
































































Yearlong Planning form for 1​st​ Interview 
 

Student:  
 

Adviser:  

Year: Contact Number: 
Email:  

 
Students’ must fulfill the following CAS Experiences/Project within 18 mos. 

IB Diploma Student: Creative- 2 Action- 2 Service- 2  
Brent Diploma Student: Creative- 1 Action -1 Service- 2 
 

Use this table to plan your CAS Experience/ Project for ​the present school year​.  
 Starting Date 

Duration 
(please note if it is a 
long term project)* 

Strand 
C/A/S 

Activity Possible Supervisor 

     
     
     
     

 *long term project is at least one month 
 

Use this table for possible CAS Experiences/Projects for the next school year. (optional) 
 Starting Date 

Duration 
(please note if it is a 
long term project)* 

Strand 
C/A/S 

Activity Possible Supervisor 

  
 

   

  
 

   

  
 

   

 



CAS PROPOSAL FORM 
 
Student:  
Year:  

Adviser:  

Activity:  Duration: (dates/ times) 
Supervisor:  Contact Number: 

Email:  
 
(Check the boxes that apply to your CAS Experience/Project) 
 
This CAS Experience/Project is for​  ​☐​CREATIVITY  ​☐​ACTIVITY  ​☐​ SERVICE 
 
Does this CAS experience meet the following 
criteria? 
Your experience must meet these four 
requirements. 

Will  the CAS experience demonstrate the 
Learning Outcome(s)? Which one(s)?  
Choose only one or two. 

☐​ Real purposeful activity; with significant  
      outcomes 
☐​ Personal challenge, tasks must extend the  
      student and be achievable 
☐​ Thoughtful consideration such as  
     planning,  reviewing progress, and  
     reporting  
☐​ Reflection on outcomes and personal  
     learning 
 
 

☐​ Identify own strengths and develop areas  
      of growth 
☐​ Demonstrate that challenges have been  
      undertaken, developing new skills in the  
      process 
☐​ Demonstrate how to initiate and plan a  
      CAS experience 
☐​ Show commitment 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  
      choice and actions 

 

Write a short description of the CAS experience/ Project: 
 
 

What​ specific goals​ do you want to achieve that is based on the CAS Strand of this experience? 
 
 
 
Student’s Conforme: 
I will commit to the CAS experience/Project at the above stated time/s and given duration to 
the best of my abilities. I understand that it is my ability to see this CAS experience/ Project 
into completion, and once approved, can only be cancelled through negotiation with the 
supervisor and CAS coordinator or adviser. 
 
Student’s Signature: _________________________ Date: __________________ 
 



Supervisor’s Conforme: 
The student has provided me with the information about the CAS Experience/ project being 
proposed. I understand what my role as the supervisor is, and I agree to monitor the student’s 
progress. I will sign the student's Activity Log on a regular basis to ensure that s/he is fulfilling 
her/his commitment and meeting the school’s expectations. Upon completion of the CAS 
experience/ project, I will evaluate participation based on the given standards of the 
International Baccalaureate. 
 
TO THE SUPERVISOR: KINDLY PASTE  A ✓ BESIDE YOUR NAME TO INDICATE THAT YOU HAVE 
APPROVED  AND ARE AWARE THAT THE CAS EXPERIENCE WILL BE INITIATED IN YOUR 
CLUB/ORGANIZATION. 
 
Supervisor’s Name : _________________________ Date: ___________________ 
 
 
For CAS Adviser’s Use: 
 
TO THE CAS ADVISER: KINDLY PASTE  A ✓ BESIDE YOUR NAME TO INDICATE THAT YOU HAVE 
APPROVED THE CAS EXPERIENCE OF THE STUDENT. 
 
 
Adviser’s Name:  _________________________ Date: ___________________ 
 
REMARKS: 

 



 
 
 
 

																												BAND/CHOIR	AGREEMENT	FORM		
		

*	To	fill	out	this	form,	underline	one	choice	in	the	parenthesis.	Please	return	this	completed	form	to	
your	Band	or	Choir	teacher.			
		
