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Course Title:

Cooperative Education I

Level:


Sophomore, Junior or Senior
Credit:
 2 Units

Prerequistites:

None

COURSE DESCRIPTION:

This course provides students with skills to obtain an entry-level job, as well as to keep and grow on that job.  Actual on-the-job experiences are obtained by working in area businesses.  These experiences are combined with classroom theory that gives students fundamental knowledge relating to work and work issues.

This course is open to all students of sophomore, junior or senior status who are 16 years of age, who have an expainable attendance record and have demonstrated a willingness and desire to be successful on the job.  The course counts toward the student’s Consumer Education requirement and offers a PE exempt.  

GOAL STATEMENT and 

STUDENT OUTCOME OBJECTIVES:
Upon successful completion of this course, the student will be able to do the following:

1. Utilize all processes for determining where, what and how jobs are found.

2. Demonstrate skill in finding and securing employment.

3. Demonstrate skill in getting along with co-workers, employers and customers.

4. Demonstrate ability to communicate effectively in oral and written form.

5. Practice safety in the work place.

6. Conduct career research.

7. Identify careers that match personality and abilities.

8. Use math as it deals with individual employment area, including but not limited to, proving cash registers, handling change, making deposits and computing tax and discounts.

9. Use math as it pertains to personal needs including, but not limited to, reconciling a checking account, determining “best prices” when information for each is different, budgeting, cost of credit, etc.

STUDENT OUTCOME OBJECTIVES, continued
11. Prepare a career portfolio and demonstrate skill in using it as in interview tool for career jobs.

12. Demonstrate an understanding of personal strengths and weaknesses.

13. Demonstrate knowledge specific to each training station.

14.  Use feedback to improve performance.

UNIT OBJECTIVES:

UNIT 1:
Getting Ready for the World of Work

The student will be able to:

1. List specific personal characteristics related to the identity stage of development

2. Appreciate the opinions of others but accept full responsibility for your decisions

3. Describe how a worker's paycheck, job security, human relationships, and work tasks contribute to his or her level of job satisfaction

4. Identify nine steps in a career plan and describe how each step relates to your life goals

5. Describe how your environment, heredity, culture, and life experiences have influenced your interests and career goals

6. Define the personality components of character, temperament, ability, and interests

7. Explain the effect self concept has on self esteem

8. Identify your preferences for work involving data, people and things

9. Give examples of the relationship between your leisure time activities, personality and tentative career goals.

10. Explain the relationship between your personal values, goals, attitude, career choices, and lifestyle options.

11. Describe your unique set of values and relate them to lifestyle and job satisfaction

12. Set realistic short term and long term goals

13. Recognize your positive and negative attitudes toward yourself, others, and work

14. Discuss how decisions are made from a continual selection of choices with more than one solution

15. Apply the rational style of decision making and increase your satisfaction with personal and career decisions

16. Identify three satisfactory decisions that were influenced by your personal orientation

17. Explain why satisfactory decisions depend on self-knowledge, reliable information, and clear thinking

18. State why education and training will be continuous throughout your career

19. Explain why education and training must be included in career planning

20. Discuss the relationship between proficiency in specific school subjects and tentative occupational choices

21. State the relationship between levels of education and levels of employment in specific career fields

22. Evaluate the requirements and advantages of different types of educational institutions and training programs

23. Describe diversity issues in the workplace.

24. Use the Internet to research various cultures and discuss business etiquette and protocol when dealing with cultural differences and diverse populations

UNIT 2:
Job Search and Job Success

The student will be able to:

1. Give examples of the importance of the spoken and written word in the world of work

2. Identify and use at least six listening skills

3. Describe several characteristics of a group

4. Identify several forms of leadership and describe situations in which each is appropriately used

5. List at least three strategies for resolving conflicts

6. Plan a successful job search

7. Obtain job leads by using six different methods

8. Keep track and follow up on job leads

9. Prepare a resume

10. Write a successful cover letter, letter of acceptance, letter of rejection, letter of grievance, letter reporting sexual harassment, and a letter requesting a raise.

