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INSTRUCTIONS FOR THE ELECTRONIC PORTFOLIO 

 

This Electronic Portfolio has been designed as a self-help/paced tool that allows the 

student to complete the Electronic Portfolio with a minimal amount of instruction.  

However, the information can be expanded and utilized by instructors to develop lesson 

plans and other course materials for more formalized instruction.  

 

 

For instructors…Powerpoint Presentations for more formalized instruction are included 

on this disk.  They represent a very brief outline of the material and should be used as a 

starting point and augmented with individual instructor information and style. 

 

In addition, documentation for this Electronic Portfolio is included in a separate file and 

can be accessed by the following icon….  Documentation 

 

  Special Note:  This symbol, found throughout this document, takes the reader to an 

example of that Portfolio Component. Simply hold the Ctrl Key down and click the mouse 

arrow on the icons located throughout this document. 

 

 

Additionally, text marked in dark blue should be deleted as the student completes each 

section of the Portfolio. 

 

Enjoy and please customize this document with school logo, information and address, or in 

any way that suits your needs.  If you have any questions or suggestions for improvement, 

please feel free to contact me. 

 

Mark Bender, Ph.D. 

California State University, Stanislaus 

mbender@csustan.edu 

2006

mailto:mbender@csustan.edu
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CALIFORNIA STATE UNIVERSITY STANISLAUS AGRICULTURAL STUDIES INTERNSHIP 

PORTFOLIO INFORMATION 

 

The purpose of this exercise is for you to develop a professional Portfolio that will contain a record of 

your internship and other pertinent data that will assist you in your educational and career endeavors.   

 

The first thing that should be done is to save this document under a new file name, preferably 

“Firstname Lastname Portfolio”. 

 

While the majority of this document is self-explanatory, feel free to contact Dr. Bender at 664-6648 

for further clarification.  Many of the pages included here will be erased from this file as you move 

through and complete the documents for yourself.  They are included only for information, reference 

and as examples.  Save the file under your first name and last name and submit it in file format as 

well as in hard copy. 

 

Complete this package and turn it in as evidence of your successful completion of the Industry 

Internship.  Turn it in to the Ag Studies Office at the completion of your internship, but no later than 

two weeks prior to the end of the semester. 

 

CSU STANISLAUS INTERNSHIP REQUIREMENTS 

 

Complete and turn in the Internship Objective Form, Internship Application,  and the 

Internship Contract 

 

The Professional Portfolio must include the following: 

 

 Letter of Introduction or Application 

 Resume’ 

 Job Application (hand written) 

 Updated Program Plan (Advising Sheet) 

 Writing Sample 

 Work Sample 

 Internship Learning Expectation/Training (Skills List) 

 Internship Profile 

 Extracurricular Activities and Transcripts 

 Occupational Goals 

 Internship Documentation (Hours) 

 Employer Evaluation Form 

 Reference Letter from Employer (Supervisor) 

 Supplemental Materials (Awards, Certificates, Scholarships) 

 On site visitation by Dr. Bender 
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WHY CHOOSE A PORTFOLIO ? 

 (back to Table of Contents) 

 

 Portfolios are designed to measure students’ knowledge and skills, as well as to promote 

learning and enhance instruction.  More than just a variety of work samples, the portfolio is a 

purposeful collection of student work that demonstrates important technical skills and academic 

knowledge. 

 

 The benefits of a portfolio include: 

 Accommodating a variety of learning styles. 

 Assessing a wide range of complex knowledge and skills. 

 Focusing on what students can do. 

 Requiring students to take an active, responsible role in their education. 

 Promoting self-evaluation and reflection. 

 

There are 6 sections in the portfolio: 

 

1.  Presenting the Portfolio: A table of contents and a letter of introduction presenting an 

individual’s work to an outside reviewer. 

   

 2.  Career Development Package: An individual career plan, an application for 

 employment or for college, a letter of recommendation and resume. 

  

3.  Work Samples:  Four work samples and descriptions of work demonstrating mastery of 

important career-related skills. 

  

4.  Writing Samples: A sample of writing, demonstrating knowledge of subject matter and 

writing ability. 

  

 5.  Work Experience Documentation: Documentation of skill acquisition and   

  practical work experience. 

  
6.  Supplemental Documentation: An optional section in the portfolio.  Includes awards, 

certificates and recognition, that are work-related. 

  

 Special Note:  This symbol, found throughout this document, takes the reader to an 

example of that Portfolio Component. Simply hold the Ctrl Key down and click the 

mouse arrow on the icon. 

 

 

Additionally, text marked in blue should be deleted as the student completes each section of the 

Portfolio.



 

 7 

TABLE OF CONTENTS  
(back to Table of Contents)  Examples 

 

 

A table of contents helps the reader locate specific sections of the Portfolio.  Word 

also contains a feature that allows the user to move to various sections of the Portfolio 

from the Table of Contents by simply holding the Control Key down and mouse-

clicking that Contents entry. 

  

The Table of Contents should: 

 List the title of each section of the portfolio. 

 Be neat, accurate and complete. 

 Reflect the overall organization of the portfolio. 

 
The Table of Contents for this E’folio can be updated automatically, by the following command 

sequence: 

 

From the top menu click in the following sequence… 

 

Insert – Reference - Index and Tables - Table of Contents 

 

You may select the format of the Table of Contents, but our suggestion is that you would use an 

accepted format and not get too “fancy”. 

 

Issues that may arise… 

 

Some unwanted titles may show up in the revised Table of Contents because the text is formatted 

as a Heading.  Simply find the unwanted Table of Contents entry and reformat to normal text.  

Then, when you recreate the Table of Contents, the unwanted titles will be eliminated.
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LETTER OF INTRODUCTION  

(back to Table of Contents)  Example 1        Example 2 

 
 

A letter of introduction is used to introduce the Portfolio to a potential reader (employer, supervisor, 

instructor) and is different than a letter of application.  The letter of application is an introduction letter in 

reference to a specific position for which a person is applying.  It should follow a similar format to the letter 

of introduction, but each paragraph should weave the qualifications for the position into the suitability of the 

applicant.  The Portfolio can be referenced in an application letter as further documentation of the applicant’s 

best work and evidence of qualifications and skills for the position. 

 

 Date the letter:  Month, Day, Year 

 

 Address the letter to:  TO WHOM IT MAY CONCERN: 

 

  The first paragraph should : 

 

  The second paragraph should:  

 

  The third paragraph should:  

 

 

 

  The fourth and final paragraph should:  

  

 

 

Sign:   Sincerely, 

 

 

    Name 

 

 

Describe qualities and strengths 

Describe goals and how to reach them. 

Tells about student’s best work. 

 

Tells about what was learned by doing the work sample. 

Highlights special qualities 

 

Relates portfolio work to goals. 
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LETTER OF APPLICATION 

 

  

The Letter of Application (also known as a "cover letter" or as a "sales letter") 

 

 *Usually accompanies a candidate's resume. 

 

 *Depending upon the job, the Letter of Application may be tailored to answer  

 specific questions or situations posed in the job description or job announcement. 

 

 *Generally, a Letter of Application encourages the employer to contact the 

 applicant to schedule a job interview. 

 

 *A Letter of Application needs to be brief, clear and direct. 

 

Format: 

 

1. Seize attention - In the first sentence of your letter, grab the interviewer's attention. 

 

2. Pique their interest - Explain how you found out about the job and why you're interested. 

 

3. Explain what makes you special - identify important qualities and character strengths, sell 

yourself. 

 

4. Wrap it up - be sincere 

 

 

  Sample Letter of Application 1    Sample Letter of Application 2 

 

 

  Sample Letter of Application 3
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POSTSECONDARY EDUCATION PLAN AND TRANSCRIPTS 

 

This section can include a completed advising sheet for a specific Postsecondary Degree as well as 

unofficial transcripts.  The Major Advising Sheet should be filled out in concert with the student’s 

academic advisor and copies of unofficial transcripts can be obtained through most college/university 

websites as well as from a college/university records office.
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RESUME PREPARATION 
 (back to Table of Contents)  Example 1   Example 2 
 

 The resume reflects the individual! It is a short, concise outline of the career objectives, 

education, work experience, personal qualifications, and background.  

 

PURPOSE 

  

 The resume has three major purposes: 

 

 1. To help obtaining a personal interview 

 2. To provide the employer with reference material during the interview 

 3. To serve as a reminder to the employer after the interview 

 

MAJOR AREAS 

  

The resume should present attractively and systematically three major areas: 

 

1. WHO THE APPLICANT IS… 

 

Identifying data; name, address, city, state, zip, phone number and area code. 

(Do not include a picture. It must be removed before circulation to guard 

against charges of discrimination.) 

 

2. JOB OBJECTIVE 

 

Clearly state in a few short words or a concise statement, the job objective (See 

resume samples.) 

 

3. ACCOMPLISHMENTS 

 

A. EDUCATION - Include names and location of schools, with dates attended, 

courses taken, degrees and certificates received, honors, scholarships and any 

special training related to occupational skills, especially as it relates to Tech 

Prep career pathways. 

 

B. WORK HISTORY - List all work history, then analyze it according to title, 

function, and experience.  Emphasize work place learning activities that relate 

to a Tech Prep career path. The most important consideration in preparation of 

the work history is that it should emphasize functions performed. List the titles 

under which employed and the tasks. Generally, salaries are not shown. 
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Resume Preparation continued... 

 

C. PART-TIME WORK - If the part-time work, during schooling and at other 

times, is not related to the present goals of Tech Prep pathway, record it in a 

separate section in very brief form. 

 

D. MILITARY EXPERIENCE - Some people will choose to include military 

experience and some will not. The decision to include it should be based on 

whether the military experience relates to the type of work being sought. 

 

E. MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS 

 

F. RECOGNITION OF ACHIEVEMENT - Other information could include 

membership in professional organizations and any formal recognition of 

achievement received. This includes FFA and other agriculture-related 

organizations. List achievements, membership in civic, services, and social 

organizations may be listed if there is a relationship to the job or an indication 

of something  of personal commitment. Include special awards such as 

proficiency awards, chapter offices and degrees held, judging team 

participation and awards, and fair and show attendance. Also include a brief 

description of Supervised Practical Experience activities in the work history 

area. 

 

FORMAT 

 

 Format is important. Types of information should be categorized so that it can be easily read. 

Highlight all of the accomplishments (do not go into excessive detail). Avoid wordiness but do not be 

too narrow or limit individualism in the approach. If possible, keep it to one page. If additional pages 

are necessary, to list work experience, publications, etc., use them but keep the most important 

information on the first page. List those items in the order of importance or strength. 

 

 The first task in developing a resume is to assemble the facts. The second task is to organize 

the facts in order of strength and priorities. In the resume of a young person, with little work history, 

education, training and activities should be emphasized.  A more experienced person will place 

greater emphasis on present and former employment. The resume thus becomes a summary of what a 

person is, what they want, and what they have done. 
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Resume Preparation continued... 

 

LANGUAGE 

 

 The language of the resume should be crisp, dignified, and to the point. Elegant brevity is the 

aim here. Incomplete sentences are quite permissible to assist in brevity and reduce needless verbiage; 

however, other rules of grammar, spelling and punctuation must be faithfully followed. It is advisable 

not to abbreviate words such as state, company names, dates, etc. Third person should be utilized- 

that is - do not say, ”I worked as a gardener for three summers.” but rather,” Worked as a gardener for 

three summers.” Remember that it is usually best to begin each sentence with an action verb and to 

use a direct style of writing. 

 

REFERENCES 

 

 Ordinarily, names of references should be omitted because an applicant will be asked to 

supply them at the time of the interview. On the resume simply state that references will be available 

on request. 

 

LENGTH 

 

 For almost everyone, a one-page resume will be most effective. No one should use more than 

two pages, unless they are applying for professional upgrading. As portfolios become more widely 

used and accepted, the resume content should support the information expanded upon in the portfolio. 

 

PAPER 

 

 Size should always be 8 1/2” x 11”. Use high quality bond paper, generally variations of white 

or light gray. Do not use pastel colors. A high contrast color combination between paper and print is 

the goal. 

 

PRINT SHOP 

 

 Many people have their resumes reproduced in the fast-service print shops. These shops are 

usually reasonable in price, and printing provides the resume with a finished look. Consider the 

outcome and pocketbook before deciding on such service. However, the resume should be proofread 

thoroughly before sending it to anyone. Ask - is this how it should look on paper? 
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STUDENT RESUME’  
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 COMPLETING A JOB APPLICATION  
(back to Table of Contents) 
 

REMEMBER! The job application may be the employer’s first impression of an applicant! 

Follow these simple rules to ensure a positive image. 

 

1.  Review the application before completing it - get the thoughts in order. Try not to make 

mistakes! 

