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Introduction

This electronic portfolio of work will allow you to demonstrate your understanding of the teaching-learning process in your classroom.  The Secondary Transition to Teaching Program considers this portfolio the final exhibition to qualify for an Indiana teaching license.  This portfolio process has been designed to assess aspects of your ability as a beginning teacher.  The Transition to Teaching Program seeks evidence from you regarding how you think about teaching and learning in the classroom.  It asks for evidence of lesson planning, student work and assessment, teaching, self-analysis and reflection.  The portfolio asks you to link your planning with your practice and calls upon your reasoning and judgment to link the success of the learner to your instructional practice.

This process is also designed to provide practice in completing a teaching portfolio as required by the Indiana Division of Professional Standards in the second year of teaching.  All beginning teachers in Indiana must complete the Beginning Teacher Assessment Program in order to receive the proficient practitioner license at the end of the second year of teaching.  This portfolio will be completed as part of the last seminar, M500, of the program in Summer I.
So think of the process as a deep slice of apple pie.  It is a representative look at your teaching-learning process.  The process does not include every aspect of teaching.  It focuses on the artifacts you produce to show that you understand how to help students learn.  While you certainly want to show yourself in the very best light, an honest self-appraisal is most important.  As a beginning teacher, you are not expected to be perfect (No one is).  What is expected, however, is that you use a backwards planning model, can fairly and accurately assess students, can use assessment information to inform your teaching, and can accurately self-assess to improve as a teacher.  
Minimum Competency:  There is a competency completion level expected for this electronic portfolio.  If you fail to meet the minimal expectations, you will be asked to redo part(s) of portfolio to receive the recommendation for licensing.  

Note on Timing:  You are being introduced to the portfolio process now, although you will not actually do any documentation until second semester when you are teaching in the high school.  In the first semester, we will practice various aspects of the portfolio writing and reflection to give you practice and feedback on how accurately and carefully you document.  You will then be able to produce a strong portfolio from the second semester.  It is important to note that you will be collecting the data for the portfolio but not actually completing it until the Summer I session in May and June.

Following the Format:  This is not a creative exercise.  Content is more important than format look.  Follow the directions for the web-based portfolio exactly.
Evaluation:  Evaluation of this portfolio is based on the Six Principles of Teacher Education.  
1. Principle 1: Conceptual Understanding of Core Knowledge – the ability of teachers to communicate and solve problems while working with the central concepts, tools of inquiry, and structures of different disciplines.  For secondary students, this means developing rich expertise within their chosen discipline.

2. Principle 2: Reflective Practice – the ability of teachers to step outside of the experiences that make up teaching and to analyze and critique the impact of the experiences and context from multiple perspectives.

3. Principle 3: Teaching for Understanding – the ability of teachers to draw on their knowledge and frameworks to plan, implement, and assess effective learning experiences and to develop supportive social and physical contexts for learning.

4. Principle 4: Passion for Learning – the ability of teachers to continually develop their own complex content and pedagogical knowledge and to support the development of students’ habits of continual, purposeful learning.

5. Principle 5: Understanding School in Context of Society and Culture – the ability of teachers to value and teach about diversity, to recognize the impact of social, cultural, economic, and political systems on daily school life, and to capitalize on the potential of school to minimize inequities.

6. Principle 6: Professionalism – the ability of teachers to be active contributors to professional communities that collaborate to improve teaching and student achievement by developing shared ethics, standards, and research-based practices
Overview of the Process

PRIOR to COLLECTING the WORK
At the beginning of student teaching, you need to plan for the collection of artifacts.  
1. Talk with your mentor about the portfolio process before you begin full time student teaching.  Include your content area methods instructor as much as needed.  This documentation will include videotaping of yourself with the students; therefore, you will most likely want to select a time period later in formal student teaching.  However, the timing is up to you to determine.
2. Choose which class and which period you want to use for documentation.  Selection is completely left to your discretion.  You should select a period in which you have stronger rapport.

