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Capstone ProjectManual for West Florida High School

The Capstone Projedflanual has been compiled to assist West Florida Bdioolstudens and
staff in successfully completing ti@&apstone Project his projectwill consist of a research paperitten in
APA format, a product ccommunity serviceptiondesigned t@howtechnicalskills mastery, and a
presentation. The paper portion of thisject will becompleted in the student's Englishdlass; the product
portionand the presentation will be considessdpart of thestudent's technicaéquirementsThe research
paper portion of th€apstone Projeatill commence in thfirst semestr of English 11l and conclude by tlest
semester of Englishll The product/community service portion and the presentation portion Gafystone
Projectwi | | begin in the studentds technical bearea 1in
completed during the second semester of the senior earder 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 tioe three different portions of the project)..

Since the curriculum at West Florida High is competdrersed requiring studestto
demonstrate masteof skills on a progressive levahe Capstone Projeatill be a finalopportunityfor
studentdo displayand demonstratiaeir mastery of bothiechnicaland applied academic skills. TiH@apstone
Projectwill also allow students to demonstrate that they are capable and disciplined entrants into the real worl
of work or college and are concerned alibetquality oftheirwork. The Capstone Projeatill also serve to
raise standards of acceptability for student work, student expectations of instruction, and staff expectations of
student performance.

Capstone ProjectManagement

It is the responsibiljt of thetechnicalinstructors to brainstorm topic selection and product design with
all theirjunior students. Technicahstructors should provide time and guidance for students for this process.

Once a topic, key words, and pratihave been selectagchnicaland English teachers should then
provide class time for studentsgerformpreliminary searches for information which will help students to
narrow their topics into a focus. Once the focus has been determined, the English teacher will tietinwork
the student to complete the steps of the research process, the writing of the paper, and presentation preparat

Thetechnicalteacher will help the student with the content of the paper, the product, and the
planning of the presentation.

Studerts 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 dgwekent. Time beyond English and technical
class time will be needed for this proje&tudents 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 abadises by which the paper, product, and presentation
are developed and supported.

One component of theapstone Projeas a careerelated formal research paperusing APA
guidelines where the paper topic is incorporated into the academiecmicalcurriculum. The student is
expected to hava minimum of 5 pages of tex{7 pages ofor Honor student®eference page or appendices
are not included in page count.

The second component of tBapstone Projecs a tangiblgproduct designed, constructednd related
to the student'®chnicalprogram 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
product, the studemhay choose to do 20 hoursad@mmunity servicein a careerelated field(with technical
teacher'gre-approval)This does not include travel time to and from the community service site.

The final component of théapstone Projecs a formal,oral presertation of the entire project,
bringing together the paper component and the prémumtnunity service componerithis presentation will be
no less than 10 minutes and no more than 20 minutes in length.

The Capstone Projegirocess will integrate skillspocepts, and data from the major disciplines offered
in the student's course of study. Thepéper gr ade wi | | repr es e ntweeksobtheo f t
Englishlligrade The pr oduct / goadewihrepreseény25% a thesthindheewesks grade in
the technicalared he pr esent at i o n2Zb% ofghe fmute nine wdeligade of the teclsnieah t
area.
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Responsibilities of Participants
The Capstone ProjectCommittee(CPC) will:

1.

2.

w

8.

collect and publish project pacs.

arbitrate disputes, appeals, and other conflicts.

inform faculty as to the progress ©apstone Projecctivities.

update and revis@apstone Projedflanual.

formulate policy and establish guidelines.

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

will consist of 57 members who will be selected by the West Florida High School adminstration.

appoint £apstone Projecoordinator

The studentwill:

1.

N

select project topiand/or related research topwith the approval of the his/h&gchnicalteacherlf
students choose to work irgeoup, the members (four maximum) must gain approval from his/her
technical teacher omerning thendividual portions of the projects being completed. Each student in a
groupwill be graded individuallypased on the individual section of the project he/she completes.

document time spent on research as well as desigooastiuction of productMaintain journal/log)
coordinate the three parts of the project with the teachers involved.

complete requirements of the project according teegtablished guidelines and timelines. Any portion
of the project ttned 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 aftethe fifth school day at:80 P.M

revise the prtions of the final paper deemed necessary byetttnicalor English teacher.

appeal deadline changes pertaining to the final paper, product, and presentation by writing a written
explanation and request for extension to be subanittétheCPC Chairpersonprior to the preestablished
deadlines. If the extension is not granted, the student will be expected to meet the initial deadline or late
penalties will ensue.

both therough draft and fial copy nustbe wordprocessed; submit two copies, one to the technical
instructor and one to the English instructédditionally, other parts of th€apstone Projechust be
word-processed as well.

make avdable upon request of any teacher, counselor, or administiayoelated work.
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The English teacher will:

10.

