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Preface

PURPOSE OF THE TEXT

As instructors in higher education, we realized that using portfolios with our students was
increasingly transforming the way in which we interacted with and engaged them in the
learning process. Infusing reflective practice and designing fundamentally different ways
to evaluate work required changes in practice. We sought out resources to assist us and
found that there was a large body of print and electronic materials on various aspects of
portfolio development, assessment, and evaluation. However, we felt the need for a com-
prehensive text that would serve as a resource throughout a professional’s career.

Our purpose in writing the first edition was to develop a text that would be useful for both
candidates and instructors—one that would provide a conceptual and research framework
about the usefulness of portfolios, suggest some ways to organize the process, and provide
long-term, useful tools that could be used at various stages of a professional’s career, includ-
ing professional and academic advancement.

PEDAGOGICAL FEATURES OF THE TEXT

Chapter-Opening Scenarios provide “real-life” situations that readers may
experience in their own portfolio development and makes the experience of
developing the portfolio more relevant.

“Let’s Practice!” Activities provide directed questions and hands-on exercises
including prompts for students and instructors to discuss.

Examples and Samples help to create a concrete representation of the material for
the learner by providing hands-on tools.

Useful Resources provide Web-based material students can access for more
information about the chapter topics.

For Further Reading suggestions direct students to books and journal articles for
more information.

CHANGES TO THE SECOND EDITION

The second edition reflects the comments for improvement from outside reviewers and our
personal teaching experiences in using the book with our students.
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e The book’s audience is preservice and professional educators and teachers,
administrators, and counselors who will be developing portfolios. The book can
also serve as a teaching tool for instructors.

e All chapters now have directed questions and hands-on exercises embedded,
including prompts and exercises for students and instructors to discuss.

e A new chapter on action research (Chapter 2) has been added. It is designed for
readers to understand the cyclical nature of the action research process, and the
chapter fully develops the link between action research and portfolio development.

e Chapter 3, on authentic assessment and evaluation, has been expanded to
incorporate more material on other forms of assessment. There is additional
material on rubrics and scoring criteria and information on the various categories
of portfolios and when each would be appropriate.

e Chapter 4, on reflective inquiry, has been enhanced to include more specific
practical material on how to be reflective and a section on structured reflection
that includes sample questions to reflect on and examples of written reflections.

e Additions to Chapter 5 include how to build a rubric and a step-by-step process for
developing a portfolio.

e Chapter 6 contains more specific directions for developing a good teacher resume,
along with more information on the development of vision and philosophy
statements.

e Chapter 7 has been retooled to focus on those who will be presenting portfolios,
rather than on institutional planning.

e The material in Chapters 8 and 9 have been updated to be more in line with
current technology and educational trends. In Chapter 8, discussion on options
and preferences for creating an electronic portfolio, a discussion on which
program to use when creating an online portfolio, and information on online
portfolio applications and commercial options, such as Live text are now featured.
In Chapter 9, we've included updated instructions using Microsoft Word 2007 and
PowerPoint 2007 in addition to Microsoft Word 2003 and PowerPoint 2003 and
“how to” documents with various technology skills (all included on the CD).

e Chapter 10 has been revised to add more emphasis on how the portfolio and the
skills learned in the process of its creation can be used for ongoing professional
development and more information on how administrators view and use portfolios
for hiring decisions.

e References have been updated and appendices have been added to improve
readability by shifting some tables and charts from the chapters.

This book includes a CD-ROM, which includes PowerPoint presentations, Web resources,
hyperlinks, portfolio models and templates, implementation guidelines, additional exercises,
and research information. The CD icon included in the text refers directly to material
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included on the CD-ROM. In order to better navigate the CD, there is a detailed CD Table of
Contents immediately following the table of contents for the book.

For easy access, we’ve provided the book’s appendixes at www.sagepub.com/portfolios2e.
You can access and print the following directly from the website (the material is also
included on the CD-ROM):

e Appendix A: Web Links to National and Professional Standards
Appendix B: Leadership Standards for Cultural Proficiency
e Appendix C: Sample Portfolio Checklist and Time Line for Teaching Credential
Candidates
e Appendix D: Sample Scoring Rubrics
e Appendix E: Instructional Activities for Microsoft Word 2003 and PowerPoint 2003
¢ Appendix F: Sample Permission Form for Use of an Artifact
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To all future portfolio architects:
May this text enlighten and guide you through your portfolio journey.



Brief Contents

CD Contents
Preface

Acknowledgments

PART I: THE RATIONALE FOR REQUIRING PORTFOLIOS
Chapter 1: Why Develop the Portfolio?

