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Getting Started Creating a PD Plan
Using the My PD Plan & Portfolio Tool

My Professional Development (PD) Plan & Portfolio allows you to create a
plan that outlines your PD experiences over time. You may upload portfolio
files, such as samples of student work, certificates of completion, or
augmented lesson plans, and generate written reflections that demonstrate
your growth as you complete your plan.

Below are steps you can follow, with screenshots taken in May 2010 of the
different sections of the PD Plan & Portfolio tool, designed to assist you in
the implementation of your plan.

Have questions?

If you have gquestions about this How-to-Guide or regarding the Learning
Center, please submit a Help Desk ticket at:
http://learningcenter.nsta.org/help/ticket.aspx

You may contact a member of the Help Desk staff via phone by calling 703-
312-9270.
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1 Creating and accessing a PD Plan & Portfolio space is easy! After logging into the
Learning Center, select the MY PD Plan & Portfolio tab from the Learning Center tools
menu.

rBack to NSTA.org »Cou sctls  rHelp  r Feedback

'\SV-\Leommg Center

My Account . bjects Learning Resources Professional Education
& Opportunities Development Tools Administrator

Search the Learning Center

My Learning Center

Welcome to Your Professional Development Web Space! NSTA Science Ed
Through the resources on this site you can begin to build your professional development plan, track Technology Strand
your activities and assess your progress. You can start at the "Explore Learning Opportunities” section _Denvers JUNE 27-30
or by writing your game plan with the PD Plan and Portfolio tool. Whatever you decide, that's the beauty &

of this space. So, lets get started! If desired, you may review an in-depth S0-minute archived Visb _I_Stez(_)](}

Seminar overview or a 8-minute multimedia overview of the NSTA Learning Center.

Note: You must be logged into the Learning Center to access this tool!

2 If you have never accessed My PD Plan & Portfolio space before, you must provide a
name for your plan & portfolio in the form field provided.

» Back to NS3TA.org *ContactUs  »Help  » Feedback

0 - 6.
EmLeommg Cenfer i

My Account Subjects Learning Resources Professional Education
& Opportunities Development Tools Administrator

My Learning Center We “ome, Teacher Yourname] = oacu

My PD Plan & Portfolio

MmeMDevebpnmm&PMfohmMmmteamanmmummm

a{permmsmwm *You may upload portfolio files, such as samples of =tudent w ertificat;
of completian, or augmented leszon plans, mmﬂewfﬂmmmmmmamm
growth as you complete your plan:

‘ease type name to create Portfolio®
|Teachf:r [*'our name]'s Portfolio

Create Portfolio

|
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Once you have created a name for your My PD Plan & Portfolio space, you can access
its main menu by selecting its corresponding link.

» Back to NSTAorg » Contact Us v Help  » Feedback

{]‘) 1 .
EN[IALeommg Cenier

My Account Subjects Learning Resources Professional Education
& Opportunities v welopment Toolz Adminiztrator

My Learning Center Welcom. Teacher [Your name] # Log Out

S )
J iu—k....'-.r T

IR

S

My PD Plan & Portfolio

My Professional Development Plan & Portfolic allows you to create a plan that outlines your PD
experiences over time. You may upload portfolio files, such as samples of student work, certificates
of completion, or augmented lesson plans, and generate written reflections that demonstrate your
growth as you complete your plan.

Sample Teacher Porif ...
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4 The first time you access My PD Plan & Portfolio space, you may want to select the
“Get Started . . .” button.

* BACKTO LEARNING CENTER

ﬁl\SD‘\ Learning Center & uy accownt

My Proi ssional Development Plan and Portfolio

Vielcome Select Weal Categories Define/Measure Goals View Status
< e e

Generate Report

ional Development Plan and Portfolio Tool! This flexible and easy-to-use tool collection represents web-based resources designed to help
[anage, organize, and report those experiences defining your own professional development journey across a specified ime period. The tools
owing steps in the creation of your own personal PO plan and portfalio:

Welcome to My Prof
you reflect upon, plan,
help you complete the
@ Step One: [dentify your professional development (FD) goal categories
O Step Two: Describe your specific PD goals

O Step Three: Define action items and portfolio artifacts (evidence)

O Step Four: Upload evidence files

O Step Five: Review goal status and reflect on your accomplishments

© Step Six: Automatically generate your PD reports

Select the button below to be§n (or continue) your PD plan and porifolio journey:

My Portfolio

~

Get started (or continue) using
this tool!