11. Prepare a career portfolio

12. Complete an acceptable job application form

13. Describe pre-employment tests and explain why employers use them

14. Locate and use several sources of information about companies and other organizations

15. Present yourself well in a job interview , follow up with the interviewer and evaluate your performance

16. List the advantages and disadvantages of volunteer, part time and full time work

17. Explain the relationship between your attitude, future job satisfaction and career success

18. Describe procedures for beginning a new job and list several of the employer's expectations

19. Describe a suitable appearance for a job and explain the importance of being present and punctual

20. Explain the purpose of a company's policies and procedures

21. Explain the relationship between job progress and conforming to an organization's written and unwritten rules

22. Compare the team-oriented and control-oriented management styles and describe the responsibilities of each

23. Identify several positive and negative effects that interpersonal relationships can have on management and co-workers

24. Discuss several factors that cause workers to be promoted

25. Discuss the major causes of job-related accidents and describe the procedures for reducing on-the-job health and safety hazards

26. Identify six major goals of early labor unions and evaluate the positive and negative aspects of union membership

27. Explain the purpose and process of job performance appraisals

28. List examples to demonstrate the financial, legal and moral importance of business ethics

29. Discuss your legal employment rights and the federal rules and regulations that protect them

30. Describe various work schedule options and explain the reasons for having them

31. List four major characteristics of a bureaucracy and describe its role in a complex society

32. Explain the relationship between work, family, and friends in a successful career

33. List several forms of direct compensation

34. Make a systematic, positive job change

35. List the benefits and job-placement assistance that are available to voluntarily or involuntarily displaced workers

UNIT 3:
Understanding the World of Work

The student will be able to:

1. Give examples of how the role of women in the U.S. workforce has changed in the last 100 years

2. List five major issues confronting working women, minorities and families

3. Plan for the process of career change

4. Discuss trends in technology and how it will affect future business activities

5. Understand various issues dealing with technology including the employee’s right to privacy, the employer’s right to control, hacking and misuse of technology on the job

6. Explain the conflicts of meeting family needs and employment requirements

7. Compare differences between service and manufacturing sector opportunities

8. Identify current issues in employment, research one and lead a class discussion on the topic

9. Define and describe five major components of our economic system

10. Give examples of the relationship between supply and demand and the price of goods and services

11. List several factors that emphasize the importance of workers in our economic system

12. Explain government's role in maintaining a balance between dollars spent for goods and services and the capacity of business to produce them

13. View the world of work as "global" rather than local

14. Describe what entrepreneurs do and how they contribute to our economic system

15. Evaluate the advantages and disadvantages of being an entrepreneur

16. Compare your personal characteristics to the characteristics commonly displayed by successful entrepreneurs

17. List six major questions you should answer before committing yourself to an enterprise

18. Describe the three major forms of business ownership

19. Describe the importance of marketing, competition, pricing, location and assistance from experienced entrepreneurs

20. Identify internal and external customers and the importance of continued customer satisfaction to business stability

21. Demonstrate ability to give a personal sales presentation in a variety of situations

22. Demonstrate the ability to conduct a telephone sales call

23. Demonstrate ability to solve customer’s buying problems

24. Estimate the cost of starting and operating a business

25. Be aware of required financial records, tax returns, insurance forms and employer-related paperwork

26. Identify several sources of occupational information

27. Interview workers with questions that are related to your career concerns

28. Use hands-on experience when making career decisions

29. Understand and use three standard methods of classifying occupational information

30. Relate your personal characteristics to specific occupations and broad occupational groups

UNIT 4
COMMUNICATION

The student will be able to:
1. Identify four primary communication skills.

