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Part I: Designing a Proposal and Letter of Intent (LOI)for Internship, Research and 
Community Service 
 
 The first step in the Senior Internship and Research Project is writing an acceptable 
Senior Proposal and Letter of Intent (LOI).   The Senior Proposal will be submitted 
electronically in the first month of the school year, and will contain the following information: 
 

 Your topic of study (for example “Pediatric Medicine,” “Art Therapy,” or 
“Engineering”) See the worksheet on Choosing a Senior Topic on your BRVGS 
Senior Site for more guidance on this. 

 Your specific research, internship, and community service topics – these must all relate 
in some specific way to one another.  See below for examples. 

 Where, how and with whom you will serve your Senior Internship 
 Where, how and with whom you will serve your Community Service 

 
 
 
 

Examples of Topic/Internship/Research/Community Service 
 

Topic 
 

Research Paper 
(Should answer an 

important question!) 
 

 
Internship 

 
Community Service 

Pediatric Medicine “What is the Most 
Preventable 

Childhood Illness, and 
What Are the Best 

Strategies To  
Prevent It?” 

Service with a 
pediatric clinic, 

shadowing doctors, 
meeting patients 

Start an annual 
fundraising rally 

specifically aimed 
educating people 

about the disease from 
your research 

 
Art Therapy 

 
“What Does Brain 
Research Tell Us 
About Why Art 

Therapy Works?” 
 

Shadow and assist a 
licensed Art Therapist 

at work. 

Create Art Therapy 
activities and 

supporting materials 
(“art kits,” for 

example) for a local 
elderly care facility 

 
Engineering 

 
What Will The Most 

Significant 
Engineering 

Challenges in the 21st 
Century Be?” 

 

Serve time with a 
local engineering firm 

Create a public 
service campaign to 
recruit middle and 

high school students 
to consider 

Engineering as a 
career 
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The Approval Process 
 
 A draft paper copy of your Proposal for Internship, Research and Community Service 
will be submitted to your senior advisor by the date indicated by your advisor, and must be 
accompanied by your signature and the signature of a parent or guardian.  Once your advisor has 
given initial approval, your electronic proposal will be submitted to the Review Committee for 
feedback and final approval.  If not approved, it will be returned to you with feedback and advice 
for improvement.  Return of your proposal for improvement does not automatically carry a 
negative impact on your grade.  Once your proposal has been fully approved and returned from 
the Review Committee with feedback, you will write your Letter of Intent for final submission to 
your advisor for grading.  For more specific guidelines, see the Checklist/Rubric for the 
Letter of Intent on your BRVGS Senior Blackboard site (see Appendix). 
 
 

Your Letter of Intent (LOI) 
 
 After you receive approval for your Senior Internship plan, you will craft your Letter of 
Intent (LOI).  The LOI is your formal plan for your Internship, Research and Community 
Service project. The LOI should be in a business letter format, should be addressed to your 
teacher, and should follow the following outline: 
 
I.  Describe yourself as a person and as a student. Indicate your reasons for selecting the 
general topic for your Senior Internship and Research Project.   
 
II.  Describe your specific topic of research study, accompanied by an explanation of how this 
topic will be an “academic stretch” for you.  Explain the sources you will use, and what you 
hope to learn from your research and experience. 
 
III.  Identify your mentor and explain the role that he or she will play in this process.  See page    
for details. 
 
IV.  Explain what you specifically plan to do for your internship. See page 3 for details. 
 
V.  Explain what you will do for your community service.  Note that your community service 
must relate to your research and internship topic. It is possible to combine your internship 
and community service, but if you do so, you will need 20 total hours.  See page 4 for details. 
 
VI.  Explain your understanding of the importance of Academic Ethics, specifically describing 
how you plan to meet the standards set forth in the BRVGS Honor Code, and explain your 
understanding of the consequences of Honor Code violations. 
 
See your BRVGS Senior Site for examples of LOIs 
 
The Letter of Intent/Proposal is worth 5 points of your total grade for the year. 
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Your BRVGS Senior Internship Site 
 
 All of the work you do for the BRVGS Senior Project will need to be posted to your 
personal BRVGS Senior Site.  The specific format and content requirements are outlined in the 
BRVGS Project Site Checklist and Rubric, posted on the BRVGS Senior Site. 
 
 

Research Paper 
 
 You will write a research paper of ten to fifteen pages on your topic of study.  The paper 
should be a conclusive research study, rather than a “report.”  In other words, you will need to 
answer an “important question” through your research and experience.  
 
