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Dear Students and Parents,
I am honored and excited to welcome you to the International Baccalaureate Programme at Tates Creek High School. As the coordinator of CAS, I am even more excited to help guide you on your journey to complete this essential component of the programme. IB strives to create well-balanced, responsible, globally-minded and accomplished students who understand that they are a part of a society and contribute to their local and world community. CAS is a way for students to do that.
In order to help you complete the CAS requirements, I have put together a packet of information that might help answer any questions you have about how to complete CAS as well as the timelines and expectations that IB and I have of you. While this booklet tries to clarify issues that you may face over the next 18 months, please feel free to contact me if you need further clarification or are struggling to meet the goals. 
An important thing to remember about CAS is that it is not about creating lots of work for our already busy students; it is about taking the things you are already doing, or are interested in doing, and growing and reflecting on them. This should be an enjoyable experience that helps students build upon their current experiences and interest. With that said, I realize that students will not always enjoy each strand and experience of CAS but it will help them learn new skills and become more independent and thoughtful.
Please do not hesitate to come to me if you have questions, concerns, or ideas about projects and portfolios. I can be reached through my email address molly.ahern@fayette.kyschools.us or before or after school. I look forward to working with each of you over the next two years and wish you the best of luck in the International Baccalaureate Programme. Tates Creek has a history of a very strong CAS programme and I know this class will continue to grow and strengthen the programme. 

Sincerely,
Molly C. Ahern
Molly C. Ahern 
CAS Coordinator
[image: ]
Core of the Diploma
What is CAS? 
Creativity, Activity, Service, or CAS, is at the core of the International Baccalaureate Diploma and it is a requirement of all students pursuing the IB diploma. It involves students participating in a range of activities alongside their academic studies throughout the programme. Students must create a portfolio that shows evidence of them completing each strand of CAS. Students need to participate in creative experiences, physical exercise, and provide service to the community in order to complete this requirement. Students will start working towards this goal on the first day of school and will continue CAS for 18 months. 

Requirements of the IB Diploma Programme
In order to earn the IB Diploma a student must complete each of these requirements
1. [image: ]Complete the full two year prescribed I.B. 
course of study.
2. Take all parts of the exams for each of the 
six required subjects.
3. Achieve at least 24 points from test scores, 
TOK, and the Extended Essay.
4. Average at least a 3 on Standard Level 
Exams.
5. Average at least a 4 on Higher Level Exams.
6. Complete and submit all Internal
Assessments and Oral Components.
7. Complete and submit an Extended Essay of 
approximately 4,000 words.
8. Complete and document participation of 
CAS experiences and project for 18 months.
         Diploma Programme Model Image from CAS Guide
If you do not complete CAS, you cannot earn the International Baccalaureate Diploma
As an IB Diploma school, Tates Creek is responsible for reporting the progress (or lack of progress) of all diploma candidates and the completion of the CAS requirements at the end of the two-year program. 

Why is CAS Important? What is the Goal of CAS?
 “As a shinning beacon of our values, CAS enables students to demonstrate attributes of the IB learner profile in real and practical ways, to grow as unique individuals and to recognize their role in relation to others. Students develop skills, attitudes and dispositions through a variety of individual and group experiences that provide students with opportunities to explore their interest and express their passions, personalities, and perspectives.” (Creativity, activity, service guide, 8)
“The CAS Programme aims to develop students who:
· Enjoy and find significance in a range of CAS experiences
· Purposefully reflect upon their experiences
· Identify goals, develop strategies and determine further actions for personal growth
· Explore new possibilities, embrace new challenges and adapt to new roles
· Actively participate in planned, sustained, and collaborative CAS projects
· Understand they are members of local and global communities with responsibilities towards each other and the environment.”
(Creativity, activity, service guide, 10)












