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Part I: The Portfolio
Purpose

· To develop two relatively underdeveloped skills (i.e. collecting and showcasing evidence) that will be pertinent for the final project grade and the panel evaluated presentation

· To make college applications easier, professional, and more manageable

· To prepare you to make portfolios in your future endeavors – college major, professional career, job interviews

GCS Specific Portfolio Requirements

All student Portfolios, being a culmination of their Academy experience must include the following:

· Updated resume
· Current letters of reference
· Documentation of certificates verifying language proficiency and/or cultural experiences
· Four exemplar iceberg model submissions
· Interview with an expert
· An overview of the Senior Project and details of your specific project

· Completed Community Service hours, as required

Moreover, students should have representative documents that display growth and/or mastery in each of the subsections of the Portfolio.  Students should not have anything in their portfolio that they would not be proud to display as a senior.

Students should “clean out” the Portfolio so that the overall product does the following:

· Shows exemplar work from each of the seminar courses, each of the languages studied, and optionally the electives

· Shows growth as a global scholar

· Shows completed work that displays potential future interests

· Shows updated versions of documents and discards defunct documentation

· Has documentation in each of the subsections of the Portfolio (see Portfolio section in this manual for specifics)

· Is neat and presentable (typed documentation, free of grammatical / spelling errors, etc.)

Finally, students should be prepared for an “Exit Interview” regarding justifying the contents in relationship to the student’s individual goals.

Overall Portfolio Requirements

Section 1: Pinpointing My Global Direction
This portfolio section will contain:

· Personal Vision and Mission Statements

Vision and Mission Statements with an optional illustration through art and photographs

· Self-Assessments

Results of self-assessments, Personal Profile, Evaluation of Cultural Intelligence

· Resumé (Leadership)

Includes objective, education, work & volunteer experience, skills 
· Transcripts

· Letters of Recommendation 

· Goals and a 4-year plan 

· Cultural Heritage and/or Experiences 

Essay, electronic presentation with written explanation, photo essay (update 10th grade Cultures essay)
· Awards and Accomplishments

· News Articles Featuring Student

Section 2: Curiosity about the World
This portfolio section will contain:

· Current Event Analyses

Newspaper clippings, magazine clippings, internet articles, reflective photography about world news or a world event 
· Reflection – Each current event should be accompanied by an analysis using the Iceberg model.  Cite the source using the MLA Format

· Interview an expert 

Document an interview with someone who has first hand experience about a world event

Section 4: International Networking and Contacts 
This portfolio section will contain:

· Career Research 

Research and produce a project about your ideal career (written essay and electronic presentation)
· Job Shadowing Report

Essay with photographs

· Results of Mock Interviews
· Interviews with International Professionals

Documentation of career related interviews with international professionals 
· International Contacts 

Evidence of contact with people from other countries or working in other countries 
· International Etiquette
· Business Card

Section 5: Language Proficiency
This portfolio section will contain evidence of your Language Proficiency:
· Samples of work from World Language Classes 

Papers, videos or recordings you create, electronic presentations, design of a comic book in another language. Provide explanation and/or translation of assignment.
· Lingua Folio Pilot Program

Certificates

· Learning through Rosetta Stone 

Certificates
· Travel Documentation 
Journal of travel concentrating on use of target language

Copy of Passport Stamp

· Evidence of Language Club or Honor Societies Participation 
· AFLAP Test Scores
· Courses off Campus 
Transcripts and sample assignments 

Section 6: Cultural Appreciation, Travel, & Hobbies 
This portfolio section will contain evidence of:

· Community Activities 
Participation and/or attendance at cultural festivals or events
· Hobbies and Interests with an International Element
Documentation of hobbies or interests with an international element 
· Travel
Documentation of how a trip increased your global awareness
Copy of Passport Stamp
· Mentoring Experiences 
Documentation of hosting a foreign exchange student, participating in an exchange program or mentoring experiences with someone from another culture
· Interview
Documentation of an interview with someone involved with a cultural festival or event
Section 7: Skills for a Global Economy 
This portfolio section will contain samples of your school work that demonstrate the following characteristics and skills:

Include a brief description explaining how the sample demonstrates the characteristic or skill.

