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Artifact Guidance  

What is an artifact? 

An artifact is a single file that provides evidence for one or more indicators within a standard.  That file must be a PDF, 

Excel spreadsheet, Powerpoint in PDF form, or short video clip. Information contained in a single artifact should provide 

evidence that matches the language of the rubric.  An artifact is composed of two parts – authentic evidence and an 

accompanying narrative.  When compiling your artifacts, it’s essential that you focus on authenticity, and that you make 

sure to SHOW and to TELL.  Your artifacts should mostly be composed of original documents, charts/graphs, 

communications, etc. that provide strong evidence for the indicators in a standard.  Regardless of format, you should 

accompany the evidence in your artifacts with a narrative that explains the context, significance, and progression of the 

pieces you include in your artifacts.  A narrative alone is not authentic evidence.  It simply serves to describe the 

authentic evidence you’ve presented in your artifact.  In other words, it’s not enough to SAY what you did – you must 

also SHOW that you did it.  If your artifact is more than a few pages long, please emphasize the specific areas on which 

you wish for PPRC members to focus their efforts.  This can be done through highlighting, inserting text boxes, etc.  

(Please don’t use comments, as doing so reduces the size of the text and images in the artifact.)  If you choose to submit 

a short video as an artifact, please upload it at www.vimeo.com.  You should set your video to require a password.  Please 

include the link to the video and the password in your artifact.   

For which standards are artifacts required? 

Candidates may upload up to five artifacts for most of the standards in the rubric.  The only exceptions to this are 

standards 2.2 through 2.6, which are the “on-stage” standards.  The only evidence which will be considered for these 

standards is the lesson/session demonstration video, and the required lesson/session plan, required official roster, 

required official attendance data for any students absent the day of filming, and other optional accompanying 

documents.  These materials will be uploaded as a single file in the appropriate section under standard 2.1, and they 

must abide by all artifact guidance requirements.  Candidates are encouraged to include lesson-related materials such as 

learner work samples, but this is not required. 

Can I use any materials from my practice as artifacts? 

You can use materials going back five years from the submission deadline.  You may use any materials that are from your 

practice at City Schools, but not from experiences outside of the BCPS district.  Artifacts that contain material that is older 

than five years, or that is from an experience outside of City Schools, will not be scored. 

What are the submission criteria for my artifacts? 

Please refer to this chart for artifact limits and criteria.  *Artifacts which don’t, in their entirety, meet the specifications 

below will not be scored.* 

Artifact Type Limit for each artifact 
in 1.1 

Limit for each artifact in 
all other standards 

Artifact criteria 

PDF 40 pages 20 pages • Font no smaller than 12 point* 
(for newly created materials Excel sheet in PDF format 

 
5 sheets 5 sheets 

http://www.vimeo.com/
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 only – not for preexisting 
artifacts) 

 

Powerpoint in PDF format* 
 
(*Please note that if you submit 
a Powerpoint presentation that 
has not been converted to a 
PDF, it will not be scored.) 

2 slides maximum per 
page, 40 pages total 

2 slides maximum per 
page, 20 pages total 

Powerpoint presentation must be 
PDFed in handout form, no more 
than 2 slides per page.   

Vimeo video clip 
 

 

All video clips included as artifacts cannot exceed 10 minutes total combined.  Vimeo 
videos must be password-protected.  Please include the link to your video and the 
password. 

 
*All candidate-created parts of artifacts must meet the font size criterion.  Parts of artifacts that were obtained from 
other sources, and therefore can’t be altered, don’t need to meet this criterion.*   
 
Can I alter materials prior to inserting them into my artifact? 
 
Artifacts must be submitted in their original size (or larger). It’s not permissible to take a photo of a word document, 
reduce its size, and embed it in a PPT.  This includes student work, worksheets, any sort of textbook/workbook pages etc. 
All of these must be submitted in their original size.  Artifacts that include portions that have been reduced in size will 
NOT be scored.  (It’s not enough that your artifacts are legible – they must be submitted in their actual, original size, so 
that, when printed, they print out in their original size.)  As a workaround, please submit these items each on a separate 
page of a PDF.  Please note that the only exception to this rule is materials, such as posters or murals, that are too big to 
include in their original size.  These CAN be reduced in size, and should include a note explaining as much (see examples 
below).   
 
What is an authentic artifact? 
 
