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Portfolio Teaching Notes
Orientation
Slide 2: Agenda
In today’s meeting we will take an overview of the Portfolio Process.  
Slide 3: 
The CertWork project is a national project, funded by HRSDC, that offers a managerial certificate in manufacturing. 
The certificate is held by the CME Manitoba. We are currently working on offering this certificate to other CME’s across Canada.
Slide 4:
Here’s a brief overview of the project structure.
You have been selected by senior administrators in your companies because you have demonstrated potential to become managers. The task ahead is to demonstrate your existing managerial skills in relation to the standards approved by the CME. The way that we do this is to gather relevant evidence into a Portfolio to prove our skills. You will be guided in the process of developing your portfolio by a mentor.  Your portfolio will be assessed by an assessor.  Sometimes the mentor and assessor will exchange roles.
Slide 5:
Question to Group:  So, what is a portfolio?  
A portfolio is a collection of what is called evidence. Sometimes it is called documentation.  The evidence in your Portfolio are samples of all the things that you have done that relates to the CME Standards. It shows whether or not you can prove that you have the work experience described in the Standards.
Often, the portfolio is a binder of evidence.  We are going to also talk about other ways to present evidence in a few minutes.
Slide 6: 
Before we get into a more detailed discussion of Portfolio, let’s look briefly at the roles of the three team members in this project: the mentor, the assessor and the candidates. 
Slide 7:
The mentor’s role is to help you to develop your portfolio.  Mentors help candidates prepare for assessment. They do this in several ways: interpret Standards; identify evidence; review the evidence you have selected; and interact with the Assessor to make sure that expectations are clear and understood.
Question to Group:  Does everyone know who their mentor is in this project? When would you go to your mentor for help?  
Slide 8:
The Assessor reviews your evidence and decides whether it meets the CME Standards. The Assessor will make the final judgement on your portfolio. The assessor may also refer you to resources to improve some skills areas.
Slide 9:
You are the candidate. Your role is to work with a mentor to understand the Standards, and to prepare your evidence for assessment.  In this project, we are looking for a completed assessment in approximately 6 months.
Questions to Group:  Any questions about the roles?  Who has already met with mentor?  Set a mentoring schedule? Shared their completed self-assessment with their mentor?
Slide 10:
Back to Portfolio.  As I mentioned, the Portfolio is a collection of evidence that helps you demonstrate your skills.
Slide 11:
In the Portfolio, you show what you know and can do. There are many different types of portfolios because there are different purposes for developing a portfolio. For example, I worked with a group of Aboriginal seniors who each wanted a portfolio their life experiences to pass down to their grandchildren.  I have worked with individuals who wanted a portfolio to get credit in a college program so they would not have to takes courses on things they already knew.  Currently, I am working with a group of inmates at Stony and Rockwood to develop a portfolio to help them find employment.
 In this project we will be developing a skills-based portfolio.
Slide 12: 
Within this portfolio you gather your evidence. There are a couple of rules around evidence. 
1.
Evidence should be clear and well organized and well referenced.  You don’t want your assessor to wonder which Standard your evidence is trying to meet.
2.
 Your evidence should not over-show your skills.
3.
You can use the same evidence for more than one Standard.
Slide 13: 
Evidence is usually in one of 3 major categories: Oral, Written or Demonstration.  
· Oral evidence includes responding orally to an assessor’s questions, preparing an audio tape describing in detail how you would meet a standard.  
· Written evidence includes writing a detailed description of how you would meet a standard, including a written report that you have drafted, using a completed spread sheet to show your work example.  
· Demonstration involves showing the assessor how you do something. This could include a simulation or a videotape, or it can happen on the shop floor.
We are going to watch 3 videos that illustrate these 3 types of evidence.
Videos
Slide 15: CertWork Standards
Let’s discuss how to read and use the Standards Guide. There are 17 Standards in this certification process.
Slide 16: 
Each Standard is a major area of knowledge. Let’s refer to Standard 1, Page 11.
Slide 17:
Each Standard is broken down into several measurable elements. Standard 1 has 4 elements (p. 11 – 17).  The elements are important because these are the reference points for developing evidence.
Slide 18:
Case Studies and Questions:
The case studies and questions are meant to help focus the assessment process.  Your response to the case study or assessment question becomes the evidence that you put into your portfolio.
Slide 19:
Suggestions are provided on the type of information your evidence could contain.
Slide 20:  
On the right hand side of the book, (left for Duha) are the assessment criteria that the assessor will use for the assessment.  These criteria must be addressed in the portfolio in order for the candidate to achieve certification.
