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SENIOR PROJECT DEADLINES 

FIRST SEMESTER 

 

“Life is a journey, not a destination.”  Aerosmith 

 

Listed below are due dates for components of the Senior Project.  Any assignment may be 

completed and turned in BEFORE its due date.  Being absent from class does not give any 

student an additional day no matter what the reason.  ALL Senior Project assignments are due at 

the beginning of the period on the assigned date.  Don’t forget to make copies of rubrics for each 

assignment. 

 

DATE ASSIGNMENT 

AUGUST  

10 Topic Due 

16 Research Sources Due 

21 Mentor form 

25 Annotated bibliography with web pages for 

Internet sources 

30 Interview worksheet 

SEPTEMBER  

1 Journal 1 

7 Letter of Intent 

13 Conducted Interview 

14 Thank you Letter for interview 

18 Interview Report 

15 Notecards 

20 Journal 2 

OCTOBER  

4 Rough draft of research paper with 

highlighted hard copies of ALL sources used 

in paper, notes in a notebook 

6 Sign of Commitment 

10 Journal 3 

12 Resume 

17-19 3 College Applications completed 

*Printed verification due 

26 Final draft of research paper (typed) 
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27 Journal 4 

19 Letter to Judges 

31 Self-Evaluation 

NOVEMBER  

1 Products due & product verification due 

1 Journal 5 due 

2 Mentor Thank you note 

3 Mentor verification log 

6 Community Service Due 

7 Community service Report 

15 Portfolio  

17 PowerPoint 

17 Written Speech 

27 FASFA completed 

*Printed verification due 

27 Rise up Mississippi Application due 

*Printed verification due 

NOTICE: ALL WORK (LATE, ETC) MUST BE 

SUBMITTED BY NOVEMBER 11, 2016 

AT 3:20 PM.  THIS WAY, IT CAN BE 

GRADED AND ENTERED BEFORE 

THANKSGIVING BREAK BEGINS ON 

NOVEMBER 18, 2016 AT  3:20 PM.  NO 

EXCEPTIONS!  TO PASS SENIOR 

PROJECT, ALL WORK MUST BE 

COMPLETED AND SUBMITTED 

BEFORE THANKSGIVING BREAK! 

DECEMBER  

Nov. 27-Dec. 8 Practice presentations in class 

11-12-13 Oral presentations 

 

 

***Dates Subject to Change*** 
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Dear Senior, 

 

 In a few short months you will be out of high school and started on another journey. This 

last year will give you the opportunity to take stock of your skills and demonstrate problem 

solving, self-directed learning, decision-making capabilities and independence.  The Senior 

Project process gives you a chance (finally!) to choose your area of study, to combine your 

knowledge and skills from various disciplines, to satisfy your curiosity and to utilize your talents 

in a productive manner. 

 Your Senior Project experience will involve true exploration.  You will select a topic of 

your choice, build a knowledge foundation by researching using secondary and primary sources, 

and compose a research paper related to your chosen topic.  You will then complete a project that 

demonstrates application of some aspect of your research.  This project must involve a learning 

stretch.  You need to engage in a project that causes you to grow intellectually and emotionally.  

(These attributes are the keys to significant learning.)  The last facet of this learning journey is to 

give a formalized speech in front of a team of adults (judges for your Senior Boards).  After your 

formal speech, you will have the opportunity to field questions from these folks.  Of course, 

these questions will be related to your research, your project and your personal learning.  To help 

your Senior Board judges understand more about you and your Senior Project, they will review 

your Senior Project Portfolio which will include each component included in your Senior Project 

syllabus. 

 For instance, let’s assume that you are really interested in ecology; you might choose to 

study the effects of plastic pollution on the ocean environment.  Your project might be twofold.  

You will conduct independent research related to the information you gather for the research 

paper process.  You will then present your research process and results, plus a plan of action to 

the biology classes.  During your Senior Boards, you will speak formally about what your 

research paper taught you and what you learned during the project phase.  Or maybe you are 

interested in the field of art and researched how artists use art to express concern about social 

issues.  For your project, you might decide to put together an art show which is centered around a 

particular social issue you are interested in and which will include some of your own art work or 

that of local artists.  Your portfolio and speech will be used to help assess your chosen Senior 

Project learning journey. 

 You are a senior.  You are special and represent years of education.  It is time to show 

what you know, what you can do and celebrate your achievements!  You are ready for this 

experience because you have been preparing for a lifetime.  As John F. Kennedy once said, 

“Effort and courage are not enough without purpose and direction.”  It is your time to stand up 

and be counted. 

 

“How often events, by chance and unexpectedly, come to pass, which you had dared not 

even hope for.”     -Terence 

 

 

Student Signature       Date 

 

_______________________________________  _________________________ 
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Dear Parents/Guardians of Seniors: 

 

 As your son/daughter may have indicated to you, our seniors are required to complete a 

Senior Project (SP).  This project has five components: a research paper, a project, a portfolio, 

community service, and an oral presentation of the paper and project to a panel of professionals.  

This project will call upon your son/daughter to use the skills he/she has acquired and practiced 

throughout twelve years of formal education.  Students are encouraged to complete a project of 

great interest to them. Although the project can address a career component, it is not limited to 

careers or community service. All students are required to complete in the classroom  each 

composition assignment, hand-written and double-spaced as a rough draft to be checked by the 

SP teacher. These assignments will then be returned to the student to use as guidance for typing 

the final draft which will be included in the students’ portfolio notebooks. 

 The first component of the Senior Project will require the student to use specific skills 

such as research, organization, and time management to produce a document which has been 

typed or word processed and is 2100-3000 words in length.  The second component is the actual 

project, a hands-on experience or product related to some aspect of the research topic.  The 

student will need a mentor who will provide some expertise on the project and verify that the 

student has spent at least eight hours working on it.  The third component of the Senior Project is 

community service.  The student will incorporate various ways to serve the community while 

working with his / her mentor. The fourth component of the overall project is an oral 

presentation given by the student to a panel.  In addition to presenting the project, the student 

will explain the learning that occurred in completing the research and project.  Eight to ten 

minute presentations with a five-minute question and answer period are scheduled for the end of 

the semester.  The fifth component is the portfolio, or notebook, in which the student keeps a 

record of the project and the research paper.  The portfolio is very attractive to prospective 

employers, as well as colleges. 

 One of the objectives of the Senior Project is to meet career development goals.  These 

objectives include career preparation and investigation that ensure a smoother transition from 

school to work.  This project will give students the opportunity to explore a career that might 

interest them and help decide whether that career really is for them.  A second objective is to 

teach students to prioritize their time in order to meet deadlines.  Due dates for the components 

are given many weeks in advance, so students are expected to meet them.  Not being in school on 

the day of the deadline does not excuse a student from the responsibility of turning in the item on 

the required date.  The student is expected to arrange to have the item delivered to school either 

by a friend or a parent.  However, exceptions may be made for serious illness and emergencies as 

approved by the Senior Project committee and principal. 

 A successful Senior Project involves parent, teacher, and mentor support, as well as 

student initiative, flexibility, and self-discipline.  We hope you will take an active role in 

ensuring that your son/daughter completes this project.  If we all work together, this will be one 

of the most rewarding experiences the students will have in high school!  If you have any 

questions, please call your Senior Project Coordinator at the school number 601-736-5334. 

 

Sincerely, 

Mrs. Deanna Knowles 

Mrs. Leigh Hall 

 

Parent Signature:__________________________________  Date__________________ 
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Senior Project Overview 

The first phase of the Senior Project includes the successful completion of a research paper. 
Selection of a topic takes considerable thought, so as to lend itself to the performing or constructing of a 
product.  The paper uses the acquisition of knowledge through researching, writing, interviewing, as well as 
synthesizing and applying real-world skills of time management, organization, self-discipline, persistence, 
and problem solving.  Students will use the MLA style as outlined in THE ROOKIES GUIDE.  

The second phase includes the preparation of a project/product that is both an appropriate and  
logical extension of the research paper.  It demonstrates the application of acquired knowledge through a 
reflexive, physical, and/or intellectual stretch.  *The learning stretch is the act of making great 
demands upon one’s abilities while gaining knowledge, comprehension, or mastery through 
experience or study.” The product/project may incorporate the experimental, performance, or real-world 
skills of patience, responsibility, enthusiasm, time management, problem solving, practice and 
independence.  The student is expected to spend a minimum of eight (8) hours with a mentor so that the 
mentor can guide the student through the process, but not complete the project for the student.  

The third phase is community service.  The student will incorporate various ways to serve the 
community while working with a mentor. 

The fourth phase is the portfolio; which includes specific evidence such as the research paper, 
journal entries, verifications, evaluations and photographs that illustrate the work completed through the 
Senior Project.  The portfolio’s purpose is to authenticate student participation and learning, as well as to 
explain student rationale and purposes.  It also answers questions that the presentation does not.  It 
documents student work in a way that only paper and photographs can do.  Finally, the portfolio becomes a 
guide for anyone who is interested in doing a similar project.   

The fifth phase is a PowerPoint-guided presentation before an evaluation board. The student will 
make a formal presentation about the research paper, the project/product, and personal growth.  A 
question-and-answer period will be included.  The portfolio will supplement the presentation; therefore, it 
must be complete and well-done.  The project/product must also be present in some form. The 
evaluation board will include teachers, administrators, and community/business members.  This final phase 
provides the student with an opportunity to synthesize the research paper, project, and self-growth through 
the use of good communication skills. 

Most major Senior Project assignments that include rubrics will count as test/writing grades and 
averaged accordingly.  Each of the five phases of the Senior Project must be passed with a minimum 
competency of 65.   The student’s English teacher will notify of any changes in dates which may become 
necessary throughout the year.   

Although not required, it is advisable that the student save ALL work to a CD or memory stick for 
ease in accessing the project on any computer, as well as to make necessary changes/revisions. The 
student should also have back-up copies.   

*Copies of the assigned rubric when applicable should accompany each part of the project as it is 
submitted. 

Unless you try to do something 

beyond what you have already mastered, 
you will never grow. 
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ANTI-PLAGIARISM 
 

Remember that there are two reasons for documentation, other than that you were told to do so. 
 
1. Somebody went to a lot of trouble to gather information you are using.  The author might have 

spent months at the bottom of the ocean risking life and limb observing sharks.  He might have 
spent years traveling from city to city gathering data.  Whatever the case, remember that he 
worked harder for  his information than you did looking it up; so give credit where credit is due. 

2. On the other hand, maybe the author’s information is erroneous, biased, or in some way untrue.  
Again, but in the negative sense, give credit where credit is due. If due caution and adequate 
sources were used, you will not be blamed for another author’s inaccuracies if you haven’t claimed 
them as your own by failing to document. 

 
If your information includes numbers, document it.  This is true even if the fact is just something you 
remember from somewhere.  Find out where you heard it; check accuracy.  For every fact we truly 
remember, there lurk a dozen non-facts we just think we remember.  If in doubt, check with your Senior 
Project teacher. 
 
Just because a piece of information is in print doesn’t mean it’s true.  The pulp tabloids (i.e. National 
Enquirer, Star, etc.) provide good examples, but less sensational ones abound.  Double-check any 
questionable or controversial information. 
 
The more sources you use, the less likely you are to use another author’s words.  Using more sources 
provides you with enough information to do these: 

 Realize that different sources give different data. 

 Make comparisons and contrasts. 

 Make connections between different pieces of information. 

 Draw your own conclusions. 
 
The less information you have, the less you will have to say ; therefore, the more you’ll find yourself relying 
on another author. 
 
