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Teaching Portfolio Preparation: 
A Guide for the UBC Teaching Community 

 
The information below was adapted from Teaching Portfolio Preparation by Gail 
Riddell, Centre for Teaching and Academic Growth. In creating the original document, 
Gail Riddell received valuable assistance from Judith Johnson, Audiology and Speech 
Sciences and William Webber, Anatomy (1999). 
 
Revisions to the original document were made by Bjorn Thomson and Isabeau Iqbal in 
2003 and again in 2007. 
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Introduction 
  
Scholarship at the University of British Columbia embraces teaching, research and 
service. Evidence of performance in these categories is sought when documenting 
achievement, especially for purposes of tenure and promotion. The five aspects of 
teaching that are publicly accountable are: vision, design, interaction, outcomes and 
analysis (Carnegie Foundation). Evidence of teaching effectiveness and student learning 
are most often gathered through the use of student, peer and self-assessment, using a set 
of agreed-upon teaching criteria. 
 
This guide has been developed to help you systematically gather selected information and 
materials in support of teaching activities as you experience them. Self-analysis and 
reflection are the keys here, and the outcomes of that analysis are twofold: you make a 
strong case to others about your teaching competency, and you help yourself to 
understand and improve your approaches to teaching and learning. 
 
Some form of the Teaching Portfolio (or Teaching Dossier, as it is sometimes called) is 
either required or strongly encouraged in a large number of universities for both 
reflection and assessment, and the numbers are growing. There is some evidence to 
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support the claim that individuals using the portfolio demonstrate improvement in levels 
of teaching and learning (Seldin, 2003).  
 

The Teaching Portfolio Defined 
 
"A teaching portfolio is a collection of materials that document teaching performance." 
(Seldin, 2003, p.3) 
 
The Portfolio is not a container into which you drop everything that defines you as a 
teacher. By selecting and highlighting strengths and achievements in a way that only the 
individual can do, another dimension of the teaching activity is available to those charged 
with sound decision-making about teaching activities. At the same time it provides you 
with more insight about your own teaching approaches and values. When combined with 
student feedback that focuses on their learning and with broadly-based peer feedback, the 
portfolio becomes an important factor in assessing meritorious performance. 
 
The portfolio is a map or template, helping you to organize, articulate and support your 
teaching contributions and documentation. It is a cumulative document, updated at least 
yearly, and parts of it can form the teaching component of your curriculum vitae. This 
guide takes you through the steps of portfolio preparation. 
 

The Portfolio: Make a Case for Your Effectiveness as a Teacher 
 
This is your chance to make a case for your effectiveness as a university teacher. Think 
about your portfolio in much the same way as you approach a research question, and 
build a case to support your ‘effective teacher' thesis. First, you will wish to think broadly 
about what the act of teaching means to you. Later you can reflect upon and describe the 
sorts of evidence chosen to support your case. It is useful to have a set of widely-used 
effective teaching criteria against which to measure yourself.  
 
Next, you will collect and analyze the evidence and create a document which uses the 
supportive evidence to make conclusions about your teaching. In doing so, you will wish 
to look at the unique elements of your teaching role, for example; the sizes and levels of 
the courses you teach, the ways that you plan, conduct and evaluate them, and the goals, 
strategies and philosophy that underpin your efforts to help students learn. To support 
your thesis, you will wish to supply evidence to show that the course aims have been met, 
and that students have achieved the learning objectives. You will also wish to document 
and highlight your involvement in all teaching-related activities, such as curricular 
revision, teaching evaluation or teaching award committees. 
 
This guide helps you to collect evidence from a variety of sources; the rest is up to you, 
with the help and support of your more experienced colleagues and your department 
head. 
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Starting on a Portfolio 
 
The primary document should be from five to eight pages in length, which includes the 
philosophy of teaching statement, summary of teaching activities, and evidence of 
teaching effectiveness. 
 
