Portfolio Assessment Check List  

All employees will be responsible for collecting hardcopy printouts of the required documents and a collection of the data files on the users H:\ drive.  These hardcopies must be submitted with the Portfolio Assessment Check List to the Supervisor of Technology before November 24th, of your first year of employment.  It is the responsibility of the employee to keep a copy of all data files and this master record.  Failure to complete the portfolio by November 24th of the first year of employment will result in with holding an employment contract for the next year.

Name _____________________________________________________________     Building  ____________________________

	Completion Date
	Skill Set
	Skill

	__________
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Word Processing

(See Standards 3,4,5,6,7)

	 FORMCHECKBOX 
 Lesson Plan

 FORMCHECKBOX 
 Test

 FORMCHECKBOX 
 Letter

 FORMCHECKBOX 
 Report

 FORMCHECKBOX 
 Worksheet


The document must include the following elements:

 FORMCHECKBOX 
-2 font styles and sizes

 FORMCHECKBOX 
-Various line spacing

 FORMCHECKBOX 
-Header or footer that contains page numbers or file names and  dates of creation.

 FORMCHECKBOX 
-1 graphic

 FORMCHECKBOX 
- Table 

 FORMCHECKBOX 
- Print out of the document

 FORMCHECKBOX 
-Save the files in your word processing folder

	__________


	[image: image2.jpg]



Publisher
(See Standards 3,4,5,6,7)
	 FORMCHECKBOX 
 Brochure

 FORMCHECKBOX 
 Newsletter

 FORMCHECKBOX 
 Flyer

 FORMCHECKBOX 
 Calendar of Events


The document must include the following elements:

 FORMCHECKBOX 
-2 font styles and sizes

 FORMCHECKBOX 
-Various line spacing

 FORMCHECKBOX 
-Header or footer that contains page numbers or file names and dates of creation.

 FORMCHECKBOX 
-1 graphic

 FORMCHECKBOX 
- Table 

 FORMCHECKBOX 
- Print out of the document

 FORMCHECKBOX 
-Save the files in your word processing folder

	__________
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Database (Access)
(See Standards 4, 5)
	A database of student information to include a minimum of five fields and five records.  Provide a printout of: 1. a report showing the entire database and 2. a query using a criteria of your choice that is sorted alphabetically. Save the file in your database folder. 

	__________
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Spreadsheets (Excel)
(See Standards 4, 5, 6)
	Create a basic spreadsheet with rows, columns and headings which can be used to record class or other professional information.  The spreadsheet must contain at least 30 cells which contain text and data.  At least 2 formulas must compute basic mathematical computations of data.  Create 1 graph using the data contained in your spreadsheet.  Save the file in your Spreadsheet folder. (See Standards 4, 5, on page 19)

	__________
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Multimedia/Hypermedia Presentations (PowerPoint)

(See Standards 4, 5, 7)
	A multimedia presentation that instructs students in a content objective including minimum of five slides, two graphics, 1 chart, and transition effects.

	
	[image: image6.jpg]



Website

(See Standards 4, 5, 7)
	Create a website or blog that contain the following elements: image(s), hyperlinks to KGCS website, local school, e-mail address & any course specifics.

	__________
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Communications (Web/ Software Reviews)
(See Standards 4, 5, 6)
	An e-mail message containing reviews of three software programs or websites attached to the e-mail. (any combination of software or web site evaluation is acceptable)  The format for web page and software reviews is available for download on the web at:   
http://www.kgcs.k12.va.us/ttc/web_review.doc    or 
http://www.kgcs.k12.va.us/ttc/software_review.doc 

Complete the information on the review forms including a paragraph describing why this software or web site would or would not be useful to you in classroom instruction.  Save the review(s) in your evaluations folder as a MS Word document and e-mail the review form(s) as an attachment to teachtech@kgcs.k12.va.us.

 FORMCHECKBOX 
 Web 1      

 FORMCHECKBOX 
Web 2       

 FORMCHECKBOX 
Web 3                             
 FORMCHECKBOX 
 Software  1     
 FORMCHECKBOX 
Software  2       
 FORMCHECKBOX 
Software   3 

 FORMCHECKBOX 
Print outs 

	__________
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Technology Terminology (See Standards 1,2)
	Complete the multiple-choice assessment on vocabulary, hardware, software and general computer knowledge, score at least 80%. Save the results page in your tests folder and print out the page.

http://www.quia.com/quiz/1204918.html

Score _____ %   Date of Assessment  _____________  Printout  FORMCHECKBOX 


	__________
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Acceptable use Policy and Web Guidelines

(See Standard 8)
	Be familiar with the King George County Public Schools (KGCPS) Acceptable Computer Use Policy for professional and classroom use.  Complete the true and false assessment and score at least 80%.  Save the results page in your tests folder and print out the page.

http://www.quia.com/quiz/1210479.html
Score _____ %   Date of Assessment  _____________  Printout  FORMCHECKBOX 




All files must be submitted with printed hardcopies of each skill to the Supervisor of Technology ninety days of your first year of employment.  Failure to complete the portfolio by your first year of employment will result in with holding an employment contract for the next year. 


______________________                               
 ____________________________________________________
Date Completed 




Supervisor of Technology/Designee

Updated 7/14/2008

