
Portfolio Instructions
The following Instructions for WAC-Trained Faculty are designed to facilitate the development of your teaching portfolio and provide directions about applying for WAC certification.

1.
Review kinds of applications described on the cover sheet and decide which kind of application you plan to make:  A, B, or C.  You must have already submitted final grades for your experimental WAC course before you apply.

2.
Submit your portfolio in a 3-ring binder that has your full name on the spine.  Since many individuals will be reviewing your portfolio, use a 12 point font to facilitate ease of reading.  You may wish to utilize page protectors to more safely preserve your work.

3.
The immediate purpose of this teaching portfolio is to introduce you as a WAC instructor to the members of the University WAC Committee and to ensure that both you and they acknowledge that you are employing WAC strategies in your course(s) by adapting them to your specific discipline, teaching style, and objectives.  See the enclosed “Check List for Writing-Intensive Courses” for WAC course criteria.  The long term purpose is to create the basis for reflective practice and potential scholarship of teaching and learning research.  Portfolios must contain the following materials:

a.
Letter of Introduction:

1) 
Use the heading “ Nature of Course, Content, and/or Students.” In one to two sentences describe how the learning outcomes of your course fit into your Department program’s learning outcomes and the Univeristy/College curriculum learning outcomes.  In a paragraph, around 200-250 words, describe the nature of your course(s), including any distinctive characteristics of the content or students which would help others understand the work of your course(s);

2)
Use the heading “Reflections on Teaching” and tell the story of the changes you have made in your teaching as a result of the WAC training workshop(s) in which you have participated (include other reflections on your teaching if you wish) and your use of writing;

3)
Use the heading “How I Use Low and Medium Stakes Writing” and explain how and why you use low and medium stakes writing in your course(s);

4)   Use the heading  “How I Guide Students through the Writing Process” and explain how you guide them: draft conferences, feedback on rough drafts, peer writing groups, etc.;
5)
Use the heading “How I Facilitate Revision” and explain how you utilize revision and elicit  revising processes from your students in medium or high stakes assignments.  
6)   Use the heading “My Inquiry Question” and formulate a question or questions that emerged from your reflective analysis of your experimental course and teaching;

                   7) 
Use the heading “My Reasons for Choices of Materials Included in the Portfolios” and  explain all of the selections you have made for inclusion:  why you made the choices you did, what these selections signify to you, and why they are important to you as a WAC instructor;
                   8) Use the heading “Deviations from Senate-Approved WAC Criteria” and 


identify and explain any deviations from the senate-approved criteria which result from the nature of the discipline you teach or department regulations which you must follow;
 9) Use the heading “Other Explanations or Notes” and identify any  


explanations or notes that you may have added to classroom materials in the portfolio to help the committee understand your teaching.
b.
Course Syllabus(1)/Assignment Sheet(s) 

Include a course syllabus for your experimental course, schedule of assignments, and assignment sheets for writing assignments.  These documents should explain the objectives of these assignments, the amount of writing required, the frequency and number of writing assignments, opportunities for student revision, evaluative standards or rubrics (for graded writing), and percentage contribution to student’s final grade (for graded writing);

c.
Examples of teacher instructions, criteria concerning writing, or checklists 

Include any documents that pertain to the writing and writing assignments completed in your course, including writing criteria, assignment rubrics, or assignment checklists.  

          d.      SAMPLES OF STUDENT WORK    

Include selected samples of high, medium, and low student work.

4.  Use these guidelines for organizing the portfolio:

a.
Clearly label your “Letter of Introduction,” and use the headings in bold under 3a 1-9.  Portfolios without these designated headings will be returned unread.  Use “Does not apply” for sections you do not need to complete.

b.
Label section 2 “Course Syllabi/Assignment Sheets” and “Writing Instructions to Students.”

c.      Label section 3 “Student Samples and Permission Forms”

d.
If you are using appendices, clearly label and number them as such.  Make certain you articulate your reasons for including items in the appendices.

e.
Number all pages consecutively.
5.
Complete and include in the front of your portfolio the Request for Approval to Use W-Designator Cover Sheet (with all required signatures) and the WAC Portfolio Self Evaluation Checklist.

