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GRADUATION PROJECT TIMELINE

YEAR 1 – GRADE NINE

* Receive graduation project handbook by end of the first nine weeks

* Research and choose 5 careers 

* List possible resources you can implement

* Meet with designated school official

* Write preliminary project proposal

YEAR 2 – GRADE TEN

* Submit proposal, project agreement and parental consent forms to advisory 

   committee by the end of the first nine weeks. 

* Complete 3 research papers

YEAR 3 – GRADE ELEVEN

* Take the ASVAB Test

* Attend a college/trade school or military presentation

* Begin job shadowing experience on 2 different careers. Document time 

   spent on Student Activities Logs.

* Complete and submit preliminary written component to school official by 

   the end of the third nine weeks.

YEAR 4 – GRADE TWELVE

* Resume and Letter of Application must be completed.

* Schedule oral presentation by the end of the first nine week period.

* Deliver the Career Project Presentation before the advisory committee. *
* The Career Project Presentation can be made before the advisory 

   committee during the eleventh grade year if scheduling permits. 
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Graduation Project Checklist
Grade 9







                                      
Date
  Teacher    Proficient/                                                                                                                  

                                                                          Advanced
1. Career # 1 _________________
_____
    ______              ______ 
2. Career # 2 _________________
_____
    ______              ______
3. Career # 3 _________________
_____
    ______              ______
4. Career # 4 _________________
_____
    ______              ______
5. Career # 5 _________________
_____
    ______              ______
                                                                                                            Date

Student Signature ______________________________    
_________

Advisor Signature ______________________________

_________

Grade 10

Completed Research        
Date
Teacher      Proficient/                                                                                                                  

         Papers                                                      Advanced
1. Career # 1 _________________
_____    _____               ______
2. Career # 2 _________________
_____
  _____               ______
3. Career # 3 _________________
_____
  _____               ______ 
                                                                                                           Date

Student Signature ______________________________    
_________

Advisor Signature ______________________________

_________
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Grade 11

                                               
Date
Counselor    Proficient/
                                                                                     Advanced
1. ASVAB Test



 _____   _____                  ______
2. College/Trade School/Military

 _____
  _____                  ______
    Presentation

3. Job Shadowing Experience/2 Careers    _____
______                  ______
          A. ___________________________
_____
______                  ______ 
          B. ___________________________
_____
______                  ______
4. Career Project Presentation

_____
______                  ______
5. Business Week Participation                   _____  ______                  ______ 
                                                                                                           Date

Student Signature ______________________________    
_________

Advisor Signature ______________________________

_________

Grade 12

                                                Date Counselor         Proficient/  
                                                                                          Advanced
1. Resume and Letter of Application        
_____
   ______

2. Career Project Presentation

_____
   ______

3. Job Shadowing Experience/2 Careers    _____
______                        ______
    (must be done by 1/1 of 12th grade yr)
          A. ___________________________
_____
______                        ______ 
          B. ___________________________
_____
______                        ______
                                                                                                          Date

Student Signature ______________________________    
_________

Advisor Signature ______________________________

_________
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GRADUATION PROJECT PROPOSAL

Student: ______________________________
Date: ______________

I propose to meet the graduation requirement for a Graduation Project as described below:

_____________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I understand that this project requires me to make a written and oral presentation using visual aids before the Graduation Project Committee. I also understand that this Graduation Project is a Pennsylvania State Department of Education requirement for graduation from Girard High School. I will complete this project and meet all responsibilities as established in the Girard School District Graduation Project Packet.

___________________________
(print)
 _________________________

                     Student

____________________________
(print)
 _________________________

             Parent/Guardian           

___________________________
(print)
 _________________________

              School Official
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Girard High School

1135 Lake Street

Girard, Pa.  16417

(814) 774-5607

Dear Parent/Guardian,
The Pennsylvania Department of Education requires students to successfully complete a graduation project in order to receive a diploma. The Graduation 
Project packet was designed to provide information for the students and parents to assist them in understanding how it works in the Girard School District. If you have any questions about the project requirements, please contact ________________ at the high school.
Please sign the consent form below so the necessary information can be completed so that your son/daughter’s project work can be completed in a timely manner.

Graduation Project Parent/Guardian Consent Form *
As parent/guardian of ________________________, a student at Girard High School, I am aware that my son/daughter must complete requirements of the Graduation Project at a proficient level in order to graduate. I agree to release the school district and its employees from all claims arriving from financial obligation incurred, or damage, injury, or accident suffered while my son/daughter participates in the project that he/she has designed and chosen to complete.
Parent/Guardian Signature ____________________________
__________
                                                                                                            Date
Student Signature    _________________________________
* Please sign and return with project proposal and agreement forms.
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General Graduation Project Guidelines
The Graduation Project is a research based project comprised of both a written and oral presentation. It is intended to be an advanced presentation of material learned by the student about numerous careers beyond which the student previously knew. The completed project will be presented to a Graduation Project Committee consisting of three to five members. The project from initial start to completion of the presentation will consist of a minimum of 60 hours to complete. The presentation must include technology tools, like power point, and other visual aids.