11

submit topic li$ to CPCfor posting as soon as topics are determined.

in coordination withtechnicalteachers, establish and post deadlines for each step of the research proces
prior to final draft.

check note cards for format.

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

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

calculate the final research paper grade.

instruct the student in the methods of oral presemtat

incorporate te Capstone Projeqtaper as 25% of the third and fourntine weeks grade of English 111

provide and document a minimum of 20 hours of class time for research, format instruction, the writing
process, and instetion of methods of oral presentation (includes TECH time).

instruct the student in the proper fotn(APA), research process, ndsking procedures, outlining,
thesis writing, and writing techniques for the paper.

submit a passing or failingrade for each student to ttezhnicalinstructors.
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The technical teacher will:

10.

11

12.

13.

14.

15.

16.

approve project, product, and related research topic.

in coordination with the English teacher, establish and post deadlines for each step efticl res
processdraft and product.

provide and document a minimum of 20 hours fromtéolnicalarea to the student for product
development, research, and assistance to the student in the technical aspects of the research paper's
content(includes TECH tne).

document classme spent on product development and research.

monitor journal/log writing

review preliminary research to assure research sources have been exhausted.

check the content's accuracy and depthobé cards.

reviewfirst draft of research paper and suggesttentrevisions in writing and aring oneon-one
conferences with students.

evaluate the content dll 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 forwarc
the final grade out of 100 points back to teehnicalteacher.

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

incorporate th&€apstone Projeqroduct grade as 25% of the third quarter grade for the senior
technical area.

advise the student in the planning of the oral presentation.
evaluate th&€apstone Projegiresentatin.
evaluate th&€apstone Projegiroduct.

incorporate th&€apstone Projeqiresentation grades@5% of the fourth quartgrade for the senior
technical area.

ensure that th€apstone Projegroduct/ paper of the individual student#l wot be repeated in the
following year.
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The Media Center staff will:

1. help student develop research strategies.

2. be available totsdents 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 Pape

The paper portion of the Capstone Project culminates in a 5 page (7 pages for Honor students) APA formatte
formal research paper. The research process is broken down into several assignments along the way. Thes
assignments are as follows:

I. Search Stategy Log
Il. Proposal
[ll.  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 assignmen
In additian, 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 followir
decision: is there a sufficient, acaéds 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¢heicalareaandcaptures

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 Musta©§99 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 followingearch strategy log to finerte the research process and folaie a

focus.

SEARCH STRATEGY LOG

Research topic__ (Could be general area or technical area)

Focus ( Specific area of researtiMust be written in one complete stmce)

Key words (at least 10)(Specific words or phrases needed to look up in a search éngmemay list or
bullet your responses.

Questions the research will answer{Must be written in the form of a questipn

abrowbhPE

ExpectedResearch Results(What do you think you will discovexs the answer to your research questions? Answer in
at least five complete sentences.)

Techni cal I nstructordéds Sigrbate ur e
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Note: Students must follow this form exactly.

Search Strategy Log (Cotinued)
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 caree
field (Drafting & Design, Sports Medicine, Legal Services, etc.)

2. Focusi 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 1 Specific words or phrases, related to your topic and focus, that you would uske @ loo
information in a search engine.

4. Questions the research willanswer Youbve got a topic and now you
idea. Now what? What is the purpose of your research? Why is this topic important? Why would someone
wanta need to know about it? What are some of t he
guestions you should be asking yourself. As you come up with these questions, they will guide you in your
research.

5. Expected Research ResultsBased 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 yc
guestions. That is why youdre wnbiygudlhle fFrieseaougt
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 finishe
product. In addition to writing the Search Strategg,Lymu 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 websitésthere are online periodicals, journals, and even babksur 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
Studemntcentered learning
Web-based training
Computerbased training

Questions the research will answer:

Is online learning as effective as traditional classroom learning?

