
 

Innovation Academy Charter School 

Innovation Academy Community Association (IACA) Scholarship Application 

PROCEDURE MANUAL 

Description  

 The scholarship applicant must be enrolled as an IACS student and must be a graduate of 
the 2010-2011 senior class from Innovation Academy Charter School. 

 The student must already be enrolled in an undergraduate program or be enrolling for the 
upcoming school year. 

 A typed resume is required which includes work experience and activity sheet.  This should 
describe any real work experience, volunteering, extra school activities, groups, clubs, 
outside organizations and sports. 

 One letter of recommendation is required and it should be typed.  It can be a duplicate of 
one written for a college application.  If you have a recommendation on file with IACS and 
wish to use it, circle yes on the application and specify who the letter is from.  You must 
obtain a signature from the person supplying the recommendation.  Contact: Jenny Warren 
for recommendation.  If your answer is no, you will need to submit a letter of 
recommendation with your application. 

 A copy of your transcripts for both junior and senior years is required. 

 A typed essay is required and should be a maximum of 250 words.  Submission of this essay 
is to answer the following question: 

What are your aspirations? Indicate in which area(s) of scholastics you are considering 
making your career and specify how your current academic program and overall educational 
plans will assist you in achieving this goal. 
 
Overview  
The scholarship committee shall consist of five (5) members. Two (2) members are to be from 
the IACS faculty and three (3) members from the IACA membership.  The IACA subcommittee 
chair person and one (1) IACA member will be present at the scholarship selection meeting to 
offer instructions, answer any questions and keep the group on track.  No one having a child in 
IACS grade 11 or 12 may be on the scholarship committee.  If one of the (5) members are unable 
to make the judging, a previously selected alternate will attend.  The rules of the scholarship 
committee and revisions must be subject to the approval of the IACA board. 



 

Schedule of Events  

 
February/March  (IACA meeting) ‐ The IACA budget has $2000 allotted for scholarships.  The 
committee voted to have two recipients via democracy vote.  The money needs to be divided evenly 
$1000 each.  The IACA Scholarship Committee must be formed.  The IACA members present are 
given the first opportunity to volunteer for the Scholarship Committee.  If more than three (3) IACA 
members sign up, then a lottery will be used to select the committee members.  If less than three (3) 
IACA members volunteer then a letter must go out to all IACA members for the additional 
volunteers.  Again, a lottery will be used for selection if too many volunteers sign up.  A faculty 
volunteer signup sheet will be posted for the two (2) faculty members necessary and a lottery will 
be used for selection. 

April (4th Monday) – Seek approval for the IACA Scholarship application procedure and application 
form from the IACA committee.  The application should be released to the Director of College 
Counseling, Jenny Warren.  Flyers should be displayed throughout the high school and cafeteria and 
IACA Website. 

May (2nd Monday) ‐ All scholarship applications addressed to the IACA subcommittee chair person 
should be submitted by May 2nd to the IACA mailbox on the 2nd Floor of the school.  Applicants will 
be notified immediately if an application is incomplete and given until Monday, May 15th to submit 
any necessary documents. 

May (4th week) ‐ The IACA Scholarship Committee selects the scholarship recipients.  The five (5) 
committee members, IACA subcommittee chair person and one (1) IACA member meet at IACS at a 
mutually convenient time.  The two recipients must be chosen during this one and only meeting.  
The next two highest rating applicants’ names will be held and used if one or both, of the winners 
do not fulfill their academic requirement to show proof of enrollment or transcript to receive the 
scholarship award.  In that case, the alternate two applicants must fulfill their academic 
requirement to show proof of enrollment or transcript to receive the award. 

May (4nd week) ‐ After judging is completed, the IACA President must send a letter notifying the 
IACS Guidance Department and Principals of the High School, who the scholarship recipients are.  
The recipient names do not become public information at this time. 

June ‐ The names of the scholarship recipients will be announced at whatever High School event is 
decided by the High School principals.  This is the first public notification and the recipients are 
notified for the first time as well.  It is recommended that the IACA President, IACA subcommittee 
chair person and one IACA member attend the event.  If the IACA President cannot attend, the Vice 
President should be asked, and then the Secretary and so on until a IACA Board member is available. 

January/February (following year) ‐ Scholarship recipients send their first semester college 
transcripts or proof of enrollment to the IACA President.  At this time the IACA President confirms 
the recipients’ enrollment in college and requests a check from the IACA Treasurer.  The Treasurer 
delivers the check to the IACA President to be mailed directly to the scholarship recipient with a 
congratulatory "best wishes" letter.  If the original two recipients are unable to show proof of 
enrollment or transcripts postmark no later than January 31, 2012 then either one or two of the 
remaining alternates will be given the opportunity to show proof of enrollment and receive one of 
the two $1000 scholarship awards.  The one or two original recipients failing to show proof as of 
this date forfeit their right to the scholarship award. 



