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DEVSER 255:

WorkAbility III Work Experience
Student Handbook

2016-2017 Academic Year

In order for this course to be completed smoothly, it is important that the student stay in contact with his/her instructor.  It is the student’s responsibility to communicate with the instructor and submit all paperwork required to complete the course.
Please keep in mind that your instructor is a part-time employee of Reedley College.  Please limit your calling time to normal business hours – such as 8:00 am to 5:00 pm on weekdays, whenever possible.  Calling the DSP&S Office or college switchboard is not the quickest way to get a response, it is however an excellent option if you misplace your instructor’s telephone number.

Using the space provided below, please write your instructor’s name, telephone number, and best time to call. Also, write your course section number along with the suggested final contact date.

Instructor Name: Janelle Brasil
Email: Janelle.Brasil@reedleycollege.edu



Telephone #: (559) 638-0332
This handbook, complete with all necessary forms, is available digitally by emailing samara.trimble@reedleycollege.edu. 
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OVERVIEW & FREQUENTLY ASKED QUESTIONS 
What is Work Experience? 

WorkAbility III Work Experience at Reedley College is designed to offer students the opportunity to explore career paths and gain skills through hands on work experience. The purpose of WorkAbility III Work Experience is to help students transition from school to work by providing hands-on, learning experiences where they can put classroom instruction to the test.  

What is the difference between Devser 255 and the other work experience courses?

Devser 255 – 
Work experience placements (volunteer or paid) coordinated through the WorkAbility III program with specialized supervision and support for both student and work experience supervisor. The course emphasizes developing skills through work experience in the areas of time management, following directions and instructions, appropriate work behaviors, and planning vocational choices. This course is designed for students with disabilities.
19A -  
Supervised employment directly related to the student's major, offered under specific major subjects.  This course is a variable unit offering (1 to 8 units/semester) with a maximum of 16 CWE units total, of which only 6 can be from COTR 19G.  Students may repeat the course for credit up to three times to reach the maximum number of CWE credits.

19G - 
Supervised employment not directly related to student’s major.  Maximum of 3 units per semester, 6 units total.  May be repeated up to three times for not more than 6 units.

19V - 
Supervised employment, directly related to student’s major.  Maximum of four units per semester, 16 units total.  May be repeated up to three times for not more than 16 units total of which only 6 can be from 19G.  This option is offered under specific majors. 

Can a student repeat Work Experience? 

Yes, students can take work experience classes more than once. For specifics regarding repeating the different work experience courses, please see a counselor. 

Are the units transferable? 

Devser 255 units are not transferrable.  For the other work experience classes (19A, 19G and 19V), it depends. The California State University system does accept up to 8 units of Work Experience credit as elective units. Currently the UC system does not accept the transfer of Work Experience units. Private universities and colleges may be contacted individually for their own policy.

ENROLLMENT REQUIREMENTS 
Students must meet requirements that include the following eligibility criteria and enrollment procedures: 

Any RC student may enroll in WorkAbility III Work Experience – Devser 255 – as long as he/she meets the following requirements.

· Students must attend an orientation. 

· Students must turn in a fully completed Student Data Sheet (Form #1), by 1/18/16.
· Students must work with the instructor to establish an approved Work Experience placement.  Students are encouraged to be active participants in the placement process, however placements must be approved by the instructor prior to beginning their hours.

· Student completes the Learning Objectives Worksheet (Form #2) and the with their work experience supervisor’s and instructor’s input and approval. 
· The Learning Objectives Worksheet (Form #2) must be signed by the instructor, the work experience supervisor and the student and returned to the instructor no later than 1/18/16 or the student may be dropped. 

WHAT ARE THE BENEFITS OF COOPERATIVE WORK EXPERIENCE? 
Benefits to the Student: 

· Provides the opportunity to use and improve upon current skills and knowledge by relating it, with hands-on experience, to the real world. 

· Increases the potential to advance by improving skills. 

· Presents the opportunity to explore a field or business before a career decision is made. 

· Provides opportunities and contacts for permanent employment. 

· Develops self-confidence and good work habits. 

· Produces a specific, measurable evaluation of work related skills and abilities. 

· Equips the student with knowledge and attitudes necessary for successful job performance by learning the different behaviors, roles, skills, and expectations of the working world. 

· Provides experience that can be included on the resume. 

Benefits to the Employer/Work Experience Supervisor 

· Assists in the training of potential personnel in occupational and career fields. 

· Improves the employer's recruitment, selection, and retention of employees. 

· Establishes an ongoing relationship with the College that provides a channel for exchanging information regarding current employment needs and industry information. 

· Provides an avenue for hiring student employees who have a dedicated and proven interest in a particular occupation. 

· Enhances employee motivation and can reduce hiring and training costs. 

