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NC Department of Public Instruction
General Overview of the NC Graduation Project

The NC Graduation Project consists of four major components:

1.

The Research Paper: Students will demonstrate research and writing skills as
they explore three potential career areas. The purpose of the paper is to narrow
the focus to one career that the student wishes to further explore.

. The Action Product — Students will spend fifteen or more hours developing or

advancing one or more specific occupational skills. Action Products must relate
directly to their chosen career. The Action Product is to be student generated and
completed with the supervision of a Professional Coach.

. The Portfolio — Students will compile a collection of work to illustrate their

progress through the entire NC Graduation process. Samples will include work
from various classes, as well as independently created pieces. Works will include:
a. Documentation of tasks
b. Records of reflective, creative, and business writings
c. Demonstrations of responsible and organized actions
d. Self analysis and discovery

. The Presentation — Students will present the culmination of their work to a

panel of community members.

Each component should logically progress into the next as each is designed to build upon
the previous step. The NC Graduation Project begins in the 9™ grade and runs the
course of the four year high school career. Important Information to know:

The NC Graduation Project is a graduation exit requirement stipulated by the
Mitchell County School System. In 2012, it will be required by the state of North
Carolina.

All students are responsible for satisfactorily completing all components in order
to graduate. Although faculty and staff will assist and supervise, the NC
Graduation Project is ultimately the responsibility of the student.

Advisors will act as guides for students, keeping them on track and organized.
Extra time each month will be given to work with advisors, but the bulk on the
work will be independent.

Mitchell High School’s Graduation Project is Career-based. This choice has been
made to encourage students to set personal, educational, and occupational goals
for their individual futures.

Students are responsible for creating and submitting an Action Plan that outlines
their interests, ideas, and preparations for completing the NC Graduation Project.
All Action Plans and Professional Coaches must be approved by Parents,
Advisors and The Graduation Committee.

Grades are not determined by any financial investment in the NC Graduation
Project. Mitchell County is not fiscally responsible for any choices a student may
make concerning the NC Graduation Project. Students should make choices that
fit the personal budget, time schedule, and transportation abilities of the family.
Grades for all components will be reflected on the student’s transcript and
available to colleges and universities.



Mitchell High School
NC Graduation Project Proposal

This completed form must be submitted to, and approved by the student’s academic
advisor and the student’s parent/guardian.

1. Describe the topic for research and the content area focus to which it aligns.
2. Why is this topic interesting/appealing? Give a personal explanation.

3. List any previous experience(s) related to this topic.

4. What will be gained from the research investigation?

5. How does this topic relate to the chosen career goals?

6. What kind of Action Product is planned to further the research/career skills?
Give a step-by-step plan and project the number of hours that will be invested.

I have discussed with my parent/guardian the responsibilities associated with the North Carolina
Graduation Project. | am aware that the NC Graduation Project will require work outside the
school setting. | am also aware that | must complete all four components; a research paper, a
project, a portfolio, and a presentation. | understand each component must be completed to the
best of my ability within the designated timeline. If deadlines are not met or if | plagiarize any
portion of the project, | understand that a grade of “0” will be issued and result in failure of the NC
Graduation Project, meaning I will not graduate with my class.

Student Signature Date

I understand that all components of the NC Graduation Project are based upon choices that the
student makes, taking into consideration personal interests, time restraints, and financial
limitations. | understand that plagiarism of any kind is illegal and will result in failure of the
Graduation Project. | have read and approve of this action plan. | understand that the Mitchell
County School System is not responsible for any finances, injury or damage resulting from my
child’s choices concerning the NC Graduation Project.

Parent/Guardian Signature Date

Academic Advisor Signature Date when Approved by Graduation
Project Committee

COMMENTS:




Steps to Success

In order to successfully complete the Graduation Project, there are certain tasks to be
finished at each grade level. Each task will be completed under the advisement of the
student’s advisor and various other school personnel.

9th Grade: Students will explore essential questions about themselves. Students
will take personality quizzes and career surveys in order to garner some pathway
direction. Students will also begin seeking the availability of existing community
sources and learning how to network. They will also explore various writing and
speaking styles.

10th Grade: Students will begin to narrow their career interests to three areas of
interest. Students are encouraged to explore areas in which they are interested, but
unfamiliar. This will help them to discover the multitude of possibilities that are open
to them. The choices should be academically and creatively challenging for the
student. In addition, the student will develop skills to retrieve information about the
topic(s) of interest to insure that enough material is available for completing a paper.
They also will begin learning skills for compiling a portfolio and developing public
speaking skills.

11th Grade: Students will work with an academic advisor to begin developing a
Graduation Project Proposal. Students will then write the research paper in their
English Il class using MLA guidelines. After having the Proposal tentatively
approved and the Research Paper completed, the student will submit a formal Action
Product Approval Request form to the Graduation Project Advisory Committee for
final approval. The student may then begin developing the Action Product.

12th Grade: Students will revise and polish their English Il research paper,
Students will complete their Action Product. Students will work on Business writings
in English IV. Students will work with the Career and Technical Education
Coordinator to learn Interview and Presentation skills. Students will complete their
portfolio, and present their project to the Community Panel of Judges.

The Graduation Project should be an exciting, learning experience, so itis

recommended that students choose a topic that they would enjoy exploring-- perhaps

something they never thought they would have an opportunity to do. However, the

project must be safe, legal and ethical in order to be approved by the Graduation

Project Committee. It is also highly recommended that students meet deadlines in

order to make this a smooth process. If extrahelpisneeded, don’t hethe t at e t
advisor.

Students will be supported by the entire school staff. Students will receive
assistance from the English teachers, the academic advisors, media
coordinator, Career and Technical Education coordinators, and the
Professional Coach selected by the student.



