TWIN VALLEY HIGH SCHOOL GRADUATION PROJECT








  I.	PURPOSE





In order to graduate from Twin Valley High School, all students will successfully complete a career-based graduation project.  This extensive project will include various components, such as a written paper supported by research, an oral presentation with visual enhancements, and a portfolio.  The purpose of the graduation project is to assure that students are able to apply, analyze, synthesize, and evaluate information and communicate significant knowledge and understanding.  





	Per Chapter Four, State Board of Education, 1999.





 II.	INTRODUCTION





A.        The following pages contain instructions for completing a successful graduation project at 	Twin Valley High School.  The graduation project is a mandatory program that students 


must complete to fulfill graduation requirements.  The Twin Valley School District considers this graduation project a valuable learning experience for students and encourages parent involvement in the projects.





	B.	By closely reading the prepared materials and using the examples as guides, a student will     be able to organize and execute a plan for a quality graduation project.  





III.	REQUIREMENTS FOR CAREER RESEARCH





A.	The student will complete a job survey of the career in which he or she is interested in pursuing (refer to Job Survey Sheet). 


 


	B.	The student must conduct one interview with an individual working in the job related to their career interest (refer to Job Interview Sheet). This can be completed as part of their job shadowing experience.





C.	The student must schedule job shadows related to their career interest.  The time spent doing job shadows needs to total at least eight hours.   





D.	The student must keep a log of the job shadow experience (refer to Job Shadow Log Sheet).





E.	The student must write a thank-you letter to the person with whom the job shadow was completed.  A copy needs to be included in the Graduation Project Portfolio (refer to Thank-You Letter Example).





Student must complete a resume (refer to Resume Example).











 IV.       WRITTEN COMPONENT





	A.	Requirements


	1.	The written component must be at least five pages in length, using 1.25” side margins and 12 font.


		2.	The paper needs to include a separate Works Consulted page listing the research.  


			The source requirements are a minimum of three total sources including internet, interviews, books, periodicals, and journals.





V.	ORAL COMPONENT





	A.	Must be ten minutes in length.


B.	Student should review their portfolio.


		1.	Include explanation of career interest, job survey, interviews, and job shadows.


		2.	Includes significant findings with explanations.


		3.	Student must prepare at least one visual.


Student must have a conclusion with reflective closing statements.





VI. 	PORTFOLIO





Students must include all requirements in their Graduation Project Portfolio.


		The order in the portfolio is as follows:


Cover Sheet


Initialed/Signed Checklist 


Job Survey Sheet


Job Interview Sheet


Job Shadowing Log


Thank-You Letter


Resume


�
APPENDICES





Appendix A





	Proper Telephone Etiquette





1. Say “hello” and note the name of the person with whom you are speaking.


2 .Introduce yourself and tell why you are calling and with whom you wish to speak.


3. Request an appointment for an informational interview.  If the person with whom you are speaking cannot schedule one, request suggestions for next steps and possible referrals.


4. Thank the person with whom you are speaking and confirm spelling of all names, mailing address, email address, telephone numbers, and fax numbers.


5 .Be polite, patient, and respectful.  





	Example





	“Hello, my name is …  May I ask who I am speaking with please?”





	“I am calling about scheduling an interview with one of your employees working in (career interest).  I am required to conduct this interview as part of my graduation project at Twin Valley High School.  Is there a specific person with whom I should be speaking?”	





	“Excellent.  May I have the person’s name and telephone number, please?  Does he or she have an email address?”





	Thank the person with whom you are speaking and confirm spelling of all names, mailing and email addresses and telephone numbers.





	“Thanks for your time.  You have been very helpful.  Have a nice day.”








�
Job Interview #1�
Job Interview #2�
�
Contact Name�
�
�
�
Telephone Number�
�
�
�
Email Address�
�
�
�
Date of Appointment�
�
�
�
Name of Person Interviewed�
�
�
�



Appendix B





	How to Log Experiences in the Job Shadow?





