General guidelines

Getting started

Senior Project focuses on (1) doing research and writing several assignments
using the researched information, (2) creating and keeping a time journal that shows
what the student does each day, (3) creating a portfolio which includes proof of all work
done, (4) doing a hands-on project, the Demonstration of Knowledge, that relates to the
research assignments, (5) giving an oral presentation to a panel of judges, and
(6) preparing for and participating in an exit interview.

Since Senior Project (SP) is a graduation requirement at Doniphan West,
students must successfully complete all phases of SP in order to graduate with their
class.

The Research/Writing Assignments

The first phase of Senior Project is the research and writing phase. Students will
research their chosen topics and use MLA style to write several assignments using the
information gained.

The Time Journal
The time journal is a document showing the time and work the student
completes in each part of Senior Project. It is a requirement for the portfolio.

The Portfolio
TheportfolioA da | YSIya 2F aK2gAy3ad GKS addzRSy ¢
will include a number of written research assignments, a time journal showing when all
work was done, and proofs of the hands-on project. It will also contain proofs of
mentor meetings, required forms, and plans for the oral presentation.

The Demonstration of Knowledge

The hands-on project, called a Demonstration of Knowledge, requires the
student to choose an activity that complements the research. The goal is to find a
project idea that the student really wants to do during the senior year.
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General Guidelines

Getting Started

The Oral Presentation
The oral presentationisa20-n 1 YAy dzi S &ALISSOK | 6 2 dzi
research and Demonstration of Knowledge (D of K).

The Exit Interview

The exit interview is a meeting with the student, teachers, and possibly school
administration that goes over the work done in Senior Project. Students will receive the
rubrics of the judging panel and will be asked to show that they have met the exit
outcomes of the school.

%k %k 3k ok %k %k %k %k %k %k *k

Before students begin working on Senior Project, they need to have
e aplan for the Demonstration of Knowledge activity,

e anidea of what to do for the research assignments,

e an outside mentor, and

e a Doniphan West mentor

e complete the Evaluation of Topic form, page 38

This handbook gives students the essential steps to follow to complete their
assignments.

Parents and students are encouraged to ask questions and to communicate with Ms.
Esther Gormley and Ms. Kristin Demel, the Senior Project teachers. Ms. Gormley and
Ms. Demel can be reached at school by phone: 785-442-3286 or by e-mail:
egormley@doniphanwest.org or kdemel@doniphanwest.org.

Because parents need to understand Senior Project, they will be asked to meet with
Ms. Gormley and Ms. Demel. A group meeting will be planned, but, if necessary, this
meeting can be by phone or e-mail.

All phases of the Senior Project are to be quality work.

Doniphan West Senior Project 2010 Page 2

[a=tN

KS


mailto:egormley@doniphanwest.org
mailto:kdemel@doniphanwest.org

Time Journal

Keeping track of time

The time journal documents the time the student spends doing Senior Project
assignments and activities. It begins when the student starts work planning SP and continues
until the student turns in his/her Portfolio.

The time journal will highlight the work done on research assignments, on the
Demonstration of Knowledge, and on speech preparation.

Besides actually listing the time the student worked, the time journal should include a
commentary about what the student did: planning the whole project, making calls or contacts
with mentors, researching, writing, doing the D of K.

The commentary should show the reader not only a description of what the student did
but also show how the student felt doing the work. It should paint a picture of what the
students attempted and completed, what they learned, and how they felt.

The time journal will document at least 15 hours doing the research assignments, at
least 15 hours doing the Demonstration of Knowledge, and at least 5 hours preparing for the
speech.

Minimum requirements for the time journal

The student must figure out how to show the following details in the time journal:
1. Date

Start and end time

Details about what was done

Total time spent each day

Total hours spent doing the essentials of SP

Total hours spent on research assignments

Total hours spent on Demonstration of Knowledge

Total hours spent on speech preparation

© o NV E wN

Total hours spent for the semester
The time journal should be updated weekly and may be checked without warning by the
instructors. Formal grading will also be scheduled to correspond with the research assignments,

the Demonstration of Knowledge, and the speech preparation.

See the time sheet formats in Word 2007. Choose one of them or design you own.
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Time Journal

Rubric for research phase

Points earned/
Points possible

Grading Criteria

/15 Neat, quality presentation that is easy to read and follow
/15 Documents at least 15 hours of research assignment work
Gives information in each entry about what was done during the daily time
/30 segments
/15 Clearly distinguishes research activities from general work on SP
/10 Indicates the total number of hours spent each day
Total Points
/85

Rubric for Demonstration of Knowledge

Points earned/
Points possible

Grading Criteria

/15 Neat, quality presentation that is easy to read and follow
/15 Documents at least 15 hours of D of K work
Gives information in each entry about what was done during the daily time
/30 segments
Clearly distinguishes D of K hours from research activities and general work
/15 on SP
/10 Indicates the total number of hours spent each day
Total Points
/85
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Time Journal

Rubric for speech; final check of portfolio

Points earned/
Points possible

Grading Criteria

/15 Neat, quality presentation that is easy to read and follow
/15 Documents at least 5 hours of speech preparation work
Gives information in each entry about what was done during the daily time
/30 segments
/15 Clearly distinguishes speech preparation hours from all other SP hours
/10 Indicates the total number of hours spent each day
/15 Gives the total number of hours spent on SP
Gives a summary of important totals: research, D of K, and speech
/15 preparation
Total Points

/115
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Choosing a Topic

Topic Exploration

Answer the following items as you begin to think about possible topics for Senior Project. (5 pts.
per numbered item.)

1. List the magazines that you buy or think about buying. Then explain why you like these

magazines.
e a.
e b
e C

2.  What hobbies/interests would you like to have time to work with this semester? Explain
why you would like to work with these hobbies or interests.

e a.
e b
e

3.  What job/career interests you? Why?
e a.
e h.
e

4. What current skill/talent would you like to develop more?

¢ a.
e b
e C.

5. LT @2dz 6SNBYyQl Ay a0OKz22ftI 6KIG ¢62dzZ R @2dz R2
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Limiting the topic

Choosing a topic

Complete the following worksheet using information from page 6 or other sources:
1. Usingideas that are interesting and challenging, complete at least 4 different scenarios on the

worksheet below.

2. Discuss the ideas presented on this worksheet in a meeting with your instructor.
3. Be specific and neat. (Each block is worth 3 points.)
4. We will try to refine one idea (maybe not even on this sheet) for your Senior Project.