Who6s Wh oResponsibibities for the Graduation Project Process

All seniors, faculty members and members of the community will work together to make this
project a success. Following are the roles and responsibilities of all participants:

Students:

1 11th Grade: Select a topic. Write a research paper and submit rough draft to advisor
and final draft to English Il teacher. (It is recommended that a copy of the paper be
saved to a labeled flash drive.) Begin to compile a portfolio
End of 11" Grade - Write a Proposal for project and submit to English Il teacher
Before 12th Grade Christmas Break: Complete Action Product. Commit a minimum of
15 hours learning a new skill or further developing an existing one.

1 12th Grade Responsibilities: Revise & polish the research paper. Complete the
portfolio. Present a speech (with a visual aid) to a Community Panel of Judges
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Parents:
1 Be involved with your child’s decisions. Insure that choices fit family goals, ideals,
time limits, and budget.
1 Keep your child on task. Do not allow them to procrastinate.
9 Contact your child’s advisor if questions or concerns arise.

English lll: Teachers:
9 Deliver instruction about avoiding plagiarism.
1 Provide instruction on research methods and writing the research paper.
1 Give deadlines and assignments to help the student remain organized.
9 Evaluate the research paper and oversee revision.
1 Send a copy of student’s final draft to the student’s advisor.

English IV Teachers:
1 Provided instruction on writing resumes, cover letters and thank-you letters.
1 Provide instruction on techniques for a successful job interview.
9 Deliver instruction and assistance with preparation and delivery of a speech.
9 Assist and advise students as needed

Advisors:
1 Provide ongoing support and guidance during the high school career and Graduation
Project Experience.
Check all forms and offer advice for revisions.
Help students network in order to secure a Professional Coach.
Check off student submissions and conferences on the Checklist.
Listen to and critique student's speech.
Maintain a folder for each advisee to house Portfolio hard copies and artifacts. (9" grade
advisors will print a copy of freshmen work and pass to upperclassmen advisors.)
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Professional Coach:
1 A member of the community or a faculty member who has expertise in the selected
field of study.
Must be 21 years of age; cannot be a household family member.
Advise students on a particular career (by e-mail, telephone or in person.)
Offer support and make suggestions for ideas on content and project.
Initial the time sheet verifying each time segment spent by the student on the Action
Product.

E E EE]



Senior Project Terms

Research Paper: The research paper is used to help the student explore three
careers that are being considered for his/her future. For each career choice,
identify job description, salary range, education and training, and future
outlook. Other relevant topics should also be explored according to personal
interests in that specific area. Choose topics that are truly interesting and this
task will be more enjoyable. The body of the paper must be at least 6 pages
long and no more than 10.The end result of the research is to help determine
a career to further explore with the Action Product.

A hard copy of the draft paper must be accompanied by a clean, corrected
copy of the completed paper. The paper will be evaluated using a rubric for the
research paper. This rubric is based upon the standards set by North Carolina
Department of Public Instruction.

Action Product: The Action Product is a student-generated, tangible demonstration
of the student’s research. The Action Product must reflect the student’s
interest and gained knowledge in the chosen occupational area. Ideally, the
Action Product will allow the student an opportunity to “try on” a career. The
product will be evaluated using a rubric for the Action Product. This rubric is
based upon the standards set by North Carolina Department of Public Instruction.

The student must spend a minimum of fifteen hours learning a new skill or
further developing an existing one. During this time, the student will create a
tangible product or provide service related to the research project. The student
will submit a Action Product Approval form to the Graduation Project
Committee. The approved Action Product must be selected, designed, and
developed by the student. The process should demonstrate personal
employability skills, such as responsibility, persistence, and independence,
and must reflect a learning stretch.

Portfolio: A notebook containing reflective writings, photographs, logs, and other
student documents will demonstrate the student’s process and progress. The
portfolio will be monitored by the academic advisor on a regular basis.

The portfolio will be available for viewing by the panel of judges during the oral
presentations. It will be evaluated using a rubric for the Portfolio. This rubric is
based upon the standards set by North Carolina Department of Public
Instruction.

Presentation: A formal, oral presentation summarizing the entire process from topic
selection to project completion will be given before a Community Panel of
Judges. The formal presentation will be evaluated using a rubric for the
Presentation. This rubric is based upon the standards set by North Carolina
Department of Public Instruction.



Practice Speech: Students will practice their speeches at least once with the advisor.
The student will give the advisor a copy of the evaluation rubric to use to
evaluate the speech. Advisors are to offer constructive feedback to the student,
indicating ways to improve. The advisor should sign off on the practice rubric if
the score is satisfactory. No student will present to the Panel of Community
Judges without a satisfactory Practice Speech.

Advisor: This is a member of the school’s faculty whose role is to offer guidance;
review required documents; offer suggestions concerning the selection of a
Professional Coach, the Presentation speech, and other parts of the process.

Documentation: Each student will maintain a sheet documenting time spent on the
Action Product. This log should prove that the student has worked for a
minimum of fifteen (15) hours. Since many adults will initial each time segment,
this log will serve as written verification of the time the student has spent on the
Action Product. The Advisor may contact the Professional Coach or Parent to
ascertain the authenticity of the time segments.

Professional Coach: The Professional Coach is a non-related adult who offers
advice and assistance to the student in his/her chosen occupational area. The
Coach can help the student refine his/her ideas for the Action Product, as well
as offer suggestions, guidance and support to the student throughout the
completion of the Action Product component of the Graduation Project.

Presentation Outline: Students will submit a detailed outline of the speech they plan
to present to the Community Panel of Judges. This outline will include a
"hook" to grab attention, an organized body of details, and a conclusion that
effectively sums up a description of their product. After teacher approval, this
information  can be transferred to 3 x 5 index cards. Only index cards will be
allowed during the actual oral presentation. There will be no reading during the
Presentation.

