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What’s this all about?

Decatur High School has implemented a Senior 
Project to help seniors recognize the impor-

tance of becoming self-motivated and independent 
individuals. Seniors benefit from the opportunity to 
experience a largely self-motivated type of learning 
and application of networking, planning, and com-
munication skills. Decatur graduates will design a 
project that showcases not only their interests, but 
also some of the most important knowledge and 
skills they’ve gained from their years in school. 

By school board policy, the Senior Project is a cul-
minating graduation requirement. All non IB-DP/CP 
seniors who will graduate from Decatur High School 
must participate. Individual interest determines the 
focus of research and project plans – choice is es-

sential. Each project must provide real-world service 
and demonstrate a significant “stretch” that actively 
engages the student and demonstrates the skills that 
students will use after graduating from Decatur High 
School.

The Senior Project requires “four Ps”: a researched 
proposal, a project, a portfolio and a presentation. 
Evaluation of each of the Senior Project’s four Ps will 
be standards-based. Criteria included in this hand-
book identify what must be done to satisfy each re-
quirement. Students are not working for a numeric 
grade or a ranking – each senior must simply meet 
the standards and demonstrate a personal stretch.

The Class of 2018 will find continuous support 
throughout the year during weekly senior advise-
ment, and seniors should work closely with their se-
nior advisers and community mentors. We’ll work to 
ensure each senior succeeds.

Background
Planning for the DHS Senior Project began in the 
summer of 2006 when (then) assistant principal Lau-
ri McKain and teachers Jon Reese and Ayoka Shakir 
participated in the national Senior Project Institute 
held in Asheville, N.C. Once Decatur’s school board 
amended the graduation requirement to include the 
Senior Project, a design team was formed. This fac-
ulty group continued as an implementation team. 
Committee members now change yearly. Every De-
catur (non-IB) graduate since 2009 has successfully 
completed the Senior Project.

2017-2018 Senior Project Committee
Ms. Gonzalez (social studies), Dr. Jackson (counseling), 
Dr. Parker (science), Mr. Skillman (CTAE), Ms. Spadacci-
ni (math), Ms. Walker (English), and Mr. Woods (admin).
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SPdatebook
Fall Semester - 2017
AUGUST
15 Senior Project orientation meeting
 for seniors and parents (6:00 p.m.)

SEPTEMBER
18 Fall break – finish proposal letter
26 Proposal prep session (3:45 p.m.)
28 Project proposal letters due (p. 6)

OCTOBER
19 Proposal resubmissions due
26 Mentor selection forms due
 

NOVEMBER
2 Off-track senior interventions begin
20 Thanksgiving break – use this time for  
 project work and mentor conferencing
30 Journal #1 due to adviser (p. 11)

DECEMBER
22 Winter break – work on your project   
 to have it finished in next eight weeks

Spring Semester - 2018
JANUARY
11 Mandatory conference week #1

FEBRUARY
8 Journal #2 due to adviser (p. 11)
 and mandatory conference week #2 
15 Winter break – wrap up your project
 
MARCH
8 Journal #3 due to adviser (p. 11)
 and mandatory conference week #3
14 Portfolio prep session (3:45 p.m.)
15 Portfolios due in advisement
29 Senior boards rehearsals begin in   
 advisement (continue through 4/20)

APRIL
2 Spring break – prep for boards night
19 Senior boards & showcase (6 p.m.)
26 Senior board evaluations returned

the Deadline Demon
wants you to ignore this calendar. He hopes you’ll forget what day 

of the week it is and what month of the year it is. He’d be happy 
if you were to forget this was your senior year. Procrastinators 
make him grin. The demon hungers for slackers who jeopardize 

their graduation by ignoring the Senior Project timeline. Please 
don’t feed the deadline demon – work hard to stay on track.
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Enter these 
dates on 
your phone 
right now!



A survey of more than 430 human-resource officials, con-
ducted in spring 2006 by the New York City-based Confer-

ence Board, found that 72 percent rated recent hires as deficient 
in basic English writing skills, such as grammar and spelling, 
and 81 percent rated them as deficient in written communica-
tions more broadly, such as memos, letters, and complex techni-
cal reports.

In a 2005 survey conducted for the National Association of 
Manufacturers, 84 percent of respondents said schools were not 
doing a good job preparing students for 
the workplace, with more than half cit-
ing specific deficiencies in mathematics 
and science and 38 percent citing defi-
ciencies in reading and comprehension

Employers complain even more, 
though, about a lack of “soft” or “ap-
plied” skills among America’s high 
school graduates than about inadequate 
academic skills.