Authentic artifacts are those that can clearly be attributed to the candidate, and that provide irrefutable evidence of 
linkage to the candidate, the learners, and/or the other stakeholders to whom the artifact pertains.  Authentic artifacts 
are corroborated by other sources, when necessary; substantiated with other evidence, when necessary; and leave no 
doubt of the veracity of the evidence therein.    
 
Can I submit my own data charts and graphs as part of my submission? 
 
If you choose to submit data charts and spreadsheets that you have created yourself, (as opposed to data generated from 

Datalink or mdreportcard.org, etc.,) please include supporting documentation such as student work, formative 

assessments, etc.  For instance, a self-made chart of data which demonstrates student growth should be supported by 

several individual pieces of pre and post student work that is represented in the chart.  Unsubstantiated self-created 

data charts cannot serve as authentic evidence. 

 
Can I cut and paste screenshots of artifacts to assemble my profile?  Can my artifacts be “snipped” or cropped? 
 
Candidates can use screenshots throughout their documents, and they can be snipped/cropped as long as they contain all 

the necessary identifying characteristics to validate their authenticity, and as long as they’re the same size or larger as the 
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original document.  When including evidence for artifacts, that evidence must be irrefutably authentic, with no possibility 

of alteration or fabrication.  See the examples below for examples of acceptable and unacceptable screenshots. 

Can I use the same artifact in more than one standard or domain? 

If an artifact provides evidence for the indicators in more than one standard or domain, it can be used more than once.  

Artifacts must be uploaded in every section where candidates wish for them to be considered as evidence.  In other 

words, it’s not enough to simply reference that the artifact in question is included elsewhere in the submission – it must 

be included everywhere you wish for it to be considered as evidence.  When using an artifact in multiple places in your 

profile, make sure to tailor it so that it meets the specific language of each part of the rubric for which you’re submitting 

it as evidence. 

What are the requirements for the accompanying rationale statements? 

Each artifact should be accompanied by a short, 400 character rationale which provides context and background.  

Rationales longer than 400 characters will not be read by the PPRC.  Please remember that rationales do not count as 

authentic artifacts. 

How can I protect the identity of the people whose names appear in my profile? 

Please make sure that in order to protect the identity of stakeholders, you block out, hide, or eliminate the last names of 

students and parents throughout your artifacts.  Do not block out the entire name. 

What name should I use when compiling my artifacts? 

When creating your profile on TSS and submitting your profile and lesson/session demonstration, please use the name 

under which you are known in the Global Address List for City Schools Outlook. 

What should I include? 

In Domain 1.0, each artifact should address a distinct measure of learner growth.  For example, if you are choosing to 

include MSA, benchmark, and NWEA scores, each of these metrics should be housed in a different artifact file.  Each 

individual artifact in Domain 1 must meet ALL the guidance requirements from the rubric, or they won’t be scored.  Also, 

Domain 1 must include at LEAST two different measures, housed in separate artifacts, in order to be scored. (See the 

rubric glossary for the definition of “multiple measures.”)  Please make sure to include all the rubric guidance for Domain 

1 in each of your Domain 1 artifacts.  For instance, the first guidance requirement for Domain 1 is to include 

documentation of learner expectations as determined by the district, school, or educator.  These expectations must be 

included in order for your reviewers to determine if your learners met or exceeded them.  The learner expectations 

should be clearly labeled and aligned to appropriately rigorous grade and content standards.  For instance, an 

expectation that 30% of leaners will master 60% of the material is an expectation determined by the educator, but it is 

not a rigorous enough expectation to be a “Model” expectation.  Also, make sure that your pre- and post-data are 

aligned.  In order to show that learner results can be directly attributed to you, please include official rosters that link 

your learners to you.   
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In Domain 2.0, everything you submit will be uploaded as a single file in standard 2.1 in the section marked 

“Demonstration Video Plan and Materials.”  You are required to upload a roster, official attendance data, and 

lesson/session plan for the video you’re using (see the video demonstration guidance for more information about this).  

In addition, you’re welcome to upload other materials related to your video, such as work samples, handouts, etc., but 

this is not required.  Please note that all materials uploaded for domain 2.0 should be housed in a single file, and must 

abide by the artifact guidance requirements. 

In Domains 3.0 and 4.0, your artifacts should “tell a story,” so to speak, of the activities in which you engaged and the 

positive impacts they had on your learners and/or colleagues.  The strongest artifacts establish a clear beginning, show an 

action taken, and, ultimately, show the result.  You are encouraged to use text throughout to support and explain your 

artifacts.  In these two domains, artifacts can complement each other and work together to provide evidence for a certain 

standard.  For instance, in standard 3.1, you might provide evidence of having attending professional development, and 

evidence of what you learned in one artifact, and evidence of how you applied that learning in a way that positively 

impacted your learners in another artifact.  Unlike in Domain 1, artifacts in these domains can work in conjunction with 

another, and do not have to be distinct, although it’s fine if they are.  

