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Dear Kentlake Students: 

 

The Culminating Project is a mandated graduation requirement by the State of Washington and the 

Kent School District. With its many components, timelines, and rubrics, the project will be completed 

over four years in high school. The Kent School District has tailored the Culminating Project to further 

reflect the expectations and mission of the entire school district. The Culminating Project should not 

be viewed as added work beyond what you are already doing since most of the project requirements 

are assignments and activities that you are doing as part of your classroom work and community 

involvement. 

  

You will save all of your work in an electronic portfolio, called eFOLIO, which you can access from 

home. You will have access to it year-round, and even for several years after graduation. Seniors are 

additionally required to give an oral presentation of this electronic portfolio that focuses on the skills, 

interests, experiences and career goals achieved over the past four years. 

 

  

You will be guided through the requirements by staff during Advisory class. However, most elements 

will need to be completed on a student’s own time. If students complete the eFolio requirements 

over the course of their high school career instead of waiting until their senior year, this project will 

not be overwhelming and will truly be an intended reflection of a student’s learning from his/her high 

school career.  

  

Sincerely, 

Kentlake Staff and Administration 

 

 

 



 
 

Kentlake eFOLIO/Portfolio | Student Guide 4 

 

Kentlake High School 
Home of the Falcons 

eFolio Portfolio Checklist 

All forms referenced below can be downloaded on Kentlake’s Culminating Project Web Site 

Best Works (Senior Binder Divider Tab) 

฀ Awards and Activities (Athletic awards, Community Service Award, Job Shadow Award, etc.) 

฀ Best Work – 9
th

 grade (An outstanding work completed in the 9
th

 grade) 

฀ Best Work Reflection – 9
th

 grade (Answer questions on provided Best Works Reflection worksheet) 

฀ Best Work – 10
th

 grade (An outstanding work completed in the 10
th

 grade) 

฀ Best Work Reflection – 10
th

 grade (Answer questions on provided Best Works Reflection worksheet) 

฀ Best Work – 11
th

 grade (An outstanding work completed in the 11
th

 grade) 

฀ Best Work Reflection – 11
th

 grade (Answer questions on provided Best Works Reflection worksheet) 

฀ Best Work – 12
th

 grade (An outstanding work completed in the 12
th

 grade) 

฀ Best Work Reflection – 12
th

 grade (Answer questions on provided Best Works Reflection worksheet) 

 

Career Exploration (Senior Binder Divider Tab) 

฀ Cover Letter (A letter that accompanies a resume and is usually sent to a potential employer about a job opening) 

฀ Interest Inventory (“Career Matchmaker” survey on Career Cruising website; ASVAB test results also satisfy requirement) 

฀ Job Application (Fill out provided template or upload application used for real employment) 

฀ Job Shadow Reflection (Answer questions on provided Job Shadow Reflection worksheet or upload Job Shadow Certificate) 

฀ Letter of Recommendation (May use a letter of recommendation written for college entrance or for a job application) 

฀ Resume (Fill out provided template or create one of your own) 

 

Community Service  (Senior Binder Divider Tab) 

฀ Time Log (Community Service Verification) (Completely fill out provided form or upload Community Service Certificate) 

฀ Reflection (Answer questions on the provided Community Service Reflection worksheet or upload certificate) 

 

High School and Beyond  (Senior Binder Divider Tab) 

฀ Four Year Plan (Fill out provided Four Year Plan) 

฀ High School and Beyond Plan – 9
th

 grade (Research job or post high school institution of your choice on Career Cruising) 

฀ High School and Beyond Plan – 10
th

 grade (Research job or post high school institution of your choice on Career Cruising) 

฀ High School and Beyond Plan – 11
th

 grade (Research job or post high school institution of your choice on Career Cruising) 

฀ High School and Beyond Plan – 12
th

 grade (Research job or post high school institution of your choice on Career Cruising) 

***Each High School and Beyond Plan must show a different job or institution researched*** 

 

Research Paper  (Senior Binder Divider Tab) 

฀ Research Paper (May be completed in any subject) 

 

Technology Proficiency Verification  (Senior Binder Divider Tab) 

฀ Productivity – Graphic Organizer (Concept map; examples include an outline, flow chart, resume) 

฀ Productivity – Spreadsheets and Graphs (File created using Microsoft Excel showing both a spreadsheet and a graph) 

฀ Productivity – Word Processing (Any Microsoft Word document containing a graphic, such as a .jpeg, .gif) 

฀ Information Literacy (Completed research paper that contains cited ELECTRONIC SOURCES) 

฀ Multimedia (Senior PowerPoint presentation satisfies this requirement) 

฀ Communication (Senior PowerPoint presentation satisfies this requirement) 

฀ Inventive Thinking Best Works (Senior PowerPoint presentation satisfies this requirement) 

 

฀ Table of contents (required for Senior BINDER ONLY) (TOC must match binder’s actual contents) 

฀ Portfolio Introduction Letter (required for Senior BINDER ONLY) (Intro to who you are, what will be found in portfolio) 
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BEST WORKS GUIDELINES 

 

Awards & Activities 

Students need to upload any athletic or academic awards they receive. Students can upload Academic 

Achievement awards for completion of Culminating Project requirements  as well (Community Service or Job 

Shadow completion awards as an example). Students may choose to upload one award or all. 

