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To the student: Purpose of the Senior Portfolio
This packet is designed to guide you through the process of creating your senior portfolio. Please read the directions carefully and ask your teacher/counselor for assistance whenever necessary. Your portfolio is a tool that can be used to impress employers and college registrars. It will reflect your academic ability, maturity and motivation; therefore it is in your best interest to create a professional document that presents you in the very best possible manner. 

A portfolio is a collection of evidence that showcases your accomplishments in academics, extra-curricular activities, community service, and personal interests. You will research and document a career that interests you and then collect evidence of the work you have done to prepare yourself for this career. You will be given a list of documents that you must include in your portfolio, but in addition to this you will have the flexibility of including the work of which you are most proud. Your senior portfolio is meant to reflect who you are and what you plan to be. Use your creativity to build this project into something that you will be proud to share with family, friends, teachers, employers, and college admission boards. Good luck, and remember to ask for help as often as you need it.    

This portfolio will be an ongoing assignment that you are required to complete your senior year.    It will be due to your English teachers the first week of April and will be part of your final grade.

How to Complete the Portfolio:

In this packet you will receive instructions on each piece of required documentation. You will also be given guidelines on how to organize your portfolio, however you may choose to create and present your portfolio in any manner that suits you, as long as all the required elements are present. Remember, this portfolio is supposed to reflect who you are. The more you put into it, the better it becomes. 

Organization, creativity, and unique additions will all be taken into account when scoring your portfolio. If you are unsure of what to put in your portfolio, or how to organize it, then please ask your advisor for assistance. 

College Admission Checklist: Instructions
During your senior year you will take the time to apply to college.  We will all apply to college during College Application Week; however, please feel free to go ahead and start working on the tasks on this checklist.  This checklist is designed to help you with the college application process.  You will need to get the College Admission Checklist that correlates to your college.  For example, if you are planning to attend the University of Alabama you will need the UA College Admission Checklist.  I will have this checklist available when you receive your Portfolio and they will also be available in my office all year long.  
The idea of this checklist is help you with the college admission process.  There are specific steps to apply to each college along with required deadlines.  This checklist is simply a guideline for you to use in the application process.  You can check the college’s website for more specific information.  Please complete this checklist and place in your Portfolio to be graded with the other documents.  As always, if you need assistance, please ask your teacher, or counselor for help.

College Checklist: Assignment

General: Two Year College
College Admission Checklist

	Task

Completed (() 
	Date Completed
	Task
	Date Due

	
	
	Complete and submit application for admission to College 
	

	
	
	Write down any identification numbers:
	

	
	
	Complete and submit the Signature Page and Photo ID
	

	
	
	Submit high school transcripts if ACT scores =

English – 18

Math – 20

Reading – 20
	

	
	
	If ACT scores are not the above scores then take the ACCUPLACER placement test at College
	

	
	
	Meet with an Academic Advisor
	

	
	
	Submit College Scholarship by deadline
	

	
	
	Complete the FAFSA
	

	
	
	Register for College classes
	


Program of Study
List the program of study you plan to enter:__________________________
Contact Information
College Name: _________________________________________________

Address: ______________________________________________________

City/State/Zip: _________________________________________________

Phone Number: ________________________________________________

Website: ______________________________________________________
College Checklist: Assignment
General: Four Year College
College Admission Checklist

	Task

Completed (() 
	Date Completed
	Task
	Date Due

	
	
	Complete and submit application for admission and the application fee to the College 
	

	
	
	Submit high school transcripts
	

	
	
	Complete and submit the College Scholarship application by deadline
	

	
	
	Pay Freshman Enrollment Deposit
	

	
	
	If living on campus, complete the necessary paperwork and submit the housing application fee
	

	
	
	Complete the FAFSA
	

	
	
	Register for College classes
	


Program of Study
List the program of study you plan to enter:__________________________
Contact Information
College Name: _________________________________________________

Address: ______________________________________________________

City/State/Zip: _________________________________________________

Phone Number: ________________________________________________

Website: ______________________________________________________
College Essay
In order to be prepared to enter college and to complete scholarship applications you will need to compose a college essay. This essay should have a minimum of 500 words. You will need to save your essay on a flash drive or somewhere that you can access it easily. For this assignment, please print a copy of your essay and put it in your Portfolio. 