		
For	the	(1st,	2nd)	semester	of	SY	(       	-	       )	,	I	am	participating	in	(Band,	Choir).		

 
 
 
I	have	chosen	to	use	this	activity	as	part	of	my	________.	(Please	tick	box	below)	
	

	
Grade	credit;	and	will	be	given	a		
grade	at	the	end	of	the	semester.		

 
	
CAS	requirement;	and	will	not	be		
given	a	grade	at	the	end	of	the	semester.	

		
	
Audit;	and	will	not	be	given	a	grade	
	at	the	end	of	semester.	This	is	voluntary	participation	
and	will	not	counted	for	CAS	or	Grade	Credit.	

					
 
 
I	am	aware	that	by	signing	this	 form,	 I	cannot	make	changes	 to	 these	choices.	 I	am	
also			aware			that			I			am			agreeing			to			follow			through			with			the			expectations			
and	responsibilities	that	this	course	requires.		
		
_________              																		___________________________________																						              ______                                    																																	            		
Grade	Level																																											Name	and	Signature	of	Student																																															Date		
		

	_________________________________________________________								                                                                               		
							Name	and	Signature	of	Parent/	Guardian		

 
 
 
Noted	by:	*Have	this	part	signed	only	if	course	is	to	be	used	for	CAS.		
		

 
 _________________________________                                                                   		
			Name	and	Signature	of	CAS	Adviser		
		
		



CAS 2nd Interview FORM 
 
Student:  
Year: 12 

Adviser: 
 

 
- Download and then answer the CAS Experience and Progress Sections.  
- To answer the CAS Experience Section, look back at the the CAS Experiences you accomplished 

last year​. Write down these CAS Experiences.  
- To answer the Progress Section, write ​completed​ if you have completed reflections and  was given 

supervisor evaluation. Write ​in progress​ if you are continuing the CAS Experience into the next 
school year. However, your reflections from the last school year must have been completed. 
Finally, write ​incomplete​ if you have not completed your reflections. This would mean your CAS 
Experience would ​not​ be counted.  

- The Comments Section will be answered by the adviser 
 

Strand CAS Experience Progress 
(completed/ 
in progress/incomplet) 

Comment  
(to be answered by 
ADVISER) 

Creativity 1. 
 

  

2. 
 

  

3. 
 

  

Action 1. 
 

  

2. 
 

  

3. 
 

  

Service 1. 
 

  

2. 
 

  

3. 
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Seven (7) Learning Outcomes 
- To accomplish the table: Identify the activity that falls under that learning outcome and then 

cite/attach link of a specific way it was demonstrated in the said outcome in your CAS Experience. 
Cite the specific reflection entry 

 
Example: 
Learning Outcome Strand/Activity Specific Example 

Increased your awareness of 
your own  strengths and areas 
of growth 
 

Creativity 
- Production, Actor “Peter 
Pan Jr.” 
  

- please see ​“http:www. 
addlinkofblogentryhere​” 

 
 
Learning Outcome Strand/Activity Specific Example 

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. 
 

  

 
Adviser Comment: 
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Transforming 
Ideas Into Action

How wonderful it is that 
no one need wait a single moment 
before starting to change the world.

Anne Frank

Cathryn Berger Kaye, M.A., CBK Associates
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How to Use these Pages to Guide You through the CAS Stages

 
INVESTIGATION 

Personal Profile: With a partner, trade papers and interview each other to uncover 
your interests, skills, talents and areas for growth. Your partner takes notes on your 
paper. Also, ask about helped someone and being helped, guiding us to think about 
reciprocity in service experiences. For a Group Project, make a list of the collective 
interests, skills and talents to reference as you move ahead.    

Finding Your Cause: With this brainstorming page, fill in the spaces to uncover What 
matters to me? and how you can apply interests, skills and talents to improve a situation 
through service. Identify the cause you will pursue—to learn more about, to develop a 
plan, and to take action.  

Gathering Information About a Community Need (two pages): Find out more about 
the cause or topic you selected with these four approaches to Action Research. Use this 
template as a guide to finding out more by using Media, doing an Interview, conducting a 
Survey, and through Observation/Experience. Which methods will be most helpful to find 
out more? 