In the Conference Board survey, for 
example, 70 percent of human-resource 
officials cited deficiencies among gradu-
ates in applied skills, such as profession-
alism and work ethic, defined as “dem-
onstrating personal accountability and 
effective work habits, such as punctual-
ity, working productively with others, 
time and workload management.”

Similarly, in the NAM survey, 55 per-
cent of employers rated the public edu-
cation system as deficient in equipping students with basic em-
ployability skills, such as attendance, punctuality, and a strong 
work ethic.

Those sentiments were echoed in focus groups and round-
tables that were conducted in Arkansas and Colorado with local 
employers.

In his state, says Daniel Furman of the Fund for Colora-
do’s Future, employers complained that high school graduates 
“would not come into an interview dressed appropriately. They 
would not come prepared to talk about the job they were inter-
viewing for.”

“If they were lucky enough to land a job,” he says, “they didn’t 
realize they had to show up to work on time Monday through 
Friday.”

In Arkansas, according to a January 2007 study by the Ar-
kansas Department of Education, 76 percent of employers said 

recent high school graduates who applied for jobs in their com-
panies lacked the necessary writing skills and the ability to do 
basic math. And more than 60 percent weren’t satisfied with 
graduates’ ability to read and understand instructions and other 
materials.

But the lack of soft skills—defined as everyday social skills, 
such as work ethic, verbal and nonverbal communications, at-
tendance, interview abilities, and attitude—dominated the com-
plaints of business leaders in Arkansas.

James E. Rosenbaum, a sociologist 
at Northwestern University who’s inter-
viewed employers about their workforce 
needs, says: “Employers we interviewed 
said they were able to redesign jobs 
around academic-skill deficiencies, but 
not soft-skills deficiencies.”

Nearly all jobs, he says, “require basic 
work habits, such as regular attendance, 
motivation, and discipline, and our 
schools are not taking steps to improve 
students in these areas. Indeed, the op-
posite may be occurring. If teachers are 
compelled to focus more on academic 
skills and test scores, they may devote 
less attention to soft skills and efforts to 
improve them.”

At least one analysis by the Prince-
ton, N.J.-based Mathematica Policy Re-
search Inc., suggests that improvements 
in nonacademic competencies—such 

as work habits and a belief that success results from hard work 
rather than luck—may be just as important for improving later 
earnings and postsecondary success for some students as gains 
in academic skills.

Examples include analysis, interpretation, precision and ac-
curacy, problem-solving, and reasoning, he writes in “Toward a 
More Comprehensive Conception of College Readiness,” a pa-
per prepared for the Seattle-based Bill & Melinda Gates Foun-
dation. Similarly important, he continues, are the attitudes and 
behavioral attributes that students who succeed in college dem-
onstrate, including study skills, time management, awareness of 
their own performance, persistence, and the ability to use study 
groups.

Excerpted from “What Does ‘Ready’ Mean?” in Education Week (26,4)

Why this project is so important
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Who’s
who

ROLES &
RESPONSIBILITIES

Senior Adviser

In addition to organizing and su-
pervising senior class activities, 

senior sponsors will also serve as 
“coaches” for the Senior Project. 
They will distribute information, 
oversee deadlines, and provide 
specific guidance for various ele-
ments of the Senior Project. They 
will also help their seniors gather 
and organize the  components of 
the portfolio. Attendance in ad-
visement is now more critical than 
ever. This is where Senior Project 
guidance will happen every week.

Community Mentor

Every senior is to complete a 
project that provides real-

world service and demonstrates 
a “stretch,” which means ventur-
ing into an area or activity that’s 
new. The community mentor 

should have specific experience in 
that area of interest and be able to 
provide helpful suggestions and 
expertise to help seniors pull off 
their projects. Seniors are respon-
sible for recruiting their own men-
tors, but the SP coach and the SP 
coordinator are available to help.

SP Coordinator

Recruiting and working  with   
advisers, community men-

tors and senior boards reviewers 
are major responsibilities of the 
Senior Project coordinator. This 
person is “the mouthpiece” of the 
Senior Project, communicating 
with students, parents, and com-
munity members about the proj-
ect’s benefits, requirements, and 
deadlines. In the spring, the co-
ordinator schedules and staffs the 
senior board presentations.

SP Committee

This group reviews project pro-
posal letters and advises the 

Senior Project coordinator about 
changes to the Senior Project. 