Roles and Expectations of Students, Coordinator, and Parents
Ultimately, CAS is your responsibility and I am here to help guide you. I have listed out roles and expectations that IB has for students and the CAS coordinator.
Student are expected to
· Approach CAS with a proactive attitude. 
· This means you need to have a practical, hands-on, positive attitude.
· Develop a clear understanding of CAS expectations and the purpose of CAS.
· You should be able to articulate what is expected of you and why you are being asked to complete CAS.
· Explore personal values, attitudes and attributes with reference to the IB learner profile and the IB mission statements.
· While IB wants students to explore and grow, it is very important to make sure that your experiences and project are congruent with the IB learner profile and IB mission statement.
· Determine personal goals.
· Everyone’s CAS experiences will be different because it is about the student exploring their own interest and setting personal goals.
· Discuss plans for CAS experiences with the CAS coordinator
· You need to keep in contact with me so we can ensure that you are meeting CAS requirements. This is especially important your junior year and it is your responsibility to come find me.
· Understand and apply the CAS stages where appropriate.
· You should be able to identify and describe the five stages and actively use them.
· Take part in a variety of experiences, some of which are self-initiated, and at least one CAS project.
· Your CAS portfolio should have evidence of you participating in a wide range of activities for each strand, some of which should be initiated by you. You will also need at least one CAS project completed and it needs to be well documented.
· Become more aware of personal interests, skills and talents and observe how these evolve throughout the CAS programme.
· IB knows you are already involved in after-school activities and they want you to continue those activities and explore them more, but you need to set new goals for yourself and work to reach them as a part of CAS.
· Maintain a CAS portfolio and keep records of CAS experiences including evidence of achievement and the seven CAS learning outcomes.
· You are expected to create and keep an updated CAS portfolio, which you will have to show me periodically and turn in at the end of the 18 months. In this portfolio you should have evidence of your experiences and reflections showing how you met the seven CAS learning outcomes. All of the outcomes need to be met. It is up to you to determine how you will create this portfolio and we will discuss this at our first meeting.
· Understand the reflection process and identify suitable opportunities to reflect on CAS experiences
· You will need to learn how to reflect on your experiences and actions. There are a variety of ways to do this and your TOK teacher and I will help you, but you will need to make sure you reflect on your experiences in a timely manner. This is part of keeping an updated portfolio.
· Demonstrate accomplishments within their CAS programme.
· You need to be able to demonstrate the goals you have accomplished and the projects you have completed. This will look different for each student and experience.
· Communicate with the CAS coordinator in formal and informal meetings.
· Students need to meet with me for three formal meetings but you are expected to keep me informed about what you are doing in between those formal meetings. If you are struggling, it is your responsibility to come talk to me.
· Ensure a suitable balance between creativity, activity, and service in the CAS programme.
· While you probably have a preference among the strands, you are required to have a variety and range of experiences from all three strands. This does not mean that all hours need to be distributed evenly, but you do need to show a variety of each. 
· Behave appropriately and ethically in their choices and behaviors.
· You are expected to act appropriately, respectfully and follow school rules. You need to make smart decisions and responsible. 
It is your responsibility to prove to me that you have completed CAS. This will be done by keeping me informed as to what you are doing, completing a CAS project, using the stages for plan experiences/projects and keeping an updated portfolio with a log of experiences, reflections and evidence that shows growth and that you have met the seven learning outcomes.


The CAS Coordinator is expected to
· Familiarize students, teachers, and parents with CAS and promote importance of CAS.
· Help identify safety issues.
· Periodically engage in interviews with students.
· Report on student progress to school and parents.
· Report completion/non-completion of CAS to the IB.
· Educate students on all aspects of the CAS programme.
· Educate students on the meaning and purpose of the CAS learning outcomes.
· Assist students with clarifying and developing the attributes of the IB learner profile.
· Support students in understanding ethical concerns and international-mindedness.
· Develop purposeful reflection skills through interviews and group discussions.
· Provide feedback on student’s reflections.
· Assist students in identifying personal and group goals.
· Discuss goals and achievements in regular meetings.
· Monitor the range and balance of experiences undertaken by individuals.
· Advise and monitor progress towards meeting the CAS learning outcomes.
· Periodically review students’ CAS portfolio.
· Meet each student in three formal documented interviews.
It is my responsibility to help you learn the expectations, make sure you are implementing CAS through meetings set up by students and to determine if students have completed the CAS component of the IB diploma.
Parents are encouraged to
· Help students stay on track by encouraging them to complete 2-3 hours of CAS weekly.
· Help teach students how to behave ethically and appropriately.
· Help teach students how to reflect by modeling reflections.
· Help students identify risks (see the CAS Risk Assessment Section of the handbook)
· Understand that a teacher will not always be present at the students CAS experiences.
· Understand the school does not have ability to screen the people a student will come into contact with when they complete experiences outside of school. 
Parents cannot complete any portion of CAS for students, including experiences, reflections, evidence, and maintaining/completing the portfolio.
Parents should not sign off on activities that students are completing, this needs to be done by the person who is in charge of the group/organization (if you are in charge of the organization, students should go to the second in command or the person who oversaw the students role).
CAS Definitions
Creativity is interpreted as arts, and other experiences that involve creative thinking. This covers a wide range of topics. These activities cannot be obtained in the course of achieving your IB diploma but may accumulate during the course of a normal school day. For example, IB Theater SL does not count, but Art I does. Creativity should include the designing and carrying out of the project and should have a definite goal or outcome. Creativity is not going to an art museum; it is painting for a museum or gallery exhibit. Creativity is not watching a live theater performance; it is acting in a live production. 
Examples of Good Creativity
· 
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· Acting in a school or community play
· Participating in the school drama team
· Costume design for the school productions
· Set design for the school productions
· Participating in the school speech team
· Creating a film or movie
· Singing in a school or local choir
· Taking an art class outside of school
· Taking an art class in school that is not an IB class
· Taking music and art lessons
· Playing in a band
· Weaving/knitting/sowing
· Writing/composing music
· Creative writing classes
· Website designing 
· Participating in poetry slams
· Designing furniture
· Painting murals or series of portraits 
· Debating
· Contributing to an art gallery
· Creating sculptures
· Photography
· Marching band
· Recreating the Thriller dance in downtown Lexington
· Scarecrow competition 
· Organized cooking lessons
· Playing music in an elderly home or children’s home
· Organizing/Participating in DanceBlue 
· Gardening club
· Digital design
· Writing a bill that is presented at KYA or KUNA
Activities you think of or see on the list can be turned into a project. You could organize your own gallery hop at TCHS and showcase both your and fellow students’ drawings from class. You could add a musical showcase and incorporate the culinary classes as well. 
Simply attending rehearsals does not count as CAS, you need to be actively growing and challenging yourself. Music lessons and dance lessons count since you are working to meet a goal and learning new skills.
Activity can include physical exertion contributing to a healthy lifestyle. This may include participating in individual and team sports and physical training outside the IB Diploma Programme. Keep in mind if the activity is part of earning your IB diploma it is not CAS. You may also need to be aware that action is more than just meeting a friend to play tennis after school; it is joining a tennis league at a local park and competing against other individuals. Games, meets, and matches are great CAS experiences.
Examples of Good Activity
· 
· Football team
· Track team
· Cross country team
·  Soccer team
· Cheerleading team
· Swimming and diving team
· Volleyball team
· Dance team
· Basketball team
· Softball team
· Step team
· Wrestling team
· Lacrosse team
· Tennis team
· Community sports
· Mountain climbing
· Learning to ski
· Gardening
· Martial arts classes/competitions
· Charitable activities such as Susan E. Koman Race for the Cure
· Coaching a baseball team, basketball team, soccer team, etc. 
· Running in races
· Organized walk/run groups (Bluegrass runners)
· Outdoor club
· Horseback riding 
· Intramural sports
· Marching band
· Participating in DanceBlue
· Yoga classes
· Skater’s Union Club
· Ice hockey

