Devser 255 - Workability Work Experience III
Reedley College Access to Vocational Experiences
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Instruction:   
Arranged





Phone:  (559) 638-0332 or 360-4224
Instructor: 
J. Candyce McKinley M.A.,C.R.C.



Office Hours: Arranged

email: 
             candyce.mckinley@scccd.edu
COURSE DESCRIPTION:

The course emphasizes developing skills through work experience in the areas of time management, following directions and instructions, appropriate work behaviors, and selecting and planning vocational choices. This course is specifically designed for students with disabilities.

COURSE PURPOSE AND GOALS:

This course is designed to prepare students for the employment process and to increase their understanding of the workplace.  Emphasis will be placed on personal awareness, career exploration, career awareness, and appropriate socialization in the workplace.

Upon successful completion of this course, students will develop skills in:

· Distinguish the importance of time management, develop techniques to complete tasks efficiently, and recognize the relation between prompt attendance and active participation to successful employment situations.

· Recognize current work language, demonstrate current work practices, comply with directions/instructions, and develop appropriate communication systems to adjust to and clarify job related subject matter.  

· Establish appropriate relationships with co-workers and supervisors, improve appropriate work behaviors and attitudes, practice appropriate grooming and hygiene techniques, therefore preparing the individual with applicable skills for a successful transition into the workforce.

· Establish and demonstrate skills in time management.
· Gain and improve communication skills: asking questions, following directions/instructions, and customer service, maintain contact with work experience supervisor and class instructor.

· Understand work place conditions and environment hazards.

· Develop appropriate work behaviors and attitudes.

· Establish appropriate relationships with co-workers and supervisors.

· Gain actual work experience in a career identified on the student’s personal employment plan.
COURSE GUIDELINES:

1.  Regular attendance, prompt arrival, preparation and active participation are expected at work experience placements.  In the event that you are tardy or absent, you must call and inform your work experience supervisor that you will be tardy/absent from completing your work experience hours.  Attendance will be recorded on a daily basis.  If student is tardy or absent, the student will only receive credit for the time that is worked.  If a student misses a total of six scheduled work experience periods, the student will not receive credit for the class.  

2.  A minimum of attendance at the first of semester mandatory meeting, and 3 check-ins with the instructor over the semester are required to receive semester credit.

3.  Plagiarism or cheating on any assignment will result in automatic failure of the assignment.  Further action may be taken in accordance with university policy.  Students are instructed to refer to the policies and regulations section of their catalogue.

COURSE FORMAT:

Learning experiences are gained through work experience placements in which the students are placed into realistic employment situations to gain hands-on experience in a vocational field/fields in which they are interested.

COURSE MATERIALS:

Career Development and Job Skills Handbook.

SPECIAL ACCOMMODATIONS:

If you have a verified need for an academic accommodation or materials in alternate media (i.e. Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me as soon as possible.
COURSE PROCEDURES:

Students are responsible for completing for each one unit of credit, at least 60 hours of volunteer employment or 75 hours of paid employment, and a minimum of 3 check-ins with the instructor over the semester.  The following are the procedures that the student needs to accomplish in order to begin completing work experience hours for the course:

1. Weeks 1-2: Attend mandatory first of the semester meeting as arranged by the instructor, or schedule an appointment with the instructor regarding a work experience placement.   

2. Weeks 2-3: Assess and decide on a work experience placement and create a work schedule sheet with the instructor.

3. Week 3: Meet with the work experience supervisor and schedule times to complete work experience hours (use the work schedule sheet).   Begin the work experience according to the first day scheduled as arranged with placement supervisor and instructor.

4. Week 3-Week 18: Complete no less than 3 check-ins with the instructor in person or by telephone, and turn in timesheets and/or pay stubs no less than every 2 weeks.

5. Week 18: Complete a final evaluation of the work experience placement.

While completing work experience hours, students must demonstrate the following:

1. Problem solving skills related to fieldwork: Problem solving skills to be considered may include but are not limited to- volume of work, quality of work, knowledge of work (essential skills to complete required duties), ability to learn, and follow directions, organization of work, initiative, attitude, cooperation, and dependability.  

2. Job skills demonstrated during field work:  Job skills to be considered may include but are not limited to- demonstration of honesty, punctuality, courtesy, a cooperative attitude, proper dress and grooming habits, and willingness to learn, ask questions of supervisor(s) if job description is not understood, complete each job in order to obtain the best evaluation possible, participate in an on-the-job evaluation, keep regular attendance at the job site, complete all forms and related instruction materials required by the job site, and inform the instructor and/or a workability representative of any changes or problems concerning the program.

GRADING:

Student grades will be based on the completion of at least 60 hours of successful volunteer employment or 75 hours of successful paid employment for each one unit of credit, and 3 regular check-ins. Semester grades are on a credit/no credit basis. If registered for 2 units, student must complete 120 volunteer hours and 150 paid hours.
Completion of a minimum of 60 hours of volunteer employment or 75 hours of paid employment must be completed to receive credit for one unit in this class! It is student’s responsibility to contact instructor in a timely manner, should problems develop or questions arise.
** Most students should obtain a work experience placement by the third week of the semester in order to allow for enough time to complete the required hours.

Example:

4 hours of work per week x 15 weeks = 60 hours if volunteer work experience position
5 hours of work per week x 15 weeks = 75 hours if paid position
If you start working by the 3rd week, and work more than 4 or 5 hours per week, you will complete the required hours sooner. Please check with class instructor if you should have questions.
This syllabus is subject to change at the discretion of the instructor