 

2.  Pay attention to detail. Complete all spaces on the application. 

 

3.  Print clearly and use ink. 

 

4.  Be sure to sign in the appropriate place and use the formal name rather than a nickname. 

 

 

 *The job application included in this portfolio model may be completed to meet a course 

requirement or to give the student practice in completing this type of document. To be most 

appropriate, a hard copy of the application should be printed and then completed in hand-written form 

by the student.  Additionally, a student could complete a college application rather than a job 

application. 



 

 16 

APPLICATION FOR EMPLOYMENT 

 (back to Table of Contents) 
Our policy is to have competent employees and to select and promote them on the basis of ability and 
experience without regard to age, color, handicap, national origin, race, or sex.  Complete all blanks on this 
application form.  If a question does not apply, write N/A. 

PERSONAL 

Name: Date of application: 

       Last                                  First                              Middle Social Security Number 

Address: 

                   Street                                        City                                       State                  Zip  

Home phone number: Date available to start work: 

Type of work desired: Salary desired: 

If you are under 18 or over 70, please complete: 

Date of birth: 

Were you ever convicted of a misdemeanor or felony? 

If yes, explain: 

If you are not a U.S. Citizen, what is the Alien Registration or Visa Classification number? 

EMPLOYMENT List all permanent. part-time, and summer positions you have held for the past ten years, including 

military service (most recent job first).  Attach extra page if necessary. 
Name and address of employer: Describe the responsibilities: 

  
Name of supervisor:  

Employed from______to_____Hours per week:______ Reason for leaving: 

Name and address of employer: Describe the responsibilities: 

  

Name of supervisor:  

Employed from_____to_____Hours per week:_______ Reason for leaving: 

Name and address of employer: Describe the responsibilities: 

  

Name of supervisor:  

Employed from_____to_____Hours per week:_______ Reason for leaving: 

 

EDUCATION Record all schooling (most recent first).  Attach extra page if necessary. 

 

Name and address of educational 

institution 

 

 

Dates attended 

School 

year 

completed 

 

Major 

field 

 

Degrees received or 

expected  (if applicable) 

       

       

       

School, campus, professional, community, or leisure activities; special abilities; special honors: 

 

I authorize this company to investigate all information on this application form and understand that a false statement or 

failure to disclose information may disqualify me from employment or result in dismissal if I am employed. 

 

Signature of applicant: 
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THE REFERENCE LETTER 

 (back to Table of Contents)  Sample 
 

References are people who can give a prospective employer information about an applicant, 

their attitude and ability. Here are some things to note when asking for letters of reference. 

 

1. Carefully consider who to ask for a reference letter. Try to select people who are well 

known from different activities and be sure to ask these individuals for their permission to use 

them as references. 

 

2. In order to have an accurate reference list, ask past employers, clergy, business people, 

community leaders, and educators. Relatives or students are not acceptable as references. 

 

3. The letter of recommendation should be addressed “To the Employer”, “To the Selection 

Committee”, “To the Screening Committee”, or “To Whom it May Concern”. 

 

4. References need to be individuals who believe in the applicant and know him/her well 

enough to give good recommendations. Don’t ask someone who is not well enough 

acquainted with the applicant that  they can’t write a sincere and positive letter. 
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STUDENT REFERENCE LETTER 
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WORK SAMPLES 
 

What is a Work Sample?  

Sample 1 Sample 2 
 

1. Work Samples document a student’s ability to demonstrate skill achievement. 

 

2. Work Samples in the Portfolio should represent the student’s career focus. 

 

3. Work Samples can take many forms: 

 pictures/photos/graphics 

 sketches 

 diagrams 

 computer diskettes 

 video productions 

 

4. Each Work Sample should contain a summary that explains the work, how it was 

 accomplished, skills that were mastered, and usefulness of the work. 
 

The Purpose of a Work Sample: 
 

1.  Demonstrate the knowledge and skills in hands-on activities. 
 

2.  Document the work. 
 

3.  Allow for evaluation and selecting work samples for the final portfolio. 
 

4.  Write a descriptive summary for each work sample. 
 

 A portfolio geared toward career development must include examples of hands-on work. 

Potential employers want to see that you have skills needed in the work place. A work sample 

provides this kind of evidence. 
 

 A work sample is an example of the work that shows the career-technical skills and 

knowledge as a hands-on activity. Work samples should demonstrate mastery of important skills and 

knowledge. 
 

 Each work sample needs an explanation, or summary. A summary is a brief description of the 

work sample, highlighting the knowledge, skill, and abilities demonstrated. The summary provides an 

explanation of the work sample for an outside reviewer, such as a potential employer, and is a helpful 

tool to evaluate the work. 
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 Work samples may be too large to fit into the working folder and final portfolio. Others have 

no final product but are instead a process or procedure. For each, provide evidence or documentation. 

This can be a series of photographs, a computer disk, or even a videotape. 

Requirements of the Work Samples  
(back to Table of Contents)  
 

What must be included? 

 

1. The portfolio must contain a minimum of two Work Samples with summaries. 

 

2. Near the end of the program, examine all of the documented work samples and evaluate the 

 quality of the work. 

 

3. Write final descriptive summaries for each work sample.  The work sample summary should 

 include : 

 

 a.  description of the work 

 

 b.  steps taken to complete it 

 

 c.  information/skills gained by performing the work sample 

 

 d.  how the skills learned fit into the workplace 

 

Evaluation of Work Samples  
(back to Table of Contents) 
 

What must be shown?  

 

The work sample section must meet the requirements described above. It is important to demonstrate: 

 

 a.  mastery of skills or knowledge 

 

 b.  ability to critically evaluate the work 

 

 c.  appropriate documentation and summaries for four work samples. 
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WRITING SAMPLE 

(back to Table of Contents) Writing Sample Example  University Writing Sample  
 

On the job, at school, and in other aspects of everyday life, people need to know where to find up-to-

date information on subjects and events.  For this section of the portfolio, investigate a topic related to 

the career-technical field or of interest and write on that topic.  The investigation or “fact finding” 

might begin at the school or local library.  Write letters, interview people, make observations or 

conduct experiments or surveys to gather information on the topic. 

 

By investigating and writing on a topic, employers, college officials, and teachers see one’s ability to 

do research, organize information, and communicate effectively and demonstrate understanding of 

important concepts and information. 

 

There are two ways to approach the writing sample section of the portfolio. 

 

 Option 1: Write about a topic that relates to the career-technical area. 

 Option 2: Write about something of interest but does not relate to the career-technical 

program.  This writing sample may be from another class, such as English or history.  

However, the writing sample must meet all of the requirements and show the 

investigative, analytical, and writing abilities. 

 

The writing samples should meet these requirements: 

 

 Minimum of three pages in length 

 Typed (word processed), double-spaced with 1 or 1 ½ “ margins 

 Single-sided on 8 ½ x 11” paper 

 A bibliography that includes at least three different sources of information, such as 

interviews, data collected from a project, radio or TV programs, magazine or newspaper 

articles, textbooks or other reference materials. 

 

It is important to demonstrate: 

 

 Knowledge of accurate and up-to-date information 

 Ability to obtain and evaluate information and data 

 Effective writing that is organized, clear and uses correct grammar & spelling 
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STUDENT WRITING SAMPLE 
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INTERNSHIP/WORK EXPERIENCE DOCUMENTATION  
(back to Table of Contents) 
 

Students enrolled in a college internship/work experience course will want to utilize a specific 

college/university Internship/Work Experience Book.  Those wanting to otherwise document work 

skills and workplace learning may choose to complete the next section.  

 

 

A student’s work experience is documented in this section.  It includes: 

 

1. A School to Work Profile. 

 

2. Skill achievement through Work Based Experience, including time involved in accomplishing 

and practicing those skills. 

 

3. School Based Experience, including record of courses and extra-curricular activities. 

 

4. Record of SCANS Competencies Achieved. 

 

5. Report on Employee’s Performance.
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WORK PROFILE 

 (back to Table of Contents) 
 

Student:         Instructor:      

Address:         Instructional Program:       

          School:       

Telephone:         School Address:       

Social Security Number:              

     School Telephone:       

 

IN CASE OF EMERGENCY, CONTACT 

 Name:      

 Telephone:      

 Family Doctor:       

 Telephone:       

 

Date of Enrollment:       Total Instructional Hours:      

Date of Withdrawal:        Total On-The-Job Training Hours:       

Date of Completion:        Total Hours Absent:       

 

Work Based Experience 
 

Duration of 

Experience 

Work Experience 

Job Title 

Work Experience 

Job Description 

Supervisor’s Name 

Address of Employer 

Employer’s 

Telephone 

                              

                              

                              

                              

                              

                              

                              

                              

 

Profile ratings represent the knowledge, skills, and attitudes that the student has demonstrated at 

a given time and under given circumstances.  It does not necessarily represent certification of 

future abilities. 
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WORK -BASED LEARNING EXPECTATION/TRAINING 

 (back to Table of Contents) 

 
Directions:  List below the specific skills that the EMPLOYER agrees to provide the 
youth and the approximate number of weeks required to acquire these skills. The 
employer will then evaluate the youth by checking the appropriate number to indicate 
the degree of competency: 
 
Rating Scale: 

3-Skilled: Can work independently with no supervision 

2 - Moderately Skilled: can perform job completely with limited supervision 

1 - Limited Skill:  requires repeated instruction and close supervision 
 

3 2 1 Skills to be Acquired Time Allowance 

               

               

               

               

               

               

               

               

               

               

               

               

               

               

 

 

Participant’s Signature          Employer/Authorized Representative Signature          Signature of Rater 

Training Methods to be Utilized: 

      

 

 

 

 

 

Start Date:      

Completion Date:       

Weeks in Training:       

Initial Wage:       

Wage Increase:       
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SCHOOL BASED EXPERIENCE 

 (back to Table of Contents) 
 

Student:         Instructor:      

Address:         Instructional Program:       

          School:       

Telephone:         School Address:       

Social Security Number:              

     School Telephone:       

 

IN CASE OF EMERGENCY, CONTACT 

 Name:      

 Telephone:      

 Family Doctor:       

 Telephone:       

 

Date of Enrollment:       Total Instructional Hours:      

Date of Withdrawal:        Total On-The-Job Training Hours:       

Date of Completion:        Total Hours Absent:       

 

Record of Courses and Extra-Curricular Activities 
Duration of 

Experience 

Course Title 

Extra-Curricular 

Activity 

Course/Activity 

Description 

Instructor’s Name 

School Name 

School’s 

Telephone 

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

Profile ratings represent the knowledge, skills, and attitudes that the student has demonstrated at 

a given time and under given circumstances.  It does not necessarily represent certification of 

future abilities.
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SCANS COMPETENCIES 

(back to Table of Contents) 

The SCANS Competencies were developed by a “Blue Ribbon Commission” appointed by 

the Secretary of Labor in 1990.  The purpose of the Secretary’s Commission on Achieving 

Necessary Skills (SCANS), was to determine what competencies young people needed to 

succeed in a highly competitive world of work.  The overall purpose of the findings was to 

identify those Employability and Interpersonal Competencies that are needed for lifelong 

career success.  Although the commission completed its work in 1992, its findings and 

recommendations are no less valuable today.  This evaluation can be completed by the 

student, employer, or instructor. 

RECORD OF SCANS COMPETENCIES ACHIEVED 

General Employability Competencies 

(back to Table of Contents) 

 

 DATE VERIFIER 

Information Processing 

 1. Select and evaluate information             

 2. Select ways to organize information 

 3. Interpret and communicate information 

Computer Usage 

 1. Use a word processing; communications             

 2. Use a graphics program; multimedia 

 3. Use a spreadsheet program; database 

Technology Usage 

 1. Set up appropriate machines/equipment             

 2. Produce a product using technology 

 3. Maintain and troubleshoot technology 

Resourcing 

 1. Schedule time to meet task/project deadlines             

 2. Select appropriate human/material resources 

 3. Allocate human and material resources  

  complete a task/project 

Oral Communications 

 1. Deliver messages with clarity             

 2. Follow oral directions 

 3. Participate in group discussions 

Written Communications 

 1. Organize thoughts into expressive written form             

 2. Proofread, edit and revise written documents 

 3. Use correct grammar and spelling in writing 

Reading 

 1. Investigate meaning of unknown words             

 2. Extract the main ideas of messages 

 3. Identify relevant details, facts and specifications from readings 
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Mathematics Usage 

 1. Use measuring tools and systems             

 2. Use basic computational skills 

 3. Use graphic formats to display and obtain 

Systems Usage 

 1. Identify the system and its purpose             

 2. Monitor and improve performance 

 3. Adapt to situational changes 
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Interpersonal Competencies 

(back to Table of Contents) 

 

 DATE VERIFIER 

Leadership 

 1. Organize group work             

 2. Involve all group members 

 3. Set positive examples for others 

Group Dynamics 

 1. Contribute ideas, suggestions and effort for              

  completion of group tasks 

 2. Solve conflict in positive ways 

 3. Cooperate as a member of a multi-ethnic,  

  mixed gender team 

Problem Solving 

 1. Identify and define problems/issues             

 2. Generate and select from alternative strategies 

   to solve problems 

 3. Consider the consequences of actions 

 4. Make informed decisions 

Responsibility 

 1. Display punctuality and regular attendance             

 2. Complete tasks on time and meet deadlines 

 3. Take care of materials and equipment; respect 

   the property of others 

Self Confidence 

 1. Display confidence in self and work             

 2. Demonstrate initiative 

 3. Assess/evaluate criticism 

Self Management 

 1. Exhibit self control             

 2. Work without close supervision 

 3. Evaluate and monitor personal performance 

Integrity 

 1. Exhibit trustworthy behavior             

 2. Respect rights and property of others 

Sociability 

 1. Compromise             

 2. Exhibit sensitivity to the attitudes, values and  

  feelings of others 

Personal Identification 

 1. Produce a portfolio             

 2. Produce a resume 
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OCCUPATIONAL GOALS 

(back to Table of Contents) 

At the beginning of each semester state your goal on the lines provided.  Next, specifically 

state how you plan to gain experience toward this goal in the space provided.  Include: your 

work experience program, classes and other related activities. 

