


INSTRUCTIONS AND GENERAL TIPS
Instruction
In the portfolio you reflect on the various sub-areas of the UTQ using reflection questions. The portfolio is intended to provide a picture of your educational experience in relation to the final objectives of the University Teaching Qualification (UTQ). The portfolio forms the basis for the assessment interview.
NB: the guideline for the size of the reflection part of the portfolio is 15 pages.

Tips
· Answer the reflection questions as specifically as possible. Explain how you work.
· Give examples when necessary to illustrate your approach.
· Justify the choices you make, preferably with educational literature or e.g. course evaluations.
[bookmark: _Hlk161133213]SPECIFICATION OF THE UTQ COMPETENCE AREAS
The portfolio reflects on the UTQ final objectives by answering reflection questions. The reflection is supported by attachments.
	[bookmark: _Hlk161131402]I PROFESSIONAL development

	Area of competence
	Final objectives
	

	
	The academic teacher is able to:
	As evidenced by, e.g.:

	I a – Professional knowledge
	· keep professional knowledge and skills up to date;
· master the current subject content to such an extent that they can apply it in education and design course components about it.
	· Personal and education CV


	I b – Didactic knowledge
	· keep didactic knowledge and skills up to date at course level.
	· Overview of didactic training completed (in education CV)
· Attachment 1

	I c – Developmental

	· reflect on one's own performance and development as a teacher.

	· Initial reflection (development document) and final reflection

	

	[bookmark: _Hlk161132048]II teaching

	Area of competence
	Final objectives
	

	
	The academic teacher is able to:
	As evidenced by, e.g.:

	II a – Teaching


	· employ a variety of substantively relevant and educationally sound teaching methods, learning resources and activities that align with the learning objectives and reflect current developments in education;
· fulfill different teaching roles, appropriate to the chosen learning activity;
· deliver education in such a way that accounts for diversity within the student population, by addressing differences in prior knowledge, aptitude, background and individual circumstances;
· create a stimulating, activating and motivating learning environment, including by being enthusiastic and engaged.
	· Observation and (video) reflection
· Analysis of activating education
· Course evaluations and other evaluations focused on teacher behavior
· Reflection on student evaluations (groups)
· Appendix 4, 5 and 7

	II b – Supervising students and assistants
	· support students and encourage them to take responsibility for their own learning and development process;
· guide individual students as a tutor or coach;
· guide students with individual study assignments such as thesis or internship.
	· Description 'Supervising individual students' (portfolio Chapter III)
· Reflection on student evaluations (individual supervision)
· Appendix 8

	II c – (Managing) project teams
	· work in a team and to consult with colleagues and/or other relevant individuals about the content and form of the education they provide.
	· Active participation and contributions during teacher training/UTQ course

	

	[bookmark: _Hlk161132131]III FEEDBACK AND assessment

	Area of competence
	Final objectives
	

	
	The academic teacher is able to:
	As evidenced by, e.g.:

	III a – Testing and assessing students
	· provide feedback in a substantiated manner that leaves room for learning, including making mistakes and errors;
· evaluate various types of (partial) performances and arrive at a final assessment after weighing individual components.
	· Analysis of feedback given (portfolio Chapter IV)
· Appendix 9

	IV b – Designing testing and assessment (instruments)
	· make an educationally substantiated choice from various test formats and align these with the learning activities and objectives of the course;
· design suitable instruments to assess both knowledge and skills;
· conduct test analyses, evaluate the test and adjust them based on the results.
	· Analysis of feedback given (portfolio Chapter IV)
· If applicable: Self-designed test questions with feedback and test analysis (portfolio Chapter IV)
· Appendix 9

	IV c – Evaluating education
	· reflect on their own teaching and adjust it where necessary;
· engage in discussions with committees from the quality assurance cycle, such as the programme committee and board of examinors.
	· Reflection on student evaluations
· Appendix 7 or 8

	

	Iv DESIGNING education

	Area of competence
	Final objectives
	

	
	The academic teacher is able to:
	As evidenced by, e.g.:

	IV a – Designing teaching situations
	· organize a course in a systematic and educationally responsible manner so that it aligns with the course objectives and its place within the programme, taking into account the (diversity of) prior knowledge, aptitude, background and individual circumstances of the students;
· connect a specific part of the education to the overall curriculum.
	· The (re)design of an educational component (portfolio Chapter II).
· A lesson plan of a teaching moment that you give (initial situation, learning objectives, time schedule, teacher and student activities, feedback activities),
· Appendix 3 and 4

