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Capstone Project Manual for West Florida High School 

 

 The Capstone Project Manual has been compiled to assist West Florida High School students and 

staff in successfully completing the Capstone Project. This project will consist of a research paper written in 

APA format, a product or community service option designed to show technical skills mastery, and a 

presentation. The paper portion of this project will be completed in the student's English III  class; the product 

portion and the presentation will be considered as part of the student's technical requirements. The research 

paper portion of the Capstone Project will commence in the first semester of English III and conclude by the last 

semester of English III . The product/community service portion and the presentation portion of the Capstone 

Project will begin in the studentôs technical area in the first semester of his/her senior year and must be 

completed during the second semester of the senior year.  In order to graduate with a technical diploma, all West 

Florida High students must complete a Capstone Project with a passing grade of 60 or higher (calculated by 

averaging the grades received for the three different portions of the project).. 

 

 Since the curriculum at West Florida High is competency-based, requiring students to 

demonstrate mastery of skills on a progressive level, the Capstone Project will be a final opportunity for 

students to display and demonstrate their mastery of both technical and applied academic skills. The  Capstone 

Project will also allow students to demonstrate that they are capable and disciplined entrants into the real world 

of work or college and are concerned about the quality of their work. The Capstone Project will also serve to 

raise standards of acceptability for student work, student expectations of instruction, and staff expectations of 

student performance.  

 

Capstone Project Management 

 

It is the responsibility of the technical instructors to brainstorm topic selection and product design with 

all their junior students. Technical instructors should provide time and guidance for students for this process. 

 

Once a topic, key words, and product have been selected, technical and English teachers should then 

provide class time for students to perform preliminary searches for information which will help students to 

narrow their topics into a focus. Once the focus has been determined, the English teacher will then work with 

the student to complete the steps of the research process, the writing of the paper, and presentation preparation. 

 

 The technical teacher will help the student with the content of the paper, the product, and the 

planning of the presentation. 

 

 Students should utilize English class time to complete the paper and technical class 

time to complete the product.  In addition to these classes, portions of TECH (Tutorial, Enrichment, Capstone 

Help) will be utilized for instruction, research, and product development.  Time beyond English and technical 

class time will be needed for this project.  Students are expected to plan on their own for any additional time 

needed to complete this project. 
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  General Guidelines 

 

 The research process is designed as the basis by which the paper, product, and presentation 

are developed and supported. 

 

One component of the Capstone Project is a career-related, formal research paper using APA 

guidelines where the paper topic is incorporated into the academic and technical curriculum. The student is 

expected to have a minimum of  5 pages of text (7 pages ofor Honor students). Reference page or appendices 

are not included in page count. 

 

The second component of the Capstone Project is a tangible product designed, constructed, and related 

to the student's technical program and is created using the research information found in researching the paper. 

The student is expected to spend a minimum of 20 hours on product development and construction. In place of a 

product, the student may choose to do 20 hours of community service in a career-related field (with technical 

teacher's pre-approval).This does not include travel time to and from the community service site. 

 

The final component of the Capstone Project is a formal, oral presentation of the entire project, 

bringing together the paper component and the product/community service component. This presentation will be 

no less than 10 minutes and no more than 20 minutes in length. 

 

The Capstone Project process will integrate skills, concepts, and data from the major disciplines offered 

in the student's course of study. The paperôs grade will represent 25% of the third and fourth nine weeks of the 

English III grade. The product/ community serviceôs grade will represent 25% of the third nine weeks grade in 

the technical area. The presentationôs grade will represent 25% of the fourth nine weeks grade of the technical 

area.   
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Responsibilities of Participants 

The Capstone Project Committee(CPC) will:  

 

1.      collect and publish project topics. 

 

2.      arbitrate disputes, appeals, and other conflicts. 

 

3.       inform faculty as to the progress of Capstone Project activities. 

 

4.       update and revise Capstone Project Manual. 

 

5.       formulate policy and establish guidelines. 

 

6.       ensure student participants receive adequate and equal research time and instruction. 

 

7.       will consist of 5-7 members who will be selected by the West Florida High School adminstration. 

 

8.        appoint a Capstone Project coordinator 

 

The student will:  

 

1.         select project topic and/or related research topic with the approval of the his/her technical teacher. If   

      students choose to work in a group, the members (four maximum) must gain approval from his/her    

      technical teacher concerning the individual portions of the projects being completed. Each student in a  

      group will be graded individually based on the individual section of the project he/she completes.  

 

2.        document time spent on research as well as design and construction of product. (Maintain journal/log) 

 

3.        coordinate the three parts of the project with the teachers involved. 

 

4.   complete requirements of the project according to pre-established guidelines and timelines. Any portion 

of the project turned in one day late will receive a maximum grade of 80%; two days late will receive a 

maximum of 70%; and three, four, or five days late will receive a maximum of 60%. No work will be 

accepted after the fifth school day at 4:00 P.M.  

 

5.      revise the portions of the final paper deemed necessary by the technical or English teacher. 

 

6.       appeal deadline changes pertaining to the final paper, product, and presentation by writing a written  

          explanation and request for extension to be submitted to the CPC Chairperson  prior to the pre-established    

          deadlines. If the extension is not granted, the student will be expected to meet the initial deadline or late  

          penalties will ensue. 

 

7.  both the rough draft and final copy must be word-processed; submit two copies, one to the technical                                                 

instructor and one to the English instructor.  Additionally, other parts of the Capstone Project must be 

word-processed as well. 

 

8.       make available upon request of any teacher, counselor, or administrator any related work. 
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The English teacher will: 

 

 

1.       submit topic list to CPC for posting as soon as topics are determined. 

 

2.     in coordination with technical teachers, establish and post deadlines for each step of the research process     

    prior to final draft. 

 

3.       check note cards for format. 

 

4.        review a first draft of the research paper and suggest revisions. 

 

5.        evaluate the final draft of the research paper for format and grammar. 

 

6.      calculate the final research paper grade. 

 

7.      instruct the student in the methods of oral presentation. 

 

8.     incorporate the Capstone Project paper as 25% of the third and fourth nine weeks grade of English III.   

            

9.  provide and document a minimum of 20 hours of class time for research, format instruction, the writing 

process, and instruction of methods of oral presentation (includes TECH time). 

 

10.  instruct the student in the proper format (APA), research process, note-taking procedures, outlining, 

thesis writing, and writing techniques for the paper. 

 

11.  submit a passing or failing grade for each student to the technical instructors. 

 

 



 

  Capstone Project     7 

 

 

The technical teacher will: 

 

 

1.      approve project, product, and related research topic. 

 

2.   in coordination with the English teacher, establish and post deadlines for each step of the research 

process, draft, and product. 

 

3.   provide and document a minimum of 20 hours from the technical area to the student for product 

development, research, and assistance to the student in the technical aspects of the research paper's 

content (includes TECH time). 

 

4.        document class time spent on product development and research. 

