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Learning Stretch: 
 

The art of making great demands upon one’s ability 

while gaining knowledge, comprehension or mastery 

through expressions and/or a study. 
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Introduction 
 

Increased academic standards in high schools have led to the national initiative, No 
Child Left Behind, and the state initiative, Public Law 221.  Academic Standards are now 

measured and reported by the Department of Education (www.ideanet.doe.state.in.us), and 

schools are required to demonstrate annual yearly progress.  Not only is this true in 

Indiana, but additionally, every state across the nation is increasing the rigors of educational 

standards as the demands for excellence in the workplace increases.  Of special importance 

is the senior year.  According to the National Commission on the High School Senior 

Year, the senior year should be a “culmination of primary and secondary education, with 

clearly articulated high standards for leaving school, for which students have been preparing 

for four or more years.”  

The Senior Capstone is one of a few exemplary programs that exceed academic 

standards, bringing together all the aspects of learning: creative thinking, critical thinking,  

problem solving along with written and oral presentation skills.  It is a practical application 

of managing time, planning, networking, and using resources outside the classroom. The 

senior stretches beyond his/her classroom knowledge and applies this knowledge to his/her 

Senior Capstone. 

The Senior Capstone was integrated into the English curriculum in 2001 to 

demonstrate the accomplishment of State Standards in a practical way.  The paper, 

Capstone, portfolio, and presentation are part of the Senior English grade.  

The goals of the Senior Capstone are: 

 To improve critical thinking skills 

 To encourage creativity 

 To improve research skills 

 To improve communication skills—written and oral 

 To improve organizational skills 

 To improve problem-solving skills 

 To improve networking skills 

 To use resources outside the school 

 

The Senior Capstone consists of four parts: 

 The research papers 

 The capstone/product 

 The portfolio 

 The presentation 
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Senior Capstone Calendar (Senior English) 

2017-2018: Semester One 

 
DUE DATE    EXPERIENCE  

 

Aug. 18    Proposal Letters Due  

Aug. 25    Proposal Letters Returned 

 

Sept. 1     Proposal Letter Resubmits 

Sept. 22    Expository Paper Due 

 

Oct. 3     Forms Due:  Integrity Commitment, Mentor  

     Agreement, Parent Permission, and Waiver 

Oct. 10     Mentor Verification #1 Due 

Oct. 24     Final Day to request a change regarding Project or  

     Mentor 

Oct. 27     Argument Paper Due 

 

Nov. 10    Portfolio and Proof of Product Due 

Nov. 13    In-class Presentations begin 

     
December 7-8    Winter Senior Boards 
 

**Semester Two Calendar will be published in January of 2018** 
 

 

 

*ACP students should refer to their course syllabus for due dates* 
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Plagiarism Policy 

Greenwood Community High School 

 
Plagiarism is defined by Webster's II Riverside University Dictionary as: 

 

"to steal and use (the ideas or writing of another) as one's own; to take 

passages or ideas from and use them as one's own." 

(Webster's 898) 

 

Plagiarism is using another's words, ideas, or images without acknowledging the source with 

proper citations.  Plagiarism is not only copying word for word from another's source but also 

paraphrasing and changing the words to make the information appear to be one's own ideas.  This 

includes taking information from written sources, Internet sources, all audio-visual sources, and 

other student's work. 

 

To prevent plagiarism, a student must acknowledge his or her sources.  Students at Greenwood 

Community High School should use either MLA or APA format when using researched 

information.  These formats include both internal citations and a Works Cited page. 

 

When a question about plagiarism arises, the burden of proof is on the student.  The teacher may 

request a student produce the sources to verify proper citations have been used and that 

plagiarism has not occurred. 

 

If plagiarism has occurred, the following steps will be taken: 

 

First offense: A conference will be set up between the student, his or her parents, the teacher, and 

an administrator to discuss the violation of the school's policy.  The offense will be documented in 

the student's permanent file.  The assignment will initially be given a zero (0%).  The student will 

be allowed to redo the assignment.  Upon successful completion of the assignment, the student's 

second grade will be averaged with the zero for his or her final assignment grade. 

 

Second offense: A meeting will be set up between the student, his or her parents, the teacher, and 

an administrator again to discuss the violation of the school's policy.  The offense will be 

documented in the student’s permanent file.  No opportunity will be given to redo the 

assignment.  The assignment will be given a zero (0%). 

 

Third offense: Same procedure as the second offense; however, the student may lose credit for 

the semester course with the possibility of a suspension. 

 

Each offense will be documented in the student's permanent record and therefore carry over 

from year to year for the duration of a student's academic life at Greenwood Community High 

School. 
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Integrity Policy 
 

Honesty and integrity are important character traits of our graduates.  The Senior 

Capstone requires students follow an honor code in reporting and reflecting about the 

progress on their Capstones.  The consequences of violating this commitment will result in 

a zero for the portion of the Capstone involved, which may result in failure of English 12, 

requiring the student to make up the credit before graduating.  Students must consult with 

their guidance counselor for make-up options. 

 

 We define cheating as: 

 

 Plagiarism on any part of the Capstone, especially the research paper, is a 

serious offense.  Plagiarism is defined in the student handbook and on the 

prior page of this handbook.  Students are responsible for understanding 

the consequences of plagiarism.  

 Falsifying documentation related to Senior Capstone is considered a 

violation of this policy.  This includes, but is not limited to: lying about or 

exaggerating the quantity or quality of time spent working on the product 

phase; submitting work which is not the student’s own; inventing or 

exaggerating the mentor relationship; forging signatures. 
 

 

 

 

 

If any of these occur, the senior will be removing 

himself/herself from eligibility for Senior Boards due to unethical 

behavior.   
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Late Work Policy 
 

 The late work policy of the English Department applies to all major 

written assignments.  These penalties are assessed from the grade of the original work.  

The first day late is a 10% deduction.  Each school day after is an additional 10% 

deduction.  Homework/daily assignments/journal entries/SP paperwork are not subject to 

this policy; if not turned in by class time on due date, each assignment receives a zero. 

 

 

Senior English Grading Per Semester 
 

 
 

**ACP Students and students enrolled in the semester-long ENG 12 

Composition Course should refer to their syllabus for grading** 
 

 

 

 

 

**Please note, any senior who chooses not to submit both papers, which meet minimum requirements, and 

all Senior Capstone paperwork will not be able to present to Senior Boards. 
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Four Parts of Senior 

Capstone 
 

Papers 

Capstone 

Portfolio 

Presentation 

 

Requirements 
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The Papers 

 

 
 

 The research papers are major grades in Senior English as required by the Indiana 

State Standards.  The process of selecting a topic, completing the research process, writing 

a thesis, and preparing the paper for presentation will be guided by the Senior English 

teachers.  All phases of the research process must be completed before the student may 

submit his/her papers. 

