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 Dear Parent/ Guardian:

Your child has been scheduled for a graduation project this year.  The graduation project is a state requirement that requires students to communicate, present and exhibit significant knowledge and understanding of a project that demonstrates application, analysis, synthesis, and evaluation of information.  The graduation project class is intended to help students organize their thoughts and procedures to successfully complete the graduation project.  The student is solely responsible for the implementation and presentation of his/her project to the evaluation committee as a culminating activity of the course.

The graduation project includes a number of phases to be completed throughout the year:  initial planning, research, job shadowing, maintaining a time log, writing a resume, making a presentation with a technology enhanced visual aid, community service, creating a portfolio, and meeting deadlines.  These requirements reflect real-world expectations that also meet parts of our graduation requirements.
The Wesley Spectrum Academy Senior Project includes six sections that each senior must complete, and/or attend, in order to graduate:  a Career/College Portfolio, a Mock Interview, an oral/visual Presentation, Community Service, Job Shadowing and a Senior Exhibit.  All six components will be fully described in the following pages.  The student will use time in class and at home to complete each requirement of the project. A successful project involves parent and teacher input as well as student initiative and self-discipline.  A final evaluation will be done during the semester and will be completed by a panel of faculty members and/or administrators who will score the project based on a project rubric.

The best way that you can be involved with the graduation project is knowing what project your child has selected and offering assistance and encouragement along the way.  You should allow your child freedom to complete the project on his/her own.  Please sign this letter and the Job Shadowing Request Form. Thank you for your continued support and commitment to your child’s graduation project.  

Parent /Guardian 

Signature:
 _______________________________________
Date: ________________

Student Signature: __________________________________
Date: ________________

It is the policy of the Wesley Spectrum Academy to not discriminate on the basis of sex, handicap, age, race, color, and national origin in its educational and vocational programs, activities, or employment as required by Title IX, Section 5904 and Title VI.  For information regarding services, activities, programs, and facilities that are accessible to and usable by handicapped persons or about your rights or grievance procedures, contact the Personnel Director at 412-655-8450.

GRADUATION PROJECT

 Senior Class Timeline
Monthly requirements for the Career Exploration Project are to be assembled and maintained in a working portfolio.  This portfolio will be turned in on the presentation day.

	DUE DATE
	PREPARATION/FORMS DUE
	Completed

	September


	· Meet with Mrs.Longo to verify credits for graduation

· Parent signature letter 
· How to Make a Job Shadowing Choice 

· Binder and Flash Drive

· Community Service Hours….ongoing….

· Career Scope Assessment 


	

	October 
	· Background Research Form 

· How to make a connection form 
· Personal Essay 

· Career Scope Assessment 


	

	November
	· Community Service Log Check

· Resume
· Begin Collecting Writing samples from teacher


	

	December

January

February
	· Mock Interviews 
· Complete Portfolios
· Begin brainstorming for presentation

	

	March-May
	· Finishing: portfolios, interview, etc

· Completed Portfolio Submitted 

· Presentations Begin

· Rubric 

· Senior Exhibit

· Planning for graduation
	


Personal Essay

Requirements:

Length ~ one to one and a half typed pages

Double spaced, 12 point font

The personal essay is used as an introduction to your career portfolio.  What do you want to say about yourself to a prospective employer or school?  This essay is read in your mock interview by someone that doesn’t know you.  Remember to stay positive and think of your future!

The following are so topic ideas to think about.

Topic Ideas

Hobbies

1. Do you have a hobby or interest that takes up much of your time?  What does this hobby mean to you?  What have you learned about yourself as a result of having this hobby?

2. Is there a specific accomplishment or project that you have completed that you are really proud of?

Work

1. Do you have a job or responsibility outside of school that is important to you or your future?  What have you learned while having this job?  What kind of worker are you?

2. What are your future employment goals?  Why do you have these goals?  What inspires you to have these goals?

Life/Personal

1. What are some major life events that have changed you?  What are some challenges or personal hurdles that you have overcome?  What kind of person are you because of these events?

2. Is there an individual who influenced you or motivated you during a difficult time?  How has that person changed you?

3. Is there a philosophy or conviction that you believe in very strongly—human rights, or civil rights? How you will use this conviction in your life?

