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Policy Type:
Required Policy

Policy Title:
Portfilio Policy

Purpose:

The purpose and philosophy for student portfolios at Lakeview Academy is to celebrate the learning process of our students and the resulting accomplishments of their hard work for a particular school year.  Portfolios will showcase and highlight each student’s actual learning process through which certain skills and concepts were acquired and their ability to effectively demonstrate that knowledge.  Portfolios will also be used as an effective assessment tool, allowing both teacher and student opportunities to modify performance as necessary. 

Good portfolio projects do not happen without considerable effort on the part of teachers, administrators, and policymakers.”
 One of the most important aspects of student portfolios is the opportunity students are given, in consultation with teachers and parents is to set academic goals, engage in self assessment, to reflect and improve on their work. The skill of evaluating one’s work or performance is a vital attribute to not only survive in the “real world” but to become a contributing member. 

What does the research say? 

“Research shows that students at all levels see assessment as something that is done to them on their classwork by someone else. Beyond "percent correct," assigned letter grades, and grammatical or arithmetic errors, many students have little knowledge of what is involved in evaluating their classwork. Portfolios can provide structure for involving students in developing and understanding criteria for good efforts, in coming to see the criteria as their own, and in applying the criteria to their own and other students' work. 

Research also shows that students benefit from an awareness of the processes and strategies involved in writing, solving a problem, researching a topic, analyzing information, or describing their own observations. Without instruction focused on the processes and strategies that underlie effective performance of these types of work, most students will not learn them or will learn them only minimally. And without curriculum-specific experience in using these processes and strategies, even fewer students will carry them forward into new and appropriate contexts. Portfolios can serve as a vehicle for enhancing student awareness of these strategies for thinking about and producing work--both inside and beyond the classroom.”
 

Introduction and Organization:

At the beginning of each year, teachers will introduce or revisit the concept of portfolios with students by sharing examples of different kinds of portfolios such as art, academic, business etc. as well as explaining the overall purpose and vision of portfolios for Lakeview Academy as mentioned above.  Teachers will also go over what student portfolios will look like specifically for their particular grade level or for the middle school..  This should include a review of specific vocabulary, the selection guidelines, as well as the reflection and self assessment process.  Teachers should also show students how the portfolios will be kept, utilized and shared in their classrooms.  

Additionally, teachers will also send a letter home to parents as well as discuss it at Back to School Night introducing and explaining in detail the portfolio process for their grade level or for the middle school and how parents are expected to assist with the process.  
In the Elementary, each grade level team in conjunction with the Educational Coordinator will design the specific portfolio process that will take place within that grade level.  Likewise, middle school teachers will work together collaboratively in conjunction with the Middle School Director, to design a specific portfolio process that will take place within the middle school.  This process in the middle school must ensure that student portfolios reflect not only the teacher’s particular subject area but also represent the interdisciplinary and collaborative projects that will occur throughout the year.  
This will allow for greater flexibility and creativity teachers as teachers focus on creating individualized student portfolios.  Each grade level and middle school team will work with the Specialty teachers to ensure that student progress from each of those subjects is presented and incorporated into their portfolio plans. The following examples illustrate different types of possible portfolio options for each grade level.  They may include but are not limited to:


Kindergarten:
*Writing: Specific topics every month such as house, tree or person.  These show the progress in writing as well as fine motor skills, creative thinking, sentence structure, knowledge of body parts and details.

*Science and Art: Each month a different tree is created using different forms of medium.  These trees represent the changes due to the seasons of the year.

*ABC Book: Shows growth in fine motor skills ie. Cutting, writing and coloring skills.

