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What is a personnel portfolio? 

A reflective, evidence-based, unique collection of materials that represents your academic work in three areas - 
teaching/professional effectiveness, scholarship/creative activity and service – and is the primary vehicle for 
securing your employment and/or faculty rank.   

 
What is included in a personnel portfolio?  

• Table of Contents 
• Curriculum Vitae 
• Documentation of joint appointment expectations, if applicable 
• Documentation of time awarded toward tenure or rank, if applicable 
• Faculty Activity Reports (FAR), Faculty Workload Plans (FWP), and Annual Performance Summaries 

from the Faculty Salary Adjustment Process (BOT 4.2.10.5) 
• Student Evaluations 
• Personal Statement 
• Appendices/Supporting Documentation 

 
What are the attributes of an exemplary personnel portfolio? 

• A collection of materials that: 
o demonstrates reflection on your unique and individualized approach to your work 
o makes a clear case for how you have met unit, college and university evaluation standards  
o effectively speaks to multiple audiences in and beyond your discipline (unit, college, provost) 

• a personal statement that: 
o is clear, succinct, and well-written 
o provides evidence for all claims 

• supporting documentation that is: 
o carefully selected for significance 
o connected to a specific statement or claim made in the personal statement 
o included in the portfolio in an organized and logical way 

 
What is the role of the Pew Faculty Teaching and Learning Center (FTLC) in the personnel process? 

• Pew FTLC mentors/facilitators: 
o are a neutral entity in the personnel process; they do not play a role in the summative 

aspects of your personnel action 
o are not necessarily familiar with discipline- or college-specific aspects of your personnel process; you must 

consult with your unit head, other trusted colleagues in your unit, and/or the chair of your College Personnel 
Committee for more specific guidance  

o do not serve as copy editors; you must consult professional peers or the GVSU Writing Center for help with 
writing and editing 

• Pew FTLC will provide:  
o a confidential and supportive environment in which you may safely reflect on your work 
o reflection exercises that are designed to help you gain new insight and perspective on your work 
o individualized attention of an experienced faculty mentor who is familiar with benchmarking 

strategies in portfolio construction 
o opportunities to collaborate with and receive feedback from your faculty peers  
o accountability for meeting your goals  

 
References: 
GVSU Board of Trustees (BoT) University Policies 4.2.10 Procedures for regular faculty appointment renewal, promotion, tenure, periodic performance review, and dismissal for 

adequate cause. Retrieved from https://www.gvsu.edu/policies/policy.htm?policyId=AB9D8125-B096-0A08-66B64840021AF571&search= 
Selden, Peter and J. Elizabeth Miller (2009). The Academic Portfolio: A Practical Guide to Documenting Teaching, Research, and Service. San Francisco, CA: Jossey-

Bass. 
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What is reflection? 
John Dewey described reflection as “active, persistent, and careful consideration of any belief or supposed form of 
knowledge in the light of the grounds that support it and the further conclusions to which it tends” (Dewey, 1933, 
p. 118).  

 
Why is reflection an important component of a personnel portfolio?   

Reflection:  
• is a critical element in any form of learning. (Boud, Keogh, & Walker, 1985/2015) 
• invites you to slow down, get curious, and be intentional.   
• leads to a conscious understanding of your experiences/ideas in a new way.  
• encourages you to identify and align with your values.   
• is a pro-active tool for evaluating, integrating and improving your professional practice. 
• contributes to your deep and lifelong learning. 
• helps to develop a self-awareness and empowers your unique voice. 
• carves out a space to acknowledge your strengths and frame your challenges in a constructive and growth-

oriented way.   
• helps you build the groundwork to begin planning for the future. 
• provides your colleagues and reviewers a dynamic and often inspiring portrait of the unique and significant ways you 

do your work.   
 

What are some ways to engage in the reflective process? 
• There is not one “right” way to approach reflection.  It is unique process for each person.  Embrace the 

ambiguity. 
• Review unit, college, and university evaluation criteria and considering ways in which you have 

demonstrated effectiveness.  
• Review past personal statements (if applicable),  Faculty Activity Reports and Faculty Workload Plans, 

reflective journals,  to identify common themes in your work. 
• Review any feedback you have received from others (student ratings, letters from students, peer 

observations, annual performance reviews, publisher reviews, etc.) to better understand how your work is 
perceived/described by others.  

