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INTRODUCTION
Welcome to Northwestern Oklahoma State University’s Graduate Portfolio Process! The portfolio is designed as an edited collection of the candidate’s evidence of professional development and reflections representative of the learning embodied therein. The goal is to help the candidate develop into an effective educator, someone who is capable of responding to the many situations he/she will encounter. This handbook should be used as a guide for the candidate in preparing his/her professional portfolio. Adaptations will be necessary to address individual candidate’s needs according to his/her chosen program.


MISSION
Northwestern Oklahoma State University provides quality educational and cultural opportunities to learners with diverse needs by cultivating ethical leadership and service, critical thinking, and fiscal responsibility.


CORE VALUES
As a part of its philosophical basis, Northwestern Oklahoma State University holds certain values. These include:

Northwestern values its SENSE OF COMMUNITY that extends beyond campus boundaries to include not only students, faculty, and staff, but also others who share common interests in academic, cultural, entertainment, economic, and recreational pursuits.

Northwestern values a QUALITY EDUCATIONAL EXPERIENCE for its community of learners through innovative teaching by well-qualified faculty.

Northwestern values EACH INDIVIDUAL as part of a diverse community of learners and seeks to support each person in a respectful and nurturing way toward attainment and realization of full potential and life goals.

Northwestern values an AFFORDABLE and ACCESSIBLE EDUCATION and is committed to developing resources to help its community of learners achieve educational goals.

Northwestern values the OPPORTUNITY for its community of learners to develop academically, personally, socially, and spiritually in a safe environment through freedom of inquiry.


FUNCTION
As one of six regional universities in the State of Oklahoma, Northwestern has certain functions prescribed by the Oklahoma State Regents for Higher Education. These include providing the following services:

1. Both lower-division and upper-division undergraduate study in several fields leading to the bachelor’s degree.

2. A limited number of programs leading toward the first professional degree when appropriate to the institution’s strengths and the needs of the state.

3. Graduate study below the doctorate level, primarily in teacher education but moving toward limited comprehensiveness in fields related to Oklahoma’s workforce needs.

4. Extension and public services responsibilities in the geographic region. 

5. Responsibility for institutional and applied research in those areas related closely to program assignments.

6. Responsibility for regional programs of economic development.

In addition, the Oklahoma State Regents for Higher Education have prescribed specific functions for the Northwestern Oklahoma State University campus at Enid as follows:

1. To access the community’s higher education needs at the baccalaureate and graduate program levels.

2. To provide upper-division and graduate courses and programs which are part of the institution’s assigned function and programs within the limits of available resources.

3. To serve as the institution responsible for providing and facilitating upper-division and graduate courses and programs in Enid. Northwestern Oklahoma State University will contact and make arrangements with other regionally accredited colleges and universities to offer courses and programs at the baccalaureate and graduate program levels.


CONCEPTUAL FRAMEWORK (CF)
The unifying theme of NWOSU's Teacher Education Program is Applied Professional Pedagogy Leads to Effective Schools (APPLES). An apple tree graphically represents the model for the program. The basis or roots for the Teacher Education Program is provided by the faculty member's service, scholarly activity, and teaching. The faculty member's classroom teaching provides nourishment to the Teacher Education Program through the application and modeling of effective teaching practices that lead to effective schools. The faculty member's scholarly activities such as research, presentations, and publications also serve to nurture the teacher preparation program and to ensure that students are exposed to research-based professional pedagogy that leads to effective schools. Further sustenance is provided by faculty member's service to the university, the community, public schools, the state, and the nation.

