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	Comment by Editor: Instructions for how to use this template and guide:

Type directly into the template at “Begin writing here...” or “Text…”. Doing so should help to ensure that the document is properly formatted. 

For guidance purposes, there are reminders in the comments relating to formatting as well as helpful tips. Additionally, in each main section, there is a checklist relating to content so that you know what to include before you begin to organize your thoughts. Refer to the checklist continuously as you develop each section. As you self-evaluate each section, you can actually check off each box by clicking on it to ensure that you have met all the requirements. Please note these lists are resources and not meant to be exhaustive, as it is impossible to cover the details of every method and design. 

The length of a section can vary, unless a guideline is provided. 

Once you have developed each section, refer to the comments and checklists one last time to be sure that the section matches them as discussed with your Chair, then delete them.
 To delete a comment, right click on the comment, then select “Delete Comment”. For additional strategies and guidance, click here.  
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Table of Contents	Comment by Editor: Use the Table of Contents feature in Word. For additional information on creating a table of contents, click here. For additional information on updating the table of contents, click here.	Comment by Editor: Ensure that the headings in the table of contents match those in the document. Please note that place holders are included in this table of contents:
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List of Tables	Comment by Editor: Use the Table of Figures feature in Word and select “Table” as the caption label. For additional information and guidance, click here. 

Begin list of tables here… 
[bookmark: _Toc251423628]
List of Figures	Comment by Editor: Use the Table of Figures feature in Word and select “Figure” as the caption label. For additional information and guidance, click here.

Begin list of figures here…
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[bookmark: _Toc84600932][bookmark: _Toc229316233]Resume
[bookmark: _Toc464831633][bookmark: _Toc465328378][bookmark: _Toc229316234]Begin writing here…
- A resume/CV is an important part of the portfolio since if provides a synopsis of the candidate’s work experience. A resume/CV should be:
a. Properly organized, neat, and visually appealing. 
b. Grammatically correct
c. Identify the skills and abilities relevant to the occupational area being assessed.
d. Highlight relevant work experiences, and responsibilities in a chronological order with most recent appearing first.
e. Educational achievements by institution, award type and date should be presented chronologically with most recent appearing first.
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Begin writing here…
[bookmark: _Toc464831656][bookmark: _Toc465328392]All certificates and transcripts from institution attended must be presented for awards listed on resume/CV




































[bookmark: _Toc84600934]Core Evidence Presentation
[bookmark: _Toc145748774][bookmark: _Toc155062013][bookmark: _Toc159248684][bookmark: _Toc166557819]Begin writing here…
[bookmark: _Toc251424087][bookmark: _Toc464831670][bookmark: _Toc465328404][bookmark: _Toc231285448]All evidence should be arranged by job function or a combination of related function as stipulated by the standards for the skill area being assessed. Clusters or grouping of related units can used as outlined in the action plan developed with the Advisor. 
It is important to have an explanation for all functions/tasks stipulated on your action plan as this is the main piece of evidence that will be used to determine competency. Here details such as what was done, why it was done, how it was accomplished should be provided. The explanation can then be supported with additional evidence such as photographs, videos etc.  In instances where there is audio/visual presentation it is important to narrate the explanation to accompany the activities similar to a documentary as this will help in provide clarity and sufficiency to the evidence provided.
Calculations, scientific and communication skills relevant to the specific tasks should be presented as part of the evidence.
Main Evidence Presentation
The main evidence presentation should include:
f. Explanation of evidence
g. Additional supporting evidence. Supporting evidence can be in the form of:
i. Sketches/Drawings/Plans
ii. Samples – replica of finished produce. Model etc.
iii. Audio recordings
iv. Video recording – this can be a main source supported by certificates
v. Menus
vi. Forms such as administrative forms etc.
vii. Case study
viii. Floor plans
ix. Budget
x. Reports
xi. Photographs

[bookmark: _Toc84600935]Testimonials
Begin writing here…
2. [bookmark: _Toc251424091][bookmark: _Toc464831677][bookmark: _Toc465328409]These are essential for the development of a portfolio especially when submitting still photographs. These are:
a. More than a mere letter of recommendation or character reference
b. Provide detail information on the candidate’s competence in the skill area
c. Illustrate specific outcomes which satisfy the occupational standard
d. Speak to candidate’s competence in satisfactorily mastering the functions/tasks as postulated by the occupational standard for the specific skill area.
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Begin writing here…
3. [bookmark: _Toc464831682][bookmark: _Toc465328414]This contains a listing of all technical terms and abbreviations that were used within the portfolio along with their meanings.  Examples of such includes the following:
a. TVET: - Technical and Vocational Education and Training
b. CVQ: - Caribbean Vocational Qualification
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1. This contains a listing of all the resources used for information during the portfolio development process, such as occupational standards, relevant textbooks, technical journals, manuals, websites etc. This concludes the portfolio and contains the following:
a. Author/Writer
b. Publisher
c. Place of Publication
d. Title
e. Date of Publication
f. Place from where publication was extracted 
g. Page number where appropriate
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Appendices	Comment by Editor: Each appendix that is referenced in the text should appear in this section. Appendices should be listed in the order in which they are referenced in the text.

Remember to include each appendix in your Table of Contents
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Insert/type Appendix A content here…	Comment by Editor: .



[bookmark: _Toc464831685][bookmark: _Toc465328417][bookmark: _Toc84600940]Appendix B: XXX
Insert/type Appendix n content here…



image1.jpeg
2
%,
ey
Ay
n
T
OCATIONA
L £
R
X\““X\“




