
 
 CENTRAL STATE UNIVERSITY 

“Honesty, hard work, excellence and caring” 

 
CAPSTONE AND PORTFOLIO GUIDELINES 

 
PLEASE READ THESE GUIDELINES CAREFULLY.  OBSERVING THEM WILL HELP 

INSURE THAT YOU RECEIVE CREDIT FOR THE CAPSTONE COURSE. 
 

The SENIOR CAPSTONE AND PORTFOLIO (COM 4895) class requires students to compile a 
detailed record of their activities at the university. The communication portfolio is an opportunity for you 
to demonstrate that you have mastered core competencies in fields of journalism and mass 
communications. To graduate from Central State University as a communication major, you must 
complete this portfolio. The components of the portfolio are explained in this document.  
 You should become acquainted with the requirements of the portfolio — and should begin compiling 
materials for it — as soon as you enter the program. The portfolio requires you to demonstrate sustained 
effort and to document each year that you spend in college. You are expected to save materials from each 
year of study and to submit those materials with your portfolio. It is your responsibility — and not faculty 
members’ — to save these materials.  
 Note: You should receive this document upon entering the communication program in the First Year 
Seminar course. Students transferring into the program from other schools or other programs within the 
university will receive it upon declaring a major. Transfer students may include work product from their 
previous schools. Students should not include work product from high school. 
 
Prerequisite: Senior status 
 
Catalog Course Description: This course is a comprehensive assessment of student knowledge and work 
in his or her related field. Students complete a professional-quality portfolio development under the 
direction of a faculty member. 
 
Learning Outcomes 
1. You will sharpen your writing skills; writing a letter of introduction to a potential employer, a 
reflective essay, and a research report. 
2. You will learn what it takes to conduct an effective job search; writing a letter of introduction to a 
potential employer, collecting reference letters, writing a resume, creating a business card, participating in 
a mock interview, registering with an online job site, and taking part in other professional development 
activities. 
3. You will learn how to develop a professional portfolio, including an electronic portfolio, highlighting 
your work experience, academic credentials, and work product. 
 
Taken as a whole, an effective portfolio will demonstrate that the student has mastered the Journalism and 
Mass Communication Program’s learning outcomes: effective communication, critical thinking, 
professionalism/competence in the field, and successful career development. 
 
Course Instruction: We will meet the first week of the term to review the components of the portfolio 
and to establish a timetable for completing the work. We will not meet each week. However, we will meet 
throughout the term. The schedule of mandatory meetings will be posted at the start of the term. 
 



 

Portfolio Components 
The Communication Program portfolio has 9 components: 
 
1. letter of introduction 
 You must include a brief letter of introduction with your portfolio. The letter should be written in the 
form of a job inquiry addressed to the “human resources” manager of any company for which you would 
like to work. The letter should state the position that you are seeking, explain your qualifications, and 
provide your contact information.  
 Please see the example provided.  
 
2. letters of reference  
 You must include four, one-page letters of reference with your portfolio: one each from a faculty 
member who teaches in the communication program, a faculty member who teaches outside the 
communication program, a work or professional supervisor, and another member of the community. 
Please do not include letters from family members.  
 The letters should be addressed to the director of the communication program. Each letter should be 
written “in support of” your graduation application and portfolio assessment. The letter writer should state 
his or her relationship to you and explain why he or she believes that you are qualified to graduate from 
Central State as a communication major.  
 Each letter should address several issues that we stress in the communication program. Specifically, 
they should address your work habits (attendance, promptness, work ethic), communication skills (written 
and oral), and general disposition and outlook (whether you display a positive attitude and a willingness 
to learn, accept responsibility for your actions, and work well with others in a team environment).  
 Please see the example provided. You should consider giving your referees a copy of the above letter 
writing guidelines before they write your reference letters. 
 
3. academic transcript 
 You must include a current copy of your full academic transcript. An unofficial transcript, printed 
from MyCSU, is acceptable. 
 
