Portfolio Presentation Assignment

Purpose:
Employers or admissions departments from academic or applied programs will look briefly at your resume and/or application and make a decision about granting you an interview based on the appearance of your resume and your skills.  When you submit your resume or application electronically, employers may use a key word search feature to quickly scan for their job requirements.  
During the interview employers today are asking people to demonstrate their skills.  Some skills are easy to demonstrate - communication, appearance, and education.  To demonstrate other skills takes some creativity and proof.

One of the best methods for you is a professional portfolio; either paper or electronic.  This is a personal record of your accomplishments.  It is a means to collecting and retaining all of the important professional health care documentation you will need in years to come.  The documents and articles are your personal choice, but should reflect your true abilities and accomplishments.  Your strengths should shine through.  The goal is to make the portfolio all about you and it should be as unique as you are.  You should consider the skills necessary for the position to which you are applying.  Be prepared for the interview and anticipate the documents you will need for the particular interview.

Gather all accomplishments you have - diplomas from anywhere, current progress reports, pictures, samples of your work, letters of reference or recommendation, Cooperative Education performance appraisals, Self-evaluations, written comments from previous teachers, employers, or volunteer placements, a description or sample of an activity done in an workplace, certificates in First Aid, CPR/AED, WHMIS, licenses, evidence of volunteer and/or team work, membership cards, etc.

Original documents must be put in your Portfolio where possible.  Copies can be made to give to an interviewer.  Remember that your Portfolio must be updated before each interview.
The overall purpose of your Portfolio is to gather all of your relevant documents and put them in one location, organize them for easy reference, and be able to show a finished product to an interviewer.  This culminating task will provide you with that.
Portfolio Presentation Assignment
The following documentation is to be organized neatly in a binder (using dividers for the different sections and a plastic sheet protector over each page) OR an electronic version submitted on a thumb drive/memory key or other electronic means, as directed by your teacher.  If you choose to complete an electronic portfolio, you may complete colour scans of your documentation, remembering that you must keep the original in good condition as you may be asked for it.
Section A -
Include each item listed on the COMPULSORY DOCUMENTATION list and arrange your papers in the listed order.
Section B -
See the ADDITIONAL DOCUMENTATION list of suggestions of documents to include.
COMPULSORY DOCUMENTATION:
	Table of Contents
	List of everything that is in your portfolio, in the order that it appears
	√

	Mission Statement
	Personal, core values and beliefs (if you choose to do an electronic portfolio, this can be videotaped)
	

	Objective or Personal Profile
	Personal philosophy of caring for others, what working in health care means to you (similar to a profile for a social networking site, if you choose to do an electronic portfolio, this can be videotaped)
	

	Resume
	Updated to include practical experience, your attendance in this course and new certifications
	

	Cover Letter
	Current, corrected, revised and updated version
	

	Application form (generic)
	Perfect sample so that you have all required information (e.g. employment history, dates) in the event that you have to complete a job application
	

	Police Record Check and Vulnerable Position Screening
	Use the original report
	

	Medical Review Record
	Use the original report, as required for cooperative education placement
	

	Standard First Aid/Level C CPR/AED
	Use your original certificate, if applicable, or a copy of your wallet card
	

	Mask Fit Testing
	Use your original certificate, if applicable, or a copy of your wallet card
	

	References
	2 reference or recommendation letters, professional (preferred) or personal
	

	Skills Passbook
	original
	

	The Ontario Skills Passport Tracker
	Original, including work plan and transition plan
	

	Career Search Contact List
	Research and list the data for at least 6 employers you would be interested in working for, you may list more if you wish, should include at least two entries of community/government agencies or individuals who can assist you with your job search
	

	Personalized Placement Learning Plan (PPLP) Final Performance Appraisal
	Photocopy of your final performance appraisal from your cooperative education placement, if applicable
	


