PORTFOLIO GUIDELINES
PORTFOLIO PURPOSE:

The purpose of a portfolio is to accomplish one or more of the following:
· To secure a job by demonstrating career-technical knowledge and skills.

· To secure college acceptance by demonstrating career-technical knowledge and skills.
· To display career-technical skills in a co-op or work study job setting.
· To demonstrate career-technical knowledge and skills while proposing services to a customer.

· To demonstrate career-technical knowledge and skills by showing the progress made from freshman to senior year.
· To demonstrate how the transfer of career-technical skills and knowledge from shop to a career field.

EXPECTATIONS
Every student attending Blackstone Valley Tech must complete an employability portfolio for his or her vocational program, before the end of grade 11, as well as a career-technical capstone portfolio before the end of grade 12. Portfolio’s will be used as part of the graduation-promotion criteria as outlined in the student handbook. Portfolio’s will also be graded and used as a means of gauging student progress on an annual basis. 
PORTFOLIO TRACKING
Portfolios and portfolio entries will be tracked using the Portfolio Log Sheets located in this booklet.  Students must:

Maintain a Portfolio log sheet- Grades 9-11
Describe each entry

Write the location where each piece of evidence can be found 

Complete each entry and the portfolio as a whole in the time frame specified

Portfolio Agreement:    Must be signed by freshmen student and parent within two weeks of receiving this document
All students must have, and maintain a portfolio at Blackstone Valley Tech. With assistance from the BVT staff, it is the student’s responsibility to assemble this portfolio in order to demonstrate proficiency and achievement as it relates to technical, career, academic, and employability skills. As a student at this school, I understand it is my responsibility to complete this portfolio in the timeline directed by the Blackstone Valley Tech staff.

Student Name ________________________________
  Signature _____________________________________
Date _________________

Parent Name _________________________________
  Signature _____________________________________
Date _________________

Portfolio formats: Portfolios can be assembled and presented in many formats. These formats should be agreed upon between teachers and student in each vocational department. See Portfolio Guidelines located on the Student Bulletin Board for more information.
	Freshmen Core Requirements
	Entry Description-Framework Citations-Integration
	Location of Evidence (Example: H/ Drive folder, NAVIANCE, or shop file)
	Date Reviewed
	Entry Score
	Teacher Initials

	1) Autobiography/Profile
	
	
	
	
	

	2) Career Interest Inventory

	
	
	
	
	

	3) At least three artifacts displaying evidence of high level skills and competencies citing MA framework standards and attainment level (as provided by vocational instructor). This must include a written or verbal description of skills attained that summarizes techniques/methods used and/or procedures for each project, and contain evidence of integrated academics for each entry
	
	
	
	
	

	4) Certifications, distinctions and awards
	
	
	
	
	


· Evidence should be collected in a paper folder, binder, network folder or other digital storage media

· Entry Score:     1 = Evidence partially missing or of poor quality,     2 = evidence included but poorly written and/or presented,     3 = Evidence included,     4 = outstanding evidence; clearly written and/or presented
Freshmen Grading: Use midterm and end of term portfolio comments.

	Sophomore Core Requirements
	Entry Description-Framework Citations-Integration
	Location of Evidence (Example: H/ Drive folder, NAVIANCE, or shop file)
	Date Reviewed
	Entry Score
	Teacher Initials

	1) Autobiography/Profile
	
	
	
	
	

	2) Career Interest Inventory

	
	
	
	
	

	3) At least three artifacts displaying evidence of high level skills and competencies citing MA framework standards and attainment level (as provided by vocational instructor). This must include a written or verbal description of skills attained that summarizes techniques/methods used and/or procedures for each project, and contain evidence of integrated academics for each entry
	
	
	
	
	

	4) Certifications, distinctions and awards
	
	
	
	
	


· Evidence should be collected in a paper folder, binder, network folder or other digital storage media