4. work product 
 You must include samples of your work, especially written work, with your portfolio. This work 
may include (but is not limited to) academic reports, newspaper stories, radio and television scripts, 
creative writing (poems, essays), photos, graphic design (brochures, flyers, posters), and web design. You 
may include video and audio files documenting television and radio productions. In that case, you should 
include all of your written work and a note explaining that you are also submitting audio-visual material 
on a CD. 
 Please include at least ten (10) examples of your work. Include material demonstrating a range of 
work. It would be unadvisable to submit ten academic reports — or ten newspaper stories, for that matter 
— to satisfy this requirement. We want to see a variety of work samples demonstrating a wide range of 
activities and media skills.  Important: It should be clear to the person reviewing your portfolio what a 
given work sample represents. If you are submitting an essay, you should mark the essay to indicate the 
course for which the sample was produced. If you are submitting a video file, you should indicate the 
course for which the sample was produced. Work samples should be dated. 
 
5. research paper 
 You must write a paper on a topic that is related to your chosen career path in the field of Journalism 
and Mass Communications. You should type a hypothesis on the cover page. This hypothesis should take 
the form of a prediction, assessment, or opinion, which you intend to prove. Here are a few examples: 

• Most United States newspapers will cease publishing within twenty years. 
• Internet advertising is more effective than television advertising. 
• Television stations in large markets will soon abandon local television news.  



 

• Congress should re-establish “The Fairness Doctrine.” 
• Mainstream media are biased in favor of the Obama administration.  
• High speed Internet access is essential to effective education. 
• The Internet is a distraction, which hinders the educational process. 
• Hardcore pornography can be banned under the Constitution. 
• African American newspapers are no longer needed in the United States 
• Talk radio is a threat to American democracy. 
• Government regulation of electronic media is impermissible under the Constitution. 

 
The course instructor must approve your topic. Your paper should run about 10 pages in length, double-
spaced, using a 12 point font. You must follow the rules of citation established by the American 
Psychological Association (APA). Students who plagiarize will fail the course. 
 This assignment is designed to test your writing skills and your critical thinking. Faculty members 
will review your writing mechanics (grammar, punctuation, spelling, word usage) and style (clarity and 
organization). They will also assess your ability to conduct research, analyze information, and make a 
persuasive argument.  
 
6. professional development 

 You must include a record of your professional development activities with your portfolio. You 
should include a number of items: 

• Resume 
 You should include a one-page resume with your portfolio. The resume should establish your 
academic credentials, work experience, technical skills, awards/honors, and contact information. The 
resume must be stamped, dated, and signed by a Career Services counselor indicating that he or she has 
reviewed the resume to insure that it meets a professional standard. 

• Business card 
• Interview Feedback Form 

 You must participate in a mock interview exercise sponsored by Career Service. At the end of the 
exercise, you will receive a Feedback Form assessing your interviewing skills. Include a copy of the 
completed form in the portfolio. 

• Profile page from collegecentral.net 
 You must register with collegecentral.net, a job search web site, and create your own profile.  

• Evidence of job search activity 
 During your stay at Central State, you will have many opportunities to participate in job search 
activities. These activities can include the October Career Fair sponsored by Career Services, the field trip 
to the Howard University media job fair, the field trip to the Columbus Association of Journalists 
internship/career workshop, the internship/coop fair sponsored by Career Service in the Spring, seminars 
presented during Communication Week. You should save brochures from these events and include them 
this section of your portfolio. You should ask company representatives to sign the brochure that you 
submit.  
 Do not exceed eight pages in this section.  
 
7. internship case study 
 You must include your internship case study with your capstone portfolio. If you have not completed 
an internship, please include a typewritten memo explaining when and how you expect to satisfy this 
requirement.  
 