Please make sure that your artifacts provide concrete and clear evidence that matches the language of the rubric.  Please 

refrain from submitting blank worksheets, forms, and so on.  These are not considered strong pieces of evidence.  Rather, 

submitting worksheets and forms that have been filled out by students, teachers, parents, or other stakeholders, and to 

which you are linked directly, are much more valuable as evidence for the rubric’s indicators. 
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Examples 

Please refer to the examples below to better understand how artifacts should and should not be structured in order to 

abide by the artifact guidance. 

Acceptable examples: 

 Example 1: This screenshot includes identifying information such as the name of the program, the course, the period, the 

column headings, and students’ first names.  In addition, this screenshot is in its original size. 
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Example 2:  This screenshot of formal observation notes contains the identifying information from employee self-service, 

as well as the candidate’s name in the comment section.  (The JGP has obscured the candidate’s name to preserve the 

candidate’s anonymity.) 
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Example 3: This email message contains all the necessary information to prove its authenticity.  The names and identifying 

information in the email exchange have been obscured by the JGP to preserve anonymity.  Further, this screenshot reflects 

the actual size of the original email message images. 
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Example 4:   This artifact shows a quilt that, like most posters and murals, is too large to be included in the artifact in its 

original size.  The candidate has made a note of this in the caption. 

 

 

 

 

This is a quilt that my students and I made at the completion of our unit on social justice.  (Per the artifact 

guidance, this picture shows the quilt in reduced size because it’s too large to be included as a picture in its original 

size.)  
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Non-Conforming Examples: 

Example 1:  This chart was snipped from an IEP, and it no longer retains identifying information that would make it 

authentic, such as the names of the student, teacher, and/or related service provider.  In addition, this sample has been 

reduced in size.  Even when legible, portions of artifacts must still be in their original size in order to be scored. 

 

 

Example 2:  This candidate included a cropped screenshot of an observer’s notes, and there is no identifying information 

to link this report to the candidate.  Therefore, the authenticity of this screenshot cannot be verified. 
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Example 3:  This candidate has included snippets on which identifying information and context have been removed, 

thereby removing the authenticity of the evidence.  Textual explanations can help the candidate draw connections to the 

language of the rubric, but they do not replace the evidence itself.  In addition, this candidate has reduced the size of the 

screenshots, and this artifact is disqualified as a result.  All materials must be in their original size or larger, and 

screenshots cannot be reduced in size. 
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Example 4: This is a copy of a Powerpoint slide that was submitted as part of an artifact.  It does not conform to the 

artifact guidance because the learner expectation sheets for each month (September, October, and November) have been 

shrunken from their original size.  The artifact guidance stipulates that documents must be submitted in their original size 

or larger.  The candidate could meet the artifact guidance by placing each of these sheets on its own PDF page in its 

original size.  In addition, the textbox that serves as a caption for the slide is candidate-created, yet is in a font smaller 

than 12 point, which is contrary to the requirements outlined in the Artifact Guidance.  Because artifacts in their entirety 

must meet the requirements of the artifact guidance, this artifact would be disqualified. 
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Example 5:  This artifact excerpt includes examples of student work that have been reduced in size, as well as candidate-

created text boxes that are written in a font smaller than 12 point.  Both of these run counter to the requirements of the 

artifact guidance, and therefore would disqualify the entire artifact. 
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Example 6:  This artifact excerpt shows several Powerpoint slides on one page, while the artifact guidance requires that 

artifacts not include more than two Powerpoint slides per page.  An artifact that contains a portion with more than two 

Powerpoint slides per page will be disqualified.  These slides should be increased in size, and be positioned so only two 

appear per page. 
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Example 7:  This artifact portion includes student work that has been reduced in size, which is not allowed according to 

the artifact guidance.  Per the artifact guidance, all pre-existing materials must be in their original size or larger.  These 

three examples of student work should be each on their own page, in their original size. 

 
 

 

**Please note that many of these issues occur when candidates use Powerpoints to present 

conglomerated information into artifacts.  The Powerpoint does not naturally lend itself to 

following the guidance requirements, such as including documents in their actual size, and, 

because of this, the Powerpoint format is not recommended for compilations of information 

into one artifact.** 

 