First Grade: writing notebooks and collecting projects
Fourth: Science journals, Social Studies books, math journals, language arts journals, files of art projects, writing, reports, and poetry books.
Sixth: CD’s, art projects, Social Studies and science journals.
Grade level and middle school plans must fully support the charter and incorporate the three main purposes and goals of portfolios namely to help children set academic goals, engage in self assessment and to reflect and improve upon their work.  The grade level plans should also incorporate portfolios as an additional alternative form of assessment.  Grade level and middle school plans should include many opportunities for parents to be involved in the portfolio process.  These plans will be approved by the Administration prior to implementation.  The Administration in conjunction with the Educational Coordinator will frequently monitor and asses the progress of each grade level or middle school plan to ensure that the vision and integrity of the portfolios is maintained.  Once the plans are approved the grade level and middle school teams will communicate fully the specific details of their plan to the parents as well as keep parents updated on their progression throughout the year.
A digital camera will be used in each grade level and in the middle school to assist in the documentation of larger projects.  At the end of the year, portfolios will be sent home to parents according to the specific details outlined in the grade level and middle school plan.
 Collection and Selection:

Throughout the quarter, teachers and students will collect samples of student work.  From these pieces, students and teachers will then choose which specific pieces to include in their final portfolio.  Methods of collection and selection may differ based upon the specific nature of each grade level’s and middle school portfolio plan.  However, samples will reflect work from all subjects and disciplines.  The Educational Coordinator and Administration will ensure that collection and selection is consistent with their plans and is not contrary to the Charter in anyway.  Possible collection and selection methods could include:  

*Second Grade: CD’s or web page

*Third Grade: Projects are reviewed for each subject and from each student.  The student keeps their favorite and puts in their portfolio.
*Fourth: Student created CD’s journals, pictures of student work
Reflection, Revision and Connection:

Paulson and Meyer stated that a “Portfolio is done by the student, not to the student”
 The reflection and connection process is by far the most vital. This step separates portfolios from classwork collections.  Students will self-evaluate their work by revisiting the goals they set at the beginning of the year and assessing their progress. By allowing students to take an active role in this process, they will be better able to internalize concepts learned and recognize where improvements need to be made.  

This process will be accomplished in accordance to the specific guidelines of each grade level and middle school portfolio plan.  The Educational Coordinator and Administration will ensure that the reflection, revision and connection process is consistent with their plans and is not contrary to the Charter in anyway.  

Evaluation Criteria:

The portfolios will be used as an assessment tool for teachers throughout the year.  Since the items contained within the portfolio have already been graded, the portfolio will be evaluated as a whole based upon specific criteria outlined within each grade level and middle school portfolio plan.  Evaluation and self-assessment is key to the portfolio process, as such, we encourage the grade level portfolio plans to include an avenue for not only teachers, but parents and students to take part in the evaluation process. 

Showcase:


This is a time of celebration!  Each grade level and middle school plan should include opportunities as to how students will showcase their work to each other as well as to their parents. The Educational Coordinator and Administration will monitor and ensure that these opportunities are consistent with their plans and is not contrary to the Charter in anyway.  At the end of the year, student portfolio materials will be sent home with the student as outlined in their portfolio plan.  The following is just one example of how some work may be showcased.


*Third Grade: Student put together slide shows of their portfolios 
Teacher Tips:

The following ideas may assist teachers successfully implement their grade level student portfolios plans
· Have a desgniated place to store student portfolios in your classroom. 

·  At the beginning of the year when introducing portfolios to the students, get excited!  Your enthusiam will motivate and get the students excited as well!

· Send the “parent letter” explaining portfolios home within the first few weeks of school to get parents excited as well!

· Go over the portfolio for your grade level at Back to School Night and at Parent Teacher Conferences!  This will help parents know what you want them to do to assist you as well as get them excited!

· Remind students to date all work as this will help in the organization of the portfolios.

· During parent teacher conferences, have student’s portfolios available outside the classroom for those parents waiting to look at. (Teachers will need to figure out a solution to protect the privacy of the student portfolios)

Sample Parent Letter 

*Note this letter will be sent home within a few weeks of the start of the school year.

This letter may be used as a guideline for teachers as they create a letter for parents explaining their specific grade level portfolio plan.

