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THE WISCAD PORTFOLIO: A GUIDE

OVERVIEW

Background

All certification programs in Wisconsin are now performance-based. Coursework alone is not enough for you
to obtain your certification: you must also demonstrate that you possess the “knowledge, skills, and
dispositions” that will make you an effective administrator.

By law, this requires that you create a portfolio which contains “documentary evidence” of your development
as an administrator — from this point forward throughout your administrative career. The exception is that
those who held administrator licenses in any category prior to July 1, 2004 will not need to continue to update
these “pre-service” portfolios after new administrative categories are added.

Process

eFolio Minnesota is used for electronic portfolios. Your contact person is Mary Jo Merget whose email
address is mj@wiscad.com. She will provide the information for signing up for your electronic portfolio. She
also schedules the reviews so you will need to be in contact with her throughout the review process.

If your cohort started in the fall of 2009 and forward you are required to use the electronic portfolio.
Candidates who started before then have the option to use either the hard copy format or electronic portfolio.
Directions for both are included in this guide. Review both versions to get ideas for your portfolio.

The review committee that evaluates your portfolio is composed of three experienced administrators. If you
are seeking certification as an administrator in both special and general education, two members of the
review committee may be from your primary licensure area and the third from your other licensure area. For
participants who are also seeking degrees through the WiscAd collaboration with Saint Mary’s University of
Minnesota, at least one committee member may be an adjunct professor affiliated with the university.

We anticipate that you will meet twice with your review committee. Meetings are conducted as conference
calls with each participant viewing an electronic copy of your portfolio on their computers.

At your first meeting, the committee will evaluate Standards 1-2 of the administrator standards, with standard
1 including 10 substandards for each of the teacher standards plus a reflection on practice.

Each standard and substandard is evaluated using the proficiency categories of the WKCE exams:
“advanced,” “proficient,” “basic” and “minimal.”

WiscAd applies universal descriptors for each of the proficiency benchmarks, and these are used in all
assessment instruments by supervising and cooperating administrators in the field, review committee
members, and the certifying officer to ascertain successful completion in any given standard. These
proficiency ratings are as follows:

ADVANCED

“l am a successful school administrator, and | can document my effectiveness as a leader, manager
and educator in terms of student achievement.”

Administrators who are ADVANCED not only have the knowledge, skills and dispositions essential for
leadership in each standard, they have applied each effectively in practice and can document their
success to the satisfaction of experienced peers.

PROFICIENT
“I have what it takes to be a successful school administrator, but | have not yet done the job.”



Administrators who are PROFICIENT have the knowledge, skills and dispositions essential for
leadership in each standard, but they have not yet applied each effectively in practice and cannot yet
document their success to the satisfaction of experienced peers.

BASIC

“I have a basic understanding of what it takes to be a successful school administrator to the point
where ‘I know what | don’t know,” and now | need more training and experience before | can fully do
the job.”

Administrators who are BASIC have good awareness of the knowledge, skills and dispositions that
leadership in that domain requires, but they are still in the process of developing each at a
fundamental level and need more guidance before they can document their success to the
satisfaction of experienced peers.

MINIMAL

“I have an interest in becoming a successful school administrator, so | want to learn more about the
job and what it takes to become effective.”

Administrators who are MINIMAL have limited awareness of the knowledge, skills and dispositions
that leadership in that domain requires, but they are just beginning to train for a leadership role and
will need extensive guidance and practice before they can document their success to the satisfaction
of experienced peers.

Ratings of “advanced” or “proficient” are considered satisfactory for licensure purposes.

Ratings of “basic” or “minimal” are considered unsatisfactory for licensure purposes, so your supervising
administrator, cooperating administrator, or review committee will suggest ways to improve your portfolio so
that you can make necessary revisions to any standards or substandards as necessary before your next
meeting.

Once the review committee determines that you have reached qualifying proficiency levels in each of the 7
standards and all of the 10 subsections of standard 1, they will sign off on your portfolio. At that point, it will
be forwarded to the Certification Officer who will make a recommendation for licensure to the DPI if all other
licensing requirements have been successfully completed (passing grades in all WiscAd courses, payment of
fees, etc.).

Note: If you are seeking licensure as a superintendent, you qualify for full licensure at the point you receive
the equivalency of a specialist degree. An actual degree is not required. To assist you in becoming certified
at the earliest possible moment, WiscAd calculates degree equivalencies for candidates who have not yet
obtain these higher degrees. This calculation is recorded on an equivalency grid, and it provides precise
course and credit requirements necessary for licensure. If you have not received a copy of your equivalency
grid, you can request one from Mary Jo at mj@wiscad.com. This approach to licensure allows you to pursue
degrees after you are licensed as a superintendent, which saves a lot of time, avoids a lot of pressure, and
makes extended “emergency licensure” unnecessary.