 The purpose of the research papers is to demonstrate a student’s ability to 

formulate a thesis, to use a variety of sources for research, and to write an organized, logical 

paper.  The skills used in producing the research paper are the same skills demanded in 

many professional settings.  The papers reflect not only the best problem-solving, critical 

and creative thinking skills a student has to offer, but also the best-written communication 

skills. 

 

Requirements for Expository Paper 

 

1. 3-4 pages in length/double spaced TNR 12, standard margins (800+ words—not 

including Works Cited) 

2. 4 sources per paper minimum—sources must be approved by teacher 

3. Modern Language Association (MLA) format  

4. Standard conventions of English 

 

Requirements for Argumentative/Persuasive Paper 

 

1. 4-5 pages in length/double spaced TNR 12, standard margins (1100+ words—not 

including Works Cited) 

2. 4 sources per paper minimum—sources must be approved by teacher 

3. Modern Language Association (MLA) format  

4. Standard conventions of English 

 

 

 

 

 
Late Work Policy 

 

 The late work policy of the English Department applies to all major written 

assignments.  These penalties are assessed from the grade of the original work.  The first day late is 

a 10% deduction.  Each school day after is an additional 10% deduction.  Homework/daily 

assignments/journal entries/SC paperwork are not subject to this policy; if not turned in by class time 

on due date, each assignment receives a zero. 
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Expository Paper Rubric 

 
NAME: 

              

BASIC CRITERIA:            

       

 Papers that don’t meet basic criteria aren’t read or awarded any 
credit.             

 YES  NO    

 800 or more words              

Paper Format including heading, title, last name and page #, double 
space             

              

CONTENT       

       

 Title creates interest and/or practically informs reader of subject     5    4    3    2    1    0 

Introduction establishes inquiry project and purpose for it     5    4    3    2    1    0 

Body cites at least four teacher-approved sources and connects 
information to inquiry project     5    4    3    2    1    0 

Cited information represents learning stretch    10    8    6    4    2    0 

Conclusion resonates with title, intro, and body and understanding of 
purpose is seen anew in light of inquiry     5    4    3    2     1    0 

       

       

ORGANIZATION             

       

 Coherence: title, intro, body, and conclusion work together    10     8     6     4     2     0 

 Paraphrases, quotations, and writer’s words interwoven  10   8   6   4  2  0  

Cited sources included evenly throughout the paper  5 4 3 2 1 0 

Transitions used to lead reader through results of inquiry project  5 4 3 2 1 0 

              

 MLA FORMAT              

       

Signal phrases introduce sources smoothly into paper  5 4 3 2 1 0 

Parenthetical citations correct after quotes and paraphrases  5 4 3 2 1 0 

Works Cited page formatted correctly at end of paper  10 8 6 4 2 0 

              

 MECHANICS              

       

Freedom from errors when it comes to grammar, punctuation, and 
spelling including pronouns and verb agreement.  20 19 18 17 16 15 

The paper should be polished and ready for publication.   14 13 12 11 10 

    9 8 7 6 5 

   4 3 2 1 0 

Total Points             

Letter Grade             

Comments:             
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Argument Paper Rubric  NAME:           

              

BASIC CRITERIA:            

       

 Papers that don’t meet basic criteria aren’t read or awarded any 
credit.             

 YES  NO    

 1100 or more words              

Paper Format including heading, title, last name and page #, double 
space             

              

CONTENT       

       

 Title creates interest and/or practically states argument     5    4    3    2    1    0 

Introduction establishes writer has a take on a subject     5    4    3    2    1    0 

Body cites evidence to support author’s take      5    4    3    2    1    0 

Cited information represents learning stretch and new information to 
reader    10    8    6    4    2    0 

Conclusion resonates with title, intro, and body to convince reader of 
writer’s argument or take     5    4    3    2     1    0 

       

       

ORGANIZATION             

       

 Coherence: title, intro, body, and conclusion work together    10     8     6     4     2     0 

 Paraphrases, quotations, and writer’s words interwoven  10   8   6   4  2  0  

Cited sources included evenly throughout the paper  5 4 3 2 1 0 

Transitions used to lead reader through writer’s take/argument  5 4 3 2 1 0 

              

 MLA FORMAT              

       

Signal phrases introduce sources smoothly into paper  5 4 3 2 1 0 

Parenthetical citations correct after quotes and paraphrases  5 4 3 2 1 0 

Works Cited page formatted correctly at end of paper  10 8 6 4 2 0 

              

 MECHANICS              

       

Freedom from errors when it comes to grammar, punctuation, and 
spelling including pronouns and verb agreement.  20 19 18 17 16 15 

The paper should be polished and ready for publication.   14 13 12 11 10 

    9 8 7 6 5 

   4 3 2 1 0 

Total Points             

Letter Grade             

Comments:             
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The Capstone/Product 

 

 
 The Capstone or Product connects directly to the topic of the research paper 

demonstrating an application, observation, or synthesis of the research topic. The 

Capstone/Product must be presented during the oral boards.  

 A community mentor, chosen by each student, coordinates work on the Capstone.  

The mentor must meet Senior Capstone guidelines.  The student and mentor work 

together a minimum of 15 hours on the Capstone; for job shadowing and volunteer work, 

the student and mentor work together a minimum of 20 hours.  This mentoring gives 

students an opportunity to go beyond the classroom teacher and network with another 

adult, teaching students how to find and use community resources.  The greatest benefit 

may be exposing students to the expectations in the professional community as well as 

teaching skills like telephone etiquette and business correspondence. 

 

Requirements 

 

1. Student generated and produced 

2. Student adheres to product specific criteria 

3. Connects to the research topic 

4. Includes evidence of a learning stretch beyond what is already known 

5. Includes a minimum of 15/20 total hours verified with the mentor at the end of the 

Capstone.  All Mentors MUST have one-one contact with a school representative. 

6. Includes a mentor/student  and time log documenting time required 

7. Includes a minimum of five (5) photos with captions reflecting the Capstone in 

progress; student must be in photos. Mentor must be in at least one photo with 

student. 

8. Demonstrates pride in workmanship and accomplishment 

 

 

 

 

**There is no rubric for this grade.  If the student completes his/her Capstone/product as 

outlined in the Proposal Letter by the due date, s/he gets full credit.  If not, s/he is subject 

to the Late Work Policy. 

 

 

 
Late Work Policy 

 

 The late work policy of the English Department applies to all major written 

assignments.  These penalties are assessed from the grade of the original work.  The first day late is 

a 10% deduction.  Each school day after is an additional 10% deduction.  Homework/daily 

assignments/journal entries/SC paperwork are not subject to this policy; if not turned in by class time 

on due date, each assignment receives a zero. 

 

 



 14 

Mentor Qualifications 
 

 

Senior Capstone Mentors must meet the following qualifications: 

 

1. S/he must be 25 years of age or older. 

2. S/he must be a professional in the field of study. 

3. S/he cannot be legally related to the student by any means, including through 

marriage. 