3. You should choose 1-2 days of lessons within one unit to document.  Perhaps choose the unit you develop for your content area methods class.  You can choose introducing the unit (assessment of prior knowledge), introducing or developing understanding of a concept, factual knowledge, or skill, or concluding the unit.  Remember, a lesson may go more than one day – it is the smaller “unit” of planning.  To allow you flexibility in how you want to capture the learning and teaching process, there is the 1-2 lesson suggestion.  
4. Think about the differences in learners and tentatively select 3 whose work you will copy and keep throughout the unit.  Included in the three should be one student labeled with exceptional needs and one English language learner.

CONSIDERATIONS in PLANNING  the  UNIT and  SET of LESSONS to DOCUMENT
Consider what you have learned from your methods instructor and seminar instructor regarding planning, instruction and assessment.  You are expected to demonstrate best practices and use a UBD design template.  Therefore, as you plan this unit early on, develop a variety of assignments and activities that demonstrate your abilities to do the following:

a. Teach for understanding (Go back to UBD:  Which of the six areas are you focused on?)
b. Develop a performance task and an accompanying rubric that focuses on quality of work more than formatting, completion and process.
c. Use a variety of assessment approaches, including prior assessment, formative and summative assessment, peer assessment and/or self-assessment (depending on appropriateness of lessons and goals).  If all you provide is a traditional test at the end of a unit, consider yourself inadequate.

d. Show how you use informal and formal assessment information to adjust your teaching.
e. Adapt and modify instruction AND assessment for diversity of students including English language learners and students with exceptional needs.
VIDEOTAPING and SCRIPTING

Part of the documentation includes a 15-20 minute videotape from the documented lesson(s) and a written script of your lesson(s) completed by an observer.  See specific directions later in this document. Make sure that you have permission of the students’ parents/families for videotaping in the classroom.  Check with your mentor about this.  
ONGOING REFLECTION and COMMENTARIES
It is important that you keep detailed reflection on the lesson(s) you document.  You will take this information and complete a formal analyses according to the protocols described later in this document.  Therefore, make sure you know what you will need to address in the various reflections and keep notes as you do the documentation. This will make the formal writing easier when you actually complete it.  You think you will remember everything but you won’t.  Part of the assessment of portfolio involves how specifically you are able to comment on various artifacts you have included and how accurately you have self-assessed.   You need notes to help prompt your writing.  No analysis or commentary should be more than 750 words.  Proofread.
SPOTLIGHTING THREE  LEARNERS

In choosing the three learners, consider how you will be able to compare and contrast them.  You will include the same piece of student work for each of them in your portfolio.  Choose a piece of work that is interesting to talk about and that demonstrates your ability to differentiate instruction and/or assessment.   It is wise to choose more than three learners in case one leaves the school or your classroom for any reason.  One of those students should be a student with exceptional needs, another should be an English language learner, and the other a mainstream student so that you can analyze how you addressed the differences in their needs, understandings, and abilities.  Accommodation should be demonstrated for any kind of learner.
Ensure confidentiality by making sure you assign descriptors to the learners, like Student A and Student B, etc.  Use no real names.  White them out and label over them before scanning the work.
PLANNING for the USE of TECHNOLOGY
1. Videotaping:  Make sure you use digital video.  Check out a camera from the SOE. Purchase a miniDV.
2. Scanners are available in the SOE on the second floor in case you do not have easy access at your school site.  Import pictures of projects.  

Portfolio Organization
The portfolio has a very structured sequence of artifacts and reflections.  Do not vary from this structure.  Please label each item according to the framework listed later.  Again, no variation is asked for or wanted.
ADDITIONAL PIECES of REQUESTED EVIDENCE

You will also include logs and some additional commentaries explained later in this document.

