


PORTFOLIO CONTENTS 
 
Student Learning 
 
Document 5 examples of student work that you have personally evaluated demonstrating 
some aspect of computer application in the classroom.  Include related lesson plans. 
 
Document a rubric that you have developed designed to assist in the evaluation of a 
computer enhanced assignment.  Include related lesson plans. 
 
 
 
Classroom Instruction 
 
Document five examples of notes from classroom observations that you have conducted 
of a computer-enhanced lesson. 
 
Document three examples of lesson plans that you have modified to include the use of 
computer technology. 
 
Document three examples of lesson plans that you have created which include the use of 
computer technology exclusive of web-enhancements. 
 
Document three examples of lesson plans that you have created which have a web-
enhanced component. 
 
Communications 
 
Document your participation in a list serve discussion related to contemporary 
administrative issues. 
 
Document a series of email communications where you have completely organized a 
meeting agenda with a group or an individual. 
 
Document three examples of memos that you have authored that communicate 
information to a group of teachers or administrators.  Memos should include at least one 
aspect of each of the following: 

 The analysis of data presented in a bar graph or pie chart 
 A table of information with a summary paragraph 
 The summary of an educational article or news item pertinent to student 

learning and assessment or related to technology and instruction. 
 
Prepare a simulated letter of application to any recent advertisement for a school 
leadership position within Connecticut.  Be sure to include your philosophy of education 
and why your leadership fits the needs of the school as demonstrated in the CT School 
Profile. 



 
Data Management 
 
Document your ability to utilize a mail merge from a database or a spreadsheet. 
 
Document your ability to compute grades and analyze class statistics on an Excel 
spreadsheet.  
 
Prepare a memo which summarizes the CT School Profile (CT Dept. of Education) for 
your school or another school.  Be sure to identify at least four areas for improvement 
and how the school might address these problems through an organizational improvement 
framework. 
 
Using the same data, prepare a brief PowerPoint presentation (6 – 12 slides) that would 
be used to communicate this analysis and improvement plan to the staff and parents of 
the school. 
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Student Learning EXEMPLARY PROFICIENT NEEDS IMPROVEMENT 
Documentation of 5 
samples of student 
work involving 
technology 

The samples of student work were 
excellent and clearly tied to a computer 
application that supported the objectives 
of the lesson. 
 

 

The samples of the student work 
were acceptable and generally tied 
to a computer application that 
attempted to support the objectives 
of the lesson. 

 

The samples of student were 
random and not clearly tied to a 
computer application that 
supported the objectives of the 
lesson. 

 
Documentation of 
rubric for a computer 
enhanced assignment 

Rubric was clearly defined using 
measurable terms that were directly 
correlated to objectives of the lesson. 
 

 

Rubric was adequately defined 
using measurable terms that were 
appropriate to the objectives of the 
lesson. 

 

Rubric was not constructed with 
measurable terms that were 
directly linked to the objectives of 
the lesson. 

 
Classroom 
Instruction 

   

Documentation of 
observational notes 
from 5 computer 
enhanced lessons. 

Observational notes were detailed, 
highlighting how technology was 
addressing individual learning needs. 

 
 

Observational notes were adequate, 
giving some examples of how 
technology was addressing 
individual learning needs. 

 

Observational notes were lacking 
in specific details that highlight 
how technology was addressing 
individual learning needs. 

 
Documentation of 3 
computer modified 
lessons 

Lessons were modified in a detailed 
manner to include computer 
applications that supported objectives of 
the lesson. 

 

Lessons were modified to include 
computer applications that have the 
potential to support the objectives 
of the lesson. 

 

Lessons were not modified in an 
adequate manner to support the 
objectives of the lesson. 
 

 
Documentation of 3 
lesson plans utilizing 
computer technology 

Lesson plans were detailed in their 
construction to utilize computer 
technology to support the objectives of 
the lesson. 

 

Lesson plans were constructed to 
utilize a computer technology 
component that generally supports 
the objectives of the lesson. 