6.
You will need to meet the deadlines set out below.  Please note that you cannot submit a final application unless you have previously submitted a rough draft of the application.  Submit both rough drafts and completed applications to the WAC office in OM 121.  N. B.   Once approved, you need to renew your WAC status every three years by submitting WAC syllabi and assessment documents each time you teach a WAC course and following one of the four routes to re-certification.

Fall Deadlines (for approval of writing-intensive designation in the following spring schedule):

· 2nd Monday in September:  Rough drafts of applications are due. 

· 2nd Monday in October:  Final applications are due.

· Committee decisions will be announced in November.


Spring Deadlines (for approval of writing-intensive designation in the following fall schedule):

· 1st Monday in February:  Rough drafts of applications are due. 

· 1st Monday in March:  Final applications are due.

· Committee decisions will be announced in April.

Cover Sheet
Request for Approval to Use WI Designation (WAC)

Completed cover sheet must accompany application.  Submit completed application the WAC office in OM 121B.  Fill out the block below that represents the type of approval you are applying for. 


Type A:  Professor Commitment

(   )
Professor: ___________________________  Phone:  __________

(   )
Attended MU WAC Workshop when and where?  _______________

(   )
Teaching portfolio for experimental WAC course(s) (see application instructions)

(   )
Agree to forward syllabi for subsequently offered W-Courses?
Type B:  Department Course

(   )
Department Contact Person:  __________________  Phone:  _____

(   )
Course Number & Title: ________________________________ 

(   )
Statement concerning departmental responsibility (see approved WAC Proposal)

(   )
Agree to submit current syllabus for course annually?

(   )
Statement demonstrating all faculty teaching course have completed MU WAC Workshop, providing dates and locations.
Type C:  Specific Course and Specific Professor(s)

(   )
Professor(s):  _______________________  Phone(s):  __________

(   )
Course Number & Title:  _________________________________

(   )
Attended MU WAC Workshop when and where?  _______________

(   )
Teaching portfolio for one experimental WAC course (see application instructions)
See application instructions for guidelines for preparation of teaching portfolios.
Signatures Required at Time of Submission:

Professor(s)


Date  




Department Chair

Date

College Dean  


Date

Signatures after Approval by University WAC Committee:

Chair, UWACC  

Date

Vice-Pres., Academic Affairs

Date

WAC Portfolio Self-Evaluation Checklist
When you have completed your draft portfolio, please use this checklist to ensure that you have met all of the requirements.
Name:  

________________________________________________

Department:
________________________________________________

College:

________________________________________________

Directions:  The committee will use this document to locate required elements in your portfolio.  Carefully indicate in the second column on what page in your portfolio the information described in the first column can be found.

	WAC Requirement
	Pages

	1)
Are all signatures present?


	

	2)
Is one type WAC designation selected (A, B, C)?


	

	3)
Does the letter of introduction contain all appropriate headings, information, reflection, and question(s)?
	

	4)
Are there examples of Course Syllabi/Assignment Sheets?


	

	5)
Are there examples of written assignment instructions, writing criteria, or checklists provided to students?
	

	6)
Are the writing assignments integral parts of course(s)?


	

	7)
Do the course objectives explicitly mention enhancement of writing skills and strategies?
	

	8)
Are students guided throughout the writing process?


	

	9) 
Are there at least two different writing assignments involving different kinds of writing?
	

	10)
Does at least one assignment involve revising?


	

	11)
Does at least one assignment require students to produce finished, edited prose?
	

	12)
Are the written assignments (in-class and out-of-class) worth at least 50% of course grade?
	

	13)
Are the writing assignments distributed throughout the course rather than concentrated at the end?
	

	14)
Are there examples of student work included?

	

	15)
What questions about teaching have been presented?

	

	16)
Is the portfolio contained in a hardcover 3-ring binder that includes the applicant’s name on the spine?  Are the pages within the portfolio placed in plastic sheet protectors (this is optional)?  Is the portfolio typed in a readable 12 pt font?
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