Avoiding plagiarism cannot be done by using penmanship skills! It requires you to use higher level thinking 
skills, such as the following: 

 Look up information (knowledge level). 

 Understand it (comprehension level). 

 Apply it to your topic (application level). 

 Analyze it – how does it compare to or connect with other information you have? (analysis level) 

 Put it all together in a way that supports your thesis (synthesis level). 

 Make some judgments about the information you found—is it true? Accurate? Biased? (evaluation 
level). 

 
If you omit these thinking steps, you will inevitably plagiarize to some extent.  
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What Is a Mentor? What Does a Mentor Do? 

It is common to hear mentors described in these ways:  

 teachers   
 trainers  
 sponsors  
 role models  
 advocates  
 coaches  
 openers of doors  
 friends  

What Are The Benefits Of Having a Personal Mentor?  

 Skills and knowledge relating to careers  
 Positive role model of a professional in the field  
 Connections with other professionals in the industry  
 Knowledge of how school and work interrelate  
 Learn what it takes to be successful in the industry  
 Expanded resources to help advance your care  

The Role of the Learner in the Mentorship  

(The following information has been adapted from the General Motors AYES Mentor and Student 
handbooks) 

 Learners participate in a mentorship in order to gain experience and knowledge from the 
“experts.” Learners are expected to reflect regularly on the experience of the mentorship.  

 The mentorship provides students with the opportunity to take what they have learned and 
are learning at school and be able to “practice” or apply what they have learned in a  “real 
world” setting.  

 Learners need to receive immediate direction, feedback, and evaluation on the application 
of their skills.  

 The intern development plan must be a valuable and progressive one. It should do these:  
o Provide opportunities to apply what the student learns at school  
o Complement the school curriculum  
o Include varied tasks and duties  
o Not consist of “bottom-feeder” tasks  
o Be structured (it should start with the basics and become increasingly more 

challenging over the life of the internship)  
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What Will Your Mentor Expect From You?  

 Good work habits  
 Punctuality -- be on time  
 Appropriate dress  
 Good hygiene; bathe, use deodorant, brush your teeth, and groom your hair  
 Wear clean, comfortable clothes in good repair  
 Don't wear a hat, shorts, miniskirt, or sunglasses  
 Don't wear too much jewelry or make-up  
 Don't eat while working  
 Maintain and demonstrate a positive attitude  
 Come prepared  
 Be alert and enthusiastic; try to make a good impression  
 Be willing and eager to talk; be willing and eager to listen  
 Be honest. Don't brag or exaggerate  
 Look at the mentor and other adults when speaking to them  

Challenges You Will Face  

 You will be in the “real world” and using “real world” rules  
 Working as an intern is quite different from what you have experienced at school  
 The typical day is very fast paced and very demanding  
 You will need to learn the expectations of your mentor quickly  
 Listen to your mentor and follow  directions carefully  
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MENTOR INFORMATION 

 

 

Each student must have a mentor who is experienced or knowledgeable in the student’s 

Senior Project area and who will - 

 

1. Be willing to help the student with the project. 

2. Give information to the student. 

3. Provide guidance for the student. 

4. Be a resource. 

5. Help the student identify the exact project—what he or she will do. 

6. Help the student push limits and go beyond previous experience or skill levels. 

7. Give support and encouragement to the student. 

8. Verify the project has been completed and evaluate the student’s work.  The mentor 

should see the project at various stages of development.  Since the student is required 

to take at least 15 pictures of different phases of the Senior Project, the mentor may 

assist.  Pictures should be of the student’s work in progress with the student in each 

picture.  Student should be shown working WITH mentor in at least THREE pictures. 

9. Confirm/Verify the number of hours spent in working on the project.  Senior and 

mentor should spend a minimum of 8 hours together and have at least TWO 

meetings. 

10. Read a draft of the student’s research paper. 

11. Grant the student a personal interview. 

 

A mentor needs to have some expertise in the project area in order to provide information and 

guidance.  The mentor should give the student advice when he/she needs it, but should not do the 

project for the student.  The mentor should be a resource for times when the student gets stuck.  

The mentor should help the student to stretch—to go beyond his/her current skills and attempt 

something he/she has not attempted before. 

 

 A relative (other than a parent or guardian) may be a mentor… 

 

 ONLY  if the relative has expertise and experience in the area 

 AND there is no other appropriate person available to be a mentor 

 AND it is a natural and appropriate choice 

 AND he/she is approved by the SP Committee. 

 

NOTE:  We grant exceptions to the rule ONLY in extreme cases and by approval of the SP 

Committee and administration. 

 

The Mentor has the option to view the student’s final presentation. Any 

mentor who wishes to attend the final presentation should contact Emily 

Rayborn no later than 3:30 on the day of the student’s scheduled  

presentation.  (601) 736-5334 or erayborn@columbiaschools.org 
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Calling to Create a Mentorship 
 

Listed below are some tips to help you arrange for a mentorship.  Space is provided so that you 
can write out the required information before making a call.  Remember to have paper and pen ready when 
you make the call.   Practice before making your call. 

Most people you call may not know what mentoring is.  After you explain who you are and give a 
brief explanation of what mentoring is, they will be more likely to grant your request. You may also choose 
to begin by asking for an interview.  You may be nervous as you call, but be yourself. 

THE CALL:  

1. Introduce yourself  
2. Explain the reason for your call   
3. Explain mentoring (or ask for an interview) 
4. Request a chance to meet:  
    Date: _________________Time :______________ Site: ____________________________ 
5. If he/she cannot help, ask for  suggestions for another person you may contact for assistance:  

Name:________________________________   Phone(s):____________________________________  

6. Thank the person for his time.  Let him know you are looking forward to meeting.  

ON THE DAY OF THE MEETING: 

*Dress appropriately  
*Be on time  
*Have your list of questions prepared  
*Have the mentor sign the mentor consent form  
*Answer questions about mentoring and your project  
*Be courteous  
*Be sure to say “Thank you for your time” upon leaving  

AFTERWARDS: 

*Ask for a business card or an address so you know where to send a thank you note 

*Write a thank-you note and prepare a correctly addressed envelope. These will be submitted to teacher 
to check, returned to you for correcting and typing. The teacher will mail for you. 

*Turn in your verification form and letter from your mentor to your English teacher.  The form verifies that 
this person aggress to act as your mentor.  The letter states that the mentor has received all the forms and 
understands the commitment. 
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Annotated Bibliography 
 

Before you can begin taking notes and working on a research paper, you must first do 
some reading to determine if you will indeed have enough material with which to work.  At this time, 
you may refine or even change the focus of your topic, depending on the types of materials that 
you find.  While a Works Cited page for an MLA research paper indicates the sources that you 
specifically cite within your paper, this page does not include information that you may have read 
but not cited.  Sometimes instructors want you to include a Bibliography or Works Referenced page 
with your research paper to cover the additional material that may have influenced your writing and 
thought process. 

Similarly, an annotated bibliography is usually assigned as a preliminary assignment to a 
major research paper, or it may even replace a paper altogether.  The purpose of an annotated 
bibliography is to determine the extent and quality of useable material for an academic research 
project.   The annotated bibliography will be a way for you to begin your research and your reading, 
to explore the resources available to you, compile adequate information, and to report back to your 
teacher.  The sources that you use on your research paper will come from your annotated 
bibliography.  In fact, your Works Cited page will look much like an abbreviation of your 
bibliography. 

For our purposes, you should begin the bibliography with a paragraph that explains the 
topic of your research. The rest of the bibliography is formatted like an expanded Works Cited 
page.  You will turn in a list of at least twelve (12) sources that you investigate.  Of these twelve 
sources, no more than one may be an encyclopedia and/or dictionary, whether from book or 
computer form.  At least one source should be a book, 1 source from Magnolia Database, 
and one internet source. DO NOT USE WIKIPEDIA, ASK JEEVES, ANSWERS.COM OR 
SIMILAR INTERNET SITES AS SOURCES.  (Magazine, journal, and newspaper articles that were 
once available in print but are now only found in a computer archive do not count as computer 
citations.)  You may consult information booklets, magazines, journals, books, documentaries, 
instructional CD-ROM’s.  For each of the twelve sources, you will complete the proper MLA citation 
and then briefly summarize the work (a paragraph of 4-6 sentences).   
 
Format:  Follow the guidelines for the Works Cited page in the Rookies Guide. 

 Use the complete MLA heading and header for the page.  TYPE the bibliography. 
 Instead of titling your paper Works Cited, title it Annotated Bibliography. 
 Begin with your focus paragraph.  Discuss the topic of your research and why you would 

like to research it.  You may use first person in this paragraph. 
 Each paragraph should 70-120 words (4-6 sentences). 
 Alphabetize entries.  Do not include a, an or the in the alphabetizing of the title. 
 Summaries are single-spaced ;  citations double-spaced.  
 Do not use a cover sheet or a report cover. 
 Include the rubric from your handbook. 

 
*Sample annotated bibliography on next page. 
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Goodstudent 1 

Johnny Goodstudent 

 

Senior Project 

 

Ms. Goodteacher 

 

01 November 2004 

 
Annotated Bibliography (Example) 

 

 Violence and murder are commonplace in modern America.  A person cannot walk 

down a dark or isolated street without fearing attack.  My own family has suffered 

personal tragedy.  Because of the prevalence of murder, I want to determine, or at least 

attempt, to understand what makes a person murder.  I hope to help heal the pain in my 

family as well as bring some sense of closure to my own emotions. 

 

Carlson, Peter. “The American Way of Murder.” Washington Post 19 June 1994: 10. Print. 

 

Violence and homicide are extremely common in America today.  For some reason Americans 

turn murderers into celebrities.  Clever nicknames, such as the Boston Strangler or the Shotgun 

Stalker, pepper the headlines; therefore, the criminal becomes a star with a common name.  John 

Gacy made a profit selling paintings he created of his fellow cellmates Charles Manson and 

Jeffrey Dahmer.  Ted Bundy and Richard Speck received thousands of letters and pictures from 

adoring fans. 

 

Fox, Levin, and James Alan.  Mass Murder: America’s Growing Menace.  New York: Plenum  

 

Press, 1985. Print. 

 

There is often a method to the madness of a murderer.  Based on casework done by Dr. Donald 

Lunde, there are two kinds of mental conditions that account for most cases of serial killing.  The 

first condition is paranoid schizophrenia.  A killer with this disease hears voices that command 

him to kill.  America, through the infamous David Berkowitz, knew this condition.  The second 

mental condition is sexual sadism.  A murderer with this problem tortures and kills his victims 

for sexual arousal.  Many characteristics of the killer in his youth may determine his actions later 

in life. 

 

Gannon, Robert.  “The Body Farm.”  Popular Science Sept 1997:  76-78. Print. 

 

Forensic Entomologists study dead bodies and the insects that invade them.  This study finds 

usefulness in solving crimes.  The insects leave evidence that shows the time of death and the 

temperature at that time.  The work of forensic entomology usually takes place in a lab. 
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Goodstudent 2 

Haddock, Vicki.  “Manhunter:  Getting Inside the Mind of a Murderer.”  San Francisco 

Examiner  20  July 1997:  6. Print. 

Serial offenders try to act out their sexual and violence-related fantasies.  Determination of the 

killer’s intelligence depends on the complexity of the crime.  The more people he kills, the better 

he gets.  Mike Prodan, a FBI profiler, specializes exclusively in serial slayings, mutilation 

murders, serial rapes, and child abductions.  Profilers, in general, can predict the criminal’s 

gender, race, age, intelligence and work habits.  Facts like these help to catch the killer before he 

can claim another life. 

