INSTRUCTIONS FOR PORTFOLIO

Materials Needed:


Two-inch binder with clear view overlay


Dividers for ten sections


Sheet protectors (optional)

Creative Cover (Front of your binder)


Find a picture using clip art.  Enlarge it to 8 ½ to ll” paper.  Put your name and the word portfolio on the picture.  Insert the picture into the front of your binder.  Place a professional title page that includes the word portfolio, your name, and the date immediately inside the front of your binder.  (Divide the page into thirds.)  The Table of Contents page will come after the professional title page.

Section 1—Introduction


The personality inventory will go in this section.  Begin this section with a letter of introduction.  First paragraph—tell who you are, second paragraph –tell some things about you, (use the personality inventory), third paragraph—tell the purpose of the portfolio.  Use AMS Simplified letter format.

Section 2—Personal Data


Using the scanner, enlarge a picture of yourself.  Examples:  Senior portrait, school day picture.  Use these categories for statistics:  Name, Address, Phone #, Age, Eyes, Hair, Height, Weight, Status,  Education, High School, Vocational School, Vocational Course, Graduation Year, College, Major, Cooperative Education Occupation, Hobbies

Section 3—Job Acquisition


Use the information from our Job Acquisition Unit.  It should be in your notebook.  If you do not have it, you will have to re-create it.

Section 4—Recommendation Letter


Ask me, your boss at work, and a teacher to write a recommendation for you.  You will have to approach this person, tell them about this project, and request the letter.  You may have to help write the letter.  Do some research on recommendation letters before you make this request.  Do not wait until the last minute to ask anyone to write these letters.  If you have Mr. Owens, he is very good about doing this if you make your request by e-mail and give him a copy of your resume.

Section 5—DECA/OTHER CLUBS


Documentation to show that you are a member such as membership card, certificates.  Can you show documentation that you have participated in certain activities?  It is acceptable for the club sponsor to write a letter stating that you are a member and the activities in which you have participated.

Section 6—AWARDS/VOLUNTEERISM


What awards have you received?  Do you have any documentation?  Do you have documentation for your volunteer hours?  Can you get some volunteer hours between now and the end of school?  If you have medals or other large items, please try to scan for the portfolio.

Section 7—CAREER PROJECT


Scan a copy of a picture of your display board.  Write a reflection page for the display board.  Use the rubric that I used to grade the job site project. (You may place pictures of any of your poster boards in this section as well.)  A reflection page will be required for each picture in this section.

Section 8—POWERPOINT PRESENTATION


Place copies of the PowerPoint Presentations that we have done for class in this section. (Communication Unit from last year, you can make another one as long as it relates to one of the units in our curriculum.)

Section 9—STUDENT ARTIFACTS


Collect work from each of your classes that you are now taking.  You will need to ask your teachers about this if you do not have any of your work now.  Choose a sample of your work that you would not mind showing to a future employer.  You will need a table of contents page with page numbers for this section.  Some examples are:  an essay that you have written for English, a history test, math homework, science paper, and any of your Co-op papers that have been returned to you.  If you are in a studyhall, you will need to document that and note it on your table of contents.  If you are unable to obtain samples of work from any of your classes, please let me know.  Your teachers may be able to write a letter indicating the type work of which you are capable.  Your table of contents page should follow the order that is given on the rubric.

Section 10—REFLECTION


You will need a minimum of three typed pages for this section.  Page 1—Discuss the portfolio:  what section did you like best, what section did you like least, what was the most difficult section, what was the least difficult section.  Be sure to explain why for all four of these and be very specific in your answers.  Page 2—What are your short-term goals and your long-term goals?  (There is a chapter in your textbook relating to this.)  Page 3—What have you learned from your Co-op class?  From the first day you walked in here, how have you improved or grown?  How will Co-op help you later? 


Remember, use paragraph essay form to write these pages.  Double space.

Give each paragraph a title, highlight in bold.

Example:


Portfolio Reflection




What I liked best




What I liked least




What was the most difficult




What was the least difficult





Goals




Short-term goals




Long-term goals





Cooperative Education Reflection




What have I learned?




How have I improved or grown?




How will this course help me later?

This will be your fourth nine weeks exam grade.  Everyone is required to do the portfolio.

You will need to work on this each week.    

This project is due _________________________.