Post-Licensure

If you are licensed for the first time as an administrator in any category after September, 2004, you will
continue to build your portfolio as you move through each of the licensure phases: initial educator,
professional educator, master educator. Professional Development Teams will review your portfolio from that
point forward following PI34 regulations.

If you were licensed as an administrator in any category prior to September, 2004, you will be “grandfathered
in” and can renew your new administrator categories along with your prior categories by taking 6 college
credits every 5 years, as in the past.



Getting Started

Portfolio Development for WiscAd Cohorts through May 2010

Your portfolio can contain both artifacts from your current position and artifacts reflecting experiences in the
certification(s) you are seeking. This means that you will address the teacher standards for example, from
your current professional perspective: e.g. as an active teacher, a former teacher, a principal, a business
manager, etc. For example, “Content knowledge” as used in Standard 1.1 could be course-specific if you are
an active classroom teacher teaching a single subject, very general if you are a curriculum chair or building
principal responsible for supervising multiple classrooms and curriculums, one step removed if you are a
finance director whose role is to assist in the allocation of resources to maximize classroom instruction, etc.

Portfolio Development Changes Effective May 2010
Standard 1 will be effective for the 2010 summer class:

1. Candidates will select only 2 artifacts for each sub-standard;

2. The artifacts cannot be from a teacher perspective;

3. The artifacts can come from any administrative perspective (District Administrator, Principal, Director

of Pupil Services, Director of Instruction, Business Manager);

4. There will be only one section of Standard 1 regardless of the number of licenses being sought.

Standards 2-7 will not change from current process.

Candidates from previous cohorts have the option of completing Standard 1 under the old rules or
electing the new rules.

Creating a portfolio is a lot like “Scrapbooking.” You begin by collecting things that you have already used or
are using in school. You then replace old artifacts with new ones as you continue to practice and progress
through the licensure stages.

This ongoing process is a form of experimentation, trying new things to see what works and what does not,
learning from successes and failures. Though you will not be required to write a bunch of research papers,
you should always cite sources whenever you are using someone else’s ideas. To do this, you should follow
either APA or MLA style.

All WiscAd 620 assignments and proficiency documents are designed to be added to your portfolio as you
complete them. The practical nature of these assignments and documents makes them ideal portfolio
artifacts.

In addition, we encourage you to videotape yourself “on the job,” since videotapes save time and give a good
idea of how well you do.

The purpose of this guide, therefore, is to get you started by:

a) prescribing a format for your pre-practicum portfolio,

b) identifying where assignments from WiscAd 620 and documentation from WiscAd proficiencies “fit”
into this portfolio,

c) itemizing additional requirements you must include, depending on your desired area of certification,

d) suggesting ways to personalize this portfolio and make it “yours,” and

e) presenting assessment rubrics we use to evaluate your portfolio.

If you run into problems, always feel free to email Mary Jo or your instructor for help.



Portfolio Format for Hard Copies
Hour Log
Abstract
Proficiency Artifacts
(1-2 per Teacher Standard —or 2-5 if teacher perspective)
(2-5 per Administrator Standard)
Reflections on Practice

1. COMPETENCE IN THE WISCONSIN TEACHER STANDARDS

LOG FOR ALL STANDARD 1 ACTIVITIES/EVENTS
1. CONTENT KNOWLEDGE
ABSTRACT 1.1
Resume
Transcripts
Licenses
Letters of Recommendation
Other Proficiency Artifacts
REFLECTION ON PRACTICE FOR STANDARD 1.1
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.1

2.  INDIVIDUAL DEVELOPMENT
ABSTRACT 1.2
Teaching to Developmental Differences
a) Intellectual
b) Social
c) Personal
Teaching Minority Students
Teaching Evaluations
Other Proficiency Artifacts
REFLECTION ON PRACTICE FOR STANDARD 1.2
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.2

3.  APPROACHES TO LEARNING

ABSTRACT 1.3
Teaching to Multiple Learning Styles
Overcoming Barriers that Impede Learning
Teaching Students with Disabilities
Teaching Students with Exceptionalities
Other Proficiency Artifacts

REFLECTION ON PRACTICE FOR STANDARD 1.3
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.3

