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Portfolio

Introduction

1. Why choose a Portfolio ?

2. Sample Table of Contents

Why Choose a Portfolio ?


A portfolio is a collection of pieces of evidence- evidence that demonstrates your skills and abilities. This portfolio will help prepare you for the world of work. It will help you master important skills, meaningful to employers and colleges. By completing the portfolio requirements, you will have the opportunity to showcase your best works to potential employers.


The benefits of completing a portfolio includes:


1.  Focusing on what you can do best 


2.  Illustrating a wide variety of skills


3.  Requiring you to take an active, responsible role in your educational process.

There are 5 sections in your portfolio:

1.  Presenting your Portfolio: A table of contents and a letter of introduction 
presenting your work to an outside reviewer.


2.  Career Development Package: An application for employment or for college, a 
letter of recommendation and resume.


3.  Work Samples:  Four samples and descriptions of work demonstrating mastery of 


important career-related skills.

4.  Writing Samples: A sample of writing, demonstrating your knowledge of the subject matters and your writing abilities.


5.  Work Experience Evaluation: Documentation of skill acquisition and your 



practical work experience.

Sample Table of Contents

Table of Contents


1.  Letter of Introduction


2.  Career Development Package



-American FFA Degree Application



-CSU Application



-Letter of Recommendation



-Resume



-Transcripts



-Awards and Recognition


3.  Samples of My Work



#1.  “Brooding Leghorn Pullets”



#2.  “Balancing a Poultry Ration”



#3.  “Taking Blood Samples from Poultry”



#4.  “Vaccination Plan for Leghorn Pullets”

Portfolio

Career Development Section

1. Individual Career Plan 

2. Letter of Introduction

3. Resume

4. Completed Job Application

5. Letter(s) of Recommendation

6. Activities, Honors, Achievements 

Individual Career Plan #1

Grade Level:      
   Student Name:      
Date Updated:     
   1. 
List career assessments taken/summary of results:


PSAT/SAT/ACT:
     

PLAN/ASVAB:
     

Other (please list)
     
   2.  
Latest date completed Career Paths Self Inventory:      

(Refer to Exploring Career Paths Booklet.)

   3.  
Latest date completed Career Paths Survey/Investigation:      
   4.  
Career Path that student feels fits best:      

Occupational fields student is considering (optional):      
5.  
Related courses: 
     

     

     

     

     

     

     
   6.  
Related activities/experiences:      

     

     

     

     
   7.  
Post secondary career preparation plan:


     

     

     

     

     

     

     
   8.  
Comments:     

     

     

     

     

     
Individual Career Plan #2

Grade Level:      
   Student Name:      
Date Updated:     
   1. 
List career assessments taken/summary of results:


PSAT/SAT/ACT:
     

PLAN/ASVAB:
     

Other (please list)
     
   2.  
Latest date completed Career Paths Self Inventory:      

(Refer to Exploring Career Paths Booklet.)

   3.  
Latest date completed Career Paths Survey/Investigation:      
   4.  
Career Path that student feels fits best:      

Occupational fields student is considering (optional):      
5.  
Related courses: 
     

     

     

     

     

     

     
   6.  
Related activities/experiences:      

     

     

     

     
   7.  
Post secondary career preparation plan:


     

     

     

     

     

     

     
   8.  
Comments:     

     

     

     

     

     
Sample Letter of Introduction


MARCH 14,1995


TO WHOM IT MAY CONCERN:

Describe qualities and strengths


I am writing this letter of introduction to give you an idea of my career goals, how I am going about achieving them, and why my search is the right one for me. Future Farmers of America (FFA) has given me good leadership abilities; it has taught me how to take full responsibility and to be ambitious. I have had my own animals since I was ten years old, and now I have my own breeding and market beef projects. I am doing quite well with them. I feel I have taken the first steeps towards achieving goals, but I know I have a long way to go.

Describe goals and how to reach them.


This year I am a junior in high school, completing my vocational courses in Animal Science. I plan to major in Agriculture. I will accomplish this by going to Santa Rosa Junior college for two years and finishing my degree at a four-year college. I don’t know exactly which job I want yet, but I know that I like agriculture life. I want a job that involves working with people and offers opportunity for promotion.

Tells about my best work.
Tells about what was learned by doing the work sample.


My best work sample was a light experiment with snakes. With my teacher’s help, I designed an experiment to show how different levels of light affect a snake’s behavior. I was careful to document each step and record all changes. I learned a lot by doing this; I learned about how to do an experiment. I had to be very organized and watch the snakes every day.

Highlights special qualities
Relates portfolio work to goals.


I learned a lot by doing this portfolio. It had already helped me before I even finished it. (I took my portfolio to an interview and got a summer job!). I know that eventually I will find exactly the right job for me. More and more, I think I would like to go into agribusiness.


Sincerely,


Morgan Day

Resume Preparation:


The resume is YOU! It is a short, concise outline of your career objectives, education, work experience, personal qualifications, and background. 