 

Each semester you are enrolled in Work Experience/Internship it is necessary to identify 

new or expanded job-oriented learning objectives.  These objectives are formulated by the 

student, reviewed, and approved by both the supervisory employer and the 

instructor/coordinator. 

 

The objectives must be specific, measurable, and attainable.  Should an objective require 

revision any time during the semester, the instructor/coordinator must be notified. 

 

 Example:  My goal is to become a sales representative for an Ag chemical 

company. 

 

1st Internship Occupational Goal:  

 

 

 

List each Objective you plan on accomplishing this semester

 

Check when accomplished 

  

  

  

  

  

 

Name of Employer:  

 

Address:  

 

City, State Zip:  

Telephone:  

The above objectives have been reviewed and approved by: 

 

            

  

Signature of Employer/Supervisor       Title 

 

This employer does not discriminate on the basis of race, creed, religion, national origin, 

sex, or mental or physical handicap in any of their programs or activities.
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2nd Semester Internship Goal:  

 

List each Objective you plan on accomplishing this semester 

Check when 

accomplished 

  

  

  

  

  

 

Name of Employer:  

 

Address:  

 

City, State Zip:  

Telephone:  

The above objectives have been reviewed and approved by: 

 

            

  

Signature of Employer/Supervisor       Title 

This employer does not discriminate on the basis of race, creed, religion, national origin, 

sex, or mental or physical handicap in any of their programs or activities. 
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INTERNSHIP/WORK EXPERIENCE DOCUMENTATION 

(back to Table of Contents) 

INSTRUCTIONS 

1.  Entries of time must be in terms of skills performed, not as lump sums.  NOT “worked 

for Jones 10 hours, “ but Pruned grapes for Mr. Jones 10 hours.(see Examples) 

 

2.  All entries should include DATE and FOR WHOM THE WORK WAS DONE. 

 

3.  Special effort should be made to practice and enter into record, skills related to goals 

and objectives as shown on your skills list. 

 

4.  Entries should be grouped weekly in accordance with the instructions above. 

 

5.  Insert additional record pages if needed by copying and pasting. 

 

6.  Total the hours at the end of the internship and record the total at the end. 

 

 

DATE SKILL FOR WHOM PERFORMED HOURS 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

  Total for this page or Grand 

Total 
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INTERNSHIP DOCUMENTATION page 2 

 

DATE SKILL FOR WHOM PERFORMED HOURS 

 Total Brought Forward for this internship   

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

  Total this Page  

  Grand Total to date  
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EMPLOYEE’S PERFORMANCE EVALUATION 

Agricultural Work Experience or Internship 

(back to Table of Contents) 

Student Name:       Advisor: 

Date:        Job Title: 

Please return this form no later than:  SSN (optional): 

Please check the areas which best approximate the student’s progress.  The responses will 

assist with advising, grading and improving the student’s performance. 

 

Evaluation Areas 

 

Excellent 

 

Very Good 

 

Satisfactory 

Improvement 

Needed 

Yes            No 

Punctuality and Attendance      
     Notifies job supervisor in advance of absence      
     Is regularly present for work scheduled      

Work Habits, Attitudes, and Appearance      
     Avoids being idle, looks or asks for next assignment      
     Work done is efficient and accurate      
     Takes proper care of equipment and supplies      
     Grooming and dress is appropriate for job      
     Shows interest in the work      

Dependability      
     Follows oral and/or written directions in job performance      
     Holds distractions from duties to minimum      
     Completes assigned responsibilities      

Relationships With People      
     Cooperates and works effectively with other employees and/or customers      
     Is poised and self-confident      
     Is courteous and mannerly at all times      

Competencies      
     Possesses proper skills for job assignment      

Overall Rating:      

Comments: 

 

Did you discuss this evaluation with the employee ?  Yes_____     No_____ 

Suggested Grade: A B C D F (circle one) 

Approximate hours that this student has worked for you:  Per Week:_____ or Per 

Semeser:_____ 

 

Company Name:     Supervisor’s Name: 

Street Address:     Supervisor’s Signature: 

City, State Zip: 

Company is an equal opportunity employer who does not discriminate on the basis of 

handicap, race, color, religion, sex or national origin. 
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SUPPLEMENTAL MATERIALS 

(back to Table of Contents) 

 In this section you may include awards, certificates, and recognition you’ve 

received. 

 

 This section in the portfolio is optional. 

 

  Electronic Portfolio Documentation 
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Sample Table of Contents 

(back to Table of Contents) 
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  #4.  “Vaccination Plan for Leghorn Pullets” 
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Sample Letter of Introduction  

(back to Table of Contents) 
 MARCH 14,1995 

 

 TO WHOM IT MAY CONCERN: 

 

  I am writing this letter of introduction to give you an idea of my career goals, how I am 

going about achieving them, and why my search is the right one for me. Future Farmers of 

America (FFA) has given me good leadership abilities; it has taught me how to take full 

responsibility and to be ambitious. I have had my own 

animals since I was ten years old, and now I have my own 

breeding and market beef projects. I am doing quite well 

with them. I feel I have taken the first steps towards achieving goals, but I know I have a long 

way to go. 

 

  This year I am a junior in high school, completing my vocational courses in Animal 

Science. I plan to major in Agriculture. I will accomplish this by going to Santa Rosa Junior 

college for two years and finishing my degree at a four-

year college. I don’t know exactly which job I want yet, 

but I know that I like agriculture. I want a job that involves 

working with people and offers opportunity for promotion. 

 

  My best work sample was a light experiment with snakes. With my teacher’s help, I 

designed an experiment to show how different levels of 

light affect a snake’s behavior. I was careful to document 

each step and record all changes. I learned a lot by doing 

this; I learned about how to do an experiment. I had to be 

very organized and watch the snakes every day. 

 

  I learned a lot by doing this portfolio. It had already 

helped me before I even finished it. (I took my portfolio to 

an interview and got a summer job!). I know that 

eventually I will find exactly the right job for me. More and 

more, I think I would like to go into agribusiness. 

 

 Sincerely, 

 

 

 Morgan Day 

Describe qualities and 

strengths 

Describe goals and how to 

reach them. 

Tells about my best work. 

 

Tells about what was learned 

by doing the work sample. 

Highlights special qualities 

 

Relates portfolio work to 

goals. 
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Sample Letter of Introduction 2       

(back to Table of Contents)          Name 

Address 

City, State Zip 

May 14, 2006 

To Whom It May Concern: 

 I am writing this letter of introduction to give you an idea of my career goals, and 

how I plan to accomplish them.  The Future Farmers of America has given me many 

qualities, which I think will be important to me in the future.  I have learned to be 

responsible and take charge of my actions as well as becoming an outstanding leader and 

teammate. I am on the dairy products team, which has given me the ability to learn new 

things and take challenges.  Being a member of the job interview team has also prepared 

me for future careers with great interviewing skills and has given me outstanding speaking 

skills. 

This year I am a junior at Turlock High School completing my third year in a 

Vocational Agriculture class.  I plan to attend Modesto Junior College for two years 

and then transfer to a four-year university, major in Agricultural Business, and minor in 

Animal Science.  After graduating from a four-year university I hope to be accepted 

into a law school and pursue a career as an Agricultural Lawyer.  My four best work 

samples are fitting my sheep for shows, using veterinarian practices on my animals, 

using feed rations for weight gain, and having full knowledge of computer programs.  

Growing up around animals my entire life my knowledge of fitting and vaccinating 

animals came naturally.  I have had to use feed rations to figure out what the weight 

gain of my steer would be and what the weight of my steer would be at county fair.  I 

have gained my knowledge of computer programs by being the FFA chapter secretary, 

doing everyday schoolwork, and being involved in such a high technological society.  I 

am very accurate with all of my work samples and I hope to continue to use them 

throughout my life. 

Working on this portfolio has helped me to prepare myself for the future and has 

given me the confidence to take on my goals.  I feel that every section of the portfolio has 

helped me prepare myself for my career and has made me more acquainted with my career. 

 

Sincerely,  
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Sample Letter of Application  

(back to Table of Contents) 

Barbara B. Working 

825 Trabajo Dr. 

Mesa, AZ 87654 

209.555.1212 

 

December 17, 2007 

 

Mr. Stephan Wolf 

Human Resources Dept. 

Conejo Seed Company 

Tucson, AZ, 87655 

 

Dear. Mr. Wolf: 

 

I would like to schedule a time to speak with you. 

 

I recently saw your job advertisement online. I have excellent background and experience 

in the flower-seed business having worked for several companies in California. 

 

I know that your company has an excellent reputation for quality and for superior customer 

service. I'd like to join your company as a sales representative. 

 

For your review, I'm enclosing a copy of my resume. In that resume, you will notice that I 

have several year's experience working as a sales representative for a California-based seed 

company. Some of my other important qualities include: 

 * I'm well spoken with a neat appearance. 

 *I have a pleasant disposition and work well with many personality types. 

 * I have a excellent memory for names, faces and details. 

 * I'm hard-working, dependable, honest and willing to take initiative. 

 

Please contact me to schedule an interview. I look forward to meeting you. 

 

Sincerely, 

 

 

Barbara B. Working 
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Sample of Letter of Application 2 

(back to Table of Contents)   John Buck 
 

987 Montana Road 

Modesto, California 95350 

(209) 524-0987 

 
March 24, 2006 

 

Rock Granite 

Jackalope Supply Store 

1234 Dusty Lane 

Modesto, CA 95350 

 

Dear Mr. Granite: 

 

Enclosed please find my resume in response to your recent advertisement for an 

Agribusiness Sales Assistant.  This position is of great interest to be because my 

background in the ag industry and the qualifications have many similarities. My family has 

a small flock of sheep as well as a small herd of beef cattle from which I have gained my 

knowledge of animals and farm supplies. 

My knowledge and background with the farm industry and diverse people skills make me 

highly qualified for this position.  Currently I have a small sheep breeding project as well 

as a beef project.  These FFA projects have required me to keep a record book, which has 

given me accurate bookkeeping skills.  Living on a farm my entire life, I have gained all 

essential knowledge of farm supplies, feeds, and equipment.  As you will note from my 

resume I have practiced many veterinary skills and animal nutrient skills working at Prada 

Livestock.  I have become very familiar with shots such as: Tetanus, Overeating, and 

Penicillin.  I have acquired the basic knowledge of computer programs such as: Microsoft 

Word, Microsoft Excel, Microsoft Power Point, and many other business programs from 

my ag business class.  This class has also expanded my knowledge of the ag industry and 

what it takes for a business to be successful.  Besides keeping record books, my work 

experience has also helped me to develop basic skills that will be needed to be an all 

around asset to your company.   

If you seek a well-rounded sales assistant with knowledge and experience of the livestock 

industry and business sales, my resume will be of interest.  I can be reached at             (209) 

634-3640 to arrange an interview at a convenient time for you.  I look forward to our next 

conversation. 

Sincerely, 

 

Rock Granite 
 

Rock Granite 

 

Enclosure 
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Sample Letter of Application 3 

(back to Table of Contents)  Jane Doe 
1234 California Road 

Turlock, CA 95380 

(209) 634-3640 

 

 

May 14, 2003 

 

Direct Services 

Attn: Curly Harris 

P.O. Box 23 

Mariposa, Ca. 95338 

 

Dear Mr. Jones, 

 

Enclosed please find my resume in response to your recent advertisement for a livestock 

breeder assistant.  This position is of great interest to me because my background and the 

requirements have many similarities.  My family has a small flock of sheep as well as a 

small herd of beef cattle from, which I have gained my knowledge of animals. 