· Entry Score:     1 = Evidence partially missing or of poor quality,    2 = evidence included but poorly written and/or presented,     3 = Evidence included,     4 = outstanding evidence; clearly written and/or presented
· Sophomore Grading: Use midterm and end of term portfolio comments.
	Junior Core Requirements
Employability Portfolio
	Entry Description-Framework Citations-Integration
	Location of Evidence (Example: H/ Drive folder, NAVIANCE, or shop file)
	Date Reviewed
	Entry Score
	Teacher Initials

	1) Updated Autobiography/Profile
	
	
	
	
	

	2) Cover Letter 
	
	
	
	
	

	3) Resume 
	
	
	
	
	

	4) Career Plan
	
	
	
	
	

	5) At least three artifacts displaying evidence of high level skills and competencies citing MA framework standards and attainment level (as provided by vocational instructor). This must include a written or verbal description of skills attained that summarizes techniques/methods used and/or procedures for each project, and contain evidence of integrated academics for each entry
	
	
	
	
	

	6) Certifications, distinctions and awards
	
	
	
	
	


· Grading: Use midterm and end of term portfolio comments first and second term only. Third term: Vocational teacher will enter numerical grade into portfolio course. Portfolio’s turned in after due date will receive a lower grade and may not be processed in time for graduation/promotion.
· All grade 11 students must pass their Portfolio requirements for promotion to grade 12.

· An Employability Portfolio must be completed before a student can apply for Cooperative Education (Co-op).
Senior Portfolio requirements and grading are based off of the Senior Portfolio Rubric. See the BVT website to access this document.
OPTIONAL CONTENT

· Academic Work & Leadership Activities
FORMATS
Portfolios can be assembled and presented in many formats. These formats should be agreed upon between vocational teachers and students in each career-technical area.
FORMAT EXAMPLES:

Hard Copy

· Binder, Brochure, Booklet
Electronic

· Power Point, Photo Story, Web page, Video, Photo Gallery
· For more examples go to the Student Bulletin Board Portfolio folder on the school network

DETAILS

Always provide a detailed explanation either in written, verbal or video formats for your portfolio projects giving the audience a complete and thorough description of your project. Include written descriptions, outlines, storyboards and other supporting information as needed. Students must also provide evidence of high level skills and competencies citing MA framework standards and attainment level (as provided by vocational instructor) for each entry.
Portfolio Matrix  

Where does the portfolio process take place: 
	
	
	
	
	
	
	
	
	
	

	Portfolio Entry

	Autobiography/Profile

	Career Action plan
	Cover letter
	Resume 
	Certifications & Awards
	Recommendation & Thank you letters
	Grade 12 Proposal                              (If required by shop)
	Evidence: 

Shop skills & competencies
	Portfolio Assembly

	Shop
	
	
	
	
	X
	X
	X
	X
	X

	School Counselors
	
	X
	
	
	
	
	
	
	

	Career Enrichment
	X
	
	X
	X
	
	
	
	
	X


Role of the BVT educator by department
	Department
	Responsibility

	Shop
	· Vocational teachers will assign portfolio projects and responsibilities at each grade level for their trade area; posted on student bulletin board.

· Assist students with enhancing the basic resume and revising cover letters, giving students ideas or lists of skills attained in shop and those desired by an employer in that specific shop. 
· Further develop career objectives for a specific career-technical area, such as: Seeking the position of apprentice electrician.
· Portfolio proposal writing (If required by department). 
· Review grade 12 portfolio proposals and negotiate, if appropriate, items required for completion (If required by department).
· Grade portfolios each term (see portfolio log/score sheet) using either comment codes (grades 9- second term of grade 11) or enter course grades (third term grade 11 and 12). 

	Career Enrichment
Supports shops and assists students with:
	· Career Interest Inventory
· Cover letter and resume writing 
· Career & college research 
· File storage and electronic media skills

· Mock interview seminars

	School Counselors
	· Career Action Plans
· Naviance: files and data storage
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