Academic and Professional Portfolio

For the capstone project for this course, you will create an academic and professional portfolio. The purpose of the portfolio is to “showcase” credentials that are not included in the resume. It is a biographical account of the student’s career at Lakeview College of Nursing – the goals, the objectives met, improvements in writing and nursing skills, and so on.  If you have previous academic or professional experience, that information can be provided as well. Collections of papers and Power Point handouts may be included to demonstrate your best ideas, work and accomplishments during the program. Your progress will be reflected, and this may be helpful during employment interviews. 

The portfolio is divided into sections, each of which has specific directions for the papers and documentation that should be included. All papers should be in APA format (6th edition) when applicable. You will want to purchase dividers (Office Max, Staples, WalMart) for placement in a 1” (or larger) 3-ring binder. BE SURE the tabs are visible (sticking out longer than the paper) so your binder is properly organized. A clear view binder will allow you to create a professional looking cover tailored to your specific nursing interests. Remember – this is not an “arts and crafts” project, but rather a professional representation of your nursing persona. 

Once you have completed your nursing program, keep this portfolio close and add professional and academic accomplishments as you complete them. This will become an importance piece in substantiating your level of nursing expertise. At some facilities, a portfolio is required for presentation to Administration before a raise in pay or advancement up a clinical ladder will be given. The portfolio is also an excellent location for all certificates of completion, i.e. CPR, conferences, inservices. 
Academic portfolio appointments will be scheduled during the first month of the semester. If the student is unable to keep the assigned appointment and must reschedule, 5% of the total points will be deducted per day. NO EXCEPTIONS.
Sections of the portfolio should include the following:

1. Title page (inside cover – this is the first page that the reader will see) – may include a phrase or quote that you feel defines your life’s or profession’s mission

2. Table of contents

3. Personal/professional philosophy paper

4. Resume

5. Curriculum vitae

6. Diplomas and transcripts

7. Letters of recommendation

8. Additional documentation of inservices attended

9. Self-evaluation (see worksheet below)

10. ATI assessment evaluations

11. Clinical experiences

a. rotations 

b. selected evaluations, papers, and projects

c. clinical skills checklist

12. Group leadership

13. Mentoring correspondence
14. Legacy Project

15. “Birth Companions” paperwork packet (if you participated in this service)
16. Professional organizations

17. Honors and awards

18. Health records 

a. immunization records

b. CPR records

19. Other forms and assignments as are appropriate

Personal/Professional Philosophy Paper
Do you remember writing your philosophy paper at the beginning of your program at Lakeview College of Nursing? Perhaps it’s been too long, and you simply cannot locate that file anywhere in your hard drive. That’s fine, because certainly your philosophy has evolved during your time here at Lakeview. If you have your original paper, take it out and review the statements you made. How have you changed? How have you matured? Are you the same person you were when you began your nursing school career? Probably not! So even if you can find your original work, you will be writing a new philosophy paper that details your mission as an individual and as a nurse. 

Here are some questions you will want to answer in your philosophy paper:

· If someone asked you to explain your values for living and for the profession of nursing, what would you say?

· If someone asked you to explain your philosophy of nursing, what would you say?

· How would you begin to formulate a statement that articulates the reason you became a nurse and what you hope to do within the profession for each patient you care for?

There, that should get you started. Your paper should be 1 to 2 pages long in APA format, although you don’t need a title page, and you don’t need a reference page if you don’t reference any professional sources. 

If you have questions about this piece of your academic portfolio, please contact your instructor. Note: Do NOT simply include the philosophy paper you wrote when you began your work at Lakeview. This should be a new document. It is fine to use your original paper as a foundation; however, a new document is required to receive credit. 

Resume
Directions: Development of your resume, a requirement of this course, will enable you to provide a professional document to future employers. 

Update your resume’ as necessary throughout the years to be sure you have included all desirable attributes and skills you have acquired. 

Curriculum Vitae 

Directions: Development of your curriculum vitae (CV), a requirement of this course, will enable you to provide a professional document to future employers. 

Update your CV as necessary throughout the years to be sure you have included all desirable attributes and skills you have acquired. 

Diplomas and Transcripts
Directions: Include all diplomas earned and grade transcripts here. 

You will find it very convenient to have all these documents in one location when they are requested at your time of application for employment. 

Letters of Recommendation
Directions: Include any letters of recommendations from your instructors and other appropriate personnel here. 

Letters of recommendation are often required in the nursing profession for employment, or for entrance into upper level academic programs. 

