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This guide will walk you step-by-step through creating your CDA Professional Portfolio. Your portfolio is a
collection of materials that demonstrates your skills, knowledge, and philosophy as an early childhood
educator. It is reviewed during your Verification Visit and is required to earn your CDA Credential.

What is the Professional Portfolio?

The portfolio is your chance to:

e Show evidence of your teaching practices and professional growth.
o Reflect on your philosophy and experiences in early childhood education.
e Organize resources, statements, and examples that meet CDA requirements.

Once completed, your portfolio will be both a requirement for the CDA process and a resource you can
continue to use throughout your career.

Required Materials

You can assemble your portfolio in a binder or file box. No matter the format, it should be:

® (lear, organized, and easy to read.
e Divided into sections using tabs or labels.
e Typed or neatly written.

You must include 10 resource items and 6 Reflective Competency Statements, plus a Professional
Philosophy Statement.

L
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Tab A: Summary of CDA Education

What to include:

e “My CDA Education” cover sheet.
Training transcripts, certificates, or official documentation.
e Proof of 120 training hours (with at least 10 hours in each CDA subject area).

@ Summary of My CDA® Education
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Tab B: Family Questionnaires

What to include:

e Family Questionnaire cover sheet and Summary Page
e Completed family feedback forms (at least 50% of families you serve must respond).
e A short summary of results.

@ Family Questionnaire @ Family Questionnaire
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Tab C: Competency Statement 1 + RCI-1, RCI-2, RCI-3

Focus: Maintaining a safe and healthy learning environment.

e Statement 1: A 500-word reflective statement on how you create a safe, healthy, and

learning-friendly environment.

e RCI-1: Weekly menu (showing healthy meals/snacks).

RC I-2: Room arrangement reflection (explain how your setup supports safety and learning).

® RCI-3: Weekly lesson plan (demonstrates organization and planning).

Statement 1:

The Reflective Competency statement must directly relate to the CDA Competency Standard I: To
establish and maintain a safe, healthy learning environment. This statement has a maximum word limit

of 500.

Because of the word limit, it is a good idea to start the reflective statement with a paragraph explaining
how your instructional practices satisfy Competency Standard I. An alternative method is to write a
paragraph that addresses each of the functional areas.

Once completed, all reflective statements are to be added under Tab C in the Portfolio.

Competency Standard |

Functional Areas

Definitions

To establish a safe, healthy
learning environment.

Area 1: Safe
Area 2: Healthy
Area 3: Learning Environment

Area 1. Candidate provides a
safe environment and teaches
children safe practices to
prevent and reduce injuries.
Area 2. Candidate provides an
environment that promotes
health and prevents illness and
teaches children about good
nutrition and practices that
promote wellness.

Area 3. Candidate organizes and
uses relationships, the physical
space, and routines to create a
secure, interesting, and
enjoyable environment that
promotes engagement, play,
exploration, and learning of all
children including children with
disabilities and special needs.
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Tab D: Competency Statement 2 + RC lI-1 through RC 11-9

Focus: Supporting physical and intellectual development.

e Statement 2: A 500-word reflective statement on how you promote physical and cognitive
growth.

e RCII-1 to RC II-9: Nine learning experience plans:

1. Science/Sensory

Language/Literacy

Creative Arts

Fine Motor

Gross Motor

Self-Concept

Emotional Skills / Self-Regulation

Social Skills

Math

W e N A WN

Competency Statement Il
The Reflective Competency statement must directly correct to the CDA Competency Standard II: To
advance physical and intellectual development. This statement has a maximum word limit of 500.

Because of the word limit, it is a good idea to start the reflective statement with a paragraph explaining
how your instructional practices satisfies Competency Standard II. An alternative method is to write a
paragraph that addresses each of the functional areas.

Once completed, all reflective statements are to be added under Tab D in the Portfolio.

Competency Standard Il Functional Areas Definitions

Area 4: Candidate uses a variety of
developmentally appropriate equipment,
learning experiences, and teaching
strategies to promote the physical
development (fine and gross motor) of all
children.

Area 5: Candidate uses a variety of
developmentally appropriate learning
experiences to promote curiosity,
reasoning, and problem solving, and to lay
the foundation for all later learning.
Candidate implements curriculum that

Area 4: Physical promotes children’s learning of important
To establish a safe, healthy Area 5: Cognitive mathematics, science, technology, social
learning environment. Area 6: Communicative studies, and other content goals.