	IV b – Evaluative design
	· evaluate the (self-designed) education or facilitate its evaluation and adjust it if necessary
	· The (re)design of an educational component (portfolio Chapter II).
· Appendix 7
· Reflection on student evaluations

	IV c – Coordination
	· organise the objectives of the course(s) in accordance with the organisation of the faculty and/or programme
	· The (re)design of an educational component

	IV d – Innovation
	· innovate (parts of) a course.
	· The (re)design of an educational component

	

	v CONTRIBUTION TO KNOWLEDGE EDUCATION AND IMPACT

	Area of competence
	Final objectives
	

	
	The academic teacher is able to:
	As evidenced by, e.g.:

	V a – Outreach 
	· share findings through outreach activities (with the professional field, prospective students and others) and contribute to knowledge about academic education.
	· Contributions to, for example, open days for prospective students
· Columns
· (Academic) articles
· Any contributions to local (UMC/UU), national or international conferences
· Description of outreach contributions (portfolio Chapter V)

	V b – Inreach
	· actively participate in the exchange of educational experiences, ideas and evidence of successful improvements in education with peers.
	· Examples of exchanging ideas and experiences with colleagues
· Any local contributions (UMC/UU)
· Description of inreach activities (portfolio Chapter V)


[bookmark: _Hlk161133117]

Portfolio contents

Personal and education CV

Final Reflection on the UTQ competencies

I 	Professional development………………………………………………………………page
II 	Teaching………………………………………………………………………………………page
III 	Feedback and assessment……………………………………………………………. page
IV 	Designing education ……………………………………………………………………...page
V 	Contribution to knowledge education and impact ………………………………page
[bookmark: _Hlk165899353]
[bookmark: _Hlk165895766][bookmark: _Hlk165895791]Mandatory Attachments

[bookmark: _Hlk161129245]Appendix 1: 	Certificates for educational and didactic training (including programme)
[bookmark: _Hlk161134995]Appendix 2: 	Schematic overview of teaching experience (per type of education)
Appendix 3: 	Lesson plan for activating students in a group setting (see appendix)
Appendix 4: 	One example of self-developed educational material
Appendix 5: 	Observations of your teaching by a colleague (at least one)
Appendix 6: 	Observations (by you) of teaching situations provided by colleagues (at least one)
Appendix 7: 	Student evaluations (from multiple groups)
Appendix 8: 	Feedback for individual supervision (PhD) student/AIOS/intern
Appendix 9: 	Example of self-developed test material
Appendix 10:  Video professional development





personal AND EDUCATION CV
Please include your regular CV and your education CV. The format below is a guideline, a different format is also possible if comparable information is provided.
personal information

surname : 	<name>
first names : 	<given names and nickname>
telephone : 	<telephone number where you can best be reached>
e-mail: 	<UMC email address and /or private address >
date of birth : 	< dd -mm- yyyy *>
place of birth : 	<place name and possibly country*>
	*date of birth and place are stated on the UTQ certificate

training and professional training
further training /specialization in chronological order

< yyyy -yyyy >: 	<course 1> , <educational institution>
	< any details such as specializations, research, etc.>

< yyyy -yyyy >: 	<course 2> , <educational institution>
	< any details such as specializations, research, etc.>

< yyyy -yyyy >: 	<course 3> , <educational institution>
	< any details such as specializations, research, etc.>
etc.

work and other experience 

< yyyy -present>: 	<job name current position> , <division/department>, UMC Utrecht
	activities : <brief summary of the main tasks>

< yyyy -yyyy >: 	<job name 2> <organization> <city name/country>
	activities : <brief summary of main tasks>
	
< yyyy -yyyy >: 	<job name 3> <organization> <city name/country>
	activities : <brief summary of main professional tasks>
etc.	
	
< yyyy -yyyy >: 	<ancillary position/volunteer work/management positions/etc.> <organization>


[bookmark: _Hlk165896924]Didactic PROFESSIONALIZATION 
certificates and programs are included in appendix 1
	 
< year >: 	<course name> , <institution>, <number of half days>
< year >: 	<course name> , <institution>, <number of half days>
< year >: 	<course name> , <institution>, <number of half days>
etc.
example :
2022: 	Teach the Teacher I, OnderwijsCentrum UMC Utrecht, 2 half days
2024: 	UTQ Course, Utrecht University, 10 half-days
	

[bookmark: _Hlk165897228]TEACHING ROLES 
schematic overview of educational activities - included in appendix 2                                                                                                                     

< yyyy -yyyy >: 	<teacher role, e.g. providing clinical lessons, internship coordinator of internship x, etc.> 
<name of the course> <target group> <estimated number of hours worked>
	activities : <brief description of the most important activities>

other teaching experience 
educational publications and conference contributions on education

If relevant, mention matters such as specific educational projects, prizes, didactically relevant additional positions (for example student assistant, homework supervisor or trainer at a sports club), etc. Of course, with the year or period.