The Five Emerging Characteristics of Global Leaders

· Thinking globally

· Appreciating cultural diversity

· Developing technological savvy

· Building partnerships and alliances

· Sharing leadership

Section 8: journal 
This portfolio section will contain your reflections on your journey to becoming a global citizen.

This portfolio began with the question, “What is a Global Citizen?” and provided a definition from The Global Citizen stating, “global citizens are global-minded people…who crave international experience and are passionate about living fulfilling lives” (E. Kruempelmann 1). Characteristics of global citizens include curiosity about the world, hobbies and interests with an international element, involvement in and contribution to global causes, international networking and contacts, language proficiency, cross-cultural appreciation and travel experience, and knowledge and development of skills needed for a global economy.

During your Academy experience, you will write journal entries each year in your Seminar course and include them in this section of the portfolio.  If you have not done this, please complete the journal entries below.
As your final journal entry, create your own definition of a Global Citizen and incorporate it into a reflective essay with your insights into your journey in becoming a Global Citizen.
Sample Journal Entries (use if you have none):
1. In what ways is the study of culture essential in your journey to becoming a global citizen?

2. What culture do you find most interesting?  Describe different aspects of this culture, including where these people live, and explain why it interests you most.

3. What are your future career goals and what do you need to do to achieve them?
Section 9: Required Community Service

Community service hours required each year:  

Freshmen

40

Sophomores

40

Juniors


30

Seniors


30

Total Requirement       140    Due by mid-May of Senior Year*

Cultural Events

Freshmen

4


Sophomores

4

Juniors


4

Seniors


4

Total Requirement       16    Due by mid-May of Senior Year*

Verification Sheet Available Online at

http://www.tallwoodhs.vbschools.com/global.htm
Verification Forms must be turned in to 

Academy Coordinator, Ms. Gurley.

Part II: Planning, Committee & Proposal 

Project Planning Form

In order to start your project, you need to complete the Project Planning Form.  This is essential in helping you understand the full scope of your project and provide a guide for your work.  The Project Planning Form must be submitted before you can move forward with your project.

Sample Abstract

The abstract is your first step in starting your senior project.  Essentially, the abstract should paint a picture of what you plan to do.  An abstract describes the general scope of your project.  It includes the general details needed to complete your project.  Your abstract gives the reader a clear idea of exactly what you are going to do, and how you plan to do it.  Your abstract should be no less than 50 words.

In order to write an abstract, you must address the following questions: (some questions may not apply to your specific project – answer as many as possible.)  Think specifics/details - # of participants, length of video, etc.

· What is the title of my project?

· What do I intend to prove in my paper?  (What is my research question and why is it important to my field of study?)

· Who will be my committee members who will assist me with my project?

· What is the role I will assume?

· What will be action be?  (planning an event; completing an internship?)

· Who or what is/are my audience/participants of my action?

· When/where will my action take place?

· How many people will participate or benefit from my action?

· What type of materials will I need?

· Who is my client/audience?

· AT THE END OF READING YOUR ABSTRACT, THE GRADER SHOULD HAVE A CLEAR PICTURE OF WHAT YOU WILL BE DOING FOR YOUR SENIOR PROJECT.

Your Project Committee

Your project committee is composed of one “advisor” (the committee chair) and two members.  The advisor is your teacher, either Mr. DeMott or Mrs. Lacks.  One other member of the committee must be a member of the teacher, guidance, or administrative faculty at Tallwood High School.  This person should be somehow linked to your field of study.  Your final committee member must be from the community.  In this sense, community means anyone outside the Tallwood community (e.g. Coco Chanel), (CCM).  