Dear Parents, 

Welcome to ____ grade!  An exciting year awaits us at Lakeview Academy. We start the year with optimism and expect a fabulous year of progress. This year your child will be maintaining a portfolio that contains samples of his/her work from a variety of curriculum areas. The purpose of the portfolio is to celebrate the learning process. 

Benefits to portfolios: By using a portfolio, your student(s) will learn the following:

· Responsibility   

· How to work with others

· How to evaluate their own work

· How to set and achieve goals for future growth. 

· Organizational skills

· How to evaluate the work of others

As your student acquires these skills, they will begin to demonstrate greater self-confidence.  This self-confidence will motivate students to excel in all areas both in and outside the classroom.

Your Role: As parents, your role in this portfolio process will to be will differ according to grade level plan.  Please assist your students with the following portions of the portfolio:


*Please list specifically the items that parents are expected to do to help with the portfolio process

Parent Tips: I offer a few suggestions that might help you –help your student this year:

· Remember your role is that of mentor and guide– not doer! 

· Perhaps offer a few additional tips teachers may want parents to know and or do

I appreciate your support and interest in your child’s education.  As we go through the portfolio process this year, we may experience a few bumps.  As with any new concept, it takes time to adjust.  If we remain open, work together and keep in mind what is best for your child, success will be imminent.

Thank you again for your support! Please feel free to contact me if you have any questions.

Teacher’s name (contact information)

	Sample End of Year

Portfolio Evaluation Form
	Improvement needed
	
	
	Excellent

	The portfolio:
	1
	2
	3
	4

	1. meets intended goals
	
	
	
	

	2. is complete and meets all requirements
	
	
	
	

	3. is well organized/neat
	
	
	
	

	4. demonstrates concerted effort
	
	
	
	

	5. illustrates appropriate level of quality
	
	
	
	

	6. shows imagination and creativity
	
	
	
	

	7. goes beyond minimum expectations
	
	
	
	

	8. shows improvement
	
	
	
	

	9. shows evidence of personal reflection and awareness of personal strengths and weaknesses
	
	
	
	


Teacher Comments:

Evaluation Rubric:

Reference: Writer’s Choice, Grammar and Composition. Writing Assessment and Evaluation Rubrics: Grade 12. Columbus, OH: Glencoe McGraw-Hill Publishers

Possible Resources: These are the web-sites that were used in the research and development of this policy.  They may be of use to the teachers as they plan the grade level processes and ideas.
Information found at the following sites:

www.bobsedulinks.com/qepresources.htm
http://www.qesnrecit.qc.ca/portfolio/eng/practice.htm
http://clerccenter.gallaudet.edu/Priorities/PSG-overview.html
http://www.adprima.com/student_portfolios.htm
http://www.teachervision.fen.com/teaching-methods/experimental-education/4537.html
http://reta.nmsu.edu/lessons/digital/elem/elemen.html
http://dp.ideasconsulting.com/dp/index.html
http://www.essdack.org/port/what.html
http://www.swlauriersb.qc.ca/schools/crestview/ls/Teacher/Teacher_Portfolio_Assessment.htm
http://www.educationworld.com/a_tech/tech/tech111.shtml
Certification

The Undersigned officers and or directors of Lakeview Academy certify that this portfolio policy was duly adopted as of June 4, 2009 and replaces all previous portfolio policies.

Signature: _ _________________________________

Print Name:____ _ ____________________________

Title:____ ________________________________

Signature:____ _______________________________

Print Name:_____ _ ___________________________

Title:___________ ____________________________
Developing youth who are�CAPABLE


CONFIDENT &


CONTRIBUTING 








�	 Adapted from "Student Portfolios: Classroom Uses" Office of Education Research Consumer Guide,  Number 9, 1993. Office of Research, Office of Educational Research and Improvement (OERI) of the U.S. Department of Education.





�	 Adapted from "Student Portfolios: Classroom Uses" Office of Education Research Consumer Guide,  Number 9, 1993. Office of Research, Office of Educational Research and Improvement (OERI) of the U.S. Department of Education.





�	 Paulson and Meyer, 1991
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Action Item

This motion replaces motion 090706-2