Portfolio Presentation Assignment
ADDITIONAL DOCUMENTATION:
A minimum of 6 items (to achieve a Level 3 or 4) must be included in this section.  This is where your creative side can shine through!  As many items as you wish may be included but don’t reach back in time too far unless it is very relevant.  (A perfect attendance award from grade 6 may be a stretch!)  Try to include originals as often as possible.
Suggestions:

· Diplomas

· Certificates from Workshops, Seminars and In-Services Completed e.g. Workplace Hazardous Materials Information System (WHMIS), Passport to Safety, Occupational Health and Safety Act (OHSA), Workplace Safety and Insurance Board (WSIB), Safe Food Handling, “Just Wash Your Hands”, Canadian Infection Prevention and Control (IPAC), Alzheimer Information Series, U-First, Mindsight, American Sign Language, Gentle Persuasive Approaches in Dementia Care, Non-violent Crisis Intervention, Safe Food Handling, Safe Feeding, Safe Lifting, Transferring and Ambulation, Child or Elder Abuse and Neglect, Medical Terminology
· Badges

· Progress reports, report cards

· Transcripts from schools you attended

· Licenses - driver’s, machinery operation, etc.
· Awards and Honours
· Samples of work, educational record [picture of a project, copy of an assignment, skills checklist, project, media project, report, reflective journal, log, work log, weblog (blog) or video log (vlog) entry]
· Safe work practices understanding and application are of paramount importance in health care and your understanding and commitment to safety should be demonstrated
· Teamwork - document proving evidence of ability to work with others and proof of  involvement e.g. sports team photograph
· Leadership - training, or involvement, report on activities that demonstrate what you are capable of

· Volunteer Work - evidence (e.g. Letter)

· Description of work done at the workplace or cooperative education placement
· Photograph, video or audio of you caring for an individual – make sure you have obtained permission before taking a client’s picture)

· Performance appraisals from teachers, employers, or co-workers

· Self-Evaluation

· Membership documentation (e.g. professional organizations, industry association)
· Copy of employment history including job description (using action verbs) from employer to prove skills you have mastered
· Thank-you cards, letters of commendation and appreciation
Portfolio Presentation Assignment

Evaluation
1. Your teacher will arrange a private meeting/conference time with you, by the end of the last month of the course, to evaluate your portfolio.  Be prepared to present your portfolio and answer job interview-type questions.
2. Formatting requirements:

· Use 12 point font size

· Use consistent font throughout your portfolio

· Single space all text

· Bold titles/headings

· Include borders on Table of Contents and title pages

· Use spell check, grammar check and formal style writing (no short forms or slang, etc.)

· Have someone proofread your portfolio

· A portfolio is a professional presentation of you!  Keep it professional!

3. See the attached rubric for the mark breakdown.
4. One week before this assignment is due at the end of the term, you will be required to bring your rough draft and check in with your teacher.  It will be marked out of 5 possible application marks.
Essential Skills in the Ontario Skills Passport: Self-Assessment Challenge

See how many of the Essential Skills you can apply while working on this Portfolio assignment.  Use this checklist to keep track of each Essential Skill as you use it.  Can you use all 15?
	Reading Test
	The comprehension of text consisting of sentences and paragraphs.
	

	Writing
	The preparation of written materials for a variety of purposes.
	

	Document Use
	The use of labels, lists, signs, graphs, charts, tables, forms, and other similar materials.
	

	Computer Use
	The use of any type of computerized technology.
	

	Oral Communication
	The use of speech for a variety of purposes.
	

	Numeracy
	
	

	Money Math
	The use of mathematical skills in making financial transactions, such as handling cash, preparing bills, and making payments.
	

	Scheduling or Budgeting and Accounting
	Planning for the best use of time and money, as well as monitoring the use of time and money.
	

	Measurement and Calculation
	The measurement and calculation of quantities, areas, volumes and/or distances.
	

	Data Analysis
	The collection and analysis of data in numerical form.
	

	Numerical Estimation
	The production of estimates in numerical form.
	