Reflection: The student will type a separate reflection for various segments of time
spent on the Graduation Product. Reflections will include description of the
exact activity/procedure for the time period. Part of the reflections will be the
student's assessment and feelings about how the steps are progressing, on
problems encountered, & on successes achieved. Each reflection should be
two pages, double-spaced in 12 point Times New Roman font.

Visual Aids: Students will provide visual documentation of the steps of the Action
Product. This may include a model (to scale or actual size), flip charts, video,
photograph album, scrapbook, demonstration, web page, PowerPoint, etc...

Thesis: The statement of purpose for the entire research paper. The thesis should
sum up the main idea of the paper in one sentence.

Community Panel of Judges: a three to five member Panel made up of educators,
business persons, and community members that will score the Presentations.
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The Writing Process (Overview of the Research Paper)

Purpose: The research paper is used to help the student explore three careers that
are being considered for his/her future. For each career choice, identify job
description, salary range, education and training, and future outlook. Other relevant
topics should also be explored according to personal interests in that specific area.
Choose topics that are truly interesting and this task will be more enjoyable. The
body of the paper must be at least 6 pages long and no more than 10. The end
result of the research is to help determine a career to further explore with the Action
Product.

The Basic Steps:
1. Select and Limit the Topic ( Three Career /Occupational fields)
2. Determine the Purpose(s) (Determine the Thesis)
3. Identify the Audience (Community)
4. Gather & Sort Information
5. Evaluate and Organize the Information

The Research Paper

I. Student Objectives
To master skills in the use of the library and Internet
To become familiar with methods of documentation
To take useful and accurate notes
To organize material from various sources
To write clear exposition to support thesis

arwnE

Il. Timetable (See calendar given by English Il teacher.)

lll. Materials Needed

Note cards (3'x 5" white and ruled)

Pen and pencil

Rubber bands

Accordion portfolio for housing materials

Grammar reference-provided

MLA style handbook-provided

Flash drive recommended to store copies and electronic data

NookswNpE

IV. General Information

1. Length of paper-6-9 typed/double-spaced, 12pt. pages

2. Expository in nature-explains discovery

3. Sources required-min. 6, max. 9; 1 must be print; 1 must be an informal
interview

4. Exhaust all possible sources in the library, and use the public library if
possible.

5. Limit the use of 1% (I, we, my, mine, etc.) . The 2™ Syou, your, etc.)
person’s voice must be avoided. Use the literary 3" person. (he, she,
it, they, etc.)

6. Use formal register. Avoid casual register.

10



Use transitions to connect the paper. Avoid random disconnected bytes
of information.

Use reliable, scholarly Internet sites. Use the “edu, gov, org. com” sites
in this order.

V. Procedures

1.

2.

3.

oo

©

Write the preliminary thesis and outline. These may change and
develop as the paper develops.
Check the OPAC for available books, NC Wise Owl, and NC Live for
other print sources.
Prepare and maintain a working bibliography (works cited) on source
cards, 3’ x 5’ note cards.
Prepare and maintain note cards with slug, page numbers, dates of use
for Internet sites, and quotation marks when necessary on 3'x 5’ note
cards.
Revise thesis and outline as necessary.
Paraphrase, paraphrase, paraphrase and give credit where credit is
due. Avoid plagiarism at all costs. Ask if there is confusion or doubts.
Turn in rough draft including:

a) Source cards

b) Note cards

c) Title page

d) Outline

e) Works cited page
Turn in final paper and rough draft after making all corrections.
There will be periodic checks of items in F, 1-5 as indicated on the
calendar while working through the process.

English lll Teacher Responsibilities:
9 Instruct research methods.
1 Make assignments and give timelines
1 Assist students with revisions.
1 Grade and complete score sheets-Students will sign off on score sheet and list
their advisor.
1 Send final drafts to advisor to file.

Students

1 Complete the necessary research process in an honest responsible fashion.
1 Meet assignment deadlines as set by teacher.

1 Keep copy of their drafts and scored paper

1 Produce an unmarked, clean copy (reprint) for the portfolio

11



Considerations:

1. Students who are not satisfied with their research paper grade may, with
permission, resubmit during the summer for re-evaluation. All requests for
resubmission must be made by the first Monday in May. All resubmitted Research
Papers must be presented to the English 11l teacher by June 1. For students
interested in this process, please discuss details with the English Ill teacher.

2. The Action Product must relate directly to the Research Process. If, over the
summer, a student develops a new career interest not covered in the original
research paper, he/she must adapt the paper by creating an addendum to the graded
research paper. The addendum must include:
A. Statement of the reason/cause for the change of interest.
B. Explanation of the personal relevance for this new direction.
C. Atyped two page mini-research paper which includes:
i. Job description
ii. Salary
iii. Education & training
iv. Future Outlook
D. A Works Cited Page for the new information

12



Rubric for Graduation Project Research Paper

®) 4) ®3) @) 1)
Focus Excellent Very Good Adequate Needs Work Weak

I  Writing maintains clear, appropriate focus.

i Thesis is clear, worth developing. & manageable.

Organization

I  The piece is clearly organized and flows well.

9 Ideas and details are connected to each other.

9 Title page, outline, introduction & conclusion evident

Support and Elaboration

i  Topicis developed with specific, relevant details. -
I  Writing has adequate & personal elaboration -
I  All details are important and relevant to main idea. -
9 All details move the writing toward desired end. -
Style
1  Piece addresses specified audience appropriately. .
I Writer uses words that are precise, engaging and well

suited to the purpose, audience, and context. -
I Writer uses a variety of well-crafted sentences.