4. S/he cannot be a teacher at GHS, Central Nine Career Center, or connected to 

the student through Cadet Teaching or previous teacher/student experience. 

5. S/he must be willing to spend a minimum of 15/20 hours with the student 

discussing, planning, and/or working on the Capstone. 

6. S/he must be willing to provide personal information to allow the student’s 

English teacher or a school representative the ability to check progress. 

7. S/he must be willing to complete the required forms IN FULL: 

Mentor Agreement (to be signed by 10/03) 

Integrity Commitment (to be signed by 10/03) 

2 Mentor Verifications (one 10/10 and the second to be submitted  

           with the student’s Portfolio on 11/10) 

Verified Time Log (to be submitted with the student’s 

   Portfolio on 11/10) 

 

 

 

 

Senior Capstone Journal Entries 

 
 Four times throughout semester, students will have a senior Capstone check; the 

teacher will meet with each student individually.  Two journal entries will be due at each of 

these checks with a minimum of 12 journal entries being present in the student’s Senior 

Capstone Portfolio.   

 Each journal entry’s purpose is to show the process of the student’s journey in 

completing his/her Senior Capstone.  Each entry is to be reflective, focusing on thoughts, 

plans, accomplishments, problems, and solutions encountered during Senior Capstone.   

 Journal entries must be dated and typed; journals should be a minimum of 200 

words.   Grades will be based on content and standard language conventions. 

 

 

 

 

 

 



 15 

The Portfolio 
 The Senior Portfolio is an organized visual record of the Senior Capstone journey. 

The portfolio can be paper based such as in a three-ring binder or in a digital space, such 

as a website.  Several items in the portfolio are required, but seniors are encouraged to 

include other materials that help document work on their Capstone. In addition to the 

student’s teacher evaluation, Senior Board Judges will review portfolios before hearing 

presentations. 

 The portfolio does several things: 

1. Allows the judges to “see” the history/process of the Senior Capstone 

2. Gives the judges a first impression of the Senior 

3. Offers the judges an opportunity to develop questions about specific 

Capstones 

A student should take pride in his/her portfolio because it will reflect him/her as an 

individual.  The portfolio is what makes the first impression on the judges before the 

presentation. 

 

Required contents include: 

1. Cover Page: The style, information, graphics, and layout are the student’s own 

design. 

2. Table of Contents: Reflects the student’s ability to organize and arrange in a logical 

sequence.  

3. Letter to Judges: Introduces the student and his/her Capstone  

4. Proposal Letter: Gives a brief overview showing how all components of Capstone 

are connected. 

5. Forms:  All required forms must be signed and included. 

6. Time Log: Verifies time (minimum of 15/20 hours) spent with mentor. 

7. Evaluations: Must have two (2) Mentor verification forms completed.  

8. Research Papers: Must meet requirements stated previously in this handbook. 

9. Capstone/Product Journal: Demonstrates journal writing, self-reflection, and 

personal growth.  It also provides judges with an outline of the student’s progress. 

Minimum of 12 detailed (6 full pages), in-depth, reflective, journal entries.  

10. Exit Interview and Extra Information: if required as outlined for job 

shadows/volunteering 

11. Photos: A student must have at least five (5) photos of him/herself with captions 

that relate to his/her ‘Capstone in progress.’ 

12. Self-Evaluations: Focuses on self-assessment, time-management, and use of 

resources. 

13. Thank you Letters: Letters written to mentor and others important to the 

completion of Senior Capstone. 

 
Other items a student may need to include in his/her portfolio are letters or e-mails with 

mentors, charts or graphs, publicity, brochures or Capstone related items, blueprints or other 

materials involved in the Capstone.   

 
Late Work Policy 

The late work policy of the English Department applies to all Senior Capstone work.  These penalties are 

assessed from the grade of the original work.  The first day late is a 10% deduction.  Each school day after is an additional 

10% deduction. Homework/daily assignments/journal entries/SC paperwork are not subject to this policy; if not turned in by 

class time on due date, each assignment receives a zero. 
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Senior Capstone Portfolio Rubric       

Name:_____________________________________       

Score/Grade:______________       

       

       

Learning Stretch/Quality: (40)             

Stretch is evident and required extra ordinary effort 40 38 36 34 32   

*entirely new subject or advanced level for student             

              

Stretch is evident and required good amount of effort 30 28 26 24 22   

*subject not new, but was approached in a new way             

              

Very little learning stretch, but required some effort 20 18 16 14 12   

*subject challenge was minimal             

              

Very little learning stretch, not much effort presented 10 8 6 4 2   

*subject challenge was minimal             

              

No learning stretch evident, little to no effort 0      

*little to no subject challenge             

              

Appearance: (10)             

Attractive/Neat  5 4 3 2 1 0 

Pages are interesting and informative 5 4 3 2 1 0 

              

Content: (15)             

Portfolio contains all required information: 15 14 13 12 11 10 

Proposal Letter, Letter to Judges, Integrity commit., Parent  permission,   9 8 7 6 5 

Waiver, Mentor agreement, 2 Mentor verifications, Research paper,    4 3 2 1 0 

4 Photos w/ captions, Mentor Time log, Journal entries,              

Table of Contents,  Self-Evaluation, Thank you Letters             

              

Journal Entries: (15)             

Journal is detailed and shows the following: 15 14 13 12 11 10 

work/progress of student,  learning stretch/challenges,    9 8 7 6 5 

problems encountered, solutions found, evidence of planning,   4 3 2 1 0 

reflections of student, individual effort,         

grammar and mechanics at senior English level       

       

Revision: (20) 20 19 18 17 16 15 

Student has FULLY revised all research papers,   14 13 12 11 10 

journals, and other written capstone works between    9  8 7  6 5  

when the grade was initially assessed and when   4 3 2 1 0 

 submitted in the portfolio:             

Comments:             
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The Presentation 
 

 

The culminating activity is the Senior Capstone Presentation.  A panel of 

community members will hear the presentation.  After researching and producing the 

Senior Capstone, students will have the expertise and knowledge to ‘show off’ their 

accomplishment. 

Several areas will be evaluated: 

1. Presentation content 

2. Multi-media aid(s) 

3. Learning stretch 

4. Personal appearance 

5. Questions from the judges 

 

After completing the presentation, each student will be ready to celebrate.  This 

Capstone presentation represents his/her achievements throughout high school.  The hard 

work, self-discipline, self-direction, and accomplishments represent their preparation for 

life outside Greenwood Community High School. 

 

 Presentation Requirements: 

 

1. 8-10 minute presentation  

2. Use of multi-media aids are required. Examples include but are not limited 

to a digital portfolio or a PowerPoint presentation to supplement a paper-

based portfolio.  (videos must be no longer than 3 minutes and must be 

accompanied by sound or explanation) 

3. A Capstone which is the making of a video Capstone may last up to 5 

minutes 

4. Limited use of notes 

 

An explanation of multi-media aids available will be given early in the first semester.  

