Keeping a Portfolio
One of the best ways I’ve found of encouraging students to see writing as a process is to keep a portfolio of their work in the course.  By collecting all the work for the course, it allows students to visually see the recursive development of their assignments and progress in the course.  In addition, the portfolio has a variety of other benefits for the instructor.  By requiring that students keep all their work in a portfolio, instructors will have access to prior grades for the course, can easily review student work in conference, and can draw on past work or assignments as needed in class for reflection.  When reviewing learning outcomes for the course, students and instructors can also get a sense of how student work throughout the course has contributed to individual achievement.  Where necessary, instructors can also make adjustments to the course as needed.

There are multiple ways of requiring students to keep a portfolio of their work for the course.  Some ideas include:

Writing Journal
Writing journals can include in-class pre-writing, group work, and out-of-class writing assignments.  One of the best things about writing journals is that they are portable and easy to collect.  Students can use them for other notes for the class, and so keep a record of all writing together.

Blogging and Online Forums
Blogging and online forums give students the opportunity to interact with one another and to meet the needs of students who may not be able to communicate as effectively in timed writing assignments or in face-to-face interactions.  Both blogs and online forums give students the chance to express themselves, to take authority for their own writing, and to interact with one another.

Unit Assessments
In the more traditional sense of a portfolio, students might be encouraged to collect and turn in various pre-writing assignments, in-class work, or reflections on the individual assignments that demonstrate their achievement of particular learning outcomes for the course.  As a capstone project, this also encourages students to review the various parts of the writing process and how they have progressed from assignment to assignment.
These portfolio styles need not be mutually exclusive.  An instructor might use any combination of the above.  For example, an instructor might require that students keep a writing journal and participate in online discussion forums, or that students complete a capstone portfolio and write reading responses in individual blogs.

Perhaps most importantly, instructors must be clear on the purpose for keeping a portfolio for the course.  Giving students individual learning outcomes or a written purpose for the portfolio will be helpful for both the instructor and students in clarifying the requirements and goals.  Some issues with portfolios:
Grading
The grading requirements for the portfolios must be identified at the beginning of the course.  Some questions to answer:

· Will the portfolio be assessed on a contract basis or qualitatively?

· Will students receive feedback on the assignments?

· How often will it be collected?  If it is collected only periodically, will students be notified in advance?

· Will individual assignments be stamped in-class for timeliness?  If so, can students receive partial credit for doing the assignment, even if it wasn’t prepared on time?

· Will the portfolio be considered as part of the assignment (essay) grades, or will it receive an individual grade?
· Will the portfolio be considered as part of the participation grade? (This question will be especially significant for online discussion forums.)

Feedback
Providing feedback throughout the course is very helpful for students as they continue to develop their rhetorical abilities.  One of the most difficult challenges of a portfolio is gauging how to deliver feedback.  The writing process is often messy, and there will likely be many pre-writing assignments, in-class, and even out-of-class work that reflect confusion, frustration, and a lack of critical thinking.  Providing overly critical (or even an excess of) feedback will discourage students from openly engaging in this necessary process.  Providing too little feedback will leave students feeling as though they are guessing at their own development and unrewarded.
Decide in advance how much feedback you plan to offer.  Some ideas to help balance your feedback:

· Occasionally collect assignments and give detailed feedback, as you would on an essay.  Then ask students to attach these assignments to their journal or portfolio to turn in later, so that they can receive credit.
· Have students select an assignment to get feedback on from their peers.  Devote 5-10 minutes in one class period to doing so.  Remind students that this is their chance to help and encourage each other.  Allow students to choose who they work with, so that they are comfortable giving constructive feedback.

· Have students flag writing or assignments that they would particularly like feedback on.  Set a limit for yourself and for students including both a minimum and a maximum.
· If you are assigning grades to individual assignments within the portfolio, create a rubric to help speed your feedback process and to give students in advance a better idea of how they will be assessed.
Assignment Requirements
Since a “journal” or “portfolio” implies that some kind of a holistic grade will be given, it is easy for students to be confused on the requirements for individual assignments.  Be sure to specify what constitutes credit for each assignment.  For example, if students will be free-writing, do they have to write at least one page to receive credit?  If they are answering reading questions, do they need to be in full-sentences?
To maintain flexibility, it is likely that instructors will not be giving students an outline of the individual requirements at the beginning of the course.  Be sure to tell students that the requirements will be given out throughout the course, and as much as possible post the requirements online for students to view on an ongoing basis.
Other Tips and Suggestions
· Collection: Because portfolios are so useful in collecting student work, remember that students may rely on the writing in their portfolios when drafting and revising their essays.  Be sure that you can return portfolios before essay drafts are due so that students are not at a disadvantage and you receive less requests for getting them back early!

· Student Reflections: Portfolios are a great way to encourage students to reflect on their work in the course, the learning outcomes, and their progress between assignments.  Periodically throughout the course (2-3 times) ask students to review the learning outcomes and write a reflection using their journal/portfolio and completed essays.
· Organization: Two important points: emphasize that all work must be appropriately labeled and attached!  Often students will include notes, loose papers, and other pre-writing such that it becomes difficult to ascertain what should be considered for credit.  As always, anything not firmly attached also becomes subject to being lost (or “lost”) by the instructor.
· Checklist: Students might request that a checklist be prepared for them to ensure that they have included everything in the portfolio.  If you would like to do so, be sure to keep a detailed account of the writing you expect to be turned in.  Keeping a list of the out-of-class assignments and related requirements online for the duration of the course assists in this way.  Generally, it is expected that in-class assignments must be completed in-class; if you do not plan on including these on the checklist be sure to specify this in advance.
