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CAS booklet

Student name       ____________________

	 
	
	
	
	
	
	


Student number  

Student ____________________    Parent(s) _____________________ 

It is a student’s responsibility to complete the CAS component of the IB, to show initiative in planning and running projects and documenting the process.  
It is the role of the CAS Coordinator to support the student’s initiatives and to monitor
the student’s progress. 
WHAT IS CAS?
CAS stands for Creativity, Action, Service. All Grade 11 and 12 students are required to participate in CAS activities - an essential and integral part of the IB Diploma.
CAS is not assessed, but failure to complete and report 150 hours of CAS is a failing condition for the IB Diploma.
CAS aims to challenge and extend the student by developing initiative, a sense of responsibility and also by sharing skills and interests with others.
The emphasis is on learning by doing real tasks, setting goals and reflecting on these experiences over time.
Individual or school activities in any form of art, craft, drama, debate, photography, yearbook design, newspaper, dance, learning a musical instrument, musical production, choir, outdoor art education  programmes, participation in concerts, are examples of CREATIVITY.
ACTION includes participation in trips/expeditions, individual and team sports, and physical activities where some sort of physical training is involved; it also includes physical activity involved in carrying out creative and service projects.

School sport clubs, camping trips, coaching, self-defense classes, refereeing, teacher’s aides, and leadership roles in outdoor education projects are examples of action.
SERVICE involves interaction in the community. The community may be the school, the local area or may be on national or international levels. Service activities should not only involve doing things for others but doing things with others. Active participation in the charity clubs, help for disabled people, work at hospitals or orphanages, Terry Fox run and concerts for disabled are considered as Service activities
Note :  Every student should participate in 

          at least one group  service project!
WHAT IS NOT CAS?

The spirit of CAS needs to be considered at all times. If CAS becomes an hour-scoring exercise, rather than an interesting variety of activities which are mutually beneficial to the student and his or her community, then its purpose is lost. CAS is not taking place when the student is in a passive rather than active role.
What is not CAS?
Examples of activities which, at first sight, would appear to be inappropriate:

· Any class activity or project which is already a part of the student’s Diploma Programme course.

· An activity for which a student is personally rewarded financially.

· Doing simple tedious and repetitive work, like returning school library books to shelves.

· A passive pursuit such as a visit to a museum, the theatre, art exhibition, concert or sports event, unless it clearly inspires work in a related activity in which a student is already engaged.
· All forms of duty within the family.
· Religious devotion.
· Work experience which only benefits the student.
· Fundraising with no clearly defined end in sight.
· An activity where there is no leader or responsible adult on site.
· Activities that cause division amongst different groups in the community.
· Raising money for the students themselves (class trips, camps etc).
CAS Documents
        Every student should have a CAS Portfolio. It consists of

1. At least three Activity Proposal Forms (minimum one for each type – Creativity, Action, Service).

2. Journal reflections (containing photos and/or a creative display of your CAS involvement). 

3. Written self-evaluation at the end of each activity (Form CAS/AEF).
4. A report by the adult supervisor for each activity (Completion form).

5. A calendar with records of projects and hours spent.
6. Final summary essay (Form CAS/SFS, page 1, page 2).
Your Portfolio will be checked by the CAS Coordinator at least twice per semester and kept by PSI to be available to IBO.

Visit the CAS section of the PSI Website for more information.
STEPS towards CAS Success
STEP 1
PLANNING AND SUBMITTING CAS PROPOSAL FORM

· Choose a project / activity.
· Before you begin an activity, complete an Activity Proposal Form, indicating your role, consult with a potential supervisor and hand in the form to the CAS coordinator for approval.
· The Supervisor must sign your Activity Proposal Form. Give all supervisors the “Dear Potential Supervisor” letter that outlines their responsibilities. They must understand that they will be asked to evaluate your performance and validate the number of hours you spend on the activity. CAS is not a programme you pursue. A non-teaching adult supervisor needs to be easy to telephone or visit. PSI follows other schools in not accepting family members as supervisors for their own children.