	July 10, 2003  (4 hours)  Met Mr. Scott at 8:00 am.  Observed his class on the discussion of The Civil War.  Discussion centered on The Battle of Gettysburg.  Students were given a quiz on general knowledge of the discussion and Mr. Scott gave me the opportunity to grade the quizzes.  Mr. Scott and I sat down and prepared a lesson for tomorrow on The Battle at Little Bighorn.  Next, I sat in a team teaching meeting and they discussed new curriculum issues.  Finished the day at 12 noon.


�
Appendix C		SAMPLE RESUME





Jane Doe


123 Main Street, Anytown, PA 19344                    		    (610)555-5555








EDUCATION	Twin Valley High School


			Junior—anticipate diploma June 2006


			School to Career—hands-on work experience and related classroom theory





Special Courses Taken:  


Child Development I and II (worked with children ages 3-6)—interacted with


children and supervised various activities, responsible for creating lesson plans, 


and delivering age-appropriate instruction





Environmental Agricultural Science, German I-III, Basic Foods, and Family and 


Consumer Science








EXPERIENCE	Hickory House Nursing Home 


Dietary Aide—June 2003 to Present 


Duties include:  serve food to residents knowing dietary restrictions, effective communication skills, wash dishes and general maintenance





Various Babysitting Opportunities


June 2002 to Present 


Duties include:  responsible for children (infant to 4-year old), meal preparation, interact with children and provide learning activities, and general house maintenance








REFERENCES	Mrs. Angela Morgan, School to Career Coordinator, Twin Valley High School, 


4897 North Twin Valley Road, Elverson, PA 19520 (610) 286-8638





			Mrs. Anne Murray, Guidance Counselor, Twin Valley High School, 4897 North 


Twin Valley Road, Elverson, PA 19520 (610) 286-8618





Mrs. Mim Madden, Director of Nursing, Hickory House Nursing Home, 3120 


		Horseshoe Pike, Honey Brook, PA 19344 (610) 273-2915


	


�
Appendix D		SAMPLE THANK-YOU LETTER





October 20, 2004











Mrs. Tracy Roberts


Associate Manager


Tassels, Inc.


4503 Industrial Highway


Chester Springs, PA 19548-0003





Dear Mrs. Roberts:





Thank you for giving me the opportunity to shadow you in your daily duties with Tassels, Inc.  This not only fulfilled my graduation project requirements, but also provided me with valuable experience toward my goals of becoming an interior designer.





I found it interesting to learn more about you and your (job, career, industry, company, department).  The most interesting thing I learned was . . . (Please tailor your second paragraph to include specific information about some positive aspects and what you learned from your shadow experience.  Include your interest of part-time or summer openings, your future educational goals and plans, etc.)





Again, thank you for helping me with my career exploration.  If you need to contact me for any reason, I can be reached at 610-888-8888 or at my email address jondoe@aol.com.





Sincerely,





**** (Signature here in black or blue ink)****





Mr. Jon Doe


3411 Haycreek Road


Birdsboro, PA 19508-3222








Appendix E





	Sample Citation





	Vigil, Joseph.  Personal interview.  22 March 2002.





(Consult MLA’s homepage for information on citing on-line sources www.mla.org.


Due to the different types of sources available, you must consult your English teacher or a MLA style guide for specific examples.)














