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Graduatio n  Tran s itio n s  Re po rt 
 

Student Name: 

PEN: 

Grade: 

Advisor:  Mrs. Barclay 

School:  Heritage Park Secondary 

 

Pe rso n al H e alth  
 
Co m ple te : 

□ Evidence of 150 min/week of moderate to vigorous physical activity in addition to PE 10 

□ Healthy Living research and assignments from Planning 10 

□ Maintaining a Healthy Lifestyle Write-up 
 

Pe rs o n al H e alth  Re quire m e n ts  Met 
 
 

Co m m un ity Co n n e ctio n s  

 
Co m ple te : 

□ 30  H o urs  o f w o rk e xpe rie n ce  paid o r un paid –  Evide n ce  requ ire d 

□ Description of duties performed 

□ Description of Employability Skills developed 

□ Participate  in  a vo lun tary activity –  Evide n ce  re qu ire d 

□ Description of tasks and benefits 
 
Co m m un ity Co n n e ctio n s  Re quire m e n ts  Me t    

 

Care e r an d Life  
 
Co m ple te : 

□ Planning 10 and Updated Career Research 
□ Short and Long Term Goals 
□ Living On Your Own Project 
□ Plan A & Plan B Report (including a Financial Plan for each) 
□ Written Profile including:  resume, cover letter, thank you letter, application forms 
□ Evidence of Growth 

□ Presentation 
 

Care e r & Life  Re quire m e n ts  Me t 
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Pe rso n al H e alth  
 
 

Ste p 1: 150  m in ute s / w e e k o f Phys ical Activity (Pg. 3 )  
 

• Document at least 150 minutes of regular physical activity per week. 
Your physical activities could include: 

 
o PE 11/12 
o Superfit 11/12 
o Specific sports 
o Strength training and conditioning 
o Being a member of a sports team 
o Joining a gym 
o Taking lessons 
 

• Ev id en ce  can include:  
 

o activity log (you can use the physical activity log on Pg. 3 to record 
your activities) 

o memberships 
o photos  
o letters from coaches 
o report card reflecting PE 11/12, Superfit, Sports Specific, Dance 

etc. 
 

Ste p 2 :  Co m ple te  the  H e althy Livin g Plan  (Pg. 4 )  
 

• If you do not have this from Planning 10, please see the school website to 
download an outline of the plan.  

 
Ste p 3 :  W rite  a de taile d de scriptio n  o f ho w  yo u  w ill 

m ain tain  a he althy life s tyle  in  the  fu ture . 
(Pg. 4 )  
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Ste p 1:  150  m in ute s / w e e k o f Phys ical Activity Lo g 

 
Physical Activity Log 

 

Date Description of Physical Activity Hours 
Contact 

Person 

Phone 

Number 
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Ste p 2 :  H e althy Livin g Plan  
 

• Include your Planning 10 research and assignments on exercise, diet and stress 
management here. If you do not have this from Planning 10, please see the school 
website for an outline of the assignments. 

 

 

Ste p 3 :  Us in g yo ur in fo rm atio n  fro m  Plan n in g 10  
an d PE, w rite  a de taile d de scriptio n  o f ho w  
yo u  w ill m ain tain  a he althy life s tyle  in  the  
fu ture . In clude  the  fo llo w in g in  yo ur w rite -
up. 

  
• Create an updated Nutrition Plan and describe how you will maintain your balanced 

diet (cooking, school cafeterias, eating out or at home). 
 

• Describe the physical activities you currently engage in.  Identify how you could 
improve your physical activity and set a goal for continuing and/or improving upon 
your current exercise regimen. 

 

o Keep in mind what options you will have for exercise in the future 
(school/employer facilities, community resources such as centres, trails, etc.), 
as well as any costs involved.  

 

• Describe how you currently deal with stress in your life.  Set a personal goal for 
handling stress in a positive way and maintaining good personal relationships in the 
future.  
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Co m m un ity Co n n e ctio n s  
 

Ste p 1: 30  H o urs  o f W o rk o r Vo lun te e r Expe rie n ce  
(Pg. 6 )  

 

• Provide documentation of work/volunteer experience,  eg.  letter, form or certificate 
signed by the employer, community person or agency/organization, pay slip, log 
book etc. 

o You may include hours acquired through the Work Experience Program. 
 

Ste p 2 : De scribe  the  Dutie s  Pe rfo rm e d (Pg. 7-9 )  
 

• Describe the procedures used in performing tasks 

• Identify the tools and/or equipment used in performing tasks 

• Describe how the tasks contribute to the development of employability or life skills 

• Identify the Fundamental skills developed (from Employability 2000 document)  

• Identify the Self-Management Skills developed (from Employability 2000 document)  

• Explain how skills can be transferred to other situations 
 
 

Ste p 3 : Participate  in  a co m m un ity s e rvice  e ve n t o r 
activity 

 

• Provide documentation of participation in a community service activity or event eg.  
letter, form or certificate signed by the employer, community person or 
agency/organization, log book.  

