Professional Portfolio Template

Please use these pages as a starting point to creating your own portfolio. Please note that these portfolio pages are limited in some respects. While we have included information which may be helpful to the more experienced nurse, the student with brief experience may not find this particular format helpful.
You need to decide if this format works for you; however there are some essential elements that you should endeavor to include no matter your level of clinical experience. 
Good luck with expressing yourself in a portfolio!

Cover Page

Always begin a portfolio with a cover page. It should be eye catching and professional looking, ensuring your reader will want to see more of what you have to offer. Include your name and contact information. You might also wish to include a copyright notice.

Much like a document header, each page of your portfolio should, discretely, include your name and some contact information like your phone number or email address.

After the cover page, you should include a table of contents. Here you can start to personalize your pages. Make each page as professional as possible without losing who you are in the process.

[image: image1.png]



Table of Contents

1. Philosophy

1.1 Personal
1.2 Teaching
1.3 Clinical

2. Responsibilities and Evaluations
2.1 Courses Taught
2.2 Instructional Innovations
2.3 Clinical Innovations
2.4 Clinical Landmarks
2.5 Clinical Successes
2.6 Extraordinary Effort in Clinical Practice
2.7 Student Evaluations

3. Speaking Engagements
3.1 Name of Organization
3.2 Name of Organization

4. Publications and Awards
A. Publications
    a. Name of Journal
    b. Name of Journal

B. Awards
    a. Award Name
    b. Award Name

5. Resume
5.1 Education
5.2 Publications
5.3 Experience

6. Professional Development
6.1 Seminars
6.2 Conferences
6.3 Workshops
6.4 Special Projects
6.5 Prevention Projects

7. Degrees and Certificates

8. Reflective Practice
8.1 Practice Guideline
8.2 Practice Guideline

9. References

Appendices
A. Notes of Appreciation
B. Brochures and Pamphlets
Philosophy

My Personal Philosophy
What is Success?

To laugh often and much;
to win the respect of intelligent
people and the affection of children;
to earn the appreciation of honest critics
and endure the hardships that life sometimes offers;
to appreciate beauty; to find the best in others;
to leave the world a bit better, whether
by a healthy child, a garden patch, or
a redeemed social condition; to know
even one life has breathed easier
because you have lived.
This is to have succeeded.

Teaching Philosophy
I believe that teaching is a field of inquiry and that teachers at every level should be dedicated to the scholarship of the field. 
I believe that an effective teacher must have a great understanding of the subject matter being taught as well as of the underlying pedagogical theory. I view teaching as a process of encouraging students to make connections between their experiences and the subject matter. Students should take away new insights, explanations, and skills. 
Technology is an important tool since it is a vehicle for instruction and can be an invaluable tool for addressing different learning styles. It allows students to become more involved in the processes of learning, but I also believe that technology must be used as a means of accomplishing more, to allow for better and improved learning and teaching, and should not be used as an end unto itself.

Clinical Philosophy
Here, you should be able to describe your philosophy for nursing. Each one of us has a different view about nursing but there are also some common ends that we all aspire toward.

Responsibilities and Evaluations

Nurses must be committed to client success
for we are responsible for making our knowledge
accessible to those who not yet know it
Primary Goal

My primary goal is to have a positive effect on the citizens for whom I provide service. Part of the impact involves stimulating clients and students to consider situations from perspectives different from those they normally adopt. This goal also involves encouraging clients in healthy life style choices, and encouraging students to develop career long habits of self-motivated learning.

Courses Taught

Introduction to Nursing Informatics
Trends and Issues in Nursing and Health Studies

Instructional Innovations

WebCT Course Designer

Clinical Innovations
New teaching pamphlet for clinic

Clinical Landmarks
Researched and wrote provincial guidelines for:

Use of Disciplinary Research
Here, you might wish to discuss topics of different literature searches, or other research projects and how you have utilized them in your practice.

Clinical Successes
Here you might wish to include a summary of notes or cards received in appreciation.

Extraordinary Effort in Clinical Practice
Be bold, and ‘honk your own horn’. For example, I have worked with various units within my clinical practice to facilitate the incorporation of information technology. I was invited to develop a web Intranet page for our unit; the first of it's kind.

Student Evaluations
Describe how your practice is evaluated. For example, Athabasca University invites students to anonymously provide feedback on tutor response experience, assignment evaluations, and general tutor interaction.

Then, briefly describe the best parts and you might wish to include areas to work on.

Speaking Engagements

Name of Your Organization
Brief description of who you are and your specialty
Speaking Engagements
Name of Organization
Keynote Speaker On:
Name of Organization
Keynote Speaker On:
Etc.
Briefly describe in each category the main topic on which you were invited to speak. If you haven't put some of these into your special projects area, you might wish to include a bit more detail here. If you have copies of the speaking event or agenda, or the invitation itself, be certain to include it either here or in an appendix at the end.