PURPOSE


The resume has three major purposes:


1. To help you get a personal interview;


2. To provide the employer with reference material during the interview;


3. To serve as a reminder to the employer after the interview.

MAJOR AREAS

The resume should present attractively and systematically three major areas:

1. WHO YOU ARE

First you will need identifying data; name, address, city, state, zip, phone number and area code. (Do not include your picture. It must be removed before circulation to guard against charges of discrimination.)

2. JOB OBJECTIVE

Clearly state in a few short words or a concise statement, your job objective (See resume samples.)

3. WHAT YOU HAVE ACCOMPLISHED

A. EDUCATION - Include names and location of schools, with dates attended, courses taken, degrees and certificates received, honors, scholarships and any special training related to occupational skills, especially as it relates to Tech Prep career pathways.

B. WORK HISTORY - List all of your work history, then analyze it according to title, function, and experience. Emphasize work place learning activities that relate to your Tech Prep career path. The most important consideration in preparation of your work history is that you should emphasize function performed. List the titles under which you are employed and your tasks. Generally, salaries are not shown.

Resume Preparation continued...

C. PART-TIME WORK - If your part-time work, during schooling and at other times, is not related to your present goals of Tech Prep pathway, record it in a separate section in very brief form.

D. MILITARY EXPERIENCE - Some people will choose to include military experience and some will not. Your decision to include it should be based on whether your military experience relates to the type of work you are seeking.

E. MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS

F. RECOGNITION OF ACHIEVEMENT - Other information could include membership in professional organizations and any formal recognition of achievement you have received. This includes FFA and other agriculture-related organizations. List achievements, membership in civic, services, and social organizations may be listed if there is a relationship to the job or an indication of something you personally feel committed. Including special awards such as proficiency awards, chapter offices and degrees held, judging team participation and awards, and fair and show attendance. Also include a brief description of Supervised Practical Experience activities in the work history area.

FORMAT


Format is important. Types of information should be categorized so that it can be easily read. Highlight all of your accomplishments (do not go into excessive detail). Avoid wordiness but do not be too narrow or limit yourself in your approach. If possible, keep it to one page. If additional pages are necessary to list work experience, publications, etc./ use them but keep the most important information on the first page. List those items in the order of importance or strength.


The first task in making a resume is to assemble the facts. The second task is to organize the facts in order of strength and priorities. In the resume of a young person with little work history, education, training and activities should be emphasized.  A more experienced person will place greater emphasis on present and former employment. The resume thus becomes a summary of what you are, what you want, and what you have done.

Resume Preparation continued...

LANGUAGE


The language of the resume should be crisp, dignified, and to the point. Elegant brevity is the aim here. Incomplete sentences are quite permissible to assist in brevity and reduce needless verbiage; however, other rules of grammar, spelling and punctuation must be faithfully followed. It is advisable not to abbreviate words such as state, company names, dates, etc. Third style should be utilized- that is - do not say, ”I worked as a gardener for three summers.” but rather,” Worked as a gardener for three summers.” Remember that it is usually best to begin each sentence with an action verb and to use a direct style of writing (See Resume Action Word List).

REFERENCES


Ordinarily, names of references should be omitted because you will be asked to supply them at the time of the interview. On the resume simply state that references will be available on request.

LENGTH


For almost everyone, a one-page resume will be most effective. No one should use more than two pages, unless you are applying for professional upgrading. As portfolios become more widely used and accepted, the resume content should support the information expanded upon in the portfolio.

PAPER


Size should always be 8 1/2” x 11”. Use high quality bond paper, generally variations of white or light gray. Do not use pastel colors. A high contrast color combination between paper and print is the goal.

PRINT SHOP


Many people have their resumes reproduced in the fast-service print shops. These shops are usually reasonable in price, and printing provides the resume with a finished look. You must consider your own needs and pocketbook before deciding on such service. However, your resume should be proofread thoroughly before sending it to anyone. Ask yourself- is this how I want it to look on paper?

Sample Resume 1


Lee S. Nguyen
32700 Dunes Drive

Temechula, CA 92503

(714) 555-9250

Education

Schools Attended

Grades Attended          School                                                    City/State

1991- present               Temescal High School                        Temecula,CA

1990-1991                   Terra Cotta Junior High                      Temecula,CA

1988-1990                   Challenger Junior High                        Glendale,AZ

1982-1988                    Sun Valley Elementary                          Peoria,AZ

School Activities, Awards, and Achievements

V.I.C.A., The Vocational and Industrial Clubs of America, 

Leadership Award, June 1991

Student Council Representative, 8th Grade

Volleyball team, Basketball Team

8th Grade Yearbook 

Subjects or Course of Special Interest

Electronics

WORK EXPERIENCE

Antonio & Gloria’s Automotive Repair Shop                                Summer 1991

Worked in Parts Department. Learned to fill orders, answer telephones, help customers, and keep the shop clean.

VOLUNTEER AND COMMUNITY RELATED ACTIVITIES

Serria Circuit Finals Rodeo

Temecula Chamber of Commerce: Ticket handling, crowd control, security.

Thunderbird Balloon Rally

Multiple Sclerosis Society: Setting up the balloon chase crew.

Spring Festival

Multiple Sclerosis Society: Beverage sales.

REFERENCES AVAILABLE UPON REQUEST.