PREPARATION 
What Government Groups and Agencies are Doing About ____: Find out what is 
already being done to advance this work. Use this chart to assist you in recording what 
you learn.  

Proposal for Action: This format helps with individual plans and Group Projects. Expect 
changes to occur, however, this makes your initial ideas concrete and develops grant 
writing skills.  

ACTION 
Progress Monitoring: Keep track of what is occurring as you put your plan into action. 
Is change occurring? Any setbacks? Any new developments? 

Capture the Action: A reminder to pause to capture what is occurring around you and 
with your own thoughts and feelings.  

REFLECTION 
A Pause for Reflection that Matters: This is a document to guide you in considering 
the purpose of reflection, ways to reflect, and how to consider what moments call for 
reflection.  

Four Square Refection Tool: This is one way to keep track of a response to an 
experience, however remember there are many ways to reflect—in silence, walking, 
talking, art, poetry, movement, photography, music, to name a few. Writing is one way 
that is helpful, and these four categories can be a good beginning. Remember reflection 
can take place any time in the process in formal and informal ways.   

DEMONSTRATION 
Once You Know It, Show It! Capture your experiences and outcomes. Find the best 
way to tell the story that matters to you using your unique interests, skills and talents.   

Cathryn Berger Kaye, M.A. © 2014 ABCD Books   www.abcdbooks.org All rights reserved
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Personal Profile

Interests, skills, and talents—we all have them. What are yours?

Interests are what you think about and what you would like to know more about—for example, 
technology, the arts, social media, or an historical event. Are you interested in animals, movies, 
mysteries, or travel? Do you collect anything?

Skills and talents have to do with things that you like to do or that you do easily or well. Is there an 
activity you especially enjoy? Do you have a favorite subject in school? Do you sing, play the saxophone,
or study ballet? Do you know more than one language? Can you cook? Do you have any special 
computer abilities, like to take photographs or play soccer? 

Areas for growth refer to abilities or qualities you aim to develop or improve. 

Work with a partner and take turns interviewing each other to identify your interests, skills and talents,
areas for growth, and to find out how you have helped and been helped by others.

Interests: I like to learn and think about . . . ________________________________________

________________________________________________________________________________

Skills and talents: I can . . . ______________________________________________________

________________________________________________________________________________

Areas for Growth: What I aim to develop or improve _______________________________

________________________________________________________________________________

Being helpful: Describe a time when you helped someone.  _________________________

________________________________________________________________________________

Receiving help: Describe a time when someone helped you. ________________________

________________________________________________________________________________

Adapted from The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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INVESTIGATION



Strategies for Success with 21st Century Skills Cathryn Berger Kaye, M.A. © 2013 ABCD Books   www.abcdbooks.org All rights reserved2

Finding Your Cause

Top Three Interests

Top Three Skills

Three Local Concerns

Three Global Concerns

Thre
e Ge

nera
l Con

cerns

Top Three Talents

Top Three Areas for Growth

INVESTIGATION

I care about this topic because . . . 

I want to know more about this topic because . . . 



Adapted from The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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Finding out about ___________________________________________________

Media
What media (newspapers—including school newspapers, TV stations, radio) in your community
might have helpful information? List ways you can work with different media to learn about issues
and needs in your community.

Interviews
Think of a person who is knowledgeable about this topic in your area—perhaps someone 
at school, in a local organization, or government office. Write four questions you would ask this 
person in an interview.  

An interview with ________________________________ . 
Questions: 

•
•
•
•

Gathering Information about a Community Need

What does your community need? Use the questions in the following four categories as guides 
for finding out. You might decide to explore one topic, for example, hunger and poverty, or an 
environmental concern. Or you might decide to learn about general needs at a neighboring school 
or in your surrounding area. Each approach to finding out provides a different perspective and can 
guide you in identifying an authentic need to address. 