If you are using the teaching portfolio for the purpose of promotion and tenure, the 
brevity of the primary document allows for its passage through the system from 
Department, to Dean, to Senior Appointments Committee, where relevant.  It is in your 
interest to insert subheadings from your teaching portfolio into your UBC-CV so that 
evidence of your teaching activities and accomplishments go forward to the Dean and to 
the Senior Appointments Committee.  You will want to feature: 

• How you effectively facilitate student learning and work to achieve the desired 
student outcomes (Good teaching) 

• How you practice scholarly teaching, that is “good teaching that is reflective and 
evidence-based; maintaining “pedagogical content knowledge”; and 

• Your involvement in the systematic study of teaching and learning processes, and 
the sharing and review of such work (the scholarship of teaching and learning)1 

 
Always check with your own Faculty regarding expectations for a teaching portfolio. At 
this time (January, 2007), and for most faculties, the teaching portfolio goes only as far 
forward as the departmental promotion and tenure committee. 
 
1. The definitions of “good teaching”, “scholarly teaching” and “the scholarship of 
teaching and learning” are taken from:  
McKinney, K.  (2004).  The scholarship of teaching and learning: Past lessons, current 
challenges and future visions.  To Improve the Academy, 22, 3-19. 
 

Assembling the Portfolio 
 
Before you begin, remember: 

• Understand the context. Consult with your peers, department head and 
promotion/tenure committee to determine the type of portfolio that suits your 
unit's needs. It pays to familiarize yourself with University and Faculty mission 
statements and the Academic Plan - your teaching may exemplify aspects of that 
mission. 

 
• Know which teaching criteria your department and faculty use to assess 

instruction. If no written criteria exist, check the TAG Web site under the heading 
“The Seven Principles for Good Practice in Undergraduate Education”. (link to 
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/7pri
ncip.htm). Prior to beginning the data collection process, think about the areas 
that you wish to highlight in your teaching practices. 
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• Think about the content you will include in your portfolio how your portfolio will 
be organized. Each area that you choose to highlight will require supportive 
documentation. For example, you may wish to show evidence of improving 
student knowledge and skills acquisition, or of moving away from instructor-
centered and towards student-centered teaching.   

 
• Assume nothing. Begin now to collect any information pertaining to teaching, and 

err on the side of documenting and saving too much, since you will need to base 
your case on evidence. You can, and should, discard some of the material later. 
For example, retain copies of all items referred to in this guide, including 
exemplary course outlines and learning objectives, innovative assignments, 
samples of student projects, and more. Check your updates annually, just as you 
do for your curriculum vitae. 

 
• Brevity is the key. Five to eight pages tell the story of your teaching, supported by 

additional documentation and information as detailed in this document. 
 

• Don't write the introduction too soon! The introduction to a portfolio is extremely 
important. There is no second chance to make a good first impression. You can 
only write a really good introduction when you know exactly what you're 
introducing, so leave the introduction until you've more or less finished 
everything else in your portfolio. You can, of course, write a draft introduction, 
but this is probably best as a bullet-point list, or a mind-map sketch 

 
Now you may wish to follow, in whichever order or form works for you and your 
department, the procedures laid out in the next five sections (A-D). If you have items 
which cut across teaching and another scholarship category (e.g. service), select the 
category that seems to fit best and cross-reference the items. 

Teaching Portfolio Components 

A. Philosophy 
 
To introduce the reader to your views about teaching, learning and students, it is 
important to begin the portfolio with statements about your goals and vision of teaching. 
You are charged with demonstrating to the reader your commitment to the practice of 
teaching. While this introduction is meant to reflect your talents, certain guidelines apply: 
 

• Make the statement reflective and personal; for example: what skills and values 
do you bring to the instructional aspect of your job? What is your goal with 
respect to student learning? What qualities would you like to be remembered by 
as a teacher? 