Sample Resume 2


Dustin Arteaga

4224 Heights Avenue, Burbank, CA 91502

818-555-666

OBJECTIVE

Acquire a position in the Medical Field as an Office Manager 

that will help me prepare for future studies.

EDUCATION
Los Angeles Valley College

Van Nuys, California: September 1989- Present

In Progress, Registered Nursing

Valley College of Medical and Dental Careers

Van Nuys, California April 1986- September 1986

Frount Office/Medical Office Management

EXPERIENCE

Nursing Aid                                                           June 1988-July 1989

Angela M. Vargas Abreu, MD

Gynecology/Anesthesiology

Santo Domingo, Dominican Republic

Prepared registration tags for incoming patients. Floor duties included patient ambulation, feeding, and supervision.

Receptionist                                             September 1986-December 1986

St. Francis Medical Center

Pediatrics
San Francisco, California
Answering phones, greet patients, prepare the examination room, record vital signs, and schedule appointments.
SKILLS

Computer Training, Recording Vital Signs

Scheduling Appointments, Medical Terminology and Abbreviations

Charting, Light Bookkeeping , EKG, 10-Key, Transcriptions

Patient Record Maintenance, Insurance Billing

REFERENCES AVAILABLE UPON REQUEST

How to complete a job application....

REMEMBER!
The job application may be the employer’s first impression of you! So make it a good one by following a few simple rules.

1.  Review the application before completing it - get your thoughts in order. Try not to make mistakes!

2.  Pay attention to detail. Complete all spaces on the application.

3.  Print clearly and use ink.

4.  Be sure to sign your name in the appropriate place and use your formal name rather than a nickname.


*The job application included in this portfolio model may be completed to meet a course requirement or to give the student practice in completing this type of document. To be most appropriate, a hard copy of the application should be printed and then completed in hand-written form by the student.  Additionally, a student could complete a college application rather than a job application.

Application for Employment

Our policy is to have competent employees and to select and promote them on the basis of ability and experience without regard to age, color, handicap, national origin, race, or sex.  Complete all blanks on this application form.  If a question does not apply, write N/A.

Personal

Name:
Date of application:

       Last                                  First                              Middle
Social Security Number

Address:

                   Street                                        City                                       State                  Zip

Home phone number:
Date available to start work:

Type of work desired:
Salary desired:

If you are under 18 or over 70, please complete:

Date of birth:
Were you ever convicted of a misdemeanor or felony?

If yes, explain:

If you are not a U.S. Citizen, what is your Alien Registration or Visa Classification number?

Employment
List all permanent. part-time, and summer positions you have held for the past ten years, including military service (most recent job first).  Attach extra page if necessary.
Name and address of employer:
Describe your responsibilities:




Name of supervisor:


Employed from______to_____Hours per week:______
Reason for leaving:

Name and address of employer:
Describe your responsibilities:




Name of supervisor:


Employed from_____to_____Hours per week:_______
Reason for leaving:

Name and address of employer:
Describe your responsibilities:




Name of supervisor:


Employed from_____to_____Hours per week:_______
Reason for leaving:

Education
Record all schooling (most recent first).  Attach extra page if necessary.
Name and address of educational institution
Dates attended
School year completed
Major field
Degrees received or expected  (if applicable)

























School, campus, professional, community, or leisure activities; special abilities; special honors:

I authorize this company to investigate all information on this application form and understand that a false statement or failure to disclose information may disqualify me from employment or result in dismissal if I am employed.

Signature of applicant:

The Reference Letter


References are people who can give a prospective employer information about you, your attitude, and your ability. Hear are some things to note when asking for letters of reference.

Carefully consider whom you will ask to write a reference letter. Try to select people who know you from different activities and be sure to ask these individuals for their permission to use them as references.

In order to have an accurate reference list, ask past employers, clergy, business people, community leaders, and educators. Relatives or students are not acceptable as references.

The letter of recommendation should be addressed “To the Employer”, “To Selection Committee”, “To Screening Committee”, or “To Whom it May Concern”.

References need to be individuals who believe in you and know you well enough to give you good recommendations. Don’t ask someone who does not know you well enough they can’t write a sincere and positive letter.

Sample Reference Letter


January 4, 1994

Mr. Joe Taylor

President

XYZ Veterinary Products

146 Street Name

City, State Zip

Dear Mr. Taylor:

James Smith has been a trusted and responsible employee of XYZ Veterinary Products for over two and a half years.

During that time, James functions as a Financial and Office Assistant handling various accounting, computer, sales and shipping functions. His computer aptitude allowed him to be a self-taught expert whenever new software programs and systems were introduced.

James is a goal-oriented, reliable asset for any company who chooses to add him to their staff.

We have all experience a notable loss since James’ departure. I encourage you to hire James if his skills complement your needs.

Please feel free to call me at (444) 111-2222 if you have further questions.

Sincerely

Patricia Wong

Vice President of Finances

XYZ Veterinary Products

123 Street Name

City, State  Zip

Portfolio

Work Samples

1.
Work Samples document a student’s ability to demonstrate skill achievement.

2.
Work Samples in the Portfolio should represent the student’s career focus.

3.
Work Samples can take many forms:



pictures/photos/graphics



sketches



diagrams



computer diskettes



video productions

4.
Each Work Sample should contain a summary that explains the work, how it was 
accomplished, skills that were mastered, and usefulness of the work.