Reflection on the competency areas of the UTQ

A teacher at UTQ level is able to design education that encourages learning, provide education in different forms for different groups of learners, guide individual learners, provide feedback, use assessment for learning and test/assess if learners have achieved the learning objectives of the given education.

In this part, reflect on your educational qualities related to the final objectives. Make it as specific as possible and refer to relevant appendices where possible. Sometimes appendices are useful as references for different qualities. You can then refer to the same attachment in more places.

I 	Professional development

Professional development is about your motivation for education and training and how you use professional knowledge and didactic knowledge to optimize this. And of course, about how you develop yourself within education (continuous professionalization).
motivation for THE University Teaching qualification
Briefly explain why you want to obtain a UTQ qualification. What motivates you to be involved in education and training, what appeals to you (guideline: 150 words)?
	





START REFLECTION

View the 5 UTQ competency areas and reflect on where you already feel experienced and what you would like to develop further. Use the reflection questions below (guideline: 250 words).

· What will be your development goals (consider a maximum of 3)?
· What concrete activities do you need to undertake to achieve these development goals?
· How do you want to assess your progress on these development goals (including interim assessments)? 

	[bookmark: _Hlk161123411]






[bookmark: _Hlk161123308]

Feedback from learners and peers
Describe what feedback you have received from learners and peers in the role of teacher. Reflect on the feedback received. Use the reflection questions below (guideline: 250 words).
· What feedback from learners was helpful to you?
· What are your considerations for whether to do something with the feedback?
· What did you do with the feedback? Or what are you going to do with the feedback?
· What have you learned from fellow teachers? For example, from observations, from teaching together, or from teacher meetings?
	





FINAL REFLECTION

Look back on your initial reflection and development as a teacher during the process. Use the reflection questions below (guideline: 250 words).

· What lessons have you learned from your experiences and the training you have received?
· What development have you undergone and how is it reflected in your work? How did you approach that?
· How have you applied the didactic knowledge and insights you have acquired in your teaching? Do you have a concrete example of how you used that knowledge and how it affected your students' learning?

	



Vision on education

· What, in your opinion, is a good teacher? Substantiate this if possible with (educational) literature.
· How do you live up to your image of a good teacher? What are your strengths and what do you want to continue to develop (guideline: 250 words)?

	








II 	Teaching
Implementing education is about how you, as a teacher, provide and evaluate education for different groups and supervise students individually and how you collaborate with fellow teachers. Key elements are being able to apply different teaching and learning activities, ensuring a safe learning environment and activating and motivating students to actually learn.
	* If you have already obtained the Implementation Education partial qualification, copy that part in the UTQ portfolio. If you have made further developments in this area after obtaining your UvO , you can complete this section. Assessors can still ask questions about this during the assessment interview, but this part can then no longer be assessed as insufficient.


ACTIVATING AND MOTIVATING teaching FOR GROUPS

Describe how you make your teaching (e.g. lecture or tutorial) activating and how you consider the differences between students in terms of background, prior knowledge and interest. Analyze why certain actions work well or why they fail. Use the reflection questions below (guideline: 400 words).

· How do you try to encourage learners to actively participate in teaching and take responsibility for their own learning process (such as coming to class prepared and studying at home)?
· Which activating methods do you use? How does this relate to the learning objectives?
· Which actions from your own experiences and theories do you use to motivate students?
· Which teaching and learning activities do you use to activate students/learners before, during and after class? 
· How does your own behavior/methods /questioning technique promote student engagement? 
· What do you do in your teaching to account for (or make use of) the differences between students?

	






Supervising INDIVIDUAL LEARNERS
 
Describe, based on a concrete situation, how you supervise learners and what structure you use. Use the reflection questions below (guideline: 300 words).

· According to what structure do you guide individual students/learners?
· How do you determine the level of support and guidance in the supervision of the student/learner?
· How do you encourage students/learners to take responsibility for their own learning process?
· Which principles (such as situational leadership/guidance) do you use in supervision and for what purpose? 
· What went well and what would you do differently next time?
· What are your experiences with guiding students with their problems or referring them to specialized support or resources?

	









STIMULATING AND SAFE LEARNING CLIMATE 

Describe specifically how you ensure a stimulating learning environment and a safe learning climate in which students can learn optimally. Use the reflection questions below (guideline: 250 words).