Tool Overview Sample Reports

View 3 sample PD portfolio
report [PDF filel.

of this tool. opMownload the
"Portfolic Help” JOF (0.5 MB) for
assistance @ how to get
stajed.

You might also want to view a short animation that provides an overview of the tool’s
various features.
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5 Within the Select Goal Categories form, check the year(s) that your professional
development plan & portfolio will address. Also check the professional development
categories that you want visible within your portfolio space. Click the Update button at
the bottom of the page when done.

* BACK TO LEARNING CENTER

0 : _
EN[ALeommg Cenfer S weaccouT

My Professional Development Plan and Portfolio

Welcome Select Goal Categories Define/Measure Goals View Status Generate Report
- | ke ke

Select Professional Development Timeframes & Categories

This page represents the first step toward developing your professional development plan and porfalio (POPP) using this NSTA PDPF set of web-based tools. As you
review the specific professional development categories below, reflect upon those areas of your professional practice that you would like to improve. To help you
organize and simplify your personal PDPF journey, you can select only those categories you intend to address in this plan to be displayed within your personal
portfolio space. You can return to this screen at any time and add additional categories to your plan if needed.

Once you complete this page, you can define specific goals for each of the selected categories.

Select Timeframe

In addition to specifying personal goal categories for your portfolio, you can also identify the general timeframe that your porifolio will reflect by choosing a range of
years below. Choose all that apply:

Current and future years ...

Oz00s O2010 O2011 O2012
Past years (if you plan to document previously-completed PD activities) ...

2002 C2003 2004 (2005 [lzo06 2007 2008

Check PDP categories to make visible in your Portfolio

Visible Category Description

D My Content Knowledge Select this category if you plan to develop geals that address improving your understanding of content
knowledge and concepis associated with a =pecific science content area (Earth/Space Science, Physical
Science, Life Science). You may aleo want to consider goals associated with your understanding of the
nature of 2cience, inquiry, =afety issues, and the role of science in the community.

D My Content Pedagogy This category of professional development goals might address improving your ability to design and
implement instructional experiences using metheds and strategies related to science instruction (i.e. inquiry-
based learning, problem bazed learning, etc.). Goals associated with general teaching skills as well as
curriculum concerns might also be included in this category.

D My Assessment/Evaluation Skills Select this category if you hope to improve your ability to dezign, implement, and analyze strategies to
measure and evaluate learning. Geals in this category might alzo address strategies for seli-evaluation and

T T N W I T L W g O W W e ¥ W

Page 6




After you submit the goal category form, you will be presented with the
Define/Measure Goals window. You must first select the goal category in the portfolio
manager window (in this example you would click on either “My Content Knowledge”

or “My Technology Skills” folder) in order to access the “Create Goal” button for the
selected goal category.

* BACK TO LEARNING CENTER

0 - J
.ENrALeommg Cernier ® vacconT

My Professional Development Plan -id Portfolio

Welcome Select Goal Categories Definejd@=ure Goals View 5tatus Generate Report

ol - o

- | Portiolio Manager

{33 My Content Knowlsdge Portfolio:  Sample Teacher Portfolio
..{3) My Technelogy Skils Timeframe: 2011

* Introduction

This =&t of portfolio file management toolz enables you to easily define your PD goals as well as the tasks,
experiences, and evidences associated with your journey toward goal accomplizhment. You also have the
tools needed to reflect on your evidences once you have successfully completed the tasks associated with
each goal

By clicking on your geal category folders to the left, you will display the tools nesded to define individual
goals for the category selected. The toolz will dizplay in this area.

+ About Defining Goals

#+ View "Using the File Management System" How-To Animation

You are currently using 0% ufyuur1 GB

Before selecting the “Create Goal” button, you may want to view a short animation

about creating goals. You have up to 1 GB of storage space dedicated to your PD Plan
& Portfolio.
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7 Create a goal for your selected goal category by clicking on the “Create Goal” button
and answering the questions provided in the following screen. You may want to
review the links provided to assist you as reference.