4. TEACHING STRATEGIES

ABSTRACT 1.4
Critical Thinking
Problem Solving
Performance as Outcomes
Integrating Technology
Other Proficiency Artifacts

REFLECTION ON PRACTICE FOR STANDARD 1.4
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.4



5. CLASSROOM MANAGEMENT
ABSTRACT 1.5
Group Motivation
Self Motivation
Class Rules and School Codes
CLASSROOM MANAGEMENT (continued)

Other Proficiency Artifacts

REFLECTION ON PRACTICE FOR STANDARD 1.5
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.5

6. COMMUNICATION

ABSTRACT 1.6
Communication with Students
Communication with Parents
Communication with Colleagues
Other Proficiency Artifacts

REFLECTION ON PRACTICE FOR STANDARD 1.6
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.6

7. INSTRUCTIONAL PLANNING
ABSTRACT 1.7
Curriculum Process and Products
a) Developing the Profile
b) Defining the School’s Instructional Mission
c) Defining Learner Outcomes
d) Aligning Curriculum with Standards
e) Assessing Student Achievement
f)  Developing an Action Plan
g) Implementing Change
Other Proficiency Artifacts
REFLECTION ON PRACTICE FOR STANDARD 1.7
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.7

8. ASSESSMENT

ABSTRACT 1.8
Standardized Assessment
Instructional Unit Rubrics
Assessing Social Development
Self-Assessment
Other Proficiency Artifacts

REFLECTION ON PRACTICE FOR STANDARD 1.8
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.8

9. REFLECTIVE PRACTICE

ABSTRACT 1.9
Professional Journal
Student Evaluations/Response
Team Self-Evaluation
Parental Review
Other Proficiency Artifacts

REFLECTION ON PRACTICE FOR STANDARD 1.9



Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.9

10. CONNECTION WITH OTHERS

ABSTRACT 1.10
Collegial Relationships
Professional Development Teams
Parent-Teacher Connections to Support Learning
Service Learning
Instructional Ethics: Analysis of an Event
Other Proficiency Artifacts

CONNECTION WITH OTHERS (continued)

REFLECTION ON PRACTICE FOR STANDARD 1.10
Entry Level using Self Reflection Tool on the 10 Teacher Standards
Exit Level using Self Reflection Tool on the 10 Teacher Standards
Reflections on Growth in Standard 1.10

REFLECTION ON PRACTICE FOR STANDARD 1
Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Reflections on Growth in Standard 1

2. COMPETENCE IN VISIONARY LEADERSHIP

LOG FOR ALL STANDARD Il ACTIVITIES/EVENTS
ABSTRACT 2
Visioning Process
Mission Statement Development
Implementation Plan
Continuous Improvement Plan
Periodic Review and Evaluation Process
Program Adjustments
Stewardship
Other Proficiencies
REFLECTION ON PRACTICE FOR STANDARD 2
Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Reflections on Growth in Standard 2

3. COMPETENCE IN SUSTAINING A POSITIVE SCHOOL CULTURE AND EFFECTIVE INSTRUCTIONAL

PROGRAM

LOG FOR ALL STANDARD 3 ACTIVITES/EVENTS
ABSTRACT 3
WKCE Analysis Paper
Code of Conduct/Activity Code Paper
Harassment Paper
Staff Development Plan
WiscAd Proficiency Timeline
Ongoing Orientation for New Teachers
Mentorship Training and Implementation
Learning Communities
Curriculum Development and Review
Performance Based Outcomes and Reports
Student Performance Initiatives
Other Proficiencies
REFLECTION ON PRACTICE FOR STANDARD 3
Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards



4.

5.

Reflections on Growth in Standard 3
COMPETENCE IN SCHOOL MANAGEMENT

LOG FOR ALL STANDARD 4 ACTIVITES/EVENTS
ABSTRACT 4
Fiscal Management
a) Forecast Model
b) Budget Calendar/Implementation
c) Administrator/Board Process/Budget Adjustments
d) Internal/External Controls
e) Building/Grant Fiscal Management
f)  Analysis: Audits
Human Resource Management
a) Team Meetings
b) Screening and Selection Process
c) Job Descriptions
d) Evaluations
COMPETENCE IN SCHOOL MANAGEMENT (continued)

e) “Chain of Command” Flow Charts
f)  Negotiations and Contract Implementation
g) Discipline, Nonrenewal and Due Process
h) Continuous Improvement and Recognizing Merit
i) Emergency Response Paper

Property Management
a) ADA Compliance
b) Facility Needs Assessment
c) Facility Use Agreements
d) Custodial Schedules
e) Construction