Your essay will need to address the following statement:

Describe your educational goals and why you want to enroll in this college.

Action Plans A & B: Instructions

Regardless of what you do after high school, you need a plan! Please complete Plan A and Plan B. Action Plan A should address your first choice of activities following high school. In other words, if everything goes exactly the way you planned, what will your life look like? Be thorough; make sure to include specific amounts for the portion of your plan that involves money. Outline your steps carefully and sequentially. Be specific about your living arrangements; location, roommates, costs, etc. 

Action Plan B is your default plan. In other words, if everything falls apart in Action Plan A, what will you do? You also need to be very specific in this plan. If you can’t go to college, then where will you work? If you can’t live at home, then with whom will you live? These are the types of specific answers you need to provide in a good action plan. Finally, as always, if you are confused, please ask your advisor or teacher for assistance in completing your Action Plans. 

Action Plan A: Sample
	What is your first choice of plans after graduation?
	I plan to attend Georgetown University in Washington D.C. I think that I am going to major in Psychology.

	What requirements must you fulfill in order to complete your plan?
	I need to graduate from high school with a 3.5 G.P.A. I need to score at least 1800 on my SATs or a 40 on my ACT. I need to apply to the University and get my letter of acceptance.

	What living arrangements do you need to make?
	I am hoping to live in a dorm, because that is more affordable than living in an apartment in Washington, D.C. However, if there are no dorms available I will need to find a roommate and get an apartment in D.C. I am flying back there in June to research living arrangements.

	How much money does this plan require?
	Tuition: $28,000year

Dorm: $15,000 year

Books: $2,000 year

Food/Misc. $3,000 year

Travel home on Christmas and summer break: $1,000

TOTAL: $49,000 year

	What is your plan to obtain this money?
	I have earned 2 scholarships, one of them will pay for $12,000 a year and the other will cover $15,000 a year. I have also applied for Financial Aid and will take out student loans if necessary.

	What steps have you taken to complete this plan?
	I have applied to Georgetown.

I have taken the ACTs and SATs 2 times and plan to take them once more to try to improve my score.

I have researched the college and surrounding locations

I have a plane ticket for my flight to D.C. in June.

I have applied for Financial Aid

I have applied for dozens of scholarships

	What steps do you need to complete?
	I need to hear from the college (to know if I’ve been accepted)

I need to figure out my living arrangements

I need to take the last ACT and SAT tests.


Action Plan A: Assignment
	What is your first choice of plans after graduation?
	

	What requirements must you fulfill in order to complete your plan?
	

	What living arrangements do you need to make?
	

	How much money does this plan require?
	

	What is your plan to obtain this money?
	

	What steps have you taken to complete this plan?
	

	What steps do you need to complete?
	


Action Plan B: Sample
	What will you do if Plan A does not work out?
	I will go to Oregon State University. I still want to study Psychology.

	What requirements must you fulfill in order to complete your plan?
	I need to graduate from high school with a 3.0 G.P.A. I need to score at least 1300 on my SATs or a 30 on my ACT. I need to apply to the University and get my letter of acceptance.

	What living arrangements do you need to make?
	I would live at home and commute, at least for the first year. Then I plan to find an apartment in Corvallis and share expenses with a roommate.

	How much money does this plan require?
	Tuition: $8,000year

Commuting: $2,000 year

Books: $2,000 year

Food/Misc. $3,000 year

TOTAL: $15,000 year

	What is your plan to obtain this money?
	I need to apply for scholarships that cover expenses at OSU. (The two I have are only for Georgetown). I have also applied for Financial Aid and will take out student loans if necessary.

	What steps have you taken to complete this plan?
	I have applied to Oregon State University as well as Georgetown.

I have taken the ACTs and SATs 2 times and plan to take them once more to try to improve my score.