* BACK TO LEARNING CENTER

0 .
.ENU-\Leommg Center e

My Professional Development Plan and Portfolio

Welcome Select Goal Categories Define/Measure Goals View Status ‘Generate Report

o i ke L

- Portfolio Manager

: L‘l Category: My Content Knowledge

My Technology Skils

My Tasks

g
Create _

Goal

* Instructions

Click the button above to define a specific goal statement. Information from the following websites may help
you define goals based on state/national standards:

0 Review Your State Certification Requirements

0 Standards for Professional Development for Teachers of Science
0 Benchmarks for Scientific Literacy

0 National Board for Professional Teaching Standards

0O Partnership for 21st Century Skills

0 Information and Communication Technoloay Literacy

O National Educational Technology Standards

+ My Content Knowledge

You are currently using 0% ufyuur1 GB i ak i = h i
+ View "Creating a Goal" How-To Animation

N

You may want to view the “Creating a Goal” How-To Animation to assist you in the
process of creating your goal.
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Answer the questions provided in the form. Note that some of the questions are
required and others are optional. Questions to answer include name of your goal, its
expected date of completion, and goal statement, etc. Click the Save Goal button at
the bottom of the page when done.

* BACK TO LEARNING CENTER

O :
.ENI'ALeommg Center =

My Professional Development Plan and Portfolio

Welcome Select Goal Categories Define/Measure Goals View Status Generate Report

ke b she b

Overview
Category: My Content Knowledge

Goal

Goal Name freguired):

Expected Date of Goal Completion {required):

| 2

Goal Statement {required):
(Describe a professional development goal for the selected category)

Characters Remaining | |

Why did | choose this goal, and where am | now? (optional):
(Reflect on your initial ability levels related to the stated goal)

AN *EWM s ettty N iy 4 A a )i




After you create and save your goal statement, click on its name within the Portfolio
Manager (left side of the screen) to reveal the “Define Evidence,” “Edit Goal,” and
“Delete Goal” buttons.

* BACK TO LEARNING CENTER

0 .
.ENU-\Leommg Center

My Professional Developmer  Plan and Portfolio

Select Goal Categories Define/Mclkure Goals View Status Generate Report
ulle o L L

- Portfolio Manager

£1.53 My Content Knowledge Category: My Content Knowledge

B0 “gm” _Earth and space science content knowledge, | Goal: Earth and space science content knowledge

i L..[3 Reflection T . Define == Edit Goal Delete h
~ Wy Tasks: “ Evidence 4 Goal

My Technology Skills

# Instructions and How-To Animations

Identified Professional Development Resources

Visitthe learning center search page where you can select and attach resources to assistin your
professional development goals.

Expected Date of Goal Completion
8/27/2010

Goal Statement

Increase my content knowledge in the area of Earth and space science during the summer of
2010in preparation for the school year 2010-2011.

Why | chose this goal, and where | am now
- Empty - Add information

Standards
You are currently using 0% of your 1 GB Earth and Space Science Content Standards, grades 6-8

Click the “Define Evidence” button above to access a form that will enable you to
describe the action items you plan to experience that will lead toward goal
accomplishment, as well as define the evidence(s) that you will include in your
electronic portfolio to indicate successful completion of each action item. Don’t forget
to view the how-to animations if needed!
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10

Complete the form provided describing the action items you plan to experience
that will lead toward goal accomplishment, as well as define the evidence that you
will include in your electronic portfolio to indicate successful completion of each
action item.

Notice that some items are required and others are optional. Click on the Save
Evidence button at the bottom of the page when done.

* BACK TO LEARNING CENTER

© . :
<NSTA Learning Center = wvaccourt

My Professional Development Plan and Portfolio

Welcome Select Goal Categories Define/Measure Goals View Status Generate Report

L L L L

Overview

Category: My Content Knowledge

Goal: Earth and space science content knowledge

Goal Stmt: Increase my content knowledge in the area of Earth and space science during the summer of 2010 in preparation ...

view full statement] [edit statement]

Evidence (Action ltems and Portfolio Artifacts)
Evidence Name (required):

Select or Create Action ltem(s) frequired):

Sugaested Action [tems.
(Please check ong)

[ Successfully complete a college/university/NSTA ar other professional organization course
[ Participate in a districtidivision workshops

[] Participate in NSTA or other conference workshops

[[] Present at a state or national conference

[] Publish an article

[ Complete the Graduate Record Exam (Content Test)

[ Read a Professional journalfext

User Created Action Item(s).
(These might include actions related to measuring and reporting successful goal accomplishment. For

ﬁexample reating new lesson raterial or developing and using compr, jve evaluation rubrics might constitute
LY w M Al o —‘*’\.P i
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1 1 After you create and save your evidence and action, you’ll see the screen below.
Click on the evidence’s name to reveal its information on the right side of the
screen.

