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Personal Project Guide 
For Students and Supervisors of Marymount Academy International 

What type of project 
will you produce? 

Art	Production-creating	a	
project	that	involves	either	
visual	art,	drama,	creative	
writing	or	music	
Documentation-documenting	
your	involvement	within	a	
school	extracurricular	activity	or	
the	development	of	a	personal	
goal		
Entrepreneurship	–developing	
and	marketing	a	product	that	can	
be	potentially	sold	in	order	to	
raise	money	or	awareness	for	a	
particular	social	group	or	cause		
Event-organizing	an	event	that	
benefits	the	school	community	
Research	Essay-a	formal	
research	essay	minimum	3	500	
words	on	a	specific	topic	of	
interest.	

What is the personal project? 
The	Personal	Project	 is	 an	 independent	 study	 that	 is	
selected	and	developed	according	to	a	particular	topic	
that	 you	 which	 to	 explore.	 Remember,	 you	 will	 be	
working	 on	 this	 project	 for	 an	 extended	 period	 of	
time,	so	it	needs	to	be	something	you	are	excited	and	
motivated	to	see	it	through	its	completion.		
	

The	 Personal	 Project	 is	 a	 reflection	 of	 your	
experiences	in	the	IB	program;	it	shows	the	skills	you	
have	developed	through	Approaches	to	Learning	and	
your	 understanding	 of	 the	 Global	 Contexts.	 The	
project	is	an	excellent	………………….Continued	pg	6			

20th Feb 2017 

Done! 

Your report is 
handed in to the IB 
Co . 

TBD March 

You will be asked 
to defend your 
Personal Project 
and we will have a 
fair.  

7th Feb 2017. 

 Your production 
is done and you 
will start writing 
the report. 

2 0 1 6 -  2 0 1 7  
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What do I need to create 
for my Personal Project? 
You need to create the following 1) A process 
journal 2) A product outcome for display 3) A 

project report   

Process Journal 
It	is	s	the	record	of	your	involvement	in	the	
Personal	Project	process.	It	should	record	all	of	
your	ideas,	your	planning,	your	discussions,	
clippings	of	readings	and	concepts,	diary	excerpts,	
meeting	schedules,	photographs;	whatever	you	do	
that	is	part	of	the	process	should	be	kept	in	this	
document.	You	choose	the	format	of	your	process	
journal.	It	might	be	a	scrapbook,	a	notebook,	or	a	
website,	for	example.	 
	
(See	page	5	for	more	details)	 

 

Product or outcome 
is	how	you	show	other	people	what	you	have	
investigated.	Apart	from	your	process	journal,	you	
need	to	have	some	way	of	showing	what	you	have	
produced	or	achieved	for	your	goal.	This	might	be	
an	actual	product	(model,	article,	artwork,	etc.)	or	
it	might	be	visuals	of	the	outcome	(photographs	of	
an	organized	event,	for	example).	
(See	p	16	for	more	details)	 
 

Project report 

is	a	summary	of	your	experience	of	the	Personal	
Project.	Using	no	more	than	3500	words	(not	
including	the	title	page,	bibliography,	and	
appendices)	you	must	describe	and	reflect	on	
your	experiences.	Extracts	from	the	Process	
journal	are	included	in	the	appendices	of	the	
report.	(See	p.	25	for	more	details)	 
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Principled Action: The big picture 
Action	involves	learning	by	doing.	
Principled	action	involves	the	choices	that	
you	make	which	extend	your	MYP	learning	
beyond	just	knowledge	and	understanding	
to	include	socially	responsible	attitudes,	as	
well	as	thoughtful	and	appropriate	action.	
The	key	components	of	principled	action	
are	built	into	the	Personal	Project:	it	is	
impossible	to	do	it	properly	without	
addressing	them.	 
Your	use	of	principled	action	will	take	a	
wide	variety	of	forms,	including:	
Developing	an	area	of	personal	interest;	 
Sharing	your	new	understandings	with	

those	around	you	(friends,	family,	teachers,	
other	IB	students);	 
Changing	your	behaviour	as	a	result	of	
recognizing	your	ability	to	make	a	
difference	through	the	decisions	you	make	
and	the	action	you	take	(or	choose	not	to	
take).	 
Principled	action	is	important	as	it	touches	
upon	many	aspects	of	the	learner	profile.	
Don’t	oversimplify	and	think	that	a	project	
that	provides	service	to	the	community	is	
the	only	way	to	show	principled	action.	The	
choices	that	you	make	throughout	your	
project	are	examples	of	principled	action!	 

Reflection 
Is a key aspect of principled action.  

Don’t	forget	to	reflect	at	all	times	throughout	
the	project,	not	just	at	the	end!	You	should	
regularly	be	reflecting	about	what	you	have	
been	learning,	the	decisions	you	have	made,	
and	the	action	you	have	taken	at	all	stages	of	
the	Personal	Project.	
Use	your	Process	journal	to	keep	these	
reflections	organized. 