• Review supporting documentation to brainstorm areas you would like to address in your statement.  
• Review peer personal statements to gather ideas for how to approach/organize your own. 
• Employ a reflective framework to examine your work through multiple lens  
• Respond to reflective prompts pertaining to each aspect of your role  
• Use descriptive verbs, adjectives and metaphors to frame your work  

References: 
Boud, D., Keogh, R., & Walker, D. (Eds.). (2015). Reflection: Turning experience into learning.  London, England: Routledge Falmer. (Original work published 1985).   
Dewey, J. (1933) How We Think. A restatement of the relation of reflective thinking to the educative process (Revised ed.), Boston: D.C. Heath. 
GVSU Board of Trustees (BoT) University Policies 4.2.9 Areas of evaluation for renewal of probationary appointments, promotion, tenure, and periodic performance reviews. Retrieved 

from https://www.gvsu.edu/policies/policy.htm?policyId 
=AB5784F4-ECDC-2D65-100EB4DB665FCC68&search= 
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How do 
teaching/professional 
effectiveness and 
scholarship/creative 
activity inform and 
enrich each other? 
(e.g. student research 
collaborations, 
scholarship of 
teaching and learning, 
etc.) 

 
 
 

Teaching/Professional Effectiveness 
 

What teaching characteristics do you value 
and/or emulate? 

 
How do you engage in teaching? 

 
Why does what you do in your teaching make a 

difference in the lives of students? 

 
How do 
teaching/professional 
effectiveness and 
service inform and 
enrich each other? 
(e.g. service learning, 
curriculum or 
program 
development, etc.) 

  
 
 
 

 
Scholarship/Creative Activity 

 
What scholarly/creative 

characteristics do you value and/or 
emulate? 

How do you engage in 
scholarship/creative activity? 

 
 
Why is your scholarship/creative 
activity meaningful and/or relevant 

to your discipline? 

 
Service 

What types of service do you 
value? 

 
How do you engage in service 

work? 
 

Why is your service work 
important to your unit? College? 

University? 
Community? Discipline? 

 
 
 

 
 
 
 

 
 

 
 

Adapted from “The Teaching Cube,” presented in Statements of Teaching Philosophy by Gail Goodyear and Douglas Allchin at the Center for Effective Teaching and 
Learning at the University of Texas at El Paso, http://sunconference.utep.edu/CETaL/resources/stofteach.html 

 
 
 
 
 
 
  

How do scholarship/creative activity and 
service inform and enrich each other? (e.g. 
community engagement, consulting, etc.) 
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WHAT? 

HOW? 

WHY? 

NOW WHAT? 

What did I do? 

How did I do it?  

Why did I do it? 

What would I like to do going forward?   
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Increase your awareness of 
your work by examining it 
through several different 
lenses or stakeholder 
perspectives.   

 
 

 
 

 
Self – What is your own experience of your work? 
Student – How does your work impact students? 
Peers – How is our work viewed/supported by your colleagues? 
Scholarly Literature – How does scholarly literature support the work you do? 
Evaluation Standards – How does your institution recognize/reward your work?  
 
 
 
 
 
Brookfield, S. (1995). Becoming a Critically Reflective Teacher. San-Francisco: Jossey-Bass. (*Evaluation Standards not part of the 
original.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Self 

Evaluation 
Standards* Students 

Work 
t  

 
Scholarly Literature 

 
 

Peers 
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Metaphors: 
 
Activist  
Cartographer  
Coach  
Craftsperson  
Expedition Leader  
Gardener  
 

 
 
Gracious Host 
Juggler  
Keeper of the flame  
Lantern Holder  
Navigator  
Networker 
 
 

 
 
 

 
 
Performer 
Potter 
Provocateur (with a purpose) 
Rebel with a cause! 
Shepherd 
Taskmaster 
 

 
 
Tour Guide 
Trailblazer 
Weaver 

Adjectives: 
 
Approachable 
Articulate  
Available  
Balanced  
Brilliant  
Caring  
Challenging 
Charismatic  
Clear  
Collaborative 
Collegial 
Committed 
Compassionate  
Competent  
 

 
 
Concise 
Crazy  
Creative  
Curious  
Dedicated 
Demanding 
Dynamic  
Effective  
Energetic  
Engaging 
Enthusiastic  
Fair  
Flexible  
Focused  
 
 

 
 
Funny  
Honest  
Humble  
Infectious 
Innovative 
Inspirational 
Intentional 
Interdisciplinary 
Knowledgeable  
Leader  
Memorable 
Meaningful  
Mindful  
Motivating  
 

 
 