Your committee members should be people who relate to the topic you’re researching.  You must formally ask each of your two members to be on your committee.  In your letter, you must state your request and then provide

a. A brief bio on yourself--mention a few of your courses, goals, etc.

b. An abstract about your proposed paper 

c. The timeline that you plan to complete your project

d. In closing, you may ask if the member is unavailable, would he/she recommend someone else on the faculty that might be interested in serving on your committee.   
Committee members are people who are going to approve your proposal, critique your paper, and question your presentation if available.  Please make this clear upon asking.  You must submit the letter you sent out to your potential committee members to your advisor.

Once they have agreed, each committee member must sign the Plan of Study form indicating they will serve on the committee.
Plan of Study

Each student is required to submit a Plan of Study to the instructor before starting their project.  The Plan of Study is a form containing all classes taken, as well as their list of committee members.  Committee members must sign the sheet indicating they have agreed to be on the student’s committee.   Students must have all three signatures on the same sheet.  Keep in mind that this probably means you will have to scan and email the sheet to and from your community committee member.

*You will receive a grade for turning in your completed Plan of Study.  The Plan of Study MUST be printed to receive credit.

The Proposal

Once you have your committee, you should start your proposal, which will outline your ideas for your paper and your action.  Generally a proposal includes the following:
· Title page

· Table of Contents or a tentative outline for the paper (not the proposal, the paper)
· Introduction: 
· an introduction to the research question, which needs to be a question that is researchable or proposed hypotheses that can be tested, 

· an elaboration of why the research question is significant in terms of the scholarly or policy debates by experts 

· Literature Review:

·  a discussion of the scholarly literature in which the project is rooted
· You should have at least 15 sources; each source should be reviewed in one paragraph 

· All sources must have footnotes or endnotes within the body of the proposal
· Research Design: 

· an explanation of the key concepts, variables or processes, and relationships to be focused on, 

· an explanation of hypotheses to be tested and/or a specification of key questions to be examined,

· an elaboration of the research design and methods to be used, and

· a statement of the limitations of the study.

· Action:

· Tentative plans for your action

· An explanation of how your action relates to your research paper

· An explanation of how the action will benefit you and/or the community

· A tentative bibliography

· All sources must be correctly cited in either MLA, APA, or Chicago style format.  Once you choose one, you must stick with it.

· 15 sources are expected because this is how many you need for your paper
Note the proposal should be at least 3 to 5 total pages, not including the title page, table of contents, and bibliography.  Please understand the proposal might undergo many revisions.  Don’t let the fact that the proposal is fairly short delude you into thinking it can be written quickly.  You must submit your proposal to your advisor to be cleared to continue to proposal defense.

The Proposal Defense
Having been cleared for submission by your advisor, you should send your proposal to your two committee members.  They should offer advice, suggest additional research, ask questions, and request changes.  Time restraints on the proposal defense very much depends on the individual project and what the committee members want. 
*You will receive a grade for turning in a copy of your completed proposal, after proposal defense.  The proposal MUST be printed to receive credit.

Once you have completed the proposal in accordance to your SCM and CCM, you are clear to begin writing your paper.
Part III: The Research Paper
Purpose

In order to have a well informed project, you are required to complete an in depth and well researched paper on a topic related to the project idea.  The research element must be completed before you can move forward with your project.

A stepped process

Over the course of research, you will be required to organize a research paper with organizational outlines, rough drafts, use of approved databases, primary sources, and peer editing tactics.  This is to ensure that not only do you gain valuable content for your paper, but also gain the skills for researching in depth topics in the future.

Outlines

Outlines will be part of the pre-organization process and be both textual and visual in nature.  Evidence of preplanning will be an essential part of the writing process.

Rough Drafts
Over the course of the semester, rough drafts will be required to show progress leading up to the final submission of the paper.  These rough drafts will be seen as spot checks across the research and writing unit.
Databases

You will be introduced to particular databases and primary sources, and it is expected that you will use databases that go beyond the general internet search.

