Your portfolio should contain the following items, in this order:
1. Cover Page 
· Your name, school name, year of graduation
2. Student Information (Tab)  

· Student information sheet followed by the teacher’s report form
3. Academic Information (Tab)
· Include your High School Plan of Study; graduation requirements; graduation checklist; a copy of your transcript or a copy of your latest report card. Next, include “Test Scores" sheet. This may be followed by PSAT, SAT and/or ACT official score report(s). AP scores may be included.
4. Best Work Examples (Tab)
· At least 1 example from each core class plus one other from elective class if desire

5. Activities and Awards (Tab)
· Include, in this order, the enclosed "School Activities," "Community Activities," "Work Experience," and "Recognition and Awards" sheets. Try to include documentation or proof of activities, work experience, and awards (certificates, programs, newspaper articles, verification of employment, congratulatory letters, pictures of trophies or ribbons, etc.). Include documentation from grades 9-12 only.
6. Transition Materials (Tab)
· Resume, letters of recommendation, application letter, higher education information, application information/forms, scholarship applications, financial aid planning/applications

Always use a pencil to update this form
Personal Data
TO BE UPDATED YEARLY

Name 




Date of Birth _______________ Projected Graduation Date



Address 








Home Phone





City/State/Zip 








Parent(s)/Guardian(s)___________________________
Work Phone  (F)________________ (M)




Occupation of father














Employer













Occupation of mother
















Employer













Is parent active or retired military?



    Branch of Service  




	Number of brothers and sisters currently attending college/vocational school: 
	

	

	Number of younger brothers and sisters:
	


GRADE 


MY PERSONAL CAREER GOAL 

	9
	

	10
	

	11
	

	12
	


SCHOOL ACTIVITIES

Listed below are high school activities in which I have participated for the entire season or year.  I have included any clubs or teams to which I have belonged.  

	School Activity
	Leadership Positions/Accomplishments
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


COMMUNITY ACTIVITIES

Listed below are the community activities in which I have participated. Positions of 

leadership have been noted.

	Community Activities 
	Type of Involvement
	Hours Volunteered
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RECOGNITION AND AWARDS

         Listed below are special awards and prizes I have been awarded.

	Commendation 
	Group or Activity
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


WORK EXPERIENCE

Listed below are the work activities in which I have participated. Positions 

of leadership have been noted.

	Work Activities
	Type of Involvement
	Hours Worked
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	TEST SCORES

	

	
	

	PLAN
	Score
	Date Taken

	English 
	
	

	Math 
	
	

	Reading 
	
	

	Science  
	
	

	Composite
	
	


	ACT
	Score
	Date Taken

	English 
	
	

	Math 
	
	

	Reading 
	
	

	Science  
	
	

	Composite
	
	


	SAT
	Score
	Date Taken

	Verbal 
	
	

	Math
	
	

	Composite 
	
	


	AP
	Score
	Date Taken

	 
	
	

	
	
	

	 
	
	

	
	
	

	
	
	

	
	
	


	OTHER
	Score
	Date Taken

	 
	
	

	
	
	

	 
	
	

	
	
	


SCHOOL ACTIVITIES

(Sample)

	Listed below are high school activities in which I have participated for the entire season or year.  I have included any clubs or teams to which I have belonged.


	Students Activities
	Leadership Positions/ Accomplishments
	Grade

	Football Team
	Junior Varsity (JV) Team member.  
	9

	
	Played Defensive End and Tackle positions. JV Captain
	10, 11

	International Club
	Attended meetings, participated in fundraising activities, hosted a foreign exchange student for one weekend.
	12

	
	
	


COMMUNITY ACTIVITIES

(Sample)

	Listed below are the community activities in which I have participated.  Positions of leadership have been noted.


	Community Activities
	Type of Involvement
	Hours Volunteered
	Grade

	Walk for Hope
	Walked 25 miles, raised $250 for Hope Cottage
	One time only
	9

	Senior Citizen Center
	Assisted senior citizen with their needs; played music for them on the piano
	2 hours/week
	11

	
	
	
	


WORK EXPERIENCE 

(Sample)

	Listed below are the work activities in which I have participated.  Positions of leadership have been noted.


	Work Activities
	Type of Involvement
	Hours Worked
	Grade

	Landscaping and Lawn Work
	Worked for 5-10 families
	20-40 hrs/week
	9, 10, 11

	McDonald's
	Served customers, cooked, cleaned and trained new employees, 6 months
	15-25 hrs/week
	11, 12

	
	
	
	


RECOGNITION AND AWARDS 

(Sample)

	Listed below are special awards and prizes I have been awarded.


	Commendation
	Group or Activity
	Grade

	Student of the Month
	Selected by students and staff
	12

	Academic Letter
	Awarded for two consecutive semesters of 3.5 grades
	11

	Employee of the Month
	McDonald's
	11

	
	
	


