Preparing a Teaching Portfolio

The following suggestions for preparing a teaching portfolio were gathered from discussions of faculty members who have prepared a teaching portfolio and from the experiences of the members of the University WAC Committee who regularly read and approve teaching portfolios.  If you have questions, call the WAC office (x4650).

1.
All of the materials that you will include in your teaching portfolio will be created in your experimental WAC class, which you are permitted to teach only after receiving WAC training in the WAC workshop.  Feel free to teach several experimental WAC classes until you are comfortable with the changes you have made in your teaching and are ready to share them with other faculty members.

2.
Before teaching your first experimental class, read carefully the instructions for preparing a teaching portfolio printed at the end of this manual.  These instructions will inform you of the kinds of written evidence you need to develop in the experimental class.  


The most important kinds of evidence are these:  

a) 
a syllabus which lays out clearly the objectives of the course including the enhancement of writing as an objective, the written/oral assignments which test and teach these objectives, and the weighting of written work in the determination of the course grade 

b) 
written guidelines that you create for individual writing/oral assignments, informing students of why, what, and how they are to write
c) 
a written set of evaluation/grading criteria that you use to evaluate their written work 

d) 
low, medium, and high stakes assignments that you use to help students meet the course’s learning outcomes. 

e)
samples of student work that demonstrate the value of the process of writing valued in writing intensive courses.  


If you customarily do not use these teaching methods, they may represent for you some of the changes you may want to make in your teaching, for these are the strategies that are taught in Marshall’s WAC training retreats, approved by the Faculty Senate and University President in the WAC Proposal in 1994, and valued by WAC-trained faculty and the University WAC Committee at Marshall.

3.
Be aware that it is extremely difficult to incorporate all of these changes in your teaching immediately.  Change only the parts that are manageable semester by semester.  If you would like to attend the WAC training retreat a second time, there are often places available; just call the WAC office (x4650).  

4.
It is a good idea to make careful notes about the results of any changes you make in your teaching for two reasons:  a) these notes will help you make improvements the next time that you try the strategy or assignment; and b) you will be able to use these notes in the teaching portfolio as a means of showing the reflective and self-evaluative process you are engaged in while teaching your experimental course.  Try to identify what procedures worked well and why they did as well as why weaknesses or failures occurred.  These kinds of recollections will be valuable as you try to reconstruct in the portfolio cover letter exactly the kinds of experiences you and your students had in your experimental course.  You will probably be able to incorporate many of them into the portfolio itself.

5.
Since portfolios must include some example(s) of student work, it is a good idea to collect samples of student work throughout your experimental course.  These samples will enable you to demonstrate your adherence to the criteria for writing intensive courses when you prepare your teaching portfolio. You may consider work that demonstrates revision in your class, your use of informal writing, or examples of a specific assignment.  

6.
Be sure to use the Information Packet, which accompanies the Portfolio Instructions:

a)
Here you will find a checklist of the kinds of activities that need to go on in your experimental class and the kinds of evidence you need to provide.  As you complete your first draft, check off the items you have included.

b)
You will also find an explanation of the three types of WAC approval that are available, WAC professor, departmental WAC class, or specific instructor and specific course.  Read these descriptions carefully and determine which one would be the best for you in your teaching situation.

c)
The last part of the information packet provides various models of ways to create the portfolio using different kinds of evidence.  Remember that to be approved as a WAC professor you are not required to give evidence from a number of classes.  All that you need to do is to include the evidence from your experimental class that fulfills the guidelines.  The University WAC Committee assumes that you can apply the techniques you use in the experimental class in all the classes you teach.  If you are uncertain about this aspect of the process, come to the WAC office (OM 121) and read some portfolios. 

7.
When you are ready to start compiling your teaching portfolio, do not try to go through this process alone.  Draw instead on existing resources.  Go to the WAC office, OM 121, and look at approved teaching portfolios there so that you may appreciate the diversity of approaches and content.  Attend any portfolio workshop offered at the conclusion of the spring semester.  If you are unable to attend, call the WAC office and arrange for the program director or some other member of the University WAC Committee to meet with you individually, review your materials, make suggestions, and answer your questions.

8.
Understand that the WAC approval process for teaching portfolios follows the same principles the Marshall WAC program endorses:  It is a multiple-draft, revising process.  The first deadline is the deadline for a rough draft only.  At that point a subcommittee of the University WAC Committee will review your portfolio and make suggestions to you about strengthening it.  You will have about four weeks to make your revisions before the final submission deadline.

Some Common Weaknesses in Teaching Portfolios 


Two weaknesses in teaching portfolios are fairly common.  The first is sometimes an error of commission, the second, an error of omission.  


Some portfolios lack written guidelines for individual assignments and the evaluation/grading criteria that need to accompany the guidelines.  No teaching portfolio has ever been approved without evidence of written assignment guidelines and grading criteria.  Oral instructions are often vague and they can change each time you discuss the project.  Written instructions, on the other hand, form a contract-like agreement between instructor and students about what is demanded and the ways of meeting those expectations.  If an assignment misfires, the written instructions can easily be examined and will become the key to improving the assignment for its next application in the course.  In contrast, recollections of oral instructions are impossible to use in the same way since instructors and students remember them in different ways.  So, if you want your portfolio to be approved, you need to develop and use written guidelines and grading criteria before submitting your teaching portfolio.


More often applicants forget to include, in narrative form or with written artifacts, how they guide students through the writing process.  Do you go through a revision process on a written assignment?  If so, how does it work?  Do you have smaller assignments that develop the skills needed in the final written assignment that can be described and included in the portfolio?  Do you use class discussion and group work as a means of preparing students for doing written assignments?  If so, how do you create the discussion and how does it work?  Do you use individual conferencing with students to review their drafts or otherwise help them?  What does the calendar of class events look like from the handing out of the assignment guidelines and grading criteria to the submitting of the completed assignment?  Do you have an assignment or part of an assignment that causes students to produce a refined, edited, polished piece of writing (required for the portfolio)?  Try to answer questions like these in your “Reflections of Teaching” and/or “Reasons for Choices of Materials Included” sections of the cover letter of the teaching portfolio (see Portfolio Instructions at the end of this manual).


For the teaching portfolio cover letter, follow the Portfolio Instructions carefully.  Check that the format you use is correct and the evidence and reflections you include in the letter are exactly what is requested.   Since faculty in virtually all University disciplines submit portfolios, the University WAC Committee can only evaluate portfolios fairly if all applicants provide appropriate information in a form consistent with all other portfolios. 

Remember that the strongest teaching portfolios are not the longest ones, but the ones that contain the evidence requested in the portfolio instructions.       
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