Old-School 
Organized 
Passionate 
Perceptive  
Pleasant  
Positive  
Practice-Based 
Privileged 
Professional 
Proficient  
Quirky  
Reflective 
Responsive 
Rigorous 
 

 
 
Self-Aware  
Sensitive  
Smart  
Soulful  
Stellar  
Supportive 
Thorough 
Thoughtful  
Timely  
Transparent 
Truthful 
Understanding 
Vibrant  
Visionary 
 

Verbs: 
 
Administrate 
Advocate 
Articulate 
Assess 
Bridge 
Challenge 
Collaborate 
Coach 
Connect 
Coordinate 
Create 
Construct 
Critique 
 

 
 
Demonstrate 
Design 
Develop 
Direct 
Disseminate 
Empower 
Encourage 
(Actively) Engage 
Evaluate 
Facilitate 
Focus 
Guide 
Imagine 
 

 
 
Impact 
Implement 
Incorporate 
Inform 
Innovate 
Inspire  
Integrate 
Interact 
Intervene 
Judge 
Lead 
Love 
Mentor 
 

 
 
Model 
Monitor 
Motivate 
Nudge 
Organize 
Plan 
Play 
Practice 
Present 
Provoke 
Pull 
Push 
Question 
 
 

 
 
Refine 
Reflect 
Report 
Serve  
Standardize 
Strengthen 
Support 
Synthesize 
Teach 
Theorize 
Transform 
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What is evidence? 
Evidence is what you provide to support your claims about teaching/professional effectiveness, scholarship/creative 
activity, and service.  It may be provided in a number of ways including reflective explanations, specific examples, 
visuals (small graphs, tables and/or diagrams) embedded into the body of the personal statement, and additional 
supporting documentation (e.g. student evaluations, peer observations, student assignments, etc.) included in an 
appendix, but referenced (e.g. “See Appendix A.1”) in the body of the personal statement. 

What are some tips for what evidence to include in a portfolio? 
• Be selective and provide enough evidence to give a fair and accurate representation of your work. Beyond what 

is required by your unit/college, each person’s supporting documentation will be a unique representation of 
his/her work that reflects personal preference and/or academic discipline. 

• Do not include any supporting documentation that is not referenced in your personal statement. 
• Do not include extraneous and unsubstantiated supporting documentation such as student thank you notes and 

e-mails, Lanthorn articles, flyers and event advertisements, etc. 
• Make additional, supporting documentation “available upon request” (i.e. dissertation, videotapes, etc.). 

What are some tips for how to present evidence? 
• Organize and label evidence in a discernable way (charts, spreadsheets, etc.) that is easy for those outside your 

discipline to navigate. 
• Present evidence accurately, giving accurate credit particularly around collaborative or multi-authored 

endeavors. 
• Make an explicit connection between the personnel criteria and the evidence that shows how you have met the 

criteria (see Table 4 below). Give special attention to any potential “hot-button issues” in your unit/college 
(e.g. publishing record, recruitment numbers). 

 
What supporting documentation is typically required of all portfolios? 

• curriculum vitae 
• faculty activity reports (FAR), faculty activity plans (FAP), and written performance summaries 
• student evaluations (number may vary by unit) 
• written performance summaries (number may vary by unit) 

What are some additional examples of supporting documentation that may be included in the portfolio? 

Teaching/Professional Effectiveness 
• List of teaching responsibilities (courses taught and whether they are required/elective, grad/undergrad, general 

education, introductory survey, capstone, SWS, upper division, etc.) 
• Representative course syllabi detailing course content and objectives, teaching methods, reading, and 

homework assignments 
• Teaching rubrics 
• Sample assignments, quizzes, exams, term projects, recital programs, or other assessments, 
• Student papers, student creative work, abstracts, presentations, articles generated from class projects (remove 

all identifying information on material) 
• Graded assignments, i.e. successive drafts of a student paper along with your comments (only use with 

student’s permission) 
• Examples of curricular revisions/innovations made in response to student evaluations or otherwise 
• Mid-term student evaluations 
• Students’ scores on pre- and post-course examinations 
• Student career or graduate school placement and success 
• Student awards, competitions, presentations (or, if relevant, could be included with scholarship) 
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Teaching/Professional Effectiveness (continued) 
• Teaching development activities (Pew FTLC, seminars, workshops, etc.) 
• Videotape of teaching 
Supporting documentation solicited from others: 

o Statements from colleagues who have observed your teaching or reviewed your course material 
o Statements from alumni that speak specifically to your teaching (invite Unit Head to solicit these 

