

Definition: Student portfolios are a collection of personal documents, which showcase an individual’s learning experiences, goals and achievements.  Student portfolios are created and controlled by the student, facilitated by the instructor, and evaluated by outside entities.

Purpose: Students should be able to leave a program with as many tools in their toolbox as possible. Student portfolios are a way to assist students in marketing themselves in future interviews, by using the portfolio to illustrate his or her skills and/or talents.

What goes into a portfolio?

	Letter of Introduction – A brief letter about the student’s education, goals, work and/or extra‐
curricular/community involvement, in standard letter format.
	Resume – Resumes are usually a one‐page document listing the applicant’s name, personal information (address, phone #, and email), an objective or summary, work history or extra‐ curricular/community involvement, education, certifications/credentials, personal skills/interests, and references.
	Letters of Reference (2) – Students must include at least two reference letters, provided by people who are familiar with his or her work or character.  The reference letters can be employment‐related, personal, or they can attest to the character of the student.
	Credentials or Certifications – Students can meet this category by having at least one of the
three sub‐sections completed: (State or national certification or credentials, technical skills check off, or evidence of tool/equipment or technology/software proficiency proven by an instructor/school generated certificate)
o	State/national certification or credentials (i.e., NCCER, MBA, CNA, Serve Safe, Tooling U, OSHA 10, CPR, CDX, Digital Literacy, WV Welcome, WV Welding,  ASE, WV Dept. of Agriculture Cert., etc.)
OR
o	Technical  Skills check off – located on the WVDE CTE website under each concentration (these are in Excel format and can be printed or saved electronically). ‐ Instructors only need to sign off on the Core Skill Sets listed at the top of each document prior to the Career Preparation Skills.
OR
o	Tool or Software proficiency – these are certificates created by instructors and/or students to illustrate student knowledge on a particular piece of technology, software program or a tool/machine used in the classroom/lab.
	Attendance – Please print your attendance from LiveGrades in your CTE courses.  The following scale will be used:
		CTE PORTFOLIO ATTENDANCE POINTS
17.18
Perfect Attendance	=	30 Points
[bookmark: _GoBack]Three (3) or fewer days	=	25 Points
Six (6) or fewer days	=	20 Points
Nine (9) or fewer days	=	15 Points
Ten (10) or more days	=	Zero (0) Points

	Student Awards, Projects, or Exemplars – This section is completely open ended.  Students should use this section to illustrate any awards, projects, exemplars, service learning, or scholarships, they participated or earned during their high school years. They can show evidence through pictures, project documentation,  news articles, program agendas, meeting minutes, videos, etc.

Presentation/Evaluation:

	Ensure all students have a release form on file prior to the presentation.
	Students are required to present their portfolio to a panel of evaluators.  The evaluation team should consist of at least one industry person.  Other team members may be school/county employees.  The team should be no less than two and no more than three people.  The student’s CTE instructor cannot be one of the evaluators.
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	The date of presentation  is scheduled by the school.
	All students who are completing a concentration are required to complete a portfolio. If a student is a multiple completer, they are only required to complete one portfolio that includes evidence illustrating all of his/her credentials/certifications received within the multiple concentrations.
	Administrators will collect the two or three % scores from instructors and enter each student’s average % score into WVEIS WOW  by June 15th.

Frequently Asked Questions (FAQ):

	What if a student completes more than one program? If a student is a completer in more than one program, she/he can create one portfolio for every program completed OR one to represent  work from the multiple concentrations completed.  [note: the student is responsible to complete a Capstone for each concentration completed.]

	When should students begin the portfolio process? Students are encouraged to begin collecting portfolio evidence at the beginning of their first CTE course.  (Students should at least begin no later than the beginning of their third CTE course)

	Can portfolio scores be used as a final exam weighted grade? Yes…portfolio scores can be used as a final exam grade.  (i.e., the instructor may say the portfolio is 40% of the fourth course grade, which gives additional incentive for a student to complete the portfolio)

	Can each piece of the portfolio be used as classroom grades? Yes…the instructor would want to review the portfolio content prior to the official evaluation.  In doing this, they can use these reviews as grading opportunities.

	Why do CTE completers need a portfolio? All CTE completers are required to complete a portfolio to meet Federal Perkins guidelines, but more importantly, students should leave a program with as many tools in their toolbox as possible. Student portfolios are a way to assist students in an interview, by helping to illustrate their skills and talents.

	Where can I print/download the Portfolio Scorecard? The Portfolio Scorecard is located on the
WVDE CTE website under the administrator and instructor tabs.  (http://careertech.k12.wv.us/)

	What type of format is the portfolio required to be saved as/presented as? The portfolio can be a printed notebook, an electronic PowerPoint or any other format deemed appropriate by the student and/or industry driven research (i.e., graphic design will look much different than welding or healthcare).  Allow students to be creative in marketing themselves.

	What happens if a student does not complete the portfolio? The consequence would be determined by the school for an individual student.  However, the consequence for a program would be a documented  zero in WVEIS WOW,  which impacts program performance.

	Can the portfolio be reviewed by evaluators prior to the presentation? Yes…evaluators may receive the portfolio prior to the actual presentation  for a more in‐depth review.

	What is the minimum passage score of the portfolio? There is no minimum passage score.  The scoring scale should be in alignment with your county grading scale.



	Do all completers have to complete the portfolio? Yes…all completers regardless of their concentration must complete and present the portfolio.