Wha type of equipment is required in order to participate in online learning?

What different formats can online learning take?

How is fAcheatingod prevented in a virtual envi
Why is online learning an attractive option for both students and educators?

agrpONE

Expected Research Results:

| 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 eimdildéi software. Preventing cheatiag

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 I nstructorod6s Signddtaur e
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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, anduest. 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 tiedreakiost

memos are word processed and skgglaced. Each section of a memo shoelavitten in paragraph form in
block style (no indentations) unless other directions are specified.

Most memos follow this general format:

l. Heading
Il. Discussion Segments
ll. 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
concise in your subject line.

Discussion Segments

Your memo will have three discussion segments: one for {her pane for the product, and one for the
presentation. Let6s | ook at each of these secti

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@isclude 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 wi@ert?

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 produc
concept in mind that rei@s 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 pcoidhlow 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 i nformation about what youdd | iukaapproveddet., ev
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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. Makewre to include at least one, preferably two, reasons why his/her approval is necessary.

You should also create two signature | ines at th
one for your technical instructor.
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Proposal Guidelines

A proposal may be written as a way to explain@a@stone Projetopic and peliminary product
design. A word processathglespaced memorandum foat is used with these subheadings: Paper, Product,
Presentation, andequest for ApprovaEach section should be written in paragraph formlock styleunless
otherwise stated’he 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 Projetopic
Paper

e What is the topic and/or thecus of the paper? mswer wy this topic was chosen to reseh.

¢ Include a list of questions{H that may be answered inet paperQuestions should be indented and
bulleted.

e Explainhow the primary research will m®nducted. Is the intertb doa survey (questionnairepr an
interview with an expert?

Product

Explainwhatwill be created as the produahd how the pragtt will be created

Tell of any needs or any problems that are foreseen.

Determine dentative timelinedr completion of the projectimeline should be indented and bulleted.
Include a estimated costnalysis of the project

Presentation

e Explainhow he or she intends to make the presentation.
e The student must create a PowerPoint presentation and use at least one other visirabohditian to
the product itself(Project could act as visual aid if approved by technical instructor.)

Requestfor Approval
e Ask that the technicaéacherEnglish teacher approve the topic for @&pstone Project
¢ Include areason as to why approval of this o necessary
e Parents musteadand sigrthis proposalindicating their understanding of the gust, the deadlinethe

project costand 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 Pject topic

Paper

The topic of my Capstone paper is Legal Services. | will be focusing on the Teen Court system and its
effectivenss in deterring crime. | have chosen to research this particular tapfevoreasons. First, | am

in the Legal Services career program and am interested in pursuing a future career in law. In addition, | h:
always been fascinated with the court system. My research on the Teen Court system will seek to answel
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 presed in Teen Court annually?

For my primary research, | plan to interview a lawyer who participates in the Pensacola Teen Court systen
Product

My product is going to be a twiold process. | am going to attempt to become a member of the Pensacola
Teen Court system. If | am successful, that experience will provide mén&rst knowledge of exactly how
the court works. My product will then be a vidiaped reenactment of an actual case. One problem that |
may encounter is the confidentiality of tt@ses. If confidentiality does become an issue, then | will reenact
a fictious case. | plan to complete this product according to the following timeline:

May 20® 1 Submit application to Pensacola Teen Court

Aug 2009i Begin service as Teen Court member

Oct 2009 Write script for video reenactment

Nov 20091 Recruit cast members to participate in video reenactment
Jan 2010 Film video reenactment

The costs for this project are minimal. | have access to a video camera and feel certain | can find willin
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 researc

paper with the first hand experience | gain from developing my prodineddition to the PowerPoint, |
will use my actual video as my other visual media.
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Request for Approval

| am requesting that you approve this topic for my Capstone Project for a number of reasons. Participatin
in the Teen Court System will prowdne firsthand experience into the legal system. Since | hope to
pursue a career in the legal profession, this experience would be invaluable. Also, this project is required
order for me to receive my technical certificate in Legal Services. Thmanfoyyour 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, vidates,veéts Even
electronic versions of traditional print media are considered references. If a reference is listed on the referent
page, it must be cited in the paper. If a reference is cited in the paper, it must be listed on the reference page
Stucents are required to have seven (7) references for their paper; however, one of those may be an interviev
is recommended thatudents use the UWF/P36 the main source for electronic informatidmaximum of

one encyclopedia or dictionary is allowd. 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. Itis much easier to do it as you find them as opposed to having to go back afteatiokefifad them
agai n. We call this documentation a working ref
cite may not make it into your finalpagea nd t hat 6s okay.