letters) 
o Statements from outside professionals in your field that speak directly to the nature, quality, and 

extent of your work 
o Teaching Awards 

 
Scholarship/Creative Activity 

• Samples of scholarly work (articles, books, poster presentations, slides, recordings, recital programs, other 
evidence of creative production, etc.) 
• Professional development activities (seminars, workshops, etc.) 
• Examples of scholarly/creative activity from Provost's Office 
Supporting documentation solicited from others: 

o Reviewer feedback (when appropriate) concerning manuscripts, grant applications, or creative work 
o Link or documentation of a peer-review process for specific outlets 
o Published critiques of one’s work 
o Awards 

 

Service 

o Statements from outside professionals in your field that speak directly to the nature, quality, and 
extent of your work

 

• Advising materials (this could also be included under teaching) 

• Description of Honors College, Student Summer Scholars, or other student research projects you have 
sponsored (this could also be included under teaching) 

• Professional development activities (seminars, workshops, etc.) 
• Evidence of editorial work or peer review of journal articles or conference proposals 
• Website or other material that demonstrates participation or leadership in professional organizations 
• Examples of service activities from Provost's Office 
Supporting documentation solicited from others: 

o Statements from committee or task force chairs, board chairs or community groups about the nature, 
extent and complexity of your service 

o Evidence of your work on service learning projects 
o Evidence of your work as a faculty mentor 
o Awards 

 
 
 

References: 
Kaplan, M. Meizlish, D, O’Neal, C., and Wright, M. (2008). A Research-Based Rubric for Developing Statements of Teaching 

Philosophy. In D. R. Robertson and L.B. Nilson (Eds.) To Improve the Academy Vol. 26 (Chapter 16: pp 242-262). 
San Francisco: Jossey-Bass. 

Seldin, Peter, and J. Elizabeth Miller (2009).  The Academic Portfolio.  San Francisco: Jossey-Bass. 
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Table 4. Scholarship Rubric – P. J. Wampler 
Tier Criteria Evidence Dossier Location 
B 1. Presenting scholarly work at regional, national or 

international meetings (must be demonstrated with 
abstracts for scholarly work, either as lead author or 
co-author) 

List of all presentations at 
meetings 

Appendix A: item 1; Appendix 
B: items 14, 15; Vitae 

B 2. Presenting abstracts at regional professional 
meetings with student co-authors 

List of all abstracts with 
students 

Appendix A: item 1; Vitae 

B 3. Occasional (2-3 in 6 years) receiving of internal 
funding for scientific projects with or without student 
involvement (seed grants, FTLC grants, R&D grants, 
S3, travel funds, etc.) 

Summary of all funding 
received while at GVSU 

Vitae: Grants 

B 6. Internal student co-authored research reports (3 
reports count for 1 point in this tier, however 2 S3 or 2 
Mc Nair reports count as 1 point each) 

S3 reports with Patrick 
Womble and Andrew Sisson 

Appendix B: items 1, 2 

B 8. Generating and maintaining datasets and 
disseminating them to the professional community 
(this dissemination need not be in peer reviewed 
literature). 

2009 Storm water data 
summary report for James 
Moyer 

Separate bound report within 
binder 

B 11. Well established pattern of receiving (4 or more in 
6 years) internal funding for scholarship purposes (we 
include all types of scholarship as listed above in this 
category). 

R&D, GVSU Facilities, and 
S3 funded grant proposals 

Appendix A: items 15, 16; 
Appendix B: items 5, 6, 7; 
Vitae: Grants 

B 18. Favorable letters from researchers and 
collaborators at GVSU, either self-solicited or 
requested by department chair 

Letter from Colleagues at 
GVSU (James Moyer; Erik 
Alexander) 

Appendix D: Item 3 

B 21. Technology and geosciences data transfer to the 
non-scientific community 

Robinson Report; Haiti 
Report 

Appendix B: item 3; Appendix 
F: item 6 

A 2. Peer-reviewed publications (scientific or about 
geosciences education) in journals publishing in 
science, geoscience education, educational research 
and applied geology as either lead author or co-author. 