 

5.       monitor journal/log writing.  

 

6.       review preliminary research to assure research sources have been exhausted. 

 

7.       check the content's accuracy and depth of note cards. 

 

8.  review first draft of research paper and suggest content revisions in writing and during one-on-one 

conferences with students. 

 

9.   evaluate the content of  all drafts of the research paper and forward the grade  to student's English 

teacher. The English teacher will add the content grade and English section grade together and forward 

the final grade out of 100 points back to the technical teacher. 

 

10.      serve as a resource to the student in all stages of product development. 

 

11.       incorporate the Capstone Project product grade as 25% of the third quarter grade for the senior                             

technical area. 

 

12.  advise the student in the planning of the oral presentation. 

 

13.  evaluate the Capstone Project presentation. 

 

14.  evaluate the Capstone Project product. 

 

15.  incorporate the Capstone Project presentation grade as 25% of the fourth quarter grade for the senior 

technical area. 

  

16.  ensure that the Capstone Project product/ paper of the individual students will not be repeated in the 

following year. 
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The Media Center staff will:  

 

1.  help student develop research strategies. 

 

2.  be available to students for developing bibliographic materials. 

 

3.         help students to locate appropriate research materials. 

 

4.         give an inservice to students prior to researching as to the sources available. 
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The Paper 

 

The paper portion of the Capstone Project culminates in a 5 page (7 pages for Honor students) APA formatted 

formal research paper.  The research process is broken down into several assignments along the way.  These 

assignments are as follows: 

 

I. Search Strategy Log 

II.  Proposal 

III.  Working Reference Page 

IV.  Interview/Survey (primary research) 

V. Note Cards 

VI.  Outline & Thesis 

VII.  Rough Draft 

VIII.  Final Paper 

 

 

The following pages provide detailed information to assist the student in completing each of these assignments.  

In addition, there are also samples of a completed assignment. 
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Search Strategy Log 

 

The purpose of the search strategy log is to help you in searching for information in order to make the following 

decision: is there a sufficient, accessible amount of information about a topic for me to write a research paper 

about it?  If there is not, then no matter how much that topic may interest you, it will not work 

.   

The researcher must choose a topic that is related to his/her technical area and captures 

his/her interest. Once a topic has been chosen, a focus (a more specific or narrow area of study than 

the topic) must be considered. For example, notice how each part of the following list becomes 

more narrow: Cars, Mustangs, Convertible Mustangs, 1999 Convertible Mustang. The researcher 

should find a focus that is not too broad or too narrow. If the researcher finds too much 

information, the focus is too broad. Too little information would indicate that the focus is too 

narrow. Use the following search strategy log to fine tune the research process and formulate a 

focus. 

 

SEARCH STRATEGY LOG  

 

Research topic:__(Could be general area or technical area)_______________________________________ 

 

Focus:_____( Specific area of research ï Must be written in one complete sentence.)___________________  

 

Key words (at least 10): (Specific words or phrases needed to look up in a search engine ï You may list or 

bullet your responses.) 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Questions the research will answer: (Must be written in the form of a question.) 

1. ________________________________________________________________________________ 

2.________________________________________________________________________________ 

3. ________________________________________________________________________________ 

4._________________________________________________________________________________   

5. _________________________________________________________________________________ 

 
Expected Research  Results: (What do you think you will discover as the answer to your research questions? Answer in 

at least five complete sentences.) 

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________ 

 

 

 

 

_________________________________________          ________________________________ 

             Technical Instructorôs Signature          Date 
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Note: Students must follow this form exactly. 

 

Search Strategy Log (Continued) 

 

The Search Strategy Log is comprised of the following sections: 

 

1.  Research topic - The Search Strategy Log begins with a general topic.  This can be as simple as your career 

field (Drafting & Design, Sports Medicine, Legal Services, etc.) 

 

2.  Focus ï A specific area of research.  You are narrowing a broad topic, such as your career field, into a 

narrow, precise area related to the career field. 

 

3. Key Words ï Specific words or phrases, related to your topic and focus, that you would use to look up 

information in a search engine. 

 

4.  Questions the research will answer: Youôve got a topic and now youôve narrowed it into a more specific 

idea.  Now what?  What is the purpose of your research?  Why is this topic important?  Why would someone 

want or need to know about it?  What are some of the ñhot topicsò or issues related to your topic?  These are 

questions you should be asking yourself.  As you come up with these questions, they will guide you in your 

research.   

 

5.  Expected Research Results:  Based on your own knowledge and experience, what do you think you will 

discover as the answer to your research questions?  You are not expected to already know the answers to your 

questions.  That is why youôre doing the research!  However, what do you think youôll find out?  Hypothesize.  

Your answers should be in at least 5 complete sentences. 

 

 

When completing a Search Strategy Log, you may go through more than one before you finally have a finished 

product.  In addition to writing the Search Strategy Log, you should also be checking your key words out to see 

if there is indeed enough information out there for you to do your paper.  Also, remember that you are not 

limited solely to Internet websites ï there are online periodicals, journals, and even books at your local library! 
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SEARCH STRATEGY LOG  (SAMPLE) 

 

Research topic: Education 

 

Focus: Online learning is a more effective means of education than traditional brick and mortar classrooms. 

 

Key words (at least 10):  

 

 Distance Learning  

 Virtual Learning 

 Technology 

 Internet 

 Florida Virtual School 

 Alternative Education 

 E-learning 

 Student-centered learning 

 Web-based training 

 Computer-based training   

 

Questions the research will answer:  

 

1. Is online learning as effective as traditional classroom learning? 

2. What type of equipment is required in order to participate in online learning? 

3. What different formats can online learning take? 

4. How is ñcheatingò prevented in a virtual environment? 

5. Why is online learning an attractive option for both students and educators? 

 

Expected Research Results:  

 

I believe that online learning is equally effective as traditional classroom learning.  In order to participate, one 

must have access to a computer, the Internet, and various forms of multi-media software.  Preventing cheating is 

a significant dilemma with online learning.  How do educators/schools know who is actually doing the work or 

taking the tests?  Online learning is easily replicated by educators and is convenient for students. 

 

 

_____________________________                                         _______________ 

Technical Instructorôs Signature      Date 
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Proposal 

 

Your proposal will be written in the form of a formal memorandum.  In office settings, memos are used quite 

frequently to explain, persuade, and request.  For instance, a memo might be sent out to explain the new sick 

leave policy, or to ask you to make a decision regarding the brand of coffee served in the break-room.  Most 

memos are word processed and single-spaced.  Each section of a memo should be written in paragraph form in 

block style (no indentations) unless other directions are specified.   

 

Most memos follow this general format: 

 

I. Heading 

II. Discussion Segments 

III. Closing Segment 

 

Heading: 

 

The heading generally follows this format: 

 

To: 

From: 

Date: 

Subject: 

 

Make sure you address the reader by his or her correct name and that you spell it correctly.  Also, be specific and 

concise in your subject line.   