All non-original art or music must be cited in the presentation.   

 

Digital Component of Presentation Requirements: 

1. Minimum of 10 clicks on an ePort or 10 slides in a Power Point presentation  

not including title or works cited slides. 

2. 5 photos of mentor/process/product (minimum) 

3. Digital presentation should include student introduction, mentor, research 

papers, Capstone/process, product/outcome, learning stretch, problem solving, 

and thank-you letters. 

4. A Works Cited slide must be included in MLA format—if necessary. 

 

 

**To follow are the Presentation and Digital Media Aids rubric.  Please note that there will 

be an additional grade for the student’s adherence to the time constraints during the in-

class practice presentations. 
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Appropriate Attire for Senior Capstone Boards 
 

 

 

 

Ladies  
 

Dress shoes—no open-toed shoes or sandals (dress peep toes are acceptable) 

Stockings or trouser socks—no bare legs 

Long-sleeve dress or jacket—no bare arms 

Pant/jacket or skirt/jacket should match—as a complete outfit 

Dress blouse—no tees or camis 

Knee-length or longer skirt—no above the knee or mini skirts 

Sweater sets in lieu of a blouse/jacket are acceptable 

No cleavage showing 

Minimum amount of jewelry—1 pair of earrings, 1 ring, and dress watch 

Remove facial piercings 

Very little or no perfume 

Conservative make-up 

 

 

 

 

Men 

 

Dress shirt with collar 

Dress pants—no cargo pants or jeans 

Tie 

Jacket or sweater vest over dress shirt 

Remove all piercings long hair—tied back into a ponytail 

Dress shoes—no athletic shoes or boots 

Dark dress socks—no athletic socks 

Belt 

Remove keys/phones from pocket 
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SP In-Class Oral Presentation Rubric       

Name:______________________________       

Score/Grade:________________________       

       

Speech Organization: (15)             

Intro is attention-getting/main idea clearly stated 5 4 3 2 1 0 

Speech is clearly organized and easy to follow  5 4 3 2 1 0 

Speech has a conclusion that is clear and gives opportunity for questions 5 4 3 2 1 0 

              

Content: (40)             

Each area: paper Capstone, mentor is explained/connected 5 4 3 2 1 0 

Student adequately describes his/her effort 5 4 3 2 1 0 

Student adequately describes his/her outcomes 5 4 3 2 1 0 

Student includes information about learning stretch 5 4 3 2 1 0 

Student’s learning stretch is evident 5 4 3 2 1 0 

Student includes information about problem-solving skills/efforts 5 4 3 2 1 0 

Student's problem-solving skills/efforts are evident 10 8 6 4 2 0 

              

Delivery: (45)             

Student illustrates good posture and gestures 5 4 3 2 1 0 

Student illustrates good eye contact/rapport with audience 5 4 3 2 1 0 

Student uses appropriate language skills 5 4 3 2 1 0 

Student illustrates good speaking skills 5 4 3 2 1 0 

Students exhibits confidence 5 4 3 2 1 0 

Student illustrates knowledge of the subject 5 4 3 2 1 0 

Student shows signs of practice/preparation 5 4 3 2 1 0 

Student shows appropriate attire 5 4 3 2 1 0 

Student is able to answer questions appropriately 5 4 3 2 1 0 

       

Grading Scale:       

10 or 5: Advanced: Student exhibits a skill level which        

                                    exceeds age level expectations        

8 or 4:Proficient:  Student exhibits a skill level which is age       

                           appropriate       

6 or 3: Provisional: Student exhibits a skill level which is close       

                to an average level of acceptance but needs improvement       

4 or 2: Poor:  Student exhibits a skill level which shows little       

                       evidence of preparation       

2 or 1:  Unsatisfactory: Student shows an unacceptable skill       

                                           level       

0:Not mentioned/No evidence       

       

Comments:             
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Senior Capstone Digital Presentation 

Name: ______________________ 

Score/Grade: _________________ 

 

 

 

 

 

 5 4 3 2 1 0 

 

Layout 

Presentation 

has a minimum 

of 10 slides or 

clicks. 

Presentation has  

8-9 slides or clicks. 

Presentation has 5-6 

slide or clicks. 

Presentation 

has 3-4 slides 

or clicks. 

Presentation 

has 2 or fewer 

slides or clicks. 

  

 

 

Mechanics 

Presentation 

has no spelling/ 

grammar errors 

Presentation has 

 1 spelling/ 

grammar error 

Presentation has 2 

spelling/ 

grammar errors 

Presentation 

has 3-4 

spelling/ 

grammar 

errors 

Presentation 

has 5 spelling/ 

grammar errors 

Presentation 

has more than 

5 spelling/ 

grammar 

errors 

 

Pictures 

Presentation 

includes at least 

5 pictures of 

Capstone/ment

or  

Presentation 

includes at least 

4 pictures of 

Capstone/mentor  

Presentation 

includes at least 3 

pictures of 

Capstone/mentor  

Presentation 

includes at 

least 2 

pictures of 

Capstone/ 

mentor  

Presentation 

includes at least 

1 picture of 

Capstone/ 

mentor  

Presentation 

contains no 

pictures 

 

Content 

Presentation 

met all content 

requirements as 

described in 

class 

 Presentation did not 

meet all content 

requirements as 

described in class 

  Presentation 

met barely 

any or no 

requirements 

as described 

in class 

 

References 

Presentation 

correctly 

documents all 

cited 

information/ 

pictures 

 Presentation does 

not correctly 

document any cited 

information/ 

pictures 

  Presentation 

does not 

document any 

cited 

information/ 

pictures 

 

Digital 

Design 

Excellent 

placement of 

special effects/ 

graphics. Not 

distracting.  No 

technical 

difficulties. 

Good placement of 

special effects/ 

graphics. May be 

distracting to 

some people. No 

technical 

difficulties. 

Good placement of 

special effects/ 

graphics. May be 

distracting to some 

people. Few 

technical 

difficulties 

Poor 

placement of 

special 

effects/ 

graphics.  

May be 

distracting to 

some people.  

Few technical 

difficulties. 

Too many 

distracting 

graphics and 

special effects. 

Many technical 

difficulties. 