 

 

 

*Should have 12 citations and 12 summaries.  

 

*Only the focus paragraph is indented and typed in bold font. 

 

*Each citation should be in ABC order by the author’s last name or 1
st
 letter of citation. 

 

*Citations should be double spaced if 2 or more lines; indent these additional lines. 

 

*Summaries are single spaced. 
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Phase I:  The Research Paper 
 

“To treat your facts with imagination is one thing; to imagine your facts is another.”  
– John Burroughs 

 
LENGTH:  BODY- 2100 to 3000 typed words – does NOT include the title page, outline or Works Cited.   
 
OUTLINE:  includes a minimum of FIVE Roman numerals. 
 
ANNOTATED BIBLIOGRAPHY:  To be submitted as a separate test grade BEFORE the rough draft is  
     turned in.                     
 
FORMAT: MLA format, 12 point font, New Times Roman, all double spaced – Refer to Rookie’s Guide for  
                  specific directions. 
 
NOTES/ NOTECARDS:  SIX sources and 100 4 x 6 note cards.  Refer to Rookie’s Guide.                           

WORKS CITED:  A minimum of SIX sources are required.  One must be an interview (primary source). 

 
BODY NOTES:  Refer to each source at least TWICE in the body of the paper; that means at 
                              least TWELVE body notes.  Refer to Rookie’s Guide for format. 
 
FIRST DRAFT:  This is a TYPED version of the final draft:  title page, outline, body with  
     documentation, and Works Cited.  Place all work in a three-pronged folder.  Include    
                             rubric in pocket of folder. (2100-3000 word length) 
 
FINAL DRAFT:    The final copy is a REVISED version of your rough draft.  You must show    

          proof of revision.  Include ALL sections of rough draft, including any added 

          sources as well.  Include “yes” checklist and rubric. 

 

LATE PAPERS WILL BE PENALIZED TEN 

POINTS PER DAY UP TO THREE SCHOOL DAYS.  

THEREAFTER, THE HIGHEST GRADE POSSIBLE 

WILL BE 65. 
 

*Paper must meet minimum standards before student moves to next phase. 

*Include rubric 
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Interview with an Expert 

As part of your research for your paper, interview someone who is an expert in your topic area.  
We define an expert as an individual who either has made a career choice in your topic area or is an expert 
hobbyist.  You may interview your mentor, or you may decide that you would rather interview someone 
else.  This person will be considered a primary source of research, because he or she has firsthand 
knowledge of your topic. 

YOU MAY NOT INTERVIEW A MEMBER OF YOUR IMMEDIATE FAMILY (father, mother, sister, 
brother, grandparent, aunt, uncle).  You also cannot interview teenagers unless you have permission 
from the SP coordinator.  

General Requirements: 

1.   This part of your research will count as a separate grade.   

2.    It is your responsibility to schedule and keep your appointment. 

3. You must meet your teacher’s deadline or incur late penalties. 

4. You should ask at least fifteen (15) questions during your interview. 

5. After you have completed the interview, you will choose at least five (5) questions that contain 
information you will use in your research paper.  You will transcribe your expert’s responses to 
these five (5) questions. 

6. You will send your expert a thank-you letter after you have completed the interview.  You need to 
keep a copy of this letter for your completed portfolio. 

Steps for Conducting the Interview: 

1. Prepare yourself in advance by planning what you will say! Call, introduce yourself, explain why 
you are calling, and set up an appointment.  Don’t just walk in to a place of business.  Your expert 
is a busy person.  Be courteous by setting a meeting time that the interviewee selects as more 
convenient.  If the person does not have a telephone or works outdoors, drop by his place of work.  
Dress appropriately, so that you will be perceived in a positive light. Briefly explain your need to get 
information from an expert, and ask for a convenient time and place to meet.  Some people are shy 
and need to be encouraged, but most will be flattered and will agree to talk with you.  

2. Do some background work on the interviewee before going to the scheduled appointment.  Find 
out exactly what this person does and maybe what other interests this person has.  Sometimes 
talking about other things (children, pets, hobbies, etc.) can help both of you feel more relaxed. 

3. The interview must be done in person, not via telephone or e-mail. Make sure that you take a list of 
prepared questions with you.  Try to avoid questions that will elicit a simple “yes” or “no” response.  
You want complete, detailed answers.  You may also ask additional questions, but your original 
ones will help you stay on the topic.  Plan for the interview to last at least 10-15 minutes.  Make 
sure that you have at least fifteen (15) questions to ask. 

4. After the interview, thank the person for taking time with you.  Make sure that you have the 
interviewee’s full name, as well as the date and time of the interview. 

5. Send the person you interviewed a thank-you note within one week of the interview. Correct format 
will be provided by your SP teacher. 

“Research is the recreation of the truly curious and committed.” 

-- General Colin Powell 
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Interview Worksheet/Checklist 
 
NAME:____________________________________DATE:_____________PERIOD:_______ 
 
DIRECTIONS:  This form must be completed one week PRIOR to meeting with the person you plan to 
interview.  After checking this form, attachments, and reviewing your questions, your teacher will sign below 
giving you the okay to interview.   
 
Person to be interviewed: ________________________________________________________ 

Phone number: ________________________________________________________________ 

Job Title/Business: _____________________________________________________________ 

Place of interview (specific street/city address): ______________________________________ 

Date and time of the interview: ___________________________________________________ 

Estimated length of interview: ____________________________________________________ 

 
*List the information you hope to gain during the interview. 
*List what you have accomplished in preparation for this experience. 
List all the questions you intend to ask during the interview.  Be thorough, and write at least fifteen 
questions in preparation for this activity. 
Have you informed your parents of your interview appointment?  ____yes  _____no 
Check which form(s) you have attached:  _____list of questions _____other (outcomes, preparations) 
 
 
 
Teacher Approval _____________________________________ Date ______________ 
 
(To be returned to STUDENT three days before actual interview) 
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Formatting the Interview Report 
 

1. The first step is to choose the five (5) questions that you wish to use.  Write down as 
accurately as you can what the interviewee said based on your notes.  Use punctuation, such as 
dashes, colons, periods, to convey the interviewee’s meaning to the reader of your report.  You 
should use brackets [] to add information that is necessary to convey meaning to the reader. 

2. Use the MLA heading in the upper left corner. 
3. Single space remarks made by an individual speaker.  Double space when you change speakers. 
4. Begin your report with a paragraph that describes who the interviewee is and why you interviewed 

him or her.  Make sure that you include the time, date, and location of the interview. 
5. When you type your report, use italics or underlining for the names of the people in the interview.  

You do not need to use quotation marks for the actual statements. 
6. Finish your report with a paragraph that evaluates the interview.  Did it help you with your 

research?  Why or why not?  Did you have any problems?  If so, what?  How did you handle 
the problems? 

 
Sample: 
 

 

Johnny Goodstudent 

 

LNG 341 

 

Ms. Goodteacher 

 

13 December 2004 

 

Interview Report:  Susan Expert, Director of Marketing, Johnson Distribution Company 

        (Interviewee’s name, Job title, name of interviewee’s employer) 

 

Susan Expert, director of marketing at Georgia’s largest corporation, explained the methods 

behind advertising to America’s teenagers.  She is personally responsible for sales in Augusta.  I 

interviewed Ms. Expert in her office at 4356 Columbia Road on July 29, 2004 at 4:00 p.m. 

 

Goodstudent:  Ms. Expert, please explain how you worked your way up to your present position. 

 

Expert:  I started with the company when I graduated from college in 1979.  I first worked for the 

company as a secretary.  Eventually a sales slot opened up, and now I manage the entire sales 

division. 

 

Goodstudent . . . . 
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Letter of Intent 

Many of life's failures 
are people who did not realize 

how close they were to success 
when they gave up. 

Thomas Edison 

You must formally declare your project in a business letter addressed to your English 
teacher.  This letter announces to parents, judges, and the Senior Project Advisory Committee 
exactly what your intentions are; therefore, use specific details.   This letter should be typed using 
the full block format, using MLA style (one-inch margins, Times New Roman, 12 point font).  
Save for revision later. See Page 49 for example. 

Use the following format: 

 Paragraph 1:  Describe the general area of interest and your background, if any, in 

this area.  Why are you interested?  How did you get interested? Do you foresee any 

long-term goals with this interest? (four-five sentences) 

 Paragraph 2:  Describe your topic for the research paper in detail.  Identify the 

sources you plan to use.  Discuss the “stretch” in researching this topic.  What questions 

do you want to find answers to?(five-seven sentences) 

 Paragraph 3:  Identify the product and explain its connection with the research 

paper.  How is this a “stretch” for you now?  How will you implement your plan/method?  

Who is your mentor and what qualifications does he/she have to fulfil this position? How 

will he/she aid in the success of your project?  How much time and cost do you 

anticipate?  What is your community service project? How will it tie into your overall 

project? (seven-ten sentences) 

 Paragraph 4:  Declare your understanding of plagiarism and its consequences as 

well as the ethical responsibility you have to be truthful in all aspects of the program. 

  

Your letter must be typed and turned in on time.  You will receive a reply from your 

Senior Project teacher as to whether or not your topic has been approved or denied or 

needs modification. 

 

  

Include a copy of your letter-of-intent checklist that will serve as a rubric for your teacher to 
use in grading your letter for format and mechanics. 

 

Nothing is a waste of time if you 
use the experience wisely. 

Rodin 
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The Journal 
 
 In addition to the time log kept by you and your mentor, you will be required to keep a journal that 
chronicles your work on your Senior Project.  This assignment is an integral part of the learning process.  
To paraphrase Howard Gardner, your journal “represents an effort to capture the steps and phases through 
which students pass in the course of developing a project.  A complete student journal contains initial 
brainstorming ideas ...journal entries on pivotal moments when ideas jelled....” 
 
 Final drafts of journal entries (a total of 5) should be typed and written in paragraph form (a 
minimum of sixteen complete lines).  Use MLA heading and double spacing.  For each journal you will 
discuss the work you have completed over a certain time period.  Your teacher will provide you with a 
range of dates for each journal. Use complete sentences and correct grammar.  Each entry should include 
all details related to the project, including successes and failures.  This is also an opportunity to express 
what you are feeling and thinking at different stages of your project, BUT IT IS NOT A GRIPE SESSION 
OR A PITY PARTY.  IT IS NOT AN OPPORTUNITY TO BLAME SOMEONE ELSE WHEN THE 
PROJECT IS NOT GOING AS PLANNED. 
 
Directions:  The following are some possible journal prompts.  You may want to select and answer 
different questions for each journal entry. 
 
Project Proposal 
 

 Whom did I consult to choose my topic? 

 Where did I find potential sources for my research? 

 Who are my possible mentors? 

 What role did my parents play in selecting my Senior Project? 

 How did I decide on my guiding questions? 

 How did I design my sign of commitment? 
 
Research 
 

 Which libraries did I visit and use? 

 What internet sources were most helpful? 

 How did I organize my writing? Cards? Notebook? Inspiration? 

 What was the major problem I had to resolve after my first draft? 

 Who were the experts I consulted and what did I learn from them? 

 What writing style did I choose for my research paper and why? 

 How well did my guiding questions help me?  Did I have to modify them? 

 What are the key insights I gained from my research that will guide my mentorship? 
 
(a) Mentorship 
 
You may wish to think about your Senior Project as occurring in two phases.  In the first phase you are 
learning everything you can about your subject from your mentor and from research.  In the second phase 
you are focusing on your product*. 
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      (i)  Phase I 

 What did I do on a typical day with my mentor? 