Other Proficiencies

REFLECTION ON PRACTICE FOR STANDARD 4

Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards

Reflections on Growth in Standard 4
COMPETENCE IN MOBILIZING COMMUNITY RESOURCES

LOG FOR ALL STANDARD 5 ACTIVITES/EVENTS
ABSTRACT 5

School-Community Collaboration

Diversity

Wellness Plans

Fund 80 Initiatives

Public Service

Other Proficiencies
REFLECTION ON PRACTICE FOR STANDARD 5

Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards

Reflections on Growth in Standard 5
COMPETENCE IN ETHICAL ACTION

LOG FOR ALL STANDARD 6 ACTIVITES/EVENTS
ABSTRACT 6

Documentation of a Case

Coursework or Papers

Analysis: School Policy and Procedures

Analysis: Professional Codes of Conduct

Collaboration with Unions, DPI, and Office of Civil Rights



Other Proficiencies

REFLECTION ON PRACTICE FOR STANDARD 6
Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Reflections on Growth in Standard 6

COMPETENCE IN ENGAGING LARGER POLTICAL, SOCIAL, ECONOMIC, LEGAL AND CULTURAL
CONSTITUTENCIES

LOG FOR ALL STANDARD 7 ACTIVITES/EVENTS
ABSTRACT 7
Political Constituencies
a) Board Meeting Paper
b) Analysis: Board Election
¢) Administrator/Board Relations
d) Board Packet
e) Collaboration with other Municipalities
f) Referendum
g) Involvement with State/National Organizations, ie. AWSA, NAESP, NASSP, ASBO, WASBO.
ASCD, WASCD, AASA, WASDA, CASE, WCASS
School Constituencies
a) School-Community Engagement
b) Service Organizations
c) Newspaper Accounts
COMPETENCE IN ENGAGING LARGER POLTICAL, SOCIAL, ECONOMIC, LEGAL AND CULTURAL
CONSTITUTENCIES (continued)

Economic Constituencies
a) Audit Reports
b) Banks and Banking Relationships
¢) School Trusts and Scholarships
d) Managing School Resources
e) School Business Partnerships
Legal Constituencies
a) DPI Reporting, Audits and Relationships
b) Social Services
c) Legal Seminars and Drive-ins
d) Documentation of a Case
e) School-Attorney Relations
Cultural Constituencies
a) Diversity, Multiculturalism and Inclusion
b) Minority Relationships
c) Analysis: Demographics and Student Achievement
d) Initiatives for Under-Represented Groups
Other Proficiencies
REFLECTION ON PRACTICE FOR STANDARD 7
Entry Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Exit Level Reflections using Self Reflection Tool on the 7 Administrator Standards
Reflections on Growth in Standard 7



Electronic Portfolio

Each standard is addressed in your portfolio.

Mary Jo Merget

SAMPLE PORTFOLIO

Licensing Portfolio:
Evidence of Knowledge, Skills and Dispositions for Administrators
Diane Evonne Schofield
WISCAD

In partial fulfillment of the requirements for administrator certification.
br. John Eitenmiller
May 20, 2009

10



Each standard will include an Abstract, Proficiency Artifacts and Reflection on Practice

2.0 Visionary
Leadership

Mary Jo Merget

Standard Two

The administrator leads by facilitating the development, articulation,
implementation, and stewardship of a vision of learning that is shared by the
school community.

Abstract

E|Standard 2 Abstracts.doc

Artifact

E]Wisconsin School Leadership Academv.pdf

Artifact

E/Hudson Professional Development Plan Template.pdf

Artifaet

ElScience Curriculum Review.pdf

Reflection

Elstandard 2 Reflections.pdf

Reflection

Elstandard 2 Written Reflection.doc

Home | WiscAd Competencies | Hour Log

Electronic Portfolio
Hosting Provided By Technology Provided By

Folioworld™ * B f[ll IU @
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Standard 1 is divided into 10 subsections since each of the 10 teacher standards is incorporated in this
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Provide a log of activities by standard so that your review committee can verify both the hours you have
invested in each standard as part of your practicum as well as the 540 total hours required for licensure.

HOUR LOG

(Note that all standard 1 activities are included in this log, so you do not need to divide them into substandard
logs for each individual teacher standard.)