Chapter 2: Portfolio Development as Action Research

Chapter 3: Using Portfolios as Tools for Authentic Assessment and Evaluation
Chapter 4: Reflective Inquiry: A Tool for Giving Voice to the Portfolio

PART II: A GUIDE FOR DEVELOPING PORTFOLIOS

Chapter 5: Your Portfolio Journey: Ten Steps for Organizing, Managing,
and Completing the Process

Chapter 6: Contents of the Portfolio

Chapter 7: Presenting and Sharing the Portfolio

Chapter 8: An Overview of Electronic Portfolios: Exploring the Options
Chapter 9: Creating Electronic Portfolios

PART III: THE FUTURE OF YOUR PORTFOLIO

Chapter 10: After the Credential Program, Now What? Keeping the Portfolio Alive

Glossary
References

Index

About the Authors

xi
xvi

xix

1
3
13
30
57

85

87
108
135
151
164

199
201

219
224
231
239



Detailed Contents

CD Contents
Preface

Acknowledgments

PART I: THE RATIONALE FOR REQUIRING PORTFOLIOS

1 Why Develop the ’Porf;folio‘?

Chapter Objectives 3

Scenario 3

Overview 4

What Is a Portfolio? 5

Purposes for Portfolios 6

Using Portfolios for Assessment and Evaluation 8
Benefits of Portfolios 9

Challenges in Portfolio Development 10
Summary 12

2 Portfolio Development as Action Research

Chapter Objectives 13

Scenario 14

Overview 14

Defining Action Research and Inquiry 15

Action Research as a Viable Process for Portfolio Development 17
Matching Purpose With Audience in Action Research: Who Benefits? 18
The Cyclical Nature of Action Research and Portfolio Development 20
Levels of Action Research in Portfolio Development 21

Summary 28

Useful Resources 28

For Further Reading 28

xi
xvi

Xix

13



3 Using Portfolios as Tools for Authentic Assessment and Evaluation 30

Chapter Objectives 30

Scenario 31

Overview 32

Defining Assessment and Evaluation 32

Portfolios as Authentic Assessment: A Definition 34

Assessment Options: Measuring Learning Targets and Outcomes 36
Benefits of Portfolios as Authentic Assessments 41

Challenges of Portfolios as Authentic Assessments 43

Portfolios as Formative (Developmental Process) Assessments 44
Portfolios as Summative (Final Product) Evaluations 46
Precautions and Recommendations for Effective Practice in Portfolio Evaluation 46
Rubrics for Portfolio Assessment 47

Summary 55

Useful Resources 55

For Further Reading 56

Chapter Objectives 57
Scenario 58

Overview 58
Reflective Inquiry: Providing a Global, Bird's Eye View of the Portfolio 59
Enhancing Learning Through Structured Reflections 63

Reflections as an Essential Component of Action Research 63

Four Types of Portfolio Reflections 65

Reflections as Glue: Bonding the Portfolio to a Purpose 68

Ten Major Ways Reflections Transform Artifacts Into Evidence 69

The Multifaceted, Cyclical Nature of Portfolio Reflection 73

Scheduling Reflections in the Portfolio Process 76

Levels of Reflection in the Portfolio Process: A Sample Rubric 78
Outcomes and Benefits of Reflection and Reflective Inquiry 81

Summary 82

Useful Resources 82

For Further Reading 83



PART II: A GUIDE FOR DEVELOPING PORTFOLIOS 85

5 Your Portfolio Journey: Ten Steps for Organizing, Managing,
and Completing the Process 7 87

Chapter Objectives 87
Scenario 88
Overview 88
The Major Phases of Portfolio Organization 89
Step 1: Project a purpose and have a vision for the portfolio:
Begin with the end in mind. 89
Step 2: Build a comprehensive portfolio or personal archive. 92
Step 3: Select a specific portfolio purpose with learning targets
or standards and identify artifacts that match that purpose. 92
Step 4: Reflect on the value and role of each artifact and
add reflections to communicate its purpose. 93
Step 5: Inspect artifacts to self-assess or ensure that they provide
the strongest evidence of competencies and project future goals. 93
Step 6: Connect with others to present the portfolio for assessment and evaluation. 94
Step 7: Manage issues of time, space, collaboration, and purpose. 94
Step 8: Address potential pitfalls by integrating time lines and
scoring into the portfolio process. 95
Step 9: Set time lines and benchmarks at reqular intervals. 95
Step 10: Practice scoring the portfolio. 101
General Portfolio Scoring Procedure 102
Summary 106
Useful Resources 106
For Further Reading 107