Activities you think of or see on the list can be turned into a project. You could organize an Intramural sports charity game and work with Parks and Recreation to pick a location, hire necessary people (medics, officials), get people registered, and host an event to raise money for a local charity.
Keep in mind that CAS will look different for everyone, especially the Activity strand. A goal of running and completing a 5K race is acceptable for someone who is not very active or fit, it is not an acceptable goal for a member of our Cross Country team. The Cross Country runner can work with their coach to choose an acceptable goal time that they are going to work towards.
Don’t forget that you need a range of activities, so you need to be able to show multiple types of experiences.
Service is an unpaid and voluntary exchange for a not for profit agency that has a learning benefit for the students. The rights, dignity and autonomy of all those involved must be respected. It can include environmental and international projects. You must be actively participating and volunteering, this means you cannot just show up and sit around at a charitable 5K or run the 5K, you must be a part of organizing and implementing the 5K. Attendance at a religious service or any other program does not constitute a CAS experience. This is because most religious services and activities do not align with the IB mission statement or learner profile.
Examples of Good Service
· 
· Volunteering for non-profit organizations
· Volunteering at the Salvation Army
· Volunteering at Goodwill
· Volunteering at Habitat for Humanity
· Volunteering for God’s Pantry
· Volunteering in soup kitchens
· Volunteering at the Humane Society
· Volunteering at certain, non-profit nursing homes
· Tutoring through a program (this can be at the elementary, middle, and high school or with community groups)
· Raising money for a non-profit organization such as the Komen Foundation
· Organizing your own recycling group
· Gardening in a partnership with refugees
· Re-designing a non-profit organization’s website
· Writing original picture books to teach language 
· Participating in and promoting an anti-bullying campaign
· Creating a video on global issues such as sustainable water solutions 
· Creating a video or activity to bring awareness to global issues such as lack of clean water
· Initiating an awareness campaign on hunger
· Volunteering at a school fall festival
· Organizing/ participating in DanceBlue
Activities you think of or see on the list can be turned into a project. You could organize a disparity dinner to bring awareness to hunger and world money distribution. You could work with the culinary classes at TCHS to cook the dinner and donate the money to a local charity that focuses on feeding the hungry and homeless in our area.
You are not free labor, if the position you are volunteering for is usually a paid position, this does not count. There are plenty of places in Lexington that are honestly looking for volunteers and will not take advantage of you.
Is it CAS? 
Answer the following questions to determine if your plan meets CAS requirements.
	Questions
	Yes
	NO

	Does your plan address one or more of the CAS strands?

	
	

	Is it personal and allow growth?

	
	

	Does it give opportunities to develop the IB learner profile?