My knowledge and background with the farm industry and diverse people skills makes me 

highly qualified for this position.  Currently I have a small sheep breeding project as well 

as a beef project.  These FFA projects have required me to keep a record book, which has 

given me accurate bookkeeping skills.  Living on a farm my entire life, I have gained many 

basic farm maintenance skills, such as setting up living environments for my animals, 

moving cattle, and working on fences.  I have acquired the basic knowledge of many 

livestock breeds from my animal science class. This class has also expanded my knowledge 

of the reproductive tract, artificial insemination, and biotechnology of animals.  Besides 

keeping record books, my work experience has also helped me to acquire basic skills that 

will be needed to be an all around asset to your company. 

If you seek a well-rounded livestock assistant with experienced knowledge of the livestock 

industry, my following resume will be of interest.  I can be reached at my home phone 

number, (209) 634-1234, to arrange an interview at a convenient time for you.  I look 

forward to our next conversation. 

 

Sincerely, 

 

Jane Doe 
 

Jane Doe 

 

Enclosure 
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Sample Resume 

(back to Table of Contents) 

 

Lee S. Nguyen 

32700 Dunes Drive 

Temechula, CA 92503 

(714) 555-9250 

 

Education 

Schools Attended 

Grades Attended          School                                                    City/State 

1991- present               Temescal High School                        Temecula,CA 

1990-1991                   Terra Cotta Junior High                      Temecula,CA 

1988-1990                   Challenger Junior High                        Glendale,AZ 

1982-1988                    Sun Valley Elementary                          Peoria,AZ 

 

School Activities, Awards, and Achievements 

FFA, Temecula Chapter  

Gold Award – Project Competition 

Student Council Representative, 8th Grade 

Volleyball team, Basketball Team 

8th Grade Yearbook  

 

Subjects or Course of Special Interest 

Electronics 

 

WORK EXPERIENCE 

 

Antonio & Gloria’s Automotive Repair Shop                                Summer 

1991 

Worked in Parts Department. Learned to fill orders, answer telephones, help 

customers, and keep the shop clean. 

 

VOLUNTEER AND COMMUNITY RELATED ACTIVITIES 

Sierra Circuit Finals Rodeo 

Temecula Chamber of Commerce: Ticket handling, crowd control, security. 

 

Thunderbird Balloon Rally 

Multiple Sclerosis Society: Setting up the balloon chase crew. 

 

Spring Festival 

Multiple Sclerosis Society: Beverage sales. 

 

REFERENCES AVAILABLE UPON REQUEST. 
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Sample Resume’ 2 

(back to Table of Contents)  Sunny Day 
12 Walker Road 

Turlock, California 95380 

(209) 667-1234 
 
Objective: Attend Modesto Junior College and then transfer to a four-year university, 

with a major in Agriculture Business and minor in Animal Science. 

 

Education: Turlock High School, Turlock, CA 

  Diploma, June 2004 

  Career Pathway: Agriculture Business 

  GPA: 3.67 

 

Experience: THS Ag Department, Turlock, CA (209) 667-4061 8/03-Present 

 File  

 Bookkeeping 

 Work on computer 

 Answer telephones  

 Make copies 

 

Prada Livestock, Turlock, CA  (209) 667-6263 6/00-Present 

 Veterinarian practices (shots) 

 Keep records 

 Prepare nutritional requirements 

 Vaccinate animals 

 Determine feed requirements 

 

Awards & Honors:      Year: 

 Student of the Month      2004 

 State FFA Degree     2003 

 Lifetime C.S.F  Member    2000-Present 

 FFA Chapter Degree     2001 

 Principal’s Honor Roll    2001-2004 

 Greenhand Degree     2000 

 

Activities or Accomplishments: 

 Dairy Products Team     2001-2004 

 Sheep and Beef Exhibitor    2000-2004 

 Basketball, Volleyball, Softball Player  2000-2004 

 

References: 

George Eddy   LaVonne Brunskill  Lori Marchy 

Assistant Principal  Counselor   Agriculture Teacher 

1600 East Canal Drive 1600 East Canal Drive 1600 East Canal Drive 

Turlock, CA 95380  Turlock, CA 95380  Turlock, CA 95380 

(209) 667-0791  (209) 677-0791  (209) 667-4061 
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Sample Reference Letter 

(back to Table of Contents) 

 

 

January 4, 2006 

 

Mr. Joe Taylor 

President 

XYZ Veterinary Products 

146 Street Name 

City, State Zip 

 

 

Dear Mr. Taylor: 

 

James Smith has been a trusted and responsible employee of XYZ Veterinary Products 

for over two and a half years. 

 

During that time, James functioned as a Financial and Office Assistant handling 

various accounting, computer, sales and shipping functions. His computer aptitude 

allowed him to be a self-taught expert whenever new software programs and systems 

were introduced. 

 

James is a goal-oriented, reliable asset for any company who chooses to add him to 

their staff. 

 

We have all experienced a notable loss since James’ departure. I encourage you to hire 

James if his skills complement the needs. 

 

Please feel free to call me at (444) 111-2222 if you have further questions. 

 

Sincerely 

 

 

Patricia Wong 

Vice President of Finances 

XYZ Veterinary Products 

123 Street Name 

City, State  Zip 
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Sample Student Writing Sample 

(back to Table of Contents) 

 
 

DIAGOSIS AND TESTING OF AN ENGINE 

 

 

 

BY: 

Axel Wheeler 

 

 

 

 

 

 

March 6, 2006 

 

PERIOD 5&6 

 

AG DIESEL MECHANICS 
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Diagnosis and Testing of Engine 

 
A good program of diagnosis and testing diesel or gas engines has seven basic steps.  These steps are: 

1) knowing the system, 2) asking the operator, 3) inspecting the engine, 4) operating the engine, 5) 

listing the possible causes of problems, 6) reaching a conclusion, and 7) testing the conclusion.  These 

steps will save you a great deal of time and money if you use them correctly.  You must know the 

engine to be prepared for any problem. 

 

The first step is: ask the operator.  Ask how the engine runs, if there is a problem, when this problem 

started and where it occurs.  Also ask if anyone attempted to fix it.  Many times the problem can be 

traced to poor maintenance or over-working the engine.  Over-working the engine means doing things 

that the engine can not handle. 

 

Inspecting the engine is the second step. This step works by using the eyes, ears , and nose to spot any 

troubles on the engine.  Watch for water, oil, fuel leaks and ignition problems.  Water may leak at the 

radiator, water pump, hose or the cylinder head gasket.  Check the cooling system when it is under 

pressure.  Oil leaks may occur around the crankshaft bores, oil seals and tapped cover.  Also check 

the oil pan, drain plugs and inside the flywheel.  An ignition problem may be the cause for a “hard to 

start” engine.  Look for things such as loose or bare wires, a cracked distributor cap or a shorted wire 

at the spark plugs.  Check for electrical problem like corroded battery terminals, or low water in the 

battery itself. 
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Start the engine if it will start, and warm it up.  Run it around and see if the operator’s story is true, 

check it theself.  The best way to check the engine is on a dynamometer.  If one is not available look, 

smell, and listen for the engine problem.  Are the gauges reading correctly?  Listen for any unusual 

sounds.  When and where noises happen?  Do you smell any unusual exhaust?  How do the engine 

controls work?  How was the power when it was under a load?  Does it idle correctly? 

 

Make a list of possible causes of the engine’s problem.  What signs did you discover while inspecting 

and operating the engine?  Was the engine lacking power?  Did any smoke come form the crankcase 

vent?  Was the engine running too hot or too cold?  How was the oil pressure?  These signs tell you 

the most likely cause, of problems.  There may be other possibilities since one failure can often lead 

to another. 

 

After looking over the list of possible causes, decide which causes are most likely to be the problem 

or which are easiest to verify.  Reach the decision on the leading causes and plan to check them first.  

Make the replacements and repairs for the engine. 

 

A dynamometer will test the system and determine where the problem is occurring.  On a 

dynamometer, you can test engine horsepower, analyze exhaust smoke, observe fuel consumption, 

check crankcase blow-by, determine air-cleaner restriction, oil pressure, alternator or generator output 

and clutch operation. 
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The steps which have been written are only very basic guidelines.  Before you can start testing an 

actual engine, you need to learn all of the basic guidelines.  Be sure to remember that the best testing 

tools have no value unless the operator knows how to use them. 

 

Here is an example of trouble shooting an engine that is hard to start or will not start.  No fuel or 

improper fuel can be one of the problems.  In that case drain and fill with proper fuel or just fill the 

tank.  Also check the fuel supply for water or dirt in the filters.  In a diesel system, air can be in the 

fuel lines or fuel system.  If the engine has low cranking speed, charge or replace the battery, or 

service the starter as necessary.  Poor timing can also be the cause of a hard starting engine.  Check 

the distributor or injection pup timing.  There can be a defective coil or condenser.  If so, replace the 

coil or condenser on gas engine.  Check for a cracked or eroded distributor rotor.  Distributor wires 

may be defective or might be misconnected on a gas engine.  Distributor wires may be loose or 

installed in the wrong order.  Spark plugs wires can be defective or might be misconnected on a gas 

engine.  On a diesel engine check for poor nozzle operation.  This is just one example how trouble 

shooting works.
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University Writing Sample 

Commodity Paper - Orange Production 

AGST 3000 

Wendy Olmstead  

April 12, 2005           

The orange, Citrus sinensis, of the citrus family, Rutaceae, is grown on a compact evergreen 

tree averaging from twenty to thirty feet tall with a rounded symmetrical crown spreading fifteen to 

twenty feet.  The leaves are shiny and leathery and their shape is oblong to elliptic and up to four 

inches long with narrow wings on their petioles.  As well many orange cultivars have thorny twigs.  

The blossoms are white and very fragrant and are arranged in clusters of one to six.  The orange is 

native to eastern Asia and although the exact region of its origin is subject to controversy, it is 

thought to have originated in Vietnam, Northwest India, Southern China, Burma, and Malaysia.  It is 

mentioned in the ancient book, Yu Kung, written about Chinese emperor Ta Yu, in 2201 B.C., as 

follows, “The baskets were filled with woven ornamental silk.  The bundles contained small oranges 

and pummeloes…” (Citrus 10).   

The movement of the orange from its origin throughout the world is not well known but 

researchers do agree that it was taken from eastern Asia to North Africa and then to Southern Europe 

during the middle Ages.  It is also discussed in the history of Rome in 77 A.D. and Spain in 1150 

A.D.  Orange production was very difficult in Europe so orangeries (greenhouses) were used to 

protect the trees from the cold leading to the popularity of greenhouses to create an artificial 

environment for plant growing.  The orange came to America, some think with Columbus at Haiti, 

when the New World was discovered in approximately 1493.  It was first planted in Florida at the 

settlement of St.Augustine in 1565.  As the orange traveled the world, mutations and new varieties 
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developed naturally, resulting in a seed culture which changed its flavor, smell, color, and fruit size.  

The Portugal orange brought about the growth of the orange industry in Europe beginning in 1646 

(Citrus 11).  

Much of the citrus in Mexico, Arizona, and California was introduced by “following the 

cross” (Citrus 14) as Franciscan missionaries, in the early 1700s spread north, bringing with them 

their excellent gardening skills.  The first privately owned orange grove in California was planted by 

William Wolfskill in 1841, an enterprise which took off with the California Gold Rush and the 

building of the transcontinental railroad.  During the mid-1800s orange trees were planted in many 

areas of southern and northern California as far north as Red Bluff.  The Washington Navel was 

introduced to California from Bahia, Brazil by William Saunders of the USDA in 1873.  Mr. 

Saunders gave Eliza Tibbets of Riverside, California three of these trees which became so popular 

that she was able to sell “propagating material for up to $5.00 a piece” (Citrus 14). 

  Formal research did not begin until the nineteenth century in Europe following the 

establishment of the “Mendel and Darwin theories” (ABECitrus).  At the forefront of this research 

was the United States where genetic improvements were sought in fruit size and flavor, disease 

resistance, and adaptability to changes in climate.  It was discovered that productivity was greatest in 

tropical and sub-tropical climates in the countries of Brazil, the United States, Mexico, China, and 

South Africa.  The largest production of oranges now takes place in Brazil and the United States, 

particularly in Florida and California.  Early growers of oranges followed the "The Cultivation of 

Citrus Fruits", by Harold Hume, published in the United States in 1926 and translated into Portuguese 

in 1952 (Citrus 15).   

The growth of the orange industry was stalled during World War II not only by economic 

conditions due to the war but also diseases and in particular the “tristeza” disease in Brazil.  The 
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tristeza (sadness) disease, caused by a virus, killed eighty percent of the citrus trees in Brazil during 

the war and its solution was not discovered until 1955.  The orange industry was revitalized following 

the war but in the 1950s Brazil was devastated by a problem which still exists today.  This problem 

was the spread of the agent of citrus canker, Zanthomona citri, brought into Brazil from Japan.  As 

the Brazilian orange industry recovered from the effects of citrus canker and began to gain ground on 

the United States, an event occurred in the United States which would devastate the orange industry 

here.  In 1962 freezing temperatures caused the loss of the major part of American orange groves 

resulting in huge losses and boosting further the Brazilian industry through its increased exports to 

North America and Europe (ABECitrus, UNCTAD).   

