Documenting Your Field Work

Keeping notes, drafts, and graded copies of your class assignments will provide evidence of research, interviews, and business writing; however, much of your senior project will be accomplished on your own, and the work will be unassigned, designed by you. For that reason, and so you will have enough to put in your portfolio in May or to talk about in June, you must verify your efforts with evidence and keep all tangible artifacts of your independent field work.

You have been given a running timesheet to keep track of your senior project hours. In addition to listing all time spent working on the project outside of class, here are some suggestions on how to provide evidence of those efforts.

Phone Log – make a table in Word on your computer. Jot down whom you call and why.

Keep track of dates and results. It may not add up to many hours, but each call is an

accomplishment and a step toward getting things done.

Diary – make a written record of what you did/thought/accomplished on your Senior Project

each time you do anything. This is especially helpful if you are working alone or you are

growing and gaining skills along the way.

Notes – if you have group or mentor meetings to discuss next steps, processes, or any other

planning, take notes at those meetings like your life depends on it! Take paper to all

job visits, and keep rough interview notes.

Photos – when appropriate, collect visual records of you doing the project: working,

planning, building, volunteering, cleaning, in uniform…whatever. People like pictures!

Verification Letters – if you work with other adults, ask them to write a brief letter saying

what you did, when, and, if they so desire, how well you performed. Testimonials are
powerful. If need be, you can write a simple letter and merely ask for a signature. This must be accompanied by evidence of what you did (e.g. notes or pictures) and should not be the sole evidence of your efforts for large blocks of time.
Receipts – any time you spend money or raise money, you should have something tangible as

a record. Keep them in your binder. Add them on paper. If there is cash flow, make a

register (like in a checkbook) to show the movement of funds.

Artifacts – if you are working with associates, keep samples of their work as well as your own. For example, if you tutor, Xerox the student’s homework; if you teach, keep copies of student work and lesson plans. If you make something, keep material samples, evidence of the process, and a calendar of production. 
Some of your work will fit several of these categories. Do not be afraid to overlap. For instance, 
· calls to a mentor, business, or other source may show up on a phone log
· the telephone conversations may be long enough to log on your timesheet 

· the information could be enough to require that you take notes 

· several phone calls may produce a product or a result that can be verified in a letter from the contact
Evidence will be collected all year. It will be kept in a binder that serves as a working portfolio until the final portfolio is created from your collected work. Additionally, evidence will be stapled to your Summary of Progress for monthly check ups in your English class.

Keep Everything!
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