Sample Directions for Electronic Portfolio

 from Des Moines Area Community College

 Final for Composition 105 Fall 2007 - Hauser
Context of this Final: The DMACC English Department is conducting district-wide assessment of Comp 1 and Comp 2 writing. To that end, students are asked to submit portfolios of their work. This portfolio and reflective letter will also serve as the graded final for this class.

Procedure:  

1. Finish putting your work into the electronic portfolio folder that we have been building all semester. Make sure that you have all of your files AND the PowerPoint saved in this folder.

2. Write the reflective letter (see instructions below entitled “Instructions for Writing the Reflective Letter”) and save it in your electronic portfolio folder.  
I would like to read a complete draft and have you revise it before you save it to your electronic portfolio folder. 
3. Label your examples that you referred to in your essay files saved in your electronic portfolio and hyperlink these examples to the relevant sections in your reflective letter. (See the instructions below entitled “Instructions for Hyperlinking Word Document to Reflective Letter.”)
4. Save the Word documents that you created links in (both your essays and the reflective letter).
Instructions for the Writing the Reflective Letter: (adapted from Beth Baker-Brodersen)
Contents of the letter:  Introduction which states purpose of your letter, discussion of the mastery of each course goal including specifically quoted material from your work, and conclusion. Basically you will have a one or two paragraph discussion of each course goal. The five course goals you are to cover are listed immediately below:

· Demonstrate writing as a recursive process:  How did your writing change through the process of prewriting, drafting, revision, and editing/proofreading?  Where can the reader see evidence of these changes in your portfolio materials? Directly quote specific examples from your work, and in your discussion of the recursive process explain how these examples demonstrate how you have met this competency. 
· Demonstrate critical reading strategies:  At what point in this process did you read with care and attention the essays that we read in class, your research materials that you ultimately used in your research papers, and/or your peer reviews. Directly quote specific examples from your work in your discussion of your critical reading strategies, and explain how these examples demonstrate how you have met this competency.
· Demonstrate the application of the conventions of standard written English:  What did you do throughout the writing process (especially revision and editing) to work towards meeting this goal?  Directly quote specific examples from your work in your discussion of the application of the conventions of standard written English, and explain how these examples demonstrate how you have met this competency.
· Demonstrate the effective use of research techniques:  What did you learn about the research process, and how did you apply this knowledge in your work?  Where can we see evidence in your portfolio materials? Directly quote specific examples from your work in your discussion of your research techniques, and explain how these examples demonstrate how you have met this competency.
· Demonstrate the proper use of Modern Language Association (MLA) format, including page layout, in-text citation, and a Works Cited list:  
Directly quote specific examples from your work in your discussion of MLA documentation, and explain how these examples demonstrate how you have met this competency.

Please note:  This letter should not include the following: references to a grade or arguing for a grade, should not critique the class or the instructor (either favorably or unfavorably). 

Additional note: This is a formal academic assignment. Informal language should not be used (i.e., well, you, anyways, etc.)

Length:  Approximately one and a half to three pages single-spaced

Letter Format: single, spaced, block letter format
Follow these directions:
Instructions for Hyperlinking Word Documents to Your Reflective Letter:

We are going to hyperlink the paragraphs in your essays that you have quoted in your reflective letter directly to your reflective letter. We will do this by adding labels in front of the relevant paragraphs in your essays and pasting a hyperlink to those labels in the reflective letter. In order for this hyperlinking of labels to work, make sure that you are opening and modifying files that are saved in your electronic portfolio folder. If not, the hyperlinks won’t work once we burn your CD.

1.  Your reflective letter needs to be done and saved with all of the rest of your files in your electronic portfolio.

2.  Choose the goal in the reflective letter that you want to provide evidence for. For example, you want to provide evidence for Goal 5: Demonstrate Proper Use of MLA format. Leave the reflective letter open for now.

3. Choose the essay that you will be using to demonstrate this goal, i.e., the final version of your informative essay and open the file that contains this essay.

4. Scroll down to right above the Works Cited page, and type in the following: 

EXAMPLE FOR GOAL 5: Proper Use of MLA Format.

5. Highlight and copy the words EXAMPLE FOR GOAL 5: Proper Use of MLA Format. 

6. Save this file and then close it.   

7. Go back to your reflective letter, and place the cursor where you would like the words 

EXAMPLE FOR GOAL 5: Proper Use of MLA Format to go (i.e., in the paragraph that is discussing how well you have mastered Goal 5).

8. Click on Edit on the top menu. Use the arrow at the bottom of the drop down menu to make all of the options visible if necessary, and then click on Paste as Hyperlink. The words EXAMPLE for Goal 5: Proper Use of MLA Format will then appear in your reflective letter. When readers are reading your discussion of Goal 5 in your reflective letter, they will be able to click on this link and go directly to the Works Cited page of your informative essay.

Please Note:

Readers will have to have their cursor on the link and control, click to make the link work. Also, readers might be asked for an ok to open the link.

Grading Criteria:  This portfolio is worth 100 points.

Complete draft of reflective letter will be graded separately on WebCT.

Final Version of Reflective Letter saved in Electronic Portfolio folder
Introduction states the purpose of the letter

Course goals are stated in letter

Demonstration of mastery of specific course goals includes both a discussion         

      of how the goal was mastered and directly quoted examples from the 

      work in the portfolio

Directly quoted examples from portfolio are linked to specific locations in the 

      original papers saved in the electronic portfolio folder

Correct Letter Format

Appropriate Content and Informal Language (points deducted if letter includes 

          inappropriate material and language as specified above in Please note 

          and Additional Note)

Portfolio Contents:

Completeness of work included  (points deducted for missing assignments) 

Portfolio Due Date:  The completed, assembled portfolio with the polished final version of the reflective letter is due by the end of the final period for this class. Portfolios will not be accepted after the designated day and time for the final for this class. 
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