  Brazil remains the leader in orange production today, exporting over four hundred million 

boxes per year (ABECitrus, UNCTAD).  Brazil provides approx. 30% of the world’s oranges, mainly 

as a processed product, with the United States producing 16%, Mediterranean countries at 18%, and 

Mexico, Spain, and China all around 5% each.  Twenty one percent of the oranges grown in the 

United States are grown in California.  Florida leads the states in orange production while Texas and 

Arizona are a distant third and fourth.  Oranges are grown on 193,000 acres in California with 66 % 

being navel and 34% being Valencia.  In contrast to Florida where only 5% of their crop is fresh 

market (the remaining 95% are for orange juice), California raises 82% of the crop for fresh market 

consumption.  Roughly 40% of the year’s harvest is exported to Japan, Canada, Hong Kong, Korea, 

and France totaling approximately $298 million in 2002. There are about 6,500 citrus growers in 

California spending from $1,000 to $3,000 per acre to produce a harvestable crop.  The San Joaquin 

valley provides 65% of the state’s production of Valencia’s and 94% of navel orange production (UC 

Davis IPM). 
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The most important and commercially viable oranges are the sweet oranges, in particular 

Valencia.  The thin-skinned, juicy Valencias are an important source of Vitamin C and are the most 

popular juice orange.  Another sweet orange, the navel, is the most popular orange for fresh 

consumption and the orange most produced in California (Florida produces mainly Valencia oranges 

for orange juice).  The navel of a navel orange is actually the “development of a secondary fruit at the 

end of the main fruit; as the second fruit enlarges, it causes the navel to enlarge”.  Navel oranges are 

the preferred eating orange because they are flavorful and easy to peel and separate.  Valencia and 

navel oranges, in particular the Washington navel, are grown throughout California (Citrus 45, 46). 

The major production areas for oranges include the tropical climate of Brazil, the semitropical 

climate of Florida, and the subtropical climate of California.  Tropical climates, located between 15
o
 

south latitude and 15
o
 north latitude have high heat and humidity with little change in temperature 

throughout the day and night and little seasonal change.  Rainfall is even through the year and dry 

spells are short.  Oranges grown in Brazil are green on the outside and orange on the inside; they do 

not become bright orange on the outside because this change is dependent upon cooler night 

temperatures.  The tropical climate causes rapid growth with bloom and fruit set all year.  This leads 

to quality problems as it is difficult to tell which fruit is ripe because there are oranges on the trees in 

varying stages of maturity and they are all green.  Florida is the most productive citrus area in the 

world due to its warm, humid summers and cool winters.  The humidity produces oranges “which are 

juicier and more tender than the same variety grown in drier California” (Citrus 28).  The main 

varieties of oranges grown in Florida are Valencia, Hamlin and Parson Brown; these varieties do not 

grow large enough in California while the popular Washington navel, grown in California, grows too 

large in Florida (Citrus25).   
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The subtropical, Mediterranean-like climate of California with its wet winters and dry 

summers is created by the Pacific Ocean and the state’s surrounding mountain ranges.  There are five 

orange growing regions within California all of which illustrate the effects of climate including 

elevation, temperature, and rainfall upon orange production.  The taste of oranges improves as you go 

farther away from the equator but it also increases the risk of frost damage.  Severe frosts have caused 

extensive damage to California orange crops in the past but often the resiliency of orange trees allows 

the tree itself to survive.  Cold hardiness amongst orange varieties varies with the navel orange being 

toughest; variables affecting this hardiness include the duration of the cold, protection of the fruit by 

foliage, placement of the tree in the orchard, and good drainage of air from low lying areas.  

Microclimates, a small area where the climate differs from the general climate of the area, are 

important to orange production.  Microclimates can be used to protect against wind, cold air, and 

frost.  Larger trees used as buffers on the edges of orange groves can protect against heat loss and 

fruit damage.  Low spots should be avoided, if possible, to guard against the accumulation of cold air.  

“Frosts occur when there is maximum heat radiation from the ground into the atmosphere” (Citrus 

34) so the use of low sprinklers during cold periods will help prevent two to three degrees of heat loss 

(Citrus 29).  

The “southern coastal region” runs from San Diego to San Luis Obispo and has cool summer 

temperatures influenced by fog.  Wind protection is necessary in this region due to its proximity to 

the coast and the frequency of the Santa Anas but frost is seldom a factor.  Lemons are the main crop 

in this region but the use of microclimates and longer fruit maturation times (the fruit in this area 

ripens last), has allowed for the growth of Valencia and some navel oranges (Citrus 34). 

The “intermediate region” includes the areas inland identified by the cities of Riverside, 

Upland, Corona, San Bernardino, the San Fernando Valley, Pasadena, and the Ojai Valley.  This 
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climate varies according to the cool air of the coast and the hot air of the desert.  There is sometimes 

damage from the Santa Anas.  Elevation affects the requirements for hardiness in varieties.  Due to 

low winter temperatures, less hardy varieties can be grown in upland areas where the cold air is 

drained away while in low land areas where the cold air settles, hardier varieties are required.  Urban 

sprawl has affected citrus production in this area which was once the most important in California 

(Citrus 36). 

The “California and Arizona desert regions” includes Palm Springs, Indio, Tucson, and 

Phoenix.  The wind and extreme heat of summer are a problem in this region so varieties with high 

heat requirements are grown here.  This includes the early ripening Valencia oranges, an important 

California commodity.  Care must be taken to protect the sensitive trunks of orange trees against 

sunburn in this area.  Growers also must deal with poor soil which is salty or alkaline and inadequate 

water supplies.  Frost protection is sometimes necessary even here in the desert as temperatures will 

fall below freezing at night during the winter (Citrus 36). 

The “California Central Valleys” region takes in the San Joaquin and Sacramento valleys, an 

area encompassing four hundred miles from end to end.  The San Joaquin valley holds Bakersfield, 

Visalia and Fresno where summers are hot and sunny.  Elevation plays a key role here especially 

within the thermal belt which runs along the edge of the valley at five hundred to seven hundred feet 

and is used for the production of many types of citrus.  This area enjoys the protection of a “dense, 

low-lying fog which often acts like a thermal blanket and prevents frosts.  If the tule fog lies below 

the thermal belt, higher elevations may actually be colder than the valley floor”.  This region is colder 

in temperature than the coastal regions but the fog creates a climate in which the fruit grows much 

slower and therefore is less sensitive to frost damage.  The lower areas such as the valley floor still 

require the use of hardier varieties.  The San Joaquin valley is the most important area to commercial 
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orange production in California.  The cities of Sacramento, Marysville, Oroville, Paradise, and Chico 

within the Sacramento Valley experience warm summers and cold winters along with the thermal belt 

and fog enjoyed in the San Joaquin valley.  Unlike the southern portion of the valley, however, there 

are cool summer days created by ocean air leading to the tendency to plant hardy and early varieties 

within this area (Citrus 36-38).  

The “Northern California coastal valleys” region is identified by the cities of San Francisco, 

San Jose, Monterey, Santa Rosa, Cloverdale, and Napa and are all influenced by the climate created 

by their proximity to the Pacific Ocean but in different ways.  In summer, on the coast it may be cool 

and windy.  Inland temperatures may reach one hundred degrees Fahrenheit (this extreme may be 

lessened somewhat by fog).  The coast and thermal belts are protected by the fog but inland, low lying 

areas are prone to frost damage.  Once again, the site selected for groves must include air drainage 

and protection from winter conditions.  This area, while not as important in commercial production, is 

home to many old plantings and is known for being “relatively virus free”, the reason why it is 

enjoying success in the dwarf citrus tree market (Citrus 38).   

The different layers of the orange include: the skin or rind, called the epicarp or flavedo which 

protects the fruit from damage and has glands containing the essential oils that give the orange its 

unique fragrance; the peel of the fruit, “a white, thick and spongy mesocarp or albedo, which together 

with the epicarp forms the pericarp or peel of the fruit”; and the pulp which is divided into segments 

by a “thick radial film or endocarp”.  The pulp holds a rich supply of soluble sugars, vitamin C, 

pectin, fibers, organic acids, and potassium salt, all which combine to give the orange its flavor.  

Oranges and orange juice are an excellent source of ascorbic acid (vitamin C), folic acid and fiber 

while being fat free, sodium free, and cholesterol free.  As well, they provide potassium, calcium, 

folate, thiamin, niacin, vitamin B6, phosphorus, magnesium and copper.  Orange consumption is 
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though to reduce the risk of heart disease, some types of cancer, and birth diseases in children 

(UNCTAD). 

Orange trees are evergreen and as such they drop their leaves continuously, making them 

different from deciduous fruit trees such as almonds and peaches.  Orange seeds do not require 

chilling to germinate and “in fact, they will often begin to germinate inside an overripe fruit”.  All 

that is required for seed germination is placement in the soil and temperatures between eighty and 

ninety degrees F.  However, orange seeds have “nucellar embryony” as a characteristic meaning that 

some seeds have more than one embryo so they can produce more than one seedling.  One seedling 

may be identical to the parent while the other may be a hybrid.  For this reason, to maintain integrity 

of the variety and to produce a “vigorous, productive tree”, seedlings are used mainly for rootstocks 

(Citrus 117).  “Selected cultivars are grafted onto rootstocks that are selected for improving tree 

vigor, fruit size and quality, cold hardiness and adaptability to soil conditions, as well as resistance or 

tolerance to diseases and nematodes”.  Rootstocks used in California for oranges are the Troyer and 

Carrizo citrange  (UC Davis IPM).   

Some orange varieties such as the Washington navel are seedless because they “lack viable 

pollen”.  These varieties can develop fruit without pollination, an ability called “parthenocarpy” and 

common to most commercial varieties.  Some pollination does take place by insects or the wind but it 

is not necessary to fruit development.  Spring is the best time for planting because the tree has time to 

become established before the danger of frost.  Orange trees need to be planted at the same height or 

slightly above the soil line to prevent disease problems such as gummosis.  “Soil at the bottom of the 

planting hole should be firm to prevent settling.  Exposed bark should be protected after planting with 

wrapping or painted with whitewash to prevent sunburn”.  Fertilizer is not added to the planting holes 

but is placed on the surface in small amounts as necessary throughout the growing season.  Orange 



 

 59 

trees can adapt to any soil type, clay, loam, or sandy (except salty soils) although they do best in a 

medium to deep soil that has good drainage (Citrus 120).   

Irrigation and fertilization must be performed in accordance with the soil type with sandy soils 

needing to be watered and fertilized more frequently.   Irrigation methods include low volume drip 

lines and micro emitters; some growers also use furrow and low head sprinklers. Attention must be 

paid to keeping enough moisture present in the root zone to prevent wilting but also having drainage 

of excess water.  For this reason, the base of the trees must be free of weeds.  Ground covers are not 

generally used in orange groves which are kept weed free by the use of herbicides.  There is a small 

amount of organic orange production in California of about 1,000 acres (UC Davis IPM). 

Wet soil during cold periods will help to reduce frost damage.  The rootstocks develop long 

taproots which are cut during transplanting to promote lateral root formation.  Orange tree roots are 

shallow with feeder roots fairly close to the surface within the top two feet of soil.  The roots also 

grow well beyond the “canopy edge”, necessitating a wider area of watering and fertilization.  

Nitrogen is often the only mineral which needs to be added to the otherwise fertile California soils for 

orange trees.  Mature trees need one to one and a half pounds of actual nitrogen per year beginning in 

January and then every four to six weeks until August.  Orange trees do not become dormant but they 

do stop growing when temperatures fall below fifty four degrees F.   For this reason, fertilization must 

not take place in late summer and fall or the trees will have tender new growth when they are most 

susceptible to frost damage; late winter is the best time to apply nitrogen.   The other elements which 

oranges require are “phosphorus, potassium, magnesium, calcium, sulfur in relatively large amounts 

and the micronutrients, iron, zinc, manganese, molybdenum, copper, and boron”.  Too much or too 

little of any mineral can be determined by an examination of the leaves (Citrus 124-126).   
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Unlike deciduous trees, orange trees store most of their extra food in their leaves, twigs and 

branches rather than in their roots.  This plays an important role in the timing of pruning because food 

storage is at its maximum in late February and early March in time for spring growth.  Pruning at this 

time would have a devastating effect on tree yield.  In fact, orange trees only require pruning in the 

form of removal of “dead, diseased or broken branches” and to make it easier to harvest, spray, or 

allow light to reach the fruit.  Patience must be applied when pruning trees with frost damage; it is 

best to wait for new growth to determine the extent of the damage.  Protection of severe cuts may be 

covered with pruning compound (Citrus 128).   