The purpose of a work sample is to:

1.  Demonstrate your knowledge and skills in hands-on activities.

2.  Document your work.

3.  Allow you to evaluate and select work samples for your final portfolio.

4.  Write a descriptive summary for each work sample.


A portfolio geared toward career development must include examples of hands-on work. Potential employers want to see that you have skills needed in the work place. A work sample provides this kind of evidence.


A work sample is an example of your work that shows your career-technical skills and knowledge as a hands-on activity. Work samples should demonstrate mastery of important skills and knowledge.


Each work sample needs an explanation, or summary. A summary is a brief description of the work sample, highlighting the knowledge, skill, and abilities you have demonstrated. The summary provides an explanation of your work sample for an outsider reviewer, such as a potential employer, and is a helpful tool to evaluate your own work.


Work samples may be too large to fit into your working folder and final portfolio. Others have no final product but are instead a process or procedure. For each, you must provide evidence or documentation. This can be a series of photographs, a computer disk, or even a videotape.

Requirements of the Work Samples

What must I do?

1. Your portfolio must contain a minimum of four work Samples with summaries.

2. Near the end of your program, examine all of your documented work samples and evaluate the 
quality of your work.

3. Write final descriptive summaries for each work sample.  Your work sample summary should 
include :


a.  description of the work


b.  steps taken to complete it


c.  information/skills gained by doing the work sample


d.  how the skills learned fit into the workplace

Evaluation of Work Samples

What must I show? 


Your work sample section must meet the requirements described above. It is important that you demonstrate:


a.  mastery of skills or knowledge


b.  ability to critically evaluate your own work


c.  appropriate documentation and summaries for four work samples.

Summary Form - Work Sample 1

You may use this form for your Work Sample Summaries, or you may create your own.  Attach the summary to the work sample.  In either case, utilize the computer for your summaries.

Name:       






Date:       




Work Sample Title:       










Summary:     
Standards demonstrated in the Work Samples are:

1.       





3.      







2.      





4.      







Teacher’s Signature:







Summary Form - Work Sample 2

You may use this form for your Work Sample Summaries, or you may create your own.  Attach the summary to the work sample.  In either case, utilize the computer for your summaries.

Name:       






Date:       




Work Sample Title:       










Summary:     
Standards demonstrated in the Work Samples are:

1.       





3.      







2.      





4.      







Teacher’s Signature:







Summary Form - Work Sample 3

You may use this form for your Work Sample Summaries, or you may create your own.  Attach the summary to the work sample.  In either case, utilize the computer for your summaries.

Name:       






Date:       




Work Sample Title:       










Summary:     
Standards demonstrated in the Work Samples are:

1.       





3.      







2.      





4.      







Teacher’s Signature:







Summary Form - Work Sample 4

You may use this form for your Work Sample Summaries, or you may create your own.  Attach the summary to the work sample.  In either case, utilize the computer for your summaries.

Name:       






Date:       




Work Sample Title:       










Summary:     
Standards demonstrated in the Work Samples are:

1.       





3.      







2.      





4.      







Teacher’s Signature:







Actual Student Work Samples

FISH LAB

February 15,1995

Period 3

INTRODUCTION


A trout is a fish of northern waters which is related to the salmon. Most kinds of trout live in northern lakes and rivers, and those which live in the sea run up the streams to spawn. Trout are important food and game fish. Many fisherman say that the trout is one of the best game fish out there.


The trout family is divided into several groups, the back spotted trout, and char. Char are the most handsome out of the two kinds of trout. Trout thrive in clear, cool waters with gravel bottoms. The fish spawn in cold weather of the fall or early spring. The eggs hatch when the temperature rises. 


The most important of the black spotted trout would have to be the rainbow. They are found in the streams and lakes of western North America. They have also been set free in streams in the east and other countries. The rainbow has been known to reach weights up to 45 pounds. Under proper conditions the fish that that will be caught weigh between five and twenty five pounds. Rainbows remain in fresh waters and are much more brightly colored, with a bright, rosy band on the side. They fight long and hard for their freedom. They are known as a great game fish and they also make delicious food.

MATERIALS/METHOD

1. Obtain a dissecting kit from the instructor to do the dissecting with.

2. Get a pan and then find the instructor and obtain an already gutted fish to work with.

3. Now that the fish is ready measure all of the fins, count how many rays make each one up.

4. Carefully observe and measure other details.

5. Now that you are done observing and taking data down about the fish, carefully cut the fish open and look at the muscle structure of it. Make a drawing of what you see.