PRACTICUM LOG OF HOURS FOR STANDARD 1

Date Hours Description
Standard/Activity
8-29-05| 3.5 Differentiated Instruction Training 1
10-5-05| 8 P134 License Council Meeting 1
10-20-05 16 English Language Learning/Training / 1
10-21-05 NCLB Assessment
Asperger’s Student: Ongoing counseling/
advisement for personal concerns, academic
11-2-05| 4 . : 1
advisement, course changes, peer conflicts,
personal safety info
11-17-05| 1 Asperger’s Inservice 1
Master Scheduling for Mainstreamed SPED students
12-2-05| 2 1
who need support study halls
12-6-05| 3 Career Assessment with Middle School Students 1
Meeting with new Pupil Services Director re:
12-6-05| 1 changes in IDEA, SPED departmental concerns, 1
practicum activities for access to admin team
12-7.05| 5 M_eeting with r_egular ed staff to discuss concerns 1
with IEP meeting process
12-20-05| 1 Scholarship committee meeting 1
12-26-05| 1 Review job descriptions for Department Chairs 1
1-6-06| 8 Professional Standards Council/P134 Meeting 1
1-10-06| 1 Content Mastery Center Proposal 1
1-13-06| 2 Martin Luther King Day assembly planning 1
1-13-06 | 1 Meeting \_thh Pupil Services I_Director: RTI Rev?ew, 1
66/30 Tuition Agreements, High Cost SPED aid
1-16-06| 2 Differentiated Instruction Inservice 1
1-18-06| 2 Reflection on Practice: 4" grade team 1
1-18-06 | 1.5 Band Boosters Meeting 1
1-19-06| 2 Standard 1 Portfolio Development 1
60.5 | Page Total Hours (all subsections of standard 1)

Submitted by Mary Zimmerman, 2006
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ABSTRACT

After the log, introduce your artifacts with an abstract which annotates your connection to each. This annotation
is read closely by your review committee, since it gives them a brief snapshot of your “current lens” as a training
administrator. Remember that artifacts should reflect your entire career as an educator, not just your practicum
experiences. Annotations should be brief and to-the-point, but also somewhat personal as you provide key
insights into your past, present and future. This helps connect your review committee with you as a person and
a professional, but it also provides a basis for assessing your proficiency levels. For portfolios that include more
than one certification the abstracts need to explain which certification the artifacts show proficiency in.

An artifact is not required for each activity you log, but be sure you include artifacts from very important events

that may have lasted a short time (e.g. responding to a bomb threat, presenting at a teacher inservice, etc.) and
from events that may have taken a good deal of time (e.g. negotiating a contract, developing a curriculum, etc.).

14



PROFICIENCY ARTIFACTS

The major section of each standard is comprised of individual artifacts. Artifacts are strongest when they are
“authentic,” meaning they have been generated as part of an event or experience and not “polished”
documents written “after-the-fact.” An agenda covered with notes you have made during a meeting is much
more authentic then a clean agenda with typed notes attached which were written long after the meeting was
over.

Avoid blank documents as much as possible: for example, use a real behavior modification plan rather than a
blank plan format. At all costs, do not simply do a web search and download a bunch of official looking
documents into your portfolio.

Whenever confidentiality is an issue, black out key names and other identifiers which may reveal private
information. After your review, you may request that certain confidential documents be shredded and
removed from your online portfolio. Your review team and supervisors are experienced administrators, so
they understand the importance of confidentiality; nevertheless, do not hesitate to ask for the removal of such
documents from your portfolio.

15



REFLECTION ON PRACTICE

You are required to reflect on practice and include samples of reflections in each standard. The purpose of
these samples is to document your growth during training.

You have been given a copy of the Wisconsin Department of Education sample self reflection tools. For
standard 1 subsections use the Self Reflection Tool on the Ten Wisconsin Teaching Standards to pre-
evaluate and post evaluate yourself. For the seven administrator standards use the Self Reflection Tool on
the Seven Wisconsin Administrator Standards. Document your growth through reflection on each
substandard and standard.

16
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WiscAd
Q&A on LOGS, PORTFOLIOS and REVIEW COMMITTEES

Why am | creating a portfolio?

The simple answer is that it is required by law under the new licensure laws, but the reasonable answer is
that it is one of the best ways to decide who is ready to be an administrator and who is not. Too many
administrators have started doing their jobs without really being ready, and it makes sense to ask
experienced administrators to help the DPI decide who is ready through our portfolio review process.
Therefore, you create a portfolio to demonstrate administrative proficiency.

What is “proficiency”?