· You need to have separate forms for Creativity, Action and Service.
· Use a Short activity form for projects which require less than 6 hours.
STEP 2
RECORDS / REFLECTION
· On the weekly calendar in the CAS Journal, record your activity, whether it is C, A or S and the hours spent.  Total the hours each month and record. Write down also subtotals for each quarter, year one, year two and total number of hours spent on Creativity, Action and Service.
· The number of hours in the Calendar should correspond to the number of hours
     in the Completion form.
· Reflect on the CAS projects/activities in your CAS journal. Consider your achievement, challenges and feelings connected with this activity. Refer to the reflection questions for direction.
STEP 4 
HAND IN EVALUATIONS

· Give the Completion form to the supervisor within two weeks of completion of the activity. Note: the supervisor is not required to fill in the form after two weeks have passed since you finished the activity. 
· Show the completed form to the CAS coordinator immediately it is done.

· Fill-in the first page of the Student Final Summary Form (Form CAS/SFS page 1) each time you complete an activity.

· Include all proposal and completion forms in your PORTFOLIO.
STEP 5     SUMMARY FORM AND FINAL ESSAY
· By reading through your reflections, yours and your supervisors’ evaluations, and by checking the list of completed activities on your Student Final Record Chart, write/type a summary/ reflection essay of your CAS experience in 500 words or more (Form CAS/SFS page 2), taking care to refer to the criteria on the evaluation form and reflect your Creativity, Action and Service experience.
· Make an appointment with the CAS coordinator to discuss the completion of your requirement and to hand in the CAS Portfolio.
Diary
Use these questions to help you in your diary writing.
· Describe the activity. What did you do at each stage? Include the dates where they are important.

·  What goals did you accomplish?  What challenges did you encounter?

· What did you hope to learn from this activity? (about yourself, about others, or did you learn any skills?)

· How did this activity benefit other people or institutions?

· What would you change if you did this same activity again?

  Diary    (sample page)
	Date
	Reflection

	
	


                      


You may use this form for your diary
Calendar 2011/2012
(Clearly record project title and number of hours per week) USE A PEN
	
	Creativity

Project/activity
	hours
	Action

Project/activity
	hours
	Service

Project/activity
	hours

	Aug/ Sept 
29-3
	
	
	
	
	
	

	4-10
	
	
	
	
	
	

	11-17
	Fall trips

	
	Fall trips
	
	Fall trips
	

	18-24
	
	
	
	
	
	

	25-30
	
	
	
	
	
	

	Subtotal

Aug/Sept
	
	
	
	
	
	

	Oct
 1-8
	
	
	
	
	
	

	9 -  15
	
	
	
	
	
	

	16 - 22
	
	
	
	
	
	

	 23-31
	Break 

	
	Break
	
	Break
	

	Subtotal

October
	
	
	
	
	
	

	Nov
1-5
	
	
	
	
	
	

	6-12
	
	
	
	
	
	

	13-19
	
	
	
	
	
	

	20-30
	
	
	
	
	
	

	Subtotal

November
	
	
	
	
	
	

	DEC  
	
	
	
	
	
	

	1-10
	
	
	
	
	
	

	11- 30
	
	
	
	
	
	

	Subtotal

December
	
	
	
	
	
	

	Subtotal

Aug-Dec
	
	
	
	
	
	

	Jan
 1-14
	
	
	
	
	
	

	15-21 
	
	
	
	
	
	

	22-31
	
	
	
	
	
	

	Subtotal

January
	
	
	
	
	
	

	Feb

1- 4
	
	
	
	
	
	

	5-11
	
	
	
	
	
	

	12-18
	
	
	
	
	
	

	19-29
	
	
	
	
	
	

	Subtotal

February
	
	
	
	
	
	

	March

 1-10
	
	
	
	
	
	

	11-17
	
	
	
	
	
	

	18-24
	
	
	
	
	
	

	25-31
	
	
	
	
	
	

	Subtotal

March
	
	
	
	
	
	

	
	
	
	
	
	
	

	Apr

 1-21
	
	
	
	
	
	

	22-30
	
	
	
	
	
	

	Subtotal

April
	
	
	
	
	
	