Which one 
and why? 
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Approaches to Learning: The Nitty-Gritty 

Personal Project Objectives ATL skill clusters 
A: Investigating 
 
Define a clear goal and context for the project, based on personal 
interest 
 

Collaboration 
Critical thinking 
Creative thinking 

 
Identify prior learning and subject-specific knowledge relevant to the 
project 
 
Demonstrate research skills 
 

Information literacy 
Media literacy 
Transfer 

B: Planning  

 
Develop criteria for the product / outcome 
 

Collaboration 
Organization 
Critical thinking 
Creative thinking 

Plan and record the development process of the project  
 
Demonstrate self – management skills 
 

Collaboration 
Organization 
Reflection 

C: Taking Action  

 
Create a product  / outcome in response to the goal, context and 
criteria 
 

 
Organization 
Critical thinking 
Creative thinking 

 
Demonstrate thinking skills 
Demonstrate communication and social skills 
 

Communication 
Collaboration 
Critical thinking 
Creative thinking 
Transfer 

D: Reflecting  

 
Evaluate the quality of the product / outcome against your criteria 
Reflect on how completing the project has your knowledge and 
understanding of the topic and global context 
Reflect on your development as IB learners through the project 
 
 

 
 
Communication 
Reflection 
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The process journal 

What	should	I	keep	in	my	process	journal? 

 Your	process	journal	is	a	complete	record	of	
EVERYTHING	that	you	do	for	your	Personal	
Project,	from	START	to	FINISH.	You	should	use	
your	process	journal	to	store:	 
Brainstorming	for	your	topic	of	interest	
•	Notes	and	ideas	on	your	project’s	global	
context	
•	Concepts/ideas	for	your	project	
•	Information	gathered	from	your	

investigations	
•	Information	on	meetings	with	your	
supervisor	
•	Drawings,	pictures,	clippings,	
photographs	
•	Copies	of	interviews	and	discussions	

Reflections 
Above	all	else,	you	should	use	your	process	
journal	to	make	regular	and	detailed	
REFLECTIONS	on	your	ideas,	progress	and	
challenges.	Record	your	responses	to	other	
people’s	feedback,	your	positive	experiences	and	
your	disappointments.	 

Start your Process Journal Today! 

Your	process	journal	will	be	the	most	important	
document	in	your	Personal	Project	experience	
because	from	it	you	will	be	able	draw	all	the	kind	
of	information	you	will	need	to	write	your	report.	
You	will	need	to	include	an	extract	(maximum	
10	entries)	in	the	appendices	of	your	report.	 

What should it look like? 
You	will	choose	your	process	journal	format.	Choose	a	format	that	allows	you	to	be	
organised	and	chaotic,	tidy	and	messy,	because	you	will	be	putting	scraps	as	well	as	useful	
documents	into	it.	You	therefore	can	choose	from	a	number	of	formats:	 
•	A	web	site	
•	A	scrapbook	
•	A	binder	
•	Electronic	booklet	/	Word	document		
•	A	wiki	
•	A	blog 
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The Process journal is… The process journal isn’t… 

Used throughout the project 

An evolving record of intent, purpose and 
accomplishments 

A place to record thoughts, developments, 
brainstorming, and questions raised 

A place to record selected, annotated and/or 
edited research (with a bibliography!) 

A place for storing useful info (quotations, 
pictures, ideas, photographs, etc.) 

A means of exploring ideas and solutions 

A place for evaluating work completed 

A place for reflecting on learning 

Made in a format that suits your needs 

Used on a daily basis (unless you decide that it is 
what you need) 
 
Written up after the process has been completed 
 
Additional work on top of the project (it is an 
integral component that supports the project) 
 
A diary with detailed writing about what was 
done 

 

When	the	project	is	done,	you	will	have	to	include	up	to	10	entries	from	your	Process	journal	in	your	
report.	The	extracts	that	you	choose	need	to	represent	the	development	of	your	project,	as	well	as	
show	how	you	have	addressed	each	of	the	objectives	of	the	project.	It	should	include	elements	such	
as:	 
 

Oh this is important! 

-	graphic	organizers		
-	lists	
-	charts	
-	short	paragraphs		
-	notes	 
-	timelines	and/or	action	plans	
-	annotated	illustrations	
-	annotated	research	
-	artifacts	from	inspirational	visits	
to	museums,	performances,	etc.	-	
pictures,	photographs,	sketches	 
-	screenshots	
-	self	and	peer	assessment	
feedback	
-	notes	on	the	meetings	with	your	supervisor	 
 

 

What is the personal Project? Continued from 
pg 1. 
opportunity	to	share	with	others	
something	that	is	of	great	interest	to	
you.	 
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Your path through the PP 

Grade 10 
Thinking: 
(1) Topic of Investigation  
(2) Global Context  
(3) Goal / Inquiry Question  
(4) Outcome / Product  
(5) Investigate 
(6) Creating Criteria  

Grade 11 
 

Organizing: 
Timeline 
 
Start your basic research. 
 