From the collective research and experience of the faculty, a knowledge base was developed that is represented by the trunk of the tree since it provides support to the Teacher Education Program. The competencies that branch from the knowledge base are divided into four domains. The three domains addressed in the professional education component of the basic program and in the graduate core classes of the advanced program are: (1) knowledge of Teaching, (2) knowledge of Students, and (3) knowledge of Schools. The fourth domain is Content Knowledge, which comes from general education and specialty studies. Candidates’ dispositions are another contributing factor in the development of effective teachers. The branch identified from the root of the CF tree emphasizes the importance of dispositions for candidates. Dispositions are the professional attitudes, values, and beliefs demonstrated through verbal and non-verbal behaviors as educators interact with students, families, colleagues, and communities. These positive behaviors support student learning and development. Candidates are continually assessed on their disposition as they progress through the teacher education program and are expected to show evidence of fairness and a commitment to the belief that all students can learn. The unit at NWOSU identifies and assesses the following dispositions: punctuality, organization, high expectations, attitude, initiative, flexibility, poise, confidence, appearance, cultural sensitivity, communication, professional commitment, and professional ethics.

The outcomes resulting from successful completion of the program are represented by APPLES on the tree, which are the fruits of our program-effective teachers. The tree sits on a compact disc with its image reflected on the surface. This image depicts the latest additions to the unit’s conceptual framework. First, the compact disk symbolizes the use of technology in the Teacher Education Program. The unit believes that technology plays an integral part in the preparation of tomorrow’s teachers, and it continually strives to infuse technology into the teaching/learning process.  Second, the reflection of the apple tree symbolizes the important role of reflection in the development of educators. Current research and practice (Hatton and Smith, 1995; Spurgeon and Bowen, 2002) support the incorporation of reflection in the preparation of effective teachers.  Third, the array of colors in the CD symbolizes the commitment to the various elements of diversity. The Teacher Education Unit is committed to creating and maintaining a mutually respectful environment that recognizes, invites, and celebrates diversity among all students, candidates, faculty, and staff.  NWOSU values human differences as an asset; works to sustain a culture that reflects the interests, contributions, and perspectives of members of diverse groups; and delivers educational opportunities to meet the needs of diverse audiences.  The unit also seeks to instill these values and skills to encourage leadership and service in a global and multicultural society. The unit has made reflection a part of both the preparation and the assessment of its candidates as the illustration below demonstrates:
[image: ]

REVIEW FOR PROGRAM ACCREDITATION
In the process of preparing the portfolio via LiveText, the advanced candidate gives permission for the portfolio to be examined by the Oklahoma Department of Education, the Oklahoma Commission for Teacher Preparation, national and state accreditation teams, and NWOSU faculty. During any milestone of portfolio preparation, the Oklahoma Commission for Teacher Preparation (OCTP) may randomly select a list of candidates for portfolio review. After notification, the candidates will have up to 10 days to submit their portfolios via LiveText to the NWOSU Director of Teacher Education. The OCTP will use a sampling of portfolio work to assess the Professional Education Unit at NWOSU and not to evaluate the work of the individual student. 


ACADEMIC HONESTY STATEMENT
Northwestern Oklahoma State University’s students are expected to uphold standards of intellectual and academic integrity. Academic honesty is fundamental to the academic environment of learning and scholarship. It is essential when evaluating each candidate’s level of knowledge and acquisition of skills. Academic dishonesty is represented by (1) plagiarism; (2) misrepresentation of the work of others as one’s own; (3) unauthorized signatures; and (4) falsification. A violation of academic honesty will result in zero credit for work submitted and possible dismissal from the graduate program.


PORTFOLIO ASSEMBLY
All candidates will complete their portfolio via the “LiveText.edu solutions” web-based assessments system. Students will learn the basics of negotiating LiveText during the EDUC 5010/Graduate Study Seminar, which is taken prior to their 10th hour of graduate study. In order to activate a LiveText account, to create documents, and to view sections, students should log in at http://www.livetext.com/.

I. Portfolio Outline (Table of Contents)
Introduction
	Philosophy of the Unit
	Mission Statement
	Philosophy of the Portfolio
	Purpose of the Portfolio
	Conceptual Framework
	Review for Program Accreditation
	Academic Honesty Statement
Professional Credentials
	Vita
	Philosophy Statement
	Certification (teaching certificate and/or other professional certificates)
	Transcripts
Required Paperwork
	Advisory Committee Selection Form
	Degree Plan of Study
	MAT/GRE Test Scores
	Disposition Assessments (one per milestone)
	Code of Ethics
Milestone Evaluations
Core Standards and Artifacts (with reflective commentaries)
	Core Standards (Descriptions)
	Core Standard One
	Core Standard Two
	Core Standard Three
	Core Standard Four
	Core Standard Five
	Core Standard Six
Specialty Standards and Artifacts (with Reflective Commentary)
Standards
Reflective Summary of program
“Milestone” Assessment Information*
	Milestone 1*
	Milestone 2*
	Milestone 3*
Sample Scoring Rubric (included as example only)
*to be completed by chair and members of portfolio advisory committee