	
	

	Is your plan separate from any IB course?

	
	

	Can your plan meet one or more of the 7 learning outcomes?

	
	

	Is this plan worthy of reflection?

	
	

	Are you NOT being compensated?

	
	

	Is this experience enjoyable?

	
	



If you answered “Yes” to all of the questions it is a CAS experience. Don’t forget to talk to the CAS Coordinator before you start! If you are planning an on-going experience you need to fill out the proposal sheet and talk to the coordinator. 
Is it a Project or an Experience?
Answer the following questions to determine if your plan is a project or an experience.
	Question
	Experience
	Project

	Is it a one-time opportunity?
	X
	

	Are you a continuous member of a community with a long commitment?
	X
	

	Are you taking a leadership role that involves collaborative planning in this plan?
	
	X

	Does the commitment require extensive involvement for at least a month?
	
	X



Remember you must get approval for all projects and on-going experience, so complete the Project Proposal Sheet at the end of the handbook and make an appointment to talk to the CAS Coordinator.
CAS Stages
CAS stages provide students a framework for planning and executing their ideas for experiences. The stages are designed to help students as they investigate their own interests and help them determine what experiences best suits them and how to reflect on them. The stages help students collaborate, explore, plan, and develop experiences. While the stages will not be applied to all experiences, the majority of experiences should be thought through using the five stages.
Below is a diagram, provided in the Creativity, Activity, Service Guide that helps explain how the stages all work together. Notice that the inner circle is more about planning the experience, while the outer circle focuses on students participating in the experience. More importantly, look at all the areas that one should stop and reflect upon what one is doing. As mentioned already, CAS is very focused on the importance of reflection and students will need to reflect upon their experiences. 
[image: http://www.wcpss.net/cms/lib/NC01911451/Centricity/Domain/3482/figure04_e.png]


When should you use the CAS Stages?
You must use the stages when planning your CAS project. “For singular CAS experiences, students may begin with investigation, preparation, or action. For ongoing CAS experiences, beginning with investigation is advised. In these ongoing experiences, the action stage may lead students back to investigation or preparation as they further develop, expand and implement new or related ideas.” (Creativity, Activity, Service Guide)

Five Stages
INVESTIGATION: Students will identify an interest, skill and/or talent that they would like to develop further. Start focusing on what it is you want to do, what your goal is, possible outcomes (both positive and negative), and how might this help/affect you or others in the community. If you are focusing on a service experience you should also ask yourself what need you are addressing, why it is important to address for the greater good, and why you are passionate about addressing that need.
PREPARATION: Students need to “clarify roles and responsibilities, develop a plan of actions to be taken, identify specified resources and timelines, and acquire any skills as needed to engage in the CAS experience (Creativity, Activity, Service Guide).” This means that you will need to know what role you will be taking on and the responsibilities that go with that role. You will also need to know what resources and skills you will need to complete the experiences. For example, If you want to work with a local group to make pillow dresses for children in Africa, you will need basic sowing skills. Or if you want to work the registration table for a charity event you will need to know what system they use to register people and how people pay/donate money.
ACTION: This is where students actually implement their plan or participate in the experiences. This can involve working with large groups of people, partners, or individually depending on the experience. If you are completing a project it must be a collaborative effort. A lot of times students will acquire new skills or learn how to make decisions and problem-solve as situations arise.
REFLECTION: There are a variety of ways for students to reflect upon what they have done. Reflections should focus on what you learned, what you will do differently next time, what unexpected problems did you have to deal with and what growth and accomplishments came from this whole process.
DEMONSTRATION: Students need to share what and how they have learned as well as what they accomplished. This can be through informal and formal meetings, presentations, and in their CAS portfolios. Students can have me highlight their projects on the CAS website, they can write a small article for the school newspaper or the parent newsletter. Students can even make posters to put up around the CAS board. It is important for students to be able to demonstrate what they have done since its helps solidify what they have learned in the experience.


Reflection and Outcomes
You will need to create a minimum of 14 reflections for the experience you complete or participate in. Reflections will vary in length, outcome, and appearance. Some experiences will affect you dramatically, while others may have a small effect. This is understandable but your reflection should indicate this both in length and content. There should also be reflections produced over the full 18 months, not just at the beginning or end.
There are many benefits of reflecting on your experiences in CAS, and in life. It helps deepen learning, identify the importance of and growth from experiences, helps you discover your personal goals and values, learn new skills, and gain a better understanding of who you are. It can also help you identify the larger context of the experience, question the experiences, think about ways to improve future experiences, think about what you learned and how you can apply the learning. Receiving feedback from myself and peers is one of the best ways to create a meaningful reflection and it will help you develop a habit of reflecting in life.
Reflections can occur at anytime in the experience/project. Most students will create reflections at the end of an experience but you can reflect if there is a new skill mastered, a challenge you overcame, a moment of personal discovery or growth, times of strong emotions, or moments of achievements. It is important to know what a reflection is and what it is not. Below I have included a chart that is in the Creativity, Activity, and Service Guide (page 29).
	Reflection is:
	Reflection is not:

	· Honest
· Personal
· Done in many different ways
· Sometimes difficult
· Sometimes easy
· Sometimes creative
· Building self-awareness
· Necessary for learning
· What I did, combined with how I felt
· Surprising
· Helpful for planning
· Done alone or with others
· About thoughts, feelings and ideas
· Adding perspective
	· Forced 
· Right or wrong
· Good or bad
· Marked or graded
· Difficult
· Copying what someone else said
· Predictable
· To be judged by others
· Only a summary of what happened
· Done to please someone else
· A waste of time
· Only written 
· Only discussion
· Only led by teachers





Forms of Reflection
You can use, and are encouraged to use, a variety of types of reflections over the 18 months. When you are deciding what form of reflection to use think about how you best express your feelings. Reflections can be produced in a variety of ways such as 
· 
· Photographs 
· Composing songs/poems
· Short videos (like a TED Talk)
· Visuals such as posters
· Writing
· Dialogue
· A comic strip
· Dramatic performance
· A letter
· A dance 

For the reflections, you will create for CAS there are four elements that you will need to show.
· Describe what happened: This is where you retell your experiences, memorable moments, important situations/struggles, identify what went well and what was difficult, and think about what obstacles you faced or successes you had. Consider asking yourself questions such as why did I choose this experience or make this choice? How did the experience reflect my personal ideas and values? How was this challenging to me or how did it make me think differently about myself and others?
· Expressing feelings: Your reflection should identify your feelings and emotions as you experienced new situations. Consider asking yourself questions such as how did I feel about the challenges, successes, obstacles? What happened that made my feelings change or made my emotions stronger? 
· Generating ideas: When you reflect, you should think about how events could have unfolded differently or how your actions changed the course of events. Consider asking yourself what could I have done to have a different feeling or outcome? What could I have done to make the experience better for myself, those I worked with, those I tried to help, and others involved? What would I do differently if I could go back in time? What did I learn? How can what I learned help me in the future?
· Asking questions: Good reflections prompt further thinking and ongoing inquiry. Consider asking yourself is there anything I want to know more about after that experience? Did it lead to a new interest/skill and how could I use that new interest/skill?
***Don’t forget to include the learning outcomes and explain how you met the outcome.
As you reflect, consider sharing them with your CAS coordinator or a friend for feedback. When you share your reflections you are demonstrating learning and are better prepared to create reflections in the future.

The 7 Learning Outcomes
	Learning Outcome
	IB definition from IB Guide
	Example

	1 - Identify own strengths and develop areas for growth
	“Students are able to see themselves as individuals with various abilities and skills, of which some are more developed than others.”
	I am a very good long-distance runner and enjoy running cross country races, but I struggle with sprinting at the end.

I am a very good singer and often get solos in my high school choir but I have trouble reading music.

	2 - Demonstrate that challenges have been undertaken, developing new skills in the process
	“A new challenge may be an unfamiliar experience or an extension of an existing one. The newly acquired or developed skills may be shown through experiences that the student has now previously undertaken or through increased expertise in an established area.”
	I have participated in the school plays a few times but I really want to learn how to design costumes for the actors.

I don’t know how to build a structure, but I would like to learn by helping to build a house with Habitat for Humanity.

	3 - Demonstrate how to initiate and plan a CAS experience
	“Students can articulate the stages from conceiving an idea to executing a plan for CAS experience or series of CAS experiences. This may be accomplished in collaboration with other participants. Students may show their knowledge and awareness by building on a previous experience, or by launching a new idea of process.”
	I noticed that a lot of children at the elementary school don’t have coats so I organized a fundraiser with other students to buy/collect coats to donate to the elementary school.

I used the CAS stages to create a play that my friends and I performed at the elderly home.

	4 - Show commitment to and perseverance in CAS experiences
	“Students demonstrate regular involvement and active engagement in CAS.”
	I joined the swim team and even though I come in last at most events, I go to practice every day and try to get better and faster.

I signed up to volunteer at the Humane Society every Saturday morning for a month thinking I would get to play with the animals but all I get to do is clean their cages. Even though it’s not what I signed up to do, I made a commitment and am going to complete it.

	5 - Demonstrate the skills and recognize the benefits of working collaboratively
	“Students are able to identify, demonstrate and critically discuss the benefits and challenges of collaboration gained through CAS experiences.”
	I wanted to paint murals that showed the diversity of TCHS students but I couldn’t raise the money, get approval, design and paint it on my own so I turned to my art class for help.