· What do you understand by a stimulating environment and a safe learning climate? What do you do (in your behavior) to achieve that? Does it work and what does that mean?
· How do you approach aspects of diversity and inclusion within your group teaching and in your individual supervision?
· What bias did you recognize in yourself during the UTQ process? Give a brief example of this and how you want to take this into account in the future. 

	[bookmark: _Hlk161126828]











III 	Feedback and assessment
Feedback and assessment are important elements in education. A UTQ teacher can provide concrete feedback that encourages learning. The teacher can also design an assessment instrument and evaluate it for quality (reliability, validity and transparency). In addition, the teacher can make an educationally substantiated choice from various test formats and match the test format with the learning objectives.
Testing and assessing learners

Describe how you provide students with feedback (for example during a bed-side teaching moment, during individual supervision, in practical/lab session, or on a thesis. Link this to theories/procedures on feedback. Use the reflection questions below (guideline: 250 words).

· According to which method or principle do you give feedback to students/learners? And why?
· Give an example of feedback you have given.
· How did you approach the feedback? 
· What was the student's reaction? 
· What effects have you seen on the student?
· What do you want to keep and what do you want to do differently next time? Why?

	











Describe how you use assessment to help students learn. Use the reflection questions below (guideline: 150 words).
· How do you use assessment (with or without grades) to stimulate students’ learning, and does it work? (E.g. Peer feedback, self- assessment, possibly with online tools such as RedGrasp )
· How do you ensure that learners know whether they have reached sufficient level?
	



Designing instruments for testing and assessment

For the UTQ you must have (re)designed and preferably implemented and evaluated at least one assessment instrument (such as test questions, a rubric, an EPA or a score form). If it is not possible to carry out the assessment, it is possible to evaluate an assessment instrument from a course in which you are involved and, on this basis, formulate advice and redesign the assessment.
Discuss the (re)design of your assessment instrument and explicitly link it to the principles of constructive alignment. Use the reflection questions below (guideline: 250 words).
Design
· Why did you choose this instrument for the assessment instrument? Which learning objective(s) do you want to test with this?
· How do you guarantee reliability, validity and transparency of the assessment instrument you have developed?
· How does the chosen assessment instrument fit in with the learning objectives? And how do the course learning activities prepare for the test?
· How do you ensure that learners receive feedback on their learning process during the course? To what extent, for example, are interim tests and/or assessment criteria (e.g. a rubric) used as feedback on the learning process during the course?

	



evaluating assessment

In this part you will discuss the overarching aspects of testing. You can use the results of this part as a basis to (re)design a test or assessment instrument.
Evaluate the quality of the testing and assessment instrument in a course in which you are involved. You can redevelop instruments based on these insights.
Evaluation
Perform a (quantitative or qualitative) test analysis on (the) assessment instrument you developed and analyse the results. Answer the reflection questions below (guideline: 300 words).
If you have not been able to carry out your developed assessment and therefore have not been able to analyse it, then you should choose a completed assessment instrument from a course in which you are closely involved. You then base your advice on this evaluation.
· Were you able to carry out the assessment instrument you developed? If not, why not?
· What are the strong and weak aspects of the assessment instrument (possibly developed by you) in terms of reliability, validity and transparency?
· What feedback have you received on the assessment tool? This includes colleagues, learners, the board of examiners and/or a testing expert.
	



Advice
Write some advice to the examiner of the course, based on the evaluation of the assessment instrument. Answer the reflection questions below (guideline: 150 words).
· What would you like to keep based on the test analysis?
· Based on the test analysis, what would you do differently if you were to use this assessment instrument again?
	





IV 	designing education
Designing education is about ensuring coherence between learning objectives, teaching and learning activities/working methods and assessment (constructive alignment), whereby education is tailored to the participants and the larger whole of their programme. For the competency area of designing education, you must be able to demonstrate that you can apply constructive alignment at course level.
THE (re)design of your education

For the UTQ you must have (re)designed, implemented and evaluated educational components (like lectures, workgroups etc). In this reflection, discuss your (re)design and explicitly link it to the principles of constructive alignment. Use the reflection questions below to do this.
Analysis (guideline: 200 words)
· What is the reason for your (re)design? Based on what information (student evaluations, developments in the field, improvements based on acquired didactic knowledge, etc.) do you want to (re)design the course?

	






Design & Development (guideline: 300 words)
· Briefly describe how you approached the (re)design and who you involved.
· What exactly did you (re)design? Which learning activities and/or educational materials have you (re)developed (such as knowledge clip, assignments, quiz, PowerPoint, etc.)?
· How did you ensure constructive alignment in your (re)design?
· What didactic choices have you made, and based on what information (educational literature, experiences, etc.)?
· How did you identify relevant developments in your field and incorporate them into your redesign? How did you coordinate this with, for example, block coordinators and colleagues?