 What was the best thing that happened this week – something someone said or did, a feeling, an 
insight or a goal that was accomplished? 

 What is the most difficult part of my work? 

 What thing (or things) did I dislike most this week? 

 Tell about a person I am working with whom I find interesting or challenging.  Explain why. 

 What compliments have been given to me and what did they mean to me? 

 Did I take (or avoid taking) some risk this week?  Were there things that I wanted to say or do but 
did not? 

 What did I do this week that made me proud?  Why? 

 Tell about something I learned as a result of a disappointment or failure. 

 Think back on a moment when I felt especially happy or satisfied.  What does that tell me about 
myself? 

 How does this experience affect me personally or scholastically? 

 How have I been creative with my Senior Project? 

 Am I encountering new problems/situations?  Am I successful in dealing with them? 

 What are my goals here?  Am I working toward them?  Is anything in the way? 

 Are my values being clarified, questioned or reinforced with my mentor? 
 
 (ii)  Phase II (more applicable for job-shadowing projects) 
 

 How has my work changed since I first began there (different activities, more or less responsibility, 
etc.) 

 If I were in charge of the place where I am placed, what would I do to improve it? 

 What do I feel is my main contribution? 

 How do people see me there…as a staff member, a friend, a student, or what?  How do I feel when 
I am there? 

 What has happened that made me feel that I would (or would not) like to do this as a career? 

 What kind of person does it take to be successful at this kind of work? 

 How do things that I am learning and experiencing relate to what I already know or anticipate that I 
will need to know in the future? 

 Is anything about me changing or improving as a result of my experience? 

 Am I applying what I am learning to other areas of my life? 

 If I could go back to the first day of my placement, what would I do differently? 
 
*created by Wanda Drosin, School to Work Program, Osceola County 
 
(b) Product 
 

 What is the main point I want to make with my product? 

 What are the key parts of the research that I wish to include in my product? 

 What technologies will I use for my product? 

 What are the steps involved in completing my product (at least five)? 

 What have been my successes?  My failures? 
  (c)  Presentation 
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 What do I plan to say in my presentation? 

 What will my PowerPoint include? 

 Who has/have inspired me during my Senior Project journey? 

 What have I found out about myself? 
 
Other suggestions include: 
 

 What did I learn today? 

 What confused me? 

 What questions do I have now? 

 How will I use this new information? 

 How will this information help me to reach my goal? 

 What do I need help with now? 

 Who can help? 

 What logistical problems need solving? 

 How am I working with my mentor?  What questions do I have for her/him? 

 What do I do next-  goals – short or long term? 

 Assess the quality of your work. What needs revision? 

 The final entry should synthesize your new knowledge. 
 
 
**If you have chosen wisely, there will never be a time when you are at a loss for words or bored 
with the project.  Do not procrastinate!!!! 
 
**You will be graded by the rubric that follows. 
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SIGN OF COMMITMENT 

It's a funny thing about life;  
if you refuse to accept anything but the best,  

you very often get it. 

Somerset Maugham 

Design a visual representation of your Senior Project using 8.5 x 11 white paper. This design will 
tell others exactly what you plan to do for your project. You will include your research paper topic, the 
physical project, your class period and your full name. Start the description of your research topic and 
physical project with an active verb. Use any kind of creative design techniques you can access. Use at 
least four graphics, but no more than six. Make a real statement of your intentions. (Your individual sign of 
commitment will be the cover sheet of your portfolio.) 

ACTION VERBS: advertise, assemble, build, coach, collect, communicate, compose, cook, 
compute, contact, critique, debate, design, develop, devise, draft, draw, edit, enact, examine, explore, 
experiment, exhibit, facilitate, form, gather, group, graph, illustrate, invent, improvise, investigate, instruct, 
market, mimic, modify, organize, paint, participate plan, persuade, perform, predict, prepare, preset, 
produce, prove, publish, repair, reproduce, revise, sew, sing, synthesize, solve, teach, test, write. (Do Not 
add –ing to the end of action verbs) 

Designing the layout, use of graphics, colours, word choice and type of lettering or font selection is 
all up to you. Be creative: think visually engaging. You should be able to read your sign of commitment at 
least six feet away. Make sure you include your research paper topic, your physical project, your class 
period, your full name and your Senior Project teacher’s name. When you are satisfied with your design, 
see your instructor for the final copy of your sign of commitment. 
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Research: 

 Explore the History of 

Carpentry 
 

 

 

 

 

 

 

 

 

Product:  

Build a Dog House 
Johnny Goodstudent 

Mrs. Wonderful Teacher 

2nd Block

Carpentry 
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Phase II:  The Project/Product 
 

 Each Senior Project will result in a student-generated product approved by the SP Committee.  
This does not include pre-made kits.  This product should be a crucial manifestation of your research, 
investigation, thinking, and work.  A tangible product can be anything from a paper to a performance to a 
painting.  (A Brochure, for instance, is not enough. If a brochure is made the senior must teach a 
class, seminar, etc. and must have a video to be turned in also.)  If no tangible product is produced as 
a result of the project, then the student must prove his/her project by other relevant means such as a 
manual or scrapbook or video.  A certificate of completion is NOT enough proof.  The product of each 
Senior Project will be assessed using the general criteria on the rubric.   
 
If the product will require large expenses, the student should choose another product to avoid any 
hardships in completing the project.  Expenses will not enhance the evaluation of the project. 
 
This phase requires the student to work with his/her mentor for a minimum of 8 hours during which time 
the product should be completed.  It is imperative that the product contain a “learning stretch” for the 
student.  The student should keep a photographic record of his/her work on the product (15 pictures 
minimum).  Pictures should show the student actively engaged in his or her work at ALL stages of the 
process.  Mentors should be shown working with student in some of the pictures as well (at least 
three on different dates). 
 
 
The product must be present during the final phase of the Senior Project:  the oral presentation. 
 
Revision Policy:  Any student who receives an assessment below minimum standards on his/her product 
must revise his/her product until it does meet standards.    
 
**Late projects will be penalized ten points per day up to three school days.  After the third day, the 
highest grade that will be given is a 65. 
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Connecting the Research Paper to the Physical Product 
 

The aspect of the Senior Project that differs from most requirements in high school is the product 
or performance.  The product represents a hands-on experience dealing with some aspect of the research 
topic.  It directs the student away from books and out into the real world.  The student applies information 
gained in research to create a product that demonstrates learning and mastery of the topic. 

 Construction:  A student researches a topic and then builds or makes a product 
related to the topic. 

 Performance:  A student researches a topic and then designs a performance of some 
sort related to the topic. 

 Community Service:  A student researches a topic and then sets up a community 
service experience related to the topic. 

 Learning:  A student researches a topic and then takes lessons or works with a 
mentor to develop a new skill. 

 
The research and the project must be related, the closer the better.  The product or performance must be 
created independently of the classroom experience with a mentor to guide the student. Students must 
choose products or performances that are new to them or extend prior knowledge.  They cannot, for 
instance, drag out an old English model from middle school.  One requirement of the product is that it must 
demonstrate “learning” – new knowledge learned outside the classroom.  Since the purpose of research is 
to apply the knowledge in a personal way, then the products or performances will be as diverse, unique, 
and varied as the students who design them.  Listed below are products/performances/demonstrations that 
have been successful.  The student is not limited to this list. 

 
Physical products:  paintings, models, costumes, computer programs, set designs, replicas, furniture 
Written products:  short story, novella, children’s book, book of poetry, lesson plans for one week, 
information booklet or scrapbook (with coloured pictures or drawings) 
Performances:  drama, documentary film, vocal or instrumental performance of original music  (Minimum 
time limit five minutes) 
Teaching or leadership experience:  teaching a class, clinic or workshop, organizing and conducting an 
assembly or seminar (You have to prove this with video or pictures – minimum time is 30 minutes)  **See 
teacher for information about fund raisers. 
 
*Written forms and physical evidence will be needed to verify the product or performance.  Written 
documents include the mentor’s verification form, the mentor’s evaluation form, the student log, 
and the student evaluation.  Physical evidence is the actual product, videotape, photos, scrapbook, 
mementos, or tri-fold.  
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Phase III: The Community Service  
 

During your Senior Project semester you must plan and complete a community service project that directly 
RELATES to your topic of study.  Your project must be approved by your senior project teacher before the 
project is carried out.  Upon completion of your project you must have the Community Service 
Verification Form completed by either your mentor or supervising adult.  You will also complete the 
Community Service Report which you will describe in great detail what your community service 
project consisted of.   
 
Guidelines are as follows: 
 

 Must have MLA heading 

 Times New Roman 

 12 point 

 Title 

 3 main paragraphs 

 1-Explain what you did, where you went, who supervised, etc. (thorough detail) 

 2-Explain how your service helped others in your community 

 3- Explain how your service had an impact on you 
 

For example: 

 If your project is on woodworking, building a cabinet & donating it to a local 

food bank is appropriate.  This example also incorporates both components: 

product and community service.   

 

However, it would not be appropriate for your community service to not tie in to your 

senior project.  For example, if your project is on woodworking, building a cabinet & 

then picking up trash at a football game is NOT appropriate. Or, giving a presentation 

about how you build the cabinet would NOT be appropriate.  These are not appropriate 

community service projects. 

 

This project must be planned ahead of time and approved by the Senior Project 

Committee through your Letter of Intent.  It should not change. 
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Phase IV: the Portfolio 
 

Your Senior Project portfolio is the physical record and documentation of the work you have 
completed.  Prior to your presentation, judges will read your portfolio, getting a clearer idea of the 
scope of your work.  YOU CANNOT PRESENT UNLESS BOTH THE PORTFOLIO AND THE 
PRODUCT HAVE BEEN SUBMITTED AND APPROVED.  Both must be submitted before 
Thanksgiving Break so they can be graded in time. 
 
Each student should be responsible for neatly typing all forms, including them and the research 
paper in the portfolio.  (Exceptions include any forms completed by outside sources such as 
parents or mentor.)  Sloppily written forms and evaluations do not create a good first impression for 
the judges.  Each student should make the best first impression he/she can with a neatly typed, 
attractively bound notebook that has the name of the project and the student’s name typed on the 
front cover.  Think of your notebook as your representative on a job interview.  Each senior wants 
to look professional and give every indication that this is representative of his/her work. 
 
 

CONTENT/CHECKLIST 
 

 COVER (color copy of sign of commitment with your name and title of project) 

 TITLE PAGE (MLA style) 

 TABLE OF CONTENTS w/ page numbers 

 LETTER TO JUDGES (clean, perfect copy—be sure it is signed) 

 LETTER OF INTENT (clean, perfect copy—be sure it is signed) 

 MENTOR CONSENT FORM 

 ANNNOTATED BIBLIOGRAPHY (clean, correct copy) 

 INTERVIEW REPORT (clean, correct copy) 

 RESEARCH PAPER (clean, correct copy-title page not required) 

 FUNCTIONAL RESUME (typed) 

 JOURNAL ENTRIES (clean, correct copy) 

 MENTOR/STUDENT CONTACT HOURS LOG-minimum of 8 hours 

 PROJECT VERIFICATION 

 LETTER TO MENTOR  (clean, perfect copies—be sure letter is signed) 

 COMMUNITY SERVICE REPORT 

 COMMUNITY SERVICE VERIFICATION 

 SELF-EVALUATION (clean, correct copy) 

 PICTURE GALLERY (YOU as you progress through the project—use photo paper, typed 
captions—include mentor in some of the pictures—15 minimum with 3 of you with mentor and 3 
of community service) 

 COPY OF PORTFOLIO RUBRIC PLACED IN THE BACK 
 
  



30 

 

Letter to Judges 
 

The first page in your portfolio will be a letter to the judges about your presentation. You will format 
the letter the same as you did the letter of intent. 
 