No graphics 

or special 

effects; many 

technical 

difficulties. 
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Senior Capstone Boards       

Name:______________________________       

Score/Grade:________________________       

       

Speech Organization: (15)             

Intro is attention-getting/main idea clearly stated 5 4 3 2 1 0 

Speech is clearly organized and easy to follow with conclusion 5 4 3 2 1 0 

Conclusion is present 5 4 3 2 1 0 

              

Content: (35)             

Each area: paper Capstone, mentor is explained/connected 5 4 3 2 1 0 

Student adequately describes his/her effort 5 4 3 2 1 0 

Student adequately describes his/her outcomes 5 4 3 2 1 0 

Student includes information about learning stretch 5 4 3 2 1 0 

Student's learning stretch is evident 5 4 3 2 1 0 

Student includes information about problem-solving skills/efforts 5 4 3 2 1 0 

Student's effort to complete Capstone is evident 5 4 3 2 1 0 

              

Delivery: (40)             

Student illustrates good eye contact/posture/rapport with audience 5 4 3 2 1 0 

Student uses appropriate language skills 5 4 3 2 1 0 

Student illustrates good speaking skills 5 4 3 2 1 0 

Students exhibits confidence 5 4 3 2 1 0 

Student illustrates knowledge of the subject 5 4 3 2 1 0 

Student shows signs of practice/preparation 5 4 3 2 1 0 

Student shows appropriate attire 5 4 3 2 1 0 

Student is able to answer questions appropriately 5 4 3 2 1 N/A 

              

Digital Component of Presentation  (10)             

Graphics and design 5 4 3 2 1 0 

organization, grammar mechanics 5 4 3 2 1 0 

              

Grading Scale: Comments On  Student Portfolio   

5: Professional: Student exhibits a skill level equal to a                

                                    professional presentation             

4:Proficient:  Student exhibits a skill level which is age             

                           appropriate             

3: Provisional: Student exhibits a skill level which is close             

                to an average level of acceptance but needs improvement             

2: Poor:  Student exhibits a skill level which shows little             

                       evidence of preparation             

1:  Unsatisfactory: Student shows an unacceptable skill             

                                           level             

0:Not mentioned/No evidence             
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Required Forms 

And  

Evaluations 
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Letter to the Mentor: 
 

Mentor Responsibilities 

 

Thank you for agreeing to become a Senior Capstone Mentor.  We believe you will find 

this a rewarding experience.  Often, the question arises as to your responsibilities in this 

Capstone.   

 

First, you are the "teacher" outside the classroom.  The seniors have chosen areas of special 

interest to research.  Their Capstone is an outgrowth of that research and must be 

connected to their research paper.  As the mentor, you will work with the student as an 

advisor on his/her Capstone.  The student is required a minimum of 15/20 verified hours 

with you on the Capstone.  You will verify those contacts on the Capstone by signing the 

student's log at the conclusion of each visit.  Additionally, you will receive a mentor 

verification form from time to time to help keep the school personnel apprised of the 

student's progress.  Since students receive a grade for these checkups, please fill out the 

verification fully and promptly, returning it to the student.  If you want to call your student 

to help prod action, feel free to do so.  For some of these students, procrastination is a 

problem.  Together, we can help them become more responsible and organized. 

 

We invite you to come to the Senior Boards in May to hear students present various 

Capstones.  This culmination activity is one of great celebration! 

 

If you have any questions at any time, please call or e-mail one of the Senior Capstone 

teachers.  We will be happy to assist in whatever way we can. 

 

 

Alison Bonham  889-4030 ext. 415 abonham@gws.k12.in.us 

Ashley Smithey  889-4030 ext. 346 asmithey@gws.k12.in.us 

Bill Torgerson   889-4030 ext. 313 btorgerson@gws.k12.in.us 
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Integrity Commitment 
 

Honesty and integrity are important character traits of our graduates.  The Senior 

Capstone requires students follow an honor code in reporting and reflecting about the 

progress on their Capstones.  The consequences of violating this commitment will result in 

a zero for the portion of the Capstone involved, which may result in failure of English 12, 

requiring the student to make up the credit before graduating.  Students must consult with 

their guidance counselor for make-up options. 

 

 We define cheating as: 

 

 Plagiarism on any part of the Capstone, especially the research paper, is a 

serious offense.  Plagiarism is defined in the student handbook and on the 

prior page of this handbook.  Students are responsible for understanding 

the consequences of plagiarism.  

 Falsifying documentation related to Senior Capstone is considered a 

violation of this policy.  This includes, but is not limited to, lying about or 

exaggerating the quantity or quality of time spent working on the product 

phase; and/or inventing or exaggerating the mentor relationship. 

 
If any of these occur, the senior will be removing himself/herself from eligibility for 

Senior Boards due to unethical behavior.   

 

Seniors will have to opportunity to make up this assignment when the work is 

satisfactorily completed. 

 

I, __________________________________, and my parent/guardian, 

______________________, commit to honesty and integrity regarding my work in Senior 

English, including, but not limited to, the Senior Capstone.  We understand the 

consequences of cheating. 

 

_________________________   ______________________ 

            Student      Parent /Guardian  

 

 

_________________________ 

 

               Mentor 

 
Return this form to Senior English teacher. 
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Greenwood Community High School 

Greenwood Community School Corporation 

 

 

                                     615 W. Smith Valley Road                          Telephone: (317) 889-4000 

 Greenwood, IN 46142 Fax: (317) 889-4039 

 

 

 

 

WAIVER AND RELEASE 
 

In consideration of Greenwood Community High School (part of the Greenwood Community 

School Corporation) approving my senior Capstone for the school year and in recognition of any possible 

dangers to which I, _____________________ (student name), may voluntarily subject myself in the 

function of accomplishing my Senior Capstone which is outside of normal classroom participation, which 

dangers are better recognized and known to me than to Greenwood Community High School and 

Greenwood Community School Corporation, I, _______________________ (student name) hereby 

knowingly, freely and voluntarily waive any right or cause of action, of any kind whatsoever, arising as a 

result of my participation in any activity of my Senior Capstone from which any liability may or could 

accrue to Greenwood Community High School, Greenwood Community School Corporation or its 

agents, employees, administrators and teachers or any other person or entity that may afford me any 

occasion or opportunity to participate in any activity of my Senior Capstone within their control. 

And in further consideration as hereinabove mentioned, we _________________ 

_________________ (names of parents / guardians) also do knowingly, freely and voluntarily waive any 

right or cause of action of any kind whatsoever arising as a result of ________________ (student name) 

or our participation in any activity of his Senior Capstone from which any liability may or could accrue 

to Greenwood Community High School, Greenwood Community School Corporation or its agents, 

employees, administrators and teachers. We acknowledge that we are familiar with _____________‘s 

(student name) Senior Capstone and we have reviewed it and approved his/her participation in such 

Senior Capstone. 

 

 Dated this _____ day of  , 20___. 

 

                    ____________________________ 

 student  

 

  

 ____________________________  __________________________ 

 parent/guardian    witness 

 

                        __________________________ 

parent/guardian 

 

Note: This must be signed by all custodial or natural parents and guardians who shall receive an executed 

copy of this document. 

 

 
Return this form to Senior English teacher. 
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Parent Permission for Capstone and Mentor 

 
 

Student:          

 

I have carefully read the Senior Capstone Handbook and understand the requirements for 

the paper, Capstone, portfolio, and presentation.  I have discussed the following Senior 

Capstone topic with my son/daughter and assume all costs and liabilities involved in 

completion of this Senior Capstone.  I acknowledge and hereby give my permission for 

his/her Senior Capstone and approve of his/her mentor selection. 