 

**No t e  t h is  is  a  Vo lu n t eer  a ct iv i t y , n o t  a s  p a r t  o f a  cla s s  o r  p a id  w o r k . 
 

Ste p 4 : De scribe  the  Co m m un ity Eve n t o r Activity 
 

• In a complete paragraph, describe the tasks performed and the benefits to the 
community and yourself. 
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COMMUNITY CONNECTIONS 

Steps 1 & 2: 
 

Student Name: _______________________________________ 

 

1. Document participation in 30 or more hours of Work or Volunteer Experience. 

 

Workplace: 

________________________________________________________________________ 

 

Work Supervisor: _________________________________________________________ 

 

Telephone: ______________________________________________________________ 

 

Dates of Work Experience or Volunteer Experience: 

________________________________________________________________________ 

 

Number of Hours Worked:  ____________________________________ 

 

Documentation Provided:  Letter ______  Certificate ______   Pay Stub _____  

 

 Other: __________________________________________ 

 

2. Describe the type of work done and the procedures used in performing tasks. 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________ 

Identify the tools and/or equipment used in performing tasks. 

________________________________________________________________________

________________________________________________________________________ 

Describe how the tasks contribute to the development of employability or life skills. 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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EMPLOYABILITY SKILLS: 

 

FUNDAMENTAL SKILLS  

 

You will be better prepared to progress in the world or work when you have the Fundamental 

Skills needed as a base for further development.  

 

From the list below, identify the Fundamental Skills you used or developed in this work 

or volunteer experience: 

 

Communicate 

□ Read and understand information presented in a variety of forms (eg. Words, graphs, 

charts, diagrams). 

□ Write and speak so others pay attention and understand. 

□ Listen and ask questions to understand and appreciate the points of view of others. 

□ Share information using a range of information and communications technologies (eg. 

Voice, e-mail, computer) 

□ Use relevant scientific, technological, and mathematical knowledge and skills to 

explain or clarify ideas 

□ Other (Explain): 

 

Manage Information 

□ Locate, gather and organize information using appropriate technology and 

information systems 

□ Access, analyze, and apply knowledge and skills from various disciplines (eg. arts, 

languages, science, technology, mathematics, social sciences, and the humanities). 

□ Other (Explain): 

 

Use Numbers 

□ Decide what needs to be measured or calculated 

□ Observe and record data using appropriate methods, tools, and technology 

□ Make estimates and verify calculations 

□ Other (Explain): 

 

Think & Solve Problems 

□ Assess situations and identify problems  

□ Seek different points of view and evaluate them based on facts 

□ Recognize the human, interpersonal, technical, scientific and mathematical 

dimensions of a problem 

□ Readily use science, technology, and mathematics as ways to think, gain and share 

knowledge, solve problems, and make decisions 

□ Evaluate solutions to make recommendations or decisions 

□ Implement solutions 

□ Check to see if a solution works, and act on opportunities for improvement. 

□ Other (Explain): 
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PERSONAL MANAGEMENT SKILLS 

 

You will be able to offer yourself greater possibilities for achievement when you develop the 

Personal Management Skills, attitudes, and behaviours that drive one’s potential for growth.   

 

From the list below, identify the Personal Management Skills you used or developed in 

this work or volunteer experience: 

 

Demonstrate Positive Attitudes & Behaviours 

□ Feel good about yourself and feel confident  

□ Deal with people, problems, and situations with honesty, integrity, and personal ethics 

□ Recognize your own and other people’s good efforts 

□ Take care of your personal health 

□ Show interest, initiative, and effort 

□ Other (Explain) 

 

Be Responsible 

□ Set goals and priorities balancing work and personal life 

□ Plan and manage time, money, and other resources to achieve goals 

□ Assess, weigh, and manage risk 

□ Be accountable for your actions and the actions of your group 

□ Be socially responsible and contribute to your community 

□ Other (Explain) 

 

Be Adaptable 

□ Work independently or as a part of a team 

□ Carry out multiple tasks or projects 

□ Be innovative and resourceful; identify and suggest alternative ways to achieve goals and get 

the job done 

□ Be open and respond constructively to change 

□ Learn from your mistakes and accept feedback 

□ Cope with uncertainty 

□ Other (Explain) 

 

Learn Continuously 

□ Be willing to continuously learn and grow 

□ Assess personal strengths and areas for development 

□ Set your own learning goals 

□ Identify and access learning sources and opportunities 

□ Plan for and achieve your learning goals 

□ Other (Explain) 

 

      Work Safely 

□ Be aware of personal and group health and safety practices and procedures, and act in 

accordance with these 

□ Other (Explain) 
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TEAMWORK SKILLS 

 

You will be better prepared to add value to the outcomes of a task, project or team if you 

have the Teamwork Skills and attributes needed to contribute productively. 