Specific Research Topic

Demonstration of Knowledge Ideas
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Portfolio

Creating a record of all work

The Portfolio is a major part of the Senior Project process, showing proof of what the
student did throughout the semester SP class. It will be a body of work that the student may

use after graduationtod K2 ¢ (G KS addzRSyd@d aiAitfta yR I OKASQ:

The Portfolio should be prepared for a professional audience like the judging team for
the oral presentation and should showcase i KS &G dzZRSy i Qa ¢62NJ | yR

To create the Portfolio, the student should plan how the book will be created, choose
appropriate materials to put in it, and assemble a professional, quality book. The Portfolio
creation is a long process that cannot be completed in a day or two.

The Portfolio will be evaluated by the teacher, the DW mentor, and the judges.

Each item in the Portfolio should have a heading/description that will make its purpose
in the book clear. Pages should be numbered consecutively.

Minimum requirements for the portfolio
Items required in the Portfolio will include:

a cover,

a title page,

a table of contents,

the time journal,

the research assignments,

the Demonstration of Knowledge proofs,

the required forms,

proofs of mentor meetings,

the speech plans.

The Portfolio must have a minimum of 5 divisionsT Introduction, Research,
Demonstration of Knowledge, Speech, and Required FormsT but may include other divisions
depending on how the student chooses to organize the information.

CKS t2NIF2fA2 akKz2dzZ R SyO2yLl aa |ttt 2F
of SP. It could include information like grade cards, club awards, community service records,
extra-curricular activities, etc.
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Portfolio

Creating a plan

Your portfolio must have a minimum of 5 divisionsT Introduction, Research,
Demonstration of Knowledge, Speech, and Required FormsT but may include other divisions
depending on how you choose to organize your information.

For up to 50 points, use your own organization or the one of the plans suggested
below to create a master plan for your portfolio that includes all the following elements in a

logical order:

1. Acover 9. Demonstration of Knowledge proofs

2. Atitle page 10. Demonstration of Knowledge self-evaluation
3. Atable of contents 11. Demonstration of Knowledge works cited

4. A letter of introduction 12. Required forms

5. Aresume 13. Proof of mentor meetings

6. Atime journal 14. Speech plans

7. Research assignments Other (specify)

8. Contract

This assignment is worth 50 pts. (3pts.perii SY f A &G SR SE QS fokiheatilbgidak SNE | YR
presentation)

Sample 1
Introduction Research D of K Speech Required forms
1. 1 1 1. 1
2. 2 2. 2. 2
3. 3 3. 3. 3
4, 4 4 4. 4
5. 5 5 5. 5
6. 6 6 6. 6
Sample 2
Introduction Research D of K Time Mentor Required Speech  Other
Journal proofs forms
1 1. 1 1. 1. 1. 1 1.
2 2. 2 2. 2. 2. 2 2.
3 3. 3 3. 3. 3. 3 3.
4 4, 4 4, 4, 4, 4 4,
5 5. 5 5. 5. 5. 5 5.
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Portfolio

Creating the cover

Your portfolio should have a graphic cover that includes information about your research topic
and your Demonstration of Knowledge.

Use your computer skills to create a color or black and white cover that will enhance the looks
of your portfolio.

Your cover should fit inside the plastic covering on your portfolio and should follow the
guidelines listed below:

e Be 8.5x 11 inches (either landscape or portrait)
e Be NEAT!

e Use copy to explain research and D of K

e Use appropriate and attractive graphics and type

Cover rubric

Points earned/ | Grading Criteria
Points possible
/10 Be a neat presentation on 8.5 x 11 paper (includes name on the page)
/10 Use text to explain research and D of K
/10 Be grammatically correct
/10 Use attractive and appropriate illustrations
/10 Give source/sources of all artwork used
/10 iy Of dz2RS a0 dRSyGQa yIYS
Total Points
/60
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Portfolio

The title page

Besides the cover on the outside of your portfolio, you should also create a title page for the

portfolio. This page may resemble a title page of a research paper. It should include the

following items:

e The title of your portfolio (whole Senior Project)

e Your name

e The name of the class

e The dates you worked on your portfolio or the date you finished it

e The instructorsChames.

You may embellish the page as you wish as long as the above information is obvious.

Title page rubric

Points earned
Points possible

Grading Criteria

/5 Title that covers all parts of Senior Project
/5 {GdzRSy i Qa yI YS
/5 The name of the Senior Project class
/5 The dates you worked on the portfolio or the date you finished it
/5 ¢CKS AYyaiNHzOUu2NEQ yI YSa
15 Appropriate page background

Total Points

_ /40
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Portfolio

Rubric

5 = Excellent; 4 = Good; 3 = Average; 2 = Poor quality; 1= Very poor quality; 0 = Inadequate for points

Grading Criteria

Quality work and examples

Grammatically correct work

Logical sequence of materials

Appealing and easy-to read format appropriate for professional
audience

SidzRSYy G Qa &l Af f ashdwyiRa ptofes€onay” LIt
manner

Entries numbered consecutively

Entries introduced or explained in a standard format

(All items listed below necessary for portfolio to be accepted as
complete. No points given portfolio until are included in
portfolio.)
Completeness of presentation:
e Cover
e Title page
e Table of contents
e Letter of introduction
e Resume
e Time journal
e Research assignments
e Demonstrations of Knowledge contract, proofs, self-
evaluation, and works cited
e Required forms: mentor meetings, proofs of completing
research and Demonstration of Knowledge work

1 |0
1 |0
1 |0
1 |0
1 |0
1 |0
1 |0
1 |0
1 |0

36-40=A; 32-35=B; 28-31=C; 24-27=D; 0-23=F

Grade converted to 200 points: your score/40 pts. = X/200 pts.
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Demonstration of Knowledge

Planning a learning project

The Demonstration of Knowledge is a learning project that is the very core of Senior
Project. Students choose an activity that allows them to follow an individual path of study, in
essence creating their own curriculum. Students need to choose the D of K carefully because
everything else in the SP revolves around it.

For many students, the Demonstration of K nowledge is a hands -on
experience like building a piece of furniture or writing a musical composition. For
others, it is a chance to follow a profession al and job sha dow. Job shadowing alone
will not fulfill Senior Pr  oject requirements, so the s tudent needs to figure out how to
use the knowledge gained in job shadowin g in a tangible manner such as making a
brochure about the job, teaching a class , conducting a clinic, leading an activity
related to the job shadow , or ¢ reating personal journal

Any student who plans to do a classroom presentation needs to teach at least
2 class sessions of the s ame class. Lesson plans for teaching need to be approved
by the Senior Project teacher and the cooperating teacher at least a week BEFORE
the student teaches the classes.