Additional Documentation of Inservices Attended
Directions: Include any copies of certificates and other documentation obtained upon completion of nursing- and healthcare-related inservices.

Many inservices carry continuing education hours, which are important in career advancement. Occasionally, educational programs that have been attended may provide college credit for particular programs in graduate nursing. Some nursing departments and many states require nurses to earn a particular number of CEs to maintain their positions or even their licensure. It is important to update this information annually, or perhaps even more often, to insure you have documentation provided for all inservices and conferences attended. 

ATI Assessment Evaluations
Directions: File your ATI evaluations in this portfolio in the appropriate location. Be sure to review the areas of weakness and study for remediation and/or the NCLEX accordingly.

By evaluating your ATI assessment information, you will gain insight into your academic strengths and weaknesses. This will allow you to develop an action plan, if necessary, for improvement in your nursing education knowledge base, necessary for success in the NCLEX and in the nursing profession. 

Clinical Experiences
Directions: List the course, dates and clinical site for the clinical experiences per semester.  Include a description of your role as a student, and the specific practice experience you obtained within each clinical rotation. File selected related paperwork, i.e. evaluations, clinical checklist of competencies and so on, with each clinical rotation file. 

Completing this component of the portfolio will enable you to account for clinical focus experiences while completing your nursing program. It provides evidence of specific clinical rotations, and specific clinical skills competency. It also provides evidence of the ability to apply the nursing process while caring for a patient. 

Group Leadership
Directions: 1) Write a one to two page summary of a memorable experience as a group member during a particular activity or presentation development. State the purpose of the group and your role as a group member in the process.  2) Write a one to two page summary of a memorable experience as a group leader during a particular activity or presentation development. State the type of group, the purpose of the group, the goals of the group, and describe your group leadership role. Identify strengths and areas that need improvement. 

This component will help you understand how you’ve participated in group dynamics membership and leadership roles, and having a working knowledge of the different types of groups in health care settings. This is a basic requirement in the practice of nursing. 

Mentoring Correspondence
Evidence of your participation as a mentor for a freshman LCN student will be included. Supporting documents are your welcome letter with contact information, as well as any other email or written correspondence you have had with the students. You might even consider including photos of you and the student at activities that you have participated in together. This will show the prospective employer that you are committed to supporting the nursing profession and that you know how to mentor a junior up-and-coming nurse, a skill that is quite valuable in the world of nursing today.

Professional Organizations
Directions: List the professional nursing organizations to which you belong, including membership number and date of expiration. This will also include the Student Government Association at LCN. For each membership briefly describe the purpose of mission statement of the organization. Include copies of membership cards for each organization.

Even if you do not currently belong to any organizations, you must have a divider for this component. In the future, you will find it is very important to support the state and national leadership within the nursing profession by becoming a member of particular associations. At that time, enter the paperwork into this portfolio. 

Community Organizations and Associations
Directions: List all community organizations and associations to which you belong. Provide a brief purpose or mission statement of the organization, and include a list of any community functions you have participated in, i.e. March of Dimes WalkAmerica and so on, during your tenure at LCN. 

By holding membership in community organizations and associations, the student nurse can relate to the larger arena of health care needs. This can also bring the image of the professional nurse into the community setting. 

Honors and Awards
Directions: List any health related honors, scholarships, and/or awards received during your tenure at LCN. Include the date of the award and a brief review of the requirements for the award. Be sure to include any copies of news media recognition. It is important to have a file documenting any honors, scholarships and awards that you have received. In the future, these will become important evidence of your competence and the exceptional nursing care you will be providing to your patients. 

Health Records
Directions: File immunization records, CPR certification and so on as required by LCN, and then your future employer. All records should have necessary updates as required. 

This file will serve as a permanent location for important records necessary for you to remain a practicing nurse throughout your career. 

Other Appropriate Materials

Feel free to add any additional materials that provide exceptional examples of your work, be it academic or professional. 

Academic Work Throughout Your Lakeview Program
Examples of your excellent work during your tenure here at Lakeview will be added in this section. From N408, the following should be included:

A. Mentoring APA paper or mentoring logs, depending on which assignment you chose, along with grading grid

B. Evidence Based Research Policy/Project

C. All forms related to the “Legacy Project” and Power Point presentation handouts with summary

Assignments included should be the graded version complete with your instructor’s comments if available. Consider including your important work from a variety of the Lakeview courses you’ve completed. For instance, an excellent example of the skills you have honed in N305: Nursing and the Childbearing Family would be the “Find a Pregnant Momma” assignment. 