Summer vacation 

Organizing: 
Plan 
Create 
 

Who will assess my work? 
Your	supervisor	will	assess	your	work	against	the	
four	criteria	outlined	in	the	appendices.	Your	
work	will	then	be	reassessed	by	another	
supervisor	to	confirm	the	levels.	A	sample	of	
work	will	also	be	sent	to	the	IBO	for	moderation.	 
 

Presenting: 

The Report 

Personal Project 
Show 
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Starting the Personal Project 
The	Personal	Project	needs	a	goal,	which	must	come	
out	of	a	topic	of	personal	interest,	set	in	a	global	
context.	This	goal	will	allow	you	to	show	us	the	
development	of	your	approaches	to	learning	skills.	 

 

STEP ONE: Topic for Investigation 
The	most	important	factor	to	consider	when	
choosing	a	topic	is	that	it	interests	you.	During	the	
first	PP	assembly,	you	spent	a	great	deal	of	time	
thinking	about	what	interests	you.	Once	you	have	a	
topic	of	interest,	you	have	to	choose	a	global	
context.	 
 

 

You	MUST	choose	a	global	context.	The	Personal	
Project	follows	the	form	of	an	inquiry.	The	global	context	
establishes	the	relevance	of	your	inquiry.	 
Consider	the	following	questions	when	trying	to	identify	a	
global	context	for	your	project:	 

! What	do	I	want	to	achieve	through	my	Personal	
Project?	 

! What	do	I	want	others	to	understand	through	my	
project?	 

! What	impact	do	I	want	my	project	to	have?	 
! How	can	a	specific	global	context	give	greater	

meaning	and	purpose	to	my	project?	 

Planning a fundraiser? 

If	you	are	raising	awareness	or	funds	for	a	
specific	organization,	your	global	context	will	
often	be	determined	by	the	organization’s	
cause.	 

STEP TWO: Global Context 
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Global Contexts 
BELOW	are	the	six	global	contexts.	Choose	only	one	for	your	project 

 

Identities and relationships 
Who am I? Who are we? 
An	exploration	of	identity;	beliefs	and	values;	physical,	mental,	
social	and	spiritual	health;	human	relationships	(families,	friends,	
communities	and	cultures);	what	does	it	mean	to	be	human?	 

 
What is the nature and purpose of creative expression? 
An	exploration	of	the	ways	in	which	we	discover	and	express	
ideas,	feelings,	nature,	culture,	beliefs	and	values;	the	ways	in	
which	we	reflect	on,	extend	and	enjoy	our	creativity;	our	

Orientation in time and space 

Personal and cultural expression 

What is the meaning of “where” and “when”? 
An	exploration	of	personal	histories;	homes	and	journeys;	turning	
points	in	humankind;	discoveries;	explorations	and	migrations	of	
humankind;	the	relationships	between,	and	the	
interconnectedness	of,	individuals	and	civilizations,	from	personal,	
local	and	global	perspectives.	 

Scientific and technical innovation 

Globalization and sustainability 

Fairness and development 

How is everything connected? 
An	exploration	of	the	interconnectedness	of	human-made	systems	
and	communities;	the	relationship	between	local	and	global	
processes;	how	local	experiences	mediate	the	global;	the	
opportunities	and	tensions	provided	by	world-interconnectedness;	
the	impact	of	decision-making	on	humankind	and	the	environment.	 

How do we understand the world in which we live? 
An	exploration	of	the	natural	world	and	its	laws;	the	interaction	
between	people	and	the	natural	world;	how	humans	use	their	
understanding	of	scientific	principles;	
the	impact	of	scientific	and	technological	advances	on	communities	
and	environments;	the	impact	of	environments	on	human	activity;	
how	humans	adapt	environments	to	their	needs.	 

What are the consequences of our common humanity? 
An	exploration	of	rights	and	responsibilities;	the	relationship	
between	communities;	sharing	finite	resources	with	other	people	
and	with	other	living	things;	access	to	equal	opportunities;	peace	
and	conflict	resolution.	 
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The	global	context	that	you	choose	can	cause	a	drastic	shift	
in	the	direction	that	your	Personal	Project	takes.	It	is	also	
possible	for	one	topic	to	develop	into	a	variety	of	forms	
based	on	the	chosen	global	context.	A	good	brainstorming	
activity	is	to	take	your	topic	and	see	how	it	can	apply	to	
more	than	one	global	context.	This	will	help	you	choose	the	
one	that	is	the	most	meaningful	for	you.	 
 

Examples 
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You	now	have	identified	a	topic	of	interest	and	a	global	
context.	The	next	step	is	to	set	a	goal	–	what	do	you	want	to	
achieve	with	your	project?	The	best	way	of	describing	your	goal	
is	to	create	a	question	that	will	guide	your	investigation.	Your	
question	must	reference:	 
•	your	global	context		
•	your	topic	 
	
Your	question	must	demand	inquiry,	and	not	be	a	question	
that	can	be	answered	in	a	sentence	or	two.	
	