Board Reviewer

On the night of the senior 
boards, each senior will 

orally present his/her project to a 
group of three volunteer review-
ers from the community, who will 
determine whether or not the se-
nior has successfully met the oral 
presentation standards. Each re-
viewer will be invited in advance 
to read the proposals and examine 
the portfolios of the students they 
will be reviewing so that they can 
be prepared to ask relevant ques-
tions to their assigned seniors.
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Proposal Requirements
These are the minimal standards that must be met for a proposal letter to be considered.

Format
q All margins should be set at one inch
q The proposal letter should be typed in 12-point Times font and single-spaced
q Your letter must follow MLA formal business letter block format (see page 8)

Content
q The project focus must be introduced using research to explain the significance of need being addressed
q The description must be detailed and include goals, timeline, and ways to measure success
q You must describe the intended “stretch” and explain how the plan is need-based and service-oriented
q Your letter must demonstrate mastery of the rules of standard English (spelling, usage, punctuation, etc.)

Sources
q Parenthetical documentation must be used for statistics and all direct/paraphrased quotes (see below)
q Works cited page (attach to letter) must include at least three sources from academically-reputable sources
q Sources are to be listed in alphabetical order and follow MLA works cited format

Documenting quotes
the MLA way
In MLA style, referring to the works 

of others in your text requires the 
use of parenthetical citation. Im-
mediately following a quotation or a 
paraphrase of a source’s ideas, you 
type the author’s name followed 
by a space and the relevant page 
number within parentheses.
Example:
Human beings have been described as “symbol-
using animals” (Burke 3).   Note: Period is after the citation.

When a source has no known author, use a shortened 
title of the work instead of an author name. Place the 
title in quotation marks if it’s a short work, or italicize 
it if it’s a longer work.

Your in-text citation will correspond with an entry 
on your Works Cited page. For the parenthetical cita-
tion above, the works cited entry will look like this:

Burke, Kenneth. Language as Symbolic Action:
     Essays on Life, Literature, and Method.
     Berkeley: Univ. of California Press, 1966.

Sometimes you may have to use an indirect source, 
a source quoted in another source. For such indirect 
quotations, use “qtd. in” to indicate the source you 
actually consulted.
Example:
Ravitch argues that high schools are pressured to 
act as “social service centers, and they don’t do that 
well” (qtd. in Weisman 259).

If you use the author’s name in your sentence, then 
you only have to type the page number of the quoted 
material in parentheses.
Example:
According to Foulkes’s study, dreams may express 
“profound aspects of personality” (184).

Try to avoid quoting long passages. If your quota-
tion fills more than four lines, then place it in a free-
standing block of text and omit the quotation marks. 
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GEORGIA STATE UNIVERSITY
Academic penalties include 
such sanctions as assign-
ment of a failing grade for a 
particular course requirement, or for the 
course itself, or for other tests or program 
assignments. Disciplinary sanctions... are 
not limited to the following: suspension, 
expulsion, transcript annotations. 

UNIVERSITY OF GEORGIA
A transcript notation is the 
minimum penalty that can 

be given for a first offense. The other two 
penalties for a first offense are suspension or 
outright expulsion. On a second offense, the 
only penalty available is expulsion.

Before you can really know what you want to pur-
sue for your Senior Project, it helps to do a little 

reading to identify real-world needs. Here’s an out-
line of the “Big Six” research steps you might follow:

1. Ask good questions.
What do I already know about this topic?
What information will answer my questions?
What more would be helpful to find out?

2. Use effective information seeking strategies.
Where can I find the information I need? 
Which are the best possible sources? 
Which databases are the best choices?
Which sources do I already have access to?
 
3. Select and evaluate your resources.
How can I search these sources effectively?
After reading, can I identify better keywords or 
       subject headings to refine my electronic search?
Have I carefully examined my selected sources 
       for significant details and concepts?
Have I examined my sources for currency, relevance,
       accuracy, credibility, and and bias?

If we knew
what it was we

were doing, it would
not be called research,

would it?
– Albert Einstein

RESEARCH

4. Organize and restructure information.
How much of the information I collected is relevant?
Do I see any patterns emerging in what I collected?
How can I organize this so it makes sense to others? 

5. Communicate the results of your research.
How can I most effectively share this information 
       in my proposal letter?
What should I quote and what should I paraphrase?

6. Evaluate your work.
Am I sure I did not plagiarize from any sources?
Did I explore and select the best available resources?