SME article; Hydrology 
article; Geologic Map; Env. 
Earth Sci. Article 

Appendix B: item 11, 12, 13 

A 3. Student co-authored scientific publications or 
publications about geoscience education or applied 
geology (publications in public outreach venues like 
the Grand Valley Newsletter, the Grand Rapids Press, 
or Science blogs like Realclimate.org do NOT count 
under this item; however, publications with students in 
Scientific American or other similar non-peer reviewed 
publications DO count) 

S3 reports; Robinson 
Recreation Plan; Global 
Connections article 

Appendix B: items 1, 2, 3, 4 

A 9. Pattern (4 or more in 6 years) of reviewing scientific 
and geoscience education papers and/or proposals for 
external agencies and institutions. 

List of all reviews completed Vitae: Reviews/ Technical 
Advising 

A 10. Publishing geological maps (including for 
consulting purposes if done within one’s capacity as 
professor of Geology at GVSU) 

Idaho Geologic Map Appendix B: item 13 

A 11. Publishing scientific reports for consulting work Clackamas Reports on 
augmentation and 
temperature; Augmentation 
pilot 

Appendix B: items 8, 9, 10 

A 16. Well-established pattern of student mentoring 
(over 15 in six years) as evidenced by student 
presentations on Student Scholarship Day, S3, McNair. 

Summary of all SSD, S3, and 
other 399 projects 

Appendix A: item 1; Appendix 
B: items 16, 17, 18, 19; 
Appendix D: item 1; Vitae 
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Example 1: 
The CLAS standards characterize effective classroom instruction as that which promotes learning through a 
variety of effective teaching and learning techniques. When planning a lesson, I use a variation of the 
workshop lesson model (opening/schema activation, mini-lesson/focus, activity, share/reflect/connect) that I 
learned from my GVSU colleagues in 2012 and refined through a 2014 training workshop with 
author/educator Wendy Ward Hoffer. My F15 Class Visit Report (CVR) describes a MTH122 College 
Algebra lesson that follows the math workshop format: after a brief formative assessment, I started the lesson 
by inviting students to consider whether a hypothetical students’ argument was valid (schema activation), 
proceeded through a mini-lesson to introduce new concepts, launched and orchestrated a group activity to let 
students engage with those concepts, and ended with a sharing phase to highlight important connections. The 
Lesson Response and Lesson Reflection sections of the F15 MTH122 CVR describe in greater detail how the 
lesson incorporated a variety of effective teaching and learning techniques, as articulated in the CLAS 
standards for effective classroom instruction. 
The CLAS standards also describe effective classroom instruction in terms of the ability to draw upon their 
knowledge of the subject and their learners to make concepts meaningful. An example of this is evident in my 
F14 MTH221 CVR Math for Elementary Teachers, which describes a lesson that is based on a pre-class 
home workshop where students read a math education journal article and practice the skills they will need for 
the upcoming lesson. Doing so not only lays the foundation for the lesson but often provides me with 
valuable information about students’ readiness, which in turn informs my planning and helps me anticipate 
their needs. In the F14 MTH221 course, our daily routine began with a pair of students leading the class 
through a homework presentation from the recent home workshop. I orchestrated those presentations by 
conferring with the two presenters near the end of the previous class period to provide a specific focus for 
their presentation and share how I planned to build upon their presentation in the lesson for the day. The 
Lesson Reflection section of the F14 CVR describes how I used what I learned from the pre-class responses 
and homework presentations (namely, that many students were still not able to apply the essential framework 
needed for the activity I had planned) to adjust the focus of the lesson. The decision proved to be the right 
one, because two days later I was rewarded with one of my most memorable teaching moments as I watched 
the class engage in an inspiring display of perseverance, collaboration, and productive struggle. I wrote about 
that moment on my blog: 

“[They were having] great mathematical conversations, with students defending their thinking and 
explaining their reasoning to one another. They were creating new (to them) mathematical 
relationships by sharing and connecting their individual knowledge. And when they were done, they 
knew it. I didn't have to check their work -- they knew it was correct” 
http://profjonh.blogspot.com/2014/11/quadrilateral-hierarchies-productive.html). 

Because I was intentional about gathering information about students’ prior knowledge and using it to inform 
my planning, I was able to adjust my instruction to meet the needs of my students. 

 
Note: * underlined phrases are hyperlinked to evidence found in the appendices 

 
 
 
 
 
 
 

Source: Excerpt from J. Hasenbank Personal Statement, 2016. Used with Permission. 
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Example 2:  Annotation/Editing Exercise 

• What do you notice about the author’s use of evidence? 
• What types of evidence are used to support claims? In what ways are supporting documents cross-referenced? 
• What additional types of evidence could be used to support the claims? 

