Chapter 11 (Extended Essay) Appendix 1: Sample extended essay schedule

The schedule set out below is an example of a possible timeline for a northern hemisphere school. Such a schedule would be included in a support booklet for students (see the last part of section 4 above). 

	This extended essay schedule gives general dates. 

Most of the meetings with your supervisor will be 20–30 minutes. 

Specific dates for presentation and formal interview will be arranged nearer the time. 

	March, 

week 1
	Introduction to the extended essay

Meeting with IB coordinator and the librarian

	March

week 2
	Select a subject area and a supervisor.

Complete the Consent Form and return it to the IB coordinator.

	March

week 4
	Meeting 1 with your supervisor

Discuss suitable areas of research. Decide what you need to do over the spring break. During this time you should read the support booklets you have been given: A Research Manual for Students and The IBO’s Guide to the Extended Essay.

	April

week 3
	Meeting 2 with supervisor 

Your supervisor will review with you the following:

· the subject-specific criteria and the general criteria from the IBO’s guide to the extended essay

· key points from the Research Manual

· the reading/research that you did over the spring break. 

You should now: 

· refine your area of study

· work out a reading bibliography/list of equipment required

· set goals for the next meeting – this his should include creating a skeleton structure for your essay

· talk to the librarian about finding resources. 

	April

week 4
	Workshop on research skills and referencing
This is an additional workshop for those who feel they still need support in this area. The workshop will be held in the library and conducted by the librarian.

	May

week 2
	Meeting 3 with supervisor (progress and planning meeting). 

Decide on a title. Did you reach the goals set in the last meeting? Set new goals. These should include further reading/analysis/research/experimentation. Outline your PowerPoint presentation to your supervisor. Plan what you need to do over the summer vacation. 

	May

week 4
	Meeting 4 with supervisor, and presentation.
You will need to prepare a 5–10 minute PowerPoint presentation on your extended essay. Your presentation will be in front of other students, your supervisor, the IB coordinator and the librarian. Your presentation should include: your aim, hypothesis, sources of information/experiment details, areas of concern, a skeleton outline, from title page to bibliography including chapter headings (this is like a roadmap and will be used to direct your work over the next five months).

Readers of this book: refer to section 6 in this chapter for the presentation.

	June

week 2
	Report home to parents from supervisor.

This report outlines the progress the student has made and what she or he needs to do over the summer vacation.

	Summer 

vacation
	Complete first draft by next meeting. 

Your supervisor may ask you to keep in contact via email over the summer.

	August

week 4 
	Submit first draft (two hard copies and one soft copy on disc) to supervisor. 

	September

week 1
	Meeting 5 with supervisor and formal interview.
Readers of this book: refer to section 6 in this chapter for the interview.

Your supervisor will decide at this meeting whether she or he wishes to see a second draft of your essay in October.

	September

week 2
	Report home to parent from supervisor.
Report highlights progress made and work still to be done.

	October

week 1
	Complete second draft (optional)

Your supervisor may request a last draft at this time, if he or she feels it is necessary.

	November

week 1
	Meeting 6 with supervisor. Submit final draft.
Submit one soft copy to the librarian for a check on plagiarism.

	December

week 2
	Submit final copy of your extended essay. 

You should give three bound copies of your essay to the supervisor and a soft copy on disk to the librarian.


Appendix 2: Sample progress tracking form 

This form should be incorporated into the school’s guide to the extended essay support booklet.

	Use these pages to keep track of the compulsory meetings with your supervisor, questions you wish to raise, and tasks that you need to complete.

At each meeting ask your supervisor to sign and indicate how many minutes he or she has spent with you. In most cases you will also need to meet with the librarian. This is to support you with the research process and to assist you in referencing your work properly. In these cases, the librarian is also asked to sign but the time she or he spends with you is not counted in the total.

Please note: the IBO states that the amount of support given by the supervisor should not total more than 5 hours.

If you need to have extra meetings with your supervisor ,use the ‘Notes’ section at the end of this document to record information and how long the session lasted.

	Meeting 1 (March, week 4)

	Questions…

	

	

	My tasks for the spring break are…

	

	

	Supervisor’s initials: 
	Date: 
	Time spent: mins

	Librarian’s initials:
	Noted area of research:

	

	Meeting 2 (April, week 3)

	Questions…

	

	

	My goals for the next meeting are…

	

	Discuss resources with librarian

	Supervisor’s initials: 
	Date: 
	Time spent: mins

	Librarian’s initials:
	

	

	Meeting 3 (May, week 2) progress and planning meeting

	Questions…

	

	

	My tasks for the summer vacation are…

	

	

	Supervisor’s initials: 
	Date: 
	Time spent: mins

	Librarian’s initials:
	Title:

	

	Meeting 4 (May, week 4): presentation

	Feedback on my presentation …

	

	

	

	

	

	Supervisor’s initials: 
	Date: 
	Time spent: mins

	

	Meeting 5 (September, week 1): formal interview

	Feedback on my formal interview …

	

	

	

	

	

	Supervisor’s initials: 
	Date: 
	Time spent: mins

	Supervisor requested to see a second draft in October? Yes / No

	

	Meeting 6 (March, week 4)

	Questions/concerns …

	

	

	

	

	

	Supervisor’s initials: 
	Final draft submitted: 

Disk submitted: 
	Time spent: mins

	Librarian’s initials:
	

	Turnitin report to be forwarded to student and supervisor, so that student can rectify problems before submission.

	

	Extended essay submitted

	Notes:

	

	

	

	

	

	Supervisor’s initials: 
	Date: 
	Total time spent with supervisor: hrs

	Disk submitted

Librarian’s initials:
	Final report from turnitin.com to be sent off together with essay to the IBO


Appendix 3: An example of a General Criteria Checklist.

(based on a version devised by Ian Dorton, chief examiner of economics for the IBO)

Note: Marks given for the general criteria constitute two-thirds of the total marks for the essay. Getting students to focus on the areas below is one of the easiest ways to improve their scores. 

The majority of the points below are pertinent to all extended essay programmes. The IBO does not stipulate any one system of referencing sources. Points 6 and 9, however, have been included to reinforce the fact that a school needs its own consistent system of referencing.

	Point
	Action
	Check (

	1
	Is the essay within 4000 words?
	

	2
	Is there a Contents page?
	

	3
	Are all pages numbered?
	

	4
	Are all diagrams, charts and graphs indexed and labelled and sources referenced where applicable?
	

	5
	Are all necessary terms defined/explained?
	

	6 *
	Is every reference cited in a footnote?
	

	7
	Are your references cited consistently and correctly?
	

	8
	Does the Bibliography include all and only the works of reference you have consulted?
	

	9*
	Does the Bibliography specify author(s), title, date of publication and publisher for every reference?
	

	10
	Are the Bibliography sources cited consistently and correctly?
	

	11
	Does the Appendix contain only relevant information?
	

	12
	Are all references to the Appendix clearly cross‑referenced and labelled?
	

	13
	Is your research question stated on the title page?
	

	14
	Is your research question stated and in bold in the Introduction?
	

	15
	Is your research question restated and in bold in the Conclusion?
	

	16
	Does your Conclusion address unresolved questions?
	

	17
	Does your Conclusion address new questions that have emerged?
	

	18
	Are your Introduction and Conclusion titled?
	

	19
	Is your Abstract within 300 words?
	

	20
	Does your Abstract contain the research question (in bold), the scope of the investigation and the conclusion reached?
	

	* tailor according to the school’s common referencing system
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