S I X   S T E P S   T O   S U C C E S S

AVOID PLAGIARISM
Using sources without giving credit is 
called plagiarism, the act of present-
ing someone else’s work as your own. 
Whether you quote just a phrase or 
a larger section of text, you must 
put the exact words of the source in 
quotation marks and cite them. Para-
phrased ideas must also be credited 
to the source, even if you entirely re-
word the material. Be sure to identify 
each of your sources when you’re tak-
ing notes so that you don’t accidently 
confuse borrowed material with your 
own ideas. Plagiarism is academic 
cheating, and colleges don’t tolerate 
it. Avoid it by being careful to cite 
ideas that weren’t originally yours!
 

THE WORKS CITED PAGE 
Your works cited page will be at-
tached to your letter and should in-
clude sources you used to prepare 
your proposal. It is called a “works 
cited” page because it gives look-up 
information for the sources that you 
referenced in your letter. Each entry 
should begin flush left, and if the en-
try runs over one line, indent each 
additional line five spaces. Alphabet-
ize by the author’s last name or by 
title (if no author). You may find an 
online citation generator (like cita-
tionmachine.net) helpful in creating 
your works cited page. Be sure you 
select MLA as your style.

From Write Source’s Write for College

Colleges hate plagiarism!

Learn to use MLA formatting at this popular website: owl.english.purdue.edu/owl/
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It’s time to write the 
project proposal letter

TAKING CARE OF BUSINESS

1776 Constitution Dr.
Decatur, GA 30030
September 6, 2016

Senior Project committee
Decatur High School
310 N. McDonough St.
Decatur, GA 30030

Dear committee members:

My grandmother has dementia, a condition which makes her confused, irritable, and paranoid. She 
lives in an assisted living center. Sometimes relatives of senior adults with dementia feel overwhelmed 
when visiting because the person doesn’t recognize them or makes inappropriate or upsetting com-
ments (Richardson 249). This can lead relatives to limit their visits, which can negatively impact the 
well-being of the senior adult (Bingham 87). Recently, pet therapy has been investigated not only as a 
way to calm and entertain dementia patients, but also as a connecting point between patients and their 
relatives. In a book focused on family-patient relations, Delgado writes: “Families often come together 
around pets, and that provides a basic but positive link between the patient and visitors” (114). Pet 
therapy can prevent some of the isolation that dementia can cause for a family.

I have long been an animal lover; my family owns three dogs, a cat, and an iguana. My best friend’s 
father works for an animal rescue group, and I volunteer once a month for their adoption days at local 
pet stores. I am interested in what research says about the benefits of pet therapy with senior adults, 
especially those whose family connections are jeapordized by difficult social interactions. This topic 
has special significance for me since it connects my love of animals and my love of my grandmother. 
Unfortunately, I never been that organized, so I’ve chosen to stretch myself by taking on a project that 
will require me to manage timelines, appointments, volunteers and families I plan to serve.

For my project, I will coordinate a pet therapy partnership for three months with senior adults living in 
the “memory neighborhood” at Decatur’s Sunrise Assisted Living facility. First, I will meet with the 
coordinators of  Happy Tails Pet Therapy in Roswell, GA, to learn about their model of pet evaluation, 
volunteer training, and pet placement. I will also learn about the challenges of working with dementia 
adults by meeting with a geriatrics professional and staff at Sunrise. I will then begin to recruit students 
and parent volunteers who have suitable pets that we can use with the senior adults. Next, I will work 
with experienced pet therapists to conduct training sessions. Finally, I will coordinate placements on a 
weekly basis with three senior adults and their families identified by the Sunrise staff. Theresa Saltana, 
the director of Happy Tails, has agreed to be my mentor. Dr. Susan Goodson will supervise me and my 
volunteers at Sunrise. My goal is to help families like mine who are challenged to stay close to their 
relatives who have dementia. I plan to conduct interviews with the families at the end of the three-
month project to determine what impact the pet therapy had on their visits with their senior adults.

I would love to generate enough interest in this pet therapy program to find others who might keep it 
going even after I graduate!

Sincerely,

Shane Dorough

Home address and date go at 
the top. It’s OK to abbreviate 
address elements.

This is what you should type for the proposal 
letter. Notice that this part falls three returns 
below your address and the date above. 

Introduce the need you will 
address. Include at least 
three research references to 
explain the significance.

You must be specific – 
share goals, timelines, 
mentor information and 
ways you’ll measure 
success – to show that 
you know exactly what 
you’re planning to do.

The salutation is followed by a colon, not a comma.

End with a positive idea or
a complimentary closing.

Remember to sign your letter!