The flowers, which will become fruit, appear on new growth in late winter and early spring; 

only one percent actually will become oranges with the rest just falling off.  When temperatures rise 

in the spring, the trees experience what is known as “June drop”, as the immature fruit falls off.  The 

amount of fruit falling off depends upon the weather and the variety.  Sufficient water is crucial to 

fruit growth at this time.  Groves which are protected from the wind and with full southern exposure 

to the sun do best (Citrus 29-35).  

To reduce fruit drop, isopropyl ester of 2, 4-D is applied, usually from October through December in 

navel oranges and in the spring to Valencia oranges.  In Valencia oranges, the 2, 4-D not only controls 

fruit drop but improves the fruit size of the new crop.  Gibberellic Acid is applied to navel and 

Valencia oranges to delay senescence, the over ripening of fruit.   “It is also applied to navel orange 

trees after oil treatments to reduce rind breakdown (water spotting)” (California Citrus Quality 

Council).  

 In the San Joaquin Valley, the primary pests are the Citrus red mite, California Red Scale, 

Citricola Scale, Citrus Peelminer, Citrus Thrips, Forktailed Katydid, and Glassy-winged 

Sharpshooter.  Primary pests in the Coastal-Intermediate Region are the Argentine Ant, Brown 
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Garden Snail, California Red Scale, Citrus Bud Mite, Citrus Thrips, and Glassy-winged Sharpshooter.  

In the Desert Valleys, California Red Scale, Citrus Thrips, the Texas Citrus Mite, Woolly Whitefly, 

and Yuma Spider Mite are the worst problems.  In the Interior District, the Argentine Ant, Black 

Scale, Brown Garden Snail, California Red Scale, Citrus Red Mite, Citrus Thrips, and Glassy-winged 

Sharpshooter create the greatest need for pest control.  The California citrus industry is recognized as 

having the best approach among all commodities in integrated pest management.  Insect and mite 

pests are closely monitored and natural predators are widely used not only to lessen chemical impacts 

but also because many of the pests quickly become resistant to insecticides.  Reduced risk pesticides 

are another option available within the scope of IPM.  Weeds are kept down through the use of 

herbicides; molds and rot are also chemically treated.   Citrus nematode and sheath nematode are 

controlled through the use of chemical nematocides.   Phytophthora Gummosis, Septoria Spot, Brown 

Rot, and Armillaria Root Rot are the major diseases treated with chemical fungicides (California 

Citrus Quality Council).   

Orange trees start to fruit bear three to five years after planting and may take up to ten years to 

be fully productive.  Once they are harvested, they do not ripen further so they need to be picked at 

the right stage, as “measured by their color, juice content, level of soluble solid (sugar) and solids to 

acid ratio” (UNCTAD).  Washington navel oranges require nine months for fruit maturation and are 

harvested in the San Joaquin Valley from late fall through to early spring and depending on the 

weather sometimes into the summer.  Valencia oranges have a longer maturation time of twelve to 

fifteen months and are harvested from spring through late fall.   

Orange harvesting takes place only when the fruit and foliage are dry, usually after eight a.m.  

The reason for this is that “moisture on the fruit makes the rind turgid and a turgid rind is subject to 

damage due to the release of rind oil when pressure is applied”.  Damage to the rind opens up the fruit 
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to disease and decay.  Harvesting by hand is a “bag and ladder operation”, using a “strong cloth bag 

that opens at the bottom and is held by a strap across the picker’s shoulder” while they are on the 

ladder or standing on the ground.  The picker uses a “snub-nosed hand clipper” to cut the oranges at 

the stem and soft cotton gloves to prevent fruit damage.  The full bags are dumped into bins which 

hold 900 to 1,000 pounds of fruit and are picked up by machines which load them onto trucks.  The 

trucks deliver the fruit to the packing house where it is placed in storage rooms.  The packing house 

manager determines which fruit will be used for fresh consumption and which will be sent to the 

processing plant (Citrus 20-25).   

Oranges destined for consumption are dumped into a hopper and onto a belt where they are 

inspected by “a crew, working in a darkened area with the aid of fluorescent lighting”.  They are 

transported along the belt to a warm, soapy wash.  After washing and brushing they are moved to 

another conveyor belt where they are dried by warm blasts of air.  Graders are stationed along this 

belt where they cull out damaged fruit which will be sent to the processing plants.  After being 

graded, the oranges are sized according to how many will fit in a carton weighing approx. 36 pounds.  

Once they are packed, the cartons are machine sealed and moved along to cold storage where the 

temperature, humidity, and aeration are closely monitored.  The oranges are delivered within two days 

to market by truck or rail. (Citrus 20-25)  

At the processing plant, the fruit is delivered, dumped into a reservoir of huge bins, and then 

moved to the washing area before it is reamed or crushed.  During extraction, the juice and pulp are 

separated and placed in separate holding tanks.  It is then moved to concentrate plants where it is 

made into frozen concentrate and sold to plants for packaging.  The juice products are sold to 

distributors within each state or to wholesalers who in turn sell to retailers.  Retailers sell the product 

under the label of a large company or private grocery chain.  As is the case with any commodity, as 
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oranges move through marketing channels, value is added by labor, capital and management.  The 

orange industry also helps to support other industries such as fertilizer companies, grove care 

services, and packaging and transportation companies. 

 The orange marketing chain is very well illustrated by the chart below:  

 

(UNCTAD)   

 

 

 

 

 

 

 

 

Fresh oranges are provided to 

market by many medium sized companies 

which buy the oranges from growers.  Growers have moved towards 

cooperatives such as Sunkist in the United States to gain better prices and to improve their 

negotiating power. The orange juice market is dominated by four major companies based in Brazil 

and Florida.  The Brazilian companies, Citrosuco and Cutrale compete with the multinational 

companies, Cargill and Louis Dreyfus, and together they hold seventy five percent of the market share 

in Brazil and thirty five per cent of market share in Florida.  To keep control of their market share 

these companies must maintain their size and scale not only within the production of orange juice but 

also within its accompanying industries including transportation.  Recently, however, large beverage 



 

 64 

brands such as Coca-Cola with Minute Maid and Pepsi-Cola with Tropicana have begun to infiltrate 

the orange juice market.  As well, the Brazilian companies have been buying Florida juice plants to 

bypass U.S. tariffs and to gain a better position in the American market especially in the not from 

concentrated orange juice portion which is rapidly growing (ABECitrus). 

The United States has asked the World Trade Organization for reforms to tariffs on oranges.  

The U.S. has requested a cap at 25%; currently tariffs run as high as 49%, greatly inhibiting U.S. 

orange exports.  As well the government has requested the elimination of export subsidies in the 

European Union to be phased in over five years.  The European Union has spent as much as $48 

million on export subsidies for fruit and vegetables.    The proposed plan would cap domestic support 

at 5% of total production (USDA).  Under the North American Free Trade Agreement, domestic 

support and tariffs are being phased out between Canada, Mexico, and the United States (NAFTA). 

Consumers are very demanding regarding the “taste, appearance, and shape of oranges and the 

consistency, purity, and freshness” (UNCTAD) of orange juice.  They are also very concerned about 

food safety especially given the present political climate.  This concern has led to the development of 

labeling and the ability to track and trace the origin of the fruit.  Quality requirements include 

maturity or ripeness, cleanliness, presentation, and the absence of blemishes and disease.   

USDA standards include "U.S. Fancy which consists of oranges of similar varietal 

characteristics which are mature, well colored, firm, well formed, of smooth texture, and which are 

free from decay, broken skins which are not healed, hard or dry skins, exanthema, growth cracks, 

dryness or mushy condition, and free from injury caused by bruises, split, rough, wide or protruding 

navels, creasing, scars, oil spots, scale, 

skin breakdown, sunburn, dirt or other foreign material disease, insects or mechanical or  

 

other means.  U.S. No. 1 oranges must meet U.S. Fancy standards with the exception that 
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“each fruit shall be at least fairly well colored” instead of well colored. "U.S.  

 

Combination consists of a combination of U.S. No. 1 and U.S. No. 2 oranges provided 

 

that at least 40 percent, by count, of the oranges in each lot shall meet the requirements of  

 

the U.S. No. 1 grade”.  U.S. No. 2 grade is made up of the same requirements as U.S.  

 

Fancy with the exception that they may be fairly well colored, fairly firm, fairly well  

 

formed, and may be of slightly rough texture (USDA). 

 

The maturity of citrus fruit is determined by minimum juice content and minimum total 

soluble solids content (sugar content and coloring).  Quality testing is performed through samples 

taken from a block of trees and the testing of juice for “brix”, the total soluble solids, and for acid.  

From the results the sugar/acid ratio is found; it is this ratio which gives the juice its flavor.  To be 

sold as 100% pure orange juice minimum standards must be met.  Quality is also tested at different 

steps of marketing.  

Orange juice is sold in different forms, including freshly squeezed which is taken from 

fresh fruit and sold in containers without pasteurization.  With a shelf life of only a few days, freshly 

squeezed orange juice is sold in the dairy section.   It is also a popular drink to make at home 

especially in European nations.  On average, it takes 1 pound of oranges to make one 8-ounce glass of 

single-strength orange juice.  Frozen concentrated orange juice is an important international 

commodity and is made by removing the water (through evaporation) from orange juice that is 

extracted by machine from fresh oranges.  This frozen product which must be stored at 20o F. or 

colder, and can be stored for several years, is seven times more concentrated than ordinary orange 

juice.  Frozen concentrated orange juice was more popular in the past than orange juice in ready to 

drink cartons but consumer preferences have changed since the nineties, making not from concentrate 
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orange juice the most popular orange product.  Consumers enjoy the flavor which is close to freshly 

squeezed as well as the convenient packaging.  Our ready-to-drink orange juice, “Not-from-

Concentrate Orange Juice is processed and pasteurized by flash heating immediately after squeezing 

the fruit, without removing the water content from the juice”.  As this product is never concentrated, 

shipping costs are higher because six times the amount of frozen concentrated orange juice can be 

shipped for the same price.  A less expensive alternative to not from concentrate orange juice is 

refrigerated orange juice from concentrate, “a juice that has been processed to obtain the frozen 

concentrate and then reconstituted by adding back the water that had been originally removed” 

(UNCTAD). This is the juice which is sold in the popular “drinking box”                                                                                                                             

 A favorite among Americans, the orange is the third most consumed fresh fruit with bananas 

first and apples second.  However, as a juice it is number one; Americans drink two and a half times 

as much orange as apple juice.  Fresh consumption was at its peak in the 50s and 60s with people 

eating on average 19 pounds annually.  During the 70s through to the 90s fresh consumption dropped 

off to 12 pounds annually.  In the past two decades, the trend toward healthy but convenient foods has 

also contributed to the growth of orange juice sales internationally as have quality improvements, 

competitive prices, better advertising and new methods of packaging.  The industry, once producer 

driven, is now controlled by consumer preferences (USDA).   

According to the “USDA's Continuing Survey of Food Intakes by Individuals,  (CSFII), 

between 78 and 92% of fresh and processed orange products are bought in retail outlets and 

consumed at home with fresh oranges and orange juice as the main products.  Each American eats 

approx. 13.6 pounds of fresh oranges per year at home and the equivalent of approx. 64.1 pounds in 

orange juice.  Other popular places for oranges and their products are fast food outlets and schools.  

Consumption is high in the northeast with its higher wages and larger population and in the west 
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where fresh oranges are plentiful and relatively inexpensive.  Surprisingly though, despite the great 

supply of fresh oranges in Florida, people in the Midwest and south eat the smallest amount of 

oranges as compared to the rest of the nation.  People in urban areas consume far more oranges and 

orange juice than do those in suburban and rural areas.  When consumption by ethnic group is 

examined, Hispanics, African Americans and Asians consume more than do whites.  High income 

families appear to drink more orange juice than do low or middle income families but fresh 

consumption is spread equally among all three income groups.  Males eat more oranges and products 

than do females although females tend to consume more sorbets, marmalade, and orange flavoring 

(USDA).  

Several by-products of oranges also have economic value.  Essential oils, the volatile oils 

removed from the citrus peel, are released during extraction and recovered by removal with a spray of 

water, centrifugation, and cooling.  These oils are used to flavor drinks and ice cream and in making 

pharmaceuticals, soaps, cosmetics, and cleaning products.  Essential oils also have their own 

byproducts used in food and pharmaceutical production; these are made by the removal of “oxidative 

compounds” and concentration of the aromatic part by “vacuum distillation”.  D’limonene, a 

colorless liquid, is taken from the peel, evaporated and condensed to provide “monocyclic terpene”, 

used in the production of resins, ester gum, rubber, pine oil, pigments, inks, paint, food, 

pharmaceuticals, candy, and chewing gum.  Citrus pulp pellets are made in large industrial plants by 

adding calcium oxide to the leftover peels, crushing them into small parts and running them through a 

reactor to release their water content. Their humidity is then reduced and they are dried at a 

temperature of 140o then pelletized.  The pellets are used as filler in beef or dairy cattle feed 

(ABECitrus). 
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Challenges will continue into the future for the research and development of integrated pest 

management in orange groves, in particular for katydids, leafminer, citricola scale, and bud mites.  