• The statement should be brief, from a few paragraphs to one or two pages, 
depending upon your situation 

• Use a straightforward narrative (first-person) style 
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• Avoid technical language and use broadly-applicable language and concepts, 
since not everyone reading the document is an expert in your field 

 
To assist you in writing your statement of teaching philosophy, please refer to the 
Supplementary Questions for Reflection below. 
 

Statement of philosophy - supplementary questions for reflection 

Discipline and Classroom Approach 
• Within your discipline, which area do you regard as your strongest? What are 

areas that need improvement? 
• What is your greatest asset as a classroom teacher? Your greatest shortcoming? 
• Which teaching approach works best for your discipline? Why? 
• How do you change teaching methods and strategies to meet new classroom 

situations? (give a recent example) 

Instructor-Student Rapport 
• How would you describe the atmosphere in your classroom? How do you think 

your students would describe it? 
• What is your primary goal with respect to your students? (Who are your students 

and what are their goals?) 

Teaching Goals and Strategies 
• How does your teaching help students to master concepts and promote 

understanding of theory and practice? 
• How do your courses contribute to students' achievements in their university 

program, and after their return to the community? 
• How do you nurture intellects in a setting where grades can be the key student 

motivator to learning? 
• How do you help students to learn aims and outcomes? (teaching methods)? 
• What steps do you take to encourage higher level learning (such as synthesis, 

analysis, application, problem-solving, etc.)? 
• What is active learning and how do you use it in the classroom and in 

assignments? 
• How do you test the learning outcomes? (evaluation of learning)? 

Questions about Teaching 
• What is the one thing that you would most like to change about your teaching? 

What have you done about changing it? 
• In which ways has your teaching changed in the last five years? Are they changes 

for the better (for you, for your students)? Explain. 
• What would you like your students to remember about you as a teacher ten years 

from now? 
 



 6 

* The above questions originated at Cornell University (with the exception of "Teaching 
Goals and Strategies"). 

 

B. Teaching Activities 
 
Now that your philosophical scaffolding is firmly in place, you can build a case and 
provide evidence about your commitment to teaching. 
 

• How do you choose or emphasize course content? 
• How do you teach so that students master the knowledge, skills and new 

perspectives indicated in your course aims and intended learning outcomes? 
• How do you evaluate student progress? What range of assessment methods do 

you use and why? How do you give feedback to your students on their assessment 
results? What are your classroom approaches? 

• How have you used innovative practices in your teaching, and why? 
• In which ways have you tried to improve instruction? What approaches worked or 

failed to work and why? How have you changed your approach over the years? 
• How did you learn from this experience? 

 
Remember, quantity is not synonymous with quality --  you can select summaries of 
student feedback, brief examples of course outlines and outcomes, brief forms of 
activities that you have used to actively involve students in learning. 
 
The section on Teaching Activities is subdivided as follows: 

Teaching Responsibilities 
Supervising and Advising Students 
Activities Engaged in to Improve Teaching and Learning 
Committee Service (Teaching and Learning Issues) 
Publications and Professional Contributions 
Ways to Assess and Reflect Upon Teaching 

 
 

Teaching Responsibilities 
For the portfolio, you may wish to provide a brief summary of course types and any 
revisions, together with the rationale for change, the types of teaching that you do based 
on such issues as class sizes, times, course goals (for example, are you providing 
information, coaching, encouraging self-direction?). 
 
Supportive evidence 

• Actual teaching methods used in the classroom (e.g., collaborative inquiry, 
problem-based learning, case studies, lecture, small group discussion, problem-
solving, project-based, student presentations or other critical thinking pedagogies) 
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• Titles and numbers of courses taught, including graduate, undergraduate, and 
reading courses. You may wish to briefly highlight those courses that you have 
developed or substantially revised. 

• Number of students in each course. Describe your workload including, where 
appropriate, the number of teaching assistants assigned to assist you in the course 
and the nature of their involvement. 