We cite our sources using the American Psychological AssutighPA) format. There are several examples

|l i sted for you in the following pages. The proc
following a recipe. Find the type of source that you are trying to cite and follow the mnmatc t | y ! It
get any easier than that!

Format

Use the wordReferencesentered 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 falfmat for
referencesTechnical 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 irgeris cited in text as follows: (Firgtitial of name, last name, the
wordspersonal communicatiomonth 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 fromrémehmical 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 searchiedaft 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 aisistdheshed
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 examy
Pollack, R. (n.d.)Head Lie 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 brokeslagh character, keeping the
slash as the last character on the line.

For examplehttp://www.escambia.kl2.fl.us/
hs/index.htm
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APA Reference Formatting Style

Traditional Sources:

Books
Author's last name, first initial. (yeaf)itle of book City: Publishing Company.

Mover, G. (1996)Vikings and their traditiondNew York: Little, Brown, and Gmpany.

Monsters and their territorieg1998). San Francisco: Penguin Book Company.

Brochure
Author. (year)Title of brochurgBrochure]. City: Publishing Company.

Research and Training Center on Indegent Living. (1993)Guidelinesfor reporting
and writing about people with disabiliti¢Brochure]. Lawrence, KS: Author.
How to quit smokingBrochure]. (1998). Pittsburgh, PA: Titalist Company.

Encyclopedia or Dictionary
Author's or editor's last name, first initial. (year). SubjecN#&me of encyclopedia

(edition, Volume, paging). City: Publishing Company.
Bergmann, P. G. (Ed.). (1993). Relativity.The new encyclopedia britannica
(3rd ed.,Vol. 26, pp. 56508). Chicago: Encyclopedia Britannica.
Drugs. (1997). I'World book encyclopedia (Vd@, p. 23 1). New York:
Macmillan.

Daily Newspaper Article
Author's last name, first initial. (year, month day). Title of artiClde of Newspaper,

pp-paging.
Schwartz, J. (1993, September 30). Obesity affects economic, social Btetus.

Washington Pospp. B1, B4.

New drug appears to sharply cut risk of death from heart failure. (1993, JURhE5S).

Washington Posp. A12.

Format

Ex #1 with
author

Ex #2 without
author

Format

Ex #1 with a
group author

Ex #2 without
author

Format

Ex #1with author,
edition, volume,

page

Ex #2 without
author, without
edition

Format

Ex #1 with
author,
multiple pages

Ex #2 without
author, one page
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Magazine Article

Author's last name, first initial. (year, Month day). Title of artitlame of Magazine,
volume paging

Posner, M. 1. (1993, October 29). Seeing the ntietence46, 673674.

Smith, D. &White, K. (1998, May 24). Never in this world: Your guide to sp&uger
Space Time$6-59.

Are we really home? (1995, April Fparents,354, 87.

Journal Article

Author's bBst name, first initial. (year). Title of articl€itle of Journal volume(issue if
given), paging.

Bekerian, D. A. (1993). In search of the typical eyewitnasserican Psychologist8,
574576.

Klimoski, R., Hansn, M. A., & Palmer, S. (1996). The ADA and the hiring process in

organizationsConsulting Psychologist Journal: Practice and Reseaf&i(?), 1036.

Nonprint Media

Producer's last name, first initial (Proeug; & Director's last name, first initial.

Format

Ex #1 with

author,

volume

Ex #2 with

two

authors, no volume

Ex #3 without
author,
without volume

Format

Ex #1 with
author,
volume

Ex #2 with

three

authors, volume,
issue

Format

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

Company and address).

Harrison, J. (Producer), & Schmiechen, R. (Director). (1998anging our rmds: The

Ex #1 with
two authors

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

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

See pp. 24268 of APA Manual, 5th edition.
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Electronic Source-Database Format (CEROM, UWF/ PJC etc.):

Journal Article

Author. (year, Month day). Title of articl&itle of Journal, volumeyaging. Retrieved Month ga
year, from database.

