The Art Institute of California – San Francisco
Course Syllabus

Course Number: FS297
Course Title: Portfolio I 

Class Meetings: Wednesdays 8 a.m. – 12 noon, room 309. 11 weeks. January 11, 2012 - March 21, 2012.
Session/Year: Winter 2012  

Instructor Name: Sharon Kaitner, M.Ed.

Email Address: skaitner@aii.edu
Phone: best reached via email

Instructor Availability Outside of Class: Immediately before or after each class and via email. Please see my website http://casabasa.com for current course information.
Portfolio I

Course Description: This course prepares students for the transition from the classroom to the professional world. Students prepare for job interviews by compiling a portfolio. Students demonstrate their conceptual, design, craftsmanship, and other skills as they assemble and refine their portfolio pieces. Working individually with an instructor, each student selects representative pieces, showcasing work that reflects a unique style. Particular emphasis is placed on identifying short- and long-term professional employment goals, as well as related strategies and resources.

Course Length:  

11 Weeks
Contact Hours: 
44 Hours


Lecture:  

22 Hours


Lab: 

22 Hours

Credit Value:

3 Credits
Quarter Credit Hour Definition

A quarter credit hour is an amount of work represented in intended learning outcomes and verified by evidence of student achievement that is an institutionally established equivalency that reasonably approximates not less than:
(1) One hour of classroom or direct faculty instruction and a minimum of two hours of out-of-class student work each week for 10-12 weeks, or the equivalent amount of work over a different amount of time; or 
(2)  At least an equivalent amount of work as required in paragraph (1) of this definition for other academic activities as established by the institution including laboratory work, internships, practica, studio work, and other academic work leading to the award of credit hours.
Course Competencies:

Upon completion of this course students will be expected to demonstrate the following:

· Review with instructor and advisor the direction in which the student has decided to specialize the portfolio.

· Produce professional-level productions.

· Demonstrate ability to make a presentation of work.

· Complete personal letterhead and business cards.

· Attend and professionally present your completed portfolio at the portfolio showing if you are an Associate level graduate.
Course Prerequisite(s): Permission of Academic Director/Advisor

Required Texts:  None
Materials and Supplies: Color prints, storage disks, portfolio case, design and matting supplies
Estimated Homework Hours:  4-6 hours/week     
Technology Needed: All software and hardware required to compose and refine your portfolio.    


Grading Scale: 

All assignments must have clear criteria and objectives to meet. All students shall be treated equitably. It will be that student’s right to know his/her grade at any reasonable point that information is requested by that student. The criteria for determining a student’s grade shall be as follows (on a percentage of total points basis):


A
100-93


A-
92-90


B+
89-87


B
86-83


B-
82-80


C+
79-77

C
76-73


C-
72-70


D+
69-67


D
66-65


F
64 or below

Process for Evaluation: 


Attendance and Participation



25%

Assignments and Exercises                  

45%

Mid-Term Project/Examination                            
15%

Final Project/Examination                                     
15%
 

Student Evaluation/Grading Policies:

· To graduate, students must achieve a minimum grade of “C” in their final
portfolio class. 
· Class time will be spent in a productive manner.

· Grading will be done on a point system.

· Points for individual activities will be announced.

· All work must be received by the set deadlines.

· ABSOLUTELY NO WORK WILL BE ACCEPTED AFTER THE FINAL CLASS MEETS WEEK 11.
Classroom Policy: 

· No food allowed in class or non-kitchen lab at any time. Drinks in recloseable bottles allowed in classroom.

· Edible items brought to class or lab must be thrown out.

· If student elects to eat/drink outside class or lab door, missed time is recorded as absent.

· Tardiness or absence is recorded in 15-minute increments.

· Break times are scheduled by the instructor at appropriate intervals.

· No private software is to be brought to lab or loaded onto school computers.

· No software games are allowed in lab (unless in course curriculum).

· Headphones are required if listening to music during lab. No headphones are allowed in lecture.              