Publications and Awards

Publications

American Journal of Distance Education
Kemp, W. (2002). Persistence of adult learners in distance education. The American Journal of Distance Education, 16(2), 65-81
Name of Publication
Provide full citation
Name of Publication
Provide full citation

Note: even if you have produced material which has been presented in a newsletter or newspaper, be sure to include it here.

Awards

Award Name
Details

Award Name
Details

Award Name
Details
Note: Be certain to include any type of community service award, student achievement awards, grants, bursaries or scholarships, or research awards.

Resume

Profile

Describe your strengths and noted skills that you bring to any job.

Education

Your Highest Degree
Date
University

Advanced Clinical Certificates 
Date
University or Institution
Thesis topic or specialty area

Bachelor of Nursing
Date
Athabasca University


Publications
Master's Thesis
Invited Papers and Publications

Experience
Clinical Nurse Specialist                                               
Employer
Date
In three or four sentences, describe basics of your job.
Do not include the job description.

Employer
Date
Brief sentences outlining job and responsibilities

Educator

University or Institution
Date
Basic statement on courses taught and
a bit about your responsibilities

Guest Lecturer
Date
Note place you were invited to speak at a 
scholarly function

Institution or Learning Unit
Date
Note if you researched, developed or taught courses
for continuing education in specific topics

Note: Be certain to include any type of community service education events
even if you were acting in the capacity of a volunteer.
Professional Development

Sustaining excellence and supporting innovation for the improvement of professional preparation and development.
Seminars, Conferences, Workshops

List all of the seminars, conferences, workshops, inservice sessions, and community workshops you have taken

You don't have to include a date

For example:  New methods of IV therapy management
Special Projects
List any special projects where you have been a team member, co-faciliitator, or have lead.
These don't have to be nursing related as the skills you learn in other areas, equally can be transferred to your clinical practice.

Prevention Projects
List any health promotion or prevention projects you have been on, whether in your institution or in your community.

You might decide to list a number of training projects, or educational projects, or research endeavors here.

For example, you teach CPR in the community.
Degrees

"Strive for progress and self-satisfaction, not constant perfection". 
Author Unknown.
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Note about sending your degrees to another person

Don't ever send anyone the original degree. The easiest way to do this is to scan your degree or certificate into a picture, then insert it into your document.

Alternatively, you could get certified copies and insert them into your portfolio binder.

I have created facsimiles of degrees and inserted them here, as examples only.

Reflective Practice

The capacity to reflect on action so as to engage in a process of continuous learning is one of the defining characteristics of professional practice.
Schon, D. A. (1983). The reflective practitioner: How professionals think in action. London: Temple Smith.

Association Continuing Competence Standards
Each association may have different standards, or different points they feel are important in continuing competence. These are taken from the AARN, 2004.

Professional Responsibility
The registered nurse is personally responsible and accountable for ensuring that her/his nursing practice and conduct meet the standards of the profession and legislative requirements.
Comment here on how you do this and any areas you believe you need to work on, or where you believe you excel.

Knowledge Based Practice
The registered nurse continually strives to acquire knowledge and skills to provide competent, evidence-based nursing practice.
Comment here on how you do this and any areas you believe you need to work on, or where you believe you excel.


Ethical Practice
The registered nurse complies with the Canadian Nurses Association’s Code of Ethics for Registered Nurses (2002). 
Comment here on how you do this and any areas you believe you need to work on, or where you believe you excel.

Provision of Service to the Public
The registered nurse provides nursing service in collaboration with the client, significant others, and other health professionals. 
Comment here on how you do this and any areas you believe you need to work on, or where you believe you excel.
References
A good reference can make all the difference in a worker's job search.
Keep a list of those who have agreed to serve as references. Remember you don't have to supply these names and often you can say, “Available on Request”. 

Sample Reference Letter
Dear [Name of Employer]:
This reference letter is provided at the request of (or with the written authorization of) [name of former employee]. It is my understanding that [name of employee] has applied for the position of [job title] with your organization. The information contained in this letter is confidential and should be treated as such. It should not be disclosed to anyone within your organization who would not be involved in the hiring decision regarding this individual. Moreover, it should not be disclosed to anyone outside of your organization without the written consent of [name of employee].
[Name of employee] has been employed (or has participated in an internship, cooperative education, or work-study program) by our company since [date] and has held the following position(s): [list positions and salary in each position]. In [his/her] most recent position, [he/she] had responsibility for [explain the person’s main responsibilities in this position]. [State your estimation of his/her performance, based upon performance appraisals or other work records that would support your evaluation.] [Name of employee] interacted well with co-employees, was reliable, and showed good judgment. [Give examples.] 
If you would like to discuss this further, please feel free to contact me. 
Sincerely, 
 
[Signature] 
[Typed Name] 
[Title]

Notes of Appreciation

"So few people express appreciation that remembering to do so goes a long way toward forging the relationships that can turn into opportunities, and friendships." 
Author Unknown.
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Brochures and Pamphlets
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