Some students may choose to do a Demonstration of K nowledge relatedto a
class or club duties. That plan is fine a slong as the D emonstration of Knowledge is
significantly more than the student would do if he/she was not involved in SP

This phase of SP  should allow the student to show his/her expertise and
should also allow the observer to see what the student has learned.

Setting goals and man  aging time are key el  ements in this phase of SP

To be approved, the plan for the demonstration of knowledge should indicate
that the project will stretch the student 6s clalengei heistadent a n d

Minimum requirements for the Demonstration Khowledge
The Demonstration of Knowledge should
1. Be alearning stretch that challenges the student
2. Take a minimum of 15 hours to complete
3. Include work with both the Doniphan West mentor and an approved outside
mentor
4. Be adequately presented in the portfolio (contract, proofs of work, self-
evaluation, works cited)
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Demonstration of Knowledge

Examples of research and D of K plans

ACCEPTABLE PLANS: These sample research topics and related projects showcase both learning
stretches and challenge to the student.

Research Ideas Demonstration of Knowledge Ideas
WETT Ay GKS cnQa t SNF2NY | NBOAGEHE 27
Preventing adolescent drug abuse Provide Hooked on Fishing prevention

program for area kids

History of loway Indians Presentations of loway artifacts and history to
several area groups

Teaching special needs children Volunteer to work with special needs children
at area schools

Low-fat cooking Create a mock TV episode on low-fat cooking
for a live audience

Storm chasing Join local storm watchers group and take their
mandatory training

Creating a family genealogy Research a family history and make copies for
family; teach others to do genealogy research

Fashion merchandising Create a style show using clothes from area
retailers

Web site design Create a web site for a local church or other
group

Testing and promoting water quality Test area streams and publish articles about

water quality in those streams in local papers
Wetland management Maintain a wetlands project

Marketing hip hop Job shadow a hip hop radio station and create
an advertising plan for a new release

How to create a clay animation movie Make a clay animation movie

Home architecture Create a home plan and build a scale model
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Demonstration of Knowledge

Ranking the projects

Excellent Demonstration of Knowledge

1. Clearly showed that the student chose a project that was highly challenging
Showed the student was committed to stretching his/her boundaries and abilities
Involved a time commitment of at least 15 hours
Was completed in exemplary fashion
Showed a high degree of personal learning/growth

vk wN

Good Demonstration of Knowledge

Indicated that the student chose a project that was challenging

Indicated the student attempted to stretch his/her boundaries and abilities
Involved a commitment of at least 15 hours

Was completed in a more-than-satisfactory manner

vk wN e

Showed some personal learning/growth

Passing Demonstration of Knowledge
1. Indicated that the student chose a project that was safe
Showed a limited attempt to stretch his/her boundaries and abilities
Included a time commitment of at least 15 hours
Was completed in a satisfactory manner
Showed only a degree of personal growth

vk wN

Less-than-successful Demonstration of Knowledge
1. Indicated that the student made little or no attempt to even complete a safe project
2. Indicated that the student made little or no attempt to stretch his/her boundaries and
abilities
3. May or may not have putin 15 hours on the project
4. Was completed in a manner that did not meet the basics the contract
5. Showed little or no personal learning/growth
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Demonstration of Knowledge

Rubric for DWM and SP teacher

The Demonstration of Knowledge is worth 300 points. Both the Senior Project teacher and the
DWM need to complete this evaliion. They may meet together with the student or they may meet

AYRADGARdzZEff& 6AGK GKS Ad0dzZRSYyGX 6KIFIGSOSNI 62N} a o0Sadd

score. After meeting with the student, the evaluator gives the student a point valog the category
GKIG o0Said RSaONX 6Then thé ie@togivésdhR Bifid tQ the SP fediche®

Category 1: What is the degree of challenge for the student?
Highly challenging (Excellent: 56-60 points)
Challenging (Good: 51-55 points)
SafeT shows little challenge (Passing: 42-50 points)
No attempt to meet a challenge (Less-than-successful: 0 points)

Category 2: What degree of commitment to learning does this student show?

High degree of commitment (Excellent: 56-60 points)

More than limited commitment (Good: 51-55 points)

Limited commitment (Passing: 42-50 points)

Little or no commitment evident (Less-than-successful: 0 points)

Category 3: What kind of time commitment did the student make?
At least 25 hours of exemplary work (Excellent: 56-60 points)
At least 20 hours of more than satisfactory work (Good: 51-55 points)
At least 15 hours of satisfactory work (Passing: 42-50 points)
May or may not be 15 hours, but is not satisfactory (Less-than-successful: 0 points)

Category 4: What quality work did the student do?
Exemplary work (Excellent: 56-60 points)
More than satisfactory, but not exemplary work (Good: 51-55 points)
Satisfactory work (Passing: 42-50 points)
Work was less than satisfactory (Less-than-satisfactory: 0 points)

Category 5: What degree of personal growth did the student experience?

A high degree of personal growth (Excellent: 56-60 points)

Some personal growth (Good: 51-55 points)

Only a slight degree of personal growth (Passing: 42-50 points)
Shows little or no personal growth (Less-than-successful: 0 points)

/300 Points earned/Points possible

Mentor or Senior Project Teacher Signature

(need one copy for the mentor; one copy for the Project teacher
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Demonstration of Knowledge

Creating a contract

The contract is a document written by the student that shows what he/she intends to

do for the Demonstration of Knowledge and what he/she intends to learn by doing this work.
The student must follow the contract to successfully complete Senior Project.

The student may amend the contract if necessary. To amend the contract, the student

must first visit with the DWM and the Senior Project teacher and then write a new contract.

The contract is signed by the students, a parent or guardian, and the Senior Project

teacher. A copy of the contract is given to the DWM.

Minimum requirements for the contract

The student should
1.

o v kW

type his/her own contract using the skeleton contract on the next page and following
the guidelines Cred type
Write the contract in complete sentences that are clear to any reader, even one who is

not familiar with SP

Get the contract approved by the Senior Project teacher

Then have a parent/guardian sign it

Sign the contract himself/herself

Then present the contract to the SP teacher to sign.

Points Possible/
Points Earned

Grading Criteria

/10 Presents quality plans; follows the required format
/15 Follows standard English conventions
125 Paragraph 1 gives adequate background about why student chose prg
125 Paragraph 2 gives adequate details about plans for D of K work
125 Paragraph 3 give adequate details about what student expects to learr
Total Points
/100
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Demonstration of Knowledge

Skeleton contract

Name Date

Paragraph #1: Explain why you are interested in this topic.

Paragraph #2: Using specific details, explain what you plan to do for your Demonstration of
Knowledge.