II. Portfolio Outline Descriptions
Vita
A compilation of the candidate’s professional and academic life experiences (similar to a résumé). Some samples are posted on the NWOSU Education Division web page. Other samples may be found on-line.

Philosophy Statement
The candidate’s personal and professional ideas regarding education and his/her area of expertise.

Certification
A copy of the candidate’s credentials from the state department of education or other appropriate agency.

Transcripts
	Unofficial copies of all collegiate coursework copied from Rangernet (covered in EDUC 5010).

Standards
Original standards may be found at the top of the “Core Standards and Artifacts” section of the student’s portfolio on LiveText.
 
Artifact(s)
Examples of candidate’s work/projects completed during his/her advanced preparation that meet
appropriate standards.

Reflective Commentary of Standard
The reflective commentary should explain clearly why the artifact was selected and how it connects to the specific standard. It also should provide adept evidence of the standard that the candidate is addressing, i.e. understanding of subject and pedagogical knowledge (know & understand), as well as
illustrating knowledge of the disposition and its impact on student learning (use). In addition, it shall	
provide a “personal voice” to articulate individual autonomy and personal growth. The written	commentary should be articulate, clear, coherent, and thorough. It should also contain vivid details
and have a minimum number of grammatical and spelling errors, etc. Below is a table that contains
the rubric that advisory committee members will use to score a student’s reflective commentary:




Rubric for Scoring Reflective Commentary
	Content of Commentary
	Proficient 4
	Competent 3
	Acceptable 2
	Unacceptable 1

	The commentary clearly explains:
· why this artifact(s) is a good representation of the standard, i.e. does it address all facets of the standard:

· who was involved:

· what the circumstances, concerns, or issues were: and

· when and where the event or series of events occurred


The candidate’s self-assessment is evident as he/she describes:
· how the experience helped his/her personal growth;

· how/what changes might be made to alter his/her personal professional framework as a result of this experience.
	The commentary gives sufficient representation of the six (6) noted requirements.
	The commentary gives sufficient representation of at least four (4) of the six noted requirements.
	The commentary gives sufficient representation of at least two (2) of the six noted requirements.
	The commentary is missing, includes only one (1) of the six noted requirements, or is unsatisfactory.




Reflective Summary of Program
Written at Milestone 3, the reflective summary explains what the portfolio reveals about the candidate’s strengths and needs and about his/her development as a professional during the master’s program. A self-assessment, it should provide evidence that he/she has the ability to reflect upon and justify his/her practices and their effects on student learning with the goal of improving professional practice. Bullock and Hawk (2001) suggest that reflections should consist of three vital components: (1) description, (2) analysis, and (3) planning.

The description should include who, what, when, where, and how.  When a clear description is provided, the other two components will be easier to write. The analysis identifies strengths of the artifacts and areas on which to improve. The candidate may find the scoring protocol self-assessment helpful when analyzing. The most important phase, planning, explains how the projects have influenced the writer and their implications for future use.

As a personal accounting of the evidence, the summary should be written in first person. It should contain an accurate and honest overall analysis, i.e. including strengths and weaknesses, of the candidate’s preparation. In addition, it should be written clearly, concisely, and professionally, i.e. free of grammatical errors and extraneous material.

