Reflective Letter and Course Portfolio Requirements
Guidelines for Instructors
Modified from Des Moines Area Community College

All students in Comp. I are required to produce a course portfolio with reflective letter.

Required Portfolio Content and Order of Content:
The portfolio will contain all course work for the semester including drafts and exercises and a reflective letter that assesses how well a student feels he/she has mastered the goals for the course.  Ordering of material in the portfolio is optional; however, the reflective letter over the course needs to be the first item in the portfolio.

Portfolio Cover:
The portfolio cover needs to be a paper pocket folder with a front and back pocket and center prongs to attach the papers. If necessary, two folders may be used. Label both folders with the student’s first and last name, and write Volume I on the first folder and Volume II on the second folder.   PLEASE DO NOT USE THREE RING BINDERS.

Numbering of Portfolio Pages (paper copy portfolios):
All pages in the paper copy version of the portfolio should be numbered consecutively in the lower right corner. Page numbers can be handwritten.
Electronic portfolios will not have page numbers. There should be links from the reflective letter to specific works in the electronic portfolio. 

Reflective Format Content and Documentation:
The reflective letter should be a consideration of how well the student feels he/she has mastered the specified goals for the course. In this reflection, students need to demonstrate their understanding of these goals and use material from their course portfolio as evidence for learning. 
Specific evidence from the course portfolio needs to be documented in the reflective letter with in-text citations using proper MLA documentation format.
This letter should not be a critique of the course or instructor.

Placement of Reflective Letter in Portfolio:
The reflective letter over the course should be at the very beginning of the portfolio. It should be attached in the portfolio with the rest of the course material, not inserted into the front inside pocket of the portfolio.

Turning In Requested Portfolios:
Require all students to turn in a portfolio.  The institutional researcher will compile a randomly generated list of 10-15% of students enrolled in Comp. I and an full time English Faculty member will contact the instructor to request the names of those students in that class.  If those students do not turn in a portfolio, DO NOT substitute someone else’s folder.  In order to ensure a random sampling, the institutional research will be asked  to generate a list of X more students.   Therefore, some instructors will receive two different requests.   Turn in only those student portfolios which have been requested (i.e., the names on the email sent to you stating which students portfolios are needed). Drop folders off at the campus nearest you and put them in an intraoffice envelope, labeling them “English Department Assessment Folders.”  PLEASE NOTE: PORTFOLIOS WILL NOT BE RETURNED



Reflective Letter Format:
It is helpful to assessment readers to have the letter focus on goals (i.e., one goal per paragraph) rather than have students give a chronological account of their assignments.
  	All reflective letters should be typed using Times New Roman 12 point font and a standard block format (see immediately below).  To that end, the body of the letter will be single-spaced with double-spacing between paragraphs.  Students who are turning in paper portfolios should sign their reflective letters.
There is not a length requirement; however, all parts of a business letter (introductory paragraph, body section of paragraphs assessing all course goals, and concluding paragraph) should be included. The best letters are the most specific in each body paragraph.


See back:
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123 Fake St.
Salem, AR 50023

English Faculty
Ozarka College
218 College Drive
Melbourne, AR  72556

Dear Readers:

First paragraph will start two lines down from the words “Dear Reader.”

Double-space between paragraphs. Put in as many paragraphs as you need. Your letter should be significantly longer than this one.

Sincerely,
Jane Grey
Jane Grey, Ozarka Student





Sample Student Directions for Paper (nonelectronic) Portfolio
 from Des Moines Area Community College

Feel free to revise to fit your class.

Context of this Final: The English Department is conducting district-wide assessment of Comp 1 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:  Work on this portfolio needs to be done outside of class BEFORE the day of our final.
     
1. Acquire a paper folder with front and back pockets that has three prong fasteners to attach papers. 
2. Gather all of your course work for this semester. This includes in-class exercises, drafts, in-class writing, peer reviews, drafts with instructor comments, My.Ozarka comments, etc. 
3. Assemble your course work in the order in which we have done the work in class.
4. Once you have all of your pages together and put in order, number the pages in the lower right hand corner using a black or blue ink pen.
5. Then, put three holes into the left side of each page using a three-hole punch. The placement of the holes should conform to the placement of the prongs in the folder.
6. Write the first draft of your reflective letter (see instructions below) using specific examples that you directly quote from your collected work. You will upload a copy of this complete draft into My.Ozarka for peer feedback, and you will print a copy for your portfolio, labeling it first draft.
7. Revise and proofread the first draft of your reflective letter turning it into a polished final version.* Check to make sure that you have included specific details directly quoted from the work in your portfolio and that you have perfected the mechanics (grammar, spelling, punctuation, capitalization) and letter format.
8. Put the final, revised, proofread reflective letter and all of your course work into the paper folder by inserting the prongs through the three holes. Your work should be in this order:
1. The final revised and proofread reflective letter
2.  All of your course work in the order it was turned in including 
     assignments done on My.Ozarka and class exercises and  
    quizzes not done on My.Ozarka.
3.  Any extra credit (substitution points) work
4.  The first draft of your reflective letter. 

*As with any good writing, writing, revising, and proofreading this reflective letter will take time. Do not try to cobble this portfolio and reflective letter together the night before it is due.

This portfolio with reflective letter is worth 100 points.


Instructions for the Reflective Letter: (adapted from Beth Baker-Brodersen)
These are for a different college, and they have different objectives, but the idea is the same.  

      Letter Format:  Block letter, single spaced. See handout.

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.)

     

Documentation in the letter

Any time that you have directly quoted work from your portfolio in your letter, you will need to put an in-text citation. This citation should include your last name and the page number where the original text that you are quoting can be found in your portfolio.

For example:  I used recursive writing when I revised my narrative including more description of my car. In my first draft I said that I drove a small car. In the final version, I was more specific saying: “I jumped into my red Honda Civic and tore out of the parking lot” (Smith 67).

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




Grading Criteria:  This portfolio is worth 100 points.
Complete draft of reflective letter will be graded separately on My.Ozarka.

Reflective Letter:
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 cited with in-text citations
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. 
  