 

Discussion Segments: 

 

Your memo will have three discussion segments: one for the paper, one for the product, and one for the 

presentation.  Letôs look at each of these sections a little closer. 

 

Paper: In this segment, you will identify the topic and focus of your paper, and also tell why you chose to 

research this topic.  You should also include a list of questions that may be answered in the paper (remember 

those questions from the search strategy log!).  Finally, explain how you will conduct your primary research.  

Do you intend to do a survey, a questionnaire, or an interview with an expert? 

 

Product:  In this segment, you will explain what will be created as your product and how you will create it.  

Even though you will not begin working on the product for another year, it is important that you have a product 

concept in mind that relates to your topic.  Indicate any needs or potential problems that you might have.  Next, 

determine a tentative timeline for completion of the product (your timeline should be indented and bulleted).  

Finally, include an estimated cost analysis of the product ï how much is it going to cost you to make?  For some 

of you, community service will satisfy this product requirement.  If community service is your product, give as 

much information about what youôd like to do, even though it probably has not been set up or approved yet. 
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Presentation: In this segment, you will explain how you intend to make your presentation.  Keep in mind, you 

are required to develop a PowerPoint presentation and use at least one other visual media in addition to the 

product itself.   

 

 

Closing Segment: 

 

After the reader has absorbed all of your information, you want to make a courteous request for him or her to 

take a prescribed action.  Begin by asking that the Technical Teacher approve the topic for your Capstone 

Project.  Make sure to include at least one, preferably two, reasons why his/her approval is necessary.   

 

You should also create two signature lines at the end of the memo, one for your parent/guardianôs signature and 

one for your technical instructor. 
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Proposal Guidelines 

 

A proposal may be written as a way to explain the Capstone Project topic and preliminary product 

design. A word processed single-spaced memorandum format is used with these subheadings: Paper, Product, 

Presentation, and Request for Approval. Each section should be written in paragraph form in block style unless 

otherwise stated. The following specifies what each section is to include: 

 

To: English teacher/shop teacher 

From: Researcher's name (initials written by hand) 

Date: Due date 

Subject: Capstone Project topic 

 

 

                                              Paper 

 

 What is the topic and/or the focus of the paper?  Answer why this topic was chosen to research.  

 Include a list of questions (5-7) that may be answered in the paper. Questions should be indented and 

bulleted.  

 Explain how the primary research will be conducted. Is the intent  to do a survey (questionnaire), or an 

interview with an expert?  

 

Product 

 

 Explain what will be created as the product and how the product will be created.  

 Tell of any needs or any problems that are foreseen.  

 Determine a tentative timeline for completion of the project. Timeline should be indented and bulleted. 

 Include an estimated cost analysis of the project.  

 

  Presentation 

 

 Explain how he or she intends to make the presentation.  

 The student must create a PowerPoint presentation and use at least one other visual media in addition to 

the product itself. (Project could act as visual aid if approved by technical instructor.) 

 

 

 Request for Approva l 

 

 Ask that the technical teacher/English teacher approve the topic for the Capstone Project.  

 Include a reason as to why approval of this topic is necessary.   

 Parents must read and sign this proposal, indicating their understanding of the product, the deadlines, the 

project cost, and the evaluation process. 

 

Students should add a signature line for parents and technical instructors. 
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Sample Proposal 

To: Mrs. Hurst / Mrs. Shockley 

From: Ima Student 

Date: September 1, 2006 

Subject: Capstone Project topic 

 

 

                                              Paper 

 

The topic of my Capstone paper is Legal Services.  I will be focusing on the Teen Court system and its 

effectivenss in deterring crime.  I have chosen to research this particular topic for a few reasons.  First, I am 

in the Legal Services career program and am interested in pursuing a future career in law.  In addition, I have 

always been fascinated with the court system.  My research on the Teen Court system will seek to answer 

the following questions:  

 

 How are the Teen Court participants chosen? 

 What type of crimes are tried in the Teen Court system? 

 How are sentences or punishments determined? 

 Are Teen Court convictees more or less likely to commit future crimes? 

 How many cases are presented in Teen Court annually? 

 

For my primary research, I plan to interview a lawyer who participates in the Pensacola Teen Court system.  

 

Product 

 

My product is going to be a two-fold process.  I am going to attempt to become a member of the Pensacola 

Teen Court system.  If I am successful, that experience will provide me first-hand knowledge of exactly how 

the court works.  My product will then be a video-taped reenactment of an actual case.  One problem that I 

may encounter is the confidentiality of the cases.  If confidentiality does become an issue, then I will reenact 

a fictious case.  I plan to complete this product according to the following timeline: 

 

 May 2009 ï Submit application to Pensacola Teen Court 

 Aug 2009 ï Begin service as Teen Court member 

 Oct 2009ï Write script for video reenactment 

 Nov 2009 ï Recruit cast members to participate in video reenactment 

 Jan 2010 ï Film video reenactment 

 

The costs for this project are minimal.  I have access to a video camera and feel certain I can find willing 

participants for my video.  Total estimated cost would be $20. 

 

Presentation 

 

My presentatin will include a PowerPoint presentation in which I combine the information from my research 

paper with the first hand experience I gain from developing my product.  In addition to the PowerPoint, I 

will use my actual video as my other visual media. 
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 Request for Approval 

 

I am requesting that you approve this topic for my Capstone Project for a number of reasons.  Participating 

in the Teen Court System will provide me first-hand experience into the legal system.  Since I hope to 

pursue a career in the legal profession, this experience would be invaluable.  Also, this project is required in 

order for me to receive my technical certificate in Legal Services.  Thank you for your consideration.   

 

 

_______________________________                          _______________________________ 

                Technical Instructor                                                        Parent/Guardian 
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Reference Page Guidelines 

Requirements 

 

A reference page lists all the sources in the text of the paper.  A reference may include books, brochures, 

encyclopedias, dictionaries, newspaper articles, magazine articles, journal articles, videos, websites, etc.  Even 

electronic versions of traditional print media are considered references.  If a reference is listed on the reference 

page, it must be cited in the paper.  If a reference is cited in the paper, it must be listed on the reference page.  

Students are required to have seven (7) references for their paper; however, one of those may be an interview.  It 

is recommended that students use the UWF/PJC as the main source for electronic information. A maximum of 

one encyclopedia or dictionary is allowed.  Avoid .com sites. Use .edu, .gov, .org sites. 

 

As you go about your research and find informative, useful sources, go ahead and make a citation for those 

sources.  It is much easier to do it as you find them as opposed to having to go back after the fact and find them 

again.  We call this documentation a working reference page.  Itôs a work in progress.  All the sources that you 

cite may not make it into your final paper ï and thatôs okay.   

 

We cite our sources using the American Psychological Association (APA) format.  There are several examples 

listed for you in the following pages.  The process of formatting is really quite simple.  In fact, itôs just like 

following a recipe.  Find the type of source that you are trying to cite and follow the format exactly!  It doesnôt 

get any easier than that! 