To assist the candidate in writing a reflective statement, the Education Division suggests the
following. The candidate should 1) identify specifically his/her level of knowledge in his/her subject
matter before beginning the program; 2) state specifically what the candidate learned in the program
and discuss how this compares with what he/she knew (or thought he/she knew) before entering the
program; and 3) anticipate the ways in which the knowledge gained from the program will benefit the
candidate in the future as a teacher (provide examples). Below is a table that contains the rubric that
advisory committee members will use to score a student’s reflective summary:

Rubric for Final Reflective Summary of Program
	
	Proficient 4
	Competent 3
	Acceptable 2
	Unacceptable 1

	Description
	Includes who, what, when, where, and how the candidate completed his/her particular program.
	Includes at least four (4) of the five  noted requirements that are listed in proficient column.
	Includes at least three (3) of the five noted requirements that are listed in proficient column.
	Includes two (2) or less of the noted requirements that are listed in proficient column.

	Analysis
	Compares at least three (3) ways in which the candidate’s level of knowledge  in his/her subject area before beginning the program to what he/she specifically learned in the program.
	Compares at least two (2) ways in which the candidate’s level of knowledge in his/her subject area before beginning the program to what he/she specifically  learned in the program.
	Compares at least one (1) way in which the candidate’s level of knowledge in his/her subject area before beginning the program to what he/she specifically learned in the program.
	Does not discuss the candidate’s level of knowledge in his/her level of subject area before beginning the program and does not state what he/she learned in the program. 

	Planning
	Describes at least three (3) ways in which the candidate anticipates using the knowledge gained from the program to benefit him/her in the future.
	Describes at least two (2) ways in which the candidate anticipates using the knowledge gained from the program to benefit him/her in the future. 
	Describes at least one (1) way in which the candidate anticipates using the knowledge gained from the program to benefit him/her in the future.
	Fails to describe way(s) in which the candidate anticipates using the knowledge gained from the program to benefit him/her in the future.

	Presentation
	Written clearly and concisely at the college level and is free of grammatical errors and extraneous material. Provides well-developed paragraphs with thorough supporting details.
	Includes at least two major grammatical errors: comma splice, fragment, run-on, etc., and displays minor problems with wordiness, paragraph formation, and supporting details.
	Includes at least three major grammatical errors and displays a few problems with wordiness, paragraph formation, and supporting details.
	Includes at least four major grammatical errors and employs wordy sentences. Lacks paragraphs and supporting details.




PORTFOLIO REVIEW PROCEDURES
The portfolio is a selected collection of the candidate’s personal work that serves to demonstrate achievement of goals and mastery of standards. It includes artifacts required by the graduate studies program and artifacts that will reflect commitment to professional growth and development.

The portfolio is introduced in EDUC 5010/Graduate Study Seminar Portfolio Orientation, which is offered each semester, and should be taken prior to the candidate’s tenth hour of coursework. The portfolio requires three checkpoints: Milestone 1 during the semester of the tenth hour of graduate work (required in the EDUC 5010 course); Milestone 2 during the semester of the twentieth hour of graduate work; and Milestone 3 at the conclusion of the degree program. During Milestones 1 and 2, the portfolio provides a record of professional growth and development over time. At Milestone 3, the portfolio should be considered a “best work” portfolio, illustrating the candidate’s exemplary performance.

Only one assessment per semester is permitted; therefore, candidates should allow at least three semesters for the development and final assessment of the graduate portfolio. Failure to complete an assessment by the stated deadline will result in a hold on further enrollment in the graduate program, until such time as the assessment is completed and on file in the Office of Graduate Studies.

It is the responsibility of the candidate to email his/her committee members and the Coordinator of Graduate Studies to inform them when a milestone has been submitted in LiveText and, subsequently, is ready to be assessed. All graduate committee members must assess a milestone before a candidate may advance to the next milestone. The deadlines for submission of milestones by candidates is November 1 (for Fall), April 1 (for Spring), or July 1 (for Summer), depending on the semester of completion. Faculty assessments of candidate milestones must be completed by December 1 (for Fall), May 1 (for Spring), and August 1 (for summer) in order for candidates to continue to the next milestone or to matriculate.

Milestone 1
Milestone 1 portfolio assessment is required during the semester of the candidate’s 10th hour of graduate work and is a requirement of the course EDUC 5010 Graduate Study Seminar.

