
AADDDDIITTIIOONNAALL  IINNFFOORRMMAATTIIOONN  AABBOOUUTT  PPOORRTTFFOOLLIIOO  CCOOMMPPOONNEENNTTSS::  
 
>>> PLEASE NOTE THAT EACH HOUR NEEDS TO BE DOCUMENTED WITH A LESSON PLAN 
OUTLINE (TEACHING), TUTORING LOG ENTRY (TUTORING) OR OBSERVATION REPORT + 
EMAIL CORRESPONDENCE. TALK TO YOUR METHODS TEACHER ABOUT HOW TO 
DOCUMENT PREVIOUS EXPERIENCE. 
 
⧫ You can count a maximum of 10 hours total of previous teaching, observing and tutoring and 
work outside of ESL towards the 70 hours required for the portfolio. 
 
Reflective Statements  
 - 4-6 page summary of the practice component experiences 
 - a synthesis of what was learned through those experiences as they were related to 
 academic coursework 
 - must include specific, illustrative examples from teaching, observation, and tutoring 
 - must include discussion of the your strengths and weaknesses as a teacher 
 

 
Table Summary – Teaching 
Unlike the table on the portfolio checklist, you are responsible for adding your information to this 
table. The table needs to be formatted and labeled like the example below and placed on the first 
page of the “Teaching” section of your portfolio.. Add rows as needed to include the information for 
all your teaching sites. 
 

Class Location/Program Supervisor Documentation1) Hours Hours Accrued 
Before Methods 1 or 
Outside of ESL ⧫ 

      

      

 Total Hours:   

 
1) How are the teaching hours documented in the portfolio? For example: Lesson Plan Outline, 

Full Lesson Plan. 
 

 

Lesson Plan Outlines  
 - required number: one for each lesson taught 
 - one page or less 
 - required info: date, location, program, number of students, and a brief explanation or list of 
 activities used 
 - no need to write up anything special for the portfolio – just  include you actually used in your 
 teaching 
 

Teaching Materials  
 - required number: 8 
 - need to have been developed or significantly adapted by student 
 - for example: media, worksheets, handouts 



 - each item needs to be accompanied by a short statement (ca. 5 sentences) describing its 
 pedagogical value. 
 
Table Summary – Observing 
Unlike the table on the portfolio checklist, you are responsible for adding your information to this 
table. The table needs to be formatted and labeled like the example below and placed on the first 
page of the “Observing” section of your portfolio. Add rows as needed to include the information for 
all your observations. 
 

Name of 
Teacher 

Location/Program Documentation2 Correspondence3) Hours Hours Accrued 
Before Methods 1 
or Outside of ESL 
⧫ 

      

      

 Total Hours:   

 
2) How is this observation documented in the portfolio? For example: Observation Report 1, General 
Observation Form, Narrative Response. 
3) What type of correspondence is included in the portfolio to document this observation? For 
example: Observation Request, Thank You E-mail. 
 
Email Correspondence 
 - request for observation and thank  you email for each observation/teacher 
 - both emails need to include the date(s) of the observation(s) 
 - If you observed the same teacher for a longer period of time, one thank you email at the 
 end of that period suffices but it must include the dates of your observations. 
 - In the “Observations” section of your portfolio, be sure to collate each observation report 
 with the corresponding email correspondence. 
 
Table Summary – Tutoring 
Unlike the table on the portfolio checklist, you are responsible for adding your information to this 
table. The table needs to be formatted and labeled like the example below and placed on the first 
page of the “Tutoring” section of your portfolio. Add rows as needed to include the information for 
all your tutees. 
 

Name of Tutee Hours Hours Accrued Before 
Methods 1 or Outside 
of ESL ⧫ 

   

   

Total Hours:   

 
Tutoring Logs  
 - one entry for each meeting 
 - required info: name of student, date, location, description + evaluation of session, plans for 
 next session 
 