4. If you could change the world on one way, how would you change it?

School/Wesley

1. What events brought you to Wesley?  Has Wesley changed or helped you?

Do you feel prepared/ready for the world?

2. Was your senior year what you expected it to be?  What have you learned, socially, personally, academically?

3. Do you have a significant high school memory?

4. Would you change anything about your high school years?

HOW TO MAKE A JOB SHADOWING CHOICE

Use this form to reflect and brainstorm possible job shadowing experiences.  Recall information you have learned when dealing with careers.  Please use complete sentences

1) What are your interests?  What are your hobbies? 

2) Identify your 3 favorite high school subjects.

3) List possible careers that utilize your favorite subjects and interests.

4) Are you interested in any of these careers for your job shadowing? If so, why?

5) List possible jobs sites in the area that relate to your favorite subjects/ interests.

6) Where do you see yourself in five years?

7) Visit  www.onetcodeconnector.org and search two occupations.  Record the information below. **insert your career choice in the search box**

Occupation: _________________
Related Occupation: ___________________


Brief job description and list of task: 

Occupation: _________________
Related Occupation: ___________________


Brief job description and list of task:

8) Visit http://tools.monster.com/perfectcareer/ and test your personality.  Record your type below.

Click on the link “discover your perfect career” under more career quizzes. 

Personality: ______________, ______________, ______________, ______________

BACKGROUND RESEARCH

This information may be obtained by searching the Internet available in the computer lab.

**Visit www.bls.gov for the best information!**
1) Career description:

2) Duties, nature of the work, advantages/disadvantages:

3) Working conditions: 

a. Average salary and benefits:

b. Environment, places of employment:

4) Education/ Training Required:

5) Future outlook:  current market, anticipated job openings:

6) Schools or training facilities that offer this program:

7) Visit a school/training facility website and list coursework/training specific to the career you choose.  Also include prerequisite requirements for the program of study.

Web site address: __________________________________________________________
8) What alternative careers are available to you with this education/ training?

GRADUATION PROJECT

Job Shadowing Request Form 

Please fill out and return it to Mrs. Longo at least two (2) days prior to the shadowing experience.

___________________________________

____________________________ 

Student name (Print)




Grade/Homeroom

___________________________________

Date requesting to shadow  


These date(s) of absence shall be excused and make-up privileges granted with the following provisions:

· The student is required to secure assignments from his/her subject teachers and keep abreast of

subject matter prior to the experience.

· All academic work shall be completed upon the student’s return to school.

I understand and agree to the terms and conditions of the Graduation Project shadowing experience

________________________________ 



__________________________________

Parent/Guardian name (Print)




Parent/Guardian signature                Date



_________________________________

__________________________________

Student Signature                       Date



Senior Advisor


    Date


RESUME TEMPLATES

If you have experienced frustration using the resume templates in Microsoft Word, you may want to try the ones that we created especially for high school students.  We understand that you may not have the professional experiences that are normally included on typical resume templates, but may have some work experience that would be valuable to include.

What we include in our template: 

· Objective 

· Education

· Academic profile

· Honors and awards

· Activities 

· Interests

· Work and Service

· References

Some helpful hints: 
· Try to keep your resume to one page.  The top and bottom margins have been set to 1" and the left and right margins have been set to 1.25". You may adjust these margins by clicking on File, Page Setup, and Margins. You may also "tweak" the template by positioning your cursor on any line on the table and clicking and dragging the lines of the table to adjust the sizes of the boxes in your table.

· The template is a pre-formatted table created in Microsoft Word 2000. 

· It may be helpful, once you have opened the template, to go to "Tables" on the toolbar and select "Show Gridlines." This will give you an idea of how the template has been planned out.

· Before you start, you may want to click on different lines of text in the template. There is a box in the upper left-hand corner just above your document that will tell you the specific formatting for every line. If you lose the right formatting, you can click in this box and restore the appropriate formatting.

· Sometimes when you press enter at the end of a line the template thinks you want to go to another section and leaves too much white space. Simply hold the Shift key down and then press enter and it will take you down one line. 