For this first assessment, the candidate should include:

· INTRODUCTION—The candidate’s name, degree program, anticipated date of graduation, and names of advisory committee members

· PROFESSIONAL CREDENTIALS:

· Vita—see page 7 for definition.

· Philosophy Statement—an in-depth expression of the candidate’s thoughts on teaching and learning. For more information, see page 7.
 
· Certification—typically includes a copy of a current teaching certificate, which is NOT required for graduate students in Adult Education and Management & Administration or Non-Certificate Option programs. For more information, see page 7.

· Transcripts—attach a copy of the most current unofficial graduate transcript at the time the portfolio is submitted for assessment. Transcripts must be submitted for all graduate work completed at NWOSU or any other university.  For more information, see page 7.

NOTE: Candidates wanting to transfer hours to NWOSU from another accredited institution must include these on the “Plan of Study” form. All candidates should be aware, however, that transfer hours may accelerate the time
by which milestones are due.

· REQUIRED PAPERWORK

· Completed Advisory Committee Selection Form—may be found at NWOSU’s Graduate Studies website: http://www.nwosu.edu/graduate-studies. Look under the “Forms and Plans of Study” tab.

· Completed Degree Plan of Study—may be found at NWOSU’s Graduate Studies website: http://www.nwosu.edu/graduate-studies. Look under the “Forms and Plans of Study” tab. This form must be typewritten. No handwritten “Plans of Study” will be accepted by the Graduate Studies office.

NOTE: Candidates who plan to matriculate during the summer term should choose Advisory Committee members who are either on-campus or available during the summer months. Be sure to discuss this fact with faculty when putting together your advisory committee to ensure their availability.

· MAT/GRE Official Score

· Disposition Assessment 1

· Code of Ethics—No paperwork is required of the candidate here. This section provides a description of expectations by NWOSU’s Education Department.

· Milestone Evaluations—this section will be blank at Milestone 1. At Milestone 2, the student will provide a copy of the Milestone 1 assessment in this allotted space in the portfolio. Similarly, the student will provide a copy of the Milestone 2 assessment here when he/she submits the portfolio for the Milestone 3 assessment. Upon successful completion of the Milestone 3 assessment, the student may want to include a copy of that assessment document in this allotted space as well.

· Artifacts—attached document(s) used to show proficiency of three standards (courses completed—core standards are preferred but not required). For more information, see page 7.

· Reflective Commentary of Standard—explains in narrative form why the artifacts were selected and how they connect to their specific standard. For more information, see pages 7.

NOTE: Assessment of the portfolio may be delayed if any required element is missing. 

Submit the portfolio by April 1, July 1, or November 1 deadline. “SUBMIT FOR REVIEW” to your advisory committee chair; “SHARE” with the other two advisory committee members. EMAIL all members and the Coordinator of Graduate Studies that the portfolio is ready for assessment.

Advisory committee members provide feedback to the chair, who completes the assessments within LiveText using the appropriate scoring rubric. Following the completion of the assessment, the chair notifies the Coordinator of Graduate Studies that the assessment is complete. The deadline for faculty completion is May 1, August 1, or December 1, depending on the semester of the candidate’s completion of the milestone.

The candidate may review the assessment by clicking the “Reviews” navigation bar in “My Desk,” clicking the “Sent” tab, locating the assessment, and then clicking on the “view assessment” link. The assessment should then be added to the portfolio in “Required Paperwork” by following these directions: 
1. Select the entire assessment, including “Milestone” and “Reporting Type” beneath the rubric. 
2. Copy and paste the selected information into a LiveText document.
3. Save the Document as “Milestone 1 Assessment,” “Milestone 2 Assessment,” or similar titles.
4. Close this and return to “Documents.”
5. Open the portfolio and link the new LiveText document in this section.

Milestone 2
[bookmark: section-29348303_86328592]Milestone 2 portfolio assessment is required during the semester of the candidate's 20th hour of graduate work. For the Milestone 2 assessment, the candidate shall update any items in "Professional Credentials" and "Required Paperwork" and provide artifacts (with reflective commentary) sufficient to meet four additional standards (core standards preferred but not required). For this assessment, then, a minimum of seven standards must be met by the portfolio, one per course.

