SENIOR/JUNIOR PROJECT GUIDE:
The following guide includes due dates, expectations and examples of each required component. This guide can be accessed through the Vineyard Academy Website and each teacher’s website.  Click on the Senior/Junior Project link that will be on each website.  
All Senior/Junior Project items are due on the specified date. The student will submit the item(s) to his/her Business or English teacher (it will be specified which one). 
THE PURPOSE:
The Senior/Junior Project is your chance to broaden a curiosity into a particular goal or product and grapple with some real life problem-solving & long-term time management skills. Helping you learn to set and achieve goals is essential for success. Experience with senior/junior projects has shown that asking you to select, plan, implement, document, evaluate and present a project of your own design is an excellent way to prepare you for the world outside high school. You will learn about your project topic and gain skills relevant to it, but you will also learn how to solve real-life problems, how to deal with adults you do not know, how to recover from setbacks, and how to explain your accomplishments. The finishing piece of the project is speaking to a panel about your project: sharing the photos, the challenges and the impact the project had on your life. The most common fear that people share is that of public speaking. While not every career requires you to speak to a small or large audience nearly every job interview does. Naturally, your high school wants to prepare you for that experience. 
All Windsor High School Seniors need to successfully complete a senior project to graduate.  All Senior Projects must be approved by the Senior Project Coordinator before beginning your project. 
CHOICE:
Choose a project that allows you to pursue a personal interest. Choose it because you love it, because it will be helpful for your next stage of life, because you want to give back to the community or because it sounds so interesting that you just have to do it. Don’t choose a project because it sounds easy or because other people tell you that you should do it. 
SENIOR/JUNIOR PROJECT REQUIREMENTS: 
*Minimum of 30 completed project hours for seniors and 20 completed project hours for 
  juniors outside the regular class requirements and outside your class schedule
*Unpaid. Students may not choose a project that culminates in material personal gain. *Form  
  A- Approved Proposal/Mentor Agreement 
*Mentor Formal Interview
*Form B- Timecard/Notes 
*Thank you note to your mentor 
*Form C- Reflection/Speech Notes Document 
*Form D- Project Verification by Mentor 
*Electronic Portfolio
*A Presentation spoken to a formal panel on Senior Project Night (for seniors) or on a date in 
 May for Juniors, with a PowerPoint.
PROJECT PROPOSAL and MENTOR AGREEMENT – FORM A
The project proposal, Form A, will identify you, your mentor and the topic of your senior/junior project.  The body of the proposal will include why you chose it, what you hope to learn and a little information about your mentor.  There will be places for signatures once your proposal has been approved. 
MENTOR INTERVIEW 
The mentor interview is required to gain personal knowledge about your mentor and their career choice.  This will be used in the final presentation and the Form C. You will conduct a formal interview of your mentor with specific questions being asked.  You will have a mentor interview assignment that will be assigned in your English class and upon completion, added to your electronic portfolio.
Sample Interview Questions for your Mentor:
What is your mentor’s name, training, education, years of experience in this field? 
How did he or she get into this field? 
What does this career involve, what is it all about? 
What is your relationship with your mentor? 
Was he or she nice at first or intimidating? 
What personal qualities does your mentor have that you see in yourself? 
What made you decide to work in this career field? 
What kind of training, education, specialty licensing and experience do you have?
What skills are required for this business? 
What do you enjoy most about your job? 
What do you enjoy least about your job? 
What opportunities are there for advancement? 
How much money can a person expect to make in this field (not the mentor, but an average employee)? 
Are there any fringe benefits? (health insurance, life insurance, retirement plans, etc.) 
What are your work hours?
TIME CARD AND NOTES – FORM B
Fill the Form B out every time you work on your project. Include notes and details about what you did and how it went, your thoughts, successes and challenges. This is to be a detailed description of what you did that day.  One sentence, bullets and notes are not acceptable. It is important to keep up to date on your notes. These notes will help you during the process of writing your Form C and your script for your presentation.  These will be viewed and graded by your core teachers periodically. Take digital photos every time you work on the project.  These photos will become part of your required Electronic Portfolio and PowerPoint. If you do not have a digital camera or phone, talk to your Core Advisor for ideas on gathering evidence.
REFLECTION DOCUMENT - FORM C
Type your responses to the prompts as you complete the project. Do not wait until the end to complete this form. Seek help if you need help. This form can assist for brainstorming your speech for your formal presentation on Senior Project Presentation Night and Junior Project Presentation Day. Each question on FORM C should be answered in great detail.  Give these answers deep thought.  Just listing what you did is not acceptable.  It needs to be in paragraph form explaining the process, etc.  It is a reflection of your experience. The more detailed you are the easier it will be to write a script.  
PROJECT VERIFICATION - FORM D: 
This document will be emailed to your mentor one month before completion.  You will ask your mentor fill out the form and email it back to your core advisor.  The Form D confirms your participation and hours on the project. Once your core advisor has received this form they will forward it to you to include in your Electronic Portfolio.  It is important to ask your mentor early enough to get it back in time for portfolio due date.
MENTOR THANK YOU NOTE:
You will be required to write a thank you note for your mentor after your project is completed.  A copy of this note will be included in your portfolio.  It will then be printed out and mailed to your mentor. The correct procedure in writing a professional thank you note will be discussed in your English class.
EVIDENCE:
You will gather evidence throughout the course of your project.  The first thing you do will be to have a picture taken of you and your mentor.  That picture will be a requirement in the portfolio.  Then take pictures of you doing things, finished projects you worked on, any relevant pictures of your Senior/Junior Project.  There will be circumstances that you can not take certain pictures (ride-alongs with police), but you can always get a picture of you and your mentor.  It is important to get as much evidence as possible.  You will need for your presentation as well as your portfolio.  Download the pictures to your computer  or upload them to your Google Drive at least once a week, so there is no excuse for lost pictures. You can also scan worksheets, brochures, business cards etc to put in portfolio. 
ELECTRONIC PORTFOLIO:
There will be no paper portfolios this year.  An electronic portfolio will be created with all items scanned, saved and accessible via the web (Google Docs).  All items will be verified and evaluated by the senior project team. It will be up to you to keep track of all paperwork, and have it scanned into a google doc that you will share with the instructors to grade throughout the year. Form A, and Form B will need original (not digital) signatures and therefore a final document will be scanned after those signatures are gathered.  Your electronic portfolio will include:  Cover page with name; Form A; Form B; Formal Mentor Interview; Form C; Form D; Mentor Thank you note; and evidence (pictures)