	Thinking Skills
	
	

	Job Task Planning and Organizing
	The planning and organization of one’s own work.
	

	Decision Making
	The making of any type of decision, using appropriate information.
	

	Problem Solving
	The identification and solving of problems.
	

	Finding Information
	The use of a variety of sources, including written text, people, computerized databases, and information systems.  (See also Reading Text, Document Use, Computer Use and Oral Communication above).
	

	Critical Thinking
	Making judgments by using criteria to evaluate ideas and information and the related consequences.
	


Source: http://www.skills.edu.gov.on.ca/OSP2Web/EDU/DisplayEssentialSkills.xhtml
Curriculum Expectations Met

Health Care, Grade 10 

Open TPJ2O 

D. PROFESSIONAL PRACTICE AND CAREER OPPORTUNITIES

D2.5 demonstrate an understanding of the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., reading text, finding information, problem solving); 

D2.7 develop and/or select pieces of work and other materials that provide evidence of their skills and achievements in health care, for inclusion in a portfolio (e.g., work logs, skills checklist, assignments, projects).

Health Care, Grade 11 

University/College Preparation TPJ3M 

D3.3 demonstrate an understanding of and apply the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., document use, decision making, finding information); 

D3.5 maintain an up-to-date portfolio that includes pieces of work and other materials that provide evidence of their skills and achievements in health care (e.g., Passport to Safety certificate, reports, assignments, Ontario Skills Passport Work Plan), and explain why having a current portfolio is important for career development and advancement. 

Health Care, Grade 11 

College Preparation TPJ3C 

D3.3 demonstrate an understanding of and apply the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., document use, decision making, finding information); 

D3.5 maintain an up-to-date portfolio that includes pieces of work and other materials that provide evidence of their skills and achievements in health care (e.g., Passport to Safety certificate, reports, assignments, Ontario Skills Passport Work Plan), and explain why having a current portfolio is important for career development and advancement. 

Health Care, Grade 12 

University/College Preparation TPJ4M 

D3.2 demonstrate an understanding of and apply the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., computer use, data analysis, job task planning and organizing); 

D3.4 maintain an up-to-date portfolio that includes pieces of work and other materials that provide evidence of their skills and achievements in health care (e.g., Passport to Safety certificate, reports, assignments, Ontario Skills Passport Work Plan and Transition Plan), and explain why having a current portfolio is important for career development and advancement. 

Health Care, Grade 12 

College Preparation TPJ4C 

D3.2 demonstrate an understanding of and apply the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., computer use, data analysis, job task planning and organizing); 

D3.4 maintain an up-to-date portfolio that includes pieces of work and other materials that provide evidence of their skills and achievements in health care (e.g., Passport to Safety certificate, reports, assignments, Ontario Skills Passport Work Plan and Transition Plan), and explain why having a current portfolio is important for career development and advancement. 

Child Development and Gerontology, Grade 12 

College Preparation TOJ4C 

D2.4 demonstrate an understanding of and apply the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., computer use, data analysis, job task planning and organizing); 

D2.6 maintain an up-to-date portfolio that includes pieces of work and other materials that provide evidence of their skills and achievements in child and geriatric care (e.g., Passport to Safety certificate, reports, assignments, Ontario Skills Passport Work Plan and Transition Plan), and explain why having a current portfolio is important for career development and advancement. 

Health Care: Support Services, Grade 12 

Workplace Preparation TPJ4E 

D4.3 demonstrate an understanding of and apply the Essential Skills that are important for success in the health care industry, as identified in the Ontario Skills Passport (e.g., computer use, data analysis, job task planning and organizing); 

D4.5 maintain an up-to-date portfolio that includes pieces of work and other materials that provide evidence of their skills and achievements in health care (e.g., Passport to Safety certificate, reports, assignments, Ontario Skills Passport Work Plan and Transition Plan), and explain why having a current portfolio is important for career development and advancement. 