6. Obtain a scale from the fish and look at it through a microscope. Draw exactly what you see.

7. Now make a detailed picture of the fish using all the data that was obtained from part 3 and 4.

CONCLUSION


We were able to successfully observe the trout. We later then talked about where the fish was caught. This lab was a fun and easy way to learn the parts of a fish and the location of various structures

FURTHER EXPERIMENTS


There are many ways this lab can be extended and I am sure that we may even do a few. First you could look at the internal organs of a fish. That may be kind of fun. We could even go out on a little fishing expedition and see if we could catch fish and determine the species on our own. That one would be a whole lot of fun. These are just a few of the many ways to extend this lab.
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California State Fair

Junior Yorkshire Show

Sunday, August 18, 1996


My FFA SOEP is a hog production project. In May of 1996 I decided to purchase a new Yorkshire boar. My decision was made so that my project would become more efficient and profitable.  At that point I also decided to exhibit my new boar at the California State fair. I worked very hard to make my boar look his best and win in the show ring.

I purchased my boar from Patti Faria on May 14, 1996. From four boars, I selected the boar that I thought best exemplified the ideal hog type. The boar I selected was FLC6 Crank High. My new boar cost $300, but it was a good investment.

When I brought my new boar home I had to make some changes in the barn to accommodate him. I moved my sows so that he would be isolated and would not stress himself or my sows. I placed rubber mats on the floor so that he would not develop sores on his feet and legs from the concrete. I placed a feeder in the pen and filled it with high quality hog grower so that he could grow and meet his genetic potential.

I paid careful attention to my boar’s appearance and cleanliness to prepare him for the show. Every day I walked him, so that he could exercise and stretch and I could look for any signs of lameness. I washed him regularly and conditioned his hair and skin so that he would appear youthful.

When the fair came I was completely responsible for my boar. I drove my own truck and trailer with my boar to Sacramento. At the fair I cleaned his pen twice a day and watered and fed him. To prepare him for the show I washed and fitted him. I paid special attention to the heavily soiled spots like his legs and face. Before the show I withheld feed from him so that he would appear trimmer and not pot-bellied. Just before going in the ring I sprayed him with a mixture of oil and water so that he would shine and have a little bit of a “wet look”. In the ring I had to be careful because my boar and the others were all very aggressive and were eager to fight. I showed my boar in three drives without an incident and was very happy when he was awarded Junior Yorkshire Champion Boar.

Caring for and preparing my boar for show was a very good experience. I worked hard and used my skills to preparing my boar the very best I could. By using my skills of selection, feeding and fitting of hogs I was rewarded with a Champion boar.

SKILLS AND COMPETENCIES DEMONSTRATED:  Animal Science Cluster

1) Grade fat and feeder animals

2) Identify and know characteristics of common feed stuffs.

3) Be familiar with types of animal identification. (ear notches)

4) Knowing how to exhibit all types of livestock. (swine)

5) Know how to keep good and accurate records.

Picture of Boar with Exhibitor would be appropriate here.
Tracy Van Huss

Dairy Replacement Heifers

January 22, 1997

My work sample is choosing a Dairy Replacement Heifer. The purpose of this activity is so that I may have an animal to show at the local county fair.


The steps involved in choosing a dairy replacement heifer included contacting a local dairyman, Mr. Danny Rocha. I called Mr. Rocha and made arrangements to visit his dairy and choose my heifer. On the big day I went to the school farm and borrowed a truck and livestock trailer. Mrs. Stinson drove and Mr. Butters was the co-pilot. Upon arriving at Mr. Rocha’s dairy he greeted us and showed us about eight different heifers that he felt would be good candidates for an FFA project. He also double-checked them for pregnancy. Mr. Rocha and I then discussed the needs as far as straight backs, good height, a feminine dairy head, a slender neck, square hindquarters and straight legs. He also helped me check their udders for the right number of teats.


After examining all the heifers I singled out one that I felt would have good milk production, she has an even distribution of black and white, a straight back and a beautiful dairy head. Mr. Rocha gave me paper work describing her milk production records and her heritage. When all of this was complete I loaded my heifer in the borrowed livestock trailer and headed for the Phippen Family Ranch where she is being housed until room is available at the school farm.


On the way back to Ripon, I had a mishap where the floor of the livestock trailer fell through and my heifer cut her leg on the rough wood edges. When I got back to the Phippen’s and unloaded her I called the Veterinarian and had him come out and check her leg for infection. He said he saw no sign of infection but gave me instructions in case an infection were to begin. To complete my work sample, I fitted her with a halter so I could begin the training process, gave her dry bedding and plenty of food and water.


From this work sample I learned how to choose a prize winning dairy replacement heifer. One with good milk production and will calve many times. I also learned the importance of checking the trailer that I wish to haul my animals in for rotting and overall safety for the animals and humans involved in the trip.  

The Dam’s DHIA Production Record would be inserted here and possible a picture of the heifer.
Stacey Weststeyn

Period 05-06

E.C. Work Sample

For the 1995 San Joaquin County Fair I entered in a landscape design contest. I had to come up with a design for a ten by ten area and actually bring it to life.


The first thing I did was to draw out a design. My design had to include what went where, what plants to use, and how to related to the theme of the fair, which was a salute to the nut industry.


After drawing it out and selecting the plants, I had to call around for the donation of the materials. I called a few people, and soon had the donation of plants and sod. I also contacted a nursery that was going to let me borrow trees.


It was then time to put the design in place. I first put in the trees and the swamp grass. I then outlined where the grass would go. I placed the bench and birdbath in their places and planted the flowers around them. My last steps were to put in the grass and water everything.