Peer Editing

In order to ensure cooperative learning and the editing of your paper, you will share you paper with other members of a group.  This is to fine tune writing and research skills and also get critical feedback to improve your writing.

The Paper

In short, the research paper is an accumulation of the research and writing process described above, as well as precursor for a well informed action.  You will be graded on a two tiered rubric.  One tier involves a “yes/no” test in which all items must be completed before moving on to the second tier (mechanics, content, research, etc) . You are well advised to familiarize yourself with the specifics of the rubric throughout the research and writing process.  Specifically, the paper is to be 15 pages in length, include 15 resources, in-text citations (aka parenthetical citations), an interview, answer a leading question with the use of a thesis statement and support, and follow the rules of good grammar, good organization and structure.  
Note on due dates

Rough drafts, organizational outlines, peer editing, database use grades are given throughout the unit, so although the finished paper makes up a huge percentage of the overall grade, students who complete the steps in the process should be in good shape to doing satisfactory work on the final product. 

Part IV: Action
Think Big.  Challenge Yourself.  Wow Others.  Enhance Lives.  Give Back.

Purpose
The purpose of the action is to exemplify your research and connect with the outside community.  How can you relate your topic to your community?  Your action must be significant, well-planned, and organized.  Think about the following…

· If it’s an event, is it something you would want to attend?  What are your attendance goals?  How is this benefitting the community?
· If you’re raising money, would you want to contribute?  What’s your financial goal?

· If you’re filming, visiting, creating, asking, etc. would it be something of interest to a common group of strangers?
· If you’re doing an internship, what do you hope to get out of it, and how will this enrich your life?  
Option 1: Event
If you decide to plan an event, it needs to be something off campus.  The reason being is that you should be enhancing more than just your friends at Tallwood, but the outside community.  You should have an absolute minimum of 40 people in attendance, and it needs to be well-marketed.  You should reach out to community organizations and/or businesses related to your topic.  

You need to think of something creative.  Remember, creative doesn’t necessarily mean artsy, just original or interesting.  For example, you’ve attended or had the opportunity to attend multiple cafes throughout your four years here.  A café is really not an option unless you are using it to supplement a bigger idea.

You must create a binder that exemplifies and provides evidence of your event:

· Attendance log

· Marketing tools
· Pictures

· Video

· Information about sponsors or participants (community members or organizations)

· Recommendation from someone who you worked with to create your event

· Reflection 
Option 2: Internships

If you decide to do an internship, it must be with a company related to your field.  This company many not have ties to your family.  You can intern with any company, anywhere as long as your advisor and the company approves it.  You must complete at minimum 80 hours at two different workplaces (40/40).  You may do it all in one week, like Spring Break, or you may do it at different times until your hour requirement is complete.  

*Your Academy community service hours must be complete, logged properly, and turned in before you will receive approval to start your internship.

Examples: 

If your field of study is art, you might spend 40 hours over Spring Break at the Metropolitan Museum in Manhattan, and you might spend the other 40 hours at the Chrysler Museum or the Contemporary Art Museum here. 

If you are an environmentalist, you might spend Spring Break, or weekends, studying sea turtles at the Eastern Shore Wildlife Refuge, and then spend the rest of your time interning at the Virginia Marine Science Museum.

You will complete a binder in conjunction with your internships.  The binder will include 

· a history of the companies

· a biography of your supervisors

· a log of hours with signatures from your direct supervisors

· an in-depth journal of your daily experiences

· an evaluation completed by each of your supervisors that covers your professionalism, willingness to learn, work ethic, etc.