 Your resources will include at least ten academic sources and one interview. You must 
use APA style, fifth edition, for your format and citations. Be sure to write the paper in third 
person and to include a thesis statement in the introduction and conclusion. You must include a 
cover page, an outline, and a Works Cited page, and use one inch margins. Be extremely careful 
to document all information and to cite your sources correctly. Remember that failure to cite 
sources constitutes plagiarism and is considered cheating. The penalty for plagiarism or any 
other honor violation is a zero for the entire research paper.  Students will be required to 
submit their papers through turnitin.com, under the guidelines described by your senior 
advisor.   
 
 Check the senior internship research paper rubric on your BRVGS Senior Blackboard 
site for help in writing and editing your paper.  The Resource List, Outline, Interview and 
Rough Draft must all be completed as described below, and to the satisfaction of your Senior 
Advisor, prior to handing in your completed paper.  You will lose one point for each day that 
each item is later, and any item that is 3 or more days’ late will result in possible probation or 
suspension from BRVGS.   
 

 Resource List - You must hand in a resource list (a preliminary Works Cited page). 
 

 Outline - You need to complete a preliminary outline of your research paper, using 
correct outline format.   

 
 Interview- You will need to interview an expert in your field (your mentor OR another 

expert) and to write a journal about the interview.  
 

 Rough draft of your research paper - This is your opportunity to receive feedback from 
the advisor on the actual paper. 

 
FINAL RESEARCH PAPER - This counts twenty five points of your final grade. If you are 
late handing it in, you will lose one point per each day that it is late for up to 3 days.  After 3 
days, you will be placed on probation with BRVGS, and must meet with the Director and your 
advisor to determine your status with the BRVGS program. 
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Finding a Mentor and Determining Your Internship 
 
 Once you have determined a possible topic for your Senior Internship and Research 
Project, you will need to find a mentor, who ideally should be someone who is an expert in your 
field of study.  You are responsible for finding, contacting, and communicating with your 
mentor.  You will need to work with this person for a minimum of ten hours over the course of 
the year or semester (depending on how your class is scheduled).  This will serve as your 
Internship.  Ideally, it should be a hands-on experience, in which you “shadow” your mentor, or 
work with him or her in some other capacity. 
 
 Some seniors choose topics for which they cannot find a mentor nearby.  In those cases, it 
is acceptable to work with that mentor over distance, through phone calls, emails, etc.  Students 
may count the time used in that contact towards the 10-hour internship requirement.  It is 
strongly encouraged, however, that students seek nearby opportunities whenever possible. 
 
 In addition to providing you with an opportunity to experience your topic of interest first-
hand, your mentor should provide you with guidance and information regarding your research 
topic.  You will need to interview your mentor or an expert in your field of study as part of your 
overall research. 
 
 Your internship will be evaluated by both your mentor and your Senior Advisor (see 
“Mentor Evaluation” and “Internship/Community Service Rubric” on your BRVGS Senior 
Blackboard site). 
 
You are responsible for keeping logs of all time spent on your internship, and for getting the 
signature of your mentor to verify that time.  In addition, all logs will need to be posted to 
your BRVGS Site.  In addition, you will complete an Internship Reflection, as required by 
your advisor, when you have finished your internship.  
 

 
Community Service 

 
 You are required to perform a minimum of ten hours of school and/or community 
service as part of your Senior Internship and Research Project.  Most students find this to be the 
most rewarding and educational part of their senior experience.  Some of the community services 
performed by BRVGS students in the past have included: 
 

 Teaching and preparing teaching materials for other classes (for example, Astronomy or 
History) 

 Fund-raising for a cause related to your topic of study 
 Creating or working on public awareness campaigns for important issues 
 Working with local agencies (Social Services, animal shelters, etc) 
 Putting on public events such as plays or concerts 
 Starting a student literary newspaper 

 
Some specific guidelines for school/community service are as follows; 
 

 Your school/community service must relate in some demonstrable way to your overall 
topic of study.   
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 Community service may be integrated with the internship.  For example, someone 
studying veterinary medicine might donate time to a local animal shelter, helping the 
shelter veterinarian.  In the case of a combined internship/service, you must donate a 
total of twenty hours in all. 

 You may not use hours counted by other service organizations (HOSA, NHS, Beta 
Club, for example) as part of your community service.  While you might coordinate 
projects for those organizations with your community service, BRVGS community 
service hours must be donated and tracked separately. 

 
If at all possible, you are encouraged to 
leave a lasting legacy – something that will 
continue to provide service to your school or 
to the community after you have graduated.  
Examples of lasting legacies are: 
 

• clubs or activities that will continue 
after you graduate 

• Something that you build and donate 
to the community (park benches, 
etc.) 