Disability Policy Statement:

It is our policy not to discriminate against qualified students with documented disabilities in its educational programs, activities, or services. If you have a disability-related need for adjustments or other accommodations in this class, contact the Disabilities Services Coordinator at 415-276-1060.
Academic Honesty Policy:

Students are expected to maintain the highest standards of academic honesty while pursuing their studies at AiCA-SF.  Academic dishonesty includes but is not limited to: plagiarism and cheating; misuse of academic resources or facilities; and misuse of computer software, data, equipment or networks.  

Student work that appears to violate AiCA-SF’s standards of academic honesty will be reviewed by the Committee on Academic Honesty.  If the work is judged to have violated standards of academic honesty, appropriate sanctions will be given.  Sanctions include but are not limited to course failure and academic termination.

Weekly Course Outline

Week 1: 
Lecture: Review of requirements for completing portfolio for graduation. Second class; look at the work to date. 

Lab: Collect what you have but weed it down to your best 15 to 25 pieces. List what you know you want to create for anything that is missing. Prepare this to be discussed in the second class. 

Homework: Collect all potential portfolio pieces and organize.
Week 2:
Lecture: Present calendar and portfolio design plan at beginning of class for critique. Examples of Letterhead and business cards and resumes presented 

Lab: Begin work on first area. Finalize portfolio projects and/or design unfinished areas. Those wishing to speak at graduation should submit first drafts of speeches to Career Services. Workshop on book binding announced.
Homework: Compose calendar plan.
Week 3:
Lecture: Individual design of portfolios discussed. 

Lab: All book originals should be ready to scan or shoot photos of. There may be one or two projects you still need to add. Shoot photos or scan. Prepare all images for CMYK for print and RGB for digital portion. Begin organization and layout of final portfolio pieces including Business Card and Stationery. 

Homework: Continue work on unfinished portions of portfolio as homework.
Week 4: 
Lecture: Review by Faculty of portfolio to date and Business cards and resume and demo cover letter on stationery.
Lab: Continue work on portfolio. Finalize work on Business Cards and Stationery.
Homework: Collect all potential portfolio pieces and organize.
Week 5: 
Lecture: Give away mini-portfolios and Business Cards and Resume on Stationery due for critique. In-class demo on making Acrobat PDF’s.
Lab: Resume due to Career Services. Creating PDF resume and portfolio representation.
Homework: Print portfolio should be underway and prepared for a first printing by Week 6 when we have a review of our portfolios by outside designers. 

Week 6:
Lecture: All portfolio additions should be completed. Portfolio Reviews by outside guest advisors this week or next. 

Lab: Clean up print portfolio as advised or inspired. 

Homework: Collect all potential portfolio pieces and organize.
Week 7:
Lecture: Individual Portfolio advisement. 

Lab: Clean up and improve any areas designated by last critique.
Homework: keep working, buy or make case
Week 8: 
Lecture: Individual Portfolio advisement. Possible outside faculty and industry professionals’ review work. 

Lab: Continue work on Print Portfolios.
Homework: Fine tune for presentation, complete leave behind piece
Week 9:
Lecture: All portions of Portfolios due for class critique: Final Faculty Advisor critiques. 

Lab: Take notes of critique and make changes.
Homework: Collect all potential portfolio pieces and organize.
Week 10: 
Lecture: Public presentation preparation with examples. Complete Portfolios Due for Faculty Review and “Best Portfolio” Judging. 

Lab: Work on public portfolio shows presentation. Space design will be examined and discussed. All exit interviews and signature sheets should be completed by this time.
Homework: Prepare presentation signage
Week 11: 
Lecture 

Lab: Presentations of portfolios. Public Portfolio Presentation for Associate degrees, SHOW TIME!
Grading is based on meeting all competencies, portfolio requirements, creativity, professionalism, and individual and class participation. You must maintain a minimum of a C to pass this course. Less will result in your having to repeat the course.

You must attend all reviews by faculty and outside guests. You must turn in your projects on time. (See calendar week one.) A printed and PDF resume and portfolio package must be given to Career Services for their assistance in getting you a job. You must present yourself and your completed portfolio in a professional manner at a public portfolio review. You will lose a grade for each element missed.
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