	



Implementation & Evaluation (guideline: 150 words)
· How did you approach the implementation? What steps have you taken and why?
· How did you evaluate the (re)designed educational component you have implemented?
· How has your (re)designed educational component been evaluated (e.g. by the learners involved, other teachers, your own reflection and stakeholders)?
· What should be retained in the (re)design and why? What would you recommend changing and why?
	








[bookmark: _Hlk163026126]V 	Contribution to knowledge, EDUCATION and impact
As a UTQ teacher, you are expected to share your knowledge and experience about education so that others can learn from it; both within and outside the department/organisation.
Inreach and outreach activities
Inreach relates to the dissemination of knowledge about academic education within your department/organisation. This could include being an educational mentor for another teacher, organizing educational days, sparring with colleagues about education or implementing aspects of the New Utrecht School .
Outreach concerns the dissemination of knowledge about academic education outside your department/organisation. This could include open days, consultations with other (international) universities, teaching classes at primary or secondary schools or contributing to an educational conference.
Inreach activities
· How do you contribute to inreach? Give a concrete example of an inreach activity (guideline: 150 words).
	


Outreach activities
· How do you contribute to outreach? Give a concrete example of an outreach activity that you have done or will do in the future (guideline: 150 words).
	





[bookmark: _Hlk163026784]

Implemented feedback on Concept Portfolio
· What are the most important feedback points you received on the draft portfolio?
· What feedback was useful to you?
· What feedback did you incorporate into the final portfolio? Which feedback has not been implemented and why not?
(guideline total section: 250 words)
	




Appendix 1: Certificates for educational and didactic training (incl. programme)



Appendix 2: Schematic overview of teaching experience (per type of education)

	Type of education
	Year/period
	Block/course
	Number of meetings given and duration of meeting
( e.g. 3x series of 5 meetings of 2 hours)

	Lecture /seminar 
	
	
	

	Small-scale tutorial/working group 
	
	
	

	Practicum/lab session
	
	
	

	Bedside teaching
	
	
	

	Mentor/tutor of individual student
	
	
	

	Internship supervision for individual students
	

	
	

	Designing education
	Year/period
	Block/line/course
	Educational component

	
(re)design/develop a course or educational component
	
	
	

	Feedback and assessment
	Year/period
	Block/line/course
	Educational component

	Develop tests, administer them and determine results
	
	
	





appendix 3: lesson plan for activating students in a group setting

	Course/block:
Subject:
Date of teaching moment:
	Group composition: 
number of students, education and year, etc.
	Teaching space: 
also mention details that are important for this lesson, such as loose/fixed furniture, temperature, etc.



	Context and relevance
	Initial situation
	Learning goals

	What is the importance for the students to learn about this topic(s)?
How does that fit in with the rest of the block and the course?
	Interest (affective initial situation): 
topics that students talk about a lot, are busy with, special events, current events, but also student parties, etc.

Learning area (cognitive initial situation): 
how far are students in this learning area (skills, theory, etc.)
	What should students know, be able to do and find after this educational moment?
How do you check this at the end of the educational activity?



	Time phasing
	Content and activities
	Didactic working methods
	Materials
	Organization

	Introduction (set) 
… min

Kern ( dialogue )
... min

Closure ... 
min​
	Describe for each lesson phase what content you offer and how you will do it. What do you do and what do the students do?
	Indicate per phase which working method(s) is/are used (teaching, demonstration, conversation, exercise, buzz group, etc.)?
	Indicate which materials/resources are required for each phase.
	Indicate what you need to arrange for each phase:
· What resources should you prepare in advance?
· Which working agreements and at what time?
· What changes in grouping formats?
· What position and where do you stand?




appendix 4: one example of self-developed educational material



Appendix 5: Observation of your teaching by a colleague



Appendix 6: Observation (by you) of a teaching situation provided by a colleague



Appendix 7: Student evaluations (from multiple groups)



Appendix 8: Feedback for individual supervsion (PhD) student/AIOS/intern



Appendix 9: Example of self-developed test material



appendix 10: video professional development
· Record a short video (2-5 minutes) of yourself in which you reflect on your development during the UTQ trajectory. The assessors like to see that you talk about your development in the run-up to the assessment interview. 
· The goal is to give the assessors an overview of what your most important insights were and how you developed yourself during the UTQ trajectory. 
· You upload this video into Sharepoint (to be found in Microsoft Teams) and add the link in the final version of the portfolio. Please make sure that you set the permission of this file to ‘anyone with the link can watch’.
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