If you wish to add more evidences and action item pairs, click on the goal’s name
within the Portfolio Manager section and repeat steps 9 and 10. Do this for each
eveidence-action pair you wish to add for each goal statement.

* BACK TO LEARNING CENTER

[0 - %
SNSUA Leami g Center " wacconT

My Professional Develop nent Plan and Portfolio

Welcome Select Goal Categories Deflle/Measure Goals View Status Generate Report

L . . L

£l Portfolio Manager
153 My Content Knowledge Category: My Content Knowledge
£ (goal) - Earth and space science content knowledge. Goal: Earth and space science content knowledge

|(evmem:a] - Learning Center's SciPacks (2) Evidence: Learmning Center's SciPacks (2)

g Reflection - « Upload Add == View/Edit Delete
(£ My Technology Skils My Tasgs: Flille ! HotelLink ¥ Evidence Evidence

*+ Instructions
Action ltems

© Successfuly complete Learning Center SciPack

Justification of Action ltems
The Learning Center's SciPacks contain content knowledge that IWlust know as a science
teacher. The SciPack are self-paced, giving me the freedom fo corflete them when itis
convenient for me. They include quizzes and an embedded test to $M=ess knowledge gain. It also
has a content mentor feature that | can use to submit questions to 3 expert if needed.

Evidence of Action ltems Completion

SciPack final assessment certificate (PDF).

You are currently using 0% of your 1 GB

On this screen you can also “Upload File” (your evidence), “Add a Note/Link,”
“View/Edit Evidence,” or “Delete Evidence.”
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The screen below shows our example after a second evidence-action pair was
added to the Earth and space science content knowledge goal. The new evidence
added in this example is titled: “Summer Workshop.”

If you wish to add more evidences and action item pairs, click on the goal’s name
within the Portfolio Manager section and repeat steps 9 and 10. Do this for each
eveidence-action pairs you wish to add for each goal.

* BACK TO LEARNING CENTER

GJ 1
NSTA Leorn g Center S uraccour

My Professional Develop nent Plan and Portfolio

EfMezsure Goals View Status Generate Report
ke ke

BB Portfolio Manager
21153 My Content Knowledge Category: My Content Knowledge
5@ (goal) - Earth and space science content knowledge Goal: Earth and space science content knowledge

(evidence) - Learning Centers SciPacks (2) Evidence: Summer Workshop

/ | (evidence) - Summer Workshop My Tasks: E] Eﬁéoad } ﬁgtden’Link ;:} g¢?;;jrséjét E\?\I;g‘a:ce

: .[#j Reflection
L.{C3) My Technology Skils

# Instructions

Action ltems

© Syccessfully complete a college/universityNSTA or other prof@sional organization course
Justification of Action ltems
Attend a district workshop where a Solar System Educator from A JPL will talk about the latest
discoveries in the solar system made possible with observations \Wken with the Hubble Space
Telescope and other NASA spacecraft. A certificate of participation\ill be provided.

Evidence of Action ltems Completion
1 will upload the certificate of participation for the workshop, will add |
the workshop, and will write a short reflection describing the classro
incorporate in my classroom teaching next school year

(s to NASA sites shared at
activities that | plan to

You are currently using 0% of your 1 GB

On this screen you can also “Upload File” (your evidence), “Add a Note/Link,”
“View/Edit Evidence,” or “Delete Evidence.”
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13

After uploading all your evidences for a goal, you need to complete a general
Reflection form to declare your goal “completed.” You must complete a Reflection
for each goal.

* BACK TO LEARNING CENTER

3 :
<NSOA Learnir g Center ™ uvaccoun

My Professional Develop’ 1ent Plan and Portfolio

Welcome Select Goal Categories Dgne/Measure Goals View Status

. ke

Generate Report

n

- Portfolio Manager
E| 1 My Content Knowledge
! E|  (goal) - Earth and.sgli-e science content knowledge Goal: Earth and space science content knowledge

Category: My Content Knowledge

widence) - ing Center's SciPacks (2) My Tasks: = gief\‘.gﬁdit
=¥ Re ion

# widence) - Summer Workshop
32 (goal) - Life Science Content Knowledge
; ﬁ Reflection

Q Wy Technology Skills What?