�



GRADUATION PROJECT PORTFOLIO



































			Name ________________________________














Career Project Title _______����________________________________


�
STUDENT - PARENT/GUARDIAN – EVALUATOR CHECKLIST





Criteria  for


Review�
Student’s Initials


�
Parent/Guardian’s Initials�
Evaluator’s Initials


�
�
Student has completed Job Survey Sheet�
�
�
�
�
Student has completed Job Interview Sheets�
�
�
�
�
Student has completed eight (8) hours of Job Shadowing and the Job Shadowing Logs�
�
�
�
�
Student has completed thank-you letters for job Shadow�
�
�
�
�
Student has completed resume�
�
�
�
�
Student’s work is in proper order in portfolio�
�
�
�
�
Student’s five-page paper is formatted correctly with 1” side margins, size 12, and Times New Roman or Courier font�
�
�
�
�
Student has read, edited, and improved the paper when needed�
�
�
�
�
Student has a Works Cited page with at least 3 sources using the MLA format�
�
�
�
�
Student has created visuals/evidence/artifacts for the presentation�
�
�
�
�
Student has practiced presentation to be 10 minutes in length�
�
�
N/A�
�



�
JOB SURVEY SHEET





Career Choice _________________________








1.	What statistics did you find predicting future openings in your career choice?  (Remember to project 3 – 6 years in the future)














What is the average annual income for someone in this field?  Does this amount differ depending where you reside?











3.	What level of education does one need to get started in the career?  What levels of education must one have to advance in this field?











4.	Within this career field, name five specific job titles in which one would be able to work.





          		1.


		2.


		3.


		4.


		5.





5.	What is the typical benefits package (insurance, retirement plans, etc.) that is offered to individuals in this career?














6.	What part-time, summer, or internship jobs could provide valuable experiences towards full-time employment in this career?








Works Cited  (Use the MLA format to properly format your citation)





	1.





	2.


�
JOB INTERVIEW SHEET 





Student Name   ____________________________  Business or Organization __________________


Contact Person  ____________________________  Date _____________





1.	What is your job title?











2.         What education and training is needed for this job and/or career area?














3.	How did the person you are shadowing decide on this particular career area?














4.	Are there any required certificates or licenses for this job?














5.	How is technology/computers used in this job? Is there any other equipment I will need to learn to use?














6.	What high school courses would help me prepare for this job?











7.         What hours do you normally work?














What problems can arise on a job like this?














       What types of teamwork or collaboration do you do?





JOB INTERVIEW SHEET  (continued)





     What is the salary range for this job?  What are the benefits and perks?











      List positive aspects of this job.











      List negative aspects of this job.








      What are six personal characteristics needed for this job?











      Describe the activities/responsibilities performed in this job.








      Is this a position with a good job outlook for the future?











Tell about a specific aspect of the job that you found interesting.











Signature of Interviewee  ___________________________________





Signature of Parent ________________________________________


�
JOB SHADOWING LOG


(8 hours requirement)





Date ______   Hrs  ______	Signature of Person You are Shadowing  ______________________





Description of Activities:





























Date ______	Hrs  ______  Signature of Person You are Shadowing _________________





Description of Activities:
































Date ______	Hrs  ______  Signature of Person You are Shadowing _________________





Description of Activities:
































Signature of Parent/Guardian ________________________________________





�
GRADUATION PROJECT ASSESSMENT


SUMMARY





Student Name:  __________________________________________________             





Career-Based Project Title:  ________________________________________





Date:  ____________





Evaluator(s):  __________________________





		__________________________











Writing Component:  	___________





Oral Component:	  	___________





Portfolio Component: 	___________








	Holistic Evaluation:  ___________








Grading Summary:





	A = Advanced


	B = Proficient


	C = Basic


	No credit = Below Basic





Comments:





�
RUBRIC – WRITING COMPONENT








Advanced (A)





Provides a sharp, distinct focus in their introduction explaining the importance of career selection and purpose of project


Demonstrates substantial and relevant information to support their career research


Demonstrates a strong, meaningful connection to their career 


Provides a strong conclusion with reflective closing statements about their career


Demonstrates precise control of language, style, and sentence structure that creates a consistent and effective tone


Exhibits effective organizational strategies and structures which develop a clear focus of their project


Successfully completes format guidelines (double-line spacing, 1” side margins, size 12 Times New Roman or Courier font)