 

 

Capstone:           

 

 

Mentor Name: _____________________________________________________ 

 

 

Anticipated Cost of Product: ______________________________ 

 

 

 

             

                Signature of Parent or Guardian 

 

 

             

       Printed Name 

 

         

               Date 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

Return this form to Senior English teacher. 
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Senior Capstone Mentor Agreement 
 

The role of the Senior Capstone Mentor is to aid the student in pursuing the Capstone 

portion of his/her Senior Capstone.  The Mentor provides a primary source of information and 

guidance in the production of the product.  Mentors must be actively involved in every phase of the 

Capstone.  In addition, the Mentor will consult with, assist, and evaluate the student’s work.  The 

student and Mentor must have a minimum of fifteen (15) or twenty hours (20) together, depending 

on Capstone type, actively discussing, planning, and/or working on the Capstone. Must be filled out 

by mentor. 

  

Student’s Name:_____________________________________________________ 

 

Teacher’s Name:_____________________________________________________ 

 

Student Capstone 

Description:________________________________________________________ 

 

____________________________________________________________________ 

 

Mentor’s Name:           

Experience in the area of student’s Capstone:        

            

Mentor’s address: ___________________________________________________ 

__________________________________________________________________ 

Mentor’s Phone Number: _____________________________________________ 

Mentor’s e-mail: ____________________________________________________                                                             

Mentor’s Signature:           

Date: _____________ 

Thank you for participating in Senior Capstone. 
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Students must have completed a MINIMUM of 7 (seven) hours before completing this form. 

Senior Capstone Mentor Verification 1 
 

Student’s Name:          

 

Capstone Title:           

 

Mentor’s Name:          

 

Hours spent on Capstone to date:     

 

 

1. Discuss/evaluate the progress the student has made on his/her Capstone during this period. 

 

 

 

 

 

 

2. Discuss problems the student has encountered and the outcomes. 

 

 

 

 

 

 

3. Discuss any concerns you have related to the completion of this Capstone. 

 

 

 

 

 

 

Signature:          

 

Date:     

 

 

 

 

**Must be completed in full by Mentor** 
 

 

Thank you for participating in Senior Capstone. 
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Students must have completed ALL required hours before completing this form. 

 

Senior Capstone Mentor Verification 2 

 
 

Student’s Name:          

 

Capstone Title:           

 

Mentor’s Name:          

 

Hours spent on Capstone:     

 

 

1. Discuss/evaluate the progress the student has made on his/her Capstone during this period. 

 

 

 

 

 

 

2. Discuss problems the student has encountered and the outcomes. 

 

 

 

 

 

 

 

 

3. Discuss the completion of this Capstone. 

 

 

 

 

 

 

Signature:          

 

Date:     

 

 

 

 

**Must be completed in full by Mentor** 
 

 

Thank you for participating in Senior Capstone. 
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Return this form to Senior English teacher. 

Senior Capstone Mentor Time Log Verification 

 
Each time the student meets with his/her Mentor, use this form to record the date, time 

spent together on the Capstone, progress, difficulties, and successes.  The mentor MUST 

report progress and sign after each entry.  Use additional pages if necessary. This form will 

be part of the Senior Capstone Portfolio. 

 

Date Time Progress (What did the student do) Mentor’s Signature 
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 Pre-Arranged Mentor Meeting During School Hours 

 
An important aspect of Senior Capstone is the interaction of students and mentors.  In an 

effort to facilitate this process and protect the academic needs of all classes, the following 

procedure will be followed: 

 
1. Mentoring meetings must be planned at least one week in advance. 

2. This form must be filled out and circulated to teachers a minimum of five school days 

in advance of the mentor meeting. 

3. After each teacher has signed the form, it is to be turned in to Mrs. Smithey, room C-

112.  She will give a copy to the attendance secretary and keep a copy on file. 

4. Completed forms will allow for one-day absence without being counted against the 

student’s ten-day-absence limit. This does NOT allow students to miss C9 classes at all. 

5. This form may be used only once per school year. 

6. Most mentoring meetings take only a small portion of the day.  Students are expected 

to attend as many classes as possible. 

7. Mentor meetings do not exempt students from taking exams or turning in assignments; 

students must turn in all work due prior to the mentor meeting. 

8. Please note, this forms does NOT allow students to miss any classes at Central Nine. 

 

I will be in conference with my mentor on _____________________________________. 

The time of our meeting is currently set for ____________________________________. 

Location _______________________________________________________________. 

Purpose of the 

meeting:_________________________________________________________________

_______________________________________________________________________. 

 

I confirm that my child has arranged a meeting with his/her mentor on the above stated 

date and time.  Transportation has been arranged.  I am aware that my child is expected to 

attend school on the day of this meeting, if time permits. 

 

 

________________________________   __________________ 

 Parent’s Signature      Date 

 

 

________________________________   ___________________ 

 Student’s Signature      Date 

 

Period Course Name Printed Teacher’s Name Teacher’s Signature 
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       Proposal Letter Format 

 

BLOCK STYLE LETTER 
(Center on page vertically, Times New Roman 12 points) 

Letter must fit on one page 

 

 

 

 

 

 

 

 

1234 East Main Street (Your address here) 

Greenwood, IN 46142 

August 8, 2017 (QS—Quadruple Space) 

 

 

 

Senior Capstone Coordinators 

615 W. Smith Valley Rd. 

Greenwood, IN 46142 (DS—Double Space) 

 

Dear Senior Capstone Coordinators: (Place colon after the salutation)  (DS) 

 

This is a sample of a Block Style letter.  Notice that everything is typed at the left margin.  

The top margin is set by centering the page vertically, and there is a quadruple space 

between the date and the inside address.  The side margins are 1”or default setting.  (DS) 

 

There is a double space before and after the salutation and the paragraphs of the body of 

the letter.  There is a double space from the body down to the complementary close and a 

quadruple space between the closing and the writer’s name.  These are typed at the left 

margin.  (DS) 

 

Sincerely, (QS) 

 

(Handwritten Signature Here) 

 

Your full name typed 
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Capstone Proposal Letter 
 

 The Capstone Proposal Letter is due on August 18th.  You will receive no credit 

for Senior Capstone assignments if the Senior Capstone Proposal Letter has not been 

approved by the Senior Capstone Coordinators.  All letters should follow the following 

format: 

 

Letter Format 

 

1. Letters must be typed and single-spaced using Times New Roman 12 point font. 

**If the letter does not fit on one page, you may shrink to 10/11 point font. 

2. Follow Block style letter format. 

3. Letters must be addressed: Dear Senior Capstone Coordinators: 

4. Letters must be signed in ink. 

5. Each paragraph of the letter must address the following questions, answering each 

question specifically and with as much detail as possible. 