2. Explain the difference between hearing and listening.

3. List seven strategies for listening that improve understanding.

4. Name three blocks to listening.

5. Name the three purposes for speaking.

6. List four organizational patterns for good speaking.

7. List four attributes of a good speaking voice.

8. List three good speaking habits.

9. Name four strategies that are helpful when reading for meaning.

10. Name at least three advantages of a written message over a spoken one.

11. Name three common considerations in writing.

12. Write a business letter in block style with mixed punctuation.

13. Write a memo.

14. Write a letter asking for a raise.

15. Demonstrate skill in answering the phone according to company policy.

16. Give a speech to persuade or inform.

17. Read and interpret information from The Pantagraph 

18. Read and interpret information from the Internet

19. Practice the "C"'s of written communication

UNIT 4:
Math

The student will be able to:

1.  Use a calculator.

2.  Calculate sales slips.

3.  Figure commissions and interest.

4.  Calculate time and wages.
5. Prove the cash register.

6.  Make deposits.

7.  Calculate change.

8.  Reconcile a checking account.

9. Calculate amount owed or refund amount of income tax returns

UNIT 5:
Using a Computer

The student will be able to:

1. Know how to use and care for computers in the lab and at home

2. Understand functions of IBM compatible computers

3. Demonstrate competence in using Microsoft software, specifically Microsoft Office

4. Format a letter and memo using Microsoft Word

5. Save documents on floppy disks.

6. Format a cover letter using Microsoft Word

7. Print documents from saved files.

8. Prepare work journals using the computer.

9. Use spell check.

10. Prepare a simple report, save and print using Microsoft Word

11. Prepare memos using Microsoft Word Memo Wizard

12. Prepare articles for a newsletter using Publisher

13. Prepare a PowerPoint presentation

14. Prepared a bulleted summary with a table using Microsoft Word

15. Use Internet for research

16. Communicate using e-mail messages.  

17. Discuss e-mail etiquette and the employer’s right to monitor

UNIT 6:
Living On Your Own

The student will be able to:

1. Use sound financial management to reach your life goals and meet future financial crises

2. Define each category on a pay stub and check it for accuracy

3. Open, maintain, and use savings and checking accounts and electronic funds transfer systems

4. Select the most advantageous credit terms and understand the differences between various lending institutions and credit cards

5. Understand the make use of your consumer credit rights

6. Write a workable household budget

7. Compare prices, services, variety and quality on the same or similar items and decide which is the best choice for you (specifically, compare two cars, two personal computers, two Internet providers, and two apartments)

8. Explain the value of advertising to consumers and give an example of deceptive, misleading or illegal advertising

9. List specific guidelines for selecting affordable housing, choosing a roommate, signing a lease, and furnishing an apartment or home

10. Name and explain the purpose of laws and groups that protect consumers

11. List specific criteria that will help you make a prudent automobile purchase

12. Describe various types of insurance and explain why it is important ot have insurance to protect yourself from certain risks

13. Describe how your physical and mental condition affects the quality of your life

14. Explain how what you eat now will affect your physical condition and appearance now and in the future

15. Give examples of safe-living practices on the job and at home

16. List the specific criteria for selecting personal physicians

17. Explain why a workplace that is safe and free from the dangers of drug or alcohol-induced behavior is good for both the company and the employee

18. Explain the purpose of having health insurance

19. Give examples that explain the difficulty of combining family expectations, lifestyles and household circumstances with the expectations of employers

20. List changes in traditional family lifestyles that have caused important changes in employer-employee relationships

21. Explain how and why a satisfying marriage eventually becomes the result of meeting the goals of the courtship

22. Compare the marriage, work and family roles and responsibilities of each partner in today's society with those of past generations

23. Explain how children's needs affect parents' employment

24. Explain why each citizen owes allegiance to the government of the United States and is accountable to local, state and federal laws

25. Explain why responsible citizenship requires a knowledge of the democratic system of government, a commitment of time, and a willingness to become involved in the affairs of government

26. Give examples of how, as a citizen of the world, your personal life is affected by the cooperation and conflict that takes place between nations

27. Identify several of our nation's social problems

28. Describe how you have been influenced by the previous stages of your life

29. Recognize and understand the new personal and career concerns and priorities that are likely to arise during each stage of life

30. Identify realistic career expectations and make necessary adjustments in your educational plan 

31. Write your unique career philosophy

UNIT 7:
Paying Taxes

The student will be able to:
1. The students will be able to define the terms deduction, dependent, exemption, filing, IRS, return, tax assessor, W-2 form, W-4 form.

