Frequently Asked Questions Regarding 
Reflective Letters and Portfolio Assessment
1. How should the portfolio be organized?
It doesn’t matter; some instructors may prefer newest to oldest with the drafts before the final, while other may prefer the opposite. All that matters is that each page be numbered consecutively in the lower right corner and that students refer to the page numbers in their in-text citations.

2. Do students need to keep all of their work?
Yes. You will need to put this on the syllabus and remind them of this throughout the semester.

3. What if they don’t keep all of their work?
The pool of evidence for their reflective letter will be small.  
4. Should students include all of the material that they’ve produced during the 
      semester?
Yes. By doing so, it gives the students more material upon which to reflect. If students just select their “best” work, it will be hard to prove that they’ve met the objective of developing “flexible strategies for generating, revising,” etc.  This is a learning portfolio, not a professional portfolio.

5. Do all the portfolios need a reflective letter?
Yes. The reflective letter is what the readers read for the assessment, and it must be tied to the Comp I course objectives/outcomes. 

6. What weight must we assign to the reflective letter and portfolio?
It’s your choice. Most instructors will probably use the reflective letter as an out-of-class final exam. You just need to assign enough weight to this project so the students will take it seriously.

7. Do raters only read the letter?
Yes. However, since the portfolio is included with the letter, readers have the opportunity to verify the students’ claims referenced by page numbers.

8. What is the reflective letter assignment?

A departmental assignment doesn’t exist. We just ask that the students a) write a reflective letter, b) address the course goals in their letter, and c) use in-text citations of page numbers that refer to their work product, and d) address the letter to “Dear Reader” instead of to the faculty member. (See sample letter for format.)

9. Can students receive help on their letters in a tutoring lab?
Yes. This would show “flexible strategies.”
10. Do we need additional reflective assignments?

Probably. The ability to reflect on one’s work is a higher order skill, and students can’t just be hit with it at the end of the semester. 

11. If I teach in a computer lab or online, will the students be required to print everything out?

There are two options:

A. Paper portfolio in which all papers are printed, and the portfolio is assembled in the traditional manner.

B. Electronic portfolio that is burned to a CD. Hyperlinks should

be used to move back and forth from the reflective letter to the artifacts in the portfolio. Due to the linking, there is no need for 

page numbering or in-text citations.

12. As I understand it, all Comp. I students are to complete a portfolio and reflective letter, but only a few will be collected for the assessment sample? Is this correct?

Yes. If a student of yours has been selected for the random sample, you will receive notification about two weeks prior to the end of the semester.

13. If a student’s portfolio is requested, will it be returned to the student?

No. The student may elect to make a copy of the portfolio and give us either the original or the copy.

14. What should I do if I receive a request for a portfolio from a student who has 

      dropped the class or disappeared?  Should I substitute another student’s
      portfolio?

If you receive a request for a portfolio from a student(s) who has dropped the class or disappeared, then notify Assessment Coordinator Joanna Fulbright, (jfulbright@ozarka.edu or call  368-2064) that we will not be receiving a portfolio from that student(s). 

DO NOT substitute another student’s portfolio.  The names have been randomly selected by the institutional researcher. The substitution will hinder the validity of the assessment.
If a significant number of students have dropped or disappeared, then the institutional researcher will generate a list of randomly selected replacement students.  You will receive that email before the day of your final exam.

15. I teach APA. Should I switch to MLA?

There is no need to switch.  The objectives only state that students should learn documentation.
16. Which classes are involved in this assessment?

All fall Comp. I courses and all spring Comp. I and Comp. II classes.  including web classes and concurrent credit courses taught in high schools.
17. Should the reflective letter be an in-class assignment?

It depends.  If you give in-class essays during the semester, you may assign this as an in-class essay at the end as long as you have access to a computer lab and students may type their finals.  However, if you allow students to revise papers outside class and turn the final draft in later, then you should allow this final exam to be revised outside class and turned in on the day of the final or sooner. Treat this assignment as you would any other graded essay assignment. It is likely that students will write better letters if they have opportunities to revise outside class. 

18. Should the course objectives/outcomes listed on the Arkansas Course Transfer System (ACTS) be included in my syllabus?

Yes. The reflective letter is tied to these objectives/outcomes.