Some	examples	of	inquiry	questions	include:	 
— How can I rejuvenate an antique wardrobe?  
— How can we make a school’s use of resources more efficient?  
— What role does a coach play in the success of a sports team?  
— Why is it important to train a dog and what are effective ways to achieve 
this aim?  
— How can single-gendered classes affect student achievement?  
— How effective are drug awareness program in our community, and what 
could be done to improve drug awareness and the dangers of substance 
abuse among our peers?  
— What affect does homework have on students’ relationships with family 
and friends?  
— How can a person change the world for the better through service without 
spending money?  
	
Talk	to	other	people	about	your	inquiry	question	ideas—your	parents,	
friends,	teachers,	etc.	Make	sure	that	the	global	context	can	be	clearly	
connected	to	your	question.	Then,	make	a	decision	as	to	your	question.	

Can I change my project? 
Yes, however with your request, you have to provide 
a new proposal. After September 9, 2015 no requests 
will be entertained. 

STEP THREE: Goal / Inquiry Question  
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l With	your	global	context,	topic	and	inquiry	question	in	place,	you	need	to	
think	about	what	your	outcome	or	product	will	be;	you	have	to	decide	the	
format	that	you	will	create	to	show	your	response	to	other	people.	How	do	
you	plan	to	answer	your	inquiry	question?	 
You	can	choose	from	an	almost	endless	list	of	possibilities	for	your	product	
–	choose	to	create	an	item	that	will	best	demonstrate	what	you	have	
learned	through	your	investigation	and	will	show	other	people	what	you	
have	learned.	 
Some	examples	of	outcomes	or	products	include:		
Performances	 
play, dance, song, speech  
Published	writing	 
creative prose, collection of 
poetry, major essay, extended 
article, script, review 
Events	 
Fund raising evening, service in 
action, celebration, major event  
 

Static	visual	displays	 
photographs, art, poster, model, 
artefact, drawings, statistical data 
Interactive	displays	
web site, video, audio-visual, 
animation  
 

You	have	decided	on	a	goal	that	you	think	is	achievable	for	yourself	as	well	
as	being	highly	challenging.	Try	to	think	about	how	you	can	make	a	
challenging	goal	into	a	“highly	challenging”	goal.	 

STEP FOUR: Deciding on the outcome/ product 

Challenging Goal Highly Challenging goal 
Learn the skills involved in photography Document your neighborhood through  a 

series of photographs 
Create a durable bag using second- hand 
material 

Create a collection of bags using second 
hand material 

Write an article for a journal and submit it 
for publication. 

Write and publish a n original book-length 
work of fiction 
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What	is	an	investigation? 

 An	investigation	for	the	Personal	Project	is	the	action	
of	finding	out	information	in	order	to	respond	to	an	
inquiry	question.	Using	your	inquiry	question,	you	will:	 
—	gather	all	the	information	you	can	from	a	variety	of	
sources	
—	evaluate	the	sources:	work	out	which	information	
is	really	useful	as	well	as	reliable	and	which	isn’t	for	a	
response	to	the	inquiry	question	 
photographs	
 

What sources do I use for my investigation? 
You	have	access	to	a	variety	of	information	sources:	•	Books	
•	Articles	from	magazines,	journals,	newspapers	
•	Web	sites	 
•	TV	programmes	/	video	clips	 
•	Expert	people	 
You	should	use	them	all,	initially,	to	find	out	as	much	as	you	can	on	your	topic.	This	will	
also	help	you	to	develop	your	criteria	for	your	product/outcome.	 
Record	all	of	the	sources	you	read,	view,	listen	to,	and	interview	in	your	Process	journal.	
This	will	form	a	valuable	resource	for	later	on	in	the	project	process.	 

What should it look like? 
Having	investigated	your	topic	by	reading,	viewing,	
listening	and	interviewing	to	gather	information,	
now	you	have	to	sort	through	what	you	have	
gathered	to	choose	what	is	most	useful	or	
appropriate	for	your	project	response.	 
There	are	many	techniques	that	you	can	apply	when	
selecting	which	information	to	use	and	which	to	
leave	out.	Some	examples	are	identified	below	as	
guides	or	reminders	of	what	to	do	at	this	point.	
Sometimes	one	technique	will	work,	but	more	likely	
you	will	have	to	use	combinations	of	them	to	finally	
choose	what	information	to	use.	 