Ideas flow with no choppy sentences -
Conventions

9  Paperis free of fragments and run-ons.

I  Writer demonstrates standard and appropriate

word choice (vocabulary & parts of speech).

9 Writer uses correct punctuation, capitalization, & spelling

Requirements
9 tFLISNI Aa GeLSR (2 O2NNBOG_F2NNIG _o6fSyaiGKE _F2yaGxX al[! X0

Paper has parenthetical documentation

Outline is formatted correctly.

)l
I  The body of the paper is a minimum of 6 pages
)l
)l

Works Cited Page is formatted correctly.

Comments:

Student Name Final Grade

13
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Action Product Overview

Purpose: The Action Product is a student-generated, tangible demonstration of the
student’s research. The Action Product must reflect the student’s interest and gained
knowledge in the chosen occupational area. The emphasis is on action so a student
should choose something he/she wants to do. Ideally, the Action Product will allow
the student an opportunity to “try on” a career. This sampling will help the student
decide whether or not this career pathway is a good choice.

A student has no boundaries when it comes to the Action Product. The Action

Product should show the Community Panel of Judges an incorporation and

application of the research through a creative technique. Each Action Product

requires a minimum of fifteen (15) hours on task. This includes the time spent

planning with the “professional coach” and the time spent gathering materials, as well

as any hands-on time. These hours (along with a detailed description of how

timewasspent) must be documented with a supervisi:i
Remember a simple brochure or poster does not equal an Action Product that takes

15 hours. Please also consider that the amount of time put into creating the Action

Product will be reflected in its overall quality.

This is a school project and does not require a student to make any financial
commitment. Choose a project that meets all of the requirements, yet fits
personal schedules and budgets. No financial assistance will be given to any
individual for the completion of this Action Product. Grades are not determined
by the amount of money invested in the Graduation Project.

NOTES:

1 While the Action Product may be based on skills that are learned in a specific
class, the finished accomplishment should demonstrate abilities learned above
and beyond normal classroom instruction. Work completed in class may not
be counted toward the completion of an Action Product.

1 After school jobs do not count toward the Action Product’s hour requirements.
However, special consideration may be given to career choices and Action
Products that relate directly to specialized field of study when an existing
employer is willing to assist with advancing the student’s skills.

1 While parents are encouraged to be involved, other non-relative adults should
serve as the “Professional Coach”. Professional adults outside of one’s family
may allow for unique experiences and opportunities. The Action Product
should connect directly to the researched career of choice. When deciding
what the Action Product will be, make sure that the plan fits personal needs
concerning skills, resources, and time. Find ways to make this experience
beneficial.

1 A “community service” element is highly recommended, but not required.

15



***Remember the Action Product will be presented and discussed during the
Presentation to the Community Panel of Judges. Power Points and Tri-Board
displays should be used to enhance a presentation and can be used to illustrate for
the judges the various steps or activities completed during the process. During the
presentation, the student must explain their Action Product and their choices.

Requirements: Successful Action Products must be

1) Relevant to the research topic and approved by committee. No changes can be
made after the Action Product has received approval.

2) A minimum (15) hours of applied skills/knowledge. (Hours spent on task.)

3) Creative and original where appropriate. The Action Product is personal to the
individual student.

4) Reflective of extended effort, attention to detail, and high integrity.

5) Documented. Hours must be dated, with step-by-step descriptions. Hours must be
verified by a supervising adult listed on the approval form.

6) A detailed self reflection & analysis of overall Action Product must be included.
Notes:

= Be able to discuss/demonstrate how the Action Product represents application
of research-based knowledge.

= The Action Product should be professional and polished. Remember that it
needs to represent a minimum of fifteen hours of time. The Action Product is a
reflection of the individual so take pride in this accomplishment. Appearance
is important.

= Prepare a polished explanation of the Action Product. Plan ways to incorporate
the process into the Presentation rather than explaining it as a separate entity
where possible. Visual Aids will help tie all information together for
presentation. (The Panel will like to hear and see this.)

16



Possible Suggestions& Ideas for Action Products

--Electronic programs or pieces such as websites, computer programs, network
designs, etc. that demonstrate new or advanced technology skills. Example: create
and maintain a website for a club or civic group.

--Models, displays, & scrapbooks that document and prove time on task or
demonstrate steps taken to accomplish the end goal. Example: create blueprints and
build a scale model.

--Hours logged in a service opportunity or in a business/ professional environment
(Students must provide documentation of the hours as well as some reflective
evidence of things learned from the service.) Example: Volunteer at the Senior Center
and facilitate /organize events and activities.

--Performances--such as musical, dance, art, design, fashion, etc. Example:
Compose and play an original piece; write a play; choreograph and teach a dance...

-Experiments or Surveys --complete with full results and reports that explain the
development, the purpose, and the outcome. Example: design an instrument for
ongoing data collection to help a Mitchell county organization to better serve the
community.

--Videos--(Successful videos are fully edited and contain graphics & music as

appropriate. Remember that the Presentation is limited to no more than 15 minutes
so the Community Panel of Judges may not be able to watch the entire video.)

17



Rubric for the Graduation Project Action Product

(5) 4) ®3) (2 1)
Relevance Excellent Very Good Adequate Needs Work Weak

1 Action Product stems from the focus research topic.

1 Completed Action Product reflects Ethical Standards.

1  Shows evidence of self-direction and original work.

Action Product Development

1 Topic/Skill is challenging for the individual.

Action Product Choice is creative and original.

il
1 Demonstrates reasoning & problem-solving.
il

Connects to real world situations.