STUDENT RESPONSIBILITIES

1. Each student must work on his/her project independently.

2. Each student is responsible for all costs associated with the Graduation Project from initiation until completion.

3. Each student is required to keep accurate and reliable records of all activities and meetings and present these to school officials.

4. Students must cite (MLA style of documentation) sources, whether text, media, web or in-person accounts.

5. Any incomplete projects or missed deadlines will result in referral to 

     the Graduation Project Committee.

6. Evaluation of the Graduation Project will be on a Proficiency basis.

                  Proficient = Advanced or Satisfactory

                  Fail  = Not Yet Satisfactory

7. The written component of the Graduation Project must be 

     typed/double spaced.

8. Students are to be appropriately dressed (no jeans) and well groomed 

     for the oral presentation of the Graduation Project.  
Any NEW PA students who enter GSD following the first semester of 9th grade and prior to the start of the 10th grade year will be permitted to transfer a previously initiated project with approval of the Graduation Project Committee and Any NEW student without a PA project or familiarity with this process will receive the information packet from the Guidance Office.
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JOB SHADOWING ACTIVITIES LOG
____________________________________________

Student Name

· Students will spend a MINIMUM of 14 total hours shadowing various careers. This must be completed by Jan. 1st of the senior year.
   Date         Time Spent                            Job/Career/Activity

                    (hrs/mins)                         (what did you do/observe)

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

Total Time:  _________

Site Mentor Signature ________________________________________

                      (PRINT) ________________________________________
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JOB SHADOWING ACTIVITIES LOG
____________________________________________

Student Name

· Students will spend a MINIMUM of 14 total hours shadowing various careers. This must be completed by Jan. 1st of the senior year.

   Date         Time Spent                            Job/Career/Activity

                    (hrs/mins)                         (what did you do/observe)

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

_______
_________
_________________________________________

Total Time:  _________

Site Mentor Signature ________________________________________

                     (PRINT)  ________________________________________
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ORAL PRESENTATION OUTLINE FORMAT
Your senior project presentation is a graduation requirement. It must be presented before a representative of the Girard School District. The actual project consists of three parts.

Part 1     Your Search

Start with the first assignment you did in high school as you looked at different careers or colleges. Explain what careers you looked at and why you chose or discarded different professions.

Explain what you found on line

Discuss your shadowing experience.

Part 2     The Career

Present everything you know about the career you chose. Explain what you found on line and what you discovered as you shadowed. The audience should have no questions about the working conditions, pay, educational requirements, or day to day responsibilities of someone in that career. Your description of the shadowing experience should be discussed in depth.

Part 3     Visuals
You must have visual aids. The preferred visual aid is a power point presentation. If this is not possible, have one or more posters which may be pictures of people in the profession, graphs showing pay scale, education, etc., information you found on line. Be sure to note the websites visited.

Use your visual. Do not just have them on the board behind you.
If you do not present complete information, the listener may ask questions.

Your presentation will be evaluated as unsatisfactory, proficient or advanced.
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GRADUATION PROJECT CRITERIA FOR

WRITTEN COMPONENT

The final paper must be:

· Typed

· Double Spaced

· Font Size # 12

· MLA (documentation of sources)*

· Cover Page:

* Name

* Homeroom

* Title of Project

* Year of Graduation

     *   Include your resume and letter of interest in career field  

· Our English handbooks include basic information about citing sources in Modern Language Association (MLA) style. The style for electronic sources including those on the Internet is constantly changing, so look at: www.thewritesource.com for the latest information about citing electronic sources in your work.

The written component of the Graduation Projects will, vary of course from project to project, but one type of writing that will work for many is the I-Search paper. Simply divide your paper into four parts as follows:

I. What I knew (and did not know about my topic when I started).

II. Why I’m Writing this Paper.

III. A Description of the Search (the story of this adventure in learning).

IV. What I Learned.
Your language and style should be your own. As you think about your exploration and potential topic, realize that you may write in a way that seems natural to you. This may be formal or informal, but will be in Standard Written English. Please check your spelling and grammar. The quality of this work reflects on you and how seriously you took this project.
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GRADUATION PROJECT WRITTEN
 PRESENTATION – EVALUATION GUIDE
1. The written portion of the graduation project will be judged “exemplary” when rated “exemplary” in all four categories.

2. The written study will be judged “proficient” when all four categories are rated “proficient” or a combination of “proficient” and “exemplary”.