8.  activities and recognition 
 You must include a record of your extracurricular activities and community service with your 
portfolio. You should also note any special honors, awards, or recognition that you received.  



 

 Extracurricular activities may involve Greek organizations, student government, sports teams, 
musical groups, professional association (such as NABJ), or any other recognized campus organizations. 
This record must include evidence that you participated in Central State’s Communication Week. 
 Community service involves any documentable volunteer (unpaid) activity on campus or off. 
Community service may involve activities such as tutoring, participation in a church ministry, work at a 
local food bank, coaching a youth basketball team, and so on.  
 Recognition involves any special honors, awards, or scholarships that that you received while at 
Central State. Do not list honors you received prior to enrolling. You will not be penalized if you haven’t 
received any special awards while at Central State. 
 Do not exceed eight pages in this section. The first page of this section should summarize your 
activities, arranged by calendar year. Each listing on the summary page should include a description of 
the activity, an explanation of what you accomplished, and contact information for the activity supervisor.  
 After the summary page, you should include tangible evidence of your activities. Tangible evidence 
may include copies of activity posters, photos, newspaper articles, certificates, letters of appreciation, etc.  
 
9. personal statement 
 You must include a two-to-three-page typewritten (double spaced) statement regarding your 
experiences at Central State. We want to know how college changed you, what you learned, what you 
hope to do with your degree…and what we can do to improve the Journalism and Mass Communications 
Program. Tell us what went well and what did not go so well. You can say as much — or as little—as you 
would like. Just be constructive. 
 
Portfolio format 
 Here are some guidelines to use when assembling your portfolio. 
1. Use standard, 20lb, 8.5 x 11 white paper. 
2. Use the front side of the paper only. 
3. All text, other than the title page and sections headings, should be typed using a 10 or 12-point font. 
Text should be single-spaced.  
4. Do not include original documents in your portfolio. Make copies on 8.5” x 11” paper. Do not tape, 
staple, or paper clip any material to your portfolio. Do not insert material into clear, plastic protectors. 
5. Each portfolio should include a cover sheet with six lines of information centered in the middle of the 
page: your name, title of the document, school, and term. For example, 
 

 
Jennifer Jones 

Com 4895: Senior Capstone and Portfolio Assessment  
Central State University 

Spring 2009 
 

Text on the title page should be typed with a 20-point font in bold face. 
 

6. Each section of the portfolio should be preceded by a “section-heading page.”  Section headings should 
be typed with a 20-point font in bold face.   
7. You may submit the portfolio in a three-ring binder or simply staple the document in the upper left 
hand corner. Please resist the temptation to purchase an expensive leather portfolio. A simple, 
inexpensive, three ring binder will suffice. 
8. Do not duplicate. You may duplicate some of the information listed on your resume, but other than 
that, you should not include material in more than one section.  
9. Do not pad. Do not exaggerate. You will be strong in some areas and weak in others.  
10. Do not ask the capstone instructor — or other faculty members — to “proof” your letter of 
introduction or personal statement. One of the purposes of the portfolio is to assess your writing skills. It 
is not meant to assess the editing skills of Central State faculty. 



 

 
Assessment 
 The portfolio, by design, is an assessment tool. It is designed to help faculty members assess 
individual students and, by extension, the communication program itself. One or two faculty members 
will review each portfolio independently and assess whether the student has provided the required content 
and demonstrated the expected leaning outcomes. The assessment scheme that they will use is included in 
this packet.  
 Assuming that the portfolio is satisfactory, the capstone instructor will assign the student a letter 
grade. If the portfolio is not satisfactory, the student will fail the course or be granted an Incomplete 
grade.  
 Faculty members may write comments on your portfolio. You should make a copy of the portfolio 
before submitting it if you want a “clean” version. 
 
Sample Portfolio 
 You will find a sample portfolio included with this packet. The sample portfolio is abbreviated and 
incomplete. It is only meant to illustrate the format that we wish you to follow. Your portfolio must 
include the nine components discussed above. 
 
