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Attention: Work Experience Students

Please bring this completed form with you to the mandatory orientation.



Information Form
(Fill in completely!!!)

Student Name:_________________________________ Students ID # __ _________________
Address:______________________________________________________________________
Home Phone:(____)______‐__________Cell Phone:(____)_______‐___________
Work Phone:(____)_______‐___________ext.________Email:___________________________
I am enrolled in: CRN #______________ Course # ______________________ Credits
Number of times in a Work Experience Class 1     2     3     4
My Job Title: ____________________________ Average hours I work per week:____________
I am (Check one) ___ paid ___ a volunteer


Employer’s Information
Place of Employment:________________________________________________________________
EmploymentAddress:__________________________________________________________
Supervisor’s Name:____________________ Their Phone #: (_____) _______ ‐ ___________
Days and Hours you normally work: ______________________________________________
How long have you worked there? _______________________________________________






Syllabus

Instructor	Email	Office	Office Hours	Phone
James Carson	jcarson@portervillecollege.edu	CT 1319	TR 10 – 11:30	791-2369
Lisa Coorough	lcooroug@portervillecollege.edu	LRC 553	T   4-9 pm	791-2354

Course Description:
This course gives students practical experience working with others on‐campus and in the community while they are in school and to help students relate their college learning experience to the world of work.

Course Objectives:
Student will be able to demonstrate an understanding of:
· Communicate clearly to coworkers and employer
· Demonstrate improvement in quality of work
· Demonstrate dependability by punctuality and regular attendance
· Assume responsibility for satisfactorily completing assigned tasks
· Demonstrate leadership ability in group activities
· Make appropriate judgments as needed
· Organize and set goals
· Accurately complete a job application
· Successfully complete a personal resume
· Demonstrate a job interview
· Develop and improve job‐related attitude
· Increase on‐the‐job learning
· Rate overall job performance
· Directly relate college learning experiences to the world of work

Grading:

Grading will be the standard: 90%‐100%= A, 80%‐89%= B, 70%‐79%= C, etc.

· Resume 10%
· Learning Objectives 10%
· Application 10%
· 8‐10 Seminar Hours 15%
· Timesheets 10%
· Supervisor Evaluation 25%
· Final Project/Paper/Meeting 20%


Requirements

Note:  All written assignments must be emailed to your instructor.  We do not accept written work.

______Attend the Mandatory Orientation
______3 Learning Objectives – Due Thursday, February 2
______Updated Resume – Due Thursday, February 23
______Job Application– Due Thursday, March 15
______8‐10 Arranged Seminar Hours (1st & 2nd semesters only) Due: Thursday, April 19
______Timesheets Completed & Signed every 4 weeks
Including evaluation completed and signed by Supervisor
______ Individualized and Approved Final Project or Paper – Due: Thursday, May 3

*LATE WORK IS NOT ACCEPTED!!!

Grade Breakdown
Grading will be the standard: 90%‐100%= A, 80%‐89%= B, 70%‐79%= C, 60%‐69%=D, 50% and below =F (to receive an A, all assignments must be complete and turned in on time)

Resume 10% 					Timesheets may be Mailed to:
Learning Objectives 10%
Application 10% 				Porterville College
8‐10 Seminar Hours 15% 			Work Experience
Timesheets 10% 				100 East College Ave.
Supervisor Evaluation 25% 			Porterville, CA 93257
Final Project/Paper 20%


· I understand the above requirements for the Work Experience Fall Semester
· I understand how to contact the coordinator and how to turn in assignments
· I understand that completing all assignments by the due date is my responsibility
· I understand how the course is graded
· I understand that all assignments must be completed and on time to receive an A
· I understand handwritten work will not be accepted
· I understand all assignments must be emailed by the due date
· I understand timecard and seminar hours must be delivered in person or mailed to the Porterville College Work Experience office by the due date

_____________________________   _______________________________   _____________
Name (Print)                                        Signature                                                 Date






Learning Objectives Guidlines

What is a learning objective?
Simply put it as a goal you want to accomplish this semester.  Because I feel hat the best employees have a balance of work, school and personal lives you may choose to tackle and objective in any of these areas.  Your three learning objectives can be chosen from any combination of the work, school and personal areas.
What areas do these Work Experience learning objectives or goals relate to?
· The learning objectives can be on-the-job, related to your employment either as a paid or volunteer employee, such as learning a skill, completing a project or cross training for another position a your workplace.
· The learning objectives can be education or future career oriented; related to your major or career choice or a specific class, such as contacting transfer colleges, attending a job fair, or checking career websites.
· The learning objectives can be related to a personal goal you would like to set that would affect you physically, mentally, or emotionally such as starting a healthy diet, finding a new hobby, or eliminating a frustrating habit such as procrastination.
How do I state the learning objective?
· Make sure the objective is simply stated so you and your supervisor understand your goal.
· Make sure you break down your objective so it may be accomplished during this semester.  If it is a long term goal and cannot be completed this semester, break it down into small, progressive steps and choose the first step to complete this semester.
· Make sure you also state how you will know you have successfully completed your learning objective.
What is my final project or paper and how does it relate to my learning objectives?
· You will choose one of your three learning objectives and you will decide with your supervisor what project or paper would best show your successful completion of the learning objective.
· If the objective you choose is something work or class related and could be best graded by your supervisor or instructor this is an alternative you may choose.
What would and Objective and final look like in each area?
· On-the-job:
· Objective - By (list specific date) I will learn to safely operate a forklift and pass the written and driving tests given by my company.
· Final - Graded by supervisor.  A letter grade will be given by supervisor administering tests and a copy of certification will be included.

