



SOUTHERN ADVENTIST UNIVERSITY
PROFESSIONAL PORTFOLIOS

Office of Academic Administration
Revision of February 2005
Updated 02 February 2006
Updated 11 June 2008
Updated 18 February 2009
Updated 19 February 2013
Updated 10 February 2014
Updated 21 December 2021
Updated 29 January 2026

Purpose:

Southern Adventist University is primarily a teaching institution. While research, scholarly activities, and community service are also highly valued, the greatest attention is given to effective teaching that enhances student learning.

The use of professional portfolios is intended to facilitate both ongoing faculty development and periodic evaluation. As a professional development tool, portfolio construction is designed to encourage self-reflection, peer coaching and evaluation, careful analysis of student feedback, and open conversations between the faculty member and their department chair or school dean. As a result of these inputs, faculty members may become more aware of their successes and effectiveness in helping students learn. Additionally, the professor may identify areas in their professional performance that could benefit from additional attention.

The professional portfolio also reflects multiple perspectives, collected over time, that enable academic administration and the Faculty Promotions Committee to make more careful decisions regarding promotion in rank and in employment levels. For this reason, professors will be asked to submit an updated professional portfolio whenever they are eligible for advancement in employment level or promotion to the next category of academic rank. If the professor is at the highest academic rank and employment level, they will be asked to submit a portfolio for review on a 5-year cycle.

Portfolios are always due the last Monday of September. It is recommended that peer reviews and dean evaluation & letter be collected in the academic year prior to the September submission date.

Instructions:

The contents of the portfolio should provide a picture of the professor’s development and effectiveness over time, with special focus on the most recent 5 years. Professors may find it helpful to update their portfolios at the beginning or end of each academic year as part of their Professional Development by Objectives (PDO) process.

The portfolio is a reflection of a faculty member’s professional work, which is kept on file after submission. As such, it should be professional in writing style, with particular attention to grammar and English convention. Include headings and sub-headings based on the instructions that follow. This will make it easier to ensure all required pieces are present and for readers to evaluate the document. Avoid inserting scanned documents into a Word document, as this often degrades and blurs the quality of the information, making it unreadable. When complete, the portfolio is best presented double-sided and clipped with a binder clip. Avoid three-ring binders, plastic page covers, and “cute” embellishments or decorations. Because four members of the Faculty Promotions Committee will review the portfolio, submit four hard copies to the Office of Academic Administration and an electronic copy to eparker@southern.edu. One hard copy is to be given to the dean/chair. Unless the faculty member has the capability to combine PDF documents, it is best to print the separate parts (written document and backup information) and then scan the document as a whole for the electronic copy. Also, avoid including links to the required documentation; use the actual documentation instead. Links to sample scholarly work or performances may be provided.

Portfolio Contents:

The following components should be included in the following order:
Please use this checklist before submitting the portfolio.

1. A cover page that includes the faculty member’s name, current rank and step, academic school/department, and attestation that the dean/chair of the academic department has received and approved the portfolio for submission. The dean/chair initials on this attestation is required.

2. A table of contents

3. A current curriculum vitae containing the following components, in the order listed.
a. Professional directory information (not personal or family information).
b. Degrees earned, including award years, listed from most to least recent. For a doctoral degree, also list the dissertation title and the dissertation advisor.
c. Awards and recognitions. Include the year of the award for any listing.
d. Teaching and/or administrative experience, indicating calendar years for each, listed from most to least recent.
e. Campus committee memberships, current and past, indicating years of service for each committee.
f. Research, scholarly activities, professional performances related to the faculty member’s discipline, publications, and professional activities. List these items in categories, from most to least recent, including the year. Differentiate between peer-reviewed and non-peer-reviewed publications.
g. List service activities, including years served,
i. on community boards and committees, and local service organizations.
ii. on church boards, committees, and offices.
iii. related to your discipline, such as consultations and volunteer activities that help the community through your professional expertise.

4. A Teaching Philosophy Essay 
a. For regular teaching faculty, an essay describing the faculty member’s teaching philosophy. The philosophy statement must address at least the following in clearly labeled sections:
i. Beliefs and assumptions about the purpose of teaching and learning at a Seventh-day Adventist Christian university.
ii. Beliefs and assumptions about students and students’ needs.
iii. Beliefs and assumptions about how you can best facilitate student learning, including how to best teach to various student learning styles.
b. For deans/chairs, an essay describing the philosophy of leadership and the philosophy of teaching. At the beginning of the essay, include information regarding how much time is devoted to leadership and to teaching. For deans with a largely administrative role, the essay should focus more on the philosophy of leadership. The philosophy statement must address at least the following in separate, labeled sections:
i. Beliefs and assumptions about the purpose of leadership, teaching, and learning at a Seventh-day Adventist Christian university.
ii. Beliefs and assumptions about faculty, faculty needs, students, and students' needs.
iii. Beliefs and assumptions about how you can best facilitate and support faculty, and how you can best facilitate student learning, including how to best support various student learning styles.