The Senior Project requires you to prepare a business-style letter for the Senior Project commit-
tee to propose your project idea. Use the full block style that is shown below. Format your letter 

with one inch margins and 12-point Times typeface. Review the requirements on the facing page.

Explain how your inter-
ests connect with the 
need you’ve identified. 
How might your project 
“stretch” you?

Attach the works cited page to your proposal letter

Everything is
aligned left.



Project Requirements
Each of these standards must be met for a project to count for the Senior Project.

The project must:
• be original, service-oriented, and focused on a “real world” need or problem that you researched
• demonstrate a stretch – show that you have gone beyond what you have previously known or done before
• require a minimum of 20 out-of-school hours (documentation on project work log required)
• require the involvement of an “expert” community mentor (documentation on mentor log required)
• be documented with printed photos or other physical evidence to show progress from beginning to end

Things to keep in mind:
Purpose: Your project should serve a real world need. This isn’t a classroom project meant for the reviewers.
Cost: Your project doesn’t have to cost you money. Choose wisely to avoid proposing a costly project.
Time: Be realistic with your project timeline so that you don’t “bite off more than you can chew.”
Transportation: Carefully consider transportation needs when proposing your project.
Equipment: Be sure you have access to any necessary machinery, tools, or other technology prior to starting 
your project. Never use equipment that you are unfamilar with or unauthorized to use.
Permissions: Visiting and volunteering in many sites require special permission. Call ahead to make arrange-
ments, and always respect the needs of those working or visiting in that area.
Confidentiality: Some projects may deal with individuals’ private information (like health records, financial 
status, etc.). Check with your mentor before you share details about others that might be confidential.

Presentation Requirements
These standards must be met in order to be successful at the senior board.

The presentation must:
• demonstrate thorough knowledge of the need (or problem) addressed by the project
• provide a clear explanation of the project and the steps you followed to complete the project
• be well-organized and last between 8-10 minutes
• demonstrate proficiency in public speaking (volume, pronunciation, eye contact, poise)
• demonstrate the ability to answer reviewers’ questions directly and concisely

Things to keep in mind:
Demonstration: The reviewers want to experience your project as much as possible. Bring what you can to 
show them what you have done or helped create.
Display: The project should be demonstrated and explained during senior boards. Some projects may involve 
products that can’t be displayed in a traditional way. Consider using photos, video, or audio recordings..
A/V needs: Special requests for audio-visual or computer equipment must be made in advance to the librar-
ians. Requests will be honored only if equipment is available. You may need to provide a laptop adapter.
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Portfolio Requirements
These items must be included IN THIS ORDER for your portfolio to be complete.

q Cover page (insert into front of binder)
 • Your project topic  
 • Your full name
 • Your senior adviser’s first and last name
 • A well-lit head and shoulders photo

q Table of contents with page numbers (you may
 handwrite page numbers on upper corners)

q Approved project proposal letter
 with works cited page attached

q Mentor contact log and evaluation (form A)

q Project work log (form B)

q Parent verification form (form C)

q Senior adviser verification form (form D)

q Photos and/or other evidence of completion

q Journal #1 (from Nov. 30)

q Journal #2 (from Feb. 8)

q Journal #3 (from March 8)

  

Providing after-school enrichment for elementary-ageEnglish language learners
Anikia AndersonSenior Adviser: Rachael Greyton

Sample cover page

First impressions matter!
A Google search of the term “first impression” yields over 21 
million hits! Dress, attitude, voice, courtesy – all of these help 
people make a quick judgment of you. Your portfolio is the 
first impression you will present to the senior board judges. 
Work hard to come off as organized, neat and thorough. 

BECOME MORE IMPRESSIVE
mindtools.com/CommSkll/FirstImpressions.htm

10
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Grab your 
ink quill

J o u r n a l  T o p i c s

Although you are encouraged to reflect throughout your Senior Project experience, you are only 
required to submit three journals in your portfolio. Typed journals are preferred so you can have a 

printout for your adviser and one for your portfolio later. Discuss each prompt. Your writing does not 
have to be formal, but do use school-appropriate language and correct grammar. Use your journals to 
think about your experience and to conference with your adviser. Reviewers will read each journal.

Journal Two
Your project will be complete 
soon. You’ve worked hard to do 
something that’s a real reflection 
of your interests. Consider:

• Has the project addressed the 
need you researched? Explain.

• How have your mentor and 
adviser supported your efforts?

• In what ways has your project 
required you to stretch your 
thinking and planning skills?

• What portfolio evidence will 
you use to showcase your effort?