 

Details of Process  

 
1. The IACA subcommittee chair person collects all applications.  If an application is incomplete, 

the IACA subcommittee chair person will notify the applicant immediately and provide him/her 
two additional weeks to submit the necessary documents. 

2. The IACA subcommittee chair person must number each application form and the 
corresponding resume, references, transcript and essay.  A copy of the numbered application 
forms containing the applicants contact information will be kept confidential in the IACA 
subcommittee chair person records.  The IACA subcommittee chair person must remove 
applicant's identification information in the corresponding documents before the scholarship 
committee reviews them (typically the student's name, address and phone# are removed with 
white out or a heavy black marker).  One copy of the applicant's documents is used in the 
selection meeting and additional copies are not necessary. 

3. Scoring-Each scholarship committee member is assigned a letter A through E.  On the letter size 
envelope is also the letters A-E.  Once a judge scores the numbered application, they will put 
their score sheet inside the envelope and check their assigned letter off on the envelope.  For 
example. Judge A views application #1.  On the score sheet, they mark what the application # is 
and continues to score the application.  When they are done they take the score sheet for 
application #1 and place it inside the envelope.  They then checkmark beside Judge A on that 
envelope.  This packet is now ready to go to the next judge in line.  Scoring is complete when all 
packets are checked next to all the judges’ letters. 

4. Facilitators will collect the packets with the score sheets, and make a tally of the scores for each 
of the applicants. 

5. The applicant with the highest score is the winner.  This team has decided on two scholarships 
then the top two scorers will receive scholarships of $1000 dollars each.  If there are more than 
two winners then the numbers representing each applicant will be drawn in a lottery fashion by 
one of the facilitators.  The next two highest scoring applicants names will be held and used if 
only one or both of the original two winners is unable to show proof, the following 
January/February, of enrollment. 

6. If none of the applicants fulfills all the criteria as described in “Description”, no scholarship will 
be awarded.  If only one applicant fulfills all the criteria then that applicant will be awarded and 
the other award will stay in the budget until the following year. 

7. The IACA subcommittee chairperson will reveal the winning names and alternates that 
correspond to the application number to the other facilitator and the President of IACA only.  
The alternate two names should only be documented and not revealed to anyone else unless the 
names are needed the following January/February, due to a forfeit of the original recipients.  All 
four names should be documented. 

8. The facilitators and IACA President agree not to discuss who the winners are until the 
recipients are notified by whatever means the principals have decided to use. 

9. Shred all remaining information for the applicants. 

 



 

Notes:  

Applicants can score up to 50 points total per judge, there are 5 judges.  The 50 points are broken 
down as follows:  

 . 15 points ‐ References  

 . 15 points ‐ Essay 

 . 10 points ‐ Transcript 

 . 10 points ‐ Resume- Work Experience/Activity Sheet 
 
 

 

There is not an exact science to determining point values. For example, one member may assign 10 

points for an applicant's transcripts if they had a lot of A's and B's throughout high school, while 

another member may assign 10 points for an applicant's transcripts if he/she showed continual 

grade improvement throughout his/her years in high school.  

When scoring a resume, you may be impressed by community service where another judge may be 

more impressed with a recycling project. In addition, special circumstances can be considered. For 

example, if an applicant had special circumstances that kept him/her from working or participating 

in after school activities, a committee member could assign points to the Work Experience/Activity 

Sheet category for the special circumstances. Special circumstances could include, but are not 

limited to (loss of a parent or family member, divorce, illness, etc.). These circumstances are usually 

mentioned in an applicant's reference letters or essays. When special circumstance points are 

assigned, it should be mentioned in the notes on the score sheet.  

Judges should consider what criteria they themselves deem important.  If for example a judge 

thinks volunteering is important and it deserves ample points then that same principal should be 

exercised throughout scoring all of the applicants equally. In this example if one applicant should 

score well for volunteering with the elderly and then another applicant who also volunteers for a 

homeless shelter should receive the same consideration. If showing outstanding effort is more 

important than grades than you should carry that thought throughout judging all applicants. Try to 

show fairness to all applicants based on your criteria. 

If any part of the submission requirement is not presented, be it the resume, references, essay or 

transcripts, 0 points are rewarded for that area. 



 

SCORE SHEET 

 

Application # ______________ 

 

Score total cannot exceed 50 Points 

 

Letter of Recommendation -15 points max.    score ____________ 

Notes: 

 

 

Essay – 15 points max.       score____________ 

Notes: 

 

 

Transcript-10 points max.      score____________ 

Notes: 

 

 

Resume- Work Experience/Activity Sheet- 10 pts max  score____________ 

Notes: 

 

     

Total score ____________ 

 