 

I believe students learn best when the material is made meaningful for them. I frame course questions and 
content to help students critically examine received knowledge and their taken-for-granted assumptions, to 
help students make the necessary connections between the questions, the concepts, and their everyday lives. 
In Justice and Society, for example, students make daily presentations on current events related to the criminal 
justice system. We also explore a case scenario applying Michigan’s Minor Possession law, which informs 
students about the law on the books while at the same time engaging them in discussions about policing 
practices and their own personal experiences (or those of their friends) (Tab A). Students also must complete 
a field observation in the criminal justice system that gets them out of the classroom and into the “real world” 
of criminal justice (Tab B). Finally, the mock trial gives most students an opportunity to play a role in the 
court system (Tab C). 

 
Similarly, in Constitutional Law and Civil Liberties, students are required to brief cases from the most recent 
Supreme Court term (Tab D). We also examine post-9/11 cases and scenarios to take up questions of 
individual rights and government interests, exploring how these concerns show up in their everyday lives. In 
Criminal Justice and Human Rights, students work together to explore and make sense of a current human 
rights issue, to get themselves outside of what many students have described as the “bubble” of living in 
Western Michigan (Tab E). In the methods course, Qualitative Methods and Legal Research and Writing, students 
focus on learning and applying particular discipline-related skills that will further their abilities to do the work 
of their choice (Tabs F and G). The Legal Thought exercises on alternative dispute resolution techniques 
(Tab H) similarly echo “real life” experiences as students role-play the parts of mediators, arbitrators, and 
disputing parties. Learning then both informs the student and transforms his or her understanding of justice 
at work. In part, the meaning and understanding of the material emerges from the students’ critical 
examination and application of the topic to and in their own lives. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Source: FTLC Portfolio Workshop May 4-8, 2009 Handout: “Examples of Writing about Evidence” Example 2n 
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Organization 

What organization components should I keep in mind as I create my personal statement and portfolio? 
• Table of Contents: To facilitate easier review of the portfolio, a table of contents is highly encouraged, clearly 

marked page numbers on the statement, and clearly marked tabs on all sections of the appendix. 
• Formatting: Adhere to your unit/college guidelines regarding length/font/spacing. 
• Introductory Paragraph: Include an introductory paragraph to state the purpose of your portfolio (contract 

renewal, tenure, promotion) and a concluding paragraph to briefly summarize your work. 
• Address the major areas of your work – teaching/professional effectiveness, scholarship/creative activity, and 

service – separately or integrated according to the nature of your work. 
• Subheadings: For each area of your work, consider using clearly labeled subheadings to organize significant 

content. 
Examples might include: (Note: Actual subheadings will differ by person. The following are merely examples) 

Teaching/Professional Effectiveness 
o teaching responsibilities 
o teaching philosophy 
o curricular revisions 
o specific courses 
o assessment 
o teaching improvement activities 
o student evaluations 
o classroom observation reports 

Scholarship/Creative Activity 
o nature of the work 
o selected samples 
o external funding/grants obtained 
o conference presentations, readings, performances, exhibits 
o supervision of student research 

 
Service 

o sample of committee/task force work 
o student advising (some units consider this a part of teaching) 
o faculty mentoring 
o editorial appointments/offices held 
o service-learning activities 
o work with community civic groups, agencies, organizations (that directly correlate to your professional 

area of expertise) 
 

• Looking Forward: While much of the statement will reflect on the past, be sure to include a section on your 
future goals/plans in each area. 

• Ordering: Ideally, supporting documents are in the same order as the points they support in the personal 
statement. 

Unique Voice 
• Employ a style of writing that captures your unique voice as well as the essence and nuance of your work in a 

compelling way. Some faculty have used narratives, metaphors, conceptualization, themes, etc. to frame their 
statement while others use the standards to structure their personal statement. 

• Use first person. 
• Your statement should not simply repeat information already contained in your curriculum vitae. 
• Avoid being too clinical. Your statement can be professional AND reflect your personality. 
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Tone 

• A balanced tone provides a backdrop to showcase your work. You and you alone are responsible for 
representing yourself and your work at GVSU. Many people who review your portfolio, particularly those 
from outside your discipline, will have no other experience of you other than this written document. Make it 
matter! 

• Always lead with your strengths. 
o Give a concise, but complete account of your work. Do not assume that your colleagues already 

know what you do. 
o Provide crucial context – why your work is significant, how it compares to other work in your field, 

etc. 
o Avoid exaggerating or inflating as it will bring your whole portfolio into question. 

