PORTFOLIO CHECKLIST
Please include all of the following documents in your portfolio in the exact order (top to bottom) listed below. I will fill out the sections of this checklist that are marked in red. You should fill out all other parts.
TEACHER:
___  COMPLETED PORTFOLIO CHECKLIST—required  (10-point penalty if missing).


___
___  *COVERLETTER—required (10-point penalty if missing).





___
___  SYLLABUS—required (10-point penalty if missing).






___
___  JOURNAL (20%)
Please indicate number of journals you are turning in:  ____



___/20

___  Journals 1-28 and Freewrites 1 & 2 (Journals 1-26 must be stamped to receive credit.)
___  Revised Journals (if you have any) should be stapled to the back of a stamped original.
CRITIQUES (15%) Please indicate number of critiques you are turning in:  ____



___/15

___  Critiques 1-15 (Critiques 1-10 must be stamped to receive credit)
___  Revised Critiques (if you have any) should be stapled to the back of a stamped original.

PAPER ONE (20%)











___/20
___  Paper 1 Draft 1 (with my comments) —required (10-point penalty if missing).
___  Paper 1 Draft 2 (with all changes highlighted or noted in margins) —required (10-point penalty if missing).
PAPER TWO (20%)











___/20
___  Paper 2 Draft 1—required (10-point penalty if missing).
___  Paper 2 Draft 2 (with my comments) —required (10-point penalty if missing).
___  Paper 2 Draft 3 (with all changes highlighted or noted in margins) —required (10-point penalty if missing).
PAPER THREE (20%)










___/20
___  Paper 3 Draft 1 (submitted for critique) —required (10-point penalty if missing).
___  Paper 3 Draft 2 (with all changes highlighted or noted in margins) —required (10-point penalty if missing).
PARTICIPATION GRADE (5%)








            ___/5
TOTAL GRADE:










             ___/100

PENALTIES:







       Late Portfolio Penalty (100 pts) - ___

          Out of Order Penalty (10 pts) - ___

   Missing Checklist Penalty (10 pts) - ___

  







             Missing Coverletter Penalty (10 pts) - ___

              Missing Draft Penalty (10 pts each) - ___

            Attendance Penalty (10 pts for each absence over 4) - ___
TOTAL PENALTIES:










         - ___pts
FINAL GRADE:









        
            ___/100
COMMENTS:
*  See next page for Required Portfolio Coverletter Instructions. 

*REQUIRED PORTFOLIO COVERLETTER:

Each of you will be required to write a coverletter for your portfolio. In this coverletter, you will be introducing your portfolio and all of its components.  Please take the following steps when writing your coverletter:

I.
Introduce yourself 

A.
Describe the writer you were before you began this class. 

B.
Describe your initial feelings about taking this class.

C.
Describe how your writing has changed in this class.

D.
What in this class has been most/least helpful to you as a writer?

E.
Describe yourself as a writer now.
II.
Paper #1

A.
Introduce your Paper #1and your initial feelings about doing the assignment.

B.
Describe your experience in the workshop section of the class.

C.
Explain how you revised Paper #1.

D.
Explain what you learned from writing Paper #1 and participating in the workshops of other students.

III.
Paper #2

A.
Introduce your Paper #2and your initial feelings about doing the assignment.

B.
Describe your experience in the workshop section of the class.

C.
Explain how you revised Paper #2.

D.
Explain what you learned from writing Paper #2 and participating in the workshops of other students.

VI.
Paper #3

A.
Introduce your Paper #3and your initial feelings about doing the assignment.

B.
Describe your experience in the workshop section of the class.

C.
Explain how you revised Paper #3.

D.
Explain what you learned from writing Paper #3 and participating in the workshops of other students.

V.
Critiques


II.
Paper #1

A.
Introduce your critiques your initial feelings about doing the assignment.

B.
Describe your experience writing the critiques.

C.
Describe your experience receiving critiques from others.

D.
Explain what you learned from doing the critiques and receiving critiques from others.

VI.
Journal

A.
Introduce your journal and your initial feelings about doing the assignment.

B.
Describe your experience with journal writing.

D.
Explain what you learned from doing the journal exercises.

VII.
Final Comments. 

EXTENSIONS: Please note that extensions will only be given for the most extreme circumstances and will require written documentation from the Dean of Students.  Students should only request an extension if they are prepared to take an “I” (Incomplete) in the course. 

DUE DATES & TIMES:

Class Meeting Time

Date Portfolio Due

Deadline

Place

8:00-9:15


Tuesday, Dec. 15th

10:15


Normal Classroom

9:30-10:45


Thursday, Dec. 17th

10:15


Normal Classroom

12:30-1:45


Thursday, Dec. 17th 

11:00


Normal Classroom

2:00-3:15


Tuesday, Dec. 15th

02:00


Normal Classroom

EXTENDED OFFICE HOURS:  Tuesday, Dec. 15th 10:20-1:45
Thursday, Dec. 17th 10:20-10:55, 11:10-12:00