 

Best Work 

Students will include an example of an outstanding work completed during each year of their four-year high 

school career. A Best Work can be selected from any subject. 

 

Best Work Reflection 

Students will use the provided Best Work Reflection form to answer questions about their best work. 

 

CAREER EXPLORATION GUIDELINES 

 

Cover Letter 

A cover letter typically accompanies a resume. You can create your own or use the provided template on 

Kentlake’s Culminating Project Web Site. The following tips should be helpful as you create your resume: 

 Address your letter to a specific person by name and title where possible 

 Keep the letter brief while you highlight one or two point from your resume, 

 Close the letter with a request for an interview. 

 Always print a cover letter on quality paper and sign your name. 

 Proofread carefully! 

 

Please see the sample Cover Letter on the next page for reference. 
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Cover Letter Example 
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Interest Inventory 

To satisfy the Interest Inventory requirement, students will need to complete the “Career Matchmaker” survey 
on Career Cruising and save their results to upload to eFOLIO. The Career Cruising website is 

http://www.careercruising.com 

 

Login: kentlake 

Password: falcons 

 

 

 

Click on Login to My Plan 

 
 

Click Create My Plan
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Complete the My Information section. Your e-mail address will be used ONLY to retrieve your password for 

your plan if you forget it, so please enter one. 

 

Under Choose Your Login use the SAME username and password that you use to log in to your KSD account. 

Then click Create My Plan. 

      

  
 

Once you click “Create My Plan”, you will need agree to the Terms and Conditions by checking the box. 

Click Submit. 

 

         
 

sn123456 (your student number) 

Your KSD password if possible 

(passwords cannot contain any 

special characters other than 

_, @, - ) 
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Click on Explore My Interests 

 

 

Click on Matchmaker & My Skills 
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You must enter a Matchmaker Label (name for your results; can be the date or whatever you choose). 

To begin the assessment, click Start Now.  

 

 

Once you have completed the assessment, a list of careers is created that best match your interests and skills. 

You can further narrow your results by answering additional questions at any time. 

 

Your results are automatically saved. 

 

Next you will need to create a PDF version that you can upload to eFolio. 
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To create an electronic copy of your results for upload to eFOLIO, Click on My Plan. 

On the right you will see Matchmaker & My Skills under My Assessments. You will see your file (the Label you 

gave your session) here. Click on your label. 
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Click on the Printer Friendly box on the right. 

 

 Once the Printer Friendly results come up, from your browser, go to the File menu. 

 Then click on Save Page As… and save your file (the default file type will be *.htm) 

 Open Microsoft Word. 

 Choose File > Open (navigate to where you saved your *.htm file). 

 Choose File > Save as Adobe PDF. 

Job Application 

Students can upload a real job application they filled out when applying for employment or they may use the 

Job Application Template provided on Kentlake’s Culminating Project SWIFT site. 
 

Job Shadow Reflection 

After completing the required three hours of Job Shadowing (can be done during any grade level), students will 

need to complete the provided Job Shadow Reflection form. This requirement can also be met by writing a 

Thank You letter to the Job Shadow Supervisor reflecting on the experience. 

 

Letter of Recommendation 

Students may use a letter of recommendation written for college entrance or for a job application. Students 

are also allowed to write their own letter of recommendation following the guidelines found here: 

http://www.writeexpress.com/recommendation-letters.html. The letter must still be typed and professionally 

written. 

 

The following Letter of Recommendation sample is provided for reference. 
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 Letter of Recommendation Example 
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Resume 

A resume is a one page fact sheet stating what you can do for a potential employer. You can create your own 

or use the template provided on Kentlake’s Culminating Project site. The following tips should be helpful as 

you create your resume: 

 Be brief – say what you need to in the fewest words; one page if possible 

 Be honest – Honesty is the best policy; an employer may check on what you claim about yourself 

 Be neat and accurate – Type your resume, proofread and avoid abbreviations 
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COMMUNITY SERVICE GUIDELINES 

 

Students are required to complete eight hours of community service. Community Service is defined by: 

“Working with community members through volunteering personal time which will benefit a community need.” 
Community service is unpaid work outside of the regular school day that benefits the community outside of 

school and/or a school related activity. 

 

Time Log 

Students need to keep track of the time they have spent doing community service projects on the provided 

Community Service Time Log form. This form also requires the signature of the Supervisor of the community 

service project. 

 

Community Service Reflection 

After completing the required community service hours, students will need to complete the provided 

Community Service Reflection form by reflecting on their experience. 