STEP FIVE: Investigating 

You	must	use	in-text	citation	and	a	
bibliography,	formatted	using	the	latest	
edition	of	the	MLA	system.	See	the	
appendices	(p.	31)	for	help.	 
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Straight logic  
This	technique	requires	you	to	simply	select	information	by	thinking	
about	its	relevance	to	your	inquiry	question.	You	label	pieces	of	
information	as	either	‘Relevant’	or	‘Irrelevant’	and	then	use	the	
‘Relevant’	information	for	your	project.	 
Degree of importance  
You	make	four	categories	and	sort	through	your	information	labeling	
each	piece	of	information	according	to	the	category	that	best	
describes	what	you	have	found.	The	categories	are:	 
Absolutely essential  
You	cannot	respond	to	the	inquiry	question	if	you	do	not	use	this	
information.	Keep	it	and	use	it.	 
Very useful  
This	is	information	that	should	be	used	in	the	response	because	it	
makes	very	clear	to	everyone	what	you	have	learned	or	want	other	
people	to	learn	about	your	topic.	Keep	and	use	as	much	of	this	as	
you	can.	 
Interesting  
This	information	does	refer	to	the	inquiry	question,	but	if	you	did	
leave	it	out,	it	would	not	radically	change	your	response.	Use	it	if	you	
do	not	have	enough	of	the	two	levels	above.	 
Irrelevant	 
When	you	look	at	your	inquiry	question	this	information	does	not	
really	help.	It	is	related	to	the	topic	only,	but	not	the	global	context.	
You	ignore	this	information.	 
The	Checklist	 
For	this	technique,	you	have	a	series	of	questions	that	you	apply	to	
each	piece	of	information.	If	it	receives	ticks	against	all	of	the	
questions,	then	clearly	you	should	use	the	information	in	your	
response.	 
•	Is	the	information	source	reliable	and	is	the	information	accurate?	
•	Is	the	information	current	or	still	valuable	if	it	is	older?	
•	Does	the	information	help	me	respond	to	the	inquiry	question?	
•	Does	the	information	connect	clearly	with	the	area	of	interaction	
or	aspects	of	it?	•	Does	the	information	belong	to	my	topic?	 
•	Will	the	information	help	me	to	develop	my	project	product?	 
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Important notes on 
Investigating 
 (Research) 

• Be	sure	to	use	a	wide	variety	of	
sources,	and	not	just	the	Internet!	 

• "  Remember	to	check	the	validity	of	
your	sources.	 

• "  Research	not	only	the	topic,	but	
the	format	of	your	product/outcome	as	
well.	 

• "  Although	prior	knowledge	is	
important,	it	does	not	provide	
sufficient	depth	or	breadth	for	the	
project.	 

• "  Use	both	primary	and	secondary	

sources.	 
• "  Record	your	information	in	your	

process	journal,	along	with	
annotations	and	possible	uses.	 

• "  Take	notes	in	your	Process	
journal	on	the	decisions	that	you	have	
made	based	on	the	research	you	have	
done.	 

 
Researching is the MOST 

IMPORTANT step of this whole 
process. Without good research, 
you will end up with an inferior 

product and will have a hard time 
writing the report. 
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STEP SIX: Creating criteria for your product/outcome 

 You	will	need	to	create	criteria	to	evaluate	the	
success	of	your	product/	outcome.	These	criteria	
are	the	way	you	will	know	you	have	achieved	
your	goal.	 
You	will	need	to	ask	yourself	different	questions	
in	order	to	define	the	criteria.	The	questions	you	
ask	might	change	depending	on	the	type	of	
outcome	or	product.	Questions	you	might	find	
helpful	include:		
 

— What	will	my	outcome	or	product	look	
like?		

— What	type	of	materials	will	I	use?		
— What	techniques	will	I	use?	
— What	type	of	information	will	I	include?	
— How	will	I	present	the	information?	
— Will	I	include	visuals?	
— Do	I	need	to	consider	any	copyright	or	

intellectual	property	issues?	
— Who	is	the	audience?		
— How	will	I	get	feedback?		

 

Talk	to	other	people	about	your	criteria	–	your	
parents,	friends,	your	teachers,	etc..	You	can	
always	refine	your	specifications	later	as	you	
discover	more	about	your	Personal	Project	goal.	 
 

Supervisor or Mentor 
What is the difference between a Supervisor and 

Mentor at MMA? 
A supervisor is responsible for 
the educational aspect of your 
personal project. They give 
you advice and check to see if 
your work is complete and 
meets the standards of IB. 
They also grade your final 
work. They don’t need to be a 
specialist. 
Ref to page: 20 

A mentor is someone who is a 
specialist; someone from 
outside the school who will be 
able to validate your work. 
For example if you are making 
an Italian cook-book, you 
might need a person who 
knows Italian cuisine. It is not 
mandatory to have a mentor. 