Correctly records a complete Works Cited page including a minimum 3 sources using the MLA format











Proficient (B)





Provides a clear focus in their introduction that generally explains the importance of career selection


Demonstrates knowledge of career supported by some research


Demonstrates a personal connection to their career


Provides a basic conclusion with some closing statements about the career


Demonstrates appropriate language, style, and sentence structure that creates a consistent tone


Exhibits organizational structure


Completes most guidelines for written format


Records a Works Cited page including a minimum 3 sources using the MLA format with minor error











Basic (C)





Provides a vague focus in their introduction that generally 


Demonstrates some knowledge of career supported with limited research


Demonstrates a limited personal connection to their career 


Provides a limited conclusion with little or no closing statements about their career


Demonstrates errors in sentence structure, lack of word choice and mechanics may interfere with meaning


Exhibits a lack of organization in structure


Completes few guidelines for written format


Records a Works Cited page with many errors and/or omissions











�
RUBRIC – ORAL COMPONENT








Advanced (A)


Has a clear, attention-getting introduction which states career and why they selected their career


Demonstrates strong knowledge of career supported by many sources of research


Makes sufficient personal connection and explains many significant findings


Presents project in a well-planned, highly organized manner


Dressed professionally for presentation (No flip-flops, T-Shirts, Jeans, etc.)


Exceeds expectation by using appropriate language (descriptive, vivid word choices, grammar is correct)


Exceeds expectation by using body language to enhance the presentation (gestures, good posture, eye contact)


Speaks clearly and audibly (strong volume, pace, and pitch)


Visual aid is very neatly and professionally done


Visual aid is explained to enhance the understanding of the project


Visual aid captures the interest of the audience with visual information


Provides and insightful conclusion with reflective closing statements about the career





Proficient (B)


Has an introduction which states career and why they selected their career


Demonstrates knowledge of career supported by some research


Makes a general personal connection to the career with some significant findings


Presents project with organization


Dressed professionally for presentation (No flip-flops, T-Shirts, Jeans, etc.)


Meets expectation by using appropriate language (using correct grammar most of the time and some descriptive word choices)


Meets expectation by using body language to enhance the presentation (some gestures, posture, eye contact)


Speaks clearly most of the time (good volume, pace, and pitch)


Visual aid is neat and free from errors


Visual aid enhances and connects to the career


Visual aid interests the audience 


Provides a conclusion with general closing statements about the career





Basic (C)


Has a limited introduction which mentions the career


Demonstrates some knowledge of career, but research is lacking


Mentions personal connection to career, but no significant findings


Presents project with lack of organization


Dressed professionally for presentation (No flip-flops, T-Shirts, Jeans, etc.)


Presentation lacks appropriate use of language (using poor grammar, word choices seldom varied)


Presentation is rote and lacks use of appropriate body language most of the time (absence of gestures, posture, and minimal eye contact)


Does not speak clearly in a consistent manner  (absence of volume, appropriate pace and pitch)


Visual aid has minimal neatness and appeal with some errors


Visual aid does not enhance or connect to the career


Visual aid does not interest the audience 


Provides a weak conclusion where closing statements lack reflection





























RUBRIC – PORTFOLIO COMPONENT





Advanced (A)





Portfolio contains all seven components 


All seven components are in the following proper order:


Cover Sheet


Initialed/Signed Checklist for Parent/Guardian


Job Survey Sheet


Job Interview Sheet 


Job Shadowing Log


Field Experience Thank-You Letter


Resume


All seven components are very thorough, complete, and neatly prepared





Proficient (B)





Portfolio contains all seven components 


All seven components are in the following proper order:


Cover Sheet


Initialed/Signed Checklist for Parent/Guardian


Job Survey Sheet


Job Interview Sheet


Job Shadowing Log


Field Experience Thank-You Letter


Resume


All seven components are complete





Basic  (C)





Portfolio contains all seven components 


Components are in some order 


Components are complete