I have researched the college and surrounding locations

I have applied for Financial Aid

I have applied for dozens of scholarships

	What steps do you need to complete?
	I need to hear from the college (to know if I’ve been accepted)

I need to figure out my living arrangements

I need to take the last ACT and SAT tests.

I need to graduate from high school.

I need to get a reliable car, since I’ll be commuting from Sheridan to Corvallis 5 days a week.


Action Plan B: Assignment
	What is your first choice of plans after graduation?
	

	What requirements must you fulfill in order to complete your plan?
	

	What living arrangements do you need to make?
	

	How much money does this plan require?
	

	What is your plan to obtain this money?
	

	What steps have you taken to complete this plan?
	

	What steps do you need to complete?
	


Resume: Instructions
A resume is an overview of your experience and qualifications. Effective resumes will inform the reader about important facts regarding you, the applicant. When you write your resume you want to make sure that you catch the reader’s attention. Remember, you are trying to convince the reader that you are worthy of a job, or college admission. It’s important to provide all of the following information in your resume: 

· Your name 

· Your address 

· Your contact information 

· Mailing address 

· Telephone (home and cell) 

· E-mail address 

· Who are you? 

· What skills do you have? 

· What should the interviewer know about you? 

· What achievements set you apart? 

· Remember to:

· Make it personal 

· Highlight and reflect your personal strengths 

· Always type it 

· Have a teacher or parent proof read it 

· Make it look professional 

· Omit personal pronouns (I, me, myself) 

· Use action verbs to describe your qualifications. 

On the next few pages are some sample resumes. Use any format that you wish. (There are many resources for sample resumes. Check on Microsoft Word, and also on the Internet).  If you already have a resume then you need to show it to your teacher, edit and update it, and make sure that it meets the requirements of the Senior Portfolio. 
Please be sure to save this document on a flash drive or somewhere that you can get to it quickly. Always keep an updated copy of this document handy. Please print out a clean copy of your resume and place it in your Senior Portfolio.
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Birmingham, AL ¢ (205) 470-7478  Joib.Design@gmail.com

PROFILE
* Efficient in modern classroom technology * Passionate for education and an unwavering
* Proficient in Microsoft Office commitment to optimizing students’ success
* Efficient in Adobe Photoshop, Illustrator, and * Extremely patient and understanding during any
InDesign situation
* Experience in teaching, leading, and inspiring * Able to maintain a positive attitude as well as an
others to complete tasks organized classroom
* Effective communication (written and oral) and * Create and adapt lesson plans according to
listening skills students’ academic needs
EDUCATION

University of Montevallo, Montevallo, AL — Expected Graduation: 2020
e Master of Education Degree in Secondary Education: Concentration in P-12 Art Education

University of Montevallo, Montevallo, AL — Degree Awarded: May 2016
e Bachelor of Arts Degree in Art: Concentration in Graphic Design
e Minor in Management Information Systems

EXPERIENCE

Thompson High School - Alabaster, AL, Student Teacher — March - April 2020
Successfully taught Advanced Placement Sculpture, Art [ & II, and Sculpture 1, 11 & III.
® Developed and implemented various art lesson plans with leeway for modification.

e Marked, corrected, and gave feedback on work created by students.

e (Created and organized online lessons for virtual class.

Montevallo Elementary School - Montevallo, AL, Student Teacher — January - February 2020
® Traveled to Vincent Elementary School with my Cooperating Teacher once a week.
Successfully taught Kindergarten through Fifth Grades at both schools.
Created and taught various lesson plans that could be modified depending on the circumstances.
Created meaningful connections to students while constantly demonstrating respect and rapport in the classroom.
Observed and evaluated students’ work to determine students’ progress or to make suggestions for improvements.

Thompson High School - Alabaster, AL, Student Teacher — September - December 2019

Developed and implemented a variety of various lessons that contained room for modifications twice a week.
® Assisted in marking, correcting, and giving feedback on assignments done by students.

e Encouraged students to be creative and expressive as well as to do their best.

e Listened to students various needs to create the optimal learning environment.