• Details of other teaching activities such as seminars, advising students, 
supervision of a teaching or research practicum  

• Athletic coaching, field placement supervision, and coaching or studio teaching in 
the performing arts as well as your general availability to students  

• Exemplify teaching practices, such as the design of an unusual course or 
assignment, ways that course aims were adapted to meet needs of students, ways 
that faculty member is accessible to students 

• Coordination of multi-section, sequenced, or interrelated courses 
• Teaching involvement outside your unit 
 

Supervising and Advising Students 
Here you will set the context for your supervisory duties, including graduate and 
undergraduate responsibilities, average supervision load for your department, and the 
normal nature and extent of your duties. 
 
List of supervisory activities 

• Documentation of supervision activity includes names of those supervised and the 
nature and extent of the supervisory activity. It is also useful to indicate the 
outcome of the supervision (e.g. the thesis title and acceptance date, the citation 
information of a student publication, or the date and venue of a public 
performance). Remember to detail your supervision load within the context of the 
average departmental load. 

• Ph.D. thesis supervision (indicate whether supervisor or committee member) 
• Masters thesis supervision (as above) 
• Honours thesis supervision (as above) 
• Supervision of graduate and undergraduate independent study or directed readings 
• Advisement on program of study, courses, or career and professional advice 

undertaking of formal or informal student mentoring 
• Supervision which has contributed to publications, exhibitions, performances and 

conference presentations by students 
 

Activities Engaged in to Improve Teaching and Learning 
Professional development encompasses all steps taken to improve an instructor's 
effectiveness. The means by which you seek to improve your teaching and students’ 
learning follow quite directly from your philosophy and teaching strategy statements.  
 
This is your opportunity to focus upon your efforts to improve the classroom climate, to 
trouble-shoot in problematic courses, to solicit feedback from students about these issues. 
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Now is also the time to summarize your attendance in any teaching-related seminars, 
workshops or conferences, and to explain how you used new information in the 
classroom. 
 
List of activities engaged in to improve teaching and learning 

• Steps taken to assess and respond to general problems arising in a course, which 
may necessitate redesign or refocus of course content and/or teaching methods 

• Results of student ratings or questionnaires designed by you to solicit assessments 
of your teaching effectiveness. 

• You may also wish to indicate how often you request feedback from your students 
and what you do with the information. 

• Description of efforts made to improve the classroom climate or your teaching 
methods. You may wish to consider items such as steps taken to ensure free and 
open participation and the comfort of all learners regardless of gender, ethnic 
origin, class, age, sexual orientation or ability. 

• Seminars, Instructional Skills Workshops, and conferences on teaching and 
learning approaches and techniques (internal and external) attended 

 

Committee Service (Teaching and Learning Issues) 
Many activities do not take place in classrooms but do provide important support for 
teaching. Some of these departmental, faculty and University-wide activities which 
contribute to strengthening teaching are described below. 
 
You may also be engaged, at the departmental level, in course and curricular revision, or 
in the development of new programs. You may wish to include a letter describing your 
committee work, written by a senior member of the curriculum committee. 
 
List of committee service that pertains to teaching and learning issues 
Include details such as names of committees, dates, and the nature of your contribution 
here. 

• All activities concerned with teaching that you have undertaken as a member of a 
faculty, department, or cross-disciplinary committee, subcommittee, ad hoc 
committee, or task force. If relevant, consider membership in the Senate, Board of 
Governors, library committees, teaching and scholarship committees, Teaching 
and Learning Enhancement Fund, Advisory Boards (such as TAG), Presidential 
or Vice-presidential committees on teaching, learning technologies, teaching 
awards committees (faculty awards, university awards, special awards e.g. TA 
teaching) and other committees working on academic policy, curriculum, review, 
planning and implementation as they pertain to teaching activity. 