Paragraph #3: Again using specific detail, explain what you expect to learn from doing this
work.

I understand what plagiarism is. | will not plagiarize my research paper, my demonstration of
knowledge, or my portfolio items. | will give credit to the proper sources.

I will change this plan only after visiting with my assigned Doniphan West Mentor and the
Senior Project teacher. | will then immediately submit an amended contract plan along with a

business letter to the SP teacher explaining why | want to change my original contract.

Student Signature/Date:

Parental Consent to Senior Project Plans

| understand that completion of the Senior Project is a graduation requirement at Doniphan
West High School.

| have read the above Senior Project contract and feel it is an acceptable plan for my
son/daughter to follow. | will contact the SP teachef | have any future concerns about this
contract.

z

t I NByd 2NJ Ddzr NRALFYyQa {AIYylFGdzNBkS5FIGSYpeyueyyy Py

{SYA2NJ t N22SOG ¢Sl OKSNRa { A3yl idz2NBk5FGSY Qguypyy
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Demonstration of Knowledge

Self-evaluation and rubric

As a final part of the Demonstration of Knowledge, each student will evaluate his/her
work on this phase. The evaluation should have three (3) divisions.

(1) The first division is a description of what the student actually did for this phase of
{SYA2NJ t N22SOG o CKAA RAQDAAAZ2Y &aK2dzZ R 0SS &aAYAf
specific and describe any obstacles the student encountered. It will also explain how the
student had to adjust to complete the contract plans.

(2) The second division will be an evaluation of the actual work done. As with any
evaluation, the division should include (a) what the student did well, (b) what the student could
have improved, and (c) suggestions for how to have improved the weaker parts of the work.

(3) The final division will be a ranking that rates the work according to the scales listed
on page 15. The student will decide if his/her work is excellent, good, passing, or less than
satisfactory. The student should offer proof of why he/she feels the D of K fits this category
using the 5 criteria listed for each category: challenge, degree of commitment, time
commitment, quality of work, and degree of growth.

This evaluation is worth 200 points.

Points Earned/ Grading Criteria
Points Possible

/50 Gives complete picture of the demonstration of knowledge
process the student experienced (Division 1)

/25 Is a fair and honest appraisal of strong points of the
demonstration of knowledge (Division 2)

/25 Is a fair and honest appraisal of the weaker points of the
demonstration of knowledge (Division 2)

/50 Convinces reader the demonstration of knowledge fits the 5
traits of the category chosen by the student (Division 3)

/50 Self-evaluation follows the rules of good writing

Total Points
/200
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Mentors

Finding help from others

Mentors are resource people for students to work with. All seniors will work with the
Senior Project teachers, but the students need other human resources to advise them about
their projects.

Each senior will be assigned a person from within the school system to work with, the
52yALKFIY 2Said YSYyd2N)J o52a0® 2 KATS (KAA
will understand Senior Project process and be able to advise the student about SP in general.

Since the Senior Project teachers and the Doniphan West staff may not know much
Fo2dzi GKS addRRSyiQa OKz2aSy (2LAO:Z SI OK

will advise the student about the subject. The OM should have specific knowledge (expertise) in

0KS addRRSyiadQa &adzwowaSOodG | NBI o Ly 2NRSNJ i
people they already know, the OM is NOT to be a relative or friend.

The OM is a valuable resource for many reasons:
A The student can get ideas and information from him/her that is not available at
school;
A Visiting with the OM gives the student a chance to show work and make a
contact in the work world;
A The OM may be used as a primary source in the research paper;

A The OM can give the student an unbiased viewpoint and feedback that friends
and relatives would find hard to do.

Minimum requirements for using mentors
1. The student meets with the DWM at least monthly, recording the visit in the time
journal.

2. The student meets with the OM at least monthly, recording the visit in the time journal.

The student uses the mentor form on page 42 to record the meeting agenda and

comments. Students using e-mail or phone to contact the OM may use a modified form

for the OM meetings.
4. The student plans an agenda for each meeting and gives a copy to the mentor; the
student has the mentor sign and date the form.
5. Mentor meetings will be checked monthly after the 15" and are worth 25 pts. each.
6. Proofs of mentor meetings are required in the portfolio.

a

2
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Mentor meetings

[deas for meetings

The student may decide what to discuss at each mentor meeting, but most students use some of the ideas listed
below:

General ideas
Overall planning for Senior Project
Planning the Demonstration ohkwledge (D of Kactivities
Getting outside mentor suggestions (name, address, phone, etc.)
Time journal
Checkinghe time journal format and commentary
Getting suggestions father ways to do time journal
Research paper
Finding a limited topic foresearch that relates to the D of K
Getting ideas for sources or findisources for the research assignments
Getting help with a roug outline for the research assignments
Getting feedback on how to use note cards
Getting ideas about thdivisions of the research assignments
Getting help with the introduction, thbody, or the conclusion tife assignments
Proofreading the research assignments
Gettinghelp on reseath assignment revisions
Portfolio
Getting required forms completed and signed
Getting ideas for proving the D ofrKthe portfolio
Getting ideas about possible divisions in the portfolio
Getting ideas aboutthéd (1 dZRSy 1 Qa4 O2OSNJ F2NJ GKS LRNIF2f A2
Getting ideas to improve portfolio
Demonstration of knowledge
Geting ideas for the D of K
Helping find a mentor who knows subject
Checking on the D offans and their implementation
Helping student refine D ofgfans
Helping studentmake atimeline to follow for D of Kctivities
Helping student find job shadow opportunities
Helping student make D orore meaningful
Oral presentation
Getting help with plans for oral presentation
Working on ideas for introductionply ard/or conclwsion of orapresentation
Working on ideas for graphics for oral presentation
Getting ideas for student to follow on Presentation Day
Exit interview
Going over judges comments from Presentation Day
Giving student constructive criticism on all pesief Senior Project
Going over the Exit Outcomes with student
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Research Phase

Research assignments

The research phase of SP allows students to showcase their writing and research
skills. It is a major component in SP

Students choose a limited topic related to the planned Demonstration of
Knowledge. Knowledge gained during the research phase should help the student
complete the D of K. Besides gaining knowledge about the topic, the student is also
learning and polishing research and writing techniques.

The student will be asked to write several short research assignments rather
than a long, research paper. The first assignment will be a report of 1000-1500 words
using at least 5 approved sources.

The second writing assignment will be to write a profile of a person, place, or
event related to the chosen topic in the research report.

Finally, students will be asked to conduct some original research to add to one of
the first two assignments.