5. A self-assessment with labeled sections considering the faculty member’s:
a. Leadership effectiveness (for deans/chairs ONLY), how well the dean/chair implements the philosophy of leadership.
b. Teaching effectiveness (for deans/chairs and faculty). – Provide an analysis of teaching effectiveness.  Include in this analysis the following areas of evidence.  
· Student performance
· Standardized examinations, including licensure examinations
· Projects, internships, other accomplishments
· Employment in field, employment in an affiliated field, or admission to graduate school
· Other
· Student perceptions – Comments on course evaluations
· An analysis of teaching effectiveness should carefully consider Likert scores, comments, and observations from student evaluations. Any Likert scores below 3.5 should be addressed. Within student comments, both affirmations and areas of concern should be addressed, and responses to concerns should be included.  Avoid being defensive or worrying about individual comments.  Pay attention to patterns and trends across courses, within courses, and longitudinally for individual courses. Use of generative AI to evaluate student comments is allowed and may be helpful.
· Peer evaluations (Be sure to respond to peer evaluations, even if all comments are positive.)
· Trends in scores
· Specific comments and observations
· Dean’s or chair’s evaluations and/or comments (Be sure to respond to the dean/chair evaluation, even if all comments are positive.) 
· For deans/chairs ONLY - faculty perceptions of your leadership (can include summary of 360 evaluation from Academic Administration Office)
· Evaluation of how well the faculty member applies their philosophy of education
· Evaluation of the faculty member’s response to recommendations made in the most recent portfolio evaluation letter from the Promotions Committee
· NOTE: It may be helpful for the professor to record at least one class session and include their analysis of the recording in this section. It is not necessary to include the recording.
c. Contributions to the students, the department/school, the university, and the community.
d. Scholarship and professional contributions.

6. A description and list of professional development goals. Goals should, at a minimum, address any areas of weakness or needed development identified in the self-assessment. Goals should be written in SMART format (Specific, Measurable, Achievable, Relevant, Timebound).
a. Immediate 
b. Intermediate

7. The department chair’s or school dean’s evaluation checklist (FPC-1 form—see link below) and a letter of evaluation and recommendation from the chair or dean. Deans/Chairs must get this form and letter from the Senior VP for Academic Administration, which will require a classroom visit.

8. Student course evaluation results:
a. The FPC-2a, FPC-2b, FPC-2c, and FPC-2d forms that summarize students’ course evaluation Likert scores since the past portfolio was presented.  
These forms are automatically generated within the course evaluation system. To download PDF copies of these forms for inclusion in the portfolio login to MyAccess, click on the “Academics” tab, then click on “Course Evaluation” under “Course Tools.” Alternatively, follow this link: https://myaccess.southern.edu/mvc/courseevaluation. When in the Course Evaluation System, select the most recently completed term from the dropdown list, then click on “Five Year Average Report.” This will download the four tables for review. Include these tables as supporting evidence in the portfolio. 
b. Course evaluation results, along with students’ typed comments, for the two most recently completed fall/winter semesters. Include evaluations for any summer courses taught for which course evaluations are available within the last year.
To access individual course evaluations, follow the procedure above and instead of clicking on “Five Year Average Report,” click on each course for the two selected semesters and within each course, click on “Download PDF Report for this Course.” The PDF documents should be included as supporting evidence in the portfolio. If summer course evaluations are available during the last year, include them in the portfolio. 

9. Three peer evaluations completed by colleagues who are full-time teaching faculty members at Southern Adventist University. Peer evaluators are selected by the faculty member preparing the professional portfolio.
a. One evaluation (in addition to the one provided by the chair or dean) from a colleague within the faculty member’s home department or school.
b. Two or more evaluations from full-time faculty members in other departments or schools.
c. The director of the Online Campus or the director of the Center for the Biblical Foundations of Faith and Learning and Teaching Excellence may serve as peer evaluators in the “other department or school category.”

10. The most recent letter from the promotions committee, if any.

Locating Forms:
1. Visit https://www.southern.edu/administration/academic-administration/
2. Click on Faculty Information on the right.
3. Click on Forms for Faculty on the right.
4. On the forms page, click the arrow on “Forms Relating to Professional Development.”
5. Click on the needed form
a. Peer Evaluation Form (FPC-3a) v. Fall 2025 (doc) 
b. Dean’s Evaluation Form for Professors (docx)