Oak Mountain Middle School - Birmingham, AL, Student Teacher — September - December 2018
® Observed students in Sixth, Seventh, and Eighth Grades two days a week.
® Shadow taught various lessons throughout an academic school day.
e Created and taught lesson plans to students that were interesting, easy to follow, and educational.
® Ensured that respect and rapport was a regular part of classroom routine.

Montevallo Middle/ High School - Montevallo, AL, Student Teacher ~ January - April 2018
® Observed students at Montevallo High in the morning and Montevallo Middle in the afternoon one day a week.
e Experienced the difference between educating high school and middie school students on a daily basis.
e Created and taught lesson plans to the middle school grade levels.
® Established a positive classroom climate while assisting students in developing their artistic talent and knowledge.
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ASSISTANT MANAGER

[Address] [Phone] [Email]

OBJECTIVE

[Replace this sentence with your job objective. To replace any tip text with your own, just select a line
of text and start typing. For best results when selecting text to copy or replace, don't include space to
the right of the characters in your selection.]

EDUCATION — EXPERIENCE
[School Name], [City], [Dates From] - [To]
[State] [Job Title] - [Job Position] « [Company Name]

[You might want to include your D J— [To
GPA here and a brief summary ates From] - [To]
Strclevant coursework: awards [Job Title] - [Job Position] + [Company Name]
and honors.]
[Dates From] — [To]
[Job Title] - [Job Position] - [Company Name]

[This is the place for a brief summary of your key responsibilities
and most stellar accomplishments.]

KEY SKILLS — COMMUNICATION
Mar.ketlng [You delivered that big presentation to rave reviews.
Project Management ; ; 5
; Don't be shy about it now! This is the place to show how well you
Budget.Planning work and play with others.]
Social Media Ry :
Planning

LEADERSHIP

[Are you president of your fraternity, head of the condo board, or a
team lead for your favorite charity?
You're a natural leader—tell it like it is!]

REFERENCES

List at least 3 references here.





[image: image3.jpg]Ameila Roberts

ameilaroberts@yahoo.com

contact

123.456.789 S
AmeliaRoberts@gmail.com
45 Winfield Dr. o

Charleston, SC 90764
Linkedin.com/username in

education
CLASS OF 2019, 3.8/4.0 GPA
Heritage High School
Charleston, SC
RELEVANT COURSEWORK

Intro to Business /
Entrepreneurship / Computer
Applications

awards

National Merit Scholarship Finalist

Academic Honor Roll

key skills

Spanish - Conversational
R I BN BN BN B B

70+ WMP Typist
T P 0 K 0

Google Suite
C L 1§ 0

Customer Service
T T T R T RN

Project Planning / Budgeting
N N .-

Public Speaking
N D BN .

career objective

Responsible and ambitious student (3.8/4.0 GPA) with excellent
time management. Seeking to apply my customer service abilities
and project/event planning skills to the Business Development
summer internship at your company. Possess proven
communication skills and strong work ethic that will aid your
company in meeting its milestones.

volunteer experience

INFORMATION DESK ASSISTANT
MUSC Children’s Hospital / 2018 - Present

Greet hospital patients and visitors and provide guidance
in finding the proper patient room, clinic, or various
departments

Process and distribute mail and newspapers to patient
rooms

Assist wheelchair-bound patients in reaching their desired
destinations

VOLUNTEER
One80 Place Homeless Shelter /2016 - 2017

Organized a successful schoolwide canned food drive that
collected 400+ cans in one month (November 2016)
Assisted in biweekly meal preparation and lunch service on
Saturdays

Processed incoming food donations and organized food
pantry, developing new system of grouping items by
expiration date to reduce monthly food waste by 15%

extracurricula

Model United Nations — President
Student Council — Secretary
National Honor Society

Business Professionals of America
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1850 7th Ave Calera, AL 35040 « (205) 541-4937 « Wes_Mobley@yahoo.com

Education

Masters Secondary Education | May 2020
University of Montevallo — Montevallo, AL

Bachelor of Science in History | May 2013
University of Montevallo — Montevallo, AL

Professional Experience

Oak Mountain Middle School Birmingham, AL
Internship - 8th Grade Social Studies

o Work with cooperating teacher to effectively manage the classroom

¢ Engage with students and motivate their learning process
e Hone teaching skills with extensive time in front of the class