Minimum requirements for research phase
The student
A Chooses a limited topic for the report and the profile
A Works with an advisory board of mentors (the SP teachers, the DWM, and the OM)
A Plans library research and any original research that might be needed (need 5
sources for both the report and the profileT a total of 10 different sources)
Writes research questions and creates a working outline
Uses note cards to effectively record information and write the paper
Writes a preliminary outline, a thesis, and a suitable title for each assignment
Writes a preliminary copy (rough draft) of assigned writings
Writes an improved final copy of the assignments
Meets deadlines set by teachers
Follows MLA guidelines as presented in class

p N5 S S S N S

Turns all research materials (note cards, rough drafts) along with final copy of
assignments

>

Revises final copy of assignments to add to portfolio
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Research phase

Writing a research report

The report assignment is the first of three writing assignments for Senior Project.

A report is a factual presentation that is important to a specific audience like the
Evaluation Panel. The student should formulate a research question that is specifically
related to his/her Demonstration of Knowledge.

This assignment will be read by the SP teacher, the DWM, the Evaluation Panel
and anyone else who wants to read from the Portfolio when it is on display in the
library.

¢KS LJzN1J2aS 2F GKS NBLR2NI Aa (G2 aKz2g
overall knowledge of the research question.

Visual elements like photographs, drawings, graphs, and tables can be used to
effectively present factual material. As such, they may used in the report as long as
proper credit is given to the sources. The student may also use other graphic elements
like different sizes and colors of type as well as columns or copy blocks.

Papers will not be graded unless the student follows basic writing guidelines of
using note and source cards, writing rough draft copies as assigned.

Minimum requirements for report assignment

The student should

Follow basic MLA guidelines

Use at least 5 approved sources

Use at least one graphic element in the profile

Create a 1000-2000 word document following class assignments (note cards,

bl R

source cards, preliminary outline, rough draft, etc.)
Write in third person
Avoid plagiarism
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Research phase

Report rubric

Criteria 5 4 3 2 1 Comments

General criteria
Follows MLA guidelines for name, margins,
page numbers

Meets 1000-2000 word requirement

Uses 5 or more approved sources

Uses internal citations correctly

Follows guidelines for works cited

Content
Presents thesis in introduction

Develops ideas/graphic elements of thesis
adequately to show knowledge of topic

Uses graphic element/elements to
develop ideas of thesis

Organization
Has adequate introduction

Has adequate ending

Uses transitions effectively

Voice
Remains constant; avoids plagiarism

Has energy and passion

Word choice
Uses clear & specific nouns/pronouns

Uses strong verbs

Sentence fluency
Uses a variety of sentence structures and
sentence beginnings

Has ear appealt easy to read aloud

Uses strong sentencest no fragments or
run-ons

Writing conventions
Uses punctuation correctly

Uses standard English

/100 Earned points/possible points

Score will be doubled: paper is worth 200 pts. /200
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Research phase

Writing a profile

¢KS LINRFAES Aa |y SEGSyarazy 2F (KS NBas
person, place or activity that relates to your research report. It will be an extension of
the research report.

One goal of the profile is to use research to help the reader see an inside view of
the topic you have chosen. It will allow the class to see the topic better and will allow
the Evaluation Panel a chance to see what you know about the topic.

As with the research report, the profile will be read by the SP teacher, the DWM,
0KS 9@FftdzriA2y tlySts YR 20KSNA® ¢ KS LJdzN.
research, writing, and overall knowledge of the topic.

The profile will also use visual elements like charts, and graphs, but will probably
emphasize pictures. Credit must be given to all graphics.

Papers will not be graded unless the student follows basic writing guidelines of
using note and source cards, writing rough draft copies as assigned.

Minimum requirements for profile assignment
The student should

1. Follow basic MLA guidelines

2. Use at least 5 approved sources

3. Use at least one graphic element in the profile

4. Create a 1000-2000 word document following class assignments (note cards,
source cards, preliminary outline, rough draft, etc.)

5. Write in third person

6. Avoid plagiarism
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Research phase

Profile rubric

Criteria 5 4 3 2 1 Comments

General criteria
Follows MLA guidelines for name, margins,
page numbers

Meets 1000-2000 word requirement

Uses 5 or more approved sources

Uses internal citations correctly

Follows guidelines for works cited

Content
Presents thesis in introduction

Develops ideas/graphic elements of thesis
adequately to show knowledge of topic

Uses graphic element/elements to
develop ideas of thesis

Organization
Has adequate introduction

Has adequate ending

Uses transitions effectively

Voice
Remains constant; avoids plagiarism

Has energy and passion

Word choice
Uses clear & specific nouns/pronouns

Uses strong verbs

Sentence fluency
Uses a variety of sentence structures and
sentence beginnings

Has ear appealT easy to read aloud

Uses strong sentencesT no fragments or
run-ons

Writing conventions
Uses punctuation correctly

Uses standard English

/100 Earned points/possible points

Score will be doubled: paper is worth 200 pts. /200
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Research phase

Field research

Field research is research that the student initiates and carries out. It is not
already found in books, periodicals, or on-line. Typically, field research falls into three
categories: interviews, surveys, and observation.

Interviews

Interviews are planned conversations with a source, someone who is an expert
in the topic area. Interview sources should be chosen carefully if the researcher wants
to make sure the information is current and correct.

Interviews may be conducted face-to-face, by phone, or by e-mail. Face-to-face
interviews probably give the most information and let the interviewer see the nuances
of the person being interviewed.

The interviewer needs to follow a number of steps to create a successful
interview: introduce himself/herself, set up a meeting time, create a written list of
qguestions, practice speaking to avoid just reading written list, listen and record
information correctly, write up interview as soon as possible after interview.

Surveys (questionnaire
Surveys are a means of asking a specified group of people a set of questions
about themselves and then totaling the responses to get valid information.

The researcher needs to determine what group will get the prepared questions,
how the directions will be given for answering the survey, and the number of people
who need to take the survey.

Observations
Observations are watching (observing) the behavior of others. The data from
these observations can be used as original research.

3k %k 3k 3k %k %k %k %k %k

Each student will conduct at least 2 of the above field research methods.
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Research phase

Field research rubrics

Points earned/points possible

Interview Criteria

/25 Choice of person to interview (expert)
/25 Introduction and setting up appointment

List of questions and notes of responses; written
/25 summary of interview

Points earned/points possible

Survey Criteria

/25 Choice of group/number of group to get survey
/25 Directions and method of giving survey

List of survey items, completed survey forms,
/25 interpretation of data

Points earned/points possible

Observation Criteria

/25 Choice of observation
/25 Keeps records: date, time brief description (maybe a
picture) of site
Observation data: behavior observed, number of
/25 times behavior observed during session, interpretation

of behavior
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Research phase

Editing using six-trait criteria

Ideas and content
A Does the writing meet the word requirements?
A s the writing clear, focused, and interesting?
52Sa GKS gNARGAY3I K2fR GKS NBIFIRSNRA FFGdGSydasz
Do the supporting details give the reader important information that her or she could

> > >

not personally add to the text?
Does the writing have balance; do the main ideas stand out?