 

 

HIGH SCHOOL AND BEYOND 

 

Four Year Plan 

Students will complete the Four Year Plan form by filling in the desired classes they would like to take 

throughout their high school career. Their advisor can help develop a four year plan that tracks the courses a 

student plans to take each year. Credits required to graduate are as follows: 
 Language Arts – 4 credits 
 Mathematics – 3 credits 

 Courses include Algebra, Geometry, Pre-calculus, Calculus 
 Social Studies – 3 credits 

 Courses include World Studies, World Issues/Problems, U.S. History, Government 
 Science – 3 credits 

 Courses include Earth/Physical Science, Biology 
 Fine Arts – 1 credit 

 Courses include Art, Music, Photography, Drama, Dance 
 Occupational Education – 1 credit 

 Courses include Business, American Sign Language, other CTE classes 
 Health and Fitness – 2 credits 

 You must have one semester of health (.5) and three semesters of PE (1.5) 
 Electives – 6 credits 
 
 

High School and Beyond Plan – 9
th

, 10
th

, 11
th

, 12
th

 

Students are required to research four different types of careers or post high school institutions (one each year 

of high school). Students will need to create a Career Cruising account (this account will also be necessary to 

take the required Career Matchmaker survey that meets the Interest Inventory requirement in eFOLIO). 
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To research a career on the Career Cruising website, follow these steps. 

Log on to the following web site:  www.careercruising.com 

Username:  kentlake 

Password:  falcons 

 

 

Once logged on, choose Learn About Careers from the left hand menu 
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You can either search for a career by typing it in the search field box or choosing it from a list 

 

Once you find a career that interests you, click on the career name and you will be brought to an 

At A Glance page. Please print this web page to meet the High School and Beyond Plan requirement. 
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RESEARCH PAPER GUIDELINES 

 

Research Paper 

Students need to demonstrate their ability to access reliable information, write, and communicate clearly and 

effectively. This paper can be completed in any subject and during any grade. If a student chooses to use a 

research paper that also cites electronic sources, that paper can also be used to satisfy the ‘Information 
Literacy’ requirement under Technology Proficiency. 
 

TECHNOLOGY PROFICIENCY VERIFICATION GUIDELINES 

 

Students need to demonstrate proficient use of technology as defined by the Kent School District Student 

Technology Standards. Students are encouraged to take a technology driven course during their high school 

career and will demonstrate proficiency by including the following artifacts in eFOLIO: 

 

Productivity – Graphic Organizer 

A graphic organizer is a visual way to organize thoughts. Types of graphic organizers include flow charts, a 

resume, a word web (main thought surrounded by circles with thoughts that lend themselves to the main 

thought), multilevel lists, etc. This organizer must be created electronically. 

 

Productivity – Spreadsheets and Graphs 

This requirement must contain BOTH a spreadsheet and a graph (interpretation of the data). This requirement 

must be created electronically – preferably using Microsoft Excel. 

 

Productivity – Word Processing 

To meet this requirement, the word processed document must contain a graphic (jpeg, gif, bmp, png). 

 

Information Literacy 

To satisfy this requirement, students must provide an example of a completed research paper and electronic 

sources must be referenced in the bibliography. 

 

Multimedia 

To satisfy this requirement, students must provide an example of a multimedia project that includes features 

such as animation, sound video or graphics. This requirement can be met by the Senior PowerPoint 

Presentation. 

 

Communication 

To satisfy this requirement, the student must provide an example of a project that was presented to an 

audience outside of the classroom. This requirement can be met by the Senior PowerPoint Presentation. 

 

Inventive Thinking Best Works 

An artifact created using technology that reflects a best works in high school and one or more of the following: 

self-direction, creativity, high level of thinking, sound reasoning. This requirement can be met by the Senior 

PowerPoint Presentation. 
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SENIOR BINDER REQUIREMENTS 

 

Table of Contents 

Students can print out the provided Table of Contents from Kentlake’s Culminating Project site or create their 

own. If they print out the provided TOC, their binder contents must match that list. 

 

Portfolio Introduction Letter 

A Portfolio Introduction letter is a letter (one page at most) that is used to introduce one party to another. This 

letter will serve as a means of providing a writing sample and introduction to the oral presentation judge’s 

panel; it is important to know a little about you - personally, about your goals and career plans, and about your 

educational background. 

 

Tips for writing an effective introduction letter to introduce yourself: 

1. Whenever possible, address your letter to a specific person. 

2. Begin your letter by stating your name and your position or role, if relevant. 

3. Give the purpose for your letter. 

4. Indicate what it is that you hope to accomplish by sending your letter or what you would    

    like the reader to do in response to your letter (such as pass your Oral Presentation, or  

    goal of graduation). 

 

ACCEPTABLE FILE TYPES FOR UPLOAD TO eFOLIO 

 

The preferred file type for upload to eFolio is .pdf 

However, the following list of file types are also acceptable: 

.doc 

.docx 

.xls 

.xlsx 

.jpeg 

.jpg 

.gif 