Quality of Action Product

1 Pride in work & attention to detail is evident.

1 Displays application of knowledge or skills.

1  Achievement of the “next level” is demonstrated.

Documentation

1 The minimum 15 hour requirement is met.

1  Action Product approved Permission Form.

1 Documentation contains step-by-step analysis.
of the entire process, time, date, activity & signatures

Each logged hour is verified by supervising adult.

Documentation reflects effective time management.

Self Reflection analyzes process thoroughly

Application of Knowledge

1 Demonstrates newly acquired knowledge.

Contributes to the attainment of stated future goals.

1
1  Technical skills are clearly displayed.
1 Visual Aid for the Presentation is reflects the

Action Product Experience.

Comments:

Final Grade

18



NC Graduation Project Action Product Approval Request

Student Date

Advisor Career focus of Graduation Project

Description of Graduation Action Product:
9 Describe the proposed Action Product.

1 How will the Action Product provide a valuable experience in the chosen career field?

91 Describe prior knowledge/experience, if any, about the career topic as it relates to the
proposed task. Where was the knowledge obtained?

1. What tangible evidence will be shown to the Community Panel of Judges?
(Check all that apply.)

computer disk, CD art work

video, DVD photography
audio recording model/construction
charts, maps, graphs community service

other (explain)

2. What materials are needed?

3. What, if any, expenses are anticipated? Reminder — Mitchell County Schools and the
State of North Carolina are not responsible for costs incurred.

4. Provide an estimated timeline for the completion of the proposed Action Product.

5. Name the Professional Coach and other adults that will provide supervision and
assistance. Give a brief description of the role each adult will play. Remember- while
family members may assist, a non-relative is required as the “field expert”.

Approved Not Approved

Comments:

Committee Signature Date

19



Professional Coach Agreement Form

Professional Coach: The Professional Coach is a non-related adult who offers advice and
assistance to the student in his/her chosen occupational area. The Coach can
help the student refine his/her ideas for the Action Product, as well as offer
suggestions, guidance and support to the student throughout the completion of
the Action Product component of the Graduation Project.

Student’s Name email:

Student’s Advisor email:

Professional Coach’s Name

Telephone Numbers:  Business:

Home:

Cell: (optional)

Email:

Best time(s) to be contacted

Professional Coach Agreement to Serve

For Professional Coach to complete and sign:

| agree to serve as Professional Coach to

| will advise and assist with his/her focus career for the Graduation Project. | will offer help and advice
as he/she completes the Action Product component of the Graduation Project.

Professional Coach’s Signature Date

Contact Information:

Company Name

Street Address
City, State, Zip

Please return tls completed form to the Advisor



Action Product Worksheet

2) Career related skill to achieve /improve :

1) Final Career Choice :

>
3) Plan to practice or acquire skill: 4) Who will Assist? How?

—>
5) How will you prove your work and Caution: Did you make sure
provide evidence? , = that your plan fits: 1) Your

personal calendar and time
schedule? & 2) Your
personal budget? If not,
make changes now!!!

Congratulations!! You can now

complete the sentences at the bottom

For my Action Product, I will learn how to (skill)
by (action) .
I will use my (evidence) during
the presentation to showcase my accomplishment.




Professional Coach Interview Assignment

An interview of the Professional Coach, an approved person who is currently
employed in the chosen career or closely related occupational area, will serve to
foster a positive working relationship. Ask him/her the following questions, take notes,
and type the interview as part of the Action Product section for the Portfolio. These
first questions should lead to at least five (5) more that come from the personal
experience. Remember: this is an opportunity to learn about the chosen career from
one who is experiencing it. Take full advantage of this opportunity.

The final document should begin with a brief introduction of the Professional Coach.
The body of the paper should be the interview itself, with a minimum of twenty (20)
labeled questions and answers. The final paragraph should have a brief conclusion,
stating what was learned and discovered about the career during the interview.
Thank the Professional Coach. Be sure to get his/her mailing address for the follow-
up thank-you letter.

Ask the fifteen (15) following questions then formulate five additional questions.

1. When did you decide to become a ?

2. Why did you decide to become a ?

3. What type of training/education did you receive?

4. What high school courses were the most helpful to you?
5. What was your first day on the job like?

6. What is the best thing about your job?

7. What is your least favorite aspect of your job?

8. What type of working environment do you have?

9. Is your job different from what you expected? How?

10. What are the most difficult or trying elements to your job?
11. Do you feel your salary/wages are fair?

12. What are the benefits of this job?

13. Would you choose this career if you were beginning all over again?

14. What advice would you give someone who is thinking about as a
career?

15. What do you feel is the most important outcome or purpose of your job?

22
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The Portfolio

Purpose: The portfolio is a cumulative learning record of the student’s progress
throughout the graduation project. It is a physical record of the process and
progress and will help the student keep track of his/her work. Before the
Community Panel of Judges listens to a student’s oral presentation, the Panel will
examine the student’s portfolio. The portfolio contains a collection of graduation
project documentation, such as work samples, pictures, work schedules, interview
logs, and periodic reflection, as a showcase of the student’s process and progress
throughout this cumulative project. The portfolio should be organized and
professional. It must be in a binder and be appear professional. The Community
Panel of Judges will view the Portfolio before the Presentation.

Required items for the Portfolio

Cover — Choose graphics, color, and fonts that illustrate individual personality and
goals for the project. Only use pencil or ink for graphics created by an
accomplished artist. Use word-processed letters. Include name and title. Make
sure that the cover is colorful and professional looking; it will provide the first
impression of the work within.

Title page - The title page should be the first page of the portfolio. Include name
and title.

Table of Contents - The key to a successful Table of Contents is to insure that
the order of the individual items is organized and correctly placed. The Table of
Contents may be arranged by page numbers, sections with tabs or other
arrangements that advisors may approve.