Lower risk pesticides as well as biochemical and microbial pesticides will contribute to the safety of 

workers and consumers.  Ant baits must be improved to provide better control of Argentine Ants and 

Red Imported Fire Ants. Research is also crucial to control phytophthora and nematodes as well as 

fuller rose beetle and bean thrips which have caused problems for the foreign export of oranges.  

Another important issue looming large for producers of many commodities is the phase out of methyl 

bromide, preplant, beginning in 2005 (California Citrus Quality Council).  

A world-wide challenge is the disposal of orange peels as there is a limited amount which can 

be placed in landfills or used by farmers as feed.  This a problem in smaller plants which “generate a 

few tons per hour of peel” so it is not difficult to imagine the difficulties faced by large plants in 

Florida and Brazil which produce 1,000 tons per day of peel.  However, while the issue may be 

somewhat offset for large plants by the ownership of a feed mill next to the plant, this is not a viable 

alternative for small orange processing plants (Vincent Corp. com). 

New and exciting innovations are taking place in orange harvesting in the form of mechanized 

harvesting.  Mechanical harvesting using trunk shakers are now used on a limited basis in some 

countries but this requires the use of a chemical to loosen the fruit and is not used in the United 

States.  There is much excitement over the use of a new harvester which “looks like a giant 

hairbrush” with twelve foot spikes that shake and rotate.  The spikes loosen the fruit which falls onto 

a conveyor belt which transports it into a truck.  The machine is being tested in Florida in the hope 

that it will lessen the need for seasonal workers and allow the United States to better compete with 

Brazil in the orange juice market (USDA Agriculture Research Service). 
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 Farming provides more for us than the obvious benefits of food and livelihoods.  The orange 

tree not only gives forth a great tasting food but a beautiful tree graced by snowy white, fragrant 

blossoms.  We are not the only creatures who appreciate the attributes of oranges.  Honey bees are 

entranced by the sight and smell of orange blossoms which results in their creation of a mild and 

delicious honey.  Also enjoying the orange tree is “the caterpillar of the giant swallowtail butterfly, 

Papilio cresphontes, one of North America's largest and most spectacular butterflies” (Floridata) and 

protected under the Wildlife Protection Act.  This butterfly also called an “orange dog” is beautiful 

with a yellow bar across their wings. The caterpillar, which eats only citrus tree leaves, causes 

minimal, temporary damage to the leaves of adult trees although it can defoliate young trees; the adult 

butterfly obtains nectar from orange blossoms.  Many orange trees are also used strictly for 

ornamental purposes on private and commercial properties. 
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FISH LAB 

 

 
February 15,2006 

 

 

 

 

 

Period 3 
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INTRODUCTION 

 

 

 A trout is a fish of northern waters which is related to the salmon. Most kinds of trout live in 

northern lakes and rivers, and those which live in the sea run up the streams to spawn. Trout are 

important food and game fish. Many fisherman say that the trout is one of the best game fish out 

there. 

 

 The trout family is divided into several groups, the back spotted trout, and char. Char are the 

most handsome out of the two kinds of trout. Trout thrive in clear, cool waters with gravel bottoms. 

The fish spawn in cold weather of the fall or early spring. The eggs hatch when the temperature rises.  

 

 The most important of the black spotted trout would have to be the rainbow. They are found 

in the streams and lakes of western North America. They have also been set free in streams in the east 

and other countries. The rainbow has been known to reach weights up to 45 pounds. Under proper 

conditions the fish that that will be caught weigh between five and twenty five pounds. Rainbows 

remain in fresh waters and are much more brightly colored, with a bright, rosy band on the side. They 

fight long and hard for their freedom. They are known as a great game fish and they also make 

delicious food. 

 

MATERIALS/METHOD 

 

1. Obtain a dissecting kit from the instructor to do the dissecting with. 

2. Get a pan and then find the instructor and obtain an already gutted fish to work with. 

3. Now that the fish is ready measure all of the fins, count how many rays make each one up. 

4. Carefully observe and measure other details. 

5. Now that you are done observing and taking data down about the fish, carefully cut the fish open 

and look at the muscle structure of it. Make a drawing of what you see. 

6. Obtain a scale from the fish and look at it through a microscope. Draw exactly what you see. 

7. Now make a detailed picture of the fish using all the data that was obtained from part 3 and 4. 
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CONCLUSION 

 

 We were able to successfully observe the trout. We later then talked about where the fish was 

caught. This lab was a fun and easy way to learn the parts of a fish and the location of various 

structures 

 

 

FURTHER EXPERIMENTS 

 

 There are many ways this lab can be extended and I am sure that we may even do a few. First 

you could look at the internal organs of a fish. That may be kind of fun. We could even go out on a 

little fishing expedition and see if we could catch fish and determine the species on our own. That one 

would be a whole lot of fun. These are just a few of the many ways to extend this lab. 
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High School Work Sample #2 

(back to Table of Contents) 
 

 

Egg Quality Grading 

 

Laboratory 

 

Animal Science 230 

 

September 23, 2006 

 

Poultry Production
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Purpose: 

 

 By the end of this lab, the students should be familiar with the parts of an egg and be able to 

explain their functions.  They should have developed an understanding of the internal egg grading and 

demonstrate their ability to grade the eggs based on the criteria for an AA, A, B and loss egg.  In 

addition, the students will understand external quality grading and will be able to, once again, grade 

or classify the eggs using the criteria for an A, B and Dirty egg.  Furthermore, they will be able to 

discuss the differences between the various grades of eggs and understand the consumers’ preferences 

and the producers marketing strategies. 

 

Procedure: 

 

 To introduce this lab, our instructor showed us a labeled diagram of the parts of an egg.  She 

described and explained the function of each and its effect on the quality of the egg.  For instance, the 

size of the air cell indicates the freshness of the egg.  She also showed us a cross section of the shell 

which revealed the pores. 

 Next, she dealt with external egg grading.  We discussed the specifications for standards of 

external egg quality of an individual egg.  She explained how features such as body checks, shell 

shape and texture affected the grade assigned to an egg.  We were given the opportunity to classify 12 

nest-washed eggs afterward by the shell factors.  For this, we formed groups of three.  Each group 

numbered the eggs from one to twelve.  Then, using the chart which she had provided us with, we 

examined the exterior of each egg and assigned it a quality grade A, B or dirty depending on its 

appearance.  When this was accomplished each group had to pass its chart and eggs onto another 

group who would determine if the eggs were properly graded. 

 Following this activity, our instructor discussed the factors considered in internal egg grading.  

Still in the same groups, out instructor provided us with another dozen eggs.  This set we examined 

through the egg candler.  Each egg had to be given an AA, A, B or loss grade.  Then, us to select, at 

random, an egg from each of the four categories.  She supplied us with disposable plates and 

instructed us to crack them open, pour the contents into the plates and observe the differences in 

appearances of each.  We were also able to verify whether or not the eggs were correctly classified.  

This was the final activity.  Out instructor pointed out exactly how each egg should look if it was 

properly graded.  Class was then dismissed. 

 

Conclusion: 

 

 From this workshop, I learned the main parts of the egg and their functions.  I also learned 

how to classify eggs based on both the interior and exterior quality.  I was able to distinguish between 

the two types of grading.  Also, I discovered that interior quality indicates the degree of freshness, but 

exterior quality affects the consumers’ willingness to purchase a particular egg.  In addition, I realized 

that external egg grading tends to be subjective and the producer can use the grades to manipulate the 

buyer.  Moreover, I was alerted to the fact that the type of feed consumed by the chicken affected the 

richness of the color of the yolk.
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1. See diagram of the egg. 

 

2. On the basis of internal quality, edible eggs are divided into three classes.  The highest quality 

class is AA, the next in quality is A, the one after that is B, and the lowest quality is loss.  The 

whole purpose of internal quality grading of eggs is to determine how fresh the eggs are and to 

ensure that the consumer receives a high quality product. 

 

 The AA egg has a clean and unbroken shell which is practically normal in shape, texture and 

strength.  The air cell has a depth of 1/8” and is about the size of a dime.  It maintains a fixed 

position when the egg is rotated.  The yolk bears a shadow which is only slightly defined.  The 

yolk is practically free from defects.  The yolk is practically free from defects.  There is a clear 

distinction between the thin and thick albumen. 

 

 The A egg has a 3/16” to 3/8” air cell which is in a practically fixed position.  The yolk 

shadow is more clearly defined and practically free of defects.  The distinction between the 

thin and thick albumen is less obvious.  The white is clear and free of defects.  The shell is 

clean and unbroken and relatively normal in shape, texture and strength. 

 

 The air cell of the B grade egg is about the size of a quarter and 3/16” in depth.  It moves more 

freely between the membranes when it is rotated.  The yolk outline is very obvious (dark 

shadow).  It is enlarged and flattened.  There are serious defects and clearly visible germ 

development.  The white is weak and watery.  Small blood or meat spots may be floating in it.  

The shell is slightly stained with abnormal shape, texture and strength. 

 

 The loss egg has inedible characteristics such as definite blood line on the germinal disc, black 

rot and other foreign material.  The white is bloody.  Blood or meat spots are greater that 1/8”.  

The shell is broken with contents leaking. 

 

3. When the egg is broken out, the yolk of the AA egg is sitting very high.  The shadow is not clearly 

defined.  The thin and thick albumen can be clearly distinguished.  The yolk of the A egg does not 

sit as high.  The albumen is more watery and the distinction between the thin and thick albumen is 

less obvious.  The yolk of the B egg sits lower still and the albumen is thin and watery.  The loss 

egg has a yolk with blood due to germ development.  The albumen is watery and bloody. 

 

4. A body check is an egg with a shell that has cracked inside the hen and a layer of calcium has 

been deposited over the crack before it is laid. 

 

5. A check is an egg that has a broken shell or crack in the shell, but its shell membranes are intact 

so the contents do not leak.  It occurs outside the body of the hen.  For instance, when the egg is 

laid it may hit the wire of the cage and crack.
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6. For an exterior quality grade of A, the egg must have a shell which is clean, has only traces of 

specks, stains or cage marks and is free of any adhering material.  The shell is practically 

normal and is ovoid in shape.  It may have minor calcium deposits and an even texture.  

There are minor ridges and the shell is free from thin spots. 

 

 The B egg has a shell which is slightly stained (covering less than 1/32 of the surface) and 

no adhering foreign material.  The shape is abnormal (round, long or pointed).  The 

texture is abnormal and uneven.  There are large ridges or calcium deposits.  There are 

also pronounced ridges and thin spots. 

 

The Dirty egg is considerably stained.  There is adhering foreign material such as yolk, manure 

and feed.  The shape, texture and thickness of the shell are abnormal. 
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Agriculture Internship General Course Information 

Upper Division Internship (45 hours per unit) 

(back to Table of Contents) 

You may register for 2, 3, or 4 units depending upon the nature of the internship experience 

and/or the number of hours involved.  As a minimum, you must put in 45 hours of “work” per 

unit of credit.  The course is graded CR/NC.  The internship must be in a position that utilizes 

your training and interest in biology.  It can be on or off campus, paid or unpaid.  There is a 

special registration form that you must fill out before you can register for the class.  There 

are also several information sheets that need to be turned in at the start of the internship.  Your 

supervisor will be asked to complete a one page evaluation form near the end of the internship 

(thus be sure you have the correct name, title, address  ...with zip code… on the Site Information 

Form). 

 

In addition to completing the internship satisfactorily, you will be required to do the following: 

 

1) Complete and turn in the Internship Objective Form, Internship Application,  and the 

Internship Contract 

2) Develop a Computerized Portfolio (available from you professor) which includes: 

 Resume of the Functional Type 

 Cover Letter (such as would accompany an application for a job or a resume) 

 Internship Site information form 

 Job Description of your Internship position 

 University/Employer/Internee Agreement Form 

 List of Skills obtained as a result of the Internship 

 Documentation of hours involved in Internship activities 

 A Writing Sample on a topic selected in concert with your professor that is related 

to your Internship or career goal 

 A Work Sample documenting a specific task involved in your Internship 

 Evaluation of your internship ( brief evaluation of your internship: did it meet 

your expectations; why or why not) 

 Worksite Supervisor Evaluation 

3) Arrange an onsite visit by your professor. 

4) Your completed Portfolio is due no later than ________________________. 
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Internship Objectives 

 

Once you have been accepted at an internship site, summarize the objectives or expectations you 

have for this internship experience.  Keep a copy of this form since we would appreciate your 

providing us with your evaluation of this internship experience at the end of the term.  Did your 

expectations meet the reality? 