 

 Format 

 

Use the word References centered and then list references in alphabetical order according to the first 

words of the reference. Use hanging indents and double space the entire page. Use APA format for all 

references. Technical teacher must sign the document indicating these are valid sources. 

 

Interviews 

 

Interviews are not listed on the reference page because only those references that are recoverable are 

listed on a reference page. Instead, an interview is cited in text as follows: (First initial of name, last name, the 

words personal communication, month day, year). The following is an example: (K. Mills, personal 

communication, May 12, 1998). If the name is used in the text, then omit it from the parenthetical information.  

 

Email 

 

Follow interview guidelines.  

 

Citing Sources with No Authors 

 

Any time a source has no author or editor, move the title of the article (if magazine), book (if book), 

chapter (of part of a larger work), or topic searched (if part of a dictionary or encyclopedia) to the first position 

where the author's name would have appeared.  
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Citing Multiple Sources with the Same Author and Year 

 

If multiple sources are used and contain the same citation information, the sources must be distinguished 

by using lower case a, b, c, etc. immediately following the year. 

 

  

Citing Online Sources With No Date 

 

When online sources have no publication date, use "n.d." (stands for "no date") in its place. For example: 

 

Pollack, R. (n.d.). Head Lice Information. Retrieved September 25, 1999 from: 

 

http://www.hsph.harvard.edu/headlice.htnil  

 

URLs That Exceed One Line 

 

If a URL should run longer than the space available, it may be broken at a slash character, keeping the 

slash as the last character on the line.  

 

For example: http://www.escambia.kl2.fl.us/    

hs/index.htm 

 

http://www.hsph.harvard.edu/headlice.htnil
http://www.escambia.kl2.fl.us/
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APA Reference Formatting Style 

Traditional Sources: 

 

Books 

Author's last name, first initial. (year). Title of book. City: Publishing Company. Format 

 

Mover, G. (1996). Vikings and their traditions. New York: Little, Brown, and Company. Ex #1 with 

  author 

 

Monsters and their territories. (1998). San Francisco: Penguin Book Company. Ex #2 without 

  author 

Brochure 

Author. (year). Title of brochure [Brochure]. City: Publishing Company. Format 

 

Research and Training Center on Independent Living. (1993). Guidelines for reporting Ex #1 with a 

  group author 

and writing about people with disabilities [Brochure]. Lawrence, KS: Author. 

 

How to quit smoking [Brochure]. (1998). Pittsburgh, PA: Titalist Company. Ex #2 without 

  author 

Encyclopedia or Dictionary 

Author's or editor's last name, first initial. (year). Subject. In Name of encyclopedia Format 

 

(edition, Volume, paging). City: Publishing Company. 

 

Bergmann, P. G. (Ed.). (1993). Relativity. In The new encyclopedia britannica Ex #1 with author,   

 edition, volume, 

 (3rd ed.,Vol. 26, pp. 501-508). Chicago: Encyclopedia Britannica. page 

 

Drugs. (1997). In World book encyclopedia (Vol. 6, p. 23 1). New York: Ex #2 without 

 author, without 

 Macmillan. edition 

 

Daily Newspaper Article 

Author's last name, first initial. (year, month day). Title of article. Title of Newspaper, Format 

 

pp. paging. 

 

Schwartz, J. (1993, September 30). Obesity affects economic, social status. The  Ex #1 with 

author, 

Washington Post, pp. B1, B4. multiple pages 

  

New drug appears to sharply cut risk of death from heart failure. (1993, July 15). The Ex #2 without 

 author, one page 

 Washington Post, p. A12. 
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Magazine Article 

 

Author's last name, first initial. (year, Month day). Title of article. Name of Magazine, Format 

 volume, paging 

. 

Posner, M. 1. (1993, October 29). Seeing the mind. Science, 46, 673-674.  Ex #1 with 

author, 

  volume 

Smith, D. & White, K. (1998, May 24). Never in this world: Your guide to space. Outer  Ex #2 with 

two 

Space Times, 56-59. authors, no volume 

  

Are we really home? (1995, April 5). Parents, 354, 87. Ex #3 without 

  author, 

 without volume 

Journal Article  

 

Author's last name, first initial. (year). Title of article. Title of Journal, volume(issue if Format 

 

 given), paging. 

 

Bekerian, D. A. (1993). In search of the typical eyewitness. American Psychologist, 48,  Ex #1 with 

author, 

 574-576. volume 

  

Klimoski, R., Hanson, M. A., & Palmer, S. (1996). The ADA and the hiring process in  Ex #2 with 

three 

 organizations. Consulting Psychologist Journal: Practice and Research, 45(2), 10-36. authors, volume, 

  issue 

 

Nonprint Media  

 

Producer's last name, first initial (Producer), & Director's last name, first initial. Format 

 

            (Director). (year). Title of medium [Type of medium]. (Available from Name of Distributing 

 

Company and address). 

 

Harrison, J. (Producer), & Schmiechen, R. (Director). (1992). Changing our minds: The Ex #1 with 

two authors 

            story of Evellyn Hooker [video]. (Available from Changing Our Minds, Inc., 170 West End 

 

Avenue, Suite 25R, New York, NY 10023). 

 

 

See pp. 240-268 of APA Manual, 5th edition. 
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Electronic Sources-Database Format (CD-ROM, UWF/ PJC, etc.): 

 

Journal Article  

 

Author. (year, Month day). Title of article. Title of Journal, volume, paging. Retrieved Month day, 

 year, from____________________ database. 

 

Matthews, A., & Thomas, V. (1993). Finding the real you. Journal of Applied Psychology, 22, 443- 449.  

Retrieved October 23, 2002, from Student Resource Center database. 

 

Magazine Article 

 

Author. (year, month ,day). Title of article. Title of Magazine, volume, paging. Retrieved Month 

 day, year, from_____________________ database. 

 

Brooks, M. (1998). Watching flowers grow. Better Homes and Gardens, 5, 21-22. Retrieved May 20, 2002,  

from Student Edition database. 

 

Newspaper Article 

 

Author. (year, Month day). Title of article. Title of Newspaper, volume, paging. Retrieved Month 

 day, year, from ______________________database. 

 

Becker, E. (2000, April 15). Pentagon dismisses all accusations against general. The New York Times 3, B 1.  

Retrieved May 17, 2002, from Expanded Academic ASAP database. 

 

Dictionary or Encyclopedia 

 

Author or editor. (year, Month day). Subject. In Title of dictionary or encyclopedia, volume, 

 paging. Retrieved Month day, year, from _________________________database. 

 

Germany. (1997). In World book encyclopedia, 7, 89. Retrieved August 13, 2002, from World Book Online  

 database. 