Due to adviser by Feb. 8

Journal One
You should have begun collabo-
rating with your mentor and 
working on the project now, so 
reflect on each of the following:

• What things about your project 
have challenged you so far?

• How is your interaction with the 
mentor going? What have you 
needed that s/he has provided?

• What do you plan to accom-
plish over the next three 
months? How successfully are 
you following your timeline?

Due to adviser by Nov. 30

Journal Three
You will soon submit your com-
pleted portfolio, and you’ll begin 
rehearsing for your board pre-
sentation in advisement. Journal 
on each of these prompts:

• How thoroughly does your 
portfolio display the hard work 
you’ve done this year?

• How have you managed to 
stay motivated throughout this 
whole process?

• How do you feel about the up-
coming senior boards, and how 
do you want to prepare?

Due to adviser by March 8

Be sure you save
and print a copy for your portfolio.

One page of typed reflection on each prompt
should be sufficient.
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Contacting a mentor for an interview

Most professional people are 
interested in helping stu-

dents and will want to assist you 
in completing your senior project 
if they can arrange their schedules. 
As you plan what you will say to 
the potential mentor, remember 
to be considerate and get to the 
point. 

Professionals are busy people, 
so be organized to make efficient 
use of their time. Make the ini-
tial contact with your prospective 
mentor. Introduce yourself on the 
phone as a local high school se-
nior working on a school-assigned 
project. Say that you need a local 
person to provide guidance and 
expertise in a chosen area. Ask for 
a 15-minute appointment to ex-
plain your project proposal, and 
then wow them with your ideas!

THE MENTOR

match

A mentor is some-
one you trust who 

knows the subject of 
your project and will 
take a sincere interest in 
guiding you to complete 
it successfully. 

What does the mentor do? 
■ Provides expertise in 
the project/product area
■ Gives suggestions and 
technical advice
■ Provides supervision
■ Gives you feedback

Before choosing a mentor:
■ Clearly define your 
product or project
■ Be specific about what 
you expect from your 
mentor, including the 
time commitment

How to choose a mentor:
■ Brainstorm possible 
experts within your 
chosen field of study
■ Talk with parents, 
teachers and/or friends 
about possibilities

From Southern Regional 
Education Board’s
Senior Project Guide



searc
h

HOW
 TO

FIRST
Try using

your family
connections

• Send an email to your 
local relatives and let 
them know what you’re 
planning to do and what 
kind of expertise you’re 
looking for. Ask them to 
share phone numbers 
of local contacts who 
might have that kind of 
expertise or interest. You 
should ask neighbors, 
too. Maybe they’re very 
well-connected!

• If you have a relative      
who can help, that could 
work. It must be some-
one who doesn’t live 
with you to count. Be 
sure they know they’re 
to help, not do it for you!

THEN
Try using

your school
connections

• Drop by the rooms of 
the teachers you’ve had 
over the years. Let them 
know what you’re hop-
ing to do, and see if they 
have friends or family 
who might fit your need. 
Keep in mind that they 
won’t want to risk shar-
ing a personal contact 
with you unless they’re 
confident that you will 
be mature in the way 
you present yourself and 
the manner in which 
you work with the men-
tor (if it ends up being  a 
good match).

• Talk with your friends’ 
parents. So much is 
done in this town by 
networking, and many 
parents have developed 
long lists of professional 
contacts over the years. 
They might know some-
one who would be per-
fect for you!

FINALLY
Try making
an Internet
connection

• Enter  “Atlanta” along 
with keywords that re-
late to your project in a 
search engine to find out 
if there are local experts 
and organizations that 
are listed on Web sites. 

• Sometimes you’ll find 
an organization’s site. 
Dig a little deeper and 
locate the “Contact 
Us” page. Find a phone 
number or email address 
and make a “cold” call. 
Simply introduce your-
self as a senior at De-
catur High School who 
is looking for someone 
who has experience or 
expertise in your project 
area. Be professional, 
leave your contact infor-
mation and be sure to 
follow up if you haven’t 
heard back within two 
or three days.

Of course, the Senior Project coordi-
nator is available to help you! 
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to theSTEP UP

Finish big
1. Summarize what you’ve learned.
2. Reflect on your personal growth and the ways in 
which the Senior Project required you to stretch.
3. Leave the reviewers with something to think about.

Practice makes perfect
You will need to rehearse your presentation so that 
you’re sure you’ll meet the time requirement without 
going over. Ask your family to serve as mock review-

ers, and encourage them to ask you 
tough questions that will preprare 

you for whatever the real reviewers 
may ask. You will have an op-

portunity to rehearse in 
front of your senior 
classmates during 

advisement in the 
weeks leading up 

to boards night.