 

From the list below, identify the Teamwork Skills you used or developed in this work or 

volunteer experience: 

 

Work With Others 

□ Understand and work within the dynamics of a group 

□ Ensure that a team’s purpose and objectives are clear 

□ Be flexible; respect, be open to and supportive of the thoughts, opinions and 

contributions of others in the group 

□ Recognize and respect people’s diversity, individual differences, and perspectives 

□ Accept and provide feedback in a constructive and considerate manner 

□ Contribute to a team by sharing information and expertise 

□ Lead or support when appropriate, motivating a group for high performance 

□ Understand the role of conflict in a group to reach solutions 

□ Manage and resolve conflict when appropriate 

□ Other (Explain) 

 

Participate in Projects and Tasks 

□ Plan, design or carry out a project or task from start to finish with well-defined 

objectives and outcomes 

□ Develop a plan, seek feedback, test, revise, and implement 

□ Work to agreed quality standards and specifications 

□ Select and use appropriate tools and technology for a task or project 

□ Adapt to changing requirements and information 

□ Continuously monitor the success of a project or task and identify ways to improve 

□ Other (Explain) 

 

Explain how the skills you learned or developed can be transferred to other situations. 

 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

___________________________________________________________________________ 
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Feel free to use this template or provide your own documentation for your responses. 

Em plo yability Skills  2 0 0 0 +  
 
The s k ills  y o u  n eed  t o  en t er , s t a y  in , a n d  p r o g r es s  in  t he  w o r ld  o f w o r k —w het her  y o u  w o r k  

o n  y o u r  o w n  o r  a s  a  p a r t  o f a  t ea m . 
 

 

 
FUNDEMENTAL SKILLS 
 
The skills needed as a base for further 
development 
You will be better prepared to progress in 
the world of work when you can: 
Co m m un icate  
� read and understand information 
presented in a variety of forms (e.g., 
words, graphs, charts, diagrams) 
� write and speak so others pay attention 
and understand 
� listen and ask questions to understand 
and appreciate the points of view of others 
� share information using a range of 
information and communications technologies 
(e.g., voice, e-mail, computers) 
� use relevant scientific, technological and 
mathematical knowledge and skills to 
explain or clarify ideas 
Man age  In fo rm atio n  
� locate, gather and organize information 
using appropriate technology and 
information systems 
� access, analyze and apply knowledge and 
skills from various disciplines (e.g., the 
arts, languages, science, technology, 
mathematics, social sciences, and the 
humanities) 
Us e  Num be rs  
� decide what needs to be measured or 
calculated 
� observe and record data using appropriate 
methods, tools and technology 
� make estimates and verify calculations 
Thin k & So lve  Pro ble m s  
� assess situations and identify problems 
� seek different points of view and evaluate 
them based on facts 
� recognize the human, interpersonal, 
technical, scientific and mathematical 
dimensions of a problem 
� identify the root cause of a problem 
� be creative and innovative in exploring 
possible solutions 
� readily use science, technology and 
mathematics as ways to think, gain and 
share knowledge, solve problems and 
make decisions 
� evaluate solutions to make 
recommendations or decisions 
� implement solutions 
� check to see if a solution works, and act 
on opportunities for improvement 
 
 
 
 

TEAMWORK SKILLS 
 
The skills and attributes needed 
to 
contribute productively 
You will be better prepared to add 
value to 
the outcomes of a task, project or 
team 
when you can: 
W o rk w ith  Othe rs  
� understand and work within the 
dynamics of a group 
� ensure that a team’s purpose 
and 
objectives are clear 
� be flexible: respect, be open to 
and 
supportive of the thoughts, 
opinions 
and contributions of others in a 
group 
� recognize and respect people’s 
diversity, 
individual differences and 
perspectives 
� accept and provide feedback in a 
constructive and considerate 
manner 
� contribute to a team by sharing 
information and expertise 
� lead or support when 
appropriate, 
motivating a group for high 
performance 
� understand the role of conflict 
in a group 
to reach solutions 
� manage and resolve conflict 
when 
appropriate 
Participate  in  Pro je cts  & 
Tasks  
� plan, design or carry out a 
project or 
task from start to finish with well-
defined 
objectives and outcomes 
� develop a plan, seek feedback, 
test, 
revise and implement 
� work to agreed quality 
standards and 
specifications� adapt to changing 
requirements and 
information 
� continuously monitor the 
success 
of a project or task and identify 
ways 
to improve 
� select and use appropriate tools 
and 
technology for a task or project 
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PERSONAL MANAGEMENT 
SKILLS 
 