Matthews, A., & Thomas, V. (1993). Finding the real ydournal of Applied Psychology, 2243 449.
Retrieved October 23, 2002, from Student Resource Center database.

Magazine Article

Author. (year, mnth,day). Title of articleTitle of Magazine, volum@aging. Retrieved Month
day, year, from database.

Brooks, M. (1998). Watching flowers gro®etter Homes and Gardens,A-22. Retrieved May 20, 2002,
from Studet Edition database.

Newspaper Article

Author. (year, Month day). Title of articl&itle of Newspaper, volumpaging. Retrieved Month
day, year, from database.

Becker, E. (2000, April 15). Pentagon dismisses all accusationsaganeralThe New York Times B, 1.
Retrieved May 17, 2002, from Expanded Academic ASAP database.

Dictionary or Encyclopedia

Author or editor. (year, Month day). Subject.Title of dictionary or encyclopedia, volume,
paging. FRetrieved Month dayyear, from database.

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

See pp. 27881 of APA Manual, §h edition.
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Electronic SourcesInternet Format

Webpages
Author. (year, Month day)litle of Web PageRetrieved Month day, year, from: URL

Pollack, R. (1997, September 2Bead Lice Inforrnatio. Retrieved January 27, 2002, from:

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

See pp. 26878 of APA Manual, 8" edition.
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Interview/Survey Guidelines

An interview or survey may be conducted as a formprimhary research to verify findings from the
secondey research. A worghrocessed singlspaced memorandum format may be used with the following
headlines: Interviewee (Surveyed Individuals)pe of CommunicatiorQuestionsAnalysis of ResultEach
sedion should be written in paragraph form in block style unless otherwise sStatetbllowing specifies what
each section is to include:

To: English Teacher/ Technical Teacher

From: Researcherdéds name (Initials written by han
Date: Due date

Subject: Capstone Projetbpic

Interviewee/Surveyed Individuals
Who was interviewed?
What made this person(s) specifically qualifiecanswer 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?
e How is the interview (survey) to be analyzed and used?

Questions
e Provide a list 06-10 questions and answers from the person(s) interviewed (surveyed)?
e Questions should Haulleted and answered in complete sentences. Please boldface questions.

Analysis of Results
e 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 reseallc paper, the author of a source of infonm@tmust be given credit for theformation taken

and used from that source in order to avoid plagiarism. One way to kesptélseorganized and easier to
maneuver is to take notes on note cards. The followmguaidelinedor taking notes on note cards:

1. Use 3)6 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'sdst name or identifying words of title (from reference list) in the upperhightl comer of the
card.

4. Put the pagaumber at bottom rigHtand corer of the card. If an electronic source is used with no
pagination, number the pages on the printotdreebeginning to take notes.

5. Put the year of publation in the lower lefthand corer of the card.

6. Put the general topic of the note in the uppertafd correr. 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 copynformation word for word. This will only lead toouble later on when the paper does not
sound like the student author but is instead plagiarized.

Example:

Symptoms Jong

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:
findings. The reason is written in the form of one sentence called a thesis statement. A thesis clessgsexpre
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 @per. 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 topit
interest surfaces within that area. At tha@nt, 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 opom or main point in answer
to the gquestion)

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.




Capstone Project 27

Outline Writing

An outline provides the plan for a paipk 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 beel

taken, then the topics on the note cards can be organized into sections dfrtbe out

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 beginsie 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, tr

more information must be sought.

In writing the outline, lte 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 det@laecessary, then numbers are used. Any
division of a topic or subtopic must result in at least two items in the level ben&xh the example on the

following page.



V.

V.

VI.

VII.

Introduction
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Outline and Thesis Format

A. (Eyecatchei Students should use & Berson scenario, quote, or definition.)

B. (Explanation St udents should explain why the fAeyecatc

C. (Background Inforrationi What is important or interesting about thigic?)

D. (LeadIn Statement to ThesisWhat is important about your position or about what you plan on
learning?)

E. (Thesis StatemefitOne sentence that states your position or opinion.)

(Note: Introductdbn should be written from d%person perspectvied 0 not use fl , o Ayou

(First Main Topic)

A.