* Instructions

- Empty - Add information

So What?
- Empty - Add information

How What?
- Empty - Add information

Websites
- Empty - Add information

You are currently using 0% of your 1 GB

Click the “View/Edit Reflection” button to open the form and answer the questions
“What?”, “So What?”, and “Now What?”
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14

Complete the form provided reflecting on your goal, actions completed, and
evidences submitted. You may share information regarding how accomplishing
your goal increased your effectiveness as an educator.

At the bottom of the form, you have the option to include websites of interest
related to your goal. It is within this form that you are able to declare your
professional development goal as “completed.”

Notice that some items are required and others are optional. Click on the Save
Reflection button at the bottom of the page when done.

* BACK TO LEARNING CENTER

0] - .
<NSTA Learning Center =

My Professional Development Plan and Portfolio

Welcome Select Goal Categories Define/Measure Goals View Status Generate Report

Overview

Category: Iy Content Knowledge

Goal: Earth and space science content knowledge.

Goal Stmt: Increase my content knowledae in the area of Earth and space science during the summer of 2010 in preparation ...
[view full statement] [edit statement]

Evidence List: B earning Center's SciPacks (2)
© Summer Workshop

Reflection

This review form is designed to help you reflect upon the experiences constituting your journey toward
accomplishing the professional development goal described above. All three fields below are required:

What? (required):
(Summary of Experiences: Briefly summarize the evidence you included for this goal and describe the
rationale supporting how this evidence indicates you accomplished your goal.)

Characters Remaining ‘

S0 What? (reguired):
(Summary of Professional Growth: Briefly summarize the most impaertant things you have learned in your
journey toward accomplishing this professional development goal. Also describe the ways in which

accompli issgoal has improved your effectiveness as an educator, including its impact op your 4
- " A8 S T b / , y o
W"‘Mq_w: R W iy gt . M M \a--'" -M.\» g S
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15

Select the View Status tab at any time to see the green, yellow, or red status of

completion of your goal category depending on your progress and the date you
chosed as expected date of goal completion.

(D 1 * BACK TO LEARNING CENTER
<NSTA Learning Cer ter

= MY ACCOUNT

My Professional Development Plan and Po.

lio

Goals View Status Generate Report

* Key
9 = PD goal successfully accomplished.
' = PD Goal identified, but not yet accomplished

0 = PD goal not yet accomplished AND due date is passed.

Category Goal Action Expected Date of Goal Status
Completion
My Content Knowledge Earth and space science content # Edit Reflection BI2712010 @
knowledge.
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16 Select the Generate Report tab to access the report generator function. You may
generate a report at any time. Select the items you want to include in the report
by checking on the boxes provided, and click the Generate Report button. The
report is a PDF file that can be saved to your computer to e-mail as an
attachment, or to print and deliver by hand or via postal mail.

(D v * BACK TO LEARNING CENTER
EmLeommg Center  uvaccomT

My Professional Development Plan and Portfolio

Welcome Select Goal Categories Define/Measure Goals View Status Generate Report

L

E-- B Portfolic Manager

[_J ;j My Content Knowledge My Linl
E J (goal) - Earth and space science content knowledge.
i i {7 (evidence) - Learning Center's SciPacks (2) g
! (evidence) - Summer Workshop Generate —
Report

LY [ Reflection

|3 My Technology Skills
* Instructions

Select those specific tems you would like to include in a printed document representing a report on the state
of your current professional development portfolio. This document will be generated as a POF file, and it will
present all the infermation you select (including links and most upleaded evidence files) as a formatted,
printable file.

In order to view the document you will need "Adobe Reader” installed on your computer. Link below will take
you to the Adobe download site;

0 Download Adobe Reader

Some users may receive the following error when trying to view your generated portfolio report:
"There was an error opening this document. This file cannot be found.”

To correct this problem, simply save the generated report file to your computer first (select "Save” rather
than "0pen”}, then open the file using a PDF reader.

# View "Generating a Report” How-To Animation

The date you generate the report is included in your report.

Thank you for using the Learning Center PD Plan & Portfolio Tool.

Have questions?

If you have questions about this How-to-Guide or regarding the Learning
Center, please submit a Help Desk ticket at:
http://learningcenter.nsta.org/help/ticket.aspx

You may contact a member of the Help Desk staff via phone by calling 703-
312-9270.
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