Additionally, a copy of the Milestone 1 assessment should be included, which will have been completed by the candidate’s advisory committee, and a copy of Disposition assessment 2. 

The candidate may review the new assessment by clicking the “Reviews” navigation bar in “My Desk,” clicking the “Sent” tab, locating the assessment, and then clicking on the “view assessment” link. The assessment should then be added to the portfolio in “Required Paperwork” by following these directions: 
1. Select the entire assessment, including “Milestone” and “Reporting Type” beneath the rubric. 
2. Copy and paste the selected information into a LiveText document.
3. Save the Document as “Milestone 1 Assessment,” “Milestone 2 Assessment,” or similar titles.
4. Close this and return to “Documents.”
5. Open the portfolio and link the new LiveText document in this section.

NOTE: Assessment of the portfolio may be delayed if any element of the portfolio is missing. 

Submit the portfolio by the April 1, July 1, or November 1 deadline. "SUBMIT FOR REVIEW" to your advisory committee chair; "SHARE" with the other two advisory committee members. EMAIL all members and the Coordinator of Graduate Studies that the portfolio is ready for review.

Advisory committee members provide feedback to the chair, which completes the assessment within LiveText using the appropriate scoring rubric. Following the completion of the assessment, the chair notifies the Coordinator of Graduate Studies that the assessment is complete. The deadline for notification is December 1, May 1, or August 1, depending on the semester of the candidate’s completion of the milestone. 

[bookmark: section-29348303_86328593]Milestone 3
Milestone 3 portfolio assessment is due in the final semester of the candidate's graduate program, done in conjunction with the "Portfolio Defense." 

For Milestone 3 assessment, the graduate student shall update any items in "Professional Credentials" and "Required Paperwork," submit "Reflective Summary of Program,” and provide artifacts (with reflective commentaries) sufficient to meet all core and specialty standards (i.e., a "best practices" portfolio).

Additionally, a copy of the Milestone 2 assessment should be included, which has been completed by the candidate’s advisory committee, as well as a copy of Disposition Assessment 3. 

The candidate may review the assessment by clicking the “Reviews” navigation bar in “My Desk,” clicking the “Sent” tab, locating the assessment, and then clicking on the “view assessment” link. The assessment should then be added to the portfolio in “Required Paperwork” by following these directions: 
1. Select the entire assessment, including “Milestone” and “Reporting Type” beneath the rubric. 
2. Copy and paste the selected information into a LiveText document.
3. Save the Document as “Milestone 1 Assessment,” “Milestone 2 Assessment,” or similar titles.
4. Close this and return to “Documents.”
5. Open the portfolio and link the new LiveText document in this section.

NOTE: Assessment of the portfolio may be delayed if any element of the portfolio is missing. 

Submit the portfolio by April 1, July 1, or November 1 deadline. "SUBMIT FOR REVIEW" to your advisory committee chair; "SHARE" with the other two advisory committee members. EMAIL all members and the Coordinator of Graduate Studies that the portfolio is ready for review.

The candidate’s advisory committee will review the portfolio before the defense, make any final recommendations for its improvement (see Appendix 2), and return the recommendations to the student. A consensus approval vote of the student’s advisory committee is required for passing the portfolio requirement. The last date to defend graduate portfolios is April 21, July 21, or November 21, depending on the semester of submission.

Advisory committee members provide feedback to the chair, which completes the assessment within LiveText using the appropriate scoring rubric. Following the completion of the assessment, the chair notifies the Coordinator of Graduate Studies that the assessment is complete. The deadline for faculty completion is May 1, August 1, or December 1, depending on the semester of the candidate’s completion of the milestone.

NOTE: Candidates who plan on submitting Milestone 3 during the summer (May–August) should choose Advisory Committee members who are on-campus or available during the summer term. Candidates who plan to matriculate in summer should discuss this fact with committee members to ensure their availability.

The candidate is urged to attach both the Milestone 3 assessment and the final transcript to the portfolio to indicate that the awarding of the Master of Education degree has occurred.