The personal skills, attitudes and 
behaviours that drive one’s potential 
for growth 
You will be able to offer yourself greater 
possibilities for achievement when you can: 
De m o n s trate  Po s itive  Attitu de s  
& Be h avio u rs  
� feel good about yourself and be confident 
� deal with people, problems and 
situations with honesty, integrity and 
personal ethics 
� recognize your own and other people’s 
good efforts 
� take care of your personal health 
� show interest, initiative and effort 
Be  Re s po n s ible  
� set goals and priorities balancing work 
and personal life 
� plan and manage time, money and other 
resources to achieve goals 
� assess, weigh and manage risk 
� be accountable for your actions and the 
actions of your group 
� be socially responsible and contribute to 
your community 
Be  Adaptable  
� work independently or as a part of a team 
� carry out multiple tasks or projects 
� be innovative and resourceful: identify 
and suggest alternative ways to achieve 
goals and get the job done 
� be open and respond constructively 
to change 
� learn from your mistakes and accept 
feedback 
� cope with uncertainty 
Le arn  Co n tin u o us ly 
� be willing to continuously learn 
and grow 
� assess personal strengths and areas 
for development 
� set your own learning goals 
� identify and access learning sources 
and opportunities 
� plan for and achieve your learning goals 
W o rk Safe ly 
� be aware of personal and group health 
and safety practices and procedures, and 
act in accordance with these 



 
 

Care e r & Life  
 

Ste p 1: Care e r Re se arch  (Pg. 13 -17)  
 

• Personality and Career Research from Planning 10 
- If you do not have this from Planning 10, please see the school 

website for an outline of the assignments. 

• Up-dated Career Research 
 

Ste p 2 : Livin g On  Yo ur Ow n  Pro je ct  
 

• Include your Planning 10 Living On Your Own assignment here. 
- If you do not have this from Planning 10, please see the school 

website for an outline of the assignment. 
 

Ste p 3 : State  sho rt an d lo n g te rm  go als  (Pg. 18 )  
  

 

Ste p 4 : Plan s  fo r the  Future  (Pg. 19 -2 3 )  
 

This section is designed to assist you in your plans for the future.  Yes there is a life 
after high school!  You may want to travel, work or plan to attend University or 
College.  You are not being evaluated on what your plans are…. just that you have 
planned to do something.  It is  im po rtan t that yo u  PLAN! 

 
Not all plan A’s work out so you need to have a Plan B just in case.  Please complete 
the process for both Plan A and B. 

 
 

Ste p 5: In clude  update d co pie s  o f re sum e , co ve r 
le tte r, than k yo u  le tte r, applicatio n s , an d 
le tte rs  o f re fe re n ce  (Pg. 2 4 -2 7)  

 

You may the use the templates included in this package to help you create a resume, 
cover letter, and/or thank you letter. 
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Ste p 6 : Evide n ce  o f Gro w th  an d Re fle ctio n   
(Pg. 2 8 -3 1)  

 
 

• This section gives you the opportunity to showcase their particular passions 
and successes, whether it is in art, applied skills, music, sport and/or 
academic areas.   

 
Ex. pictures, classwork, artwork, videos, etc. which showcase your 
intellectual, human and social, and career development. 

 

• You are to write a detailed essay reflecting on where you have come from and 
where you are going.  

 
  

 

Ste p 7: Pre se n tatio n  (Pg. 32 )  
 

Present Graduation Plan to members of the school and/or community 
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Step 1: 
 Up-dated Career Research 

 

Write down what your interests are, based on what you learned from Planning 10   

• Create a quick chart of your interests and where you use them.  

(Later you will create a section that showcases your interests.) 

• Link your interests to possible Careers / Focus Areas  

 

Interest EXAMPLE of where I use / apply this interest Career / Focus Area 

Music I play 3 instruments and want to start my own band Instructor / Fine Arts 

   

   

   

   

   

   

   

 

*  Check Pg. 24 for a list of Focus Areas 

 

Choose two of the possible careers/focus areas you have written down and fill out Pg. 20 and 21. If 

you are having difficulty coming up with examples to choose from, explore the options available 

to you using the computer program called CAREER CRUISING. 

 

To access CAREER CRUISING, go to www.careercruising.com and use: 

 

User ID: hpss 

Password: careers 

 

Using the Career Matchmaker answer the questions and look up the top two careers chosen for 

you based on the survey questions. Fill in following pages. 
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Career one: 
 

Job title: & FOCUS AREA 

_______________________________________________________________________________ 

 

Main duties: 

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Earning potential: 

_______________________________________________________________________________ 

 

High school courses required: 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Post secondary education required and a recommended school: 

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Employment outlook in BC for this job:  

(Go to: Other Resources, scroll down and go to Job Futures) 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Is this job transferable? Directions this job can go:  

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Do you agree that this job would be good for you why/why not? 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 
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Career two:   (Or look up one of your choices and answer the questions below) 

 

Job title: & FOCUS AREA 

_______________________________________________________________________________ 

 

Main duties: 

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Earning potential: 

_______________________________________________________________________________ 

 

High school courses required: 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Post secondary education required and a recommended school: 

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Employment outlook in BC for this job:  

(Go to: Other Resources, scroll down and go to Job Futures) 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Is this job transferable? Directions this job can go:  

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Do you agree that this job would be good for you why/why not? 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 
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Course Path 
 

 

• List courses you need to take in high school to follow your career path. 