Street Number and Name

City, State and Zip Code

Phone Number

E-mail Address
Your Name




_______________________________________

	Objective


	To obtain a positions in _____________ (what do you want to do)

	Education

Academic Profile


	High School

Street Number and Name

City, State and Zip Code

Dates attended: From Date – Present

Cumulative GPA (see most recent report card)

Class rank (if known)

SAT




	Honors and Awards
	List achievements, recognitions, scholarships 



	Activities


	List activities in which you have participated such as scouting, 

sports teams, church groups, etc.



	Interests


	List hobbies, special interests, travel, etc.



	Work and Service
	Example: 

June 2009-Present                                                      Giant Eagle

Cashier                                                                     Upper St.Clair  

* Provided timely and efficient customer service

* Balanced a cash drawer

**It is important to list your duties**                                                    



	References


	Name

Street Number and Name

City, State and Zip Code

Phone Number

Name

Street Number and Name

City, State and Zip Code

Phone Number




GRADUATION PROJECT

Job Shadowing Experience Log 

Student name: 
__________________________________ Date:
______________________

Job shadowing location:_________________________________  

This section should be completed by the person agreeing to be shadowed:

In my professional opinion, this person completed this four (4) hour shadowing experience in a: 

_________
Satisfactory manner


_________
Unsatisfactory manner

________________________________________   ___________________________________

Print name
 - Title






Phone number

______________________________________

Signature – Date 


This section should be completed by the student:

Detailed description of activities:  

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
JOB SHADOWING INTERVIEW LOG

(Observe the following questions or ask on Job Shadow Day)

Student Name:  ______________________________________________________________    

Name of Job Site: _____________________________________________________________

Name of employee shadowed: _____________________________________________________________

JOB PROCEDURES/ ROUTINE

· Initial activities – starting time, clocking in, setting up materials, interaction with others, etc.
· Are certain specific activities done at special times? If so, what are they and at what times are they done?

· How are special situations, crisis, and emergencies handled?

· How would an employee end their day?  Is there a closing procedure?

WORKING CONDITIONS

· How should you dress for this job?

· Describe the job site overall and your job shadow employee’s personal area.

· How many people are employed at this job site?

· What are the general hours/ days of the job?  Is there overtime pay?

· Is travel a required part of this job?

· Is relocation a possibility?

COMPENSATION

· Describe the compensation package for the entry level of the occupation you are shadowing – you may be able to request a packet that explains this.
· Base pay 

· Commission (if applicable)

· Benefits

· Vacation

· Holidays

· Insurance

· Additional benefits / bonuses

· For this particular job, explain how the compensation package changes throughout the duration of employment.

· Is there compensation for continuing education?

INTERACTION WITH OTHERS

· List and describe interaction with other employees throughout the day.  
· List and describe interaction with people outside of the job site?
· Does the employee attend meetings?  Presentations?  Conferences?

· Do they make frequent phone calls?
· Do they use computer/ email?
EDUCATION

· What specific abilities/ skills are required to be successful in this occupation?

· High School

· Post Secondary

· Specialized

· Do you need a special certification, degree, or license for this job?
INTERESTING ASPECTS

· What is unique about this job?
· What is most difficult about this job?

· Describe a particular aspect that captured your attention.

COMPOSING A THANK YOU LETTER

Now that you have completed your job shadowing experience, show your appreciation by composing a well-written letter. 

Sample Thank You Note

Your Name 
Your Address 
Your City, State, Zip Code 
Your Email 

Date 

Name 
Title 
Organization 
Address 
City, State, Zip Code 

Dear Mr./Ms. Last Name 


Thank you for giving me the opportunity to follow you throughout the day. I especially appreciate the information and advice you have provided. This was definitely an invaluable experience!

Best Regards,

STUDENT NAME
JOB SHADOWING REFLECTION 

Explain in detail what you learned and how you grew from your experience.  Minimum of 1 paragraph…
RESENTATION REQUIREMENTS

You must turn all paperwork in to your graduation project teacher before presenting.  

Final due date for preliminary materials: March –May presentations will begin..schedule w/Mrs.Longo

Review the rubric (on page 30-31) and the following when preparing your speech:

1.
Speech
Content 
· Well-chosen, interesting material 

· Tells a story (presents project well; communicates the process and product) 

Organization 
· Attention-getting introduction 

· Logical arrangement of ideas 

· Transitions between points 

· Effective conclusion 

Delivery 
· Use of gestures/no use of gestures 

· Clear, distinct speech 

· Effective eye contact 

· Poised, calm delivery 

· Enthusiasm 

· Appropriate posture 

· Lack of filler or crutch words (“like,” “uh,” “umm,” “you know,” etc.) 