2. List two reasons governments need money.

3. List four services people receive in return for paying taxes.

4. List five principles that most people believe are necessary for a tax system to be a good one.

5. List eight different types of taxes.

6. Name two factors in determining whether or not a person should file a tax return.

7. Complete your tax forms using your own W-2 forms.

REQUIREMENTS AND METHODOLOGY


The Cooperative Education I student attends the class one period a day where he/she will be expected to participate in assignments, activities and projects designed to develop attitudes, skills and knowledge necessary to get, keep and be promoted on the job.  Emphasis is placed on leadership, teamwork, decision-making and critical thinking skills.

Classroom methods of instruction include small group work, group discussions, debates on work issues, role playing, student presentations and lecture/discussions.  The textbook used is Preparing for Career Success, Ryan and Ryan. Additional resources include "Workplace Skills Performance Packets", and The Pantagraph.

Since this is a co-op class, students receive paid on-the-job training in local businesses and industries and are expected to work an average of 15 hours a week accumulating 540 hours throughout the school year (270 per semester).  The teacher coordinator helps the student get the job and works closely with the employer throughout the year to assure student success.  The employer “grades” the student every grading period using the Individual Training Plan and Evaluation.  Additionally, assignments relating to the individual student’s work experience are made to supplement the text.  At the end of the 

year, the student is expected to show appreciation to his/her employer by attending the Partners In Education Banquet.

Realizing that the average worker makes as many as seven job changes in a lifetime, students develop a Career Portfolio in this class to be used to help market themselves to future employers.

The successful Cooperative Education student attends school regularly, works when scheduled, turns assignments in on time, and keeps up with other class work. The Co-Op student who receives promotions at work does all of this and more by showing a desire to learn, a willingness to accept responsibility, and an ability to become a team player.
COURSE MATERIALS AND SUPPLIES:

All materials and supplies will be provided to the student with the exception of pens, pencils and a notebook for notes that should be brought to school daily.

EVALUATION AND FEEDBACK:

Assignments, class work, tests, quizzes, work journals, work calendars and employer evaluations are based on a point scale.  Points are accumulated throughout each semester and are totaled periodically throughout each grading period.
Classroom assignments:
Assignments consist of written assignments, oral discussions, activity sheets, notes and video reviews.  In addition, because written and oral communications are so important, business writing assignment packets will be given each semester.  Due dates for these assignments are clearly indicated in the packet.   Students are provided with a filing system to maintain their assignments.

Tests and quizzes:
Written evaluations to assess the understanding of the units of instruction are given periodically.  Also, other methods of evaluation are used, such as role-playing, demonstrations, presentations, discussions and reports.

Daily Grades:  


Daily points will be given to students based on employability skills demonstrated.  Such employability skills include being in class daily and on time, actively participating and being productive, wearing appropriate identification, tidying the work area when class of over and a variety of other characteristics desired in the workplace.  A rubric is shared with the students the first week of school that explains this point system.

Each nine weeks students receive a composite grade consisting of points earned at school (60%) and employer rating (40%).

The employer grade is based on the total points received on the Quarterly Workplace Evaluation form.  A "1" is given in categories where the student excels.  A score of "2" or "3" indicates an average to above average rating.  A "5" means that the student is performing poorly in that area and needs to improve immediately. These scores will be converted to total 100% and the student receives 40% of these points to be added to the 60% which represents the classroom grade.

Grading Scale and AVC Policy statement:

Grades will be reported to the student based upon the following scale:

90%  - 100% = A

80%  -   89% = B

70%  -   79% = C

60%  -   69% = D

  0%  -   59% = F



Student grades will be averaged numerically.  For instance, if a student receives a failing score of 48% first quarter and a passing score of 62% second quarter and receives a  72% on his exam, the final grade will be 58%, or an “F” for the semester.  This method discourages students from “blowing off” an entire quarter and starting at the highest “F” the next quarter.  In order for the instructor to determine if a student has the attitude, skills and knowledge to be successful at work, students need to be accountable to do their very best from the minute he/she sets foot in that business until he leaves.   In business, there is no room for mediocrity.  
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