Summary Chart of Portfolio Contents

	Section 1:  My Teaching Situation
	File 1: Information about the school
File 2: Profile of the class

File 3: Introduction to the portfolio

File 4: Unit template

	Section 2:  Teaching My Class
	File 5: Lesson rationale
File 6: Lesson plan covering 1-2 days

File 7: Learning experience log(s)
File 8: Video segment

File 9: Commentary on the video segment

File 10: Copies of assignments and/or explanations that align with selected student work
File 11: Student A work sample
File 12: Student B work sample
File 13: Student C work sample

File 13: Commentary on student work

File 14: Self-evaluation 

e 10: Copies of assignments and/or ex

	Section 3:  My Professional Growth
	File 15: Three logs (professional resources and activities, parent/family interaction, technology use)
File 16: Commentary


Section 1: My Teaching Situation
Purpose: to provide background on how you helped one group of students engage in learning about a topic in a subject area.

Create four files (1-4):
File 1.  Information about the school:  To give the reader an understanding of the school
Write a context statement that includes descriptive and demographic information about the high school.  Use the website information or look at the small school’s SIP.
File 2.  Class profile:  To give the reader an understanding of the class you are documenting. Write a statement that describes the characteristics of your class. How many are in the class?  What are the demographics? What are their needs?  Address ENL and inclusion numbers.  Use your survey information.
File 3:  Introduction to the portfolio:  To give the reader an understanding of what the portfolio is documenting about your teaching and the students’ learning.  Questions to answer:
· What are the essential idea(s), concept(s), or theme(s) that guide student activities in the unit covered in the portfolio documentation?  Address understanding by design principles that relate.
· How is the unit aligned with the Indiana academic standards?
· What did you expect students to understand (and know) as a result of this unit?
· How does this unit address students’ understandings, learning levels, and interests?
· What did you anticipate that students might not know or understand as you planned the unit?
File 4:  Your unit plan template (if not Understanding by Design – as learned in Semester 1, then explain the adjustment in a paragraph at the beginning of the unit plan).  If you have used the UBD two-page design template (like the one you developed first semester), simply include it as the fourth file.
Section 2:  Snapshot of My Teaching
Purpose:  to document curricular focus, instruction, adaptation and modifications, and response to students.  

Complete six files (5-14):
File 5:  Lesson Rationale:  to explain the purpose of the lesson and its significance to the unit goal(s).  

Answer the following questions:
· What you specifically intended the students to learn (from your larger goals/outcomes and/or expectations).
· How you prepared the students to be successful in the lesson.
· How you assessed prior knowledge (in all its forms).
· How the class activities helped students make sense of the content/learning.
· Why you chose the materials you did (whatever that entails).
· What special opportunities the reading/activity/project/other offered the students.
· What in the “work” the students seemed to connect with or be interested in.
· What challenges your students faced.
File 6:  Lesson Plan(s):  to show daily planning
            Include the daily plan(s) covered in this portfolio

File 7:  Learning Experience Logs (Scripting):  to see how another person captured the teaching. The learning experience record is like a double-entry journal, with two columns running down the page (see sample at the end).  In the left-hand column, ask a peer or your mentor teacher to record a narrative description of events that occurred in class.  In the right-hand column, write an explanation of your reasoning for the left hand column descriptions.   These forms may be handwritten.  Scan these documents to include as files that support implementation of your lesson plan.
File 8:   Video Segment:  to provide data that aligns with scripting and commentary. This 15-20 minute video segment is part of what is documented in the Learning Experience Log(s).  What kinds of events might you videotape as part of your lesson?

· Helping the students with guided practice

· Leading the students in discussion

· Monitoring independent work

· Modeling an activity/task
· Whole group presenting/lecturing is not necessarily a good choice
File 9:  Commentary on the video:  to give a written analysis.
       Explain the following in your commentary:
· What the videotape shows about your content knowledge?  Your instruction?