> >

Does the writer seem in control and develop the topic in an enlightening, entertaining
way?

Does the writer work with and shape ideas, make connections between ideas, and share
insights?

Does the writer follow the format of title page, outline, final copy, ,and works cited?

>~

Does the writer document the minimum number of sources for the assignment?

> > >

Does the writer follow MLA guidelines?

Organization

Does the organization enhance and showcase the central idea or theme?

Does the order, structure, or presentation move the reader through the text?

52 GKS RSGFAfa aSSY (2 FAG oKSNB G(KS&@QNB LY
Does the writing have an inviting introduction that draws the reader in?

> > > > D>

Does the writing have a satisfying conclusion which leaves the reader with a sense of
resolution?

Is the pace of the writing controlled; does the writer deliver the needed information at
just the right spot and then move on?

>

A Are transitions smooth; do they weave the separate threads of meaning into one
cohesive whole?
A Does the organization flow so smoothly the reader hardly thinks about it?

A Does the writer speak directly to the reader in a way that is individualistic, expressive,

and engaging? Does the writer stay in third person?

Is the writer involved in the text and is he/she writing to be read?

Is the paper honest and written with a ring of conviction?

Is the language natural, yet provocative, does it bring the topic to life?

Can the reader feel a sense of the person behind the words?

5284 GKS LINP2SOGSR G2yS IyR @2A0S 3IAGBS Tt
appropriate for the purpose and audience?

D DD D
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Research phase

Editing using six-trait criteria

Word choice

A Do the words convey the intended message in an interesting, precise, and natural way?

A Is the writing full and rich, yet concise? Is the expression fresh and appealing?

A Does the writer use active voice and powerful verbs?

A Do the words seem natural yet create striking images or ideas?

A Do the words all seem like the student writer, not a professional writer?

Sentence fluency

A Does the writing have an easy flow and rhythm when read aloud?

A Are the sentences well built with consistently strong and varied structures?

A Does the sentence structure reflect logic and sense? Does it help show how ideas
relate?

A Do purposeful sentence beginnings guide the reader readily from one sentence to
another?

A Does the writing sound natural and fluent; does it glide along with one sentence flowing
effortlessly into the next?

A Do sentences display an effective combination of power and grace?

A Are sentences varied in structure and length?

A Does the writer avoid fragments and run-ons?

Writing conventions

A

>~ >~

D> DD D

>~

Does the writer demonstrate a good grasp of standard writing conventions: grammar,
capitalization, punctuation, usage, spelling, and paragraphing?

Does the writer use conventions to enhance readability?

Do errors tend to be so few and minor the reader can easily skim right over them unless
specifically searching for them?

Does paragraphing tend to be sound and to reinforce the organizational structure?

Are grammar and usage correct; do they contribute to clarity and style?

Is the punctuation smooth? Does it guide the reader through the text?

Is spelling generally correct, even on more difficult words?

Is the writing sufficiently long and complex to allow the writer to show skill in using a
wide range of conventions?

Would only light editing be required to polish the text for publication?
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Speech phase

Oral presentation

The oral presentation is a quality 20-40 minute speech to the three members of the
Evaluation Panel and the rest of the audience in the room. The presentation should feature the
atdzRSyiQa 1y2¢ftSR3IS 2F (GKS &adzo2SOG FyR dzasS 4
Students are encouraged to use some kind of computer-generated graphic to demonstrate their
technology skills.

Oral presentations that are not 20 quality minutes will be reviewed carefully by the
DWM, the SP teachers, and the administration. Those presentations that are rated as more
than satisfactory on the Evaluation Pl Y S f Q dmayNddzdajdotdéigiven a waiver for the
time requirement. Students who do not meet the time requirement will probably be asked to
give their presentations again.

The Evaluation Panel (the DWM and, if possible, two adults with expertise in the
a0dzRSyiiQa adznaSOlv ¢gAff 0SS OK2A&Syoftie®anelop5 LISNE 2
Presentation Day.

tlySt YSYoOSNE NP Fai1SR (2 aididzReé GKS aiddzRSy
alidzRRSy (i Qa LRNIFT2fA20 ¢tKSe INB Frfaz2 FaiSR (2 O

employers or co-workers of the students and to give feedback that could help the student on
the job or in advanced schooling. (The Panel does not give grades or determine if the student
passes or fails.) Panel evaluations are returned to the student at the Exit Interview.

Minimum requirements for the oral presentation

To complete the oral presentation, the student

1. Writes an outline and prepares a quality 20-40 minute speech that shows the
a0dzRSyiQa 1y2¢6fSR3IS 2F GKS (G2LIAO

2. Writes a business letter to the panel members

3. Presents a practice speech that is at least 20 quality minutes (This practice speech
will be graded since the teachers will not be able to sit in and grade all presentations
on Presentation Day.)

4. Presents a quality 20-40-minute speech to the Panel on Presentation Day (questions
and answers do not count as part of the speech time)

5. Follows the guidelines of good oral presentation listed on the speech rubric

6. Uses visual and/or audiovisual components to enhance the presentation
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Speech phase

Planning for the oral presentation

Step One: What should be included in the speech?

A Talk about how the research assignments and the Demonstration of Knowledge are
connected.

A Explain the emotions experienced while working on the research assignments and the D
of K.

A Explain the problems encountered while doing research and D of K. Then explain how
you overcame the problems.

A Explain what you learned doing the research and the D of K. Include knowledge of the
topic as well as other learning that took place: researching, writing, planning, revising,
time management, etc.

A Explain how SP will affect your future plans.

Step Two: How should I plan my speech?

A Plan the body of the speech. Use note cards to jot down ideas and arrange them in
logical order.

A Slip blank cards into spaces where a visual aid is needed or world be appropriate.

A Plan the introduction. Think of an attention-getter through the use of quotations,
readings, dramatics, jokes, surveys, audience participation, audio-visuals,
demonstrations, or thought-provoking questions.

A Plan the conclusion. Restate the topic or wrap up in some strong way that goes back to
the introduction, if possible.

>~

Plan the graphic or visual aid for the presentation. (Avoid passing items around during
the speech; this causes too much distraction. Instead, give the judges a handout ahead
of time; then refer to it during the speech.)