NC Graduation Proposal Plan- A clean approved copy

All About Me — This section holds personality assessments, career matches, and
other documents that illustrate self analysis. These documents should date back
to the freshman year.

Research Paper — The research paper section includes a teacher marked copy of
your rough draft as well as a clean polished final copy of the research paper. A
complete copy includes the title page, outline, and works cited page in correct
order. The teacher graded rubric also belongs in this section.

Action Product Section — This section will provide an organized display of the
steps taken to complete the Action Product. Documentation, descriptions,
reflections, photos, and other relevant items may be included. All documents
concerning the Professional coach belong in this section as well. Include a copy
of the graded rubric for the Action Product.

Workforce Preparation — This section illustrates the business writings and job
skills that have been learned. Items included in this section are the cover letter
and resume, job application, and thank-you letter. All preparation for the Mock
Interview belongs in this section as well.

Appendix — The Appendix is the “catch-all” section of the Portfolio and serves as
a place to show other achievements that have not been addressed in other
section.
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Portfolio Checklist

Portfolio Cover (complete w/ image, title, name)
Title Page (Inside Cover)
Table of Contents

Section 6: Workforce Preparation

Job Application

Section 1: Initial Stages Cover Letter

Approved Graduation Project Resume
Proposal Thank You Letter
Signed Parent Notification Form Prepared Questions for Mock Interview
Reflection of Mock Interview
Section 2: All About Me optional — Picture of Self dressed for
Personal Data Sheet Mock Interview
Assessment Summary Sheet
Copies of Assessments Section 7: Appendix
Fact Sheet

Examples/Suggestions

Copy of Birth Certificate
Reference Letters
Certificates of Achievement
School Awards
Newspaper articles

Thank You letters from ?
College acceptance letters
Certifications or licensure
Photos

Web sites

Creative Pieces

Section 3: Research Paper
Final Draft Copy of Research Paper
Draft Copy of Research Paper

with teacher’s corrections

Research Paper Rubric

Section 4: The ActionProduct

Action Product Approval Request
Signed Professional Coach

Agreement Form
Action Product Documentation (Time log)
with appropriate signatures

Action Product step-by-step reflection
Pictorial evidence or artifact

Action Product Rubric

Interview of the Professional
Coach
Professional Coach Interview Reflection
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Section 5: Presentation

Presentation Approval Request
Presentation Outline (preparation or plan)
Copy of PowerPoint or Visual Aid
Presentation Rubric (Blank)
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The Mock Interview Experience

This interview is designed to provide students with a real-life opportunity that will
prepare them for a true job-seeking experience.

The Steps to Completion:

1.

2.

3.

Ready the appropriate paperwork: Resume, Prepared questions and answers,
Evaluation, business card, etc...
English IV teachers will proof-read your work and make it as professional as
possible.
Prepare a list of answers for possible questions that the Interviewer may ask.
Possible questions:

a) What do you see as your strengths?

b) What do you see as your weaknesses?

c) What would you contribute to the company if you are hired?

d) State your experience or background in the specific career area.

More questions will be discussed in class.

THE DAY OF: Prepare by dressing appropriately (in clean crisp business
attire), and gathering all appropriate paperwork in a folder or other carrying
utensil so that they remain clean and crisp.
Arrive to the interview fifteen (15) minutes before the appointment. Check in &
wait patiently.
Greet the Interviewer professionally. Follow his/her lead to determine whether
or not to shake hands.
Positively participate in the interview. Use your answers. Speak clearly and
politely.
End the interview by thanking him/her again. Provide the copy of the student
evaluation. Ask for a business card to take with you. This will be beneficial for
the thank-you letter.
AFTER INTERVIEW: type a thank you letter to your interviewer. The business
card you requested will supply the necessary information for mailing the letter.
Ask your English IV teacher and your advisor to proofread the letter. Fix all
mistakes before mailing. Keep a clean copy for your Portfolio. This should be
completed within one week of the interview.

10.Reflect on the process. Type a two (or more) page reflection. Include a

description of the interview/shadowing experience. Describe how the process
made you feel. Compare the experience — was it what you expected? Why or
why not? What did you learn by completing this process? There are many
ideas that may come to mind when you begin to write, so do not limit your
topics. This will be placed in your Portfolio.
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Rubric for Grad uation Project Portfolio

Overall Appearance
1 Attractive Cover with required information,

appropriate images, and color choices

1  Pride in work is evident

Organization
1 Table of Contents is well organized

1 All 4 Components of GP are evident

Content Completeness

NC Graduation Proposal

Signed Parent Contract

Job Application

Cover Letter & Resume & Reference Letter
Prepared answers for Mock Interview
Professional Coach Request

Action Product Approval Form

Detailed Documentation of Action Product
Interview of Professional Coach

Evidence of Presentation preparation
Complete “All About Me” component

1
1
1
1
1
1
1
1
1
f
f
1

Complete Research Paper w/graded draft

Student Growth
1 Demonstrates student growth in career area

as well as personal achievement.

Reflections
M  Action Product Self-reflection

1 Overall Graduation Project self-reflection

21°% Century Skills

1 Portfolio is free of grammatical errors

1  Technological applications are evident

Comments:

Final Grade

(5)

Excellent

4) ®3) (2) 1)
Very Good Adequate Needs Work Weak
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PRESENTATION

Purpose:

The oral presentation is the culminating event of the Graduation Project. The oral
presentation gives the student the opportunity to highlight work and knowledge in an area of
special interest. Furthermore, the process of preparing and presenting the project publicly
helps students to develop and exhibit twenty-first century communication skills and abilities
required in the North Carolina Standard Courses of Study.