3. The written study will be judged “unsatisfactory” if any category is rated “unsatisfactory”.

A written presentation which is not word processed will not be scored.

RUBRIC

ADVANCED

CONTENT:

· Provides specific, accurate, precise information or data.

· Draws thoughtful conclusions supported by the information.

· Uses precise, accurate vocabulary.

· Reflects insightful consideration of the importance, value or impact of the search.

ORGANIZATION:

· Reflects an organizational structure appropriate to the study.

· Uses an engaging beginning and thoughtful ending.

· Clearly focuses around a controlling idea or thesis.

· Moves smoothly from one idea to the next.

RESEARCH:

· Utilizes a variety of sources appropriate to the project.

· Utilizes credible, timely sources.

· Provides precise documentation of sources (MLA).

CONVENTIONS OF LANGUAGE:

· Uses varied and structurally correct sentences.

· Uses correct mechanics and usage.  
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PROFICIENT
CONTENT:

· Provides primarily specific, accurate, precise information or data with 

     few vague generalities.

· Draws conclusions supported by the information or data.

· Uses effective and appropriate vocabulary.

· Reflects consideration of the importance, value or impact of the search.

ORGANIZATION:

· Reflects an organizational structure appropriate to the study.

· Uses an appropriate beginning and ending.

· Primarily focuses around a controlling idea or thesis.

· Most of the time moves smoothly from one idea to the next.

RESEARCH:

· Utilizes a variety of sources appropriate to the project.

· Utilizes credible, timely sources.

· Evidence of documentation of sources (MLA).

CONVENTIONS OF LANGUAGE:

· Uses structurally correct sentences with some sentence variety.

· Uses correct mechanics and usage.
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NON-PROFICIENT
CONTENT:

· Provides little specific information or data or provides information or 

     data which is inaccurate.

· Draws no conclusions or draws conclusions which are unsupported by the information or data.

· Uses ineffective or inappropriate vocabulary.

· Lacks consideration of the importance, value or impact of the study or the consideration is superficial or vague.

ORGANIZATION:

· Lacks clear organization or organizational structure is inappropriate.

· Lacks beginning or ending, or beginning or ending is inappropriate.

· Lacks focus around a controlling idea.

· Does not transition smoothly from one idea to the next.

RESEARCH:

· Lacks a variety of sources appropriate to the study.

· Uses sources which lack credibility or are not timely.

· Shows little or no evidence of documentation of sources.

CONVENTIONS OF LANGUAGE:

· Uses unclear sentence structure or usage and mechanics.
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GRADUATION PROJECT – ORAL PRESENTATION
EVALUATION CRITERIA

Student: ________________________________________
Project Title: ____________________________________

School Official: __________________________________

COMPONENT

SATISFACTORY

UNSATISFACTORY

1. Research                              Accurate, complete                Lacks detail, inadequate

2. Bibliography                       Accurate & present                Inadequate or no bibliography
3. Organization                        Well planned, logical             Poorly organized,

                                                 sequence                                 difficult to follow

4. Presentation                         Language, voice, tone            Language usage,

                                                 appropriate for intended         voice/tone inappropriate

                                                 audience; written materials    for intended audience;

                                                 acceptable.                              written component contains
                                                                                                 errors that interferes with
                                                                                                 the result. 
5. Question/Answer                 Answers extend and               Answers shallow and
                                                 expand information.               Unexplained. Lacking

                                                 Evidence of confidence          confidence in answering.

                                                 and poise while                       questions about project.

                                                 answering questions.              Quality of answers indicates

                                                 Quality of answers                  a lack of depth and

                                                 represents depth and               understanding of researched

                                                 Understanding of                     information. 

                                                 Researched information.
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RESUME
          In order to receive a designation of Exemplary or Satisfactory, the following items must be included:
* The resume must be typed and consist of no more than two pages
* Organized and detailed with the following information:

1. name, address & telephone number
        
2. job objective or goal

 
3. educational history (most recent first and dates attended)


4. employment history (most recent first and dates attended)

 
5. any job related skills


6. interests and activities/hobbies


7. three references (names, titles, addresses and telephone numbers)

* formatted in an organized manner. (Formats may vary, but they must be 

   neat and visually appealing to the employer. Items two through seven 

   listed above must have their own headings.)

A resume should not contain your age, weight, race, Social Security number, or any other information that could be used to discriminate against the applicant.

The resume and the following checklist should be submitted to the English teacher. The English teacher will see that the resume is filed in the Graduation Project Portfolio.
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Letter of Application – The student’s letter of application must contain the following criteria to receive an Exemplary or Satisfactory rating:

The letter must follow the format below:

· Must be typed in business letter format

· Organized into three paragraphs in which …

* Paragraph 1 identifies the applicant’s interest in a specific job.