 

See pp. 278-281 of APA Manual, 5th edition. 
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Electronic Sources--Internet Format: 

 

Webpages 

 

Author. (year, Month day). Title of Web Page. Retrieved Month day, year, from: URL 

 

Pollack, R. (1997, September 25). Head Lice Inforrnation. Retrieved January 27, 2002, from: 

 

               http://www.hsph.harvard.edu/headlice.html 

 

See pp. 268-278 of APA Manual, 5
th

 edition. 
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Interview/Survey Guidelines 

 

An interview or survey may be conducted as a form of primary research to verify findings from the 

secondary research. A word-processed single-spaced memorandum format may be used with the following 

headlines: Interviewee (Surveyed Individuals), Type of Communication, Questions, Analysis of Results. Each 

section should be written in paragraph form in block style unless otherwise stated. The following specifies what 

each section is to include: 

 

To:  English Teacher/ Technical Teacher 

From:   Researcherôs name (Initials written by hand) 

Date:  Due date 

Subject: Capstone Project topic 

 

Interviewee/Surveyed Individuals 

 Who was interviewed? 

 What made this person(s) specifically qualified to answer your questions? 

 When did the interview (survey) take place? 

 Where did the interview (survey) take place? 

 

Type of Communication 

 What form of communication did you use to conduct your interview/survey? 

 How is the interview (survey) to be analyzed and used? 

 

Questions 

 Provide a list of 5-10 questions and answers from the person(s) interviewed (surveyed)? 

 Questions should be bulleted and answered in complete sentences. Please boldface questions. 

 

Analysis of Results 

 Do you think the results will support your research? 

 

** Include a signature line for the technical instructor. 
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Note Cards 

 

          In a research paper, the author of a source of information must be given credit for the information taken 

and used from that source in order to avoid plagiarism. One way to keep the notes organized and easier to 

maneuver is to take notes on note cards. The following are guidelines for taking notes on note cards: 

 

1. Use 3X5 index cards with lines and use ink. Ink is easier to read than pencil and will not smudge as easily. 

 

2. Write only one item of information on a note card. Write on only one side. 

 

3. Put author's last name or identifying words of title (from reference list) in the upper right-hand comer of the 

card. 

 

4. Put the page number at bottom right-hand corner of the card. If an electronic source is used with no 

pagination, number the pages on the printout before beginning to take notes. 

 

5. Put the year of publication in the lower left-hand corner of the card. 

 

6. Put the general topic of the note in the upper left-hand corner. Later in the research steps, note cards can be 

organized according to these topics. 

 

7. When taking a note, summarize, paraphrase, or directly quote information from the source. For direct 

quotes, be sure to put quotation marks around the information on the note card. 

 

8.    Do not copy information word for word. This will only lead to trouble later on when the paper does not  

       sound like the student author but is instead plagiarized. 

 

 

Example: 

 

  

 

  

Symptoms                                                             Jones__ 

_____________________________________________ 

                   A symptom of a cold is a sore throat.______ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

1999                                                                        p.2___ 
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Thesis Writing 

 

In all research writing, the writer must have a reason for doing the research and writing a paper about the 

findings. The reason is written in the form of one sentence called a thesis statement. A thesis clearly expresses 

the researcher's opinion or point of view on a particular topic. The thesis statement should be able to be 

"proved" through research. 

 

After conducting some preliminary research, the researcher can begin to formulate the main idea, or 

thesis, of the paper. A continuum can be used to work toward the thesis: subject, topic, question, thesis. In the 

preliminary research step, a broad subject area is researched. As sources of information are collected, a topic of 

interest surfaces within that area. At this point, a main question of concern is constructed. A thesis is then 

written as an answer to the question.  

 

 

Thesis Writing Continuum 

 

Continuum 

Level 1: Subject 

Level 2: Topic of Interest 

Level 3: Question of Concern 

Level 4: Thesis (statement of opinion or main point in answer 

to the question) 

  

 

 

Example 1 

Subject: Rain forests 

Topic: The importance of rain forests 

Question: What is the importance of rain forests? 

Thesis: Rain forests provide the human race with many 

resources. 

 

 

Example 2 

Subject: Smoking 

Topic: Curing nicotine addiction 

Question: Are new approaches being used to cure nicotine 

addiction? 

Thesis: Some approaches to curing nicotine addiction are 

themselves addictive. 
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Outline Writing  

 

An outline provides the plan for a paper. It is also used as an organizational tool to determine if adequate 

research has been accomplished. Once the sources have been collected and read, and note cards have been 

taken, then the topics on the note cards can be organized into sections of the outline. 

 

First, all the note cards should be divided into piles of similar topics. Next, each of the piles of cards 

should then be placed in order of the way the information will be presented in the paper. It is at this point that 

the researcher can begin to see whether enough information has been collected and adequate note cards have 

been taken. If there appear to be "holes" in the logic of the flow of the note cards from one topic to another, then 

more information must be sought. 

 

In writing the outline, the topic of the paper is the title. Major topics from the note cards become the 

major topics (Roman numerals) for the outline. The notes from the note cards become the subtopics (capital 

letters) for each major section of the outline. If even more details are necessary, then numbers are used. Any 

division of a topic or subtopic must result in at least two items in the level beneath it. See the example on the 

following page. 
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Outline and Thesis Format 

 
I. Introduction 

A. (Eyecatcher ï Students should use a 3
rd
 person scenario, quote, or definition.) 

B. (Explanation ï Students should explain why the ñeyecatcherò is true or interesting.) 

C. (Background Information ï What is important or interesting about this topic?) 

D. (Lead-In Statement to Thesis ï What is important about your position or about what you plan on 

learning?) 

E. (Thesis Statement ï One sentence that states your position or opinion.) 

 

(Note: Introduction should be written from a 3
rd
 person perspective ï do not use ñI,ò ñyou,ò ñwe,ò ñusò 

 

II.  (First Main Topic) 

A. (First Point) 

1. (Detail) 

a. (Specific Example) 

b. (Specific Example) 

2. (Detail) 

a. (Specific Example) 

b. (Specific Example) 

 

B. (Second Point) 

1. (Detail) 

a. (Specific Example) 

b. (Specific Example) 

2. (Detail) 

a. (Specific Example) 

b. (Specific Example) 

C. (Conclusion sentence ï Using since or because, explain why this information is valid or important to your 

research.) 

III.  (Second Main Topic ï Follow same format as Part II.) 

IV.  (Third Main Topic ï Follow same format as Part II.) 

V. Method  

 

A. (Explain whether a survey or an interview was used for primary research.) 

B. (Explain details) 

1. Who will the survey/interview be with? 

2. What will the survey/ interview consist of? 

3. When will the survey/interview take place? 

4. Where will the survey/interview take place? 

5. Why is the survey/interview taking place with this particular person or group of people? (What 

special knowledge will they lend to the research you are conducting?) 