B.

C.

(First Point)
1. (Detail)
a. (Specific Example)
b. (Specific Example)
2. (Detail)
a. (Specific Example)
b. (Specific Example)

(Second Point)
1. (Detail)
a. (Specific Exampd)
b. (Specific Example)
2. (Detail)
a. (Specific Example)
b. (Specific Example)
(Conclusion sentendeUsingsinceor becausgeexplain why this information is valid or important to your
research.)

(Second Main Topit Follow same format as Part Il.)
(Third Main Topici Follow same format as Part I1.)

Method

Results

C.

A.
B.

(Explain whether a survey or an interview was used for primary research.)
(Explain details)
1. Who will the survey/interview be with?
2. What will the survey/ interview consist of?
3.  When will the surveyl/interview takdgze?
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 surveyl/interview to be analgzand used?

(Make a list of the questions to be ask&d questions minimum)

Do the results support your research?
Do the results support your survey/interview information?

Discussion/Conclusion

A.
B.
C.

Explain what you find out as a result of your resha
Explain whether your research bears out your hypothesis from your proposal.
Discuss how your research will directly-fieto product production.
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** 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 yegowflication. 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 studyrpgers, 1994).

The last example is the most used format. A good rfuleuonb is that at least one-fext citation is
necessary for each paragh. However, more than onetext citation will be used if the information in the
paragraph was extracted finanore 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 examles 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 homegAbuse in Americal998).

If information from an interview is being usebetinterviewee's first initial, last name, the words
personal communicatiomnd date of the interview (month day, year) are inserted as a parenthetical citation. Ar
interview, however, will not appear on the reference page. The following is an exanmteraation 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: (JynE998a) and (Jones, 1998b).
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Product Design Specification Sheet
The researcher should plan for the creation of his/heuptad 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 specifi
plan for creating the product. Note: Technical teachers may or may not requirenatidhaterials 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 nedd 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 faCépstongaper?
13. Who will benefit from the creation tfe 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/Guardia Signature: Date

Techni cal I nstructordds Sinat ur [Rate

Community service option: In place of the product design specifiteon 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 indicatedn the description. In cases with multiple contact persons, a log

sheet must be maintained.



Abstract:
APA:

Appendix:

Citations:
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Glossary

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.

American Psychological Association; the group who organized one way of

formatting a research paper.

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
centeredht the top of each of the appendices pages. If only one appendix is used, it is
labeled simply as Appendix.

Also known as parenthetical citations. All direct quotes, percentages, and
information specific to an author must be cited within the.tin most cases, use the
author's last name and year within parenthesesthéaited 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

Discussion

Due Dates

two-page esay describing the application, development, tastinicalknowledge pertaining to

the community service is required. The 20 hours must also be documented in a log to be turnec
as part of the requirement. These hours will be verified bietteicalteacher. Community

service must be performed outside regular school handsmay not be performed under the

direct supervision of family or relatives. All community service nigsapproved by the

technical area teacher prior to beginning the service s&nyice already receiving classroom

credit can not constitute community servis®. monetary pay should be received for any
community service.

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

There will be schoelWide due dates per quarfer dl parts of the paperproduct, and the

completion of presentations. Failure to meet final deadlines for the paper or product will result ir
the following deductions: one school day late = 80% as the highest grade; two school days late
70% as theilghest grade; and three to five school days late = 60% as the highest grade. No wor|
will be accepted after the fiftschool day at 3:00 P.M.

Electronic References A reference that is retrieved from a computer in some ¥maything 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 andbeled 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 approtesthbizaland
Englishteachers after preliminary research has been showrfo@tr® may be submitted to the teachers in the
form of a proposal.

Font:

Grading:

Use 12point Times New Roman.

Grading is divided by theechnicaland English teachers as follows: English teacher

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

paper. Technicalteacher should chegkeliminary esearch, note cards, and rough drafts of the
paper for content accuraand depth of coverage, grade the content of the final paper, grade the
entire productand gradehe presentatioalong with program evaluation committéate

grades see Due Dates

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

Interview:

Introduction :

Margins:

Method:

Note Cards:

Numbers;

Outline:

PageHeader.

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

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

The first section of the body of the paper (begins on page three of the paper); develops
background of paper (through secondary research); contains. thesnot label this section.