 

Paragraph One: 

What is the topic or area of study on which you will focus your Senior Capstone?  What 

previous knowledge or experience do you have in this area?  How does this Capstone 

represent a ‘learning stretch’ for you as an individual? 

 

Paragraph Two: 

Why did you choose this topic?  Give details as to your process for choosing this topic. 

 

Paragraph Three: 

What will you do for your Capstone/Product?  Who will serve as your mentor, and what is 

his/her experience in the field?  Describe your fieldwork for the Capstone in as much 

detail as possible, discussing plans for the Capstone and the involvement of mentor.  

 

Paragraph Four: 

How does Senior Capstone help reflect your interests and goals?  Finalize your thoughts on 

the culminating effect this Capstone will have on you, both now and in the future.  And, 

finally, close the letter. 

 

 

 

 

 

 

 

 

 

 

 

 



 34 

Self-Evaluation 

 

 
 

Mentor:           

 

 Address:          

 

           

 

 Phone:      

 

Materials purchased/used for the Capstone:       

 

           

  

 

Approximate cost (if any):          

 

 

Time spent on the Capstone:      

 

Self-Evaluation Directions:  Upon the completion of your Capstone, you will 

evaluate your work.  Look back on your experience, what you have learned and the 

process through which you have gone and complete the self-evaluation below.  If you need 

more space, you may use the back of the pages or add pages.  Be sure to clearly label 

continued responses.  All responses are to be complete sentences. 

 

1. In paragraph form, write a synopsis of your research paper; include all areas of 

the paper. Also, explain the relationship between your research paper and your 

Capstone. 
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2. Write a brief description of your Capstone.  Discuss the steps in completing your 

Capstone.  (50-word minimum) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Describe your learning stretch.  Include in the discussion how Senior Capstone 

went beyond high school courses. 
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4. Discuss three problems you encountered in completing your Senior Capstone and 

the solutions to each. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Discuss three personal satisfactions and/or accomplishments you gained through 

the Senior Capstone. 
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6. How do you believe completing the Senior Capstone will impact your future?  This 

may be a negative or positive response. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. What POSITIVE advice do you have for next year’s Senior Capstone classes? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Resource People: List any additional resource people besides the mentor who assisted you 

in completing Senior Capstone. 
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SAMPLE LETTER TO JUDGES 

 
 

(date) 

 

 

 

Dear Senior Capstone Judge: 

 

Thank you for volunteering for the Greenwood High School Senior Capstone.  I 

appreciate you taking the time and effort to participate and give back to the local 

community.  With that being said, let me now introduce myself. 

 

My name is Anne Smith.  I will be majoring in elementary education at Indiana University 

in the fall.  In my senior year of high school, I have taken an interest in our youth by 

participating in the Cadet Teaching Program.  Through this program, I have been able to 

confirm that my future career is in education.  Additionally, I have been taking piano 

lessons for the last ten years.  Music is an important part of my life; because of this, I have 

been an active member in the GHS music department through choir and the musical.  For 

my Senior Capstone, I chose to further my learning by combining these two passions.  

Teaching piano to elementary students has been both challenging and rewarding—as my 

journal will show. 

 

I look forward to having the opportunity to present my Capstone to you and share all that I 

have learned with you.  Once again, thank you for volunteering to be my Senior Capstone 

judge.  I hope you enjoy my product and presentation. 

 

Sincerely, 

 

 

 

Anne Smith 
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Additional 

Information 

 

 

 
  



 40 

Projects Criteria 
 

*Must adhere to these standards in order to receive permission to complete this project. 

 

Audio Editing Criteria 

 

1. Audio must have a specific audience.  

2. Audio must be accompanied by sheet music.  

3. CD must be 10 minutes of audio—minimum. Student must document process—

showing rough audio through finished piece. 

4. Audio equipment is not available for use at school. 

 

Cake Decorating Criteria 

 
1. Must have 15 hours of documented lessons. 

2. Must document learning/practicing of different icing techniques. 

3. Must show both icing and fondant use. 

4. Student must bring in two decorated cakes for his/her boards presentation which 

showcase all learning techniques.  
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Community Service/Volunteer Criteria 

 

 
1. Organization must be a non-profit organization; cannot be student’s church/needs 

to be a ‘new’ experience. 

 

2. Must have 20 hours of documented mentor/volunteer time. 

 

3. Must include the following in your portfolio as an additional page after the journals: 

a. history of organization 

b. outreach provided by organization 

c. breakdown of % which goes to administrative costs vs. need 

d. fundraising strategies 

e. stats for need in the area 

 

4. Must have a formal exit interview with mentor that includes no less than 10 (ten) 

open-ended questions. Student needs to have teacher approve final interview 

questions. 

 

5. Must write final journal over perception of the organization…is it the same?  Has it 

changed? 

 

 

Fundraising/Donation Criteria 

 

1. Students CANNOT AT ANY TIME handle funds for the project. The mentor 

must handle all money. 

 

2. Student must collect donations for a minimum of 6 months and document all 

donation locations and business contacts unless student organizes an event. 

 

 

3. In the case of an event, student needs to document all planning steps and the event 

itself. 
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Business Plans/Entrepreneur  

1. Must include an “Introduction” stating the purpose of the business. 

 

2. Must include the “Concept” of what the business would entail.  

 

3. Must explain the “Ownership” legalities of the business (ex: sole proprietorship,  

    corporation, etc.) and explain the reasoning for this choice. 

 

4. Must explain “Target Market” and location of business. 

 
5. Must explain approach of “Marketing.” 

 

6. Must present a “Financial Estimate” of all costs including rent, business supplies,    

     insurance, advertisement, accounting fees, building maintenance, utilities,    

     salary/employment costs, distribution costs, and other fees. 

 

7. Must also include a retail fee showing the growth of net profit for a 5-year cycle. 

 

8. Provide small business banking resources. 

 

 

 

Photography Criteria 

 

 

1. Must use different shutter speeds. 

2. Must use color and black and white. 

3. Photo samples must include images with leading lines, framing, depth of field, and 

Rule of Thirds. 

 

4. Must print 100 dated thumbnails of the following categories (500 total):  

a. Action 

b. Still 

c. Portrait 

d. Landscape (all seasons represented) 

e. Your choice 

5. Must include a “before and after” picture of the same process so growth can be 

seen. 

 

6. Must assemble a professional portfolio with 15-20 pictures developed in each 

category. 
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Teaching Criteria 

 

 

1. Must complete at least six 30-minute lessons. 

2. Must formulate original lesson plans all adhering to the state standard for that grade level    

    (INTASC STANDARDS). 

 

3. Must video 3 of the 6 lessons.  

4. Must formulate handouts and/or visual aids. 

5. Must have student work to document lessons. 

6. Tutoring must require a pre-test and a post-test. 

7.  Student must adhere to protocol for finding a mentor (cannot use a teacher within    

     GCSC). 