 

Lesson plans were not detailed in 
construction and there were no 
distinct links between computer 
technology and lesson objectives. 
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Documentation of 3 
lesson plans utilizing 
web-enhancement 

Lesson plans were constructed to utilize 
an appropriate web-enhancement 
component that is directly linked to the 
objectives of the lesson. 
 

 

Lesson plans utilized a web-
enhancement component that 
generally supported lesson 
objectives. 
 

 

Lesson plans utilized web-
enhancements that were 
inappropriate to the grade level 
and did not support the objectives 
of the lesson. 

 
Communication    

Documentation of 
participation in a list 
serve discussion 
focused on 
administrative issues 

Detailed and appropriate examples of 
list serve discussions focusing on 
educational leadership. 
 

 

Adequate examples of list serve 
discussions generally related to 
educational leadership. 
 

 

Minimal examples of list serve 
discussions.  Topics not 
consistent with educational 
leadership issues. 

 
Documentation of 
email communications 
regarding planning a 
meeting agenda 

Detailed and numerous examples of 
emails to plan a meeting agenda. 
 

 

Adequate email examples to plan a 
meeting agenda. 
 

 

Minimal examples of emails that 
did not clearly facilitate 
construction of a meeting agenda. 

 
Documentation of 3 
examples of memos 
including charts, 
graphs and 
summaries. 

Detailed and succinct memos that 
utilized clear graphs, charts and 
summaries. 
 

 

Adequate memos that utilized 
graphs, charts and summaries. 

 
 

 

Poorly designed memos that did 
not utilize clear graphs, charts or 
summaries. 
 

 
Documentation of a 
letter of application 
for a school leadership 
position in CT 

Clearly indicates desired position, 
philosophy of education and knowledge 
of CT School Profile as it relates to 
individual leadership abilities and 
experiences. 

 

Adequately indicates desired 
position, philosophy of education 
and knowledge of CT School 
Profile as it relates to individual 
leadership abilities and experiences. 

 

Minimal indication of desired 
position.  Unclear philosophy of 
education and minimal 
knowledge of CT School Profile. 
 

 
Data Management    

Documentation of a 
mail merge 

Clear documentation of the mail merge 
feature utilizing a database or 
spreadsheet. 
 
 

 

Adequate evidence of utilizing the 
mail merge feature. 
 
 
 

 

Minimal evidence of utilizing the 
mail merge feature.  Unclear 
source of names and addresses. 
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Documentation of an 
Excel spreadsheet that 
computes grades and 
class statistics. 

Clearly designed spreadsheet with 
utilization of equations to compute 
grades and numerous examples of class 
statistics. 

 

Adequately designed spreadsheet to 
compute grades with some 
examples of class statistics. 
 

 

Minimal use of equations to 
compute grades and/or class 
statistics. 
 

 
Memo summarizing 
the CT School Profile 
indicating 4 areas for 
improvement and a 
plan of action. 

Detailed memo demonstrating 
knowledge of specific CT School 
Profile clearly indicating four areas for 
improvement and a strategic plan to 
address these needs. 
 

 

Adequate memo demonstrating 
some knowledge of CT School 
Profile.  Sufficient identification of 
areas for improvement and plans to 
address these areas. 
 

 

Poorly designed memo that does 
not indicate knowledge of CT 
School Profile.  Minimal 
identification of areas for 
improvement and/or plans for 
addressing these issues. 

 
PowerPoint 
presentation to 
communicate 
improvement plan 
based on related 
memo. 

9 or more slides clearly present CT 
School Profile, identify issues and 
indicate plans for addressing these 
issues as they appear in related memo.  
Presentation is well-organized, concise 
and designed for target audience. 
 

 
 

6 to 8 slides adequately present CT 
School Profile, identify issues and 
indicate plans for addressing these 
issues as they appear in related 
memo.  Presentation is generally 
well-organized, concise and 
designed for target audience. 
 

 

Minimal slides that do not clearly 
present CT School Profile, 
identify issues or indicate plans 
for addressing these issues as they 
appear in related memo.  
Presentation lacks organization, 
focus and does not address target 
audience. 

 
 
 
COMMENTS:                  
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