Please see the “Self-evaluation Worksheet” below and complete for addition to your portfolio. 

Additional Guidelines for Success with Your Portfolio

Each student will have a confidential evaluation with the instructor. At this time you will present your portfolio. You are also presenting yourself! It’s a package deal, just as it will be when you interview for any position within the nursing profession. To help you make the best first impression possible, here are some guidelines to follow when you have your evaluation with your instructor.

A. Come dressed professionally – no blue jeans, no shorts. Wear what you would wear to any professional interview. If you don’t know what that is, ask your instructor before your evaluation.

B. Your behavior should exhibit that of a true professional at all times. 

C. Your portfolio should be placed in a new 3-ring binder with a clear view front. Create a front page that portrays the image of a nurse that you would like others to see in you. 

D. Include a table of contents and tabs.
E. TYPE EVERYTHING! This includes the tabs that will create your divisions.

F. Use sheet protectors for every two pages (back to back) and use purchased dividers for each component. 

G. All lettering within the portfolio (titles of components, etc.) should look neat. 

H. Nothing should be missing. Begin working on your portfolio materials now. If you’ll simply begin storing your assignments and documents that will be included in a box, it will really simplify things for you later. If you use this method and begin now, you’ll have plenty of time to track missing forms, assignments, etc. down before the end of the semester when the portfolio is due.  Missing components will result in a deduction in points. Be sure to bring the checklist included in this syllabus.

Questions? Ask your facilitator for assistance. She’ll be happy to help you.

Self-evaluation Worksheet
Student’s Name ________________________________________

Date completed  _______________________________________

Directions: List the strengths that you have noted about your professional and academic performance during the nursing program. This will allow you to gain insight into your professional and personal strengths and weaknesses, thus impacting your career as you gradually develop your skills throughout your nursing career. The action plan should include expanding the identified strengths and to improve the areas identified as needing improvement. 

Strengths
1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________

4. __________________________________________________________________________________________________________________________________________

Weaknesses
1. __________________________________________________________________________________________________________________________________________

2. _____________________________________________________________________

_____________________________________________________________________

3. __________________________________________________________________________________________________________________________________________

4. _____________________________________________________________________

_____________________________________________________________________

Action Plan for NCLEX  Success

1. ____________________________________________________________________________________________________________________________________

2. ____________________________________________________________________________________________________________________________________

3. ____________________________________________________________________________________________________________________________________

4. __________________________________________________________________

__________________________________________________________________

Future Professional Goals

1. Certifications __________________________________________________________________

__________________________________________________________________

2. Education ____________________________________________________________________________________________________________________________________
3. Professional Memberships

__________________________________________________________________

__________________________________________________________________
4. Employment

__________________________________________________________________

__________________________________________________________________

Be sure to go back and evaluate how well your action plan has worked and where you are in achieving your goals.  This is best done after you have been working for approximately six months within the nursing profession. Make adjustments accordingly. Reevaluate at one year. 

CHECKLIST

ACADEMIC PORTFOLIO

N408: PROFESSIONAL SEMINAR

LAKEVIEW COLLEGE OF NURSING

                              Required Components                                       Yes                    No

	1. Cover and title page
	
	

	2. Tabs are printed and appropriately labeled
	
	

	3. Table of contents
	
	

	4. Identification: DL, SS card, RN license when acquired
	
	

	5. Philosophy paper
	
	

	6. Resume
	
	

	7. Curriculum vita
	
	

	8. Diplomas and transcripts
	
	

	9. Two letters of recommendation
	
	

	10. Continuing education (documentation of in-services attended)
	
	

	11. Self-evaluation
	
	

	12. ATI assessment evaluations
	
	

	13. Clinical experiences
	
	

	a. rotations
	
	

	b. selected evaluations, papers and projects
	
	

	
	
	

	14. N408 assignments
	
	

	a. mentoring assignment (paper or journals)
	
	

	b. APA paper “Evidence Based Research Policy/Project”


	
	

	c. All forms associated with “Legacy Project” 


	
	

	15. Group leadership
	
	

	16. Legacy Project
	
	

	17. Birth Companions (if applicable)
	
	

	18. Professional organizations
	
	

	19. Honors and awards
	
	

	20. Health records
	
	

	a. immunizations record


	
	

	b. CPR certification


	
	

	21. Other information included (additional assignments from a variety of courses, Power Point handouts, etc.)
	
	


