Central Washington University

Academic Service Learning Portfolio Guidelines

Portfolio Requirements: 1) use the information from your Project Proposal, which is due by October 15, to introduce your portfolio, 2) submit your first 3 weeks of journal entries and reflection statements by October 29, 3) submit final Portfolio by December 3, when you make your final presentation 4) please use correct grammar, spelling and punctuation, 5) the Portfolio must be typed using the format below:

    Academic Service Learning Portfolio

 Fall Quarter 2003

Project Title

1.  Introduction:  30 points    

Use the information from your approved Project Proposal to introduce the project to your portfolio reviewer.  The introduction should include your project goal(s), identification of the community to be served, a statement of community need, the relationship of your project to your major, your expected project outcomes, and a summary of your plan of action.  Also include the number of hours per week you will work on your project, the resources you will use, how you will demonstrate that you have fulfilled your outcomes and reached your overall goal, and who, other than you, will monitor your progress.  

1.  Professional and technical skills: 5 points
List the skills that you are using to assist you in achieving your goal.  These may include cooperation and teamwork, organization, written and oral communication skills, use of occupation specific software and use of any specialized equipment.  

2.  Professional leadership characteristics: 5 points
List characteristics such as responsibility, creativity, respectfulness, fairness and assertiveness, which you will use to conduct your service learning project.  

3.  Outside factors: 5 points

List any outside factors that you think had an impact on the achievement of your goal.

4.  Journal Entries: 40 points
For each week of the quarter, write a brief summation of your weekly tasks and accomplishments including: 1) your thoughts and feelings about the work you did, 2) a statement about what you learned, 3) what you would do differently in the future. 

5.  Reflection    

A. Analysis of Progress and Expected Outcomes: 5 points
Analyze your progress in conducting your service learning project.  Restate your expected outcomes, and identify your challenges, progress and accomplishments in relation to each.  Discuss any insights gained from conducting your project, and explain how concepts from your major area of study were supported or contradicted by your experience with your academic service learning project.    


B.  Personal growth: 5 points
Review your weekly journal entries for the quarter and respond to the following: How has your service learning project enhanced your personal growth?  Have your conduct, attitudes or perceptions changed as a result of conducting your project? For example, have you become more articulate, confident, assertive, accepting, or patient?  


C.  Career preparation: 5 points 

How has your academic service learning project helped you prepare for a career?  

7.  Abstract: 20 points 

The abstract is to be written at the end of the quarter and placed at the beginning of your portfolio on a separate page and double-spaced. Use the information from the introduction and reflection sections of your Portfolio to develop a brief abstract introducing your portfolio to reviewers.  The abstract should include: your project goal(s); identification of the community served; a statement of community need; the relationship of your project experience to concepts from your major area of study; your expected project outcomes and final analysis of the process and outcomes; and a summary of your plan of action.  Also include the number of hours per week you worked on your project; the resources you used; how you fulfilled your outcomes and reached your overall goal; and who, other than you, monitored your progress.  Conclude with a statement of what you learned from your project.  
8.  Attachments: 10 points
Add any attachments at the end of your Portfolio:

             Required for All:



Mentor/Client Assessment(s) 



Original Project Proposal bearing supervisor signature



Description of or notebook-sized replica of your final product for display


If applicable to your project:



Contracts/Forms


Directory


Other

9. Final display product:  20 points

All sections of EDCS 309/509 will meet at the same time for the final course activity.  The activity will be a Showcase of all work done by Academic Service Learning students throughout the quarter.  Faculty and agency supervisors will be invited to  view student work and discuss student projects.  You must produce, and share during the scheduled final time period, a tabletop or wall display representing your academic service learning project.  Depending on the nature of your project, you may produce a map, chart, photographic array, three-dimensional model or any combination of illustrations that accurately and completely portrays to viewers the scope and results of your work over the quarter.  Use your imagination!  If you created something for the community you served, such as a brochure or data collection form, you should include that item in your final product display.  
Please do not put your pages of written work in transparent sheet protectors. You do not have to put your materials in a large hard cover binder, a simple paper binder will do.
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