· pictures from both experiences

· a recommendation from your each of your supervisors

· a reflection of each of your experiences
Option 3: Hybrid 1 - Product

If you decide you would like to create something for your senior product, it must be in conjunction with an event or internship; however, your requirements for your event or internship will change.  If you decide to complete a product, you can either (1) showcase it at an event that you plan and host with a minimum of 25 people, or (2) complete a 40 hour internship in the related field.  You must complete the binder requirements as described above depending on whether you do an event of internship.  The binder must also include information about the process of making your product, as well as the finished product.

Examples:

If your field of study is literature, you might write a book or a novella, and provide a binder which includes rough drafts, meeting notes with an editor, and survey results from a focus group.  Then, you might hold a book signing event at the Central Library.

If your field of study is art, you might complete a 12 painting exhibit about genocide, and provide a binder which includes pictures of the process, information about genocide, and a journal explaining artistic decisions.  Then, you might intern with the Contemporary Arts Center.
Option 4: Hybrid 2 - Fundraiser
If you decide to raise money, it must be in conjunction with an event or internship.  You should not wait until the 4th quarter of the school year to begin.  You should be collecting throughout the year.  You must raise at least $500.  Think about an amount you would feel comfortable or proud contributing, and make it your goal.  Think about who you are going to approach for funds.  Room to room donations will not be acceptable.  

You should only be raising money if it’s a specific cause that you are passionate about for a personal reason.  Otherwise, it will be hard for you to keep focus and stay motivated.  Passing around a hat in class is not good enough.

You must have a specific contact at the organization you’re contributing to that has a specific purpose for the money and a specific place to send it.  For example, if you want to save money to help buy child slaves from their owners in West Africa, you need to make sure you have a very reliable contact that makes sure the money goes to the right place.  

See event or internship section for binder criteria.

Examples:

If your field of study is film, you might intern at a film studio, and then come home and make a film.  You can then hold an event to present it, and honor raise money for your topic/cause.

If your field of study is religion, you might go on a mission trip to Latin America, and then raise money for a help center there.

If you want to be a chef, you might intern at a prestigious restaurant, and hold a benefit for an organization where you cook all the food.

*You must submit the Action Approval Form with all signatures to your teacher in order to carry out the action.  The Action Approval Form MUST be printed to receive credit.

Part V: Public Relations

In this unit, each student will learning about marketing, management, and public relations.
Sample lessons will include:

· Design – font, color 
· Business card (pertaining to project)

· Formal letter writing

· Inverted pyramid writing

· Correspondence writing – flier/announcement, memo, email, press release

· Interview Skills – informational, research 

· Ad analysis

· Appeals – logical, emotional, ethical, subliminal

· Simulations – business/management 

Part VI: The Presentation
Each student is required to make a presentation explaining their project, twice.  The presentation should include

· An understanding of the inspiration behind the project

· An explanation of the research question, and basics covered in the paper

· A description of the action, why you chose it, and evidence of your completion

Presentation 1: Project Committee/Peers
· Each student will complete a 10 minute presentation to their specific committee if able and their peers, followed by a five minute question and answer session.  Each presentation will be taped for the committee members who cannot attend.  Students are responsible for sending the video themselves.  The committee members not in attendance will evaluate your taped performance.
· Each student must complete this presentation during class or at a time convenient to his or her committee.
Presentation 2: Panel Judges

· Each student will complete a 10 minute presentation to a panel of judges from the community, followed by a 10 minute question and answer session.
· Each student must provide an abstract of his or her paper for each judge before presenting. 

· Each student must also interview with judges, which includes presenting their individual portfolio for review.
Presentation 3: Top 5

· The students who get the top five highest scores on their presentation as determined by the judges will present again to other people from the community

· The student who receives the highest scores here will be awarded a scholarship
Part VII: Reflection & Evaluation
In this unit, each student will reflect upon the year’s activities and provide documentation of their growth.
Sample lessons will include:

· Use of “Habits of the Mind”

· Legacy Project

· GSWLA Assessment

· Thank yous and Final Cleanup

· Post-Presentation Individual Conferencing
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