6. How is the survey/interview to be analyzed and used? 

 

C. (Make a list of the questions to be asked. 10 questions minimum) 

VI.  Results 

A. Do the results support your research? 

B. Do the results support your survey/interview information? 

 

VII.  Discussion/Conclusion 

A. Explain what you find out as a result of your research. 

B. Explain whether your research bears out your hypothesis from your proposal. 

C. Discuss how your research will directly tie-in to product production. 

 

 



 

  Capstone Project     29 

 

 

** Include a signature line for the technical instructor. 
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Reference Citations in Text 

 

The writer of an APA paper gives credit to the source of information at appropriate points in the text by 

citing the surname of the author and year of publication. The following are examples that use author's name: 

 

Rogers (1994) compared reaction times ........ 

In a recent study of reaction times (Rogers, 1994) ......... 

In 1994, Rogers compared ......... 

Reaction times were compared in a recent study (Rogers, 1994). 

 

The last example is the most used format. A good rule of thumb is that at least one in-text citation is 

necessary for each paragraph. However, more than one in-text citation will be used if the information in the 

paragraph was extracted from more that one source. 

 

Sources that have no author are cited using the first few words of the reference list entry, which is 

usually the title. Quotation marks are used around the titles of articles, and book titles are underlined. The 

following are examples of paraphrased (not quoted) citations having no author: 

 

Parents are leaving small children at home alone ("Child Abuse," 1998). 

 

Children do not feel safe in their own homes (Abuse in America, 1998). 

 

If information from an interview is being used, the interviewee's first initial, last name, the words 

personal communication, and date of the interview (month day, year) are inserted as a parenthetical citation. An 

interview, however, will not appear on the reference page. The following is an example of information from an 

interview: 

 

An expert agreed with this (R. Jones, personal communication, March 15, 1998). 

 

If two citations exist with the same author and year, then a lower case letter is used immediately 

following the year. Here is an example: (Jones, 1998a) and (Jones, 1998b). 
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Product Design Specification Sheet 
The researcher should plan for the creation of his/her product at least a month in advance. Answer each of the 

following questions in complete sentences (restating the question as part of the answer) in order to formulate a specific 

plan for creating the product. Note: Technical teachers may or may not require additional materials to be checked for this 

deadline. Parents will sign/assume the responsibilities for the cost of the product.  

 
1. What is the product going to be? 

 

2. What are the dimensions of the product? 

 

3. What materials does the product require? 

 

4. What is the cost estimate of the materials? 

 

5. What tools/technology will be used to work on the product? 

 

6. Are the tools/technology accessible, or will special arrangements need to be made? 

 

7. What is the time estimate for completing the product? 

 

8. Where will the product be worked on primarily? 

 

9. Will an outside company be used to complete the product? 

 

10. Will materials need to be ordered? If so, how much time should be allotted for ordering, shipping, etc.? 

 

11. Will an expert in the field need to assist with the creation of the product? If so, when will this person be contacted to set up a   

      mutually convenient time to meet? 

 

12. How does the product relate to the research for the Capstone paper? 

 

13. Who will benefit from the creation of the product? 

 

14. Why is it necessary to create this product? 

 

15. How will the product demonstrate technical knowledge? 

 
Signing this document, parents/guardians assume all responsiblities of costs incurred for completion of this project. 

 

Parent/Guardian Signature: ____________________________________  Date _____________________________ 

 

Technical Instructorôs Sinature: _________________________________ Date _____________________________ 

 

Community service option: In place of the product design specification sheet, a student 

 

completing 20 community service hours must turn in a one page, word processed description 

 

indicating the type of community service, related duties, and relationship to technical area. A contact  

 

person/ supervisor must be indicated in the description. In cases with multiple contact persons, a log  

 

sheet must be maintained. 
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Glossary 

 

Abstract: A 100-120 word block paragraph summary of the contents of the paper. This is page 

 two of the paper, has a header, and the word Abstract centered. 

APA: American Psychological Association; the group who organized one way of 

 formatting a research paper. 

Appendix: An optional section that appears after the References; contains graphs, photographs, 

 or tables helpful in explaining points made in the paper. The appendices are referred 

 to in the paper as Appendix A, Appendix B, Appendix C, etc. These titles are 

 centered at the top of each of the appendices pages. If only one appendix is used, it is 

 labeled simply as Appendix. 

Citations: Also known as parenthetical citations. All direct quotes, percentages, and 

 information specific to an author must be cited within the text. In most cases, use the 

 author's last name and year within parentheses after the cited information. See p. 13 

 for more detailed examples. 

Community Service: A minimum of 20 hours of community service may be substituted for the product. A  

two-page essay describing the application, development, and technical knowledge pertaining to 

the community service is required. The 20 hours must also be documented in a log to be turned in 

as part of the requirement. These hours will be verified by the technical teacher. Community 

service must be performed outside regular school hours, and may not be performed under the 

direct supervision of family or relatives.  All community service must be approved by the 

technical area teacher prior to beginning the service. Any service already receiving classroom 

credit can not constitute community service. No monetary pay should be received for any 

community service. 

 

Discussion: The fourth and final part of the paper; labeled as Discussion (centered); discusses, evaluates, or 

interprets the results of project (what was learned). Ties in with the original thesis. The section 

could summarize the library research, the primary research, and the development of the product. 

 

Due Dates: There will be school-wide due dates per quarter for all parts of the paper,  product, and the 

completion of presentations. Failure to meet final deadlines for the paper or product will result in 

the following deductions: one school day late = 80% as the highest grade; two school days late = 

70% as the highest grade; and three to five school days late = 60% as the highest grade. No work 

will be accepted after the fifth school day at 3:00 P.M. 

 

Electronic References: A reference that is retrieved from a computer in some way. Anything retrieved from the   

CD-ROM directory, an electronic online database, or the Internet would be considered an 

electronic reference. 

 

First  Rough Draft : A word processed copy of the first attempt at the paper; must include a title page, abstract,  

text (with an introduction and labeled sections Method, Results, and Discussion), reference page 

complete with header and pagination throughout. Must be carefully proofread. 
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Focus:  A more specific or narrow area of study than the topic; submitted and approved by technical and 

English teachers after preliminary research has been shown. The focus may be submitted to the teachers in the 

form of a proposal. 

                                                                                                                        

Font: Use 12 point Times New Roman. 

 

Grading: Grading is divided by the technical and English teachers as follows: English teacher 

 grades all steps of the writing/research process, format and mechanics of the final 

 paper.  Technical teacher should check preliminary research, note cards, and rough drafts of the  

paper for content accuracy and depth of coverage, grade the content of the final paper, grade the   

entire product, and grade the presentation along with program evaluation committee. Late 

grades see Due Dates. 

 

Hanging Indents: A reference page format for listing sources; the first line of source aligns left, and every line  

thereafter is indented five spaces. To set hanging indents, go to Format, Paragraph, under 

Indentation and Special--choose Hanging. 

 

Interview:  A list of 5- 10 questions asked of an expert in the field of study who is approved by the technical  

                        Instructor. Prior to its taking place approval must be gained by the technical instructor. It may not  

                        be the instructor or any faculty member of West Florida High School or George Stone. 