All margins are one inch.

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 reseaitt.

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.

Use Arabic numerals for all numbers 10 and gre&efer toAPA Manualfor exceptions.

A well-organized plan of the paper explaining in topical form the contents of the
paper in the order they are to appear.

A 2-3 word title (first 23 significant words of running head) appearing at the top right comer of
every pageFive spaces separate the page header from the page number. To create a header,
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 dermamber. 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 informatio (quotes, statistics, ideas, etc.) from a source without
giving proper credit (a citation).0 penalty points will be deducted from the rough draft where
plagiarism is detectedPlagiarism may lead to failure of tlkapstone Projegaper.

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 aredgost likely will consist ofa written
proposal of the product, but may entail a rough product sample. See specific technical teacher f
his or her expectations.

Preliminary Research An alphabetized list in APA format of references that have been gathered to date. The
list shoutl 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 presertian 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 dematnation 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 shedepth.

Product DesignCheck: 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 technic
teacher shouldet expectations dependent on techhécea.

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 pap:
using hanging indents. All referess 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 mhtsuieh 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.



Results
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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.

SecondaryResearch Research from printed material, such as books, magazines, brochures, professional

Spacing

Thesis

Time:

Title:

Title Page

Topic:

journals, databases, etc.
Entire paper is in doublgpace format.

A specific, single, focused sentence that indicates the main idea of the paper.
Appears irthe introduction of the papearsually the last sentence of the introduction.

A minimum of 20 hars in the English classroom/media cesi@ent in the reseeh process
for paper development; a minimum of 20 hours in the techareal/media centespent on
product development/community service; a minimum of 20 hours of student time
(outside of school) spent on completion of all requirements.

A 10-12 word summary (phrase form) of the paper that appears centered on the title
pageand again centered at the top of the first page ofpexte 3) .

The first page of the paper (similar to a covage). It contains ttle, name of the autmpand
institution, city, and state for whom thesearcher is writing. This information is double spaced
all at the top of the page.

Chosen by the student asesult of interest in that technieadlated area; approved by
technical teachesubmitted in written form.

Traditional ReferencesReferences that are in the form of a book, magasinanything else pulled ofa

shelf and read.
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2008-09 CapstoneDeadlines and Due Dates

Teacher OK Due Dates
Junior Year
Tech/Eng
/ Nov. 3 (Nov.12)
/ Nov. 17 (Nov 21)
/ Jan.20 (Jan.33
/ Feb2 (Feb.6)
/ Feb.16 (Feb.23)
/ Feb 27(Mar. 6)
/ Mar. 30
I May 4
Senior Year
/ Oct. 13
/ Mar. 2 Mar. 20
/ Apr. 137 Apr. 30

Paper Grade
Product/Community Service Grade
Presentation Grade

*Final Grade

Item

Search Strategy Log: Topic
Proposal

Working Reference Page/Begin working on note
cards

50 Note Cards
Interview/Survey
Outline/ Thesis

Rough Draft (copies to both Technical and English
instructors)

FINAL Paper (copies to both Technical and
English instructors)

Product Design Spec. Sheet/Community Service
Description

FINAL Product (Technical Instructor)

Presentation Date Set (Technical Instructor)

*Final grade is determined by the average of the paper, product/community service, and pregeadason
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 Engligtchndtal
teachers judge the effectivesseof their roles as participants in thapstone Project

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

A

provide a mi ni mueshnicabreaZod prddwctdevslopmeantpraseatrch, e

and assistance? Yeblo

A r ereughelraft of research paper? YeNo

A suggest r evirmghdraftYes Mo wr i ting for

A r eoughdrait in a timely manner (in time to meet next deadline)? &s

A evaluate the fi nNol paper for content?
A s e r reseurca during product development? Yi®

A evaluate tNoe product? Yes

A advise you in the planNoing of the oral
Did your English teacher (Mr./Mrs./Ms.) do the following:

A provide a miohdassuime fa resedod, fohmatunstsiction, and the writing

process? YesNo

A
A
A
A
A
A
C

check note caNods for format? Yes

r erougheraft of research paper? YeNo

suggest r eviremghdraftaYesMo wr i ti ng for

r edughdrait in a timely manner (in time to meet next deadline)? s
evaluate the final pafoer for format an

instruct you in the nWwthods of oral pr

omments:

Yes

present

d gr amma

esentat.i
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SEARCH STRATEGY LOG RUBRIC

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

1. Spelling errors not present
2. Punctuation errors not present
3. Word processed

/| 10 points: Technical Teacherds signatu

/10 points: Research topic 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.