In June, you will be required to submit 
your final criteria to the MYP 
Coordinator. From then on they cannot 
be changed, so make a special effort to 
produce appropriate specifications! 
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STEP Seven: Time - Line 

A timeline is often used as a project tool to either 
identify specific moments in time or to provide a 
step-by-step plan and time frame of how and when 
a project will be completed. 
 There are many different types of timelines from 
horizontal to vertical designs. For your project you 
will be producing a timeline that suits your project; 
either a weekly or daily. A timeline that 
chronologically lists the steps you will need to 
perform in order to complete your project by 
March 1st. You need to plan and decide what the 
necessary steps are in order to successfully 
complete your project.    
The timeline will indicate a monthly overview of 
how you will work on your project weekly. For 
each week write a detailed description of what 
you will need to do. Therefore you will start with 
the month of May 2015, up until the last week of 
February 2016. For the summer holiday period you 
do not have to indicate a weekly breakdown. The 
timeline is a very useful tool that will help you stay 
on task as well as plan and organize your project 
efficiently.  
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After	 you	 have	 thought	 of	 an	 idea	 for	 your	
Personal	 Project	 you	 will	 select	 a	 teacher	 or	 a	
support	staff	member	who	will	be	your	Personal	
Project	 Supervisor.	 The	 supervisor’s	 role	 is	 to	
guide	you	through	the	project	and	to	provide	the	
first	evaluation	for	the	final	outcome	and	overall	
process.	 You	 will	 meet	 regularly	 with	 your	
supervisor	 to	 discuss	 your	 progress,	 and	 to	 get	
feedback	and	advice.	While	there	will	be	several	
compulsory	meetings	 (see	 the	 list	 of	 important	
dates)	it	is	your	responsibility	to	meet	with	your	
supervisor	 as	 often	 as	necessary.	 It	 is	 also	 your	
responsibility	 to	 keep	 appointments,	 meet	
deadlines	and	take	all	the	necessary	materials	to	
the	meetings	with	your	supervisor.	These	terms	
are	 stipulated	 in	 the	 Supervisor	 Contract	 Form,	
that	both	you	and	your	Supervisor	sign	together	
to	 signify	 a	 commitment	 to	 producing	 quality	
work.	 This	 contract	 will	 be	 given	 to	 the	 IB	

Coordinator	along	with	the	Project	Proposal.	
	

Having	a	Supervisor	 is	 an	 important	part	of	 the	
process	because	it	helps	you	keep	on	task	for	the	
project.	 In	 learning	 to	 keep	 track	 of	 all	 the	
deadlines	and	following	the	required	steps	your	
Supervisor	will	 support	 you	 and	 encourage	 you	
along	 the	 way.	 For	 each	 meeting	 be	 sure	 to	

record	 what	 was	 discussed	 concerning	 the	
project	in	your	Process	Journal	and	have	your	
Supervisor	sign	a	Log	Sheet	that	 indicates	the	
date	 and	 the	 duration	 of	 the	 meeting.	 For	
certain	 regulated	 meetings	 your	 Supervisor	
will	 evaluate	 your	 progression	 as	 a	means	 to	
assess	your	 current	developments	 in	 creating	
your	project.		
	

A	 mentor	 can	 be	 anyone	 from	 outside	 of	
school	 that	 can	 offer	 you	 considerable	
guidance	 in	 developing	 your	 project.	 You	 can	
have	 various	 mentors	 but	 you	 are	 not	
obligated	to	have	one.	 In	the	case	that	you	do	
select	 a	 mentor	 be	 sure	 to	 document	 your	
meetings	 in	 the	 Process	 Journal,	 and	 as	 with	
the	 Supervisor,	 have	 your	mentor	 sign	 a	 Log	
sheet	that	 indicates	the	date	and	the	duration	
of	 the	 meeting.	 It	 is	 important	 to	 build	 a	
network	 of	 support	 in	 relation	 to	 your	
Personal	 Project	 because	 it	 will	 help	 sustain	
focus	in	achieving	your	goal.		
	Chose	your	supervisor	well,	if	your	

supervisor	is	too	busy,	he/she	will	not	be	
able	to	give	you	the	time	you	require	to	
guide	you.	Though	you	should	feel	
comfortable	with	your	supervisor,	he	
/she	can	only	guide	you	through	your	
work.	The	supervisors	should	not	do	the	
work	for	you	either. 

Supervisor Selection  

 

 

 
 

 

 

 

 

 
 

 

 

 

 

 
 

Get your supervisor and mentor 
contract form signed. Keep a record of 
your meetings on your log sheet. Refer 
to pages: 32 and 34 
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HOW TO EFFECTIVELY WORK  
WITH YOUR SUPERVISOR 

 
 
How often should I be meeting with my supervisor? 
You should be touching base with your supervisor at least once a week. You should be having 
formal meetings with your supervisor at least once a cycle. 
Note: Do not expect supervisors to be available to you over the summer. Make sure you have 
met with them sufficiently before the end of June so that you have a very good idea of what you 
need to get done over the summer. 
 
Who is responsible for setting up supervisor meetings? 
You are! Your supervisor will not chase you down to make sure that you are scheduling 
meetings. 
 