 

Introduction : The first section of the body of the paper (begins on page three of the paper); develops 

background of paper (through secondary research); contains thesis. Do not label this section. 

 

Margins: All margins are one inch. 

 

Method: Second part of paper; follows directly after the introduction ends; labeled as Methods 

 (centered); contains information as to how the product was developed through 

 primary research. 

 

Note Cards: 3 x 5 index cards that represent the content of the Introduction of the paper based on 

 information extracted from print sources. See p. 16. 

 

Numbers: Use Arabic numerals for all numbers 10 and greater. Refer to APA Manual for exceptions. 

 

Outline: A well-organized plan of the paper explaining in topical form the contents of the 

 paper in the order they are to appear. 

 

Page Header: A 2-3 word title (first 2-3 significant words of running head) appearing at the top right comer of  

 every page. Five spaces separate the page header from the page number. To create a header, do    

 the following: Click on View, click on Header and Footer, hit return once, tab until cursor is at   

 end of box, type word(s), then space five times to make room for page number. To set  

 consecutive page numbers, do the following: Click on insert, click on Page Numbers, check   

 position and alignment, then click on Okay. 
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Paper: A complete research paper containing a title page, abstract, text with an introduction 

 and Method, Results, and Discussion sections, reference page, and optional 

 appendices. 

                                                                                                                                  

Plagiarism: Copying original information (quotes, statistics, ideas, etc.) from a source without 

 giving proper credit (a citation). 10 penalty points will be deducted from the rough draft where 

plagiarism is detected. Plagiarism may lead to failure of the Capstone Project paper. 

 

Point of View: Third person point of view is used for the abstract and introduction. First person point of view is  

 used for the Methods, Results, and Discussion sections. 

 

Preliminary  Product Design: May vary for different technical areas. Most likely will consist of a written  

proposal of the product, but may entail a rough product sample. See specific technical teacher for 

his or her expectations. 

 

Preliminary  Research: An alphabetized list in APA format of references that have been gathered to date. The  

list should show an attempt to exhaust all possibilities for information. This may be submitted in 

the form of a working reference page. 

 

Presentation: A speech and demonstration that lasts 10 to 20 minutes and ties together the paper and the  

 product. The presentation must include technology. 

 

Primary  Research: Research that is generated by the researcher and goes beyond printed material. Personal  

interviews, surveys, and community service are examples of primary research. 

 

Product: A tangible result of the demonstration of technical competencies; something that 

 could be left behind (not the paper). Examples could be working models, actual 

 models, videos, instructional units, or anything that demonstrates competencies/work 

 in a tangible way. The product shows depth. 

 

Product Design Check: A "rough draft" for the product. This occurs in written form (product design  

specification sheet), but may also be a rough product (one in the working stages). Each technical 

teacher should set expectations dependent on technical area. 

 

References:     Section after Discussion section; begins on a new page; the word References is centered at the  

top after the page header. This page contains an alphabetical listing of sources cited in the paper 

using hanging indents. All references appearing on this page must be cited in paper, and sources 

cited in paper must be on this page. 

 

Research: There are two types of research expected at West Florida High School, primary and secondary. 

 Secondary research is research from printed material, such as books, magazines, 

 brochures, databases, etc. Primary research is research that is generated by the 

 researcher and goes beyond printed material. Examples of primary research are 

 personal interviews, experiments, surveys, or community service. 

 

 

 



 

  Capstone Project     35 

 

Results: The third section of the body of the paper; labeled as Results (centered); contains the 

 results of any surveys, experiments, answers to interview questions, etc.; describes 

 final product.                                                                                                                           

 

Secondary Research: Research from printed material, such as books, magazines, brochures, professional  

journals, databases, etc. 

 

Spacing: Entire paper is in double-space format. 

 

Thesis: A specific, single, focused sentence that indicates the main idea of the paper. 

 Appears in the introduction of the paper, usually the last sentence of the introduction. 

 

Time: A minimum of 20 hours in the English classroom/media center spent in the research process 

 for paper development; a minimum of 20 hours in the technical area/media center spent on 

 product development/community service; a minimum of 20 hours of student time 

 (outside of school) spent on completion of all requirements. 

 

Title : A 10-12 word summary (phrase form) of the paper that appears centered on the title 

 page and again centered at the top of the first page of text (page 3) . 

 

Title  Page: The first page of the paper (similar to a cover page). It contains a title, name of the author, and  

 institution, city, and state for whom the researcher is writing. This information is double spaced  

 all at the top of the page. 

 

Topic: Chosen by the student as a result of interest in that technical-related area; approved by 

 technical teacher; submitted in written form. 

 

Traditional  References: References that are in the form of a book, magazine, or anything else pulled off  a  

shelf and read. 
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2008-09 Capstone Deadlines and Due Dates 

 

Teacher OK Due Dates Item 

Junior Year 

 Tech/Eng    

 _____/_____ Nov. 3 (Nov.12) Search Strategy Log: Topic 

 

 _____/_____ Nov. 17 (Nov 21) Proposal  

 

 _____/_____                Jan.20 (Jan.23) Working Reference Page/Begin working on note               

                                                                                                  cards 

 

 _____/_____ Feb.2 (Feb. 6) 50 Note Cards 

 

 _____/_____ Feb. 16 (Feb. 23) Interview/Survey  

 

 _____/_____ Feb 27 (Mar. 6) Outline/ Thesis 

 

 _____/_____ Mar. 30  Rough Draft (copies to both Technical and English                                                   

   instructors) 

 

 _____/_____ May 4 FINAL Paper (copies to both Technical and                          

   English instructors) 

 

 

Senior Year 

 _____/_____ Oct. 13 Product Design Spec. Sheet/Community Service  

    Description 

 

 _____/_____ Mar. 2ï Mar. 20 FINAL Product (Technical Instructor) 

 

 _____/_____ Apr. 13 ï Apr. 30 Presentation Date Set (Technical Instructor) 

 

Paper Grade                                                                              ______________ 

 

Product/Community Service Grade                                          ______________ 

 

Presentation Grade                                                                    ______________ 

 

*Final Grade                                                                              ______________ 

 

*Final grade is determined by the average of the paper, product/community service, and presentation grades. 

This average must be 60% or higher to receive a technical area certification diploma. 
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Student Survey 

 

The following survey, collected by your English teacher, will be used to help your English and technical 

teachers judge the effectiveness of their roles as participants in the Capstone Project. 