• Teaching assistant professional training, orientation, or development 
• Attendance at professional training, orientation, or development sessions for 

faculty, such as orientation sessions for new faculty, and sessions that introduce or 
raise consciousness about teaching techniques or learning technologies 

• Involvement in the Focus on Teaching Program through TAG, or similar 
departmental or faculty-based mentoring or teaching support programs. This may 
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include providing consultation or review to instructors in other units in improving 
teaching effectiveness 

• Involvement in establishing, adjudicating, or administering awards or honours 
recognizing and celebrating student achievement 

• Observing others teaching as part of formal or informal evaluation and feedback 
regarding teaching effectiveness 

• Serving on accreditation committees, curriculum planning/review committees, 
task forces, program revision committees 

• Organization of retreats and strategic planning sessions (as they relate to teaching) 
• Development of department teaching resources such as computer instruction 

projects, a teaching materials resource centre, a reference map collection, a 
visiting scholar program 

• Use of your teaching materials by instructors in other departments, faculties, 
colleges or universities 

• Development of widely-used student ratings of instruction or other assessment 
instruments 

Publications and Professional Contributions 
Other activities taking place outside the classroom context include publications (such as 
curriculum materials or workbooks and conference papers that relate to teaching or 
student learning). You will also wish to discuss and provide supportive documentation 
about any involvement you have had developing and teaching seminars or workshops. 
Any direct involvement in writing and running a Teaching and Learning Enhancement 
Fund project should be described and documented here, as well. 
 
List of publications and professional work that contributes to teaching and learning 

• Workshops and seminars about teaching that you designed and instructed 
• Curriculum materials - details of published and unpublished curriculum materials, 

textbooks, workbooks, case studies, class notes, lab manuals, and other classroom 
materials which you have developed 

• Research and professional contributions related to teaching - books (including 
chapters in books, edited books, and special issues of journals); articles (indicate 
whether refereed, solicited, or non-refereed); papers in conference proceedings 
(indicate whether refereed or non-refereed); bibliographies; newsletters; 
unpublished conference papers 

• Funding related to teaching - internal and external teaching development grants, 
fellowships, including Teaching and Learning Enhancement funds 

Assessing and Reflecting Upon Teaching 
Assessing and reflecting on your teaching contributes to your effectiveness as a teacher. 
You may wish to include the ways that you monitor and evaluate your own teaching and 
reflect on what the evidence gathered tells you about your teaching. 
 
Ways to assess and reflect upon teaching 

• Departmental teaching evaluations (initiated by the unit) 
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• Peer evaluations or reviews based on visits to your classroom and/or scrutiny of 
your course materials. Note: before peer observations are undertaken, your 
department should be clear about the teaching aims and student learning outcomes 
that apply to your undergraduate or graduate program. 

• Teaching awards received by you including departmental, faculty, and University 
of BC awards, and external awards (professional association, national and 
international teaching awards). Nominations for awards also indicate your 
reputation as a teacher 

• Unsolicited and solicited letters from students (initiated by the unit) 
• Student-initiated feedback 

 

C. Providing Evidence of Student Learning 
 
When appropriate, discuss any objective indicators of student progress (such as students' 
standing on a nation-wide examination), or of teaching which has contributed to honours, 
awards or employment for students. In doing so, you may wish to describe the various 
types of learning which took place, such as knowledge, concepts, abilities, performance, 
skills, or new perspectives. 
 
Types of evidence of student learning 

• Objective indicators of student progress, where available (proficiency tests, 
students' standings on nation-wide tests, etc.) 

• Feedback from supervisors or employers of graduates 
 

D. Teaching Reflections 
 
You may wish to make some concluding remarks that tie together the philosophy, 
approaches, evidence and evaluative sections. At this point it is also prudent to detail a 
plan for future actions, including your motivation and challenges, as well as short and 
long-term teaching goals. These remarks belong in the body of the Portfolio. 
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ALL OF THE PUBLICATIONS LISTED ABOVE ARE AVAILABLE FOR READING 
FROM THE TAG RESOURCE ROOM. 
 
  
 