· Speaking to the audience (not reading from the paper or notes) 

· Appropriate rate for public speaking 

Visual Aids 
· One must use technology 

· Handouts for the evaluators  

Time 
· Effective use of time (meets time requirement of 9-12 minutes) 

Works Cited/Bibliography 
· A works cited or bibliography is required (MLA or APA style)

2.  Appropriate dress

Your dress should be professional and modest.  Young men should wear dress pants and a dress shirt with a tie.  Suits or jackets are optional but appreciated.  Young women should wear skirts or dress pants with a blouse or a dress.

3.  Technology 

Do you require any special equipment beyond a CD or DVD player and a computer?  Is the equipment ready for you in your presentation room?

4.  Portfolio

Include all forms listed on the weekly requirements page and a copy of your power point slides or evidence of technology used.

Presentation Option

All About Me Project

_____________________________________________________________

This is one option for your senior project presentation. You need to be creative. It will be about your life Journey. Create a booklet and a PowerPoint presentation by answering some if not all of the questions below. There is no font, font size, or margin requirements. 

LABEL EACH SECTION AS YOU GO!

1. Title Page with Illustrations

2. Introduction: Be creative. Invite people to read about you

3. Information About You: Answer the follow questions to guide your writing

· Who are you?

· What is special about you? What is your most marked characteristic? What do you consider your greatest achievement

· Where do you live? 

· What did the Career Scope Interest Inventory say you would be most interested in? What are your skills?

· What are you doing after your senior year?

· What school (college/tech) do you want to attend

· What advice do you have to your underclassmen? 

· What do you like/dislike about you? What would you like to improve about yourself? 

· What is your favorite past-time?

· What would you do if you had a million dollars? How would you spend it?

· What are your goals in life?

· What are things that you feel need to be improved in the world

· How would you change your life? How would your dream life be? 

· What is your favorite song and why?

· What is the best advice you have ever received?

· What is something that really makes you angry?

· What is your favorite day of the week

· What are your strengths and weaknesses?

· What is your vision of paradise?

· To what extent are you in control of your life? 

· What does it mean to be a mature man/woman? What do you expect to be like in your thirties, forties, and fifties.

· Where do you see yourself 20 years from now. 

4. Your Family 

Father, mother, siblings….names and descriptions. What makes them special? Tell all about your family’s strengths and weaknesses

5. Your Friends

Who are they? Where do they live? What do you have in common? Why have you chosen them? Why are they so special to you? How does friendship combat loneliness? 

6. Your School
What is it like? What do you like about it? What would you change/improve? Who are your favorite teachers and why? 

7. Conclusion
Where are you going from here? What does your future look like? How are you going to get there? 

TECHNOLOGY COMPONENT

· Discuss the technology you will use in your presentation.

· What requirements do you have for the presentation day (TV, computer, VCR, DVD player, Smart Board, etc.)?  Make requests for equipment by week 14.

· Print power point slide handouts (if you have them).

· Provide other evidence of your visual aid/ technology use in your portfolio.

Reminder:  Check your technology at school before your presentation day.  Create a backup file.  Save your presentation on a disk, a flash drive, a CD, email it to yourself, etc.

Mock Interview

All of the requirements of the interview meets McREL standards I, II, IV and the PA Speaking and Listening standard 1.6.

All seniors will have a scheduled mock interview with either a Wesley Spectrum Services staff member or with an approved organization that volunteers this service to the Academy.  Mock interviews begin in early December and continue through February. 

The student will be given a copy of the interview questions before the interview so that they can practice and plan for their answers.  Also, classes will be held regarding interviewing skills.  Seniors will be asked to dress professionally and have their portfolios at the interview.  The interviewer will complete an evaluation of the senior after the interview.  The evaluation will be given to staff and reviewed with the student.  

Any inappropriate actions or statements made during the interview will be handled according to Wesley Spectrum Academy policy.  An alternative type of interview or assignment may be given if Wesley staff deems it necessary.  Also, a student may be asked to interview twice if the evaluation reveals poor scores.