• Frame challenging or negative information carefully. 
o Do not avoid or neglect to mention negative or challenging areas, but do not lead with them. 
o Do not apologize for or downplay your work. 
o Give context, but do not inflate or give negative information more play than it deserves. In other 

words, do not allow a “wild card” faculty member or student (one person’s opinion) to unnecessarily 
color your statement. 

o Focus on how you have addressed negative experiences or evaluations and how they have informed 
your choices moving forward. 

• Avoid: 
o passive voice (e.g. “Positive comments were made about my teaching.” 
o weak language - “I try”, “I feel”, “I believe”, and “I think” 
o negative language – “intimidated”, “overwhelmed” 
o defensive tone 
o overly emotional tone 
o self-deprecation 

 

Clarity 
• Pay careful attention to spelling, grammar, and punctuation. Be sure to have someone read your document for 

these aspects alone. The GVSU Writing Center is a valuable resource. 
• Be concise, using richly descriptive and compelling words to describe your work. Avoid using vague, 

redundant or fluffy language that will distract from the information. Note: It is often useful to mine your 
student evaluations and/or faculty evaluations for effective words others use to describe your work. 

• Avoid using discipline-specific jargon or acronyms without a brief explanation. Remember that your 
statement must speak to multiple audiences – unit, college, university. 

• Write out acronyms at least one time in your statement. 
• If you reference the name of someone well-known in your discipline, be sure to include their title or some 

other identifying aspect of their work for the benefit of those outside your discipline. 
• Avoid including lists or large visuals in the body of the personal statement. These are better placed in the 

appendices. 
 
 

Note: Ask to read the portfolio of a trusted colleague in your unit/college to get ideas for organizing and shaping 
your own. However, keep in mind that each statement will and should reflect the individuality of the faculty 
member writing it. 
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Example 1: Use of Metaphor (from P.Wampler – Personal Statement for Tenure and Promotion to Associate Professor) 

 
Students make their way through dark tunnels, flashlight and rock hammer in hand, to observe 300 
million-year old gypsum, evidence that Michigan once had a climate similar to the Bahamas. Many 
students are amazed that sharks swam in a shallow sea where they now stand. As an assistant professor in 
the Geology Department at Grand Valley State University, I play two important roles. The majority of my 
teaching load since I was hired in 2004 (roughly 70%) consists of general education courses for non- 
majors (Table 1). In this capacity, I see myself as an adventure tourism leader, taking students to see and 
learn about the exciting planet we call home. When possible, we explore on, or in, the ground.  
Technology, like Google Earth, makes it possible for us to explore the planet virtually, when visiting the 
location is impractical. For geology majors in upper division geology courses and through independent 
research projects, I have the role of an expedition leader. As an expedition leader, I take students to a 
deeper level of understanding and I can expect a greater amount of participation and skills. Students 
participate in research while I act as a mentor and colleague. I show them where to look and help them 
interpret what they see. I spend significant time training students to collect data, make careful 
observations, and present results on a range of applied geology problems in papers, posters, and oral 
presentations. 

 
 

Example 2: (from D. Walhof – Personal Statement for Promotion to Full Professor) 
 

Towards the end of her controversial book Eichmann in Jerusalem (1963), the political theorist 
Hannah Arendt accuses Adolf Eichmann and his fellow Nazi officials of presuming they had the right to 
decide ―who should and who should not inhabit the world. Taking it upon themselves to choose those 
with whom they had to share the earth was an attempt, in Arendt’s telling, to alter a fundamental fact of 
human existence: that we necessarily live in a world inhabited by others, whose difference confronts us in 
ways we do not expect and cannot control, despite the temptation to do so. Arendt labels this condition 
plurality. 

As I reflect on my work the past six years as a teacher, scholar, and member of the GVSU 
community, I return again and again to Arendt’s concept. That we live in a world marked by plurality 
drives my scholarly investigations into the relationship between religion and democracy and, more 
recently, into the clash between state sovereignty and human rights. The fact of plurality underlies my 
approach to teaching as a directed conversation among diverse voices. It also shapes how I think about 
my service contributions to my unit, college, university, and the broader community. Central to each of 
these professional areas of responsibility is the fact that we live and work among those whom we did not 
choose, whose presence represents unbidden challenges but also unanticipated opportunities and joys. 