I take control of group projects and do it all on my own to make sure it’s done right, but my cheerleading coach told us we had to design a new cheer together so I am working with the team and listening to what the girls want to do so we can design a routine as a  team

	6 - Demonstrate engagement with issues of global significance
	“Students are able to identify and demonstrate their understanding of global issues, make responsible decisions, and take appropriate action in response to the issue either locally, nationally or internationally.”
	I recognized that many people around the world don’t have access to food every day so I created a fundraising 5K and donated the money to the local God’s Pantry so that people in my town have access to more food.

I know that teen suicide is a problem that all countries face, so I helped organize the Spread the Love-A-Thon at school to make people in my town and school know they are loved.

	7 - Recognize and consider the ethics of choices and actions
	“Students show awareness of the consequences of choices and actions in planning and carrying out CAS experiences.”
	I participated in the Ice Bucket Challenge to bring awareness to the 12,000+ people in the US that have ALS, but 783 million people don’t have access to the clean water I just dumped.

I wanted to bring awareness to the destruction of the forest in the US by putting up posters, but how many trees were chopped down for the paper I printed the posters on?


*** Keep in mind you need to have at least two reflections for each learning outcome and a minimum of 14 reflections over the entire 18 months.
Portfolio
You are required to keep an updated CAS portfolio for the entire 18 months of CAS. We will discuss how you want to create this portfolio at the first formal interview and you will be required to show me your portfolio at the second and third formal interviews, as well as randomly throughout the 18 months. This portfolio is to help you plan your CAS programme, a place to reflect on your experiences, and a way to compile your evidence of participation. 
You will need to organize it in a way that provides me a profile, experiences, reflection and evidence. 
· THE PROFILE is all about developing self-awareness and identifying ways to make CAS enjoyable for you. Your profile should include your interests, skills, and talents, plans, and goals for CAS. You need to list possible CAS experiences, organizations/groups you want to get involved in, and/or new goals for yourself in the organization/groups you are already involved in. You can, and should, include short-term and long-term goals. Your profile is also a great place to list concerns or question you have. 
· THE EXPERIENCE/LOG section is where you should list the 2-3 hours of CAS experiences you have weekly. Most of you will be able to list more than 2-3 hours since so many of our IB students are already active in organizations and groups.
· THE REFLECTIONS you create need to be included in your portfolio. Keep in mind that you need to have reflections to show that you have met each of the learning outcomes at least twice. If you are struggling to identify what the outcomes mean, set up a time to talk to me.
· THE EVIDENCE you collect also needs to be included in the portfolio. It would be a very big mistake to wait until the last minute to identify evidence of your participation, so think about ways you are going to collect evidence before or while you participate in an experience.
Possible Portfolio Types
· 
· Digital
· Online
· Diary
· Journal
· Scrapbook
· Website
· Blog
· Video Log

You can mix and match these styles as well, but it is very important for you to be able to easily keep track of it and turn it into me at the end of the 18 months. The portfolio process should teach you how to keep updated records and organization.

Evidence 
Artifacts are one of the easiest parts of CAS and the best way to prove you are completing a variety and range of experiences in the three strands. Evidence of your participation and involvement needs to be collected throughout the 18 months. The more evidence you collect the better your portfolio will be and the easier it will be to show all that you have accomplished.
Evidence can be 
· 
· Planning documents
· Letters
· Emails
· Certificates
· Acknowledgements of participation/achievements
· Photographs
· Video
· Awards/ribbons
· Playbooks
· T-shirts 
· Sports/athletic statistics
· Selfies

These are just examples of evidence but you will find that the type of evidence you collect will be dependent on the type of experience. For example, if you participate in KYA by writing a bill, the evidence you have can be the book of bills you get at KYA with your bill earmarked.  
Project
This section is very short but very important. You must have a project, that is collaborative in nature, lasting at least one month, and shows evidence of the five stages in order to complete CAS. Remember, you must complete CAS to earn the IB Diploma. This section is short because you will learn more about this as the year progresses and it will be different for each student. In addition, you cannot do a project without sitting down and talking to me about it. You can find the CAS Project Proposal Sheet on the TCHS CAS Website. 
YOU MUST HAVE A CAS PROJECT TO COMPLETE CAS
DO NOT WAIT TO GET STARTED ON YOUR PROJECT
YOU MUST GET IT APPROVED BY ME BEFORE YOU DO ANYTHING