Proficiency for licensure is defined as having the knowledge, skills and disposition necessary to do the
job. It does not mean that you have actually spent much time doing the job yet, even though you may
notice that some of your classmates have been in various administrative positions for some time. The
purpose of the 540 hour practicum (roughly one semester) is to gain a sense of how well things will go
once you are on your own. Your review committee is reminded that licensure requires demonstration of
proficiency, and this is based on 540 hours of training experience. Those with more experience may be
scored as “Advanced,” and so licensure is recommended on the basis of either “Proficient” or “Advanced”
ratings.

: How do | set up my portfolio?

See “The WiscAd Portfolio — A Guide” handout from your first class. Note that Standard 1 has 10
substandards with artifacts for each.

: How do | create my portfolio when | am seeking administrator certification in more than one area?

Include artifacts which reflect proficiencies in all certification areas.

: Should I share my portfolio with my supervisor each visit?

This is not necessary, unless you want some informal feedback. Remember that your portfolio is
evaluated only by your review committee, so your supervisor's comments are advisory, not evaluative.
Your supervisor will not sit on your review committee.

: What is the purpose of an artifact?

An artifact tells your review committee that you have “been there, done that.” It is not intended to capture
the totality of an activity, but to be used by you to dialogue with your review committee about activities
they may want to discuss in more depth. It is the interview, not the portfolio in and by itself, that
demonstrates your proficiency to your review committee.

. What is the best artifact?

An artifact is something “left behind” from the event you are logging. Avoid the hypothetical; present the
real. It should be something that is integral to the event, rather than something you have generated after
the event. For example, use an agenda from a meeting rather than a narrative you have written after-the-
fact describing the meeting, a single IEP as actually generated for a student rather than a blank IEP form,
etc.). Usually artifacts are written documents, but they may also include photographs or videotapes.

How do | handle artifacts that contain sensitiv. e information?

Because you should use authentic artifacts whenever possible, you will discover that many are sensitive
and not for public distribution (IEP’s, teacher evaluations, legal cases, etc.) Each member of your review
committee is an experienced administrator and knows how to handle sensitive documents; even so, we
want to avoid long-term exposure of these documents in your portfolio. Therefore, make sure you “black
out” any sensitive information like the names of individual students or staff members, their phone
numbers and addresses, anything that might indirectly identify them, etc. Do not use anything marked

17
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“Confidential” unless you feel it is a particularly significant artifact and “the need for secrecy no longer
prevails”; even then, you must get authorization from your district and those involved. As soon as the
review of sensitive documents is completed, we remove the document from your portfolio, shred the hard
copy and erase the electronic copy, then place in your portfolio a note that reads: “At the request of the
candidate and/or the review committee, this artifact was removed from the candidate’s portfolio following
the portfolio review process due to the sensitive nature of its contents.”

How many pages should an artifact be?

1-3 pages are adequate. If you have more than 3 pages, then select representative pages (e.g. a cover
page, an abstract or data page, a summary, etc.) Remember: the purpose of the artifact is to “jog” your
memory during the review committee presentation, not to be the full document.

How many pages should the portfolio be?
DPI told us that the entire portfolio should fit in a 2 ¥2" - 3" three-ring notebook and should not be
something you have to bring in on a dolly. This translates to about 150-200 pages.

How many artifacts do | need for each standard and substandard?

1-2 or 2-4 artifacts per substandard, depending on which perspective you are using; 2-5 artifacts per
standard should be adequate. Think strategically about what to include: obviously, you want to include
those things that will help you convince your review committee that you know how to do the job

Do | need an artifact for each activity listed on my WPT?
No. Include artifacts for activities that last a fairly long period of time (> 8 hours) or are particularly
noteworthy (e.g. a response to a bomb threat). Use the log to document shorter activities.

How do | create an electronic copy of my portfo  lio?
“The WiscAd Portfolio — A Guide” has sign up instructions for eFolio.

: Why do | need to log hours?

Practicum hours for administrators are a bit different than practicum hours for teachers, who by statute
must student teach “full time for a full semester.” Administrators in WISCAD still need one semester’s
worth of practicum experiences, but these can be cumulative rather than “full time.” One school semester
is calculated as 90 days X 6 hours per day = 540 hours.

: What is the most efficient way to manage this|  0g?

Time Management is the reason for and focus of this log. Understand the “gist” of each standard so you
can enter it without having to refer to your Administrator Standards every time you want to make an entry.
For example, remember that Standard 1 is about things that go on in the classroom, and this will make it
easy to decide what needs to be logged as Standard 1. To make Standard 1 even simpler, you do not
need to break Standard 1 into its 10 subsections for your log (even though you have to break it into
subsections for your portfolio).

: How do | log “odds and ends” of hours that are t 00 numerous to mention?