It has been a privilege to spend my professional time and energy amidst Grand Valley’s plurality since 
being awarded tenure and promoted to associate professor in 2007. During that time, I have continued to 
develop in all aspects of my vocation, and I have sought to contribute and lead in ways that fit with my 
skills and personality. I trust that my record over the past six years demonstrates how I have met or 
exceeded the standards for promotion to full professor of my department, college, and university: 
consistent excellence in teaching; acknowledged professional recognition through scholarship; and vital 
contributions to, and leadership in, the unit, university, and community. 
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In what ways might these statements be improved for tone, clarity or voice? 

 
1. I feel that it is important to give students regular and timely feedback. 

2. One small example of my success with student engagement is learning the names of each of the 
students in my large lecture class. I think this makes them feel included. 

3. I regret not being able to reach every student in the course, but I performed the best I could under 
the circumstances. 

4. I always strive to get my students to come to office hours. 
5. I have received several comments on student evaluations over the course of several years about a 

supposed lack of organization in my teaching. I know my course material inside and out and don’t 
agree that my teaching is disorganized. I believe the creative nature of my discipline is perceived by 
students as disorganized. 

6. With the exception of a handful of negative comments in my student evaluations, my MUS 495 
Capstone course is extremely successful. 

7. I think that my scholarship has contributed significantly to my discipline. 
8. I am on the UCC which is the most intense service commitment of any at the university. As you can 

imagine, I spend a lot of extra time preparing for meetings and contribute more significantly than 
many of my colleagues. 
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Interpreting Student Evaluations 

• Student evaluations are an important part of the context in which teaching efficacy may be assessed, though they 
are not the primary source. They provide important information about students' perceptions of courses and  
their learning environment. 

• Student ratings are only one piece of evidence/measure for evaluating teaching. In our faculty handbook, 3 
different areas of documentation are required: "Effective teaching must be documented by: a)self-evaluation, 
b)peer evaluation, and c)student evaluations" (BOT 4.2.9.1.A) 

• Student evaluation forms should not impose any particular pedagogic style on instructors. 
• Identify broad trends – both from individual classes and multiple classes over several years – as they provide a 

picture of the impact the faculty member is having. 
• Identify possible biases because of perceived identity characteristics of the instructor (national origin, race, 

gender, sexual orientation, etc.) 
• Numerical data in forms should be considered in reference to historical averages in courses of similar size, level, 

difficulty, and status (elective/require). 
• Knowledge of subject, assignments, and whether tests are appropriately challenging are best assessed by peers. 
• Consider response rate-feedback from students is most meaningful when the largest possible number of students 

in a class participate thoughtfully. 
• GVSU resource to help you interpret LIFT student evaluations: https://www.gvsu.edu/lift/interpretation- 

resources-14.htm "Your College, Department, or School decides how LIFT data are used in summative 
evaluations of teaching. These principles for applying LIFT results in summative evaluation can guide units in 
determining their practice." Find out how your unit/college understands and interprets the particular role of 
LIFT results. 

• Articles and established resources to help you interpret student evaluations: 
https://www.gvsu.edu/ftlc/student-ratings-of-instruction-105.htm 

Incorporating Student Evaluations into Personal Statement: 
• Keep them in perspective. Do not let them dictate the entire tone of your statement. 
• Give context for evaluations 

o Course (required/elective, median course grade, gen ed/major, SWS) 
o Instructor methodology 
o Unit expectations 
o Possible biases because of perceived identity characteristics of the instructor (national origin, race, 

gender, sexual orientation, etc.) 
o First year evaluations 
o Honor the culture of your unit when giving weight to either qualitative or quantitative data. 

• Highlight positive trends. 
• Address only repeated or otherwise important negative issues brought up in evaluations. Be concise and clear 

in your response. 
• Be careful not to put words in a student’s mouth – either negative or positive. 
• Comment on ways that assignments or course structure changed in response to student feedback, patterns of 

success, or concrete plans to address concerns raised in the evaluations. 
• Written comments in evaluations unrelated to teaching and learning should be disregarded. 
• Check with your unit about whether you are expected to quote or paraphrase student comments and ways you 

are expected to incorporate your analysis of student evaluations into the personal statement (a separate section, 
integrated within your discussion of teaching, etc.) 

Online/Hybrid Courses: GVSU has developed a peer review rubric for evaluating online/hybrid courses. This website 
provides a rubric and highlights components of an effective online/hybrid courses that might be a helpful resource for 
describing and reflecting over your teaching: https://www.gvsu.edu/idel/good-practice-teaching-standards-46.htm 

 
STUDENT EVALUATIONS and ONLINE/HYBRID COURSES 