Grading Criteria 

 
1. The graded letter with corrections will be included in portfolio. 
2. Your letter must be typed in Times New Roman, 12 pt. font. 
3. Follow block style format. (See Page 49 for example) 
4. Your letter must be grammatically correct. 
5. Your letter must cover the four content areas: 

 Paragraph 1: Introduce yourself to the judges (5 sentences minimum) 

 Paragraph 2: Briefly describe the work you did during the semester/year. What was your        
             research topic? What was your product? Why did you decide to work on this topic? What    

did you do as community service? How did this tie in with your topic/product? (7    
sentences min.) 

 Paragraph 3: Tell the judges the easiest and/or hardest parts of the project. You can  
                 discuss what you found rewarding, frustrating, etc, WITHOUT whining or griping. (7  
                 sentences min.) 

 Paragraph 4: Discuss how the Senior Project affected you. We don't expect everyone to 
have made a career choice because of the work, but you should have learned something 
about yourself along the way. Conclude by thanking the judges for their time. (7 sentences 
min.) 

6. The content of your letter must be accurate. You should not misrepresent yourself in any 
    way. 
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Self-Evaluation Criteria/Checklist 
 
Directions: For each question listed below answer with great detail and in complete, 
coherent answers.  Please number your answers. 

 
1. Describe your Senior Project topic in detail and what you completed during each phase. 

 
      2. Fill in the blanks: 

 Estimated total hours spent on product 

 Date started 

 Date completed 

 Materials used 
 

3. List the names of the people you contacted for assistance on the product. 
 

4. What are three things you learned from working on this product? 
 
      5.  What problems did you encounter in doing this product?  How did you overcome these problems? 
 
      6.   Did your product turn out the way you planned? If yes, how?  If not, why?  
 

7. If you could start over, what would you do differently? 
 

8. What is the most important skill you have acquired during the product phase? 
 

9. What did you learn about yourself? 
 
10. Describe very specifically how you tried to make your product the very best quality you could. 
 
11. What numerical grade do you think you deserve?  Justify this grade in FIFTY words or more. 
 
Type the sentence below at the end of your evaluation.  Sign and date and shown. 
 
On my honour, to the best of my knowledge, all of the information above is accurate and true. 
 
_____________________________________________ ___________________________ 
Student Signature      Date 
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Thank You Letter to Mentor  
 

Your mentor spent many hours helping you through your project; so it is important that you express your 
thanks. You will write a friendly letter to your mentor. Once your letter has been checked and approved by 
your English teacher, you will revise it, type it and turn it in again to your teacher with a stamped, 
addressed envelope. 

 

Use the following guidelines: 

 
1.  Begin with Dear Mr./Mrs./Miss __________________________,  
2.  Mention that you are thanking him/her simply and directly: "I want to thank you for all 
     the hours you spent helping me put together my scrapbook." 
3.  Include a line or two to say specifically what you appreciate about your mentor/advisor; a 
     specific quality, feature, or action is appropriate: "Your playing on the guitar was an 
     inspiration to me through each of my lessons." 
4.  Finally, you should end the letter with a general statement such as, "You have really 
     made a difference in my life, and for that I am truly grateful," or "My Senior Project 
     would not have turned out so well without your help." 
5.  Some further thoughts: 

 Be sure to close the letter with a word or phrase such as "Sincerely," or "With 
            gratitude" and sign your name. 

 Whatever you do, never belittle your mentor's/advisor's help in any way. 

 Make sure your mentor's/advisor’s last impression of you is a good one. 
 
 

 
 
***See Page 50 for thank you letter example.  
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Functional Resume 
 

A resume is a record of your accomplishments, written with the hopes of gaining employment or a 
position in an organization.  It is an ever-changing document, which gets updated as you gain skill, 
experience and abilities; earn honors and accomplishments; reach milestones. Your resume should be an 
honest, well-organized presentation of you. 

 
Although a resume can take several forms, the contents remain relatively the same. Since you are 

a high-school student, however, you will not have much, if any, job experience to list on your resume. 
Instead, your resume will focus on your skills, your grades, courses taken, and extracurricular activities. In 
other words, you will focus on your high-school career experiences to replace your job experience. 

 
Guidelines: 
 

 Limit your resume to ONE page-keep it simple. 

 Do not write in complete sentences-under 12 words. 

 Do not write in paragraph form. 

 Use simple, everyday language. 

 Be specific; give examples. 

 Stress achievements. 

 Be honest; don’t exaggerate. 

 Don’t list personal references. 

 Don’t mention salary or wages. 

 Maintain one-inch margins. 

 Legible font-New Times Roman, 12 pt. 

 Single space within sections, but double space between them. 

 Use bold, underline or capitalize section headings to make them stand out. 

 Use bullets at the beginning of each entry to separate one item from another. 

 Proofread for spelling and grammar. 

 Avoid flashy colors-print on white, ivory, or grey paper. 

 Don’t clutter resume with unnecessary items.  It is NOT an autobiography. 

 Keep it straightforward and simple. 

 

 

 

*SEE SAMPLE RESUME ON NEXT PAGE. 
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Kayla Stevens 
20 Somewhere Road 
Tylertown, MS 39667 

(601) 123-4567 
kstevens06@columbiaschools.org 

 
Job Objective:  Work at Christian camp for children with special needs 
 
Background: 

 Wrote a research paper on the relationship between disabled and non-disabled persons 

 Completed a PowerPoint on the relationship between disabled and non-disabled persons 

 Wrote a children’s book involving children with special needs 

 Spent approximately 17 hours with a certified Specialist of Special Education` 

 Lived with older sibling affected by Cerebral Palsy 
 
Communication Skills: 

 Spoke in various public settings including churches and homeless shelters 

 Worked as a cashier 

 Received leading role in high-school musical 

 Obtained head section leader in band senior year 
 
Organizational Skills: 

 Organized and lead Backyard Bible Club 

 Organized and lead music for children during Sunday School 

 Organized portfolio of historical events from 1877 to present day 

 Organized portfolio explaining election process 

 Completed senior portfolio 
 

Education: 

 Senior at Columbia High School  

 Coursework:  AP world history, AP US history, AP biology, AP English III and IV, AP calculus 

 GPA  3.588 

 ACT Composite 25 
 
Awards/Activities: 

 Who’s Who Among American High School Students 2005 

 Limited Edition Show Choir Director’s Choice 2005 

 Leading Role in School Musical Production 2006 

 National Honor Society 2005-06 

 BETA Club 2006 

 AP US History Award 2005 
 
Work History: 

 2003 summer  Worked in kitchen area of Camp Barnabas (special needs camp) 

 2005 to present  Employee at B&B Grocery 
 
References available upon request 

    

 

BOLD 

    

 

     

       

         BOLD 
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Phase V:  Presentation 
 

Three areas of consideration for your presentation should be 
 I. Visual 
 II. Content/Talking Points 
 III. Delivery & Appearance 
 
I. VISUAL 
 
 1. The PowerPoint should help the audience understand the content of your presentation as  
  well as help you keep your speech organized and on track. 
 2. It should focus on “substance,” not “show.”  Since it functions to help guide you and the  
  audience, it should not in itself be distracting, nor should it take attention away from you. 
 3. The PowerPoint should be an outline of your talking points.  See section on PowerPoint  
  presentations. 
 4. A secondary visual may include photographs, a demonstration of a   
 skill, or the showing of a tangible product.  However, these items—if used—should further   
 enhance your outline, not substitute for it.  Your speaking time, regardless of visuals, must   
 be 8-10 minutes. 
 5. Be aware that any type of technology used in your presentation may fail, so that reliance  
  on such a visual should be minimal. 
 
II. CONTENT 
 
 The speech you give should follow this  (Tell them what you’re going to tell them 
 general organizational scheme:  (Then, tell them 

      (Then, tell them what you told them 
 
 1. Your speech should attempt to anticipate questions that might be asked about your Senior  
  Project, and to answer those questions before they are asked.  Certain questions should  
  be answered by ALL presenters; other questions depend upon your particular Senior  
  Project. 
  a. Questions to be answered by all presenters: 

 Why did you pick this topic for your research? 

 What did you hope to gain by researching this topic? 

 What DID you gain from your research? 

 How did you tie in your product to your research topic? 

 What was your “stretch” in doing this particular product? 

 What role did your mentor play in your product?  Explain the process you 
went through in doing your product. 

 What challenges did you face in doing your Senior Project? 

 What were the benefits you derived (if any) from doing this project? 

 What costs did you encounter? 
  b. Considerations for presenters with specialized topics 

 Be certain to define any technical or important terms for your audience. 

 What equipment did you need for doing this product? 



36 

 

 What components made up this particular product that the audience 
should know? 

 Discuss the benefits of your product or the attributes that attracted/helped 
you. 

 
 2. Imagine being in the audience for your presentation.  Address those points that would be  
  confusing or unusual, so that the audience fully understands your topic, your challenges,  
  your triumphs, and your achievements. 
 
III. DELIVERY & APPEARANCE 
 
 1. Delivery 
 

 Note cards may be used, but they should not be read; use your visual outline as 
you proceed through your presentation. 

 Feel free to walk around a bit, within a defined area. 

 Use your hands to gesture for emphasis if you are comfortable enough to do so. 

 Use voice inflection and repetition to highlight important points and to keep 
interest. 

 Make eye-contact with all of the judges – not just one. 

 Face the audience at all times!  Do not turn your back on your audience to look at 
the screen. 

 
 2. Appearance 
  **********School ID badge is required. Judges WILL notice! 
 

 You should be clean and well-groomed.  Boys are required to wear belted slacks 
and a dress shirt with a tie.  A jacket is optional.  Include socks and dress shoes 
as well.  No tennis shoes or slouching/sagging pants. 

 Girls should wear dress clothes--suits: slacks and matching jacket or skirt with 
matching jacket.  A Sunday dress is also acceptable. Clothes should fit properly, 
nothing too tight or with exposed skin that shouldn’t show. 

 You should remove face rings and distracting jewelry, unless they are an integral 
part of your presentation.  Do not wear hair OR clothes better suited for a prom.  
Be professional.  

 Hair should not be a distraction to you or the judges. Use clips etc. to keep hair out 
of face. 

 Your mannerisms should not be distracting to the audience. 
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Pointers for PowerPoint Slides 
 

 Know your material thoroughly.  Put what you have to say in a logical sequence.  Ensure that what 
you have to say is worth the audience’s time. 

 Make sure that your slides are clearly visible and attractive on the screen.  It looks different when 
projected than it does on a computer--- a maximum of ten slides. 

 Title page should include title, your name, class period you are in, and the date of the presentation. 
 Each slide should have a title in a LARGER font AND different color than the rest of the slide. 
 Don’t use too many colors/fonts per slide.  Variety is good, but too much variety is tacky. 
 Write in strong topics; AVOID paragraphs, quotations and even complete sentences. 
 Feel Free to use templates or create your own background. 
 Eliminate distractions such as flashing slides or sound effects.  The best presentation is the most 

persuasive, NOT the most dazzling. 