Substitute Teacher Birmingham, AL

Kelley Staffing
e Ensure class is completing the day’s assignment
o Implement effective classroom management

RealtySouth, Birmingham, AL
Technology Trainer/Realtor
¢ Train Agents in new and updated e-business software

Build and maintain professional with clients
Market residential and commercial properties

Brentwood Enterprises Calera, AL
Operations Manager

Market rental properties

Formulate, review, and report profit loss spreadsheets

Jan. 2020 - May 2020

Jan. 2019 -Present

Jan. 2014 - Present

Visit Real Estate offices to implement electronic database management programs

Aug. 2009 — Dec. 2013

Skills

Proficient in Google Suite

Student focused

Experience in teaching and
training

Passionate about equity in
teaching

Proficient in Google
Classroom

Member of Teaching
Tolerance

Honors and Awards

RealtySouth Red Award for
Outstanding Teamwork
2016, 2017, 2018, 2019

RealtySouth-Shelby Top
Producer 2019

University of Monevallo
Alumni Associaion





Cover Letter

Cover letters accompany resumes to introduce the reader of the resume to the writer. They personalize the resume, allowing the writer to provide more detail about him- or herself and any relevant experience. Many people think of cover letters as a way for the writer’s true voice to come through.  The cover letter is the reader’s first impression of the writer.
Cover letters are written like a business letter. The writer has to know the correct placement of the heading, date, salutation, body paragraphs, closing, and signature. Readers expect a cover letter to have certain features. If they aren’t included, the reader may think the writer is not knowledgeable and, therefore, not ready for whatever he or she is trying to accomplish by submitting the cover letter and resume.

A good cover letter

· Has a clear purpose that shows why you are writing it 

· Is visually appropriate and appealing, or easy to read 

· Includes additional relevant information about the writer 

· Is grammatically correct with no errors in punctuation or spelling
Instructions

Your assignment is write a cover letter to the following business:

Mrs. Kim Barnett, Counselor

Brookwood High School

12250 George Richmond Parkway

Brookwood, AL 35444

You are applying for one of these jobs:

Secretary

Coach

Teacher

Please choose a job and write a cover letter following the sample below.

Cover Letter: Sample
September 12, 2014
Ms. Louise Brown, Manager

Blue Parakeet Cafe

1234 Silverdale Way

Silverdale, WA 98383

Dear Ms. Brown:

I am applying for the position as a Server at the Blue Parakeet Cafe.

Your advertisement in the Central Kitsap Reporter for Servers at the Blue Parakeet Cafe offers a great opportunity for me to begin my career in foodservice. I’m a junior at Central Kitsap High School where I’m currently enrolled in Pro-Start which is a program designed to prepare students for restaurant and food service careers. 

For your review, I’m enclosing a copy of my resume that shows my qualifications. I:

· Am hard-working, dependable, and honest

· Have a pleasant disposition and outgoing personality

· Enjoy being with people

I am sure that once you’ve had a chance to look over my resume and meet with me, you’ll agree that my enthusiasm and willingness to learn will make me an ideal Server at the Blue Parakeet Cafe. You can reach me after 3:00 p.m. at (360) 456-7890.  I look forward to hearing from you.  Thank you. 

Sincerely,

(Sign your name here; leave 4-5 spaces)
Rose J. Hernandez

Thank You Letter: Instructions and Tips

After you have been granted a job interview it is very important to send a thank you letter to the person who granted you the interview. Please write a thank you letter and include it in your portfolio to demonstrate that you have learned this skill. Follow the tips below, and as always, if you need help, please ask. Also, this is one component of your portfolio that may be handwritten.

· Write the thank-you letter as soon as possible after the event (for a job interview, this should be within 24 hours of the interview). However, do not thank the person beforehand (for example, "Thanking you in advance for your help in this matter"). To do so is presumptuous and suggests you are unwilling to write a follow-up letter.

· Handwrite personal letters, and use customized letterhead for business correspondence. Use quality paper. E-mail may also be appropriate in less formal situations, especially if the addressee expresses a preference for it or if time constraints require it.