• Teaching materials that will be used 
in the future. 

 
See your advisor for more examples of 
legacies. 

 

 
 
 

 Your community service will be evaluated your Senior Advisor (see 
“Internship/Community Service Rubric” on your BRVGS Senior Blackboard site).  You are 
responsible for keeping logs of all time spent on your internship, and for getting the signature of 
your mentor to verify that time. 
 
 
 
 
 
 
 

Part 2 – Getting it done. 
 

Weekly Schedule, Journal and Logs 
 
You will be required to submit the following to your senior advisor: 
 
1.  A weekly schedule, signed by you and a parent/guardian, outlining your commitments for 
the upcoming week.  While plans may certainly be changed at times, this guide provides 
accountability for both you and your advisor.  Your outline must be created in Google Docs, 
shared electronically with your advisor and posted to your BRVGS Senior Site. Check with your 
advisor for your specific guidelines regarding this requirement.  
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2.  You must make at least one journal entry per week, created in Google Docs, shared 
electronically with your advisor and posted to your BRVGS Senior Site, in which you reflect on 
the work you have done. In your journal you might include the following:  
 

 Tell what activities you were involved in and what you hoped to get out of them. With 
whom did you work? How did this help you with your overall goal? Did you enjoy the 
experience, or was it frustrating? 

 Did you learn what you had hoped to learn, or were you left with further questions?  If so, 
what were those questions? 

 Did you realize you would need to change your plans or strategy? What changes did you 
make? 

 Where do you go next from here?  
 
3.  In addition to your weekly schedule and journals, you will need to track hours spent on your 
internship and community service requirements. Your Senior Internship Log and the 
Community Service Log will be created and maintained in Google Docs and posted to your 
BRVGS Senior Site.   
 
All schedules, journals and logs will be evaluated as part of your marking period grades.  
Journals and logs are also included in your portfolio for a grade, and regular timely submission 
of weekly schedules, journals and logs may provide you with extra “Quality Points” (see 
Grading, page 8). 
 
 
 
 
 
 
 
 
 

Part 3 – Presentation, Portfolio and Senior Exposition 
 
There are two culminating events for your Senior Internship and Research Project: the Senior 
Presentation, which will take place at your local school, and the BRVGS Senior Exposition, 
which will be held in a central location for all BRVGS Seniors.  These events, along with your 
portfolio, are collectively worth thirty points of your final grade.  With each of these, you are 
expected to present your experiences and your learning in a polished and professional manner. 
 
The Senior Presentation 
 
You will present a Power Point presentation at your local high school near the end of the school 
year.  The presentation, which will be evaluated by a panel of judges, will last ten minutes, with 
five minutes for questions from the judges.  See the Senior Presentation Rubric on your 
BRVGS Senior Blackboard site for expectations and grading information.   
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Your Senior BRVGS Project Site 
 
Your Senior BRVGS Project Site is a “guidebook” to your entire BRVGS senior experience.  
For your site, you will need to create your own personal BRVGS Google Site that will contain 
the following:  
 

 A neat, creative, eye-catching cover 
 A table of contents 
 A letter to the judges in which you introduce yourself and give a brief overview of what 

was involved in your internship, your community service, and your research. Also 
explain what you did for your product. This should be a friendly letter. 

 Your letter of intent 
 Your internship reflection 
 Your mentor evaluation form 
 Your resume 
 Your research paper 
 Ten of your best journal entries 
 A “Quote of Quality” – This is a quotation you have found that inspires or motivates 

you. Briefly explain why it appeals to you. 
 
    The senior portfolio will be evaluated by judges at the Senior Exposition and will be given a 
final grade by your Senior Advisor (see the BRVGS Project Site Rubric on your Senior 
Blackboard site).  The BRVGS Project Site is worth 10 points of your overall final grade. 
 
 
 
BRVGS Senior Exposition 
 
 Towards the very end of the school year, all BRVGS seniors will convene at a single 
location (to be determined), to display exhibits containing information on the students’ senior 
exhibits.  You must produce and bring multiple copies of a flyer or handout with the following: 
 

 Summary information on your topic, research, internship and community service 
experiences 

 Information on total hours spent on your Internship and Community Service 
 At least 2 quotes from your own journal entries, one reflective of your Internship and 

another reflective of your Community Service 
 Your “Quote of Quality” (from your BRVGS Project Site) 
 Brief biographical information on yourself – interests, plans for the future, etc.  