 Select powerful images.  Use YOUR own pictures and clipart! 
 Choose art that is a reflection of your topic.   
 Slides are meant to share main ideas, phrases, and key points. 
 Do not conclude slide with a LONG list of thank you’s to take up time. 
 Presentations are a summary of a more elaborate piece of writing: 

 Do not use more than a dozen words per slide. 
 Limit bullets to six per slide---but at least two. 
 No complete sentences 

 Do not depend on slides by reading them.  Trust the audience to read the slides themselves and 
turn your efforts toward elaboration and exploration of your topic in a fresh voice that reaches out 
to the room. 

 Show enthusiasm.  SMILE! 

 Do NOT mumble.  Do not rush through your speech.  Pause to give audience time to absorb what 
you are saying. 

 Do not fidget!  Do not lean on podium.  Do not swing arms.  Do not stare at floor.  Be natural. 

 When you enter room, speak to each judge and shake each one’s hand. 

 At the conclusion of your presentation, be sure to ask, “Are there any questions?” 

 YOU ARE A PROFESSIONAL EXPERT PRESENTING A TOPIC YOU KNOW QUITE A BIT 
ABOUT.  LOOK LIKE A PROFESSIONAL.  TALK LIKE A PROFESSIONAL.  BE A 
PROFESSIONAL. 
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Senior Project PowerPoint/ Speech Guidelines 
 

Read pages 44-50 of your Senior Project handbook. 

PowerPoint slides: 

Slide 1- Title Slide 

Slide 2- Topic (why you chose topic) 

Slide 3- Research (what you hoped to gain or learn, where you got research and process of finding it, what 

you gained) 

Slide 4- Research (discuss the specific research/facts that you included in the research paper) 

Slide 5- Product- (how it tied in with research, explain stretch in doing product, estimated cost of product)  

Slide 6- Community Service (what you did, how others benefitted from it, how it changed you) 

Slide 7- Mentor (who they are, how they are qualified, how they helped you through the process) 

Slide 8- Senior Project Overview (challenges faced, benefits of completing project, how Senior Project 

changed you and how it will shape your future) 

Slide 9- Thank you slide (mentor, parents, teachers, etc.) 

Slide 10- Works cited page (include citations for research that will be discussed) 

 

You must follow the PowerPoint guidelines on Page 46 
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Suggestions for Oral Presentation 
From Toastmasters International Better Speaker Series 

 
Planning the Speech:  Complete an outline to help organize the speech.  Write the main points of the 
speech on note cards and use them when practicing.  Practice is the key to a good speech.  Time the 
speech when practicing so you know the time limit is acceptable.  Delivery techniques include these:  
1) Speak slowly and clearly   2) Know the material  3) Make frequent eye contact with the judges, and 
4) Do not read! 
 
Organizing Your Speech 
 

Start With a Formula 
 

1)  Tell them what you’re going to tell them. 
 

2)  Tell them. 
 

3)  Tell them what you’ve told them. 
 

Basic Speech Outline 
 

1)  The Introduction 
 

2)  The body 
 

      a)  Main ideas or points 
 

      b)  Supporting material 
 

3)  The conclusion 
 

Begin in the Middle 
 

1)  List key points 
 

2)  Arrange them in order 
 

3)  Expand those points 
 

4)  Develop an introduction 
 

5)  Develop a close 
 

Successful Speech Openings 
 

1)  Get attention 
 

2)  Introduce the topic 
 

3)  Establish rapport 
 

4)  Take 5 – 10 percent of the speech time 
 
 

 

Some Opening Techniques 
 

1)  State importance of topic 
 

2)  Startle the audience 
 

3)  Arouse suspense/curiosity 
 

4)  Tell a story 
 

5)  Ask an INTERESTING rhetorical question 
 

6)  Begin with a quotation 
 

7)  Reference the occasion 
 

Successful Speech Conclusions 
 

1)  Achieve closure 
 

2)  Summarize main points 
 

3)  Make an impact 
 

4)  Take five to ten percent of speech time 
 

Some Closing Techniques 
 

1)  Use a quotation 
 

2)  Tell a story 
 

3)  Call for action 
 

4)  Ask an INTERESTING rhetorical question 
 

5)  Refer to the beginning 
 

6)  Repeat main points 
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Senior Project  

Block & Friendly 

Letter Style Examples 

 
 

 
 
 
 

 
Columbia High School 

1009 Broad Street 

Columbia, MS  39439 
601-736-5334 

chs@columbiaschools.org 
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Block/Business Letter Style Example  
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Friendly Letter Style Example 

  
         817 Eagle Avenue 

                                                 heading                    Oswego, New York 

                                                 (your address)                        July 21, 2003 

 

                                                                          

 

 Dear Emily,     greeting                                     

                             

 body How is your vacation going? I have been playing a lot of lacrosse. 

  Also,  I have been reading many good books.  When you get back from Florida I will 

  share them with you. 

  

                                                               closing      Sincerely, 

 

                                                           signature       Dana Johnson  

        (Name is Signed –NOT Typed) 
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Senior Project 

Rubrics 

 
 

 
 
 
 

 
Columbia High School 

1009 Broad Street 

Columbia, MS  39439 
601-736-5334 

chs@columbiaschools.org 
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Annotated Bibliography Checklist/Rubric 
 
NAME __________________________________ DATE ________  
 
I.  Sources 

 Do you have at least 12 sources? 
 Did you use primarily .edu and .org sources? 
 Did you use Magnolia database? 
 Do you have an interview? (no more than 2 allowed) 
 Do you have more than five sources from the Internet? 

II. MLA format for paper 
 Do you have the correct heading? 
 Is your bibliography typed? 
 Have you used an appropriate font? 
 Is your paper appropriately spaced? 
 Do you have the correct title on the first page? 

III. MLA format for citations 

   Have you used the appropriate MLA format for each citation? 

   Are your indentions correct? 

   Are the citations alphabetized by the first word in the citation?  (Don’t use a, an, the in 
alphabetizing.) 

IV. Opening paragraph 

    Have you explained why you have chosen this topic? Is it long enough? 
 V.  Text 

    Do you have a summary for each citation? 

   Are your summaries the appropriate length? 

   Have you followed the rules of Standard English usage and rules of good writing? 
 

Total number of sources used: 12 
 (20 points) 

Possible Points 
20 

Numbered Earned 
 

Internet Sources (hard copies) 10  

Heading 5  

Typing and font 10  

Title 5  

Accuracy of citations 15  

Indentions, alphabetical order 5  

Content of opening paragraph 10  

One summary per citation/length 10  

Grammar/writing 10  

 
SCORE: ____________ Comments: 
 
 

**Highlight passages used from sources before turning in** 



53 

 

 

Interview Report Rubric 
 

NAME _________________________________________________ DATE_______________ 
 
 

5-4-3-2-1-0 
 

Excellent 
 

 
Good 

 

 
Average 

 

 
Weak 

 

 
Poor 

 

 
Not Completed 

 

 
Five questions 

chosen and discussed 
 

      

 
Heading 

 
      

 
Spacing 

 
      

 
Introductory 
paragraph 

 

      

 
Speaker 

identified/new 
paragraph every time 

speaker changes 
 
 

      

 
Evaluation paragraph 

 
      

 
Grammar, spelling, 

mechanics 
 

      

 
TOTAL 

 
      

 
 
 
SCORE:  ______________ 
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Letter of Intent Checklist/Rubric 

Student Name: ____________________________________________Grade: ___________ 
 
  POINTS       YES NO 
 
Paragraph 1 (20) Describes general focus of Senior Project  _____ _____ 
Provides rationale for project    _____ _____                                                 
Explains prior knowledge and, if extending a 
   project, explains new learning    _____ _____ 
 
Paragraph 2 (20) Identifies research focus and some points of  
   coverage      _____ _____ 
   Identifies resources/sources    _____ _____ 
   Includes relevant research questions   _____ _____ 
 
Paragraph 3 (30) Describes project specifically    _____ _____ 
   Shows relationship of paper to project   _____ _____ 
   Includes estimated time and cost    _____ _____ 
   Mentor’s name and qualifications    _____ _____ 
   Explains the learning stretch    _____ _____ 
    
 
Paragraph 4 (10) Includes understanding of the meaning of plagiarism 
   and personal consequences of cheating   _____ _____ 
 
Quality Standards for Business and Community 
  (20) Correct business letter format    _____ _____ 
   Correct conventions (grammar, punctuation, 
   Capitalization, paragraphing, spelling)   _____ _____ 
   Clear, complete and varied sentences   _____ _____ 
   

Decide what you want, 
decide what you are willing to exchange for it. 

Establish your priorities 
and go to work. 

H. L. Hunt 
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Journal Entries Rubric 
 
 
Student ______________________________________ Date Turned In: _______________ 
 
 

Criteria Excellent  4 Good  3 Average  2 Poor  0-1 

Quantity/Quality 
 

Student writes a detailed 
paragraph of more than 
16 lines about SP 
activities—NO 
redundancy. 

Student writes 
12-14 lines with 
some 
redundancy. 

Student writes 
9-10 lines  
Redundancy 

Less than 9 
lines 
No specifics 

Readability 

Entry is of high quality, 
using good grammar, 
spelling, & thoughtful 
paragraph arrangement. 

Entry is 
readable and 
written in good, 
complete 
sentences, a 
few 
grammatical 
errors. 

Entry is slightly 
illegible or 
difficult to 
read, or 
consists of 
fragments or 
unclear 
thoughts. 

Entry is 
illegible, 
difficult to 
read, unclear 
thoughts, poor 
grammar, 
spelling, 
mechanics. 

Intellectual 
growth 

Entry shows evidence of 
learning new material or 
new skills, ideas, etc. 

Entry shows 
frequent 
evidence of 
new material. 

Entry shows 
occasional 
evidence of 
new 
knowledge. 

Entry shows   
rare evidence 
of new 
learning 
knowledge. 

Application and 
relation of course 
work to research 
or professional 
practice 

Entry routinely relates 
knowledge gained in the 
classroom to practical 
techniques to new 
learning. 

Entry often 
relates 
classroom 
knowledge to 
job techniques 
of research 
efforts. 

Entry 
occasionally 
relates 
classroom 
knowledge to 
project. 

Entry rarely 
relates 
classroom 
knowledge to 
project. 

Format 

Entry contains correct 
margins, spacing, font 
size, number of hours 
spent on project since 
LAST journal entry. 

Entry contains 
one incorrect 
item. 

Entry contains 
two incorrect 
items. 

Entry contains 
three or more 
incorrect 
items. 

 
 
SCORE  ___________                                                   COMMENTS: 
 
. 
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Sign of Commitment Checklist/Rubric 

 
Student: ___________________________ Class Period:____________________________ 
 
 

APPEARANCE:  50 %          

 Neat and eye catching–visually appealing    ____ 
 Creative fonts, word art and positioning of text – easy to read  ____     
 Legible at least six feet away      ____ 
 Minimum of four color pictures/drawings depicting topic and project 

      appropriate for topic – make visual statement—appropriate spacing  
      between pictures       ____ 

 8  x 11 – makes use of space       ____ 
 

 

CONTENT:  50 %          

 Action verbs introducing topic and project     ____ 
 Clear, concise language – NO grammatical or spelling errors   ____ 
 Topic easily recognized and understood     ____ 
 Project easily recognized and understood     ____ 
 Pictures/Drawings support topic and project    ____ 
 Student’s name and class period at bottom of page    ____ 

 
 
 
 
 
 

Have you created a sign that stands out from your peers, either through the artwork or through 
your mastery of computer skills? 
Have you created interesting word art?  Is it easy to read? 

 

*Turn in a copy of this rubric with your sign of commitment. 