What should I be doing in my formal meetings? 
Bring evidence of what you have been doing, and what you need to do next. 
These include: 

• Your Process journal 
• Photos of what you are working on 
• Documents that show what it is you are working on 
• Your timeline (ex: Gantt Chart) 
• To-do List 

What should I do after my meeting? 
You must fill out a meeting form and submit it to the IB Coordinator. These must be done 
immediately after the meeting takes place. As collaboration with your supervisor is an 
important part of your process journal, make sure you also take note of what was done at those 
meetings in your process journal. Do this immediately too so as not to forget what was 
discussed.

What will happen if my supervisor is no longer at Marymount in September? 
Please meet with your IB Coordinator immediately. Since your supervisor is in charge of 
your personal project grade, it is important that you have another supervisor assigned to you 
as soon as possible.  
There are two possible solutions, find a teacher who isn’t supervising Personal projects and 
approach them to be your supervisor, or a supervisor will be assigned to you by the IB 
steering committee. 
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What is the project report? 
The project report is the formal record of the 
entire process that you undertook to 
complete your Personal Project investigation. 
It will explain clearly to whomever reads it: 

• Your specific topic 
• Your global context 
• Your inquiry question and the product 

or outcome that you have created 
• Your plans and the processes that you 

implemented 
• The resources that you used 
• The techniques that you applied 
• The challenges and issues that you 

faced and perhaps solved 
• What you learned about your topic and 

global context from your investigation 
• What you learned about yourself as a 

learner from the Personal Project 
experience 

What should the project report look like? 
The report is where you bring together and 
summarize all the work (including the 
thinking and planning) that helped you to 
complete your project. 
 
You can start drafting the report at any stage 
or begin when you have completed the 
outcome or product; however, make sure you 
plan/schedule in enough time to produce the 
report. 
 
The information that you include in the 
report is organised into specific sections, 
whichever format you choose. The report 

does not replace the product or outcome 
of your project, so think about how you 
will communicate the information in the 
best way for you. You will need to plan 
and organise the information. Your 
process journal will be extremely 
important at this point, as it will contain 
all the information that you need to 
complete the report, if you have used it 
consistently. 

Your project report 
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The report must include the following: 
1. Title Page 

The title page must include the 
following: 

•	Student	name	
•	Title	of	the	project	
•	Length	(word	count	- maximum is 
3500 words) 
•	School	name	
•	Year	

2. Table of Contents 
Don’t	forget	to	double-check that your 

page numbers are correct! 
3. Body of the Report 

The body of the report is structured 
around the objectives and assessment 
criteria and it must include these 
sections: 
•	Investigating	(criterion	A)	
•	Planning	(criterion	B)	
•	Taking	Action	(criterion	C)	
•	Reflecting	(criterion	D)	
Remember to address all strands of the 
assessment criteria in each section. 

 
 

4. Appendices 
Your appendices include your 
bibliography, as well as a 
maximum of 10 process journal 
entries that cover all the four 
assessment criteria. You may also 
include other pertinent information, 
if you wish. 

5. Personal Project Cover Sheet 
This sheet contains an overview of 
your project and is essential for 
moderation. 

6. Academic Honesty Form 
This form is a signed document, 
filled out with your supervisor, 
indicating that you confirm that all 
of the work you have produced, 
including the report and final 
product, are your own. This form 
also includes a space to indicate 
details of three meetings between 
you and your supervisor. The 
meetings you choose to document 
should take place as follows: 
One meeting towards the beginning 
of your Personal Project, 
One meeting towards the middle of 
your Personal Project, and 
One meeting towards the end of 
your Personal Project. 

The Personal Project Cover Sheet 
you can make yourself but the 
Academic Honesty Form is 
available in appendices. 
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The Personal Project report is a formal 
piece of writing. As such, it should be written 
with great care, and should be free of 
colloquialisms. Numbers should be written as 
words, you should not use contractions, and 
you should pay attention to run-on sentences. 
Make sure that your ideas are clear and 
focused. Once moderation starts, your reports 
could end up in any part of the globe, so make 
sure to represent yourself in the best way 
possible. 

Can anyone help me to edit my project report? 
The project report should be as error-free as possible, so it is crucial that you seek out 
other people to edit your drafts. In the publishing world, the editing process is essential 
so you must apply it in your Personal Project report. You can approach family, friends 
and teachers for assistance with grammar, punctuation and spelling matters. However, 
while they can help you with editing, they CANNOT write the project report for you. It 
must ultimately be your own work. 
	
