Guidelines for the Michigan Paraprofessional Portfolio Assessment

Framework

The purpose of the NCLB legislation is to strengthen Title I paraprofessional skills in reading, writing and mathematics.  The intention of the portfolio is to demonstrate knowledge in these content areas.  Using the following elements sixty (60) portfolio points must be accumulated.

Elements

· Demonstration of Content Area Knowledge

· Professional Development

· Qualified Colleague

· Professional Dialogue/Observation

Documentation

Professional Readings – Paraprofessionals may read professional literature in the areas of reading, writing and mathematics.  The completed reading will be added to the Professional Reading Record (Form A).  The paraprofessional may reflect on the reading in one of two ways:

a.  an observation of behavior showing that the students know and understand the

     concept, or 


b.  dialogue with a qualified colleague about the content.  

A written summary of the content of the reading is to be documented on the Professional Reading Reflection (Form B).

The summary should include a brief description of the reading and how the information can be used, affirms prior knowledge or introduces new concepts for future practice.

A maximum of thirty (30) portfolio points can be accumulated from Professional Readings.

Professional Development/Workshop Participation - Activities completed should be distributed between the content areas where possible.  The record of attendance will be recorded on the Professional Development/Workshop Participation Record (Form C).  A reflection, as with the professional reading, may be achieved in two ways:


a.  observation of behavior of students, or

b.  dialogue with a qualified colleague about the content.

A written summary of the activity content is to be documented on the Professional Development/Workshop Reflection (Form D).  

A maximum of thirty (30) portfolio points can be accumulated from Professional Development/Workshops.
* If you are currently enrolled in professional development activities, or have completed workshops with in the last five years, you may use these classes to meet this requirement.  Five (5) contact hours equals one (1) portfolio point.
Math Objectives Knowledge – The paraprofessional must demonstrate evidence of math knowledge as part of the portfolio, even if the total number of points exceeds the sixty (60) points required.  This can be accomplished in two ways:


a.  observation


b. dialogue with the qualified colleague.

To assist with establishing competency, the Math Objectives Knowledge checklist (Form E) should be used.  This portion is worth one (1) portfolio point.
College Credit – Credits from an accredited college or university may be applied to the portfolio assessment.  One college credit equals one portfolio point.  College credits earned can be recorded on the Portfolio Summary (Form F) and accompanied by a transcript of course work.  

Previous Relevant Work Experience - Up to thirty (30) portfolio points may be applied to the portfolio based on previous, relevant work experience assisting students as an instructional paraprofessional.  One year of employment is worth one portfolio point.  This is to be recorded on the Portfolio Summary (Form F).

Supportive Instruction Activities – Special projects, individualized study, work with students, committee participation or other activities showing independent work and knowledge in the content areas. The paraprofessional and the qualified colleague will establish the number of points received for a particular project or activity.  A range of points may be assigned, for example:  one point for creating a math manipulative to ten points for participating in a reading curriculum team that meets monthly thought out the school year.  

Document these activities using the Supportive Instruction Activity Reflection (Form G).

Portfolio Conference/Collaboration – The paraprofessional and the qualified colleague should meet regularly to discuss the assessment process.  

Collaborative session or paraprofessionals participating in the process may choose to meet to discuss readings, workshops, strategies and approaches.

Round-table discussions/sessions and one-on-one conferences can take place during school-wide (or district) designated professional development days.  

These conferences are documented using the Portfolio Conference/Collaboration Record (Form H).

Portfolio Maintenance

The paraprofessional is responsible for collecting all required information.  To help facilitate the process the Portfolio Assessment Participant Checklist (Form I) may be useful and need not be included as part of the portfolio.  When the portfolio is complete, the district is responsible form maintaining a record in the employees’ personnel file.

The district approval committee must complete the required Paraprofessional Portfolio Final Recommendation (Form J).  A copy of this will go into the paraprofessional’s personnel file and a copy will be given to the paraprofessional for personal records.

Contact Information

For on line copy of this information go to www.mftsrp.org and click on the NCLB logo.  This will take you to a directory.  Click on Paraprofessionals then portfolio.

For questions or comments, contact:

Lois Doniver, Secretary Treasurer

Michigan Federation of Teachers & School Related Personnel

2661 East Jefferson

Detroit, Michigan 48202
800-638-8868 or 313-393-2200
ldoniver@mftsrp.org

Krista Ried, Education Consultant

Office of Professional Preparation Services

Michigan Department of Education

608 W. Allegan Street

Lansing, Michigan 48909
517-373-0699

riedk@michigan.gov



Name: ______________________________________________
Date: _______________________________
Professional Reading Record
(Form A)

	Content Area
	Title, Publication and/or Web Site
	Author(s)
	# Pages
	Copyright Date
	Points Earned

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


One point per chapter or article read. Attach additional pages as needed.