 • Include courses you have already completed 

 ___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

 

 • Determine if your current load will help you reach your goal 

 ___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

 

• Do you have all the courses you need? Do you have to make some adjustments? 

(Both in terms of courses and work / volunteer experience) 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

 

• What school and community activities have and will support you in achieving the job 

options you explored?  

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

 

• Has anything changed since you did Career Cruising in Grade 10? What adjustments 

might you need to make? 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________ 
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Fo cus  Are as  an d Exam ple s  o f Po te n tial W o rkplace  
Occupatio n s  

 

Focus Area Grade 12 Graduation Some Post-Secondary 
More Post-secondary & Work 
Experience 

Business  

Applied Business 

Salesperson  

Office Assistant 

Bank Teller 

Accounting 

Clerk 

Sales Representative 

Executive Assistant 

Loans Officer 

Bookkeeper 

Sales Manager  

Manager  

Investment Analyst 

Certified Accountant 

Fine Arts,  

Design,  

Media 

Music Store Sales 

Artist/Craftsperson  

Silkscreen Artist  

Film / Video Entry Level 

Position 

Music Teacher  

Art/Crafts Instructor  

Illustrator  

Video/Film Camera 

Operator 

Composer/Conductor 

Visual Arts Teacher 

Interior Designer  

Film Editor 

Fitness & 

Recreation 

Recreation 

Attendant Ski Lift 

Operator Forestry 

Firefighter  

Life Guard 

Recreation Leader 

Ski Instructor 

Firefighter  

Swim Instructor 

Facilities Manager  

Ski Resort Manager 

Firefighter Officer  

Pool Manager 

Health &  

Human Services 

Nurse's Aide  

Security Guard  

Group Home 

Worker Youth 

Group Leader 

Paramedic  

Police Officer  

Youth Care 

Worker  

Teacher Assistant 

Registered Nurse 

Probation Officer 

Social Worker 

Teacher 

Liberal 

Arts, 

Humanities 

Library Assistant 

Tour Guide  

Copy Writer  

Museum 

Attendant 

Library 

Technician 

Publicist  

Journalist  

Museum Guide 

Librarian  

Events Coordinator 

Editor 

Museum Curator 

Sciences,  

Applied Sciences 

Animal Care 

Worker Landscape 

Worker Forestry 

Worker Nursery 

Worker 

Veterinary 

Technician 

Landscape 

Technician Forestry 

Technician 

Horticulture 

Technician 

Veterinarian  

Landscape Architect 

Professional Forester 

Plant Biologist 

Tourism,  

Hospitality,  

Foods 

Kitchen Helper 

Food Server 

Front Desk 

Clerk Tour 

Guide 

Cook  

Hospitality Supervisor 

Reservations Sales 

Agent Travel 

Counselor 

Chef  

Operations Manager Hotel 

Manager  

Travel Agency Manager 

Trades & 

Technology 

Construction Labourer  

Skilled Trades Helper  

Equipment Operator  

Computer Tech Support 

Worker 

Carpenter Apprentice  

Trades Apprentice  

Equipment Technician  

Certified Computer 

Technician 

Carpenter  

Trades Journeyperson  

Mechanic  

Computer Systems Programmer 
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Ste p 3 : 
 
Go als  fo r Graduatio n  Ye ar –  Grade  12  

 

1. State  yo ur sho rt te rm  go als  fo r the  n e xt 12  m o n ths . 
 
Pe rso n al:  
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 
Educatio n al: 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 
Care e r: 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 

2 . State  yo ur lo n g te rm  go als  fo r the  n e xt 5  ye ars . 
 
Pe rso n al:  
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 
Educatio n al: 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 
Care e r: 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 

3 . W he re  w ill yo u  go  fo r suppo rt? 
 

Parent _______  Friend ______  Teacher _______ 
Library _______  Career Centre ____  Counsellor ______ 
Other _______________ 
 
*** Remember that there are a lot of supports available to you.  ASK if you need help. 
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Ste p 4 : 
 
Plan  A - Educatio n  
 
Post Secondary Institute:  ______________________________ 
 
Degree, Diploma or Certificate Program   ___________________ 
 
Pre-requisites for Admission:   _____________________ 
       
     _____________________ 
 
     _____________________ 
 
     _____________________ 
 
GPA required For Acceptance:  _________ 
 
Complete the Financial Plan for Post Secondary (Pg. 21). 
 
 

OR 
 

Plan  A - W o rk  
 
Write a detailed report showing evidence that you have investigated your options and 
include information about your employment (including wages, hours, duties, etc.) 
 
Complete the Financial Plan for Employment (Pg. 22). 

 

 
OR 

 
Plan  A - Trave l  

 
Write a detailed report showing evidence that you have investigated your options and 
include your itinerary. 
 
Complete the Financial Plan for Travel (Pg. 23). 
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Plan s  fo r the  Future  
 
Not all plan A’s work out so just in case have Plan B.   
If you are not planning attending a post secondary institution, fill out other. 