 

Job Shadow Criteria 

 
1. Must have 20 hours of documented mentor time. 

2. Must include the following in your portfolio as an additional page after the journals: 

a. education required for position 

b. all duties of position 

c. advancement opportunities 

d. employment stats/demand 

e. salary/benefits 

3. Must have a formal exit interview with mentor that includes no less than 10 (ten) 

open-ended questions. Student needs to have teacher approve final interview 

questions 

 

4. Must write final journal over perception of the job…is it the same?  Has it changed? 
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Taking Music Lessons Criteria 

 

1. Must have 15 hours of documented lessons. 

2. Must have professional lessons. 

3. Student must document progress with videotape and photos. 

4. Final song must be a minimum of 3 minutes long—approved by senior English 

teacher. 

 

5. Student must exhibit a proficient level of ability to be allowed to present at Senior 

Boards. 

 

6. Student must have a LIVE performance during in-class presentation and Senior 

Boards’ presentation.  

Taking Lessons Criteria 

 

1. Must have 15 hours of documented lessons. 

2. Must have professional lessons.  NO at-home lessons. 

3. Final product can include an optional live performance. 

4. If taking a martial arts class, student must document level of achievement through 

testing and belts. 

 

5. Student must document progress with videotape and photos. 

6. Student must exhibit a proficient level of ability to be allowed to present at Senior 

Boards. 

 

7. Student CANNOT do a capstone on weight loss or bodybuilding. 

 

8. Student CANNOT teach lessons as a capstone. 
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Tattooing Criteria 

 
1. Must have 15 hours of documented mentor time. 

2. Must have minimum of 15 original flash paper drawings in color or black and grey. 

No rough sketches. 

3. At least one drawing must be full-back sized. 

4. Student must be able to describe process of tattooing as well as licensing and all 

health department codes. 

 

5. Student CANNOT count time being tattooed him/herself as time spent with the 

mentor or toward the capstone, even if s/he is being tattooed by his/her mentor. 

 

Video Editing Criteria 

 

1. Video must have a specific purpose and audience.  

2. Video must be scripted.  

3. Video must be 8-10 minutes of continuous film.  

4. Video must make a professional video including soundtrack. 

5. Please note, this equipment is not available for use at school. 
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Senior Capstone Deadline Extensions 

 
 The following are acceptable reasons for requesting an extension of a deadline on 

the Senior Capstone.  Extensions must be requested a minimum of ten (10) days prior to 

the deadline or as soon as a qualifying circumstance is known.  Requests for deadline 

extensions may include, but are not limited to, the following: 

 

1. Death in the immediate family 

2. Personal illness of a serious nature involving hospitalization or extended absence; 

verified by a doctor’s note 

3. Serious illness or accident involving someone in the immediate family; verified by a 

doctor’s note 

4. Personal accident of serious nature involving hospitalization or doctor ordered bed 

rest; verified by doctor’s note 

 

Some examples of unacceptable reasons for extensions include, but are not limited to, 

the following: 

 

1. Doctor or dentist appointment 

2. Family vacation 

3. Illness not involving a doctor’s note 

4. Illness the day of the deadline 

5. Note from a parent 

6. Computer breakdown or other technology problem 

7. Outside work 

8. College day 

9. Lost or forgotten in someone else’s car or locker, etc. 

10. Lack of materials available for topic 

11. Mentor change 

12. Car breakdown 

 

 

To request an extension, a senior must adhere to the following procedure outlined by 

petitioning the Senior Capstone Coordinators.   
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Petition to the Senior Capstone Coordinators 

 

 A senior may petition the Senior Capstone Coordinators to request a change in 

Senior Capstone parameters.  These situations may include, but are not limited to, requests 

for change of topic or mentor, extensions due to extenuating circumstances, or other 

circumstances affecting the completion of the Senior Capstone.  The petition, a typed letter 

addressed to the Senior Capstone Coordinators, should describe the circumstances for the 

petition.  Any supporting documentation should be attached.  The letter along with the 

Petition Cover Sheet is to be submitted to your Senior English teacher at least ten (10) days 

prior to the deadline for work submitted.  If necessary, the Capstone Coordinators may 

request a review with the senior.  The coordinators’ decision will be sent to the senior in 

writing.  Further appeals can be made to the Advisory Committee. 

 

 

Petition to the Senior Capstone Advisory Committee 

 

 A senior may petition the Senior Capstone Advisory Committee to request a 

change in Senior Capstone parameters.  These situations may include, but are not limited 

to, requests for change of topic or mentor, extensions due to extenuating circumstances, or 

other circumstances affecting the completion of the Senior Capstone.  The petition, a typed 

letter addressed to the Senior Capstone Advisory Committee, should describe the 

circumstances for the petition.  Any supporting documentation should be attached.  The 

letter along with the Petition Cover Sheet is to be submitted to your Senior English teacher.  

If necessary, the Advisory Committee may request a review with the senior.  The 

committee’s decision will be sent to the senior in writing.   
 

 

Process of Appeal 

 

1. Consultation with senior English teacher 

2. Letter to Senior Capstone Coordinators 

3. Letter to Senior Capstone Advisory Committee 

**The decision of the Senior Capstone Advisory Committee is final** 
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Senior Capstone Petition 
Cover Sheet 

 

 

Complete all parts and attach to your letter and documentation. 

 

 

Student Name:           Date:  

  

 

Capstone Title:           

  

 

English Teacher:                 Period:      

 

Mentor:             

 

 

 

 

             

Signature of Student 

 

 

 

 

             

 

Signature of Parent 

 

 

 

 

 

 

 

 

 

 
 

 

 



 49 

Senior Capstone Coordinators 

 

 

 

 
Mrs. Alison Bonham, Senior English Teacher, Student Coordinator 

Mrs. Julie Clayton, Special Education 

Mrs. Ashley Smithey, Senior English Teacher 

Mr. Bill Torgerson, Senior English Teacher 

 

 

 

 

 

 

 

 

Advisory Board 

 
 

Mrs. Alison Bonham, Senior English Teacher, Student Coordinator 

Mr. Marshall Bratton, Social Studies 

Mrs. Karen Busch, Assistant Principal 

Mrs. Julie Clayton, Special Education 

Mr. Todd Garrison, Principal 

Mrs. Amy Kreimer, Math 

Mr. Richard Perry, Science 

Mr. William Ronk, Guidance Director 

Mrs. Ashley Smithey, Senior English Teacher 

Mr. Bill Torgerson, Senior English Teacher 

 

 

 

If you have any questions, comments, or concerns about Senior Capstone, 

please direct inquiries to your English teacher. 

 

 
Mrs. Alison Bonham    Mrs. Ashley Smithey    Mr. Bill Torgerson        

317-889-4030 x 415    317-889-4030 x 346           317-889-4030 x 313 

abonham@gws.k12.in.us   asmithey@gws.k12.in.us    btorgerson@gws.k12.in.us 

         