	Apr/

May

 1-5
	
	
	
	
	
	

	6-12
	
	
	
	
	
	

	13-19 
	
	
	
	
	
	

	20-26
	
	
	
	
	
	

	June
 1-9
	
	
	
	
	
	

	10-16
	
	
	
	
	
	

	17-22
	
	
	
	
	
	

	Subtotal

May ,June
	
	
	
	
	
	

	Subtotal

Jan-June
	
	
	
	
	
	

	TOTAL

Year 1
	
	
	
	
	
	


Please, be aware that

· 150 hours should be equally distributed between Creativity, Action, Service

· 150 hours should be proportionally distributed between Year 1 and Year 2 of the Diploma programme

· Any activity can be counted only ONCE

· You need to contact the CAS Coordinator before you start the activity. It will help you to classify the activity and estimate a possible number of hours
Calendar 2012/2013
(Clearly record project title and number of hours per week ) USE A PEN or type
	
	Creativity

Project/activity
	hours
	Action

Project/activity
	hours
	Service

Project/activity
	hours

	Aug/ Sept 
27-2
	
	
	
	
	
	

	3-9
	
	
	
	
	
	

	10-16
	
	
	
	
	
	

	17-23
	
	
	
	
	
	

	24-30
	
	
	
	
	
	

	Subtotal

Aug/Sept
	
	
	
	
	
	

	Oct
 1-7
	
	
	
	
	
	

	8 -  14
	
	
	
	
	
	

	15 - 21
	
	
	
	
	
	

	 22-31
	
	
	
	
	
	

	Subtotal

October
	
	
	
	
	
	

	Nov
1-4
	
	
	
	
	
	

	5-11
	
	
	
	
	
	

	12-18
	
	
	
	
	
	

	19-24
	
	
	
	
	
	

	25-30
	
	
	
	
	
	

	Subtotal

November
	
	
	
	
	
	

	DEC  
	
	
	
	
	
	

	1-9
	
	
	
	
	
	

	10- 16
	
	
	
	
	
	

	11-31
	
	
	
	
	
	

	Subtotal

December
	
	
	
	
	
	

	Subtotal

Aug-Dec
	
	
	
	
	
	

	Jan
 1-13
	
	
	
	
	
	

	14-20 
	
	
	
	
	
	

	21-27
	
	
	
	
	
	

	27-31
	
	
	
	
	
	

	Subtotal

January
	
	
	
	
	
	

	Feb

1- 10
	
	
	
	
	
	

	11-17
	
	
	
	
	
	

	18-24
	
	
	
	
	
	

	25-28
	
	
	
	
	
	

	Subtotal

February
	
	
	
	
	
	

	March

 1-10
	
	
	
	
	
	

	11-17
	
	
	
	
	
	

	18-24
	
	
	
	
	
	

	25-31
	
	
	
	
	
	

	Subtotal

March
	
	
	
	
	
	

	
	
	
	
	
	
	

	Apr

 1-7
	
	
	
	
	
	

	8-14
	
	
	
	
	
	

	15-21
	
	
	
	
	
	

	22-30
	
	
	
	
	
	

	Subtotal

April
	
	
	
	
	
	

	May

 1-12
	
	
	
	
	
	

	13-19
	
	
	
	
	
	

	20-26
	
	
	
	
	
	

	27-31
	
	
	
	
	
	

	June
 1-9
	
	
	
	
	
	

	10-16
	
	
	
	
	
	

	17-22
	
	
	
	
	
	

	Subtotal

May ,June
	
	
	
	
	
	

	Subtotal

Jan-June
	
	
	
	
	
	

	TOTAL

Year 2
	
	
	
	
	
	

	
	
	
	
	
	
	


TO PSI CAS SUPERVISORS




Dear Potential Supervisor,

In order to earn the IB Diploma, students must fulfill the CAS requirement. This involves students participating over an eighteen-month period, in a minimum of 150 hours of Creativity, Action and Service. 