· Address your letter to a specific person, if possible, not just the company or organization in general.

· Write clearly and concisely; this is no time to be longwinded or flowery.

· Stick to the point.

· Be sincere--most people can sense when you aren't being honest.

· Be specific and include details from the event. Make your letter stand out (don't send a generic letter that could be to or from anyone).

· Proofread the letter before sending it: grammatical errors and typos are sloppy and unprofessional.
Instructions

Your assignment is write a thank you letter to the following business:

Mrs. Kim Barnett, Counselor

Brookwood High School

12250 George Richmond Parkway

Brookwood, AL 35444

Your thank you letter will be about the same job that you wrote on your cover letter.

Thank You Letter: Sample
July 15, 2015
Mr. Frank Ainley, Manager

Taco Bell

0000 Mooney Blvd.

Visalia, CA 93292

Dear Mr. Ainley:

I appreciate the time you took to interview me Tuesday for the assistant cook opening at Taco Bell.  It is exactly the kind of position I am seeking.

Your franchise has a very good reputation in Tulare County.  I would like to work in your business.  I feel my past experience at Burger King in Three Rivers will be helpful to me.  

As we agreed, I will call you next Monday afternoon for your decision.  I am looking forward to joining your business.

Sincerely,

Your Name

Your Address

City, State Zip

Letters of Recommendation
You may be required to submit letters of recommendation for a job or a scholarship. You may collect letters from an employer, teacher, guidance counselor, principal, coach, priest, minister, or another adult of the same caliber. 

When you ask for a letter of recommendation it is common courtesy to phone, request the letter in writing, or approach the letter writer in person to ask for a letter. Remember to practice common courtesy when requesting your letter. Allow the writer plenty of time and provide a list of your accomplishments and goals for the writer. 
You should explain to the writer that you will include the letter in your portfolio, which you will use to conduct your job search, or college admission process. 

Make your letter writer aware of the exact time that you need your letter. Also, make sure to arrange a date to pick up the letter and/or provide a self addressed, stamped envelope. 

Finally, once you have received your letter, make sure to properly thank the letter writer. Either send a thank you note, or thank them in person. Remember, courtesy goes a long way! 

Beyond Brookwood Mock Interview

You will include a copy of the graded rubric from your Beyond Brookwood mock interview.  This will allow you to reflect on your interview skills and make the necessary adjustments to have a successful interview.  Below is a blank rubric so you will know what is expected at this interview.
	
	Not Demonstrated
	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations
	Points Earned

	Professional Presentation

	Demonstrates proper nonverbal communication (eye contact, posture, facial expressions, body language, smile)
	0
	5
	10
	12
	

	Demonstrates a strong introduction (smile and handshake) and closing (thanks interviewer)
	0
	5
	10
	12
	

	Demonstrates self-confidence, takes initiative, and is enthusiastic
	0
	5
	10
	12
	

	Demonstrates professionalism
	0
	5
	10
	12
	

	Interview

	Demonstrates the ability to understand and respond to interview questions
	0
	5
	10
	12
	

	Relates previous experience/activities with position’s duties and skills necessary to succeed (realistic appraisal of self)
	0
	5
	10
	12
	

	Possess knowledge about goals
	0
	5
	10
	12
	

	Possesses excellent communication skills and uses appropriate grammar and uses appropriate length of time to answer questions
	0
	5
	10
	12
	

	Resume

	Presented at time of interview
	0
	5
	10
	12
	

	Subtotal
	
	
	
	
	

	Final Score
	         /108


Financial Activities
We will discuss a variety of financial topics including the concept of a personal budget to better understand how to manage your money and finances.  We will also look at basic tasks related to becoming financially independent such as writing checks, balancing a checkbook, and understanding your payroll checks.  This will be done using the activities provided to you by Mrs. Barnett in the spring.  The following terms will be used throughout these activities so you should familiarize yourself with these terms.