Professional Reading Reflection

(Form B) 

	Name:                                                                                  Date: 

	Title:

Author:       


Publication:                                                                                             Points:

Content Area:      (  Reading      (  Writing     (  Math                                         (1 Point per chapter/article)
 Assessment Style:         (  Observation                 (  Dialogue                        

	Complete Summary Below:

· Describe or summarize the reading material (include main topic/theme and main learning points). 

· Discuss the implications for instructional support.



	Submission Reviewed and Verified By: ​​​​​

  Qualified Colleague’s Name: _______________________________________________________

  Qualified Colleague’s Signature: ____________________________________________________

  Date: _________________________________________________________________


Professional Development/Workshop Participation Record

 (Form C)

Paraprofessional’s Name: ____________________________________________________



	CONTENT AREA: READING

	Workshop Title
	Presenter(s)
	Location
	Date (s)
	Hours
	Points

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	CONTENT AREA: WRITING

	Workshop Title
	Presenter(s)
	Location
	Date(s)
	Hours
	Points

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	CONTENT AREA: MATHEMATICS

	Workshop Title
	Presenter(s)
	Location
	Date(s)
	Hours
	Points

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Attach additional pages as necessary.  It is recommended that hours/points be distributed as evenly as possible over the 3 content areas. 

Five seat hours/contact hours is equal to one portfolio point.

Professional Development/Workshop Reflection

(Form D)
	Name:                                                                                  Date: 

	Workshop/Course Title:

Presenter(s):       

Location:                                                                                                                  Points:

                                                                                                                                                                                   (5 contact hrs. = 1  point)

Content Area:     (  Reading     (  Writing       (  Mathematics  

Assessment Style:                   (  Observation           (  Dialogue                 

                                                                                                       

	Complete Summary Below:

· Describe or summarize the training session (include main topic/theme and main learning points). 

· Discuss the implications for instructional support.



	Submission Reviewed and Verified By: ​​​​​

  Qualified Colleague’s Name: _______________________________________________________

  Qualified Colleague’s Signature: ____________________________________________________

  Date: _________________________________________________________________





Math Objectives Knowledge Checklist

(Form E)
	Concepts
	What It Might Look Like
	Demonstrates Competency

	I. Using number concepts and computation skills
	1+1, 4 x 3, ¼ + ¼, $2.00 / 10, 2 + 3 x 4-5

If a portion of a pie is eaten, what percent is left?

If you have a room that is 12 foot square, what is its area in square feet?

You have $5, how many candy bars might you be able to buy? 
	

	II. Solves word problems involving integers, fractions or decimals
	Recognize meaning of operations when words like difference, sum, product, quotient are used.
	

	III. Interpret information from a graph, table or chart
	Was there an increase or decrease?

Which month had the highest sales?

What portion of a company’s product was clothing?

In what month were the most bananas eaten?

Locate the cost of an item in a particular month on a table.

If car sales for GMC, Ford and Toyota are graphed on the same line graph, determine which had the most sales on any given day?
	

	IV. Graphing numbers or number relationships
	Locate items on a graph;

Write coordinates;

Determine location of points on a series of graphs or given a series of graphs, be able to identify which has the specified ordered pair;

Determine the increase/decrease of a line; Recognize a slope and locate an interception of lines.
	

	V. Solving one- and two-variable equations
	The wholesale cost of an item is x.  The mark-up is 10%.  What is the final cost?

x = y+2  given a two-variable equation, solve for either of the unknowns.

-x+y = 2 and x+y=2  find any one point that would be a solution to either equation by graphing, trial and error, algebraically or with a calculator
	

	VI.  Solving word problems involving one- and two-variables
	4 lawnmowers and 5 rakes = $100 and 2 lawnmowers and 15 rakes = $80.  What is the value of the lawnmowers and the rakes?
	

	VII.  Understanding operations with algebraic expressions
	3(x2 +1) or 

2x2 +3x –2 add x2 + 2x + 1 = 3x2 +5x +1
	

	VIII.  Solving problems involving geometric figures
	
	

	IX.  Applying reasoning skills
	
	


	Paraprofessional’s Name:                                                                                  Date:                                                                                1 Point

	Assessment Style:      (  Observation       (  Dialogue                                                                                           
                                                                                                      

	Math Competency Reviewed and Verified By: ​​​​​

  Qualified Colleague’s Name: _______________________________________________________

  Qualified Colleague’s Signature: ____________________________________________________

  Date: _________________________________________________________________


Portfolio Summary

(Form F)

	CONTENT AREA – READING
	Points


	Professional Readings
	

	
	

	Professional Development
	

	
	

	Supportive Instruction Activities
	

	
	

	CONTENT AREA – WRITING
	 Points



	Professional Readings
	

	
	

	Professional Development
	

	
	

	Supportive Instruction Activities
	

	
	

	CONTENT AREA - MATHEMATICS
	 Points

 

	Math Objectives Knowledge
	1 point for evidence of knowledge and competency: observation or dialogue
	

	
	
	