          * Paragraph 2 summarizes the applicant’s qualifications and explains 

             noteworthy skills or accomplishments that qualify the applicant.

· Paragraph 3 informs the employer of how to contact you for an 

          interview and makes reference to the included resume.

· Formal but enthusiastic in tone.

· Proper grammar, spelling and punctuation must be used.

The student will be responsible for completing the Letter of Application and then have his or her English teacher approve it. The English teacher will then forward the letter to the guidance office to be placed in the student’s Graduation Project Portfolio.
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PRESENTATION SCREENING COMMITTEE CHECKLIST

                                                                                  Teacher        Date
GRADE 9 – 5 CAREERS 



______
______

GRADE 10 – 3 CAREERS



______
______

GRADE 11 – ASVAB TEST



______
______

                      COLLEGE/TRADE SCHOOL/
______
______

                      MILITARY VISITATION OR
                      LISTEN TO A PRESENTATION

                      GRADUATION PROJECT

______
______

                      PROPOSAL

                      JOB SHADOWING


______
______

                     CAREER PROJECT


______
______

                      PRESENTATION

                      BUSINESS WEEK 


______
______

                      PARTICIPATION

GRADE 12 – RESUME & LETTER OF

______
______

                       PRESENTATION
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ORAL PRESENTATION SCORING CRITERIA







ADVANCED/       NON-

                                                              PROFICIENT      PROFICIENT

RESEARCH



____________
____________

(Accurate & complete OR
 Lacks detail & inadequate)

ORGANIZATION


____________
____________
(Well planned and in a logical

 Sequence OR Poorly organized 
 and difficult to follow)     






PRESENTATION


____________      ____________
(Language, voice, tone 

 appropriate for intended

 audience; written materials

 acceptable OR Language, usage, 





 voice & tone inappropriate for 
 intended audience; written 
 component contains errors that 
 interferes with the result)

QUESTION/ANSWER


____________      ____________
(Answers extend and expand the

 information. Confident and poised

 while answering questions. Quality

 of answers represents depth and

 understanding of researched 

 information Or answers shallow 





 and unexplained. Lack of 
 confidence, depth and understanding 
 in answering questions about the 
 presentation)
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Graduation Project Evaluation for Evaluators
                     Part I
_____

Career # 1 

_____
Career # 2

_____
Career # 3

_____
Website(s) Used for Research

_____
Content Presentation

                     Part II
_____

Mention of Chosen Career/In-Depth/Reasons why  

                  they chose this particular career

_____
Told about job shadowing experience

_____
Talked about plans to enter that career or why they 
                  are not going to enter that career

                     Part III
_____

Visual Aid Used in Presentation

_____
Visual Aid was neat, easily read and full of  

                   information
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TIPS FOR JOB SHADOWING/INTERVIEWING
BEFORE YOU GO

1. Contact the person you want to job shadow and tell him/her your age and the reason you want to job shadow.
2. Set up a mutually agreed upon time.

3. Ask for their telephone number in case you have to cancel the meeting.

4. Ask about parking and check-in procedures.

5. Ask if you can bring a tape recorder. Have new batteries & tape with you.

6. Ask if you are to bring a lunch or if you can buy one.

7. DRESS APPROPRIATELY. NO JEANS OR TEE SHIRTS.

QUESTIONS TO ASK

First, decide beforehand what you want to know about the career. Do some background research on the career. Avoid yes or no type questions. Avoid personal questions about family life. Some things to ask about would be:

1. What is your typical day like?

2. What is an atypical day?

3. What kind of education will I need? Where would you suggest I get it?

4. What is the starting salary?

5. Where are the jobs for this career located?

6. Is it a job market that is hard to break into?

7. What are the opportunities for advancement?

8. What are some of the downsides of this career?

9. What would be some of the highlights?

10. Ask why certain people are doing certain jobs?

LISTEN & TAKE NOTES

Have the person sign your job shadowing form
AFTER THE JOB SHADOW/INTERVIEW

Write the person/organization a thank you note.

Organize your notes for presentation

Fill out form and give it to Mrs. Sawin
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CHECKLIST FOR A CAMPUS VISIT

A campus visit is highly recommended. Before you visit the campus, consider some of the options below. It is also important to develop a list of questions and plan specific activities in order to accomplish your goals.
______
Meet with an Admission Counselor

______
Verify Admission Requirements (Tests & H.S. Preparation)
______
Obtain a College Catalog
______
Determine Actual College Costs

______
Ask about Financial Aid Opportunities

______
Take a Campus Tour

______
Investigate your Academic Program(s)
______
Visit the Career Planning Office
______
Attend a Class

______
Talk with Students and Professors in your Major
______
Discuss your Chances for Success

______
Investigate Transportation Options
______
Look into Different Housing Options

______
Ask about Student Activities (clubs, organizations, sports)
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