Overall this was a good experience. I learned how to make my ideas happen. I had to find information about plants and if they can survive under certain weather conditions. I also had to learn how to draw a landscape plan. It was great to see my work pay off, I won first place and a prize of two hundred dollars!

STANDARDS:

Plant Physiology and Functions

Projects

Careers in Agriculture

The Landscape Design should be inserted here.

Work Sample Form 

Narrative


Caption for Picture


Caption for Picture 

Portfolio

Writing Sample

The Writing Sample demonstrates clear, concise thinking and a good understanding of a topic related in the student’s career area.

Requirements & Evaluation - Writing Samples

What must you show?

Your writing samples should meet these requirements: 

1. Minimum of three pages in length 

2. Typed (word processed), double-spaced with 1-11/2” margins

3. Single-sided on 81/2 x 11” paper

4. A bibliography containing at least three references.

You should demonstrate your knowledge of accurate and up-to-date information on your topic of concern in your career area. Your writing sample should illustrate your ability to obtain and evaluate information and to communicate in a clear organized fashion.

Writing Sample Examples

DIAGOSIS AND TESTING OF AN ENGINE

BY:

ERIC ARAUJO

March 6, 1995

PERIOD  5&6

AG  DIESEL  MECHANICS

DIAGNOSIS AND TESTING OF ENGINE

Good programs of diagnosis and testing diesel or gas engines have seven basic steps. These steps are: know the system, ask the operator, inspect the engine, operate the engine, list the possible causes, reach a conclusion, and test your conclusion. These steps will save you lots of time and money if you use them correctly. You must know the engine to be prepared for any problems.


The first step is to ask the operator. Ask how the engine ran when this problem started and where this happened. Also ask if anyone attempted to fix it. Many times the problem can be traced to poor maintenance or by forcing the engine. Forcing the engine means doing things that the engine can not handle.


Inspecting the engine is the second step. This step works by using your eyes, ears, and nose to spot any troubles with the engine. Watch for water, oil, and fuel leaks and an ignition problem. Water may leak at the radiator, water pump, hose and the cylinder head gasket. Check the cooling system when it is under pressure. Oil leaks may occur around the crankshaft bores, oil seals and tapped cover. Also check the oil pan, drain plugs and inside the flywheel. An ignition problem may be the cause for engines that won’t start.  Check for things such as loose or bare wires, cranked distributor cap or a shorted wire at plugs. Check for electrical problems like corroded batteries, sulfated or low water.


Start the engine if it will start and warm it up. Run it around and see if the operator’s story is true, check it yourself. The best way to check the engine is on a dynamometer to see how the engine running. I f one is not available look, smell and listen for engine problems. Are the gauges read correctly? Listen for abnormal sounds. When and where does this noise happen? Do you smell any unusual exhaust? How do the engine controls work? How was the power when it is under load? Does it idle correctly? Use common sense to find how the engine operates.


Make a list of possible causes of the engine’s problem. What signs did you discover while inspecting and operating the engine? Was the engine lacking power?  Was there any smoke from the crankcase vent? Was the engine running too hot or too cold? How was the oil pressure? These signs tell you the most likely cause, in second. There may be other possibilities because one failure often leads to another.


 After looking over your list of possible causes, decide which causes are most likely to be your problem or which are easier to verify. Reach your decision on the leading cause and plan to check them first. Make your replacements and repairs for the engine.


Before you start to repair the system, test your conclusion to see if they are correct. But many of the items on your list can be verified without further testing. Sometimes one problem can lead to another. Some locations within the system may be harder to find. This is where testing tools will help.

DIAGNOSIS AND TESTING OF ENGINE


A dynamometer will test the system and figure out where the cause is coming from. On a dynamometer you can test engine horsepower, exhaust smoke analysis, fuel consumption, crankcase blow-by, air-cleaner restriction, oil pressure, alternator or generator output and clutch operation.


The steps, which have been written, are only the basic guidelines. You can start testing the actual engine. Use these guidelines for detailed tests and testing results. Be sure to remember that the best-testing tool has no value unless the operator knows how to control it.


Here is an example of trouble shooting an engine that is hard to start or will not start. No fuel or improper fuel can be one of the problems. In that case drain and fill with proper fuel or just fill the tank. Also check out the fuel supply for water lines or dirt in the filters. In a diesel system, air can be in the fuel lines or system. If the engine has low cranking speed, change or replace the battery, or service the starter as necessary. Poor timing can also be the cause of a hard starting engine. Check the distributor or injection pump timing. There can be a defective coil or condenser. If so, replace the coil or condenser on gas engines. Check for cracked or eroded distributor rotor. Distributor wires may be loose or installed in the wrong order. Spark plugs wires can be defective or might be misconceived on a gas engine. On a diesel engine check for poor nozzle operation. This is just one example how trouble shooting works.
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Writing Sample – Dairy Production


Dairy production in this country is big business. The income from dairy production in 1980 for ranchers was 16.6 billion dollars. 50- 60 percent of the total marketing from farms in New York, Pennsylvania and Wisconsin and about 12.8 percent of the total marketing in the Corn Belt were dairy products. Nationally, dairy receipts amounted to about 12.2 percent of the total farm income. Income from dairy products far exceeded the sales of hogs, poultry, and sheep combined.