INVESTIGATION: ACTION RESEARCH



Adapted from The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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Gathering Information about a Community Need continued

Survey
A survey can help you find out what people know or think about a topic and get ideas for helping.
Who could you survey—students, family members, neighbors, or topic experts? How many surveys
would you want to have completed? Write sample survey questions. 

Who to survey: How many surveys? 

Questions for the survey:

1.
2.
3.

Observation and Experience
How can you gather information through your own observation and experience? 
Where would you go? What would you do there? How would you keep track of what you find out?

Next Steps 
Share your ideas. Make a plan for gathering information using the four categories. If you are 
working in small groups, each group may want to involve people in other groups. For example, 
everyone could help conduct the survey and collect the results. 

I never perfected an invention 

that I did not think about 

in terms of the service it might give others . . . 

I find out what the world needs, 

then I proceed to invent.

Thomas A. Edison, inventor

INVESTIGATION: ACTION RESEARCH



From The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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PREPARATION 
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Student names:

Teacher/Advisor:

School:

Address:

Phone: Fax: Email:

Ideas:

Need: Why this plan is needed.

Purpose: How this plan will help.

Participation: Who will be involved and what they will do.

Students:

Teacher/Advisor:

Other adults:

Organizations or groups:

Outcomes: What is expected to happen.

How we will check progress and outcomes: What evidence will be collected and how it will 
be used.

Resources : What is needed to get the job done, such as supplies.

Signatures: 

Proposal for Action
PREPARATION AND ACTION 



From The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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Progress Monitoring

To monitor our progress I will: 
� Observe � Ask Questions � Do a Survey

� Take Photos � Draw Pictures � __________________________________

Date _______________     Step One:What is the need?

Date _______________     Step Two:What has changed?

Date _______________     Step Three:What else has changed?

Date _______________     Step Four:What are the results?

ACTION 



What happened today?

Capture the moment! Add a photo or drawing of what you did or saw.

Any new bright ideas to help the service experience be even better?

From The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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As you put your plan into action, use this page as a scrapbook to 
record what happens. Add art and photos or attach a newspaper article.

Capture the Action
ACTION AND REFLECTION

One page may not be enough. You maywant to start your own
service learning journal in a notebook or start a large scrapbook.



Because.....

WHEN Reflection Matters

When a situation seems to fly by so fast

After an aha! moment of discovery

When someone’s actions stood out

When an emotion or feeling is really powerful

When an idea or thought or question makes new sense

When confused or frustrated

When really happy

When . . . 

When . . . 

When . . . 

Strategies for Success with 21st Century Skills Cathryn Berger Kaye, M.A. © 2012 ABCD Books   www.abcdbooks.org All rights reserved

To deepen 
understanding

For emotional 
literacy

Reflection Is Not Reflection Is

Remember me!

9

A Pause for Reflection that Matters
REFLECTION

Ways to Reflect



Four Square Reflection Tool

What happened?

Ideas? Questions?

How do I feel?

From The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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REFLECTION 



From The Complete Guide to Service Learning: Proven, Practical Ways to Engage Students in Civic Responsibility, 
Academic Curriculum, & Social Action (Revised & Updated Second Edition) by Cathryn Berger Kaye, M.A., © 2010. 

Used with permission of Free Spirit Publishing Inc., Minneapolis, MN: 800-735-7323; www.freespirit.com. All rights reserved. 
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Who is your audience?

What do you most want to tell about what you’ve learned?

What do you most want to tell about how you provided service?

Are there any community partners who you might like to participate in the 
demonstration?

What form of demonstration would you like to use?

On a separate sheet of paper, write your plan for demonstration.

If you are part of a group, share your ideas for demonstration with the others you’re working with.
How can you best use each person’s talents and skills as part of your demonstration?

Once You Know It, Show It!
DEMONSTRATION

You’ve put your plan into action and seen the results. Now it’s time for demonstration—
the stage where you show others what you’ve learned about the topic, how you learned it, and what
you’ve contributed to the community. This demonstration can be a combination of many form: letters,
articles, pamphlet, artistic display, performance, and/or video or other forms of  technology.

To help you make the most of your demonstration, answer these questions:
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