An adult supervisor is required for each activity students undertake. The role of the supervisor is to evaluate student performance in the activity, and to honestly validate the number of hours the student has contributed to the activity. You will be asked to sign the student’s Activity Proposal Form before they begin the activity, confirming your role as supervisor. When the activity is completed, the student will give you an evaluation sheet to complete. Please ensure that the student completes his or her part of the evaluation before giving it to you. After completing the evaluation, please return the form to the CAS student you supervised.
The following explanations will familiarize you with, or refresh your memory of, CAS:

Creativity is interpreted as imaginatively as possible to cover a wide range of arts and other activities that include creative thinking in the design and implementation of service projects. This could involve doing dance, theatre, music and art for example. Students should be engaged in group activities and should be in new roles wherever possible.  It must meet CAS requirements which are that goals are set and that students reflect on their progress.

Action can include participation in expeditions, individual and team sports, and physical activities involving some kind of physical training.  It also includes physical activity involved in carrying out creative and service projects.  Students should be encouraged to participate in group and team activities, and to undertake new roles, but an individual commitment is acceptable where the general requirements of CAS are met; that goals are set and that students reflect on their progress.

Service involves interaction, such as the building of links with individuals or groups in the community. The community may be the school, the local district, or it may exist on national and international levels (such as undertaking projects of assistance in a developing country). Service activities should not only involve doing things for others but also doing things with others and developing a real community with them. 

If you have questions, please contact me at +38050-332-46-08 (mobile), 455-9585 (school number) or by email tatianai@psi.kiev.ua 
Thank you in advance for your support of this student.

Sincerely,

Tatiana Isakova, CAS Coordinator

CAS ACTIVITY PROPOSAL FORM

Student’s name_________________________




 FORMCHECKBOX 
 C
 FORMCHECKBOX 
 A
 FORMCHECKBOX 
 S

Name of activity_________________  Starting date ___________Finishing date (if known)___________

Approximate hours per week _______________________or total hours __________

Activity description including student’s role _________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Activity Supervisor ________________________________________________________________ 

Address___________________________________________________________________________

Tel: ______________________
email: ________________________________________________

Supervisor: 

I am aware that, under my supervision,  _________________________________ intends to use the activity outlined above as part of his or her CAS programme. After reading the “Dear Potential Supervisor” letter, I understand that I am responsible for evaluating the student’s performance in process of the activity as well as honestly evaluating the number of hours the student contributed to this activity . 

Activity Supervisor’s signature __________________________Date ________________
Pre-evaluation of learning outcomes

	Does it address areas where I have weaknesses ?


	

	Have I initiated the activity? Will I be involved in planning the activity?


	

	Will I undertake new challenges?
	

	Will I work collaboratively with others ?


	

	How much commitment does this activity require?


	

	Does the activity allow me to engage with issues of global importance?


	

	Are there any ethical implications to this activity?


	

	Will I develop new skills?


	


CAS Completion Form
(TO BE COMPLETED BY THE SUPERVISOR)
Student’s name: ________________________________________
Please take the time to fill out this evaluation form.  Please comment on any criteria you feel necessary.  These comments will assist the CAS students greatly.  Thank you for supporting the CAS program at PSI!  
   Activity _________________  C   □            A     □               S  □
	Performance Criteria
	Very Good
	Good
	Average
	Below Average
	No Evidence

	Attendance, punctuality and time spent on the activity
	
	
	
	
	

	Initiative, planning and organization

	
	
	
	
	

	Effort and commitment

	
	
	
	
	

	Development of skills and or values associated with the activity
	
	
	
	
	


Further comments _____________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
This activity was
  FORMCHECKBOX 
 satisfactorily completed

 FORMCHECKBOX 
 not satisfactorily completed











Activity supervisor’s name _________________________
Date: ___________
Activity supervisor’s signature _____________________
Hours __________
Please sign that you agree with the number of hours the student has indicated on the other side, and write that number here. Thank you for your instruction, guidance and encouragement to the candidate in this activity and for completing this evaluation concerning his/her effort and achievement. 
Please return this completed sheet to Dr. Isakova  (CAS Coordinator) via the student or by mail (CAS Coordinator ,Pechersk School International , V. Zabily str. 7A, 03039, Kiev, Ukraine) 
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