 
At the Exposition, you will need to bring some kind of display or product that clearly 
demonstrate your work and the knowledge you have gained from your senior experience. Your 
product might be a poster, a model, a running Power Point or video (providing you can bring the 
equipment you need to show it), something that you have built or created, a multimedia product, 
etc.   
 
 Students will be evaluated by adult judges and by selected peers.  See the BRVGS 
Senior Exposition Rubric on your BRVGS Senior Blackboard site (see Appendix) 
for more specific information regarding expectations and grading for the event. 
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Part 4 - Grading: 
 
 Students will be awarded grades for each marking period according to guidelines 
established in the BRVGS Senior Marking Period Rubric (see your BRVGS Senior 
Blackboard site), as well as by any additional guidelines established by senior advisors. 
However, grades are not averaged by marking period, but are instead cumulative for the 
course.  In other words, it is possible for a student to receive good evaluations for each marking 
period, but to still do poorly overall, if the student does poorly on presentations and the senior 
exposition.  Conversely, it is possible for a student to receive poor grades through the year or 
semester, but to receive a better grade at the end of the course than that reflected by marking 
period grades.  However, this is not advisable, as most colleges and universities request ongoing 
progress reports throughout the senior year. 
 
 Please refer to the BRVGS Senior Year Grading Form on your BRVGS Senior 
Blackboard site (see your BRVGS Senior Blackboard site) for more detailed information. 

 
 

Quality Points 
 
Students should be aware that by meeting all minimum standards for the BRVGS Senior 
Internship and Research Project, they will earn only up to ninety points overall.  The remaining 
ten points are referred to as quality points, to be awarded at the Senior Advisor’s discretion, for 
a student’s documentable signs of commitment to quality, such as: 
 

 consistently turning work in early, 
 extraordinary selflessness 
 impact of the legacy of community service 
 innovative use of technology 
 intimate knowledge of the internship (demonstrated to advisor) 
 intimate knowledge of research (demonstrated to advisor) 
 professional quality in communication 
 significant additional time logged (for internship and/or community service) 
 superior comments from the judges at the Senior Presentation and/or the Senior 

Exposition 
 superior devotion to the community 

 
Remember that you are not automatically entitled to the Quality Points. They are awarded 
only for work that goes above and beyond what is required. 
 
The advisor is responsible for completing the final grade form after each student has completed 
all work and after the BRVGS Senior Exposition.  Students who fail to pass the BRVGS Senior 
Internship and Research Project will not graduate as BRVGS graduate; nor will they receive the 
Governor’s School seal on their diploma. 
 

Late Policies 
 
All materials are due on the dates set by your Senior Advisor unless prior arrangements have 
been made with your Advisor, or unless a documentable emergency has come up.  Late 
policies for assignments are written into their rubrics.  Senior Advisors will determine what  
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Constitutes a “documentable emergency,” in accordance with local school policy. 
 

A Few Words of Advice 
 
You will find that this project can be enjoyable, and rewarding IF you pace yourself and work 
consistently throughout the year.  Procrastination is often the biggest problem many students 
face.  Be forewarned that if you wait until the night before something is due and the power goes 
out, or your printer runs out of ink, or the dog eats your paper, it is your responsibility. If you are 
absent from school the day an assignment is due, it will be counted as late unless you have a 
documented excuse. Work ahead, pace yourself, and accept full responsibility for your own 
actions and work. Do not make excuses. This will help you to prepare to be a more productive 
and successful worker and citizen in the future.  When you have questions, ask your mentor, 
your advisor, Ms. Hill or Mr. Carraway. We are here to assist you if we can. 
 
Another piece of advice is to be polite and kind to everyone with whom you work. Please thank 
your mentor or expert, and anybody else who helps you with your project. These people are 
helping you out of the goodness of their hearts. They do not owe you anything. Therefore, it 
would be a very nice touch to send them letters of thanks after your work is done. 
 
Above all, do your very best work and try to enjoy this experience. We hope and believe that this 
will be a great year for you! 

 
 
 

Appendix 
 
All of the materials and much of the other information for this course can be found on your 
BRVGS Senior Site.  To reach this site, go online to the BRVGS Website: www.brvgs.k12.va.us 
and click on the link at the lower left of the BRVGS home page.  The following forms and 
rubrics can be found at the site: 
 
 

Senior Grading Rubric 
Marking Period Rubric 
Choosing a Senior Topic 
Cover Sheet for Letter of Intent 
Letter of Intent Checklist and Rubric 
Peer Coach – 1st Assignment 
Paper Checklist and Rubric 
Mentor Interview Checklist 
Mentor Evaluation Form 
Internship/Community Service Log 
Peer Coach – last assignment 
Senior Presentation Rubric 
 

 
 