Area 6: Candidate uses a variety of

Area 7: Creative . .
developmentally appropriate and teaching
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strategies to promote children’s language
and early literacy learning and help them
communicate their thoughts and feelings
verbally and nonverbally. Candidates helps
dual-language learners make progress in
understanding and speaking both English
and their home language.

Area 7: Candidate uses a variety of
developmentally appropriate learning
experiences and teaching strategies for
children to explore music, movement, and
the visual arts, and to develop and express
their creative abilities.
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RC II-1: Science/Sensory
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RC II-3: Creative Arts
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RC II-4: Fine Motor/Indoor Activity
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RC 1I-5: Gross Motor/Outdoor Activity
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RC 1I-7: Emotional Skills/Regulation
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RC 11-9: Mathematics

Math Lesson Plan
Measurement
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Tab E: Competency Statement 3 + RC Il

Focus: Supporting social and emotional development.

e Statement 3: A 500-word reflective statement on how you help children build positive

relationships and self-control.

e RCIII: A bibliography of 10 children’s books that support social/emotional growth (title, author,
publisher, year, and how each book helps children’s development).

Competency Statement Il

The Reflective Competency statement must directly relate to the CDA Competency Standard Ill: To
support social and emotional development and to provide positive guidance. This statement has a

maximum word limit of 500.

Because of the word limit, it is a good idea to start the reflective statement with a paragraph explaining
how your instructional practices satisfy Competency Standard Il. An alternative method is to write a

paragraph that addresses each of the functional areas.

Once completed, all reflective statements are to be added under Tab E in the Portfolio.

Competency Standard Il Functional Areas

Definitions

To support social and emotional | Area 8: Self
development and to provide Area 9: Social
positive guidance Area 10: Guidance

Area 8: Candidate develops a warm,
positive, supportive, and responsive
relationship with each child, and helps each
child learn and take pride in their own
individual and cultural identity.

Area 9: Candidate helps each child function
effectively in the group, learn to express
feelings, acquire social skills, and make
friends, and promotes mutual respect
among children and adults.

Area 10: Candidate provides a supportive
environment and uses effective strategies to
promote children’s self-regulation and
support acceptable behaviors, and
effectively intervenes for children with
persistent challenging behaviors.
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Tab F: Competency Statement 4 + RC IV-1 through RC IV-4

Focus: Building strong family relationships.

Competency Statement IV

RC IV-1: Family resource for child growth/counseling.

RC IV-3: Family resource for disability services.

Statement 4: A 500-word reflective statement on how you engage and support families.

RC IV-2: Family resource for translation or language support.

RC IV-4: Parenting resource (websites, articles, community programs).

The Reflective Competency statement must directly relate to the CDA Competency Standard IV: To
establish positive and productive relationships with families. This statement has a maximum word limit

of 500.

Because of the word limit, it is a good idea to start the reflective statement with a paragraph explaining
how your instructional practices satisfy Competency Standard Il. An alternative method is to write a
paragraph that addresses each of the functional areas.

Once completed, all reflective statements are to be added under Tab F in the Portfolio.

Competency Standard IV

Functional Areas

Definitions

To establish positive and
productive relationships with
families

Area 11: Families

Area 11: Candidate establishes a positive,
responsive, and cooperative relationship
with each child’s family, engages in two-way
communication with families, encourages
their involvement in the program, and
supports the child’s relationship with his or
her family

X
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RC IV-1: Family Counseling

RC IV-2: Translation Services
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RC IV-3: Children with Disabilities
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RC IV-4: Resources for Children’s Development
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Tab G: Competency Statement 5 + RCV

Focus: Managing a well-run, purposeful program.

e Statement 5: A 500-word reflective statement on how you keep the classroom organized and
support children’s learning.

® RCV: Three record-keeping forms you use (blank samples, not filled out):
o Accident/injury report
o Emergency contact form
O Observation tool

Competency Statement V

The Reflective Competency statement must directly relate to the CDA Competency Standard V: To ensure
a well-run, purposeful program that is responsive to participant need. This statement has a maximum
word limit of 500.

Because of the word limit, it is a good idea to start the reflective statement with a paragraph explaining
how your instructional practices satisfies Competency Standard Il. An alternative method is to write a
paragraph that addresses each of the functional areas.