Long-range timeline 
Freshman year: Students will receive this document in First Year Seminar.  
Freshman, sophomore, and junior years: Students will organize a file drawer (or accordion envelop) with 
nine sections — one for each of the required components in the portfolio — and begin saving material for 
each section. 
Senior year: Seniors should register for the Capstone and Portfolio class. They will be given a timetable 
(below) for completing the various components of the portfolio.  
 
Semester timetable 
The capstone class does not meet every week. However, students meet regularly in class, on dates set at 
the start of the term. They are expected to complete several sections of their portfolios before each class. 
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1.  Letter of Introduction 



 

February 8, 2009 
 
 
 
Ms. Jane Doe 
Human Resources Director 
WDTN-TV 
4595 South Dixie Dr. 
Dayton, OH 45439 
 
Dear Ms. Doe: 
 
 I am about to graduate from Central State University, and I am eager to begin my career in local 
television news — at WDTN. I understand that you are looking for a news photographer to join the 
Action News Team. I hope that you will consider me for the job. I am well qualified to fill it. 
 I studied both radio and television production at Central State and graduated with a 3.2 grade point 
average. I spent two years working on the student television production group—Studio C/WCSU-TV. I 
mastered a variety of skills such as directing a newscast, running master control, operating a studio 
camera, and shooting stories in the field.  I also taught myself to edit stories digitally using Final Cut Pro.  
 In the summer of 2007, I interned at WHIO-TV as an assistant producer. I shot and edited a number 
of stories, which were broadcast on the 5 p.m. newscast. I also wrote news scripts, ran the teleprompter, 
and operated a studio camera. I know that these skills will be useful to you at channel 2. 
 I am enclosing a copy of my resume and an audition tape with several stories that I shot and edited. 
Please call me if you have any questions. I am available for an interview at your convenience. Thank you 
for your consideration. 
 
 
            Sincerely, 
 
 
 
 
            Jennifer Jones 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2.  Letters of Reference 



 

February 12, 2008 
 
Mr. Michael Gormley 
Interim Director, Communications Program 
Central State University 
PO Box 1004 
Wilbeforce, OH 45384 
 
 
Dear Mr. Gormley: 
 
 I am writing to you in support of Jennifer Jones’ graduation application and portfolio review. I have 
taught Jennifer for three years as an assistant professor of communication at Central State University. I 
have been greatly impressed by her intellect, sense of responsibility, and commitment to our 
communication program. 
 Jennifer currently has a 3.2 grade point average. She regularly appears on the Dean’s List and 
recently received a scholarship from Cox Ohio Publishing in recognition of her scholarly achievements. 
In class, Jennifer is attentive and inquisitive. She expresses an interest in the subject matter — whatever it 
may be — and is never disruptive. She is a pleasure to have in class. 
 Jennifer has participated regularly in communication program activities. I have traveled with her on 
several field trips and enjoyed her company at several off-campus seminars. For two years now, Jennifer 
has worked as a volunteer on our annual Communication Week planning committee. This past year, she 
served as chair of the committee. She did a superb job in arranging an interesting, exciting week of 
seminars. 
 Jennifer is an articulate young woman. She possesses good writing skills and excellent public 
speaking skills. She wrote a number of well-developed, insightful columns for the student newspaper 
during her term in my Reporting class. Jennifer takes pride in her writing and never submits sloppy work. 
 I should also mention that Jennifer has an infectious, positive personality. She works well with others 
and seems to enjoy helping students who may be struggling in class. She is a credit to your program. I 
hope that you approve her portfolio and graduation application. 
 Please call me if you have any questions. 
 
 
 
 
           Sincerely, 
 
 
 
 
 
           John Smith 
           Assistant Professor of Communication 
           (937) 376-6491 

       jsmith@centralstate.edu 



 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

3. Academic Transcript 



 

 



 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 