· Education/Future Career:
· Objective - During the semester I will write a week long lesson plan for an art activity related to spring flowers for the 1st & 2nd grade students in my after - school program.
· Final - I will turn in a copy of the lesson plan and directions and include a sample of the project.

· Personal:
· Objective - In order to feel healthier and less stressed I would like to find and exercise program that works into my school and work schedule.
· Final - I will write a 2-5 Page typed paper on the research I did on local gyms, why I selected a specific gym and/or exercise program and, hopefully, how I am now less stressed and more fit.


Learning Objectives cont.

Learning Objectives/Goals should relate to one of the following areas:
· On-the-job Objective/Goal Examples: 
· learning a new, job-related skill
· completing a worksite project
· cross-training for another position at your work place
· Education or Future Career Objective/Goal Examples:
· contacting & visiting possible transfer colleges
· attending a college night or career/job fair
· surfing career-related websites
· organizing all your education and career paperwork
· Personal Objective/Goal Examples: (usually these help you de-stress)
· starting an exercise program
· getting involved in a sport or hobby
· taking steps to eliminate a frustrating habit 

Learning objectives should be stated:
· …concisely & be easily understood by you, your employer, and the program coordinator.
· …with a goal of completion during the semester.  If your goal is too large, break the objective into small, progressive steps and complete one step during this semester.
· …to show how you will be able to measure your success once each objective/goal is completed.  The successful completion of one objective will be your final project or paper.


Please type your WORK RELATED learning objectives and send them to your instructor.  These objectives must be at least 1 paragraph in length.  Please put some thought into your objectives as you will be required to write a final paper on whether or not you accomplished these objectives.

Final Project or Paper Guidlines

Please compose a 2 – 5 page essay discussing your objectives and whether or not you reached your goals.  This is a college level essay and will be graded as such.  Please email this essay to your instructor by the due date in order to receive credit.






Answers to Frequently Asked Questions
About Work Experience
· No, we are not an employment or placement center.  We do not find you a job.  

· Yes, you must already be employed to enroll in a Work Experience class.

· Work Experience is an Open Entry/Open Exit class, meaning you may add or drop the class at any time during the semester.

· Occupational Work Experience is for students whose job is related to their career path.

· General Work Experience is for students whose job is NOT related to their career path.

· Entrepreneurial Work Experience is for SWAP MEET WORKERS ONLY.

· You may be employed for pay or as a volunteer.  CRN #s with a P are for paid employment. CRN #s with an N are for non-pay/volunteer employment.

· For each 75 hours you work during the semester (16 weeks) at a PAID job you may take one credit of Work Experience.

Hours Worked During Semester			Credits
75 hours   –  149 hours				1
150 hours –  224 hours				2
225 hours -   299 hours				3
*300 hours or more				          *4

· For each 60 hours you work during the semester (16 weeks) at a VOLUNTEER job you may take one credit of Work Experience.

Hours Worked During Semester			Credits
60 hours   –  119 hours				1
120 hours –  179 hours				2
180 hours -   239 hours				3
*240 hours or more				          *4
* 4 Units only available in Occupational Work Experience

Need more answers?
Please contact your coordinator! 
James Carson – jcarson@portervillecollege.edu
Lisa Coorough – lcooroug@portervillecollege.edu
Porterville College Cooperative Work Experience 
Due: April 19, 2012 
8-10 Hours (1st and 2nd semester students)
If you have already completed 2 semesters of Work Experience, you must sign this form and turn it in on the due date for credit.
Signature: _________________________________

Student: 							 Student ID # ________________

Work Experience CRN # 		

# of Hrs	Date	Time & Location
													

How did the Speaker/Seminar/Workshop benefit you?
													
													

Signature of Supervisor/Professor/Speaker: 							

# of Hrs	Date	Time & Location
													

How did the Speaker/Seminar/Workshop benefit you?
													
													

Signature of Supervisor/Professor/Speaker: 							

# of Hrs	Date	Time & Location
													

How did the Speaker/Seminar/Workshop benefit you?
													
													

Signature of Supervisor/Professor/Speaker: 							

# of Hrs	Date	Time & Location
													

How did the Speaker/Seminar/Workshop benefit you?
													
													

Signature of Supervisor/Professor/Speaker: 							

# of Hrs	Date	Time & Location
													

How did the Speaker/Seminar/Workshop benefit you?
													
													

Signature of Supervisor/Professor/Speaker: 							