 

GRADE: _________________     COMMENTS: 
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Rough Draft Evaluation 
 
NAME: __________________________________________ Date: ___________________  
 

 
5-4-3-2-1-0 

 

 
STRONG 
 

 
GOOD 
 

 
AVERAGE 
 

 
WEAK 
 

POOR 

TITLE PAGE      

FORMAT, SPELLING      

OUTLINE PAGE      

PARALLEL STRUCTURE      

TOPIC STATEMENT      

SPELLING      

FORM      

WORKS CITED      

CORRECT FORM      

ALPHABETIZING      

REQUIRED SOURCES INCLUDES  
INTERVIEW 

     

BODY OF PAPER      

HEADING      

TITLE      

CLEAR THESIS STATEMENT      

ADEQUATE LENGTH      

USED 12 CITATIONS      

PROPER DOCUMENTATION      

GRAMMAR/SPELLING      

MARGINS/SPACING      

SENTENCE STRUCTURE      

FOLLOWS OUTLINE      

GOOD INTRODUCTION      

STRONG CONCLUSION      

TOTAL POINTS EARNED      

 
SCORE: __________________   
 
COMMENTS: 
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Research Paper Final Evaluation 
 

NAME: ________________________________________ DATE: _________________ 
 

Format 10 pts. 
Excellent 

10-9 
Good 

8-7 
Satisfactory  

6-4 
Unacceptable  

3-0 
Correct title page/heading/margins/spacing     

Correct outline, pagination, titles, headers     

Mechanics 20 pts. 
Excellent 

20-18 
Good 
17-15 

Satisfactory 
14-10 

Unacceptable  
9-0 

Lack of typing/spelling errors     

Correct grammar     

Proper sentence structure     

Organization 30 pts. 
Excellent 

30-25 
Good 
24-20 

Satisfactory  
19-14 

Unacceptable  
13-0 

Appropriate introduction     

Well-developed body     

Adequate conclusion     

Follows outline     

Documentation 30 pts. 
Excellent 

30-25 
Good 
24-20 

Satisfactory 
19-14 

Unacceptable 
13-0 

Correct parenthetical citations (12)     

Correct Works Cited page     

Reconciliation of works cited and citations     

Cites interview and internet sources     

Cites other sources     

Editing 10 pts. 
Excellent 

10-9 
Good 

8-7 
Satisfactory 

6-4 
Unacceptable 

3-0 
Corrected paper according to teacher’s 

marks 
    

 
TOTAL 

 
    

 
 
 
SCORE: ___________________ 
 
COMMENTS: 
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“Yes” checklist 
  
 

Name: ____________________________________________  Date: _________________   
 
Before your English teacher will grade your research paper, it must pass the YES test below.  If any 
category earns a “no” check, your paper will be returned.  Since TEN POINTS A DAY will be deducted for 
late papers, it is imperative that you AND your mentor check your final draft BEFORE the final due date, so 
that, if needed, rewrites may be completed.  REMEMBER TO SAVE YOUR PAPER FOR REVISIONS. 
 
YES            NO 
 
_____  Appropriate title page/heading       _____ 
 
_____  One-inch margins/double spacing      _____ 
 
_____  Seven-page minimum (body of paper) 2100-3000 words    _____ 
 
_____  Typed – 12 pt font, New Times Roman/Arial Narrow    _____ 
  
_____  Parenthetical documentation (12 body notes minimum)    _____ 
 
_____  Works Cited page          _____ 
 
_____  Outline (minimum of FIVE Roman numerals)     _____ 
  
_____  One primary source minimum (interview)      _____ 
 
_____  Five secondary sources        _____ 
 
_____  Numbered pages beginning with body (Smith 1)     _____ 
 
_____  Copy of rough draft REVISED       _____ 
 
_____  Mentor has read final research paper      _____ 
   
_____  ALL info placed appropriately in notebook     _____ 
 
_____  Copy of research paper final evaluation      _____ 
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Product Evaluation Rubric 

ATTRIBUTE COMMENDABLE PROFICIENT DOES NOT MEET 
STANDARDS 

SCORE 

Quality of Product (20pts) Product reflected a 
commitment to excellence. 
 

Product reflected a 
commitment to 
completion. 

Product reflected 
minimal effort. 

 

Individual Stretch (10 pts) Student was challenged by 
undertaking and completing 
the product.                                                                                                                                          
 

Student made a 
genuine effort in 
undertaking and 
completing the 
product.                                           

The level of challenge 
was low given the 
student’s initial skill 
level.                                
                               

 

Goal Setting(10 pts) Student presented a 
thoughtful, clearly stated, 
written goal before 
beginning his/her product.                    
 

Student had a general 
idea that mutually 
shaped into a specific 
goal.                        
 

Student goal was 
extremely vague.                            

 

Planning(10 pts) Student presented a 
realistic, thoughtful, clearly 
stated plan for the process 
and completion of the 
product in writing.   
 

Student presented a 
written plan for the 
process and 
completion of the 
product in writing.    

Student plan was 
primarily developed by 
mentor. 
 

 

Time Management & Follow-
through(10 pts) 

Student’s work habits were 
closely aligned to the 
product development plan. 
 

Student’s work habits 
were generally aligned 
to the product 
development plan. 
 

Student’s work habits 
were consistently out of 
alignment with the 
product development 
plan. 

 

Problem-Solving(10 pts) When faced with a limiting 
condition, the student 
demonstrated special 
resourcefulness/creativity. 
 

When faced with a 
limiting condition, the 
student relied on the 
mentor to generate a 
solution. 
 

When faced with a 
limiting condition, the 
student shut down and 
found it difficult to 
proceed even with the 
assistance from the 
mentor. 

 

Utilization of Physical 
and/or Human Resources 
(10 pts) 

The student managed 
physical and/or human 
resources in an 
effective/respectful manner 
without being prompted. 

The student managed 
physical and/or human 
resources when 
prompted. 
 

The student did not 
manage physical and/or 
human resources in an 
effective manner. 
 

 

Interaction with mentor 
(10 pts) 

The student worked with 
his/her mentor in an 
effective/courteous manner. 

The student utilized the 
mentor in an 
inconsistent manner          

The student did not 
contact the mentor. 
                                     

 

Communication(10 pts) The student communicated 
with the mentor in an 
effective manner throughout 
all phases of the Senior 
Project. 

Student 
communication was 
inconsistent. 
                               

Student-initiated 
communication  was 
absent. 
                                     

 

   Total  

 
COMMENTS: 
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FUNCTIONAL RESUME 
 
Student:  _____________________________________ Date turned in:  _____________ 
 

Scoring Criteria 
 

5 
Excellent 

 

4 
Good 

 

3 
Needs Some 
Improvement 

 

2 
Needs Much 
Improvement 

 

1 
N/A 

 

Heading 
 

     

Job Objective 
 

     

Background 
 

     

Communication 
Skills 

     

Organizational 
Skills 

     

Education      

Awards/Activities      

Bullets 
 

     

Bold-print Titles 
 

     

Strong Action Verbs 
 

     

Appropriate spacing      

One-page 
maximum 

     

One-inch margins 
 

     

Phrases under 12 
words 
 

     

Spelling, Grammar, 
Word usage 

     

 
 
 
SCORE:  ________________ COMMENTS: 
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Presentation Rubric-Content 
 

Components 
Distinguished 

9.5-10 
Proficient 

8.0-9.0 
Competent 

7.0-7.5 

Below Graduation 
Standard 

0-6.9 

Introduction 

Compelling opening 
Informative explanation of 
passion 
Clear statement of product’s 
purpose 

Logical opening 
Clear explanation of passion 
Clear statement of product 
purpose 

Trite opening 
Simplistic explanation of 
passion 
Somewhat unclear 
statement of product’s 
purpose 

Missing 
Incoherent 
Irrelevant 
Too brief 
Unclear 

Body 

Gives fitting and complete 
information on process 
Explains fully breadth & 
depth of project experience 
Provides exemplary 
organization 
Indicates breadth, depth, & 
influence of mentoring 

Gives fitting information on 
process 
Explains breadth & depth of 
project experience 
Provides clear organization 
Indicates influence of 
mentoring 

Gives limited 
information on process 
Lacks depth of project 
experience 
Demonstrates weak 
organization 
Discusses mentoring 
superficially 

Omits information on 
process 
Discusses project 
experience minimally 
Exhibits lack of 
organization 
Does not discuss 
mentoring experience 

Conclusion 

Summarizes gains in 
knowledge & skills w/clarity 
& insight 
Reflects thoughtfully on 
personal growth 
Speculates perceptively on 
benefit or legacy 

Summarizes gains in 
knowledge & skills with 
clarity 
Reflects sincerely personal 
growth 
Speculates on benefit or 
legacy 

Addresses gains in 
knowledge & skills  
Reflects simplistically 
on personal growth 
Claims benefit or legacy 

Mentions or omits 
gains in knowledge & 
skills 
Mentions or omits 
personal growth 
Mentions or omits 
benefit or legacy 

Product 

Thorough & creative 
exhibition of product 
Use of time & resources is 
clear 

Thorough exhibition of 
product 
Use of time & resources is 
clear 

Exhibition of product is 
not thorough 
Use of time & resources 
is somewhat unclear 

Exhibition is poorly 
executed or 
nonexistent 
Use of time & 
resources is unclear 
or omitted 

Language 

Language is the speaker’s 
good friend 
Diction is carefully chosen 
Grammar & usage are 
nearly flawless 
Clarity is never in question 

Language facility is 
appropriate to the task 
Diction is usually precise 
Grammar & usage 
demonstrate minor or 
infrequent flaws 
Clarity is rarely in question 

Language is adequate 
to the task 
Grammar & usage 
errors do not hinder 
communication 
Triteness & clichés are 
hallmarks in this ranking 
Clarity is sometimes in 
question 

Language is at or 
below basic 
competence 
Grammar & usage 
errors interfere 
significantly with 
communication 
Clarity is usually or 
always in question 
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Presentation Rubric-Delivery 
 

Components 
Distinguished 

9.5-10 
Proficient 

8.0-9.0 
Competent 

7.0-7.5 

Below Graduation 
Standard 

0-6.9 

Eye Contact 

o Direct, lingering, & 
comprehensive 

o Speaker uses eye 
contact to punctuate & 
dramatize specific 
points 

o Direct & fairly 
comprehensive eye 
contact 

o Some judges get more 
attention than others 

o Some direct eye 
contact – may 
focus too much or 
too long on a 
judge  

o May look over 
judges’ heads 

o Rarely or 
reluctantly 
makes eye 
contact 

o Never makes 
eye contact 

 

Voice 

o Adapts volume to room 
o Uses vocal variety 
o Enunciates well 
o Vocal expression 

always matches content 
o Uses effective pauses 
o Sincerity & vitality are 

evident 

o Uses ample volume 
o Varies rate & volume 
o Enunciates most words 

clearly 
o Vocal expression 

usually matches content 
o Sincerity obvious, but 

vitality and enthusiasm 
are less so 

o Can be heard & 
understood most 
of the time 

o Little vocal 
variation 

o Vocal expression 
sometimes or 
rarely matches 
content 

o Sincere tone, but 
vitality or 
enthusiasm are 
barely apparent 

o Speaks too 
softly or rapidly 
for 
understanding 

o Speech may 
be marked by 
mumbling or 
dropping the 
voice 

o Voice is flat or 
non-expressive 

 