Make the graphic or visual aid.

Learn how to use our audio-visual equipment.

Prepare a final outline and PRACTICE!

Practice more and time the segments of the speech so you have an idea of how long

> > > >

each segment takes.

Step Three: What speech techniques should I consider before giving my presentation?
A Think about eye contact, posture, voice, gesture, props/visual aids, and time!

Step Four: How should I prepare for questions?
A Think about what you would ask if you were a judge.
A Ask other students to give you questions after they have listened to your
presentation.
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Speech phase

Letter to the Evaluation Panel

The Evaluation Panel may or may not know the seniors. Therefore, as a means
of introducing the senior to the Panel members, each student will write a business letter
to his/her Panel members.

Minimum requirements for letter to Evaluation Panel
1. The letter follows strict business letter format and is to be unique in its
RSGFAT &Y RAFFSNBYOG FNRY Fftf 20§KSNI & dzF
2. Paragraph 1 introduces the student to the Panel member by explaining some
personal details about his/her high school experiences/education.
3. Paragraph 2 explains a little bit about the Senior Project, just enough details
02 6KSG GKS 2dzR3ISQa OdzNA2aAde | o2dzi (K
4. Paragraph 3 thanks the person for agreeing to be a Panel member and
expresses a desire to get feedback from him/her on Presentation Day.

Rubric for letter to Panel members

Points earned/ Criteria
Points possible
/10 Letter is centered on page with flush left margins (block style)
Return is address is complete and punctuated correctly; date is
/15 placed under return address correctly
/10 Panelil AT AAO6O AAAOAOO EO Al PI
/10 Salutation follows correct format
/15 Paragraph 1: Introduction
/15 Paragraph 2: Information about Senior Project
Paragraph 3: Closing that thanks Panel member and invites
/15 him/her to presentation
/10 Signature format is correct
Total Points
/100
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Speech phase

Oral presentation rubric

Student Name:

Speech Time:
(does not include questions/answers)

Please circle the number which represents how successful the student is in each of the rubric

classifications: 5 = highly successful; 3 = successful; 1 = not yet successful.

Area 1. Content

4

1 | Comments

Uses appropriate and adequate details to
support main ideas and points.

Makes learning evident; shows what
knowledge he/she started with and what
was learned beyond that knowledge.
Indicates strong personal growth.

Emphasizes both writing assignments and
Demonstration of Knowledge work;
shows relationship between writing
assignments and Demonstration of

Knowledge.

Area 2: Organization

1 | Comments

Introduction has interesting attention-
getter, states or implies purpose of the
Presentation, commands attention.

Body of speech contains much factual
YFGSNRAFE GKFIG akKzg
learning.

Ending make memorable impression,
often taking the listener back to the ideas
of the introduction.

Uses a logical sequence from beginning
to end of speech.

Uses transitions between parts of speech

Doniphan West Senior Project 2010
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Speech phase

Oral presentation rubric

Area 3: Delivery 514]13|2]|1 | Comments

Uses good eye contact, posture, and
gestures.

Uses appropriate volume, rate, clarity,
vitality, fluency, voice, diction, and word
choice.

Shows poise and confidence; uses notes
effectively.

Dresses neatly and appropriately; begins
on time; gives quality performance.

Uses audiovisual or visual elements to
complement speech; presents neat,
attractive, and creative visuals.
Audiovisuals are effective, not just filler.

Area 4: Questions and answers 5143 |2 |1 |Comments

Answers questions fluently, confidently,
and easily.

Knows and presents information easily;
rephrases question as part of answer.

Area 5: Time 514|132 |1 ]| Comments

Speech is 20-40 quality minutes before
the question/answer period.

Area 6: Portfolio 514|132 |1 ]| Comments

Shows a sense of the learning journey;
shows hours spent on Senior Project.

Uses substantial documentation to prove
and showcase learning activities..

Shows organization and completeness

Shows neatness, correctness, and pride in
production
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The final step

Exit interview

For successful students, the Exit Interview is the final phase of Senior Project.
Students are asked to explain what they have learned doing Senior Project to both their
DWM and the Senior Project teachers. They are asked to show they have met the
recommended Exit Outcomes of Doniphan West High School.

¢tKS adGdRSyita NBOSAGS (GKS tlyStQa SglIt dz
Project teachers.

The DWM and the Senior Project teachers give final constructive criticism for the
G NA2dza adGlk3Sa 2F (GKS addzRSyiQa 62N] FyR S
requirements of Senior Project.

Students complete an evaluation of the whole Senior Project process.

Students who have successfully completed SP are congratulated and are finished
with all aspects of SP.

Students who have not yet successfully met the requirement of SP are asked to
create a plan for becoming successful. As soon as the plan is approved by the SP
teachers, the student is asked to work with his/her DWM and the SP teachers as he/she
completes Senior Project. The student will also be asked to visit with the DW
administration about graduation.

Minimum requirement for exit interview
To complete the exit interview, the student
1. Makes appointment with DWM and follows directions on next page.
2. Makes appointment with SP teacher and follows directions on next page..
3. Receives final constructive criticism, which includes the evaluation rubrics
from the Panel, with the Senior Project teachers.
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The final step

Exit interview directions

Part A

The student will (1) make an appointment with the DWM as soon as possible
after the oral presentation to discuss the outcome of Senior Project Day. During the
scheduled appointment, the student will (2) give the DWM a list of what he/she has
learned doing SP. Then the student will (3) explain the list to the DWM. The learning
may include information about the chosen topic as well as other skills like using a library

effectively, organizational skills, etc.

Part B
The student will (4) give the mentor a list of the recommended DW Exit
Outcomes and then (5) explain how he/she met the outcomes.

Part C
The student will (6) ask the DWM to give feedback about the items listed
below. Thenthe studentwill 6 T 0 ONXBF GS I gNAGGSY &adzyYl NEB
A What was the overall impression the judges had of my oral presentation?
What are my strong points as the judges see them?
What are my weak points as the judges see them?

> > >

What would you and the other judges suggest that | work on for future
communication assignments (written or oral)?

Part D
The student will (8) have the DWM sign this page to indicate that he/she has
met with the mentor and completed steps A-C.

PartE

Each student will then (9) make an appointment and meet with his/her Senior
Project teacher to finish the Exit Interview part of Senior Project. (The student will give
the Senior Project teacher three (3) items: this page signed by the DWM, a copy of the
fAd0G 3IAGSYy G2 (GKS 52a F2NJAGSYa ! |yR
DWM told him/her about the Senior Project Day.)