· How does your videotape show your ability to facilitate students’ learning?  
· What qualities and dispositions of yours are evident in the video segment?
File 10:  Copies of assignments and rubrics:  to provide the context for evaluating the students’ work.  Include the assignments and rubrics or explanation for how the assignment was assessed.  If an oral assignment, include the directions you gave students.
File 11:  Student A work samples:  to show evidence of your required work and how you provided feedback.  Include 2-3 pieces of work with at least one having been evaluated with a rubric.   Make sure the student’s name and any other information that would identify the student is erased.  
File 12:  Student B work samples:  to show evidence of how you used the same expectations for each student, provided modification.  The second sample provides a contrast to the first. Include the same 2-3 pieces of work and rubric.  Make sure the student’s name and any other information that would ID the student is erased.  
File 13:  Commentary on student work:  to show evidence of feedback to students and your understanding of diversity of students and reasoning for each student’s performance.  
· Address your criteria for determining the degree to which the student’s performance on the assignment was successful. 

· Address the other feedback you gave the students to help them understand their performance.  

· Explain the next step in addressing these students’ needs in learning the content.

File 14:  Self-Evaluation:  to show self-analysis regarding your approach to the teaching and learning process.  In light of what you know and are learning about your students, about the importance of this particular theme/unit/concept, and about your role as a teacher in your subject area or grade level, explain:

· one or two aspects of your teaching during the documented instruction that you consider effective for student learning;

· one or two changes you might make in the design of the experiences or assignments and/or in your own actions if you were to engage this group of students in another learning experience;
· how you would further modify or accommodate changes in your instruction; and

· the reasons you would make those changes.

Section 3:  Analyzing My Professional Growth
Purpose: to demonstrate initial professional capacity in the field.

Create two files (15-16)
File 15:  Logs: to show use of professional resources and activities, contacts with parents, and use of technology

File 16: Commentary:  to demonstrate growth in becoming a beginning teacher


Address the following:
· Initial reactions to the challenge of working with multiple groups of people (colleagues, 

parents, administrators, students)

· Observations regarding professional responsibilities and the use of technology for both 

administrative and teaching functions
· Comparison of two student teaching experiences, addressing the differences in working 
with young adolescents vs. adolescents/young adults (address developmental and content differences in the two groups)
· Description of professional organizations available in your discipline/teaching level and 

how these will support your ongoing professional growth

· Challenges you know you will face as a first-year teacher and your plan for meeting 

these challenges
Learning Experience Record
SAMPLE
Description
Explanation
On the left side of each page of your Learning Experience
On the right side of your Learning Experience Record, 
Record, describe the learning experiences in your classroom.  
explain the experiences that you described on the lef

Be specific about your actions and characterize what you
* How the experience(s) helped students to make 
heard and saw.  For example, you might write sentences like 
connections with other ideas that they have encountered in
these: 


your class or other disciplines.

I provided the following environment (describe)


I gave the following directions: (list)

I asked students questions like these: (give ex.)
* How the experience(s) helped students to build upon and 

I took the role of a scientist
extend their knowledge and abilities.

I conferred with students as I walked about the 

room, discussing what they were learning
* Why you chose a certain statement, strategy, activity, etc.

I wrote examples on the board
Be specific about what your students did, the materials


they used, and the nature of their interactions.  For 

example, you might write sentences like these:

Students drew their ideas for an ending for the
I wanted to make sure that students were developing their 

story.

the concepts in their heads 

Students wrote their impressions of the main 
This allowed students to brainstorm ideas

character in their journals.

In groups of four, students role-played a scene
I asked students to demonstrate their interpretations so that I 

from the poem.
could work on their social skills and see how well they 

Students did a jigsaw over reading.
were understanding it
Students completed a metacognitive strategy
This activity allowed me to see how well they understood what 
sheet….

they were learning.

Secondary T2T Program

Learning Experience Record

Scripting a Lesson for the TWS Portfolio

Purpose:  To capture a description of exactly how a day’s lesson occurred
	Class


	Intern


	Date


	Signature

	Description


	Explanation




�





Portfolio Organization





The complete portfolio has three sections, each with specific tasks:


Section 1:  My Teaching Situation


Section 2:  Teaching my class 


Section 3:  My professional growth





Preparing each section


Make good choices for each part of the portfolio.  What you select to demonstrate will tell the reveal a great deal about your understanding of the teaching and learning process.  
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