performance indicators you already have documentation ideas for. 


2.1 If you have the opportunity, brainstorm with others for artifact ideas. 


2.2 Take a look at the list of artifacts in Appendix I.


2.3 If you have access to a Blackboard shell for portfolio builders, check out the discussion forums for each competency for more artifact ideas. 

2.4 Check in the LRC for copies of the books in the bibliography of this booklet and peruse them for more artifact ideas.
3. Review Your Choices with Your Coach

3.1 Now would be a good time to discuss your artifact choices with your coach, and with other faculty working in the same area.  
3.2 Book an appointment with your faculty coach. If you are in the PRO program, you will have already booked an appointment with the program facilitator.


3.3 Share your documentation ideas with other portfolio builders by contributing to the discussion forums set up for you in the Blackboard shell deserved for portfolioers!

4. Assemble Your Artifacts
4.1 Prepare a one-page or less cover sheet for each artifact (See Appendix II). Campbell et al. (2004) suggest that you include the following in your cover sheet: 

· The nature of the artifact
· The competency you think it supports and why 

· What you have gained in your teaching practice from the skills and knowledge exhibited in the artifact

4.2 Insert the cover sheet and artifact into the appropriate section of your portfolio.

4.3 Prepare a Table of Contents for each section, and be sure to include the date of each artifact. Over time, these sections may become quite large. Also, over time, you may wish to place your artifacts in reverse chronological order. 
5. Cross-Referencing Artifacts Used in Several Locations

What if you have a teaching artifact that documents a number of teaching competencies? In that case, include the artifact name in the Table of Contents for each competency where it applies. In your cover page for the document, describe how the artifact supports each competency and why, and for each competency, indicate how the learning experience benefits your teaching practice in that area.
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Appendix I: Sample Artifacts

Here is a sample list of artifacts, gleaned from the books in the bibliography, as well as brainstorming with Algonquin Faculty.

	C1
	C2
	C3
	C4
	C5
	C6
	C7

	Philosophy statements
	Examples of ice-breaking activities

	Philosophy statements
	Reflection on how a PD workshop on evaluation enhanced your teaching practice
	Description of an instruction manual that you created with others, and feedback on it from students
	Peer or Chair review of your Bb shell for one course
	Unit of study designed by you with feedback from your peers

	Comments on value of a learning styles workshop
	Reflection on how a discipline problem was handled in class

	Reflection on how material was adapted for students with different learning styles
	Samples of rubrics used as student assessment tools with student feedback on their usefulness
	Feedback on a visual aid that you developed to help explain a difficult concept in your subject area
	A reflection on the value of the survey tool in Bb and an example of results from a Bb survey
	Sample Weekly Planner with feedback on it from the students

	Evidence of participation in the PRO program
	Reflection on one or more motivational strategies used in class

	Video of students engaged in role playing as a mode of learning
	Reflection on an appeal process you participated in
	External review of a published work 
	Faculty feedback from a workshop you’ve given on building quizzes in Bb
	Planning chart showing how assessments and teaching activities are linked to course learning requirements

	Annotated list of P.D. workshops
	A copy of your intervention plan for students at risk

	Reflection on a new teaching strategy used to teach a difficult concept to students
	Paper written for a university course on the value of performance-based assessment
	An example of a concept map you created to help students organize information
	Video tape of your use of the Smart Board during a teaching session
	Course outline created by you and reviewed by your Chair

	A teaching portfolio


	Reflection on the use of learning contracts to motivate difficult students
	Student assessments of a collaborative learning experience they had
	Reflection on your plan for assessing groups
	
	Peer , Chair, or external review of a teaching web site created by you
	Proposal for a new course with feedback

	Professional development

plans


	
	
	Reflection on how The Performance Institute helped you to lecture in a more dynamic way

	
	Reflection on  a teaching tool you created that required your students to use the LRC
	

	C1
	C2
	C3
	C4
	C5
	C6
	C7

	Description of an incident calling for application of ethics guidelines

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* Many of these reflections may be reports on “action research” which you have conducted as part of your ongoing teaching practice. 
Appendix II: Sample Introduction for an Artifact

Artifact for Competency 6: Technology in Education


Artifact for Competency 7: Curriculum Design 


Name of Artifact Package: Interactive Syllabus for ENL1798, Online Sections and Feedback


Date: January 15, 2005 





Description: An interactive syllabus is a table, organized in weeks, that outlines all the student responsibilities in the course for each week, identifies the deadlines for each exercise and assignment, and gives the marking scheme for the course. It also has links embedded in it which allow students to access all written documents in the course: all lesson notes, all exercise and assignment directions, the companion web site, and other kinds of instructions for operating within an electronic learning space (thus the interactive component). 





This syllabus is an adaptation of the kind of syllabi that I was given for each course I took with the University of Southern Queensland, while studying with them for a Post-graduate Certificate in Online Education. I thought then that it was a very good idea, so I brought the idea home for my students. Now I use it in all my courses at Algonquin.





Support for Competencies: I feel that this artifact package supports Competency 7 because it demonstrates that I can construct a useful planning tool for my students.  I also feel that it supports Competency 6 as it demonstrates my skills in technology, specifically my ability to create html documents, a zip file, and to load and unpack zip files in Blackboard.





Effectiveness: Both faculty and students have been quite receptive to this tool; I’ve given workshops to faculty on interactive syllabuses. Included here are comments from Lindsay Harris, faculty in Police Foundations on the value of the tool. I’ve also included the comments from my students who were asked the following questions in a survey I posted in my Blackboard course:





“How valuable was the interactive syllabus in the course, both as a planning tool and as a document retrieval tool? Do you prefer it to a standard schedule with no links?”





Concerns: I have always been concerned about whether or not the students knew how to click on the links to access the files, and whether or not the documents appeared for them in a timely fashion. Initially I was linking to Word files; however, in the early days of our system, that was problematic. It was taking too long for the Word files to appear, and some of the students’ computers weren’t set up to automatically display Word files.  So last year I switched to using all html documents for the links, being sure to have them display in a new window. This seems to have eliminated the concerns associated with Word files. I’m also including specific information in my Welcoming Message now about the links in the Weekly Planner. So far this semester I’ve had only 2 students out of 80 ask how they could access the Lesson Notes, so I am almost there!





Plans for the Future: I think I will continue to use interactive syllabi in my teaching practice, at least as long as I continue to get positive feedback about it from my students and peers.