Appearance & 
Poise 

o Dresses to honour the 
occasion 

o Appears comfortable 
throughout speech 

o Recovers w/grace 
o Enjoys experience 
o Shows self-respect & 

respect for audience 
Has on name tag 

o Dresses neatly & 
suitably 

o Appears comfortable 
much of the time 

o Recovers w/relative 
ease 

o Exhibits a pleasant & 
respectful demeanour 

o Dresses too 
casually for the 
occasion 

o Shows discomfort 
at times 

o Unease obvious 
when mistakes 
occur 

o Seems relieved to 
conclude 

o Dresses 
inappropriately 

OR 
o distractingly 
o Is clearly 

nervous 
OR 

o disgruntled 
o Appears to be 

going through 
the motions in 
deference to 
final exam 
requirements 

 

PowerPoint 
Component 

o Mode of exhibition is 
ideal for the product 

o Integration is logical & 
smooth 

o Correct grammar, 
original slides with own 
pictures 

o Mode of exhibition is 
appropriate for the 
product 

o Integration is sensible & 
relatively smooth 

o Mode of exhibition 
is acceptable but 
appears to have 
been carelessly 
planned/assemble
d 

o Placement shows 
lack of integration 

OR 
o is awkward in 

execution 

o Mode of 
exhibition is so 
poorly planned 
& executed 
that it 
diminishes the 
overall impact 
of the 
presentation 

Question & 
Answer 
Session 

o Responds 
knowledgeably & 
eagerly 

o Exhibits great poise 

o Responds 
knowledgeably 

o Does not appear 
uncomfortable 

o Responds with 
effort 

OR 
o partially answers 

question 
o Seems 

uncomfortable at 
times 

o Responds with 
vagueness 

OR 
o does not really 

answer the 
question 

o Is clearly 
uncomfortable 
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Presentation Scoring Sheet 
 

Student: ___________________________________ English Teacher __________________________ 
 
Date _____________________ Judge# _____________ Room#________________ 
 
Distinguished  Proficient  Competent      Below Graduation Standard 
 
     (8.0-10)  (+/-  1 Min.)  (+/-  2 Min.)     (+/-  3 Min) 
 
CONTENT 
 
 

 _____Intro: Speaker establishes theme or purpose in a compelling manner 

 _____Body (1): Speaker gives sufficient information on process & experience 

 _____Body (2): Speaker uses logical organization & clear transitions 

 _____Conclusion: Speaker reflects thoughtfully on gains and legacy 

 _____Language: Speaker meets requirements of Standard English 
 
DELIVERY 
 

 _____Eye Contact: Is direct and comprehensive 

 _____Voice: Uses appropriate volume, diction, rate, vitality, and emotion 

 _____Appearance & Poise: Dresses with respect for the occasion; 
           Performs with comfort and recovers easily; wears name tag 

 _____Audio-visual: Mode of exhibition is appropriate and integrated logically and smoothly into        
           presentation 

 _____Question/Answer: Speaker responds knowledgably & with poise 
 
 
 _____Total (highest total = 100 points) 
 
Time: __________  Score__________  Verification__________ (head judge) 
 
DEDUCT 10 POINTS FROM TOTAL SCORE IF STUDENT DOES NOT MAKE 8-10 MINUTE 
REQUIREMENT. 
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Senior Project  

Forms 

 
 

 
 
 
 

 
Columbia High School 

1009 Broad Street 

Columbia, MS  39439 
601-736-5334 

chs@columbiaschools.org 
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Senior Project Activity Form 
 

STUDENT __________________________ ENGLISH TEACHER ____________________ 
 
THE FORM MUST BE PROCESSED AT LEAST 24 HOURS IN ADVANCE OF THE DATE NEEDED.  
TURN IN A COPY TO THE OFFICE AND TO YOUR SENIOR PROJECT TEACHER. 
 
To the student:  This form is to be used for requesting a school day to work with your mentor. IT IS NOT A 
LAST-MINUTE DAY TO PUT YOUR PORTFOLIO TOGETHER. Please have the mentor fill out the 
information and sign on the designated line.  If you haven’t been to see this person yet, ask if this form can 
be faxed to him/her.  If so, he/she can fax it (601-731-1068) to the attention of your Senior Project teacher.   
 
To the mentor:  Acceptable reasons students should need to miss school to work with you: 

1. it is the only time you can meet with the student; 
2. the student is working with younger students in a school setting; 
3. the student’s topic requires him/her to work in a business setting during normal business hours. 

 
From the mentor: 
I am requesting that this student spend some time with me to work on his/her Senior Project.  The reason 
this needs to be done during school time: 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________. 
 
It will be necessary for the student to miss school:  Date of SPA _________________________ 
 
 _____All day _____Half day   _____# of class periods 
 
I would like the student to arrive at _________________ am/pm. 
 
We will most likely be finished at __________________am/pm. 
 
_______________________________________ ______________________________ 
Mentor’s signature     Mentor’s phone number 
 
Mentor’s email ___________________________     Mentor’s fax # ________________ 
PARENTAL PERMISSION:  I hereby approve the above school-day activity for my son/daughter.  I 
understand this absence is excused and that she/he must make up any work in the classes missed. 
 
_________________________________________ ______________________ 
Parent/Guardian signature    Date 
 
________________________________________    SP coordinator’s signature 
 
________________________________________ Principal’s signature 
 

Photo/Video Documentation** 
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PARENT/GUARDIAN CONSENT FORM  

 
In order for students to validate their participation in and completion of their Senior Projects, they are 
required to provide documentation via photos and/or video. 
 
As a means of obtaining consent from parents/guardians in order to do so, all students, under the age of 18 
who may appear in the student’s documentation and are involved in this student’s Senior Project must 
provide this consent form to all parents/guardians. 
 
 
Name of Student: _______________________________________________________________________ 
 
Project Description: _____________________________________________________________________ 
 
Type of Documentation: _________________________________________________________________ 
 

 
 
We fully understand that __________________________________________is required to document the  

Student Name (Print) 
completion of their Senior Project involving my son/daughter ____________________________________. 
         Student Name (Print) 
Please indicate one of the following: 
 

o We give consent for our student to participate in the documentation of this Project. 
 

o We do not give consent for our student to participate in the documentation of this Project. 
 
________________________________ __________________________________ ___________ 
Parent/Guardian Name (Print)   Parent/Guardian Signature         Date 
 
Please contact student’s Senior Project teacher if you have any questions or concerns regarding Senior 
Project documentation. 
 
 

The Senior Project Committee recognizes that a parent/guardian may refuse the right to 

document his/her student during this project.  If this does occur, the student will not take 

photos/video of the identified student during the completion of the project. 

 

All All photos/video footage obtained are used for the sole purpose of documentation. They 

are not to be reproduced for any other purpose. 

 

This form should only be used for students who 

plan to teach a class that have participants under 

the age of 18.  These forms must be filled out and 

collected before the class can be taught. I must see 

them, but you will keep them and include with 

your product. 
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Verification of Community Service Hours 
 
Student’s Name: _______________________________________________________________________ 
 
Graduation Year: _________________ Senior Project Advisor: __________________________________ 
 
Hours completed: ____________________ 
 
Place Service was completed: _____________________________________________________________ 
 
Date Service Completed: _____________________ 
 
Name of Mentor/ Supervisor: ______________________________________________________________ 
 
Contact phone number: ________________________________________ (Mentor/Supervisor) 
 
 
Description of Service Completed: (To be completed by Mentor/Supervisor) 
 
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Donation Verification 

Donation (May be time, work, funds raised, etc.): 
________________________________________________________________
________________________________________________________________ 
 
 
On-site Supervisor Signature: _____________________________________________________________ 
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Mentor Information and Agreement Form 

The student MUST return this form to his/her English teacher before beginning the SP. 

STUDENT’S FULL NAME:  _____________________________________________ 

SENIOR PROJECT TOPIC:  _____________________________________________ 

 

MENTOR’S FULL NAME:  _____________________________________________ 

MENTOR’S AGE:   __25-35  __35-45 __46-55 __56 and over 

 

MENTOR’S TITLE AND CREDENTIALS IN AREA OF EXPERTISE: 

 

 

MENTOR’S COMPLETE ADDRESS: 

STREET: 

CITY-STATE: 

TELEPHONE: 

EMAIL: 

 

 

To the Mentor:  Circle the appropriate response before signing this form: 

Yes/No:  I have been given a copy of the CHS mentor’s handbook for the Senior Project. 

 
Yes/No:  I am aware of my responsibilities and the time involved in helping the student with his/her Senior 
Project and will be able to fulfil my duties.  I am not related to the student.            

 
Mentor’s signature: ___________________________________________________________ 
 
Student’s signature:  __________________________________________________________ 
 
Parent’s signature:  ___________________________________________________________ 
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Evaluation Mechanism 

 

Mentoring is an intentional relationship structured for a specific length of time around mutually 

agreed upon goals.  Evaluating the experience for both the mentor and the senior is a valuable 

tool for mutual learning.  The form can be filled out independently by the mentor and the senior 

or together.  This form can also be used by the mentor/senior as a launching point for each 

meeting, starting with the first item listed. 

 

 

 

Evaluating Our Mentoring Relationship 

 

Mentor: _______________________   Senior: ________________________ 

Contact info: ___________________  ______________________________ 

______________________________  ______________________________ 

 

Date of mentoring partnership: ________________ 

 

Meetings 

1.  When and under what circumstances did we get together? 

 

2.  What subjects or topics do we typically discuss in our meeting? 

 

3.  What objectives are we currently working on?  What is our progress to date in achieving these 

objectives? 

 

 

Relationship 

1.  What is going particularly well in our mentoring relationship right now? 

 

2.  What has been our greatest challenge in our mentoring partnership so far? 

 

3.  What do we need to work at to improve our mentoring relationship? 

 

4.  What assistance could we use? 

 

 

Learning 

1.  What are we learning about ourselves?  Each other?  The mentoring relationship? 

 

2.  What is being learned?  What are the conditions that promote that learning? 

 

3.  What are some of the personal insights?  What would I do differently? 
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Product Verification 

 

Student Name_____________________________ Teacher_____________________________ 

Senior Project Product______________________    Class Period ___________________ 
 

 

You have been chosen to verify this student’s efforts on his/her Senior Project Product. Since 

most of the time spent on the product phase of the assignment has been out of class, verification 

of the student’s efforts is necessary.  Please answer the following questions to help us evaluate 

his/her product. This form refers only to the product.  It is important that you make comments 

in each section.  Thank you!  

 

1.  Can you verify he/she spent time creating this product? ______yes  ______no 

If yes, how many hours did you spend with student? ________ 

Comments: 

 

 

 

2.  Have you seen the product at different stages of completion, not just the final phase? 

______yes  ______no 

Comments: 

 

 

3.  Did you read the student’s research paper before it was turned in? 

_____yes  _______no 

Comments: 

 

 

4.  What specific problems did this student encounter and overcome? 

 

 

5.  What successes have you seen this student achieve? 
 

Mentor Name (Please Print) _________________________________________________ 

 

Signature ________________________________________________________________ 

 

Date _________________________ Phone Number ______________________________ 

 

Student Signature __________________________________________________________ 

 

Thank you! We appreciate your participation in this program! 

Please complete this evaluation for the student and return it to: 

Mrs. Olivia Stoutenburg & Mr. Rod Thompson 

Senior Project Coordinators 

C/o Columbia High School 

1009 Broad Street 

Columbia, MS 39429 

You may also fax this form:  601-731-1068     
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Mentor Contact Verification Log 

Student: ____________________________       

English Teacher:_____________________ 

 

Meeting # Date Location 
Summary of 

Meeting 
Length of 
Meeting 

Mentor’s 
Signature 

1 

     

2 

     

3 

     

4 

     

5 

     

 



 

 

 