 

Plan  B - Educatio n  
 
Post Secondary Institute:  ______________________________ 
 
Degree, Diploma or Certificate Program   ___________________ 
 
Pre-requisites for Admission:   _____________________ 
       
     _____________________ 
 
     _____________________ 
 
     _____________________ 
 
GPA required For Acceptance:  _________ 
 
Complete the Financial Plan for Post Secondary (Pg. 21). 
 
 

OR 
 

Plan  B - W o rk  
 
Write a detailed report showing evidence that you have investigated your options and 
include information about your employment (including wages, hours, duties, etc.) 
 
Complete the Financial Plan for Employment (Pg. 22). 
 
 

OR 
 

Plan  B - Trave l  

 
Write a detailed report showing evidence that you have investigated your options and 
include your itinerary and a description of your destination. 
 
Complete the Financial Plan for Travel (Pg. 23). 
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Fin an cial Plan  fo r Po s t Se co n dary (m o n th ly)  
 

In co m e   Expe n s e s   

Cash/Savings $ Tuition $          x          mos =      

Part-time Earnings $ Books and Supplies $          x          mos =      

Student Loans $ Housing (rent) $          x          mos =      

Awards/Scholarships $ Car Payments $          x          mos =      

Income Assistance $ Loan Payments $          x          mos =      

Funding from Family $ 
Utilities (gas, 
electricity, water) 

$          x          mos =      

RESP in your name $ 
Communications 
(cable, phone, cell) 

$          x          mos =      

Other Income $ Car Insurance $          x          mos =      

  
Home/Contents 
Insurance 

$          x          mos =      

  Medical and Dental $          x          mos =      

  
Groceries (about 
$200/month) 

$          x          mos =      

  Eating Out $          x          mos =      

  

Transportation: 
  - car ($165/mo) 
  - public transit 

($60/mo) 

$          x          mos =      

  Clothing 
$          x          mos =      

  Entertainment 
$          x          mos =      

To tal In co m e  $  To tal Expe n se s  $  

 
To tal In co m e  –  To tal Expe n se s  =  $  
 
* If your answer is negative, you need to alter your plans!



 

 

22

 

Fin an cial Plan  fo r Em plo ym e n t (m o n th ly)  
 

In co m e   Expe n s e s   

Cash/Savings $ Housing (rent) $          x          mos =      

Employment 
Earnings 

$ Car Payments $          x          mos =      

Income Assistance $ Loan Payments $          x          mos =      

Investments $ 
Utilities (gas, 
electricity, water) 

$          x          mos =      

Other Income $ 
Communications 
(cable, phone, cell) 

$          x          mos =      

  Car Insurance $          x          mos =      

  
Home/Contents 
Insurance 

$          x          mos =      

  Medical and Dental $          x          mos =      

  
Groceries (about 
$200/month) 

$          x          mos =      

  Eating Out $          x          mos =      

  

Transportation: 
  - car ($165/mo) 
  - public transit 

($60/mo) 

$          x          mos =      

  Clothing 
$          x          mos =      

  Entertainment 
$          x          mos =      

To tal In co m e  $  To tal Expe n se s  $  

 
 

To tal In co m e  –  To tal Expe n se s  =  $  
 
* If your answer is negative, you need to alter your plans!
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Fin an cial Plan  fo r Trave l  
 

In co m e   Expe n s e s   

Cash/Savings $ Accommodations $           

Work Abroad $ 
Transportation to 
and from 
Destination 

$     

Funding from Family $ 
Transportation 
while on trip 

$     

Other Income $ Passport 
$     

  Food 
$     

  
Medical and Dental 
Insurance 

$     

  
Personal Hygiene 
and Clothing 

$     

  Entertainment 
$     

  Other 
$     

To tal In co m e  $  To tal Expe n se s  $  

 
 

To tal In co m e  –  To tal Expe n se s  =  $  
 
* If your answer is negative, you need to alter your plans! 
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Ste p 5: 

 
 

No te : 
 
 
ALL s tude n ts  m us t in clude  the  fo llo w in g in  yo ur Graduatio n  Tran s itio n  Plan : 
 

□ Update d Re sum e  (Te m plate  o n  Pg. 2 5)  

□ Sam ple  o f a Co ve r Le tte r (Te m plate  o n  Pg. 2 6 )  

□ Sam ple  o f a Than k Yo u  Le tte r (Te m plate  o n  Pg. 2 7)  

□ Applicatio n s  fo r w o rk, s cho o l o r s cho larsh ips  (co pie s )  

□ Le tte rs  o f Re fe re n ce   

 
 
 
 
 
Stude n ts  applyin g fo r s cho larsh ips  w ill also  n e e d to  in clude  the  fo llo w in g: 
 

□ Applicatio n  fo r Scho larsh ips  & Bursarie s  

□ Auto bio graph ical Essay 

□ Le tte rs  o f Re fe re n ce  
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Template for Resume 

 
Your Name 
123 Anywhere 

Mission, B.C. V2V 8D8 

(999) 999-9999 

email: name@provider.com 

 

 

OBJECTIVE: (Explain briefly what kind of employment you are seeking.)  