Calculate these hours on a weekly basis. Management of human, fiscal and property resources can be
lumped together as a single entry under Standard 4: “Weekly Management Activities — Miscellaneous.”
Try to keep these in the range of 5-15 hours per week. Do not log them monthly or in retrospect, and do
not exceed 15 hours in a single entry without breaking it down into more detail.

How can | use my current organizer to generate  the log?

Make a hard copy, then identify the appropriate standard for each entry. You can do this by color-coding,
writing the standard number beside the entry, etc. Keep a running tally so your supervisor can see hours
for individual standard AND total hours. Your supervisor will take your hard copy, and you will include the
running totals in your portfolio.

Q: What is a committee review?

18



A: A committee review is the final step you need to take to demonstrate your proficiency as an administrator.
A committee of three experienced administrators reviews your portfolio with you, standard by standard, to

determine if you have adequately documented your level of proficiency in each of the Seven
Administrator Standards required for licensure.

Q: Who sits on the review committee?

A: Experienced administrators who sit on your review committee have had extensive experience in the area
of certification you are seeking. If you are seeking certification in both general education (superintendent,
principal, business manager, curriculum director) and special education (pupil services/SPED director),
you will have two administrators with experiences from one area of certification and one administrator
from the other. For participants seeking a degree as well as certification through our collaboration with
Saint Mary’s University of Minnesota, one member of your review committee may be a Saint Mary’s

professor.

Q: How long does a committee review last?

A: A committee review lasts approximately 1 to 1 %2 hours, allowing enough time for you to present
documentation for several — but not all — of the 7 standards. You will meet with the review committee at
least twice to review the entire portfolio. Students will present Standards 1 & 2 for the first committee
review, and Standards 3, 4, 5, 6 & 7 for the second.

Q: Where does the review committee meet?

A: During the committee review, you will communicate with your committee by teleconference while each
views your eFolio portfolio on their computers. You will be responsible, in general, for directing the
committee members through the portfolio while responding to their questions regarding the artifacts
presented.

Q: How do | best prepare for the committee review?

A:

Carefully follow the WISCAD instructions when creating your professional portfolio.
Think quality not quantity when creating your portfolio. The more organized and concise your
portfolio, the more expedient your committee review will be.
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SAMPLE PORTFOLIOS

To view a sample eFolio:
Type in (from any web browser) the ftp address exactly as printed below:

http://maryjomerget.v2efolioworld.mnscu.edu

To view sample hard copy portfolios:

Type in (from any web browser) the ftp address exactly as printed below:

ftp://69.179.84.58

When prompted type in the following information:

Username:NordaWiscad

Password:sampleportfolio

If it does not work:

Your system may be blocking all popups and or have a firewall setting that blocks ftp access.

You will have to check with the IT dept. at your school/business to see if they are blocking ftp access
to/from the computer.

Q: How do | get help?
A: Mary Jo Merget is your contact for eFolios and the WiscAd server. She can be contacted at
mj@wiscad.com or 877.704.6577
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Sign Up & Log In
Create Your eFolioWorld™ Version 2 Account

Overview Creating an account usingf-olioWorld™ provides you with certain privileges and accesthe tools and feature
of the Web-based portfolio interface as long as yaintain eligibility. Version 2 works optimally in
contemporary, released browsers: Mozilla FireFox B, Internet Explorer 7.0, and Apple Safari 2.0. flyou
are using an earlier version of one of these web twsers, please upgrade to a version listed abovefte
creating your site.

Goto
https://signup.v2efolioworld.mnscu.edu
using your preferred Web browser.

Read theNelcome! Text. Then, click the
Continue... button to move to the next
screen.

Read thel'erms & Conditions for
eligible users. Then, click tHeontinue...
button to move to the next screen.
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If you have a Sign Up Codé provided by
your school, college, or program, enter it at
this time using the field provided. The
Sign up code for a Norda Wiscad account =

wiscad

Then, click theContinue... button to move
to the next screen.

A profile is often determined by the “sign

up code” you entered in the previous step. If
more than one choice is listed, pick the
Profile Selectionthat best describes your
current status.

Then, click theContinue... button to move
to the next screen.

Note: The profile you select (in this step) usually
provides you with a set of “To Do” items and
default pages when you access your new
account.

Answer the question about your currége
and click theContinue... button to move to
the next screen.

Note: In Minnesota, sites created for account
holders under 18 are (by default) set to

“private” --- that impose password-protected
access that you share only with those authorized
to view your eFolio.