Rubric: Portfolio Contents
Student: ________________________
Teacher: _________________________
Interviewer: ____________________________

	Criteria
	Level 4 

80 - 100%
	Level 3

70 - 79%
	Level 2

60 - 69%
	Level 1

50 - 59%

	Organization of Materials (K)
	Portfolio is completely organized into sequence.  Reader has no difficulty finding things.
	Portfolio is well organized into sequence.  Table of Contents page complete, evidence of preplanning.
	Portfolio fairly well organized.  Reader may have a little difficulty finding things.
	Portfolio shows some attempt at organization.  Reader/viewer has difficulty finding things.

	Neatness (A)
	Folder presentation and all papers* in excellent condition.  All entries typed neatly, easy to read.
	Folder  and all papers* in good condition.  All entries typed clearly.
	Folder and all papers* in fair condition.  One or more entries difficult to read.
	Folder and papers* in poor condition.  Entries typed poorly.  Difficult to read.

	Documentation

(Quantity) (I)
	All required documentation, and more than six additional documents.
	All required documentation and at least six additional documents.
	Missing no more than one required document.  At least five additional documents.
	Missing more than one required document.  Four or fewer additional documents.

	Documentation

(Quality) (A)
	Portfolio contains work of exceptional quality.  It goes above and beyond meeting requirements.
	Portfolio contains work that is acceptable quality.  It meets all requirements.
	Portfolio contains work that is of acceptable quality.  It meets most requirements.
	Portfolio contains work that is somewhat below acceptable quality.  Several of the requirements have not been met.

	Mechanics and Spelling (C)
	There are no mistakes in mechanics and/or spelling.
	There are only one or two mistakes in mechanics and/or spelling.
	There are several mistakes in mechanics and/or spelling.
	There are many mistakes in mechanics and/or spelling.

	Overall Impression (C)
	Professional & Impressive.  Positive final impression, consistent presentation, eye catching, meaningful.
	Satisfactory.  Pleasing, positive final impression.  Consistent presentation style with only one or two deviations.
	Adequate, or passable impression.  An attempt to have a consistent format.
	Unsatisfactory. No consistent format.  Much room for improvement.


*paper quality refers to scanned documents as well
Comments and Suggestions for Improvement: 

Achievement Level: 
_________________________
Percentage: _________________________
Date: _____________________________
	Knowledge (K) ___/4               Inquiry/Thinking (I) ___/4               Communication (C) ___/8               Application (A) ___/8


Rubric: Portfolio Conference  (Mock Job Interview)
Student: ________________________
Teacher: _________________________
Interviewer: ____________________________

	Criteria
	Level 4 

80 - 100%
	Level 3

70 - 79%
	Level 2

60 - 69%
	Level 1

50 - 59%

	Arrival (A)
	Arrives in advance of interview and is mindful of time.
	Arrives on time for interview. Is mindful of time.
	Just in time for interview. Rushed, not mindful of time.
	Arrives late for interview.  Time not considered.

	Appearance (C)
	Excellent, exceptional, looks professional.
	Neat, tidy, makes an effort to look professional.
	Groomed, clothing casual.
	Poor grooming, careless, inappropriate for interview.

	Poise & Confidence (A)
	Very composed, mature, sure of self, inspires confidence.
	Generally sure, without cockiness.


	Occasionally tense, fidgety, or hesitant.
	Ill at ease, easily flustered, timid or cocky.

	Responds to Questions (I)
	Questions answered thoroughly and concisely.
	Questions answered with some hesitation, answers thorough.
	Answers superficial level, little information offered.
	Questions either not responded to, or incorrect.

	Voice/

Vocabulary (A)
	Speaks clearly and distinctly all of the time.  Excellent use of proper health care vocabulary.
	Speaks clearly and distinctly most of the time, mispronounces the occasional word, meaning is clear.
	Speaks clearly and distinctly some of the time.  Some errors noted.
	Mumbles/cannot be understood/mispronounces words.  Vocabulary inappropriate.