 
Milk and other dairy products are vital to our existence. They are nutritious and contain most of the food nutrients needed by humans and young animals. In the day of our great grandparents, a cow was kept to supply the family with milk, butter and cheeses. The milk cream was used in making ice cream and various flavored cheeses. The invention of refrigeration, pasteurization, homogenization, and scientific methods of producing and processing milk and milk products have made for more effective use of these products.


In 1924 the average person consumed 17.8 lbs. Of cheese, and 6.8 lbs. of ice cream per year. In 1980 the average yearly consumption per person was 4.6 lbs. Of butter, 18 lbs. of cheese, 17.7 lbs. of ice cream and of dry concentrated and evaporated milk. The average consumption of butter has decreased yearly since 1924 while the consumption of cheese and ice cream has more than doubled.


In 1925 the per capita yearly consumption of milk and cream was 353.3 lbs., while the consumption at the close of WW II in 1945 was 425 lbs.  The milk and cream being consumed in 1980 was equivalent to 231 lbs. of whole milk.  The consumption of evaporated, condensed milk, and milk solids has been large in the past. There has been a decrease in recent yearly. A few processors are marketing concentrated liquid milk, which may greatly influence the methods used in processing, and transporting fluid milk. The period between 1935-1939 the per capita consumption in this country was 15.2 lbs. evaporated whole milk and 1.9 lbs. of nonfat dry milk per person.


Americans consume only one- fourth as much better today as we consumed before WWII. Margarine is replacing a good share of the butter being consumed by Americans. Also Americans are consuming fewer fats than before. From 1935-1939, the per capita margarine consumption was 2.9 lbs., but the average in 1957 was 8.6 lbs. In 1977 we consumed more than twice the average amount of margarine consumed before.


Oleomargarine production has risen from 614 million pounds in 1945 to nearly 2,532 million pounds in 1977. Margarine sold in 1981 fore about one-third the price of butter. The change in consumption of dairy products has influenced the methods of processing milk. Emphasis placed on the milk fat content is falling down the ladder of priorities in milk production. 


With the exception of a few drought years from 1937-1940, the number of cows has greatly increased until 1944. Since 1944 the number the number of cows has gone down from nearly 26 million to almost 10.9 million as of January 1981, although the production of dairy products has increased more quickly than the number of cows has gone down; because of increased production per cow. Shown in the chart on this page are the leading states in dairy cows as of January 1981.

Writing Sample – Dairy Production continued…

Leading States in the Number of Dairy Cows

Wisconsin---1,811,000                                                        New York---903,000

California---862,000                                                           Minnesota---850,000

Pennsylvania---705,000                                                       Michigan---402,000

Ohio---375,000                                                                   Iowa---374,000

Texas---310,000                                                                  Missouri---269,000    


As you can see this is a very profitable business. There are many advantages and disadvantages to being a Dairy Rancher. As many of California’s dairy farmers have learned this past week raising dairy cattle is a gamble. Flood, earthquake, or any other natural disaster that Mother Nature may send your way can devastate you. All in all I feel that dairy farming is still a profitable business. No matte what may come your way.

Portfolio

Work Experience Documentation

A student’s work experience is documented in this section.  It includes:

1. A School to Work Profile.

2. Skill achievement through Work Based Experience, including time involved in accomplishing and practicing those skills.

3. School Based Experience, including record of courses and extra-curricular activities.

4. Record of SCANS Competencies Achieved.

5. Report on Employee’s Performance.

School to Work Profile

Student:     



Instructor:     
Address:      


Instructional Program:      

     



School:      
Telephone:      


School Address:      
Social Security Number:      

     





School Telephone:      
IN CASE OF EMERGENCY, CONTACT


Name:     

Telephone:     

Family Doctor:      

Telephone:      
Date of Enrollment:     

Total Instructional Hours:     
Date of Withdrawal:      

Total On-The-Job Training Hours:      
Date of Completion:      

Total Hours Absent:      
Work Based Experience

Duration of Experience
Work Experience

Job Title
Work Experience

Job Description
Supervisor’s Name

Address of Employer
Employer’s

Telephone

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

Profile ratings represent the knowledge, skills, and attitudes that the student has demonstrated at a given time and under given circumstances.  It does not necessarily represent certification of future abilities.

Work -Based Learning Expectation/Training

Directions:  List below the specific skills that the EMPLOYER agrees to provide the youth and the approximate number of weeks required to acquire these skills. The employer will then evaluate the youth by checking the appropriate number to indicate the degree of competency:

Rating Scale:

3-Skilled: Can work independently with no supervision

2 - Moderately Skilled: can perform job completely with limited supervision

1 - Limited Skill:  requires repeated instruction and close supervision

3
2
1
Skills to be Acquired
Time Allowance

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

Training Methods to be Utilized:

     
Start Date:     
Completion Date:      
Weeks in Training:      
Initial Wage:      
Wage Increase:      
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     

Participant’s Signature
         Employer/Authorized Representative Signature
         Signature of Rater

School Based Experience

Student:     



Instructor:     
Address:      


Instructional Program:      