Once completed, all reflective statements are to be added under Tab G in the Portfolio.

Competency Standard IV Functional Areas Definitions

Area 12: Candidate is a manager who uses
observation, documentation, and planning
To establish a well-run, to support children’s development and

purposeful program that is Area 12: Program learning and to ensure effective operation

. .. of the classroom or group. The Candidate is
responsive to participant need Management .
a competent organizer, planner, record

keeper, communicator, and a cooperative
co-worker.
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Competency Standard V: To ensure a well-run, purposeful program that is responsive to participant
needs
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RC V: Accident/Injury Form
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RC V: Observation Tool
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Tab H: Competency Statement 6 + RC VI-1 through RC VI-3

Focus: Maintaining professionalism.

abuse/neglect).

Competency Statement VI

Statement 6: A 500-word reflective statement on your professional growth and advocacy.
RC VI-1: Contact information for your state’s child care licensing or resource agency.

RC VI-2: List of at least 2—3 early childhood professional organizations (e.g., NAEYC).

RC VI-3: State’s mandated reporter guidelines (showing how to handle suspected

The Reflective Competency statement must directly relate to the CDA Competency Standard VI: To
maintain a commitment to professionalism. This statement has a maximum word limit of 500.

Because of the word limit, it is a good idea to start the reflective statement with a paragraph explaining
how your instructional practices satisfy Competency Standard Il. An alternative method is to write a
paragraph that addresses each of the functional areas.

Once completed, all reflective statements are to be added under Tab G in the Portfolio.

Competency Standard IV

Functional Areas

Definitions

To maintain a commitment to
professionalism

Area 13:
Professionalism

Area 13: Candidate makes decisions based
on knowledge of research-based early
childhood practices, promotes high-quality
childcare services, and takes advantage of
opportunities to improve knowledge and
competence, for both personal and
professional growth and for the benefit of
children and families.

Competency Standard VI: To maintain a commitment to professionalism

X
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RC VI-1: State Agency Information
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RC VI-2: Early Childhood Organizations/Associations
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Mandated Reporting Guidelines
Sample:
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Tab 9: Professional Philosophy Statement

What to include:

e A 1-2 page statement that ties everything together.
® Describe your beliefs about teaching, learning, families, and professionalism.

The final piece of the CDA Professional Portfolio is the Professional Philosophy Statement. It is a one- to
two-page document that describes your approach to teaching, the methods they use, and their
expertise.

A philosophy statement is not a resume. It is a description of your:

e Concept of teaching and learning
e How they teach and/or provide care to young children
e Why they teach or provide care in the way they do

Writing a Professional Philosophy Statement takes time and self-reflection. There is no right or wrong
way to write one, but it should align with the Reflective Competency Statements. The ideas and
approaches to teaching that you describe should be similar in both documents.

The philosophy statement can be written in paragraph form, created through visuals, or formatted as a
question/answer format. However, it should be:

Labeled with a heading and your name

Clear and concise

Spell-checked, written in full sentences, and grammatically correct
Typed in 11-12-point font using Arial or Times New Roman

No longer than 2 pages

To make your philosophy statement memorable and unique, include specific examples of your teaching
and caregiving strategies. What sets you apart from other early childhood educators? What do you want
the CDA Council to remember about you? How are you going to show them that you are intentional
about supporting children's development and learning, and that you are committed to your career?

Finally, avoid the use of declarative statements such as "The only way that children learn is..." Instead,
write about your experiences and your beliefs. When you "own" those statements, you appear more
open to new and different ideas about teaching.
e Incorporate various teaching tactics and approaches to effectively demonstrate your presence in
the classroom. Offer specific examples of your teaching and nurturing methods to help people

i
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visualize your daily interactions with children and gain a clear understanding of the learning
environment you have established. Strive to make your approach memorable and distinctive.
Highlight what sets you apart from others. Emphasize the aspects of your teaching style that you
want the CDA Council to remember. Demonstrate your dedication to supporting children's
development and learning by showcasing your deliberate efforts. Show the Council that you are
committed to your career.

Own and personalize your teaching philosophy. Steer clear of making absolute statements such
as "The only way children learn is..." to avoid appearing as if you know everything or are
resistant to new ideas. Instead, share your personal experiences and beliefs. By taking ownership
of these statements, you convey a willingness to consider and embrace new and diverse
teaching strategies.
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