	Body Posture and Eye Contact (A)
	Sits up straight, seems at ease, establishes eye contact with interviewer.
	Sits up straight, establishes eye contact with the interviewer most of the time.
	Sits up straight some of the time and establishes eye contact from time to time.
	Slouches and/or does not look at interviewer.  Looks uncomfortable.

	Personal Insight (C)
	Clearly articulates experiences from course.  Self reflective, identifies goals, well prepared.
	Articulates experiences from course.  Shows insight into strengths and areas for improvement.
	Moderate insight into abilities and areas of weaknesses.  Vague goals.
	Shows little insight into abilities and weaknesses.  No goals expressed.

	Presentation of Materials (K)
	Presents materials in an orderly fashion.  Verbal explanations offer insight and promote understanding.
	Presents materials in an orderly fashion.  Verbal explanations offer moderate insight.
	Presents materials in somewhat orderly fashion.  Verbal explanations offer some insight.
	Presents materials in disorderly fashion.  Little insight gained by verbal explanations.


Comments and Suggestions for Improvement: 

Achievement Level: 
_________________________
Percentage: _________________________
Date: _____________________________
	Knowledge (K) ___/4               Inquiry/Thinking (I) ___/4               Communication (C) ___/8               Application (A) ___/16


APPLICATION FOR EMPLOYMENT (Generic)
TYPE OF WORK DESIRED

	Position Applied for
	   Full Time                      Part Time                    Temporary


GENERAL INFORMATION

	Family Name
	Given Name
	Home/Cell Phone

	Address

City
	e-mail

	
	Postal Code

	Are you legally eligible to work in Canada?                    Yes    No

Documentary evidence may be required after job offer is made.


EDUCATION - Documentary evidence may be required after job offer is made.

	Education
	Faculty, Department
	Degree/Diploma/Certificate
	Grade/Level Completed

	High School
	
	
	

	College
	
	
	

	University
	
	
	

	Other
	
	
	


WORK EXPERIENCE - List all employment starting with most recent employer

	Name of Organization
	From
	To

	Reason for Leaving
	Name of Supervisor

	Job Title
	 May we contact?    Yes       No
	Phone


	Name of Organization
	From
	To

	Reason for Leaving
	Name of Supervisor

	Job Title
	 May we contact?    Yes       No
	Phone


	Name of Organization
	From
	To

	Reason for Leaving
	Name of Supervisor

	Job Title
	 May we contact?    Yes       No
	Phone


WORK RELATED SKILLS

	Experience with elderly
	Experience with children

	First Aid
	CPR/AED

	Other
	


ACTIVITIES/INTERESTS - Volunteer, civic, personal

	
	

	
	

	
	


REFERENCES

	Name of Person
	Title

	Organization
	Phone Number


	Name of Person
	Title

	Organization
	Phone Number


	Name of Person
	Title

	Organization
	Phone Number


	 I certify that, to the best of my knowledge, the information on this application is true.  I understand that a false statement may disqualify me from employment.  I also understand that I may be required to submit a criminal reference check and/or a medical clearance check if a job offer is made.

	Applicant’s Signature
	Date


Portfolio Assignment
Career Search Contact List

Use this form to record the names of agencies/institutions where you may wish to pursue employment.  You should include at least two entries of community/government agencies or individuals who can assist you with your job search.

Minimum number of contacts required for portfolio assignment is six (6).

Name: _______________________________________    
1. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________
Job Title:________________________________________                                                                                                      
2. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________      
3. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________      
4. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________       
5. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________      

6. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________                                                                                                      

7. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________           
8. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________           
9. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________         
10. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________       
11. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________         
12. Company Name:___________________________________
Contact Person:____________________________________
Address:_______________________________
City:__________________________
Postal Code:____________________

Phone: (___)____________________
Fax: (___)____________________
E-mail:_______________________________

Job Title:________________________________________                                                                                                      