Risk Assessment
Part of the CAS experiences is learning how to identify risks and make efforts to minimize the chances of dangerous outcomes. Students, parents and teachers will all have to work together to make sure that students stay safe, by discussing what experiences students are planning with them and helping them identify risks. Everything we do has a risk involved but it is important for students to understand the difference between appropriate risks and unnecessary risks. 
For example, if you set an Activity goal there is the possibility that you might get injured. This is an appropriate risk and steps can be taken to minimize the chances of you getting hurt. You might find yourself training in unsafe conditions, such as snow and rain. This is an unnecessary risk that we can minimize but finding ways to train indoors when the ground outside isn’t suitable. 
If you want to help provide food to those in need, there are risks associated with that. For example, you might be working with dangerous knives or hot stoves. This is an appropriate risk that can be minimized by wearing proper clothing and following kitchen safety regulations. The local organizations are very good about recognizing risks before students arrive to volunteer and are always happy to give students jobs they feel comfortable with. An unnecessary risk would be going into an unsafe neighborhood late at night to distribute food to the homeless. 
While the school does everything we can do to keep students safe on our grounds, it is impossible for us to monitor students off grounds or screen the people they will meet and there will not always be a teacher at the experiences the students plan. I will do my best to help students identify risks involved in their planned experiences and students who use the five stages to plan experiences will be better prepared to identify and deal with risks as they arise. I can only help assess what students tell me about their projects and new risks might present themselves when the students participate and volunteer. The school and coordinator cannot be held liable for risks or injuries the students may have in the CAS Programme.
3 Interviews 
You will need to set up three interviews with me. These will be documented and one-on-one. The meetings are not to catch you doing something wrong but instead are to make sure you are progressing towards finishing your CAS.
THE FIRST INTERVIEW will be held early in your Junior year. The goal with this is to make sure you understand the expectations and procedures of CAS. We will also discuss your goals and the learning outcomes as well as discuss how you want to set up your portfolio.
THE SECOND INTERVIEW will be at the end of your junior year. The goal of this meeting will be to check your progress by looking at your portfolio, reflection, evidence, project, etc. I will specifically be looking for a range of experiences from each strand and monitoring the development of your mandatory project.
THE THIRD INTERVIEW will be in February of your senior year and will serve as a summative interview. You will need to show me you have achieved all learning outcomes and how you have achieved them. We will discuss and reflect on your personal growth from the CAS programme and look at the portfolio you have kept and maintained the 18 months you participated in CAS.
Even though we will have three formal meetings, I do expect to see you often so we can discuss your experiences, reflections, and ensure you are completing accurate CAS experiences. 
If at the end of the first and/or second interview I do not feel comfortable with your progress, I will have to contact your parents and Mrs. Minor so we can figure out a good way to get you back on track to completing this IB diploma requirement. 
General Rules and Information
· Any questions or concerns regarding CAS should be discussed with the CAS Coordinator (Mrs. Ahern) in room 404.
· Each student must set up three formal interviews with me. One at the beginning of their junior year, one at the end of their junior year, and one at the end of the 18 months.
· Each student must keep an updated CAS portfolio. I will ask to see it throughout CAS.
· Each student must complete a range of experiences in all three strands (Creativity, Activity, and Service). Some experiences will be singular and simple, others will take more effort, planning, and commitments.
· Each student must meet all learning outcomes and have reflections to show that each outcome was met. You should have a minimum of two reflections for each learning outcome and a minimum of 14 reflections.
· Each student is expected to complete 2-3 hours of CAS each week for 18 months. This means you cannot wait until the last minute since you have to show how you participated in a CAS experience weekly.
· CAS experiences /projects must follow the IB mission statement and learner profile. This means political campaigning, religious services, protesting, etc. is not CAS.
· Each student must complete a CAS project that is lasting more than a month, collaborative in nature, and shows how the five stages were used. All projects and on-going experiences must be approved.
CAS LOG
Student’s Name___________________________________________
The CAS Log needs to be kept in your portfolio at all times and updated as you accomplish your tasks. Make sure to fill it out completely and get the supervisor information and contact when you complete the experience.
	DATE
	C, A, or S
	NUMBER OF HOURS 
	DESCRIPTION OF EXPERIENCE
	THE LEARNING OUTCOME 
	NAME AND CONTACT INFORMATION OF SUPERVISOR

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	




* Write the number of the Learner Outcome you met in the space provided  
1 - Identify own strengths and develop areas for growth
2 - Demonstrate that challenges have been undertaken, developing new skills in the process
3 - Demonstrate how to initiate and plan a CAS experience
4 - Show commitment to and perseverance in CAS experiences
5 - Demonstrate the skills and recognize the benefits of working collaboratively
6 - Demonstrate engagement with issues of global significance
7 - Recognize and consider the ethics of choices and actions
CAS: Experience/Project Self-Evaluation Form
Student Name __________________________________________________________________
This can be filled out for any project or experience and is a great way to show what you are accomplishing and doing during CAS. Keep the evaluation forms in your portfolio.