Position in Retail Sales  

 

SUMMARY OF QUALIFICATIONS 

(List your attributes and qualifications related to the job opening that you have to offer.)  

 3 years customer service experience  

 Accurate with money transactions  

 Hard working, reliable and friendly  

 Worked part-time while attending school  

 Professional attitude towards customers 

 

WORK EXPERIENCE 

(List dates of jobs you have held and job skills.)  

Sales Associate, Joe's Department Store, City, Province  Dates Employed 

 Assisted customers with selection, purchases  

 Balanced cash drawer  

 Handled exchanges and returns  

 Responded to customer complaints  

 

Cashier, Joe's Department Store, City, Province   Dates Employed 

 Rang up customers' purchases  

 Processed cash, credit card purchases  

 Balanced cash drawer  

 

Customer Service Rep, Pacific Bell, City, Province   Dates Employed 

 Telemarketing for phone company  

 Processed cash, credit card purchases  

 Assisted customers with problems and complaints  

 

EDUCATION  

Oceanside High School 

Diploma, 2000 

4.0 GPA, Student Leadership Award, Captain of Team… 
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REFERENCES:   

Name, Company, Position, Phone Number 

Template for Cover Letter 
 

 

Date 

 

Contact Person's Name 

Contact Person's Position or Title 

Company's Name 

Company's Street Address 

Company's City, Province, and Postal Code 

 

Dear Mr./Ms. Contact Person's Name: 

 

In response to your ad in the name of the newspaper or periodical, I would like to apply for the 

title of job position. The qualities you need are a close match for the ones that I have developed in 

my education and employment.  

 

This paragraph should highlight special skills, abilities and education. Sell yourself and let them 

know why you are the best candidate.  

 For example: I am currently attending Mission Secondary School, and plan to complete a 

certificate program by May of 200_.  I have knowledge of many of your desired skills, 

and this position would give me the practical experience needed in my career field.   

 

I am confident that my knowledge and abilities would be of value to your company. I would like to 

request a few minutes of your time to discuss my qualifications. I will contact you on date you will 

call to arrange a meeting. If you have any questions in the meantime, please do not hesitate to call.  

 

 

Sincerely,  

 

 

 

Student Name 

Address 

City, Province, Postal Code 

Phone 

Email 

 

Enclosure: Resume 
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Template for Thank you Letter 

 

 

Your Name 
Street • City • Province • Postal Code 

Phone • Email 

 

Date  

 

 

 

Interviewer's name 

Company name 

Address 

City, Province, Postal Code 

 

 

Dear Interviewer's Last name: 

 

Thank you very much for taking time out of your busy day to talk with me about the [job title] 

position.  I enjoyed meeting you and the members of your department, and I am excited about the 

chance to work with such a great team. 

 

Add a statement about the interview.  Something that impressed you, or that you wish to clarify.   

 

A sample paragraph might include: Judging by our discussion earlier today, I believe that my 

qualifications are an excellent fit, particularly my describe your particular skills and abilities or 

educational program here.   The position is exactly what I'm looking for, and I'm confident that I 

can be a significant contributor to the success of [company or department name].  I sincerely hope 

you agree. 

 

Thanks again for interviewing me.  If you have questions or concerns, please feel free to contact 

me. I look forward to hearing from you again. 

 

Sincerely, 

 

Your signature 
 

Your Name 
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Ste p 6 : 
 
Use the following outline and Attributes of a BC Graduate list to describe and showcase 
your passions and successes, as well as to complete your reflection essay. 
 

Base  the  fo llo w in g in fo rm atio n  o n  yo ur Grade  8  –  12  ye ars : 
 
1. School attended in Grade 11/12:  _________________________________________________ 

2. Academic Interests and Awards, and Grades involved:  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

3. School Involvement and Service   Participant, Leader or ___________________ 

(Clubs, Programs, Leadership):   Major Responsibilities: 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

 

4. Community Involvement and Service:  Participant, Leader or ___________________ 

   Major Responsibilities: 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

 

5. Athletic Activities (School & Community) Awards and Achievements: 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 

____________________________________ _____________________________________ 
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6. Visual and Performing Arts Involvement:  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

7. Seminars, Conferences, Workshops attended:  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

8. What skills/training do you have in addition to your secondary school program (i.e. Foodsafe, 

First Aid, Superhost, Music, Swimming, etc.)?  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

9. What home responsibilities do you have?  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

10. What part time jobs do you have?  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

11. You will need to include a letter of reference in your Transition Plan. List interests and 

personal attributes that you feel would be helpful in writing a letter of recommendation for you 

(i.e. personal qualities, special abilities):  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
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12. Describe the most important experiences you have had in and out of school:  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________  

____________________________________________________________________________ 

13. What have you learned about yourself through this transition process?  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________  

____________________________________________________________________________ 

14. How will you contribute to society in the future (locally, nationally, globally)?  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________  

____________________________________________________________________________ 

15. List any potential challenges you may face in the achievement of your future plans. How might 

you overcome these challenges?  