Doniphan West Mentor signature Date
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Yes

Yes
Yes

Yes

Yes

Yes

Yes

Yes

Yes
Yes

Required forms

Evaluation of topic

Directions for completing page:

After choosing one idea to pursue for Senior Project, set up an appointment to evaluate that idea with your DWM using
the set of questions listed below.

Have the DWM answer the questions by circling yes or no before the question and making any comments he/she deems
necessary.

Finally, the DWM should sign the appropriate blank at the bottom of the page. This signature means the mentor thinks
the chosen idea will work to meet the criteria of Senior Project.

Visit with SP teacher again, and if she agrees that the chosen idea meets the criteria of Senior Project, she will also make
any necessary comments and then sign the page. This signature means it is okay for the student to begin the
Senior Project as it is initially planned.

1
()
(3)
(4)

List the specific topic and demonstration of knowledge ideas below:

Specific topic for research:

Demonstration of knowledge idea:

No

No
No

No

No

No

No

No

No
No

. Can the student plan research assignments, a demonstration of knowledge, a portfolio, and

an oral presentation using this topic?

. Can the student find adequate sources within the time limits to do the research?
. Is the student making a realistic goal? Can the student actually accomplish this Senior Project

during the specified time with his/her other commitments for senior year?

. Can the student grow intellectually and emotionally if he/she completes the Senior Project

plan?

. Is the topic a valuable or useful one for this particular student?

6. Is this topic one the student will want to pursue for most of his/her SP class?

—

o Ld GKA& G2LAO 2yS GKIG GKS aiddzRSyidQa

. How much knowledge does the student already have about this topic? Can he/she really

grow intellectually and emotionally from this topic?

. Is this topic one the student will be happy to display at the end of the year?
10.

Is this topic one that lends itself to a portfolio presentation that the student can use after high
school graduation?

Other considerations:

Signature of Doniphan West Mentor/Date:

Signature of Senior Project Teacher/Date:
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Required Forms

Research Time and Work Verification

{GdzRSYdQa bFYSY Yy y

From my meetings with this student during the research phase of Senior Project, | verify
he/she has spent at least 15 hours on the research assignments.

Date:
Signature of Doniphan West Mentor:

After grading the research assignments, | can verify that this student has met at least
the minimum standards required for the assignments to be put in the portfolio.

Date:
Signature of the Senior Project Teacher:
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Required Forms

Demonstration of Knowledge
Time/ Work Verification by the DWM

{GdZRSYyGQa blIYSY Yy yypyyyy

As the DWM, you are in the position to help document the efforts of this student and to provide frank
feedback about thequality2 ¥ G KS &0 dzRSyiQa STF2Nliaod tfSrasS vYr{1S
the student as well as the Senior Project teacher may benefit from your expertise.

Please answer the questions below to verify the time and work of the student listed above.

Date: Mentor Name:

1. Canyou verify that this student spent at least 15 hours above what was required for any other high school
class creating this Demonstration of Knowledge?
Yes No

2. If you cannot verify 15 hours of work on this project, please list the amount of time you can verify the
student spent and comment on what you observed.
Hours verified

3. Did you see the project at different stages of completion?
Yes No

4. What do you think the student learned by doing this Demonstration of Knowledge? What specific
problems did the student encounter and overcome?

(@

p ® 2KIG Aad @2dzNJ SOl fdzr A2y 1&g? KA&A alddzRSyiQa 5SY2yal

6. Other comments

Signature of DWM:
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Required Forms

Demonstration of Knowledge
Time and Work Verification by the OM

{GdZRSYyGQa bFYSY Yyyuyyyvyyypeypyvyypyyyy

As the OM, you are in the position to help document the efforts of this student and to provide frank

FSSRoFOl Fo2dzi GKS ljdzrt AGe 2F GKS aiddzRSyidQa STT2NIa
on this page, please make comments on the back of this form so the student as well as the Senior Project

teacher may benefit from your expertise.

Please answer the questions below to verify the time and work of the student listed above.

Date:
Mentor Name and Phone:

1. Can you verify that this student spent at least 15 hours above what was required for any other high school
class creating this Demonstration of Knowledge?
Yes No

2. If you cannot verify 15 hours of work on this project, please list the amount of time you can verify the
student spent and comment on what you observed.
Hours verified

3. Did you see the project at different stages of completion?
Yes No

4. What do you think the student learned by doing this Demonstration of Knowledge? What specific
problems did the student encounter and overcome?

~ A z PN

p ® 2KIG Aad @2dzNJ SOl fdzr A2y 2F (KA& alGdzRSyiQa 5SY2yal

6. Other comments

Signature of OM
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Required Forms

Mentor Meeting Agenda and Notes

Date of mentor meeting:

Agenda ltem 1:

Agenda ltem 2:

Agenda ltem 3:

Agenda Item 4:

Agenda Item 5:

Mentor Signature and Date:
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Block style business letter

Sample business letter

308 N. Vermillion Street
Highland, KS 66035
Feb. 1, 2005

Esther Gormley
Doniphan West High School
Highland, KS 66035

Dear Mrs. Gormley:

| am having some difficulty following my original contract for my Senior Project so | am
requesting to change my contract.

First of all, I think my original plan is still a worthy one, but the State Department of Health says |
must follow a certain plan to bring a health fair to town that fits their specifications. Their
timelines do not fit in with the timelines | gave myself, and | cannot finish my project by
February 19. | could have the proper paper work done by March, but that is pushing the limits.
Therefore, | would like to submit plans and paperwork for the health fair, but | will not be able
to actually sponsor the health fair before school is out.

| plan to help with the health fair if we can get it set up for this summer. Right now | am trying
to find a local club to co-sponsor the fair. Maybe they can make the fair an annual project.

If you have questions about my plans, | would be happy to meet with you soon. Thank you for
your consideration of my amended contract.

Sincerely,

Senior Student
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Block style business letter

Sample business letter

402 E. Main
Highland, KS 66035
Jan. 23, 2008

Hillary Post

308 N. Oak St.

Highland, KS 66035

Dear Hillary:

Thank you for your recent letter requesting to job shadow Thursday Jan. 24, 2008. As |
understand your letter, you need to leave school by 1:20 p.m. to get to Leavenworth for the job
shadow experience.

Your plan of action sounds reasonable so | am happy to grant your request. Please make sure
your parents have called the school and verified that you have permission to leave early Jan. 24,
2009. Also check with your teachers and make up the work you miss. | will make sure Ginger
knows that your absence is excused.

| hope your interview with Lindsay at the Leavenworth Guidance Center is productive.

Sincerely,

Mrs. Gormley
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