 

(1) What relationship does this internship have to your future career objectives (briefly explain)? 

 

 

 

 

 

 

 

 

 

 

 

(2) List the specific job experiences or non-job skills you hope to acquire with this    internship 

(explain, if necessary). 

 

 

 

 

 

 

 

 

 

 

 

(3) Describe the nature of your responsibilities as outlined by your supervisor. 
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Internship Application 

 

 

STUDENT NAME______________________________________________________________________ 

 

STUDENT ID#_____________________STUDENT TELEPHONE  #_(____)_______________________ 

 

STUDENT ADDRESS___________________________________________________________________ 

 

CITY_______________________________________STATE___________ZIP CODE________________ 

 

PERMANENT ADDRESS________________________________________________________________ 

 

CITY_______________________________________STATE___________ZIP CODE________________ 

 

PERMANENT TELEPHONE #_(____)____________________E-MAIL___________________________ 

 

UNITS CURRENTLY ENROLLED______UNITS COMPLETED______MAJOR___________________ 

 

CLASS STANDING (Junior, Senior,etc.)___________EXPECTED GRADUATION DATE____________ 

 

TERM INTERNSHIP IS DESIRED:   Fall______  Winter______  Spring_____Summer______   20______ 

 

 

TYPE OF INTERNSHIP DESIRED OR ALREADY ARRANGED________________________________ 

 

______________________________________________________________________________________ 
 

______________________________________________________________________________________ 
 

EDUCATIONAL BACKGROUND (Degrees or Licenses, if any)_________________________________ 

 

______________________________________________________________________________________ 
 

______________________________________________________________________________________ 
 

COURSE WORK AND EXPERIENCE (List Courses or other experience that relates to the internship you  

 

prefer)________________________________________________________________________________ 

 

______________________________________________________________________________________ 
 

______________________________________________________________________________________ 
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Cooperative Education/Internship Learning Contract 

 

STUDENT NAME______________________________________________________________________ 

 

STUDENT ID#_____________________STUDENT TELEPHONE  #_(____)_______________________ 

 

STUDENT ADDRESS___________________________________________________________________ 

 

CITY_______________________________________STATE___________ZIP CODE________________ 

 

E-MAIL ___________________UNITS CURRENTLY ENROLLED______UNITS COMPLETED______ 

 

MAJOR_________________________________CLASS STANDING (Junior, Senior,etc.)_____________ 

 

******************** 

 

EMPLOYER___________________________________________________________________________ 

 

SITE ADDRESS________________________________________________________________________ 

 

CITY_______________________________________STATE___________ZIP CODE________________ 

 

JOB TITLE____________________________________________________________________________ 

 

SUPERVISOR______________________________________TELEPHONE #_(____)________________ 

 

******************** 

 

FACULTY COORDINATOR______________________________________________________________ 

 

DEPARTMENT_____________________________________TELEPHONE #_(____)________________ 

 

COURSE #___________________UNITS_______ 

 

 

LEARNING CONTRACT AGREEMENT 

This LEARNING CONTRACT AGREEMENT may be amended by the student, Faculty Coordinator or Employer 

upon written agreement among the participants.  The student has the responsibility of providing a copy of the 

contract to the Faculty Coordinator and Employer. 

 

Student Signature___________________________________________________Date_________________ 

 

Faculty Coordinator Signature_________________________________________Date_________________ 

 

Department Chair Signature___________________________________________Date_________________ 

 

Employer Signature__________________________________________________Date________________ 
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2007 Documentation for the Electronic Portfolio 

(back to Table of Contents) 

The purpose of these directions is to enable the student to maintain their personal portfolio on 

computerized media.  It is not intended to replace the printed hard copy of the student portfolio, 

but is instead a method of developing those documents in a concise and very presentable manner.  

The student portfolio, when printed, is a dynamic document that changes over time.  It may be 

started at the high school level and continues to be maintained throughout a person’s career.  The 

portfolio goes with the student upon separation form the high school or college.  Many 

educational institutions may require a permanent record in the form of the student’s disk files 

developed using this program.  The program that is used in this process is Microsoft Word®.  

The shortcut for the program is normally on the Windows® Desktop or can be accessed through 

the Start, Programs, Word Menu.  Select programs, and items within programs, by moving the 

mouse to move the arrow on the screen to the selection and press the left mouse button twice.  

Some actions occur with one click of the left mouse button while others require 2 quick clicks of 

the mouse button.  The student will have to experiment to find what works for each selection 

area. 

 

Conventions used in this documentation are: 

Italics for menu selections 

Bold face for specific actions 

Explanations for each page 

Text in blue is intended to be deleted by the student in the final version of their portfolio. 

 

Opening Files: There are three files located on the portfolio disk.  Two files are the same 

computerized portfolio used with either Word 6.0/95® which is named PORT95.DOC or 

PORT97.DOC used with Word 97®.  The other file includes these directions and is named 

PORTDOC.DOC  To load the desired file simply start Microsoft Word® and move the arrow to 

File and click the left mouse button.  Then select by clicking the left mouse button Open.  Select 

the disk drive that the file is located in and type in the file name and click OK.  Make sure the file 

type (Word Document) is selected here and corresponds with the version of Microsoft Word® 

that the file was created from.  For Macintosh® users, Word files from Windows can be loaded if 

the correct conversion software is loaded on the MAC®.  Consult with experienced MAC® users 

for assistance with this process. 

 

Saving Files: Save the open Portfolio file by selecting File, Save.  If you choose to change the 

file name, select Save as.  Make sure that you have selected the proper disk drive, file type (Word 

Document), and have given the file a new and unique name, then click OK.  Never remove the 

disk from the disk drive during an editing session as the file may become corrupted and unusable.  

If a copy is desired, use My Computer from the desktop or Windows Explorer from the Start, 

Programs menu.  See the instructor for help copying files.
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Page Numbering:  The Portfolio includes numbered pages which automatically generate a Table 

of Contents.  As pages are added, the numbering system automatically updates each page.  These 

page numbers should then correspond with the Table of Contents and need to be checked there.  

Resetting the Table of Contents to reflect changes is covered under that section in these 

directions. 

 

Printing:  Any page can be printed by selecting File, Print, Current Page, OK.  As the student 

becomes more familiar with Microsoft Word ®, there are other options for printing.  The entire 

document can also be printed by selecting the print icon or selecting File, Print, OK.  Advanced 

printing features are available under options.  See instructor for help. 

 

Protection:  The document must be in the protected mode for data to be correctly entered in 

pages that have shaded data boxes.  These pages are protected so that changes to the page setup, 

lines, and text cannot be edited.  Make sure protection is activated prior to starting to input 

student data by selecting Tools, Protect Document, Protect the form, OK.  Leave the password 

area blank.  If the only option available under Tools is Unprotect Document, the document is 

already protected and the student can proceed.  Student data is input in the shaded area (form 

fields) on each page.  If, for some reason, the student wants to change the format of the page, 

they should be aware that any changes may cause formatting changes.  Remove protection by 

selecting Tools, Unprotect Document.  Once the changes have been made, the document can be 

protected again by selecting Tools, Protect Document.  Pages, which do not have shaded data 

boxes, must also be unprotected in order to make changes.  Use the same procedure above for 

this process. 

 

Removing Unwanted Pages: As many of the pages are for explanatory purposes only, they will 

have to be deleted in the final Student Portfolio.  This text is displayed in blue.  Once protection 

has been removed using the above process, highlight the entire page by clicking the left mouse 

button and dragging the cursor over the selected text.  Simply type the delete key once and the 

highlighted area is deleted.  Be careful when removing pages as it may result in causing other 

problems with other pages such as text that rolls over onto the next page leaving a great deal of 

blank area, or cause other formatting problems.  These problems are easily dealt with by an 

experienced Word® users.  The document can be protected again by selecting Tools, Protect 

Document.  In addition, there are many pages that are optional, depending on the student’s 

experience and need.  This should be discussed with the Instructor to identify what and how 

many of these pages are necessary.
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General Information: Most of the Portfolio sections and pages are self-explanatory.  As 

explained previously, the finished Student Portfolio will look very different from the initial 

document as many of the explanation pages will have to be removed.  Specific additional 

information is included here for clarification purposes.  Also, Help is available for most shaded 

input areas by typing the F1 key. 

 

Title Page: The student may choose to enter their Name, Major(s), Address(s), Telephone 

Number(s) on this page.  The Social Security Number is optional.  Make sure to create this page 

in a professional manner.  Fancy graphics or cartoons are not appropriate here. 

 

Table of Contents: Make sure that the page numbers here correspond with the actual page 

numbers of each page/section.  The page numbers are updated automatically by highlighting the 

Table of Contents and selecting form the Menu Bar Insert, Index and Tables, Table of Contents, 

choosing the desired format, and OK.  There is additional information for troubleshooting this 

feature in the Portfolio text. 

 

Introduction: A discussion of Why Choose a Portfolio and a Sample Table of Contents.  

Explanation is provided here.  These two pages will be removed in the final Student Portfolio. 

 

Career Development Section: 

 Individual Career Plan – Filled out by the student as they develop a plan for future activities 

and record test scores and accomplishments.  Entries are made by moving the cursor arrow to 

the appropriate shaded area and pressing the left mouse button one time.  For this to work 

properly, the page must be in the protected mode explained earlier in this documentation. 

 

 Sample Letters of Introduction/Application – There are links to examples of a letters of 

introduction or application that a student would create to introduce them to a prospective 

employer, college advisor, or any other opportunity where a written introduction would be 

appropriate.  The student would create his or her own Letter of Introduction and these links 

will be deleted from the final Student Portfolio. 

 

 Resume Preparation – A brief explanation on the principles of developing a professional 

resume.  The Resume is often the first impression that a perspective employer may receive 

from an individual.  It must be concise and well done in a professional manner.  These pages 

will be deleted as the student develops their own resume. 

 

 How to complete a job application – An introductory explanation on completing a job 

application.  A blank application is provided and should be printed out by unprotecting the 

document (explained previously), clicking the cursor on the page and selecting File, Print, 

Current Page, OK.  The printed hardcopy of the application is then completed in the 

student’s own handwriting.  Once this is finished, this page can be deleted.  Remember to 

protect the document when finished. 

 



Career Development Section: continued… 

 

 The Reference Letter –A simple explanation about the importance of proper reference letters.  

Make sure that references are individuals who know the student well and are able to provide 

a positive and factual measure of the student’s abilities and suitability to a job or educational 

endeavor. This is another page that will be deleted from the final portfolio.  Included also 

here is a link to an example of a good reference letter.  These links will be deleted from the 

final Student Portfolio. 

 

Work Samples: 

 

 Work Samples – An overview of the work sample with links to examples. 

 Requirements of the work samples – A detailed list of the requirements of the work samples 

that students will include in the portfolio.  The above 3 pages will be deleted from the final 

student portfolio. 

 

 Actual Student Work Samples – There are links to examples of actual work samples 

developed by students.  These links will be deleted from the final Student Portfolio. 

 

Writing Sample: 

 

 Requirements and Evaluation – An explanation of what writing samples are and how they 

need to be presented.  This page will be deleted also in the final student portfolio. 

 

 Writing Sample Examples – There are links to actual writing samples from student 

portfolios.  Again, these links will be deleted from the final student Portfolio. 
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Work Experience Documentation: 

 

 School to Work Profile – A data form that provides documents work based 

experiences.  This form should be updated as the need arises and a new copy 

printed to include in the hardcopy of the student portfolio.  Being a data form, the 

document must be in the protected mode for proper input. 

 

 Work Based Learning Expectation/Training – A document that is developed by 

the student and the employer as to the skills that will be learned and rated as a 

result of a work experience activity.  Being a data form, the document must be in 

the protected mode for proper input. 

 

 School Based Experiences – A record of educational experiences that pertain to a 

student’s career pathway.  Being a data form, the document must be in the 

protected mode for proper input. 

 

 Record of SCANS Competencies Achieved – A form that allows students, 

instructors, and employers to evaluate the student’s work world readiness.  These 

skills are a result of the U.S. Department of Education Secretary’s Commission on 

Acquiring Necessary Skills and have been deemed essential for successful 

employment and life-long learning.  Being a data form, the document must be in 

the protected mode for proper input.  An alternative would be to print out a copy 

and fill it out by hand. 

 

 FFA Farm Account Book or College Work Experience/Internship Record Book – 

these types of specific work documentation should be included in this section 

also.  There are computerized versions of the FFA Farm Account Book as well as 

College Work Experience/Internship Record Book available. 

 

Supplemental Materials – A section to include any other supportive materials. 

 

I hope you enjoy this method of developing the Student Portfolio.  We believe that 

not only will the process be easier this way, but will be much more presentable 

and secure.  If you have any questions or comments, feel free to contact me,  

 

    Dr. Mark Bender. 

 