The oral presentation provides the student with the experience of presenting information
on a chosen topic to a Community Panel of Judges. Students will be expected to speak
publicly and intelligently about the process and learning that resulted from the North
Carolina Graduation Project. Students should demonstrate confidence and be able to
communicate clearly, logically, and responsibly. Students should also be prepared to
respond to questions from panelists.

Requirements:

1 Presentations will be given within the last two weeks before spring break of
the senior year.

1 Presentations are the culmination of an individual student’s research.
Group/team projects are not allowed. Other students may be used as part
of a demonstration with prior approval.

{1 Students must turn in a Presentation Overview form to the advisor for
approval before proceeding to the practice presentation.

1 Presentations should be seven (7) to twelve (12) minutes long. Points will
be deducted for presentations lasting less than seven minutes or more than
twelve minutes. Timing does not begin until the speaker introduces
him/herself. The set-up period of the presentation is not reflected in the
seven to twelve minute time allotment.

1 Students will be allowed five minutes to set-up presentation, including
technology needs. Students may enlist another student/teacher to carry
props and assist in overall set-up. All materials must be removed within five
minutes or less.

1 Students must participate in a required dress rehearsal before a group of
peers/educators to advance to the scored Graduation Project Presentation
to the Community Panel of Judges. This practice will include props,
technology, and professional dress. Students must score satisfactory or
exemplary in the dress rehearsal in order to present to the Community Panel
of Judges. An additional dress rehearsal can be scheduled with the advisor.
This mandatory practice allows students an opportunity to polish their final
speech in order to score well on the real presentation.

1 Presentations will be given before a three to five member Community Panel
of Judges made up of educators, business persons, and community
members.

1 Panel members will be given an opportunity to review the student portfolio
as an overview of the Graduation Project. The Community Panel of Judges
will not score the portfolio, nor will the portfolio be a part of the overall
presentation score.
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1 At the conclusion of the presentation, the Community Panel of Judges will ask
guestions regarding the project, which should be answered effectively. The
guestion/answer period of the presentation is not reflected in the seven to
twelve minute time allotment.

1 All presentations will be evaluated by the Community Panel of Judges using
the state endorsed rubric.

Speech Structure:

The presentation is an oral, personalized version of the Graduation Project. When
delivering the speech, remember that the final result is a combination of how the speaker
sounds and appears. It is also a demonstration the knowledge and skills gained during
the Graduation Project Process. Word choice and grammar are very important.
Adequate planning and rehearsing leads to a successful presentation before the
Community Panel of Judges. The practice presentation should merely serve to insure that
the final Presentation is outstanding.

An effective presenter should:

Exhibit poise and confidence

Maintain consistent eye contact with the Community Panel of Judges
Speak clearly and use proper diction and grammar

Vary tone, volume, and speed to enhance presentation

Be prepared

Be aware of body language: stand-up straight, do not rock, sway, gesture
excessively, lean, have hands in pockets, lay on podium, sit, swing arms,
touch face or clothing.
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Speech Organization:

Transitions between the main points should be in a logical order and supported with
sufficient research. The following outline may be used to organize the presentation.
Note cards (3 x 5 index cards) may be used to list important information; however, do
not read the speech.

Introduction
1 Introduce Self/Name
91 Deliver an overview of Graduation Project
1 Incorporate proposal/purpose. Include a statement about original intent.

Body
1 Incorporate information from research paper - brief
1 Comparison/contrast of all three careers - brief
1 Highlight chosen career -
o Description of career
o Salary
o Education required
o Job outlook

Present the Action Product
1 Explain relationship of Action Product to Graduation Project research.
1 Describe the process for choosing the specific Action Product.
9 Describe/Demonstrate Action Product
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Conclusion

1 Review and summarize findings

1 Reflect upon the various lessons personally learned during the Graduation

Project.

1 Describe how this information is beneficial to personal future choices.

1 Thank the Community Panel of Judges for their time.
Question/Answer

1 Ask the Community Panel of Judges if they have any questions.

1 Be honest and positive.

Visual Aids/Media:

A central component of the oral presentation is the effective use of a visual aid. Any
audiovisual aid should enhance, not distract from, the information presented, so it
requires planning and preparation. The following information may be helpful when
preparing the audiovisual aid:

Project Boards

1 Check “readability,” font should be large enough to be read by the review
panel six to eight feet away. Do not write a paragraph on a project board.

1 Project board should provide the visual effects; the student should provide the
information

1 Maintain continuity of color, style, font, etc

1 Spell check and proofread

1 A photo of the project board should be placed in the portfolio

Handouts
1 Handouts may be used to supplement information found in a PowerPoint or on
a Project Board.
Handouts may include: brochures, flyers, or samples of work.
Prepare five to seven copies of handouts
Handouts should not incur excessive expense
Copies of handouts should be placed in the portfolio
Do not read handouts to the Community Panel of Judges.
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PowerPoint/Technology
1 All technology needs should be approved in advance
1 PowerPoint should be on a CD or USB drive. Check compatibility with school
computers during practice
1 PowerPoint presentations should include a Title Slide with name and a Works
Cited page near the end
Maintain continuity of color, style, and font throughout the PowerPoint
Use graphics, photo, and charts to illustrate major points
A PowerPoint is an outline; do not read each slide word for word.
Do not write a paragraph on a slide
Practice presentation using all equipment and visuals to check time.
Include a copy of PowerPoint or video in the portfolio.
Do not read PowerPoints to the Community Panel of Judges.

= =4 =4 -8 _-9_5_19
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Video

1 A “student-produced film” may be used to illustrate skills learned, document
the Action Product, or enhance the presentation. A video alone will not
gualify as the oral presentation.

1 Allvideos should be checked for compatibility with school equipment

1 Videos are part of the seven to twelve minute allotment. Use clips to better
organize the presentation during the time.