Use notecards
Your presentation is 

not a speech, but it is appropri-
ate for you to use notecards to 
provide an outline of presenta-
tion points. Don’t write what 
you’re going to say word-for-
word. Instead, use an outline 
on several cards to guide you.

Dress it up
The senior board is an event that 
demands your most polished 
presentation. Dress profession-
ally, like you would for a for-
mal job interview. Guys should 
wear nice slacks, a button up 
shirt, tie, and dress shoes. Girls 
should wear a skirt or slacks, a 
blouse and dress shoes. Your 
appearance should look mature 

and professional, so use good 
judgment. There’s only one 
senior boards night, so be 
prepared to impress!

Prep for senior boards
After a year of hard work, you’ll want to be ready 

for the final phase of the Senior Project – the se-
nior board presentation. You’ll share your research 
and project in a 8-10 minute presentation to a group 
of community reviewers. They will have five minutes 
to ask you questions. What will they be looking for?

Organization   
You present information in logical, interesting
sequence that the reviewers
can easily follow.

Subject Knowledge   
You demonstrate 
full knowledge by 
providing a thor-
ough presentation and 
answering all questions 
with explanations and 
elaboration.

Eye Contact 
You maintain eye contact with 
reviewers, rarely returning to your 
prepared notes.

Elocution
You use a clear voice and correct, 
precise pronunciation of terms 
so that all reviewers can hear the 
whole presentation.

Start your presentation
1. Introduce yourself.
2. Draw the reviewers’ attention by 
sharing someting that will stir their 
curiosity about your presentation.
3. State the purpose of your project 
or product.
4. Explain why and how you chose 
your project. 

Show off
1. Share with the reviewers ex-
actly what you’ve done
2. Use a demonstration, a read-
ing, a visual aid, a reference to 
visits or activities, or anything 
that provides evidence of your work.

DON’T BE NERVOUS
aresearchguide.com/3tips.html

14
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PRESENTATION CONTENT
q YES    q NO  1. Did the speaker introduce self and start by sharing something that drew your interest?
q YES    q NO  2. Did the speaker explain the significance of the need or problem s/he addressed?
q YES    q NO  3. Did the speaker identify how his/her interests guided the project idea?
q YES    q NO  4. Did the speaker explain how s/he found and worked with the community mentor?
q YES    q NO  5. Did the speaker outline the process s/he followed to complete the project?
q YES    q NO  6. Did the speaker share specific stories about completing the project?
q YES    q NO  7. Did the speaker discuss how the project demonstrated a personal stretch?
q YES    q NO  8. Did the speaker conclude with an idea that left you with something to think about?
q YES    q NO  9. Did the speaker use visual aids or demonstrations that enhanced the presentation?

Suggestions: ____________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

PRESENTATION SKILLS
q YES    q NO  10. Did the speaker speak clearly, make eye contact, and maintain a formal posture?
q YES    q NO  11. Did the speaker use notes effectively without appearing to read the presentation?
q YES    q NO  12. Did the speaker meet the time requirement (between 8 - 10 mins)? Paced too fast/slow?

Suggestions: ____________________________________________________________________________

______________________________________________________________________________________

__________________________________________________________________

POTENTIAL QUESTIONS
What questions might the three board reviewers ask of this speaker?
This will help the speaker prepare solid answers in advance.  

Question #1: _______________________________________________

_______________________________________________________

Question #2: ________________________________________________

____________________________________________________________

Question #3: __________________________________________________

_____________________________________________________________

Practice makes perfect!
Use this checklist to rehearse your board presentation with a friend or family member. Ask them for their honest
feedback and pay attention to their suggestions. You’ll do much better if you practice several times.
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PAPERWORK
Create a research-based proposal, 
stretch yourself with a meaningful project,
collect the portfolio evidence, then just complete a little

... and you’re done!
A     Mentor Contact Log & Skills Assessment
Keep this log current as you work with your mentor.
Both parts are required in your portfolio. 

B     Project Work Log
Use this log to record the hours that you work on your
project. It will be part of your portfolio.

C     Parent Verification Form
In order for your project to be counted, you must
have your parent complete this form.

D     Senior Adviser Verification Form
The person who has been with you throughout this
whole process must verify that you did
what you set out to do!

Each of these forms is available as part of the PDF
handbook you may request through school email. 

If you use the forms included in this handbook,
be sure to cut them out neatly on the dashed line. 