Income: money received on a regular basis for work completed

Expense: money spent on something

Salary: fixed, regular payment, typically paid on a monthly or biweekly basis, made by an employer to an employee

Gross Income: total money received before any deductions
Net Income: total money received after any deductions, the money you bring home in your check
Annual: once a year

Monthy: once a month

Taxes Withheld: amount of an employee’s pay withheld by the employer and sent to the government for payment of income tax
Mortgage: a transfer of rights to a piece of property (as a house) usually in return for a loan and that is cancelled when the loan is paid
Principle: amount of loan remaining unpaid, not including interest or other charges
Interest: money paid regularly at a particular rate for the use of money borrowed, or for delaying the repayment of a debt
Down Payment: initial payment made when something is bought on credit
Credit Score: a measure of credit risk calculated from a credit report using a standardized formula; can be affected by late payments, absence of credit references and unfavorable credit card use
IRA: Individual Retirement Account; account where individuals can set aside money each year without having to pay taxes on that money
Benefits: indirect and non-cash compensation paid to an employee such as insurance, vacation, and pensions
Premium: amount to be paid for an insurance policy
Deductible: specified amount of money that the insured must pay before an insurance company will pay a claim
Copay: small, fixed amount required by a health insurer to be paid by the insure for each doctor visit or drug prescription
Budget: estimate of income and expenditure for a set period of time
Personal Interests and Achievements
In this section of the portfolio you may include any personal documents that will help you be successful in your career or at college.  It is a good idea to keep a copy of your current transcript and other examples of your personal interests and achievements in a safe place so you can reference it. 
The following is a suggested list of items to keep in your Portfolio and not required: 
· A High School Transcript 

· College Transcript (from any dual enrollment courses you have taken in high school) 
· ACT/SAT score reports 

· ASVAB (Armed Services Vocational Aptitude Battery) reports 
· AP score reports
· Perfect Attendance Award(s) 

· Academic Award(s) 

· Citizenship Award(s) 

· Honors Award(s) 

· Sports Award(s) 

· Certificates of participation in a club(s) 

· Other awards or recognition that you have received 

· Other recognition of your personal interests and abilities 

Community Service Hours

Community service is donated service or activity that is performed by someone or a group of people for the benefit of the public or its institutions.  Brookwood High School has implemented community service as part of its portfolio package to be completed during a student’s senior year.  Community service may be done during the summer prior to the senior year and must be documented on the community service form.  You must have at least 10 community service hours prior to turning in your portfolio.  

As part of the portfolio, you should include your completed community service record sheet.

Community Service Record Sheet

Name of student _____________________________________________________

Name of Provider or supervisor _________________________________________

Location of Service ___________________________________________________

Phone number of provider _________________________________ (Home or Cell)

Email address of Provider _______________________________________________

	Date
	Start Time
	Task
	End Time
	Total Time
	Witness Name *

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*to be initialed by witness

I attest that I have completed the community service work as recorded above.

________________________________________
_________________

Student Signature





Date

Senior Portfolio Scoring Guide
A Portfolio containing examples of your best work, evidence of research into colleges and careers, a high school transcript, two letters of recommendation and a sample of your resume is required to complete the Senior Portfolio. You will present this portfolio to your English teachers and it will be scored on the following criteria:

Student: _____________________________________
Date:___________________
	Senior Portfolio
	Date 

Due
	Total

Value
	Points

Given
	Comments and Notes:



	Content
	
	
	
	

	College Admission Checklist (completed)
	Nov. 2020
	25
	
	

	College Essay
	Dec. 2020
	25
	
	

	Action Plan A
	Mar. 2021
	25
	
	

	Action Plan B
	Mar. 2021
	25
	
	

	Resume
	Oct. 2020
	25
	
	

	Cover Letter
	Oct. 2020
	25
	
	

	Thank You Letter
	Dec. 2020
	25
	
	

	Beyond Brookwood Mock Interview Rubric
	Nov. 2020
	25
	
	

	Budget Activity
	Mar. 2021
	25
	
	

	Community Service Record
	April 2021
	25
	
	

	Neat and Organized
	
	25
	
	

	Free of Spelling/Grammar Errors
	
	25
	
	

	
	
	
	
	

	Total Points
Final Grade
	
	300
	
	


PAGE  

