Capstone Experience:  Portfolio Exam 
The recommended capstone project for the MA in English is the one-semester Portfolio Exam.  This option requires an “article manuscript,” teaching demonstration, teaching portfolio (including teaching philosophy and materials for the teaching demonstration), transcript, formal CV, and cover letter.  If you would like to see sample Portfolios, please inquire with the Program Assistant of the English department.  Students who pursue the Portfolio Exam must assemble a committee made up of a chair and two readers.  This should be done the semester prior to the examination.  
 
1.  Portfolio Exam
 
Introductory Letter

This letter should be addressed to your committee members by name.  It should summarize your course of study in the Master’s program, including any areas of focus or specialization.  It should also outline your five-year plan: what you hope to do with your Master’s degree, whether you intend to teach, go on for a PhD, etc.  Finally, your letter should indicate what you feel you gained from the program and how the skills you have learned might help in your future pursuits.
Transcript

Curriculum Vitae 
Article manuscript intended for future publication. 
Please choose a seminar paper you have written during your time in the MA program and ask an instructor to act as your Portfolio Exam Chair.  (The chair is usually the same instructor you wrote your paper for, although exceptions are possible.)  The paper should be revised over the course of your final semester in consultation with your chair.  The final product should be 20-30 pages in length including footnotes and citations.  
Teaching demonstration
The Portfolio Exam involves a teaching demonstration.  You may choose one of the following options for this:

· Invite your committee members to observe you teach one section of ENGL 1020 or 2030. 

· Record yourself teaching at the secondary school level and send this recording to your committee.
· Teach a 15- to 20-minute lesson to your committee on a literary or rhetorical subject of your choice.  (You should arrive at this topic through consultation with your chair.)  If you choose this option, the aim should be to actually teach your subject to the committee rather than simply talk about how you might teach that subject.  You may use any teaching strategy (lecture, small group work, audio/visual aids) that you like.
Teaching Portfolio
Your teaching Portfolio should contain the following:
1. Statement of teaching philosophy of no more than 800 words

2. Selection of teaching materials that accords with your teaching demonstration.  These 
teaching materials can include a syllabus, sample assignments, sample in-class materials, and the like. Brief introductions to the materials can be included (especially when the materials are not self-explanatory). 
If you don’t have access to these pedagogical materials through your own teaching experience, you may consult an appropriate website such as Vanderbilt University’s Center for Teaching website. 
NB: If you have not taught and do not intend to teach, you may substitute an alternative writing project for the teaching demonstration/portfolio. You must get approval for this substitution from your chair.
Timeline and Procedures:
1. MA Candidates
Semester Prior to the Examination

· Decide which paper you want to revise by the end of the semester. Approach your committee chair and two other readers to request that they sit on your committee; report the make-up of your committee to the Graduate Director.  Note: Instructors’ schedules fill up quickly so the faster you can secure commitments from your committee members, the better.
· Using the Special Processing Form, register for ENGL 6970 (Portfolio) as a one-semester, 3-credit course.
During the Semester of Examination
· Meet with your chair and the Graduate Director to complete necessary paperwork.  This includes: 

The Application for Admission to Candidacy Form (must be signed by your chair and sent to the Graduate School at the beginning of the semester in which you plan to graduate; please copy the Graduate Director).

Application for Graduation (must be completed through your UCD Access student portal at the beginning of the semester in which you plan to graduate).

Request for Examination Form (must be signed by the Graduate Director and sent to the Graduate School two weeks prior to the exam/defense; please copy the Graduate Director).

· Develop a plan for completing your Portfolio Exam with your chair by the second week of classes.  Report this plan to the rest of your committee. 

· Meet regularly with your Portfolio Exam Chair to insure you are making steady progress towards completion. Your chair should be providing you with frequent feedback on drafts of your article manuscript.
Completing Your Examination
· If you are teaching a composition course on campus, email your committee to set up a date for them to observe your teaching.  Give your committee three dates to choose from in order of your preference.  (Teaching observations should ideally take place near the time of your Portfolio defense.)  If you are recording yourselves teaching or are planning to do a teaching demonstration as part of your Portfolio Exam defense, set this up with your committee.
· Establish a Portfolio Exam defense date with your committee.  Reserve the alumni room or the York Memorial Library for the date and time of your defense.  (Note: If you have already completed your teaching demonstration, your defense should last an hour; if you are planning on doing a teaching demonstration during your defense, please schedule an hour and a half.)

· Prepare your portfolio. You can either do this electronically or assemble a small 3-ring binder for each member of your committee.  Your portfolio should include the following sections:  Cover Letter; Transcript;  CV; Teaching Philosophy; Teaching Materials; Article Manuscript.  
· Submit portfolio to your committee members at least one week before your Portfolio Exam. 
2. Faculty/Readers
· Faculty with graduate appointments may chair or serve as readers on a Portfolio Exam Committee.

· No faculty member may chair more than 3 Portfolio Exams a semester.  They can be readers for others but no more than 5 total.
3. Committee Chairs

· Complete the Special Processing Form with the candidate to register for ENGL 6970 (Portfolio).
· Serve as the point-person between the student and the graduate director to answer any questions that may arise.
· Meet frequently with the student and provide feedback on multiple drafts of the article manuscript. 
· Work with the candidate to determine appropriate venue for teaching demonstration.
· After the exam, indicate pass/fail/revisions, and submit the Examination Form to the Graduate School. Please copy the Program Assistant and Graduate Director.
4. Examination Deadlines and Protocol
· The committee must evaluate the final MA Portfolio prior to the “last day for taking final comprehensive exam or defending thesis report or project,” as noted in the CLAS graduation guidelines (check dates each term).

· The committee meets with the candidate after evaluation of the Portfolio defense to provide feedback on the Portfolio and teaching demonstration and to determine pass/fail (10-15 minutes with candidate out of room).
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