     



School:      
Telephone:      


School Address:      
Social Security Number:      

     





School Telephone:      
IN CASE OF EMERGENCY, CONTACT


Name:     

Telephone:     

Family Doctor:      

Telephone:      
Date of Enrollment:     

Total Instructional Hours:     
Date of Withdrawal:      

Total On-The-Job Training Hours:      
Date of Completion:      

Total Hours Absent:      
Record of Courses and Extra-Curricular Activities

Duration of Experience
Course Title

Extra-Curricular Activity
Course/Activtiy Description
Instructor’s Name

School Name
School’s

Telephone

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

Profile ratings represent the knowledge, skills, and attitudes that the student has demonstrated at a given time and under given circumstances.  It does not necessarily represent certification of future abilities.
Record of SCANS Competencies Achieved

General Employability Competencies


DATE
VERIFIER
Information Processing

1.
Select and evaluate information
     
     

2.
Select ways to organize information


3.
Interpret and communicate information

Computer Usage

1.
Use a word processing; communications
     
     

2.
Use a graphics program; multimedia


3.
Use a spreadsheet program; database

Technology Usage


1.
Set up appropriate machines/equipment
     
     

2.
Produce a product using technology


3.
Maintain and troubleshoot technology

Resourcing


1.
Schedule time to meet task/project deadlines
     
     

2.
Select appropriate human/material resources


3.
Allocate human and material resources 



complete a task/project

Oral Communications

1.
Deliver messages with clarity
     
     

2.
Follow oral directions


3.
Participate in group discussions

Written Communications

1.
Organize thoughts into expressive written form
     
     

2.
Proofread, edit and revise written documents


3.
Use correct grammar and spelling in writing

Reading

1.
Investigate meaning of unknown words
     
     

2.
Extract the main ideas of messages


3.
Identify relevant details, facts and specifications



 from readings

Mathematics Usage

1.
Use measuring tools and systems
     
     

2.
Use basic computational skills


3.
Use graphic formats to display and obtain

Systems Usage

1.
Identify the system and its purpose
     
     

2.
Monitor and improve performance


3.
Adapt to situational changes

Interpersonal Competencies


DATE
VERIFIER
Leadership

1.
Organize group work
     
     

2.
Involve all group members


3.
Set positive examples for others

Group Dynamics

1.
Contribute ideas, suggestions and effort for 
     
     


completion of group tasks


2.
Solve conflict in positive ways


3.
Cooperate as a member of a multi-ethnic, 



mixed gender team

Problem Solving

1.
Identify and define problems/issues
     
     

2.
Generate and select from alternative strategies



 to solve problems


3.
Consider the consequences of actions


4.
Make informed decisions

Responsibility

1.
Display punctuality and regular attendance
     
     

2.
Complete tasks on time and meet deadlines


3.
Take care of materials and equipment; respect



 the property of others

Self Confidence

1.
Display confidence in self and work
     
     

2.
Demonstrate initiative


3.
Assess/evaluate criticism

Self Management

1.
Exhibit self control
     
     

2.
Work without close supervision


3.
Evaluate and monitor personal performance

Integrity


1.
Exhibit trustworthy behavior
     
     

2.
Respect rights and property of others

Sociability


1.
Compromise
     
     

2.
Exhibit sensitivity to the attitudes, values and 



feelings of others

Personal Identification

1.
Produce a portfolio
     
     

2.
Produce a resume

Report on Employee’s Performance

Agricultural Work Experience or Internship

Student Name:






Advisor:

Date:







Job Title:

Please return this form no later than:

SSN (optional):
Please check the areas which best approximate the student’s progress.  Your responses will assist with advising, grading and improving the student’s performance.

Evaluation Areas
Excellent
Very Good
Satisfactory
Improvement Needed

Yes            No

Punctuality and Attendance






     Notifies job supervisor in advance of absence






     Is regularly present for work scheduled






Work Habits, Attitudes, and Appearance






     Avoids being idle, looks or asks for next assignment






     Work done is efficient and accurate






     Takes proper care of equipment and supplies






     Grooming and dress is appropriate for job






     Shows interest in the work






Dependability






     Follows oral and/or written directions in job performance






     Holds distractions from duties to minimum






     Completes assigned responsibilities






Relationships With People






     Cooperates and works effectively with other employees and/or customers






     Is poised and self-confident






     Is courteous and mannerly at all times






Competencies






     Possesses proper skills for job assignment






Overall Rating:






Comments:

Did you discuss this evaluation with the employee ?  Yes_____     No_____

Suggested Grade:
A
B
C
D
F (circle one)

Approximate hours that this student has worked for you:  Per Week:_____  or Per Semester:_____

Company Name:




Supervisor’s Name:

Street Address:




Supervisor’s Signature:

City, State Zip:

Company is an equal opportunity employer who does not discriminate on the basis of handicap, race, color, religion, sex or national origin.

Supplemental Materials
Post secondary career preparation choices:





Work ( Apprenticeship ( Military ( Vocational/Technical School ( Community College ( College/University





Post secondary career preparation choices:





Work ( Apprenticeship ( Military ( Vocational/Technical School ( Community College ( College/University
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