PORTFOLIO DEFENSE
All M.Ed. candidates must orally defend their graduate portfolios at the completion of Milestone 3. The Portfolio Defense Form must be submitted to the graduate office no later than November 1, April 1, or July 1 in the semester in which the student expects to graduate. 

To be eligible for the portfolio defense, the student must have completed all coursework or be enrolled in the final hours; must have no outstanding grades of "incomplete" in courses used on the degree plan of study; and must not be enrolled in more than nine hours in a regular semester or six hours in a summer term (summer includes the May interim).

Defense Guidelines: The portfolio defense provides an opportunity for the Graduate Advisory Committee to gauge the level of knowledge that a candidate has gained throughout his/her master’s degree. The candidate, then, should view the defense as an opportunity to “show off” the work he/she has done throughout the program and to display his/her level of knowledge. Generally, the candidate’s advisory committee asks questions concerning the portfolio, including the reflective commentary for using specific artifacts to meet the core and specialty standards. Subsequently, the candidate should remind himself/herself, before the defense, of the work he/she submitted to the portfolio throughout the program in order to answer the questions posed. Although the candidate should dress professionally for the defense, he/she should relax and attempt to enjoy the exchange of ideas that will occur during the hour discussion. 


PORTFOLIO APPROVAL          
Upon successful completion of all program requirements, the Graduate Committee will recommend the candidate for graduation. If all requirements have not been met, a Plan of Improvement will be filled out by the advisory committee to be implemented by the student (See Appendix 2).


NOTES:





















APPENDIX 1
RELEASE FORM FOR USE OF PHOTOS, VIDEOS, AND STUDENT WORK

Dear Parent/Guardian:

I am a Northwestern Oklahoma State University graduate student. As part of program requirements, I am involved in field experience in your child’s classroom. One component of the program required by the State of Oklahoma is to develop a portfolio.  

To show evidence of my competence and professional growth, I may like to use photos, videotapes, and/or class work from this classroom experience. The photographs and videotapes would only be used to demonstrate my growth and progress. It does not focus on students in this classroom.

All materials will be kept confidential and only be used as part of the required portfolio. The portfolio will be reviewed by faculty at NWOSU, by Oklahoma Commission for Teacher Preparation, and/or national/state review teams for the purposes of accreditation.

Sincerely,




Student name:_________________________________________________________________________


School/Teacher:________________________________________________________________________




As a parent or guardian, of the above named student :

	I give my permission to include a duplicate of my child’s work, image in a photograph or on a video 
tape.
	No student name will appear with any materials that are submitted.	         

	I do not give permission for this information about my child to be used for portfolio documentation.		


Signature of parent/guardian:


_________________________________________________  Date _____________________





[bookmark: OLE_LINK1][bookmark: OLE_LINK2]APPENDIX 2
PLAN OF IMPROVEMENT FORM

If any portion of the portfolio at Milestone 3 earns a rating below unacceptable, a Plan of Improvement will be implemented.
Candidate’s Name ________________________________        Today’s Date ____________________

Date/Time/Place for Follow-up Assessment_______________________________________________
      	(This date will be between one to four weeks, following the initial evaluation.)

	Area Requiring Improvement
	Suggestions for Improvement

	



	

	



	

	



	

	



	



Committee Chair Signature ___________________________________________________________________
Committee Member Signature (if applicable) _____________________________________________________
Committee Member Signature (if applicable) _____________________________________________________
Candidate’s Signature__________________________________________________________________
		       (Candidate’s signature reflects reception of this document, but not necessarily agreement with it.)

FOLLOW-UP ASSESSMENT
 (
  
Committee’s Recommendation to Director of Graduate Studies:
  ______Additional Plan of Improvement
  
______Recommend for licensure
) (
  
Th
is Plan of Improvement has 
been:
   ______Fully Accomplished
   ______
Not Accomplished
)



Committee Chair Signature/Date _______________________________________________________

Candidate’s Signature/Date ____________________________________________________________
       
One copy to candidate, one copy to candidate’s file in Graduate Office, one copy to candidate’s committee chair.
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