 

Did your technical teacher (Mr./Mrs./Ms.) ___________________ do the following: 

 

Å provide a minimum of 20 hours from the technical area for product development, research, 

 

and assistance? Yes   No 

 

Å review rough draft of research paper? Yes   No 

 

Å suggest revisions in writing for rough draft? Yes   No 

 

Å return rough draft in a timely manner (in time to meet next deadline)? Yes   No 

 

Å evaluate the final paper for content? Yes   No 

 

Å serve as a resource during product development? Yes   No 

 

Å evaluate the product? Yes   No 

 

Å advise you in the planning of the oral presentation? Yes   No 

 

Did your English teacher (Mr./Mrs./Ms.)___________________ do the following: 

 

Å provide a minimum of 20 hours of class time for research, format instruction, and the writing 

 

process? Yes   No 

 

Å check note cards for format? Yes   No 

 

Å review rough draft of research paper? Yes   No 

 

Å suggest revisions in writing for rough draft? Yes   No 

 

Å return rough draft in a timely manner (in time to meet next deadline)? Yes   No 

 

Å evaluate the final paper for format and grammar? Yes   No 

 

Å instruct you in the methods of oral presentation? Yes   No 

Comments: 
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SEARCH STRATEGY LOG RUBRIC  

 

 

 

  _____/ 15 points: Students must turn in neat work using proper English. 

 

                 1. Spelling errors not present 

 

                 2. Punctuation errors not present 

 

3. Word processed 

 

    _____/ 10 points: Technical Teacherôs signature 

 

  _____/ 10 points: Research topic is listed. 

 

  _____/ 10 points: Focus is listed. 

 

  _____/ 10 points: Ten key words are listed. 

 

    _____/ 25 points: Five questions that the information will answer are listed. 

 

  _____/ 20 points: Research results are noted. 

  

 

  

 

             ____________/100 points: Total 
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PROPOSAL RUBRIC 

 

       _____/10 points: Students must turn in neat work in the following way: 

 

1. Word processed 

 

2. Initials written by hand in blue/black ink 

 

 

          _____/10 points: Technical teacher's signature 

 

          _____/10 points: Parentôs Signature 

 

          _____/45 points: Format 

 

1 . Spacing-paragraphs are single-spaced; everything else is double-spaced (5 points) 

 

2. Inclusion and Centering of headings (10 points) 

 

3. All sections included (6 points for each of five sections = 30 points total) 

 

           _____/25 points: Errors in spelling, punctuation, and grammar 

   

 Number of Errors Number of Points 

 0  25 

 1-2  23 

 3-4  21 

 5-6  19 

 7-8  16 

 9-10  13 

 11-12  10 

 13-14  7 

 15-16  4 

 17-18  1 

 

 

 

 

 

            _________/100 points: Total 
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WORKING REFERENCE PAGE RUBRIC  

 

_____/10 points: Students must turn in neat work in the following way: 

 

1. Word processed 

 

2. Alphabetical order 

 

 

            _____/10 points: Technical teacher's signature 

 

_____/80 points: Correct APA format, spelling, punctuation, grammar, etc. 

 

 Number of Errors  Number of Points 

 0-2  80 

 3-5  76 

 6-8  72 

 9-11  68 

 12-14  64 

 15-17  60 

 18-20  56 

 21-23  52 

 24-26  48 

 27-29  44 

 30-32  40 

 33-35  36 

 36-38  32 

 39-41  28 

 42-44  24 

 45-47  20 

 48-50  16 

 51-53  12 

 54-56  8 

 57-59  4 

 

Note: An automatic deduction of 10 points will occur for each missing source--7 are required. 

 

 

 

             _____________/100 points: Total 
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INTERVIEW/SURVEY  RUBRIC 

 

_____/10 points: Students must turn in neat work in the following way: 

 

1. Word processed 

 

2. Alphabetical order 

 

 

_____/10 points: Technical teacherôs signature 

 

 

_____/55 points: Format 

1. Spacing-paragraphs are single-spaced; everything is double-spaced (5 points) 

2. Inclusion and Centering of Headings (10 points) 

3. All  sections included (10 points for each of the four sections = 40 points) 

 

 

_____/25 points: Errors in spelling, punctuation, and grammar 

 

  Number of Errors   Number of Points 

0 25 

1-2 23 

3-4     21 

   5-6     19 

   7-8     16 

   9-10     13 

   11-12     10 

   13-14      7 

   15-16      4 

   17-18      1 

  

  

 _____/100 points: Total 
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NOTE CARD RUBRIC  (Set of 50) 

 

Each note card is worth 2 points. In order to obtain the 2 points, the note card must also contain the 

correct format. 

 

1. Written in ink 

 

2. One item of information per card/one side 

 

3. Author (article title) in upper right-hand corner 

 

4. Page number in lower right-hand corner 

 

5. Year of publication in lower left-hand corner 

 

6. Topic in upper left-hand corner 

 

 

          _____100 points: Total 
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OUTLINE/THESIS RUBRIC  

          _____/15 points: Students must turn in neat work in the following way: 

 

1. Word processed 

 

2. Double spaced with correct indentation 

 

 

          _____/10 points: Technical teacher's signature 

 

          _____/25 points: Thesis 

 

1. Word choice (avoid I, you, we, us) 

 

2. A statement that can be proved 

 

3. Voices an opinion 

 

4. Answers a question 

 

5. Maintains focus of paper 

 

          _____/30 points: Outline 

 

1. Follows outline format (Roman numerals, letters, numbers) 

 

2. Information listed from least to most specific 

 

3. At least three main ideas 

 

4. Main ideas presented in a logical order 

 

5. Method, Results, and Discussion sections listed 

 

          _____/20 points: Errors in spelling, punctuation, and grammar 

 

               Number of Errors Number of Points 

 0-2 20 

 3-5 15 

 6-8 10 

 9-11 5 

 12-14 1 

  

 

          ________/100 points: Total 
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PRODUCT DESIGN SPECIFICATION SHEET R UBRIC 

 

          _____/10 points: Students must turn in neat work in the following way: 

 

1. Word processed 

 

2. All answers are numbered. 

 

          _____/10 points: Technical teacher's signature line 

 

          _____/60 points: Each of 15 questions is answered in a complete sentence. (Each worth 4 points) 

 

          _____/20 points: Correct spelling, punctuation, grammar, etc. 

 

              Number of Errors Number of Points 

 0 20 

 1-2 18 

 3-4 16 

 5-6 14 

 7-8 12 

 9-10 10 

 11-12 8 

 13-14 6 

 15-16 4 

 17-18 2 

 19-20 0 

             

 

 

           ________/100 points: Total 
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COMMUNITY SERVICE DESCRIPTION  RUBRIC 

 

          _____/10 points: Students must turn in neat work in the following way: 

 

1. Word processed 

 

2. Double-spaced 

 

          _____/10 points: Technical teacher's signature line 

 

          _____/60 points: 1) Indicates type of community service (15 points) 

                                 

                                      2) Includes related duties (15 points) 

 

                                      3) Identifies relationship to technical area (15 points) 

 

                                      4) Identifes contact person/supervisor (15 points) 

 

          _____/20 points: Correct spelling, punctuation, grammar, etc. 

 

              Number of Errors Number of Points 

 0 20 

 1-2 18 

 3-4 16 

 5-6 14 

 7-8 12 

 9-10 10 

 11-12 8 

 13-14 6 

 15-16 4 

 17-18 2 

 19-20 0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