1
wiscad
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Complete thédccount Detailsby entering
your information into each field.

Fields where the label is bold are required.

Note: Your email address will be your account
login (in combination with the password you
identify).

Select your Country of residence before you
enter your Postal Code as that will
determine the acceptable fornfex., Zip

Code format for those who select United
States from the Country listing)

Some information in this section is optional.

If entered, those details are used as
demographic information that informs us so
we can better serve your ePortfolio needs
now and in the future.

Some choices are available from a drop-
down listing and others should be entered
using the text entry field.
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Finally, add your password information.

Click theContinue... button to move to the
final screen.

Verify the details you provided. If anything
needs to be corrected, do it at this time by
clicking on a previous section link or using
the Back button.

Enter the characters for the alpha/numeric
sequences shown in the image.

Finally, click theSavebutton.

(Unless some required information is missing or
you incorrectly entered the ReCAPTCHA
characters, you will advance to the final screen.)

You may log in to your
eFolioWorld™ account by
clicking the hyperlink text as
displayed.

Note: Your account details are
included in the email that was sent to
your account as entered during the
Sign Up process.

Some email programs filter
unrecognized or “no reply” type
messages. You may find it necessary
to check your “Junk” mail folder.

Keep the message as it will
provide you with additional links
and account help.
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Switch to the “mouse-based” or
“text-based” version using the
hyperlink in the upper right section
of the screen.

Login to your account using the
email account and password you
provided during the sign up
process.

Bookmark the following hyperlink for
login use until later in 2010:

http://login.v2efolioworld.mnscu.e
du

After existing Version 1 accounts have
been migrated to Version 2 (a process
that concludes in Fall 2009), the login
location will change to:

http://login.efolioworld.com

Advance notice will be provided to
users before that URL switch
occurs.

Assistance is available http://efolioworld.custhelp.cowhere you will find FAQs, live chat and toll freecess to
personal assistance seven days a week. Contaghatfon and staffing hours are posted at the Websit

Links to a growing list of user resources can hetbathttp://efoliomn.comwhere you will also find helpful tips and
several portfolio samples.

The text-based version is designed for users wafepkeyboard-based control, screen readers, asfusebile devices.
The mouse-based version is designed for site adiration in the traditional browser-based interface

Additional resources that you might find helpful:

1.

Once you have created an account, you can bookmaykour site or access it by using this link:
http://login.v2efolioworld.mnscu.edu

The following is a link to a YouTube video which wi walk you through some of the basics:
http://www.youtube.com/watch?v=73gAgqGiSiRc

Link to V2 resource guides (Getting Started link orthe left navigation menu):
http://efoliov2.resources.project.mnscu.edu/

A showcase Web Ex event we did for some current use It is about an hour in length but will drill d own into some
additional functionality:
https://mnscu.webex.com/mnscu/ldr.php? AT=pb&SP=MC&1D=21509912&rKey=AFC8622581BD291A
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Tips from eFolio for Upload Issues:

1. Make sure that you do not have POPUP's blocked. This can prevent uploads.

2. The way the modern web functions, it does not recognize certain file extensions, Do Not Upload a file with
spaces, punctuation or % symbols or you will get an error message.

3. If you get a JavaScript error - rename your file and upload it again. For some reason the web browser or
your browser settings are recognizing this file as JavaScript, thus preventing an upload.

4. You uploaded a file but it doesn’t appear in my content. Refresh the screen using F5. Recheck content it
is probably there.

5. "Artifact with the same name already exists" error. Check your trash folder to make sure that a document
with this name is not in your trash. If it is, then delete it from trash and try to upload again.

Tips from eFolio for Storage Issues (50 mb availabl  e):

The site storage issue typically happens when individuals are scanning their own info (scanners typically
default to commercial print quality) and uploading images from their camera (which default to high quality-
300ppi instead of web quality - 100 ppi), resulting in files that are using much more storage space than
necessary. Many of your users are scanning documents and uploading them as jpeg files. Most would be
much better off scanning and creating as pdf documents. We are going to create some FAQ's answers
specific to "images" and for Files (including docx and pdf format).

In the interim, here are a couple of existing FAQ's you can point folks to:

"Reviewing tips for uploading files for efficient use of storage capacity"
http://efolioworld.custhelp.com/cgi-bin/efolioworld.cfg/php/enduser/std _adp.php?p fagid=1594

Uploading low resolution powerpoints efficiently into eFolio
http://efolioworld.custhelp.com/cgi-bin/efolioworld.cfg/php/enduser/std _adp.php?p faqid=1479
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