Question:  Why do you think we provide so much information about the evidence?  Is this a bit like giving away the answer?
Slide 21:
Possible results:  Competent; Not Ready; Recommend Additional Learning and Reassessment
Slide 22:
· 3 Hour Portfolio Development Workshop scheduled for Thursday March 18 at 1 pm
· Complete Self-Assessment
· Select one Standard that your self-assessment indicates you are competent
· Make a list of the evidence you think would show an assessor you are competent
· Bring the evidence to the next workshop
Portfolio Workshop
Slide 24:  Agenda
Slide 25:
Standards Review:  Are there any questions on how to read or use the Standards?
Slide 26:
Your portfolio will help you demonstrate what you know and can do (your knowledge, skills and experience).
In the Orientation we talked about 3 types of portfolios: skills-based; academic-based; and personal experiences based.
Slide 27:
The type of portfolio we are going to develop for the managerial certificate is a skills-based portfolio.  This means that the portfolio will focus on the skills you have attained from jobs you have had, rather than on the job descriptions themselves.
Slides 28 -29:
Example
Slide 30:
Exercise: You can work in pairs or small groups to help each other
Slide 31:
It is not usually sufficient to say that you have a skill; the skill must be proven or demonstrated. You prove your skill through evidence.
Providing evidence typically falls into 3 major categories: Oral explanation; Written description; Demonstration.
Let’s watch the videos showing the 3 types of evidence.
Slide 33:
· Return to your list of job Skills that you have just identified
· For each Skill detail, identify whether the best way to prove that you have the skill is to provide an Oral Explanation, a Written Description, or a Demonstration. 
· Discuss why you chose this option with the person sitting next to you
Slide 34:
Let’s move on to Evidence. In selecting evidence for your portfolio, you should pay attention to the type of evidence you are selecting. Here are 4 qualities that result in good evidence:
· Authentic
· Current
· Has Breadth
· Is Reliable
Question for the Group: What does each of these terms mean and how does it apply to evidence?
Slide 35:
As you put together your evidence, you will see that there are different types of evidence. One evidence type is Direct Evidence.
Direct evidence is very effective evidence because it is evidence that you have created. So, it specifically shows the quality and content of your work.
Slide 36:
Indirect evidence is something that someone else says about your skill. Indirect evidence is effective when it directly addresses the skill.
Slide 37:
· Exercise: Return to your list of job skills 
· For each skill detail, identify one authentic piece of Direct Evidence that could demonstrate your skill competence
· If you cannot identify Direct Evidence, identify  one piece of Indirect Evidence you can use
· Review your evidence selection for quality: Authentic, Current, Has Breadth, Reliable

· Which piece of evidence is the best? Does it completely demonstrate your skill, or do you need additional evidence? 
Slide 38: 
Skill Statements: 
A Skill Statement summarizes why you think you are competent in a particular element.
Even if you are presenting your evidence orally, developing Skill Statements is an important way to focus and summarize your skills related to each Element of the Standard.
Skill statements complement oral, written and demonstration evidence.
Slide 39:  Example of Skill Statement
Slide 40:
Exercise: Return to your list of job skills. For one skill detail, write a Skill Statement to accompany your evidence 
Slide 41:
Let’s see how all of this applies to the Standards
Slide 42:
Each Element of each Standard contains case studies and questions for assessment. You are assessed on your prepared responses to the case study or question.  You will likely find that your response to the case study is more complex than your response to the question.  That’s because typically a case study asks you to solve a problem, which requires awareness of multiple factors.
Slide 43:
Let’s return to your homework assignment in which you were asked to select a Standard you are good at and identify possible evidence that you might use.
Now, go to your Standards Guide and open it to the Standard that you have chosen. Select a Question from one of the Elements.
Make a bullet-point list of what you know and can do in relation to that question
Review the evidence that you have already identified and select the evidence that best illustrates your skill.
Identify the best way to present your evidence in your portfolio (Oral, written, demonstration)
Write a brief Skills Statement
When you are finished, share with a partner.
Slide 44:
Qualities of “Good” evidence:
· Provides sufficient detail and documentation but not overkill
· Authentic evidence is better than theoretical evidence
· Direct evidence is usually better than indirect evidence
· Evidence used for more than one Element/Standard must be clearly documented and referenced so the assessor can see the relationship
Slide 45: Parts of a Portfolio:
Slide 46: Tips for an Effective Portfolio
Slide 47: 
Your Team and contact information:
 Assessor, Mentor, Maria