POWER POINTS:
You are expected to demonstrate what you learned and show that the project has been completed. Evidence, such as digital photos will be contained in the PowerPoint. The structure of your PowerPoint should be created from your Reflection (Form C) and the Presentation Rubric.  Add details to make your presentation interesting, and in order to meet the time requirements. While there is no minimum number of slides, you should have sufficient pictorial evidence to support the project. Your PowerPoint must be pre-loaded onto the computer in your assigned room BEFORE the day of your presentation. This will allow a test run of your slideshow and any adjustment of text (sometimes going from a PC to a Mac will change the font appearance or size). Please be respectful of host teacher’s time when you ask permission to load.” It is strongly recommended that students rehearse their PowerPoint presentations ahead of time. Be sure that your PowerPoint meets the time requirements. Each room will have a computer for your presentation. 
The following requirements apply to the Senior/Junior Project Presentation:
Students must arrive on time. 
Students should be dressed appropriately (part of presentation grade by panel). Dress
as you would for a business interview. Dress should be neat and tidy. Keeping
everything professional is a must. 
PowerPoints along with your speech must be 5-7 minutes in length, with up to 3 additional minutes allotted for questions from the panel. Note: if you are including a demonstration this must still conform to the 5-7 minute time limit. Practice integration time between the PowerPoint and the demonstration. 
PowerPoint presentations will be evaluated by a panel of teachers, students and community members
DATE DUE


WHAT IS DUE



TO WHOM
Sept. 23, 2016

    Form A 


       email to Business teacher




(without signatures)
               or Pam (puchytil@wusd.org)
Oct. 14, 2016

Mentor Formal Interview


English Class
Nov. 17-18, 2016

Form A scanned in portfolio 

Business Class




with signatures.  Electronic




portfolio check.



Jan. 9-10, 2017

Form B (hours check-in)
         

Business Class
March 10, 2017

All hours must be completed 

Business Class




Form D emailed to Mentor




Form A  and Form B scanned in




Electronic portfolio with signatures
March, 2017


Form C – reflection writing


Business/English
March 27-28, 2017

Electronic Portfolios due – COMPLETE




Portfolios will not be graded without 




all required work.  No student will be allowed




to present without a completed portfolio.
April ??, 2017

Senior Project Presentation Night
May ??, 2017

Junior Project Presentation Day 