	Professional Readings
	

	Professional Development
	

	
	

	Supportive Instruction Activities
	

	
	

	NON-CONTENT SPECIFIC


	Points



	College Credit
	

	Previous Relevant Work Experience
	30 point maximum

1 year of successful employment =1 point
	

	TOTAL PORTFOLIO POINTS ACCUMULATED

(60 Required for completion)
	POINTS = 


Paraprofessional’s Name: 






Date:



Supportive Instruction Activity Reflection

(Form G)
	Name:                                                                                  Date:                                             Points:

	Points to be awarded based on time and work needed to complete the project. (Ex. created math manipulative = 1 point)

Content Area:              (  Reading                 (  Writing             (  Mathematics  

Activity/Project Description:

· Describe your supportive instruction activity or project.  Feel free to attach pictures or copies of actual project and/or components.

                                                                                                       

	Summary: 

· Discuss the implications for instructional support and/or your professional development.



	Submission Reviewed and Verified By: ​​​​​

  Qualified Colleague’s Name: _______________________________________________________

  Qualified Colleague’s Signature: ____________________________________________________

  Date: _________________________________________________________________


Portfolio Conference/Collaboration Record 

(Form H)

  
Conference Date:

 


Qualified Colleague: 

(  Conference

(  Collaborative Session
  
Conference Date: 


Qualified Colleague: 

(  Conference


(  Collaborative Session

  
Conference Date:



Qualified Colleague:

(  Conference


(  Collaborative Session

  
Conference Date: ​​​


Qualified Colleague:

(  Conference


(  Collaborative Session
  
Conference Date: ​​​


Qualified Colleague:

(  Conference


(  Collaborative Session
  
Conference Date: ​​​


Qualified Colleague:

(  Conference


(  Collaborative Session
  
Conference Date: ​​​


Qualified Colleague:

(  Conference


(  Collaborative Session 

Portfolio Assessment Participant Checklist 

(Form I)

As an assessment participant:

· Working with a Qualified Colleague, identify professional development or workshops to meet your needs and the needs of the students, teachers and school(s) you support.

· Attend workshops and/or professional development activities.  Complete a reflection for each.

· Read articles from professional education journals, publications from professional education organizations, on-line articles or books regarding education.  Complete a reflection for each.

· Meet periodically with a Qualified Colleague to discuss the portfolio, your goals/achievements and to complete reflections (as needed).  

· Meet with other paraprofessionals in collaborative sessions to discuss the portfolio and your goals/achievements.

· Document Supportive Instruction Activities.  Complete a reflection for each.
· Continue to meet with a Qualified Colleague, and in collaborative sessions, to review goals and progress.

· Keep completed forms and all Portfolio Assessment documentation in a safe place.

· Once your Portfolio Assessment has been completed and 60 portfolio points have been accumulated, retain a copy for your records and submit all documentation to your school district’s review committee. Also include transcripts for college credit used in the portfolio.

Paraprofessional Portfolio Final Recommendation

(Form J)

	Based on the submitted portfolio:
	Meets

Expectations
	Below Expectations

	The paraprofessional demonstrates knowledge in reading to appropriately meet the learning needs of the students.
	
	

	The paraprofessional demonstrates knowledge in writing to appropriately meet the learning needs of the students.
	
	

	The paraprofessional demonstrates knowledge in math to appropriately meet the learning standards of the students.
	
	

	The paraprofessional demonstrates ability to assist with reading, writing and mathematics.
	
	


The District Review Committee has reviewed the attached Paraprofessional Portfolio.

Committee Representative: 







Date:  

Therefore, 







has
 met
   /
not met
 the portfolio requirements that affirm he/she is a qualified paraprofessional.



Superintendent or Designee:







Date:



School District:

Portfolio Assessment Review Committee Checklist 

(Form k)

In using the Portfolio as an assessment option, the school district must agree to the following:

· Establish a Portfolio Review Committee, consisting of paraprofessionals, teachers and administrators.  

· Provide each participating paraprofessional with a Qualified Colleague

· Identify professional development or workshops to meet the needs of the students, teachers and school(s) that the participating paraprofessionals support (example: L.I.F.T. training).

· Make recommendations for articles from professional education journals, publications from professional education organizations, on-line articles or books regarding education that would benefit the participating paraprofessional and those teachers they support.  (example:  Open Court Reading teacher’s manual)

· Provide time for participating paraprofessionals to meet with Qualified Colleagues and other paraprofessionals in collaborative sessions to discuss the portfolio.  

· Evaluate all submitted portfolios based upon the guidelines provided by MDE.

· Retain completed Portfolio Assessment in the paraprofessionals personnel file.

· Provide a copy of the completed portfolio, including signed Final Recommendation, to the paraprofessional for their personal records.

Note:  The Portfolio Assessment Review Committee is responsible for determining the connection between professional development/workshops or college coursework and the paraprofessional’s knowledge of and ability to assist in the content areas.