The Senior Exhibit

All of the requirements of the interview meet McREL standards I, II, IV and the PA Speaking and Listening standard 1.6.

All seniors must show a summary of his or her presentation at an exhibit held in the Wesley Spectrum Academy cafeteria.  The exhibit is attended by Wesley Spectrum Academy staff and administration, Wesley Spectrum Services staff and administration, and any volunteers of the Institute.  The exhibit is held in the late spring, before graduation.  

Although the exhibit is designed to be an informal method of displaying the presentations, students must still be prepared to speak appropriately and professionally.  

The penalty for inappropriate behavior, lateness, or absence from the exhibit are discussed and decided with the student.  

All specific due dates are discussed with each senior.  Parents will be notified of due dates for the interview and presentation. Remember:  All requirements must be completed in order to graduate.  Seniors will be supplied with a planner at the beginning of October.  If you have any questions, please contact any of the personnel mentioned at the beginning of this letter.  We look forward to seeing you at the Senior Parent Meeting!

Service Project

All of the requirements of the interview meets McREL standards I, II, IV.

All seniors must complete a minimum of 20 hours of community or service work.  The thirty hours could be, but are not limited to: volunteering, mentoring, tutoring, environmental clean-up, church work, hospital work.  Every student will keep a log of the service experience.  The log will be typed and kept in the senior career binder.  The log must also be signed by the cooperating organization.  Service work may be arranged by the student, or by Wesley faculty.

PORTFOLIO CHECKLIST

	EQUIRED FORMS TO INCLUDE:
	√

	Three Letters of Reference
	

	Personal Essay
	

	Community Service Logs 
	

	Resume
	

	How to Make a Job Shadowing Choice
	

	Background Research Form
	

	Job Shadowing Reflection 
	

	Final Presentation Slides and/or Report
	

	List of References 
	


Wesley Spectrum Academy
GRADUATION PRESENTATION RUBRIC

Student: ____________________________________Evaluator: __________________

Score: _________________          


     Time: _____________________

Project: ________________________________________________________________________60 points and above = PASS

0-59 points               = FAILURE

Category 1: DELIVERY (25 points)







   HIGH                                            LOW

Eye contact, Confidence, Energy


5
4
3
2
1

Dress and Grooming




5
4
3
2
1








Demeanor, Gestures, Posture



5
4
3
2
1

Volume, Clarity, Expressiveness


5
4
3
2
1





Accurate Language, Lack of Fillers,


 5
4
3
2
1


Correct Grammar




Score for DELIVERY: ________________________

Category 2: CONTENT (30 points)







 HIGH                                           LOW
Introduction





5
4
3
2
1


Focus: Relevant Information, Clear Explanations
5
4
3
2
1

Adequate Support: Details



5
4
3
2
1

Evidence of Research-Referenced Sources

5
4
3
2
1

At Least 3 Main Presentation Topics/ Ideas

5
4
3
2
1
Conclusion





5
4
3
2
1






Score for CONTENT: ________________________

Category 3: OVERALL ORGANIZATION (15 points)

                                                                                 HIGH                                       LOW   

Evidence of Preparation



5
4
3
2
1

Clarity of Connection Between Components

5
4
3
2
1

Presentation Time 9to 12 minutes


5
4
3
2
1

Score for ORGANIZATION: ___________________

Category 4: MEDIA (20 points)

                                                                                    HIGH                                     LOW

Easy to Read, Accurate, Correct Information
5
4
3
2
1

Use of Pictures and/ or visual Appeal

5
4
3
2
1
Frequent References to Media


5
4
3
2
1
Logical Organization




5
4
3
2
1
Score for MEDIA: ___________________

Category 5: Question & Answer Session (10 points)

                                                                                    HIGH                                     LOW 
Impromptu Skill: Confidence



5
4
3
2
1

Quality of Response: Extent of Knowledge

5
4
3
2
1


Score for Q & A: ______________________________

Comments:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​​​​​​________________________



Location of experience: ___________________________________________________________ 





Person shadowing / title: __________________________________________________________   





Contact Phone Number:   ____________________  E-mail address: ________________________





Job Shadowing description: ________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________
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