	
Finally…	
Remember that you are not doing this on your own. Your supervisor and others will 
help you along the way, and by choosing something that you want to explore, your 
project will be much more fulfilling (and interesting) for you. With proper planning 
and effort, you will complete the project and by the end of it, you will be more 
knowledgeable and skilled in your chosen area!  
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Personal project assessment criteria: Year 5 



 

 

PERSONAL PROJECT GUIDE 2016-17 

28 



 

 

PERSONAL PROJECT GUIDE 2016-17 

29 



 

 

PERSONAL PROJECT GUIDE 2016-17 

30 



 

 

PERSONAL PROJECT GUIDE 2016-17 

31 

“95% of people think that learning 
about new things boosts your 
confidence” 
-National Adult Learning Survey,                                                                                          

DfEE, 1998 
Knowledge is the key to success. It is the knowledge, which allows us to 
advance to a better life. Without knowledge, we would not be able to accomplish 
anything in life. We live in the age of information and the future age is the age of 
knowledge. 
The ability to obtain, assimilate and apply the right knowledge effectively will be 
the key skill in the next century. The abilities are no longer judged by 
qualifications, but will be assessed by the capacity to learn and adapt in the 
future. Learning throughout life for knowledge is important. Even our jobs require 
us to be competitive which can be achieved only through constant learning. 
by V.A.Ponmelil retrieved on 14th April 2015 from http://education.newkerala.com/india-
education/Why-Should-I-learn.html 

An annotated bibliography is a list of citations to books, articles, and documents. Each citation is 
followed by a brief (usually about 150 words) descriptive and evaluative paragraph, the annotation. 
The purpose of the annotation is to inform the reader of the relevance, accuracy, and quality of the 
sources cited.  
 
Broadly, a citation is a reference to a published or unpublished source (not always the original 
source). Rather than give you the ways to cite your sources, I am providing you links to the sites, 
which will give you a broad overview of the MLA style and other sites that will help you in creating 
MLA style references.  
An overview of how to do it: 
https://www.library.cornell.edu/research/citation/mla 
 
More information about MLA style: 
https://owl.english.purdue.edu/owl/resource/747/01/ 
 
Sites that do the job for you: 
http://www.citationmachine.net/mla 
http://www.calvin.edu/library/knightcite/index.php 
 
 
 

All sites were retrieved on Apr 14th 2015 
 



 

 

PERSONAL PROJECT GUIDE 2016-17 

32 

Name of Student:____________________________________ 
 
Project title:_________________________________________ 
 
Supervisor / Mentor:__________________________________ 
 
 
Date	 Duration	of	meeting		 On	task	(Yes)	/	

Not	on	task	(No)	
Supervisor	/	Mentor	Signature	
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I, ______________________________ as  
supervisor for the personal project do promise 
to 

1. set aside regular meeting times with the 
student*. (They don’t have to be long, just 
enough time to check the student’s progress 
and answer questions. It is suggested that 
you meet at least once a month. Your first 
meeting should clarify the student’s topic and 
the global context link. You should also offer 
advice about setting clear goals and 
expectations.) 
2. provide three required evaluation progress 
reports to the IB Coordinator. * 
3. sign and date the student’s log sheet each 
time we meet and provide ongoing feedback 
and comments as appropriate*. 
4. advise the student of appropriate 
informational sources. 
5. encourage the student and show 
enthusiasm for their project. 
6. provide an evaluation to the student during 
your last meeting*. 
7. attend the student’s Personal Project fair, if 
at all possible. 
 
Signature: ____________________________ 
 
Date: ________________________________ 

I _________________________________as 
the student do solemnly promise to: 
 
 
1. Read and understand all the documents 
provided  

2. ensure that all the work done is my own  

3. check in with my supervisor at least once 
a week  

4. arrange formal meetings with my 
supervisor at least once a month  

5. arrive promptly to all my meetings  

6. respecting all the deadlines given  
 
 
Signature: ___________________________ 
 
Date:_______________________________ 

* The onus is on the student to 
approach the supervisor for any 
meeting, evaluation or help. 
They must have all their work 
and materials as well as the 
necessary forms. 

Parent’s corner: 
 

I ____________________________the parent of __________________________________ do promise 

to provide adequate support to my child for the completion of his / her personal project. 

Signature: __________________________ Date:__________________________________________ 
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Afterword… 
You have read the guide. You know what needs to be done.  The 
main question is how to do it. What I always say is prioritize, get 
your criteria and timeline done and STICK TO IT. It is very easy 
to get behind on your personal project. Make it a habit to reflect in 
your process journal often and very soon you will realize that you 
have finished most of your work without even noticing it. This 
work is yours and you should be proud to share it with your peers 
and parents. So make yourself PROUD! ~ Dr. K 

All the best! 

Marymount Academy International 

5100 Cote Saint Luc 
Montreal, QuebecH4B 2Y6 

Students and Supervisors of Graduating class 2017 

My email: Rkhodaie@emsb.qc.ca 
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Disclaimer: 
None of this work is original and adapted by 
Marymount Academy International. I would like to 
thank International School of Paris, Howard S. 
Billings School, Chateauguay and its wonderful 
moderation team, Suzhou Singapore International 
School and the IB Personal Project guide from whose 
guides this has been developed. The photographs used 
are mainly from school and others were found on 
public domains.  
          ~ R. Khoddaie 