/100points: Total
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PROPOSAL RUBRIC
_____110points: Students must turn in neat work in the following way:
1. Word processed

2. Initials written by hand in blue/black ink

______h0points:Technicalteacher's signature

__ hOpoints: Parentodos Signature

A5 points: Format
1 . Spacingparagraphs are singpaced; eugthing else is doublepaced (5 points)
2. Inclusion and Centering of headings (10 points)
3. All sections included (points for each ofive sections = 30 points total)

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

Number of Errors Number of Points
0 25
1-2 23
34 21
5-6 19
7-8 16
9-10 13
11-12 10
1314 7
1516 4
17-18 1

/10@oints: Total
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WORKING REFERENCE PAGE RUBRIC
/10points: Students must turn in neat work in the following way:
1. Wordprocessed

2. Alphabetical order

/10points: Technicalteacher's signature

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

Number of Errors Number of Points
0-2 80
35 76
6-8 72
9-11 68
12-14 64
1517 60
18-20 56
21-23 52
24-26 48
27-29 44
30-32 40
3335 36
36-38 32
3941 28
42-44 24
4547 20
4850 16
51-53 12
54-56 8
57-59 4

Note: Anautomatic deduction of Jfioints will accur for each missing soureé are required.

/10Points: Total
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INTERVIEW/SURVEY RUBRIC
/10points: Students must turn in neat work in thedielhg way:
1. Word processed

2. Alphabetical order

_____ / 10 points: Technical teacherdés signatur

/55 points: Format
1. Spacingparagraphs are singpaced; everything is doubdépaced (5 points)
2. Inclusion and Centering of Headings (10 points)
3. All sections included (10 points for each of the four sections = 40 points)

/125 points: Errors in spelling, punctuation, and grammar

Number of Errors Number of Points
0 25
1-2 23
34 21
5-6 19
7-8 16
9-10 13
11-12 10
13-14 7
1516 4
17-18 1

/100 points: Total
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NOTE CARD RUBRIC (Set of50)

Each note card is worthpoints. In order to obtain th2points, the note card must also contain the
correct format.

1. Written in ink

2. One item of information per card¥® side

3. Author (artice title) in upper righthand corer
4. Pag@ number in lower righthand corer

5. Year of pblication in lower lefthand corer

6. Topic in upper lefhand corer

10Qooints: Total
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OUTLINE/THESIS RUBRIC
/15p0ints: Students must turn in neat work in the following way:
1. Word processed

2. Double spaced with correct ertation

______110points:Technicalteacher's signature
______[I25points: 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
______[30points: 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 Discussioctgans listed

[20points: Errors in spelling, punctuation, and grammar

Number of Errors Number of Points
0-2 20
35 15
6-8 10
9-11 5
12-14 1

/10(@oints: Total
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PRODUCT DESIGN SPECIFICATION SHEET RUBRIC
/10points: Students must turn in neat work in the following way:
1. Word processed

2. All answers are numbered.

/10points:Technicalteacher's signatufme

/60points: Each of 15 questions is arsed in a complete senten¢@ach worth 4 points)

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

Number of Errors Number of Points
0 20
1-2 18
34 16
5-6 14
7-8 12
9-10 10
11-12 8
1314 6
1516 4
17-18 2
19-20 0

/10 points: Total
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COMMUNITY SERVICE DESCRIPTION RUBRIC
_____110points: Students must turn in neat work in the following way:
1. Word processed

2. Doublespaced

/10points: Technicalteacher's signatufme

/60 points: 1) Indicates type of community service (15 points)
2) Includes related duties (points)
3) Identifies relationship to technical ard® (oints)

4) ldentifes contact person/supervigbb points)

/20points: Correct spelling, punctuationagrmar, etc.

Number of Errors Number of Points
0 20
1-2 18
34 16
5-6 14
7-8 12
9-10 10
11-12 8
1314 6
1516 4
17-18 2
19-20 0