1 Include a DVD or CD of the video in the portfolio

Performance

1 All performances (play an instrument, dance or do a demonstration, etc)
should be directly related to the focus career.

1 All performances are part of the seven to twelve minute time allotment.
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Rubric for Graduation Project Presentation

©) (4) @) ) @)

Communication Skills & Delivery Excellent Very Good Adequate  Needs Work Weak

9 Speaks w/ appropriate volume, tone
& articulation.

 Maintains eye contact & good posture

9  Employs appropriate nonverbal
communication and gestures.

9 Exhibits poise, enthusiasm & confidence.

9 Adheres to prescribed time guidelines.

 Employs standard grammar & formal language.

9 Wears appropriate professional attire.

1 Employs creative visual aids.

9 Planning & Practice is evident .

Content & Coherence

 Main Idea is stated & adhered to throughout.

Logical order makes speech easy to follow.

Exceptional supporting details & evidence.

Effective & clear summary in the conclusion.

1
1
f Introductionw/name-a IS G &d¢é¢ . GGSYldAz2Yy
1
1

Original & creative thinking is demonstrated.

Self Reflection

9 Insightful evaluation of entire G.P. Process.

9 Insightful evaluation of success & challenges.

9 Describes relationship with Professional Coach.

Extemporaneous Responses

9 Responses are confident, polite, and accurate.

9 Demonstrates in-depth and applicable
knowledge of subject matter.

Comments:

Final Grade
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North Carolina Graduation Project
Presentation Review Request

Name:

Advisor:

Contact Phone Number:

1. What type of technology is required to present the project?

2. What resources (materials, visual aids, etc.) is the speaker responsible for

bringing to the presentation?

3. Estimated time for set up and delivery of the presentation:

4. Write a brief overview/outline of the presentation. Be as specific as possible:

5. List any special concerns or requests (examples: food, live animals, outside
resources such as emergency vehicles, etc.):

Approved Not Approved

Comments:

Committee Signature Date

34



Business Professionals of America
Guidelines for Professional Dress

Students should dress in a professional manner that reflects the seriousness and
maturity of the Graduation Project. A student’s attire should create a positive first
impression of the student in the minds of the panel members. The attire also helps
set the tone for the presentation.

Gentlemen are required to wear dress shoes and dress socks with the following
options:

1 Suit, dress shirt, and tie

1 Sport coat, coordinated dress slacks, dress shirt, and tie

1 Dress slacks, dress shirt, and tie

1 Collared shirt and/or sweater and slacks (tie preferred but not required)

Ladies are required to wear dress shoes and dress socks/hose with the following
options:

1 Business suit or business dress

9 Skirt with blouse and/or sweater (skirt length no more than two inches
above knee)
Dress slacks with coordinated blouse and/or sweater
Open-toed shoes are allowed, but be cautious about wearing shoes that are
too casual

1
il

Inappropriate Attire Includes:
1 Clothing with sayings depicting violence, obscenities, drugs, alcohol, and/or
tobacco
Blue jeans, colored jeans, overalls, or overcoats
Shorts/Skorts, cutoffs, or miniskirts
Tank tops, halter tops, tube tops, or midriff tops
Backless, see-through, spaghetti straps, strapless, or cleavage-revealing tops
Hats, caps, or bandanas
Spandex, tight pants, or tight shirts
Sandals (casual), athletic shoes, hiking boots, bare feet, slippers, or flip-flops
Visible underwear or underwear worn as outerwear
Ragged clothes or torn/ripped clothing
Athletic wear or tee-shirts
Excessive jewelry or jewelry that distracts from presentation
Chipped nail polish or dirty nails

=4 =2 =0_9_9_9_45_49_9_2_2_-2

Additional Hints:

1 New fashion trends may be in style but may not be appropriate. When in
doubt, dress conservatively. Ask a teacher is help is needed.

9 Visible body piercing, except earrings, and tattoos may be a type of self
expression but may not be accepted in the business community. Therefore,
during the presentation, consider removing body piercing and hiding tattoos.

9 Attire must be clean and in good repair & Hair should be neatly groomed.
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TIMELINE FOR 2009 - 2010

Research Papers: Completed and scored Junior year.

Graduation Project Proposal
1. Seniors (t0 AdVISOIS).....ccvieiiiiiiiiiiieieeenn, November 4, 2009
2. Juniors (t0 AdVISOIS)......ceveeiiiiiiieiiieiaeeeen, May 3, 2009

Action Product Approval Plan :
1. Typed and submitted to Advisor ............cccooviviinnnl. November 6, 2009
2. Re-submission for non-approved Plans.................. November 20, 2009

Action Products:

1. Documentation and written work to advisor (for check)......... January 8, 2010
2. Completed Evidence to advisor (for check)....................... January 13, 2010
3. Juniors requesting early approval ............cccooiiiiiiiiiiiii, May 7, 2010

Final Action Products will be collected and scored
Friday, January 15, 2010.

Portfolios:
1. All about Me pieces to advisor (for check)..................... January 29, 2010
2. Action Product pieces to advisor (for check)................. February 12, 2010
3. Workforce Preparation pieces to advisor (for check)........ February26, 2010
4. Research Paper and remaining pieces to advisor ................ March 5, 2010

Final Portfolios will be collected and scored
Friday, March 12, 2010

Presentations:
1. Presentation Review Requests.............cooiiiiiiiiiiiie, March 5, 2010
2. Practice Presentations will be scheduled during the week of March 15, 2010
3. Second Practices will be scheduled during the week of March 22, 2010.
***Exact times and dates will be provided by advisors.

Final Presentations will be delivered to the
Community Panel of Judges on
March 30, 2010

***|f there should be snow on a due date, all work is
expected on the next school day i NO EXCEPTIONS.***
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