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________  

____________________________________________________________________________ 

____________________________________________________________________________  

____________________________________________________________________________ 
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Attribute s  o f a BC Graduate  
 
During a year-long, province-wide consultation, thousands of BC citizens identified the following 
characteristics of the ideal BC graduate: 
 
In  th e ir in te lle ctual de ve lo pm e n t, graduate s  s h o u ld ach ie ve : 
 

- competency in reading, writing, mathematics, social studies and science, including the    
ability to use these skills in problem-solving and decision-making 

- the ability to use and understand information technologies 
- the ability to communicate effectively with a range of audiences; this includes the ability to 

access, synthesize and present information; it also includes 
- knowledge of both a first and second language 
- an understanding and appreciation of artistic and aesthetic expression 
- the ability to think critically and solve problems, using information to develop opinions  

and make sound judgments and decisions 
- an understanding of the importance of a lifelong commitment to continuous learning 

 
In  the ir hu m an  an d s o cial de ve lo pm e n t, graduate s  s h o u ld ach ie ve : 
 

- the knowledge and skills required to be socially responsible citizens who act in caring and 
principled ways, respecting the diversity of all people and the rights of others to hold 
different ideas and beliefs 

- the knowledge and understanding they need to participate in democracy as Canadian and 
global citizens, acting in accordance with the laws, rights and responsibilities of a 
democracy 

- the attitudes, knowledge and positive habits they need to be healthy individuals, 
responsible for their physical and emotional well-being 

- the attitudes and competencies they need to be community contributors who take the 
initiative to improve their own and others’ quality of life 

 
In  the ir care e r de ve lo pm e n t, graduate s  s ho u ld ach ie ve : 
 

- the confidence and competencies they need to be self-directed individuals who display 
initiative, set priorities, establish goals, and take responsibility for pursuing those goals in 
an ever-changing society 

- knowledge and understanding of the range of career choices available to them, the 
prospects for success in those careers, and the actions required to pursue specific career 
paths 

- experience in planning for, and working towards, career and life goals 
- the skills required to work effectively and safely with others, and to succeed both as 

individual and collaborative workers 
 
The Graduation Program is designed to support every graduate to acquire these attributes. 

 
See www.bced.gov.bc.ca/graduation for details and policies. 
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Ste p 7: 
 
 
Pre se n tatio n  
 
“Showcase selected components of the Transition Plan, eg. an exit interview, presentation, 
conversation with a teacher, or other manner determined by the school or school district.” 
 
Students will choose one of the following presentation alternatives and confirm their 
choice with those involved and their advisor. 
 
Following are your choices: 
 

□ Staff member with whom they have a special relationship or who has    specific 
knowledge relevant to the student’s interests, ie. Applied Skills, Fine Arts, 
Academic, Chef Training etc. 
 

□ Administrator 
 

□ Planning Advisor  
 

□ Counselor 
 

□ Class, ie:  Planning 10 
 

□ Presentation Evening consisting of members of the community. This option is 
recommended for students who are applying to the Mission Foundation. 

 

□ Elementary School Staff member 
 

□ Other – an adult of the student’s choice approved by an advisor.  The interview will 
be conducted on the school premises 
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Pre se n tatio n  Ve rificatio n   
 
 
The Ministry of Education has indicated that Graduation Transitions is 
going to be reported on the student’s transcripts and report cards as:   
   

“Requirement Met” 
 
 
Below is the evaluation sheet that you will take to your presentation to be 
completed by the individual that saw your presentation.  This becomes your 
evidence. 
 
 

 
Presenter (Student):  ___________________________ 
 
Date:  ___________________________ 
 
“Presentee”:  _____________________ 
 
Comments:   
 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
____________________________________________________ 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
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Graduation Checklist 
 
 
The following is a checklist of things that need to be completed before you can attend 
Prom.  This is for your information; you d o  n o t  n eed  t o  p r o d u ce  ev id en ce  for your 
presentation. 
 
 
Things I need to have before I can go to Prom: 
 

□ Outstanding school fees must paid. 

□ Application to Graduate must be completed.  

□ Submit your final words for the Commencement Ceremony. 

□ Height, with shoes, to be submitted for ordering of Graduation gown. 
 
 
 
The following is a checklist of things that would be worthwhile for you as a graduate.  This 
is for your information; you d o  n o t  n eed  t o  p r o d u ce  ev id en ce  for your presentation. 
 
 
Things I need to have before I graduate: 
 

□ Social Insurance Card 

□ Medical Health Plan/Care Card 

□ Copy of Birth Certificate 

□ Personal Banking (account in your own name) 

□ Financial Plan 

□ Summer employment application 

□ Filled a TD 1 Form (Tax Category Application) 

□ Passport (if you are intending on traveling outside of Canada) 

□ Arrangements to get your Passport to Education 