6 Contents of the Portfolio 108

Chapter Objectives 108

Scenario 109

Overview 109

Portfolio Cover Page or Title Page 110

Portfolio Table of Contents 111

Introduction or Executive Summary for the Portfolio 115
The Vision Statement 119

The Philosophy Statement 120

Candidate Documents 121

Standards and Artifacts 126

Categorizing and Cross-Referencing Artifacts 130
Reflections and Reflective Statements 131



Summary 133
Useful Resources 133
For Further Reading 134

Presenting and Sharing the Portfolio

Chapter Objectives 135

Scenario 135

Overview 136

Tips for Preparing Your Presentation 137
Tips for Scheduling the Presentation 144
Presentation Formats 144

Scoring the Presentation 146

Summary 150

For Further Reading 150

~An Overview of Electronic Portfolios: Exploring the Options

Chapter Objectives 151

Scenario 152

Overview 152

Four Options for Creating an Electronic Portfolio 152

Technology Terms Used in the Chapter 153

Benefits of Electronic Portfolios 153

When, Where, and How to Use Electronic Portfolios 155

Options for Presenting Electronic Portfolios: CD- or Web-Based 155
Privacy and Security: A Word of Caution ... 159

Storage Options 160

Where Do I Store My Electronic Portfolio While I Am Working on It? 161

Summary 163
Useful Resources 163
For Further Reading 163

Creating Electronic Portfolios

Chapter Objectives 164

Scenario 164

Overview 165

Creating an Electronic Portfolio 166

Getting Started—Naming Files 166

Organizing Files 168

Handling Nondigital Artifacts 169

Creating the Opening Page and Table of Contents in Word 174

135

151

164



Word or HTML—Which One Is Right for Me? 176
Converting Word Files to HTML 178

Creating Links in Word 181

Linking With the Table of Contents 184

Save Your Changes 186

Test the Links 186

Creating an Electronic Portfolio Using PowerPoint 186
Converting PowerPoint to HTML 191

Creating Links in PowerPoint 193

Summary 197

Useful Resources 197

For Further Reading 198

PART III: THE FUTURE OF YOUR PORTFOLIO

10 After the Credential Pragram, Now What? Keeping tha Partfolio Alive

Chapter Objectives 201

Scenario 202

Overview 202

The Portfolio as a Reflective Companion for Ongoing Assessment 203
Ongoing Assessments and Reflective Inquiry 205

Academic and Career Advancement 206

Self-Assessment and Reflection: What Patterns of Strengths or Gaps Exist? 207
Selecting Contents for Different Portfolio Purposes 209

Preparing Hiring or Interview Portfolios 212

Portfolio Presentation for Career and Educational Advancement 213
Summary 216

Useful Resources 216

For Further Reading 217

Glossary 219
References 224
Index 231

About the Authors 239

Appendixes A—F may also be found at www.sagepub.com/portfolios2e.

199

201



CD Contents

Chapter 1: Why Develop the Portfolio?

PowerPoint Slides

Sample Permission Form

Activities
Activity 1.1 What Might Be Some Visions for Your Portfolios?
Activity 1.2 Preparing for Success in Your Portfolio Development

Chapter 2: Fortfotio Davelopment &5 Acklon Research

PowerPoint Slides

Activities
Activity 2.1 Questions and Activities for Beginning Action Research
Activity 2.2 Questions and Activities for the First Level of Planning
Activity 2.3 Questions and Activities for the Second Level of Planning
Activity 2.4 Activities for the Third Level of Planning
Activity 2.5 Activities for the Fourth Level of Planning
Activity 2.6 Activities for the Fifth Level of Planning
Activity 2.7 Activities for the Sixth Level of Planning
Activity 2.8 Questions and Activities for Reflection and Application

PowerPoint Slides

Table 3.6 Portfolio Assessment Planner

Classroom Management Plan Guidelines

Sample Classroom Management Plan

Sample Rubric: Classroom Management Plan

Sample Rubric: Elementary Credential Portfolio

Sample Rubric: Counselor Candidates

Sample Rubric: Scoring a Summative Portfolio

Activities
Activity 3.1 Questions and Activities for Matching Portfolio Forms and Functions
Activity 3.2 Exploring Assessment and Categories of Learning Targets
Activity 3.3 Question and Activities for Exploring Assessment Options
Activity 3.4 Question and Activities for Designing and Using Rubrics



