GUIDANCE PORTFOLIO

	Contact
	Sue Reynolds

	School
	Indiana Department of Education (Formerly Indian Creek High School)

	Phone
	317-232-9172

	Email
	reynolds@doe.state.in.us


	GRADE LEVEL(S)
	8-12

	STUDENT INDICATOR(S)
	TBA

	TIME REQUIRED
	30 minutes every semester

	MATERIALS NEEDED
	Guidance Portfolio for each student

Most recent report card

Most recent standardized test results

Samples of the students’ best work

	ACTIVITY SUMMARY
	Student will maintain a guidance portfolio with the following sections:

1. Student Identification

2. Career Plan

3. Education Plan

4. Supporting High School Plan

5. Personal Improvement Plan

6. Extracurricular Activity Log

7. Guidance Activity Checklist

8. Four-Year High School Course Plan

	PROCEDURE
	8th Grade:

Note:  This activity should follow basic educational and career exploration activities to ensure that the student has knowledge of their career interests, postsecondary education,  graduation requirements, financial aid basics, and the high school course offerings.

1.  
Distribute the Guidance Portfolios to students.

2.
Using the Portfolio Introduction as a reference, explain to the students a) describe the portfolio to the students, b) explain the benefits of using a portfolio, and c) explain the students’ responsibility in maintaining their portfolio.

3. One at a time, introduce each section to the student and ask them to fill in the boxes that correspond to their grade level.   

4. Ask student to place examples of their best school work in the portfolio


Note:  The guidance portfolio may be implemented on a one-to-one basis or with small groups of students.  However, because of the confidential nature of student test scores and grades, it is best to complete Part 4 and the grades in Part 8 as a one-to-one guidance activity.

Grades 9 – 12:

1. Once a year, ask students to a) revise and update each section as appropriate, b) add additional examples of their best school work.



	EVALUATION:  How will you know what percentage of the students have mastered the identified guidance indicators?
	Mastery will be determined by the number of students who have completed each section of the portfolio.

	CITATION(S)

You may include copyrighted materials in “materials needed,” but do not reproduce copyrighted materials in your lesson plan.  Non-copyrighted materials must be reproduced and included in your lesson plan.  List sources and contact information for all materials here.
	


	GUIDANCE PORTFOLIO - INTRODUCTION


WHAT IS A GUIDANCE PORTFOLIO?
The Guidance Portfolio is a comprehensive collection of student work that illustrates the student’s efforts, progress, and achievement throughout his or her school years.  The portfolio is developed to help the student and parents with educational and career decision making.  The portfolio is sequential in that it addresses five different levels of development:

· Self Awareness

· Educational and Career Exploration

· Educational and Career Planning

· Achievement

· Transition

SAMPLE GUIDANCE PORTFOLIO SECTIONS (see following four pages):
· Post High School Plan

· High School Course Plan

· Exhibitions


Self Knowledge




Best Educational Work


Leadership Skills


Educational and Career Exploration
Educational Achievement Reports
Personal Management Skills


Educational and Career Exploration
Transition Materials


Team Building Skills


Problem Solving Skills

· Extracurricular Activity Log

· Guidance Activity Log

BENEFITS:


Students: As students compile the work gathered in the portfolio, they will reflect upon and articulate their own progress as learners, asking questions such as, “What have I learned?”  “How have I grown?”  “What is my next target?”  Students use new knowledge about themselves and the world around them to making meaningful plans for their futures.

· Counselors: The portfolio enables counselors to help students see the link between learning and future success, between the present and the future.  This link often enables students and their parents to make more meaningful decisions about school and careers, and often leads to increased motivation and educational rigor for the student.

· Teachers: The Student Planning Portfolio enables teachers and administrators to develop links between curriculum, instruction, assessment, and careers.  This link helps education be meaningful with application to the real world.

· Employers / Post-Secondary Admissions Representatives: The portfolio is a profile of the student’s scholastic, leadership, personal management, team building, problem solving skills, and overall potential.  Employers and postsecondary admission representatives will be able to review the student portfolio to determine appropriateness of job placement and postsecondary admission.

STUDENT RESPONSIBILITY

Students are in charge of their portfolio.  They will take responsibility for placing materials in the portfolio and for keeping the portfolio outside and inside covers up-to-date.  Students should:

· Date all work

· Select pieces of work that best represent the student for the “Exhibition” section

· Record reasons why the samples were selected

· Assess work, looking for personal growth

· Seek connections between the post high school plans, high school course plans, extracurricular activities, guidance activities, and high school course work.

TRANSFERRING THE PORTFOLIO

When students transfer to another school, the student portfolio should be sent to the receiving school along with the student’s transcript.  When the student graduates from high school, the portfolio should be given to the student.