Date of the experience/project? ___________________________________________________
Was this creativity, activity or service? ______________________________________________
Who was the supervisor? What role does the supervisor have?
______________________________________________________________________________
How many hours did you complete? Circle One    1-2 hours     3-5 hours     6-7 hours     8+ hours
Describe the experience/project. ___________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Identify the learning outcome from the experience.
___ - Identify own strengths and develop areas for growth
___ - Demonstrate that challenges have been undertaken, developing new skills in the process
___ - Demonstrate how to initiate and plan a CAS experience
___ - Show commitment to and perseverance in CAS experiences
___ - Demonstrate the skills and recognize the benefits of working collaboratively
___ - Demonstrate engagement with issues of global significance
___ - Recognize and consider the ethics of choices and actions

How will you reflect (journal, scrapbook, video, poem, drawing, etc.)?
______________________________________________________________________________
What evidence do you have from the experience to show your participation?
______________________________________________________________________________
CAS Project Proposal Sheet

Student Name__________________________________________________________________

Fill both sheets out completely and with as much detail as you can. Then talk to the CAS Coordinator for approval. You cannot proceed with CAS until you have the CAS Coordinators signature at the bottom of the sheet.
1. What strand will this meet? Circle all that apply.      

Creativity   	     	 Activity         	         Service

2. When will this project be accomplished? 

3. Where will the project take place? 



4. What is the name of the organization or group you will complete the project with? If there is no organization/group explain why. 



5. Who will be the supervisor? What is their name and role? 


6. What Learner Outcome do you think you will meet (it is okay if you met a different learner outcome at the end of the project)?



7. Briefly describe the proposed project and your role.




8. What makes this a project instead of an on-going experience? 

9. What is the timeline for the project? Tell me what you will be doing to work towards the goal of accomplishing a month, or longer, project?





10. What materials, skills or people will you need to complete the project? Identify their roles since the project must be collaborative in nature.



11. What goal (other than the learning outcome) do you want to accomplish? What do you expect to learn from the project?


12. What risks, challenges, and obstacles might you face with this particular experience?



13. How will you deal with the risks, challenges, and obstacles you might face?





14. How will you demonstrate your accomplishments at the end?





Make an appointment with the Coordinator to discuss your proposal. 

______Not Approved				______Approved
________________________________				__________
CAS COORDINATORS SIGNATURE					DATE
CAS Stages Form: Investigation
This is only a guide to help you document the stages as you are working through them. If there is a different or more preferred method you would like to use to document stages you are free to use it. Keep in mind you will need to show evidence of the stages for your project and some experiences (depending on the length, level, and commitment) and you will need to talk about them in your reflections.

What Interest skills or talents do you want to develop and why?

What community need are you addressing and why is it important to you?

Why is the need important to address for the greater good?

What goal do you want to accomplish and why?

What outcomes might come from this experience/project?

Are there any foreseen risks? How can those be addressed in the early stages of planning?

Are there any foreseen obstacles? How can those be addressed in the early stages of planning?

Other Comments/Notes:




CAS Stages Form: Preparation 
This is only a guide to help you document the stages as you are working through them. If there is a different or more preferred method you would like to use to document stages you are free to use it. Keep in mind you will need to show evidence of the stages for your project and some experiences (depending on the length, level, and commitment) and you will need to talk about them in your reflections.

PREPARATION: 
What are your roles and responsibilities for this experience/project?

How will you fulfill them?

What are the other roles of the people involved?

What is the timeline of events for the experience/project?

What steps of action need to be taken to prepare for this experience/project? 

What resources/skills will you need?

Other Comments/Notes:






CAS Stages Form: Action
This is only a guide to help you document the stages as you are working through them. If there is a different or more preferred method you would like to use to document stages you are free to use it. Keep in mind you will need to show evidence of the stages for your project and some experiences (depending on the length, level, and commitment) and you will need to talk about them in your reflections.

List possible evidence/artifacts to show your participation.




Notes and comments that might help you while you reflect or demonstrate (stories, problems, feelings, etc.)













CAS Stages Form: Reflection
This is only a guide to help you document the stages as you are working through them. If there is a different or more preferred method you would like to use to document stages you are free to use it. Keep in mind you will need to show evidence of the stages for your project and some experiences (depending on the length, level, and commitment) and you will need to talk about them in your reflections.

What did you learn? How did you grow? 

What risks, obstacles, and problems did you face throughout the process?

What do you wish you had done differently or how will you do it differently next time?

What did you accomplish?

What are the stand out moments from the process?

What form of reflection will you use to complete this stage?

What learner outcome did you met?

Other Comments/Notes:





CAS Stages Form: Demonstration
This is only a guide to help you document the stages as you are working through them. If there is a different or more preferred method you would like to use to document stages you are free to use it. Keep in mind you will need to show evidence of the stages for your project and some experiences (depending on the length, level, and commitment) and you will need to talk about them in your reflections.

How will you demonstrate your accomplishments (meetings, website, newspaper/newsletter, poster for the CAS board, etc.)?

Who will you share it with?

How will you share what you did?

What will you share that you learned?

What will you tell people you accomplished?

Other Comments/Notes
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