Please do not submit torn or rough-edged forms. You’re 
striving to make a professional impression with your portfolio.



Mentor Contact Log                                                                     A

Student name: _________________________________________________________________

Mentor name: _________________________________________________________________

Mentor phone: __________________   Mentor email: __________________________________

Decatur High School Senior Project

PLEASE PRINT NEATLY. STUDENT’S SENIOR ADVISER: ___________________________________________

CONTACT WRITE-UP #1   Date: __________________________

Describe briefly what happened during your first contact or meeting:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

        Mentor signature: ________________________________________
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CONTACT WRITE-UP #2   Date: __________________________

Describe briefly what happened during your second contact or meeting:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

        Mentor signature: ________________________________________

CONTACT WRITE-UP #3   Date: __________________________

Describe briefly what happened during your third contact or meeting:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

        Mentor signature: ________________________________________

Mentor must complete the back side.  Flip over >>>
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21st Century Skill Not 
observed

Needs to 
improve

Adequate Consistent
and strong

Specific Feedback

1. Think Creatively             

2. Work Creatively with Others          

3. Implement Innovations

4. Reason Effectively           

5. Use Systems Thinking

6. Make Judgments/Decisions     

7. Solve Problems                       

8. Communicate Clearly

9. Collaborate with Others      

10. Access and Evaluate Information     

11. Use and Manage Information

12. Analyze Media               

13. Create Media Products               

14. Apply Technology Effectively

15. Adapt to Change             

16. Be Flexible                         

17. Manage Goals and Time       

18. Work Independently          

19. Be a Self-directed Learner         

20. Interact Effectively with Others

21. Manage Products

22. Work Effectively in Diverse Teams   

23. Produce Results     

24. Guide and Lead Others       

25. Be Responsible to Others

Evaluate this student’s performance only in the 21st Century Skills you observed. Specific feedback, please!

Final comments: _________________________________________________________________________

_______________________________________________________________________________________

           Mentor’s signature: ___________________________________________   Date: _________________t
Mentor completes this side. 



Project Work Log                                                                           B

Student name: _________________________________________________________________

Project description: _____________________________________________________________

_____________________________________________________________________________

Decatur High School Senior Project

PLEASE PRINT NEATLY. STUDENT’S ADVISEMENT TEACHER: _____________________________________

Print aditional copies of this log sheet from the electronic handbook sent via school email.

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________
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DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

DATE

HOURS WORKED

DESCRIBE WHAT YOU ACCOMPLISHED

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________
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Parent Verification Form                                                            C

Student’s name: ________________________________________________________________

Project description: _____________________________________________________________

_____________________________________________________________________________

As the parent or legal guardian,  I verify that my student has independently completed the proj-
ect portion of the Senior Project. Neither I nor any member of my family nor any other adult has 
completed any part of the work that was to be done by my student. 

A PARENT/GUARDIAN MUST COMPLETE THIS PART

Briefly describe how your student’s project provided a service and demonstrated a “stretch”:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

I understand that the final phase of the Senior Project is the senior boards presentation, to be held 
in April. I agree to help my student prepare for this important event.

Parent signature: __________________________________________    Date: _______________

Parent name: ___________________________________________________________________

Parent email address: ____________________________________________________________

Home phone: (_____) ____________________    Cell phone: (_____) _____________________

Decatur High School Senior Project

PLEASE PRINT NEATLY. STUDENT’S ADVISEMENT TEACHER: _____________________________________

This form can be printed from the electronic handbook file sent via school email.
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A signature is just not 

enough! We want to know 

how your parent and your 

adviser feel thi
s experience 

has stretched you. This

documentation is required 

for a complete portfol
io.
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Senior Adviser Verification Form                                          D

Student name: _________________________________________________________________

Project description: _____________________________________________________________

_____________________________________________________________________________

As the senior adviser,  I verify that this student has independently completed the project portion 
of the Senior Project. Neither I nor any other adult has completed any part of the work that was to 
be done by this student. 

SENIOR ADVISER MUST COMPLETE THIS PART

Briefly describe how your student’s project provided a service and demonstrated a “stretch”:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

I understand that the final phase of the Senior Project is the senior boards presentation, to be held 
in April. I agree to help this student prepare for this important event.

Adviser signature: ________________________________________    Date: _______________

Adviser name: _________________________________________________________________

Decatur High School Senior Project

PLEASE PRINT NEATLY.

This form can be printed from the electronic handbook file sent via school email.
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Decatur High School  •  310 N. McDonough St.  •  Decatur, Georgia 30030
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