Benefits to the College & Community 

· Increases student motivation, retention, and future employment potential. 

· Helps meet the training needs of the community. 

· Provides faculty with current information on student educational needs not currently being met, employment developments and trends through direct contact with the industry and business community. 
· Promotes better school/community relations through a cooperative approach to education. 

· Ensures continuity in the way non-clinical employment experience is offered, carried out, monitored, and documented. 
· Contributes to the mutual benefit of the community and the college. 

COURSE INFORMATION 
UNITS 
Work Experience units are based on the number of hours worked during the term. One unit is earned for every 75 hours of paid work or 60 hours of unpaid work. Reminder: Hours can begin accumulating only after the Devser 255 Work Experience Contract (Form #3) has been completed.  

Paid Work Experience Units
Hours Worked 
Units 
75 - 149 

1 

150 - 224 

2 

225 – 299

3 

300 + 


4 

Unpaid Work Experience Units
Hours Worked 
Units 
60 - 119 

1

120 - 179 

2

180 - 239 

3

240 + 


4

GRADES 

General Policies 
· The Work Experience is a credit/no credit course. 

· Points are earned for all requirements of the program. 

· See the course Syllabus for more detailed information.

· The Work Experience Instructor assigns the final grade.

Point Breakdown

	Learning Objectives (quality of objectives & deadlines)
	25 points max

	Work Experience Hours Completed  
	200 points max

	Check-in Appointments  

	150 points max

	Program Evaluation (completed & turned in)                                                            
	25 points max

	Grading scale: Credit=280-\400 Non-Credit=<279 
	400 total points


It is the responsibility of the student to “DROP” this class before the final drop date if they are unable to fulfill the requirements to pass this course. It is also the student’s responsibility to increase the amount of units enrolled in before the last day of the semester if the student has earned enough units to do so.

RESPONSIBILITIES 
Student 

· Enroll in the course – If necessary, see your DSP&S Counselor for assistance with this.

· Complete the Student Data Sheet (Form #1).
· Complete the Learning Objectives Sheet (Form #2), obtain supervisor signature and return to instructor.
· Work the appropriate number of hours per unit enrolled. 

· Turn in your weekly time sheets to your instructor by 5pm every Friday.

· Check in with instructor to review Time Sheets (Form #3) monthly. 
· Immediately notify the Work Experience Instructor if:
· you drop the course, are laid off or change jobs
· you are assigned a new supervisor, have new working hours, new address or phone number
· you are having problems completing the paperwork

· you have any questions 

· Contact the work experience instructor once the required number of hours have been completed.
· After completing hours complete the Supervisor Evaluation of Student (Form #5) and Course Evaluation (Form #6) and submit both forms to the instructor.
Instructor 
· Monitor the student’s Work Experience through regular check-ins with student and work experience supervisor (as outlined in the Syllabus). 

· Review and approve the student’s learning objectives. 

· Contact the site supervisor for each student at least twice during the term, one of which must be in person at the job site. 
· Approve the site facilities, equipment, and materials necessary to achieve the on-the-job learning objectives. 

· Collect and review all assignments/paperwork and assign the final grade. 

Employer

· Understand and work toward the educational objectives as detailed on the Devser 255 Contract. 

· Provide input in developing and approving the student’s learning objectives. 

· Evaluate the student’s achievement of the identified objectives. 

· Certify the student’s monthly time sheets. 

· Provide continuous work assignments for students during the Work Experience period. 

· Provide adequate supervision of the student’s work while ensuring the student receives the maximum educational benefit. This includes assisting the student in achieving their learning objectives and teaching certain skills that can be more effectively learned on the job. 

· Meet in person, at least once, with the student’s instructor at the job site. 
· Comply with all appropriate Federal and State employment regulations, including Workers Compensation coverage. The State Center Community College District will insure students who do not receive compensation. 

· Call Samara Trimble at Reedley College (559) 638-0332 with questions

WHAT TO DO IF INJURED AT THE WORK EXPERIENCE SITE 
· Students need to report all injuries to their workplace supervisor immediately. 

Life threatening injuries should be referred to the 911 emergency systems. 

· All paid Work Experiences should use the published procedures for workplace injuries provided by the workplace. 

1. For unpaid Work Experiences:  District shall provide workers’ compensation coverage with the statutory requirements of California law for students participating in the Work Experience.  This coverage is in effect while the student is on-site at the facility while under the direction of the District. 

· If the officially enrolled student’s injury occurs during agreed upon Work Experience hours and requires medical attention, please follow the following protocol: 

·  All work injuries should be reported to the College Personnel Office within 24 hours. If the incident occurs on the weekend, then report by the first working day. 

·  For an approved medical facility referral, please contact the Reedley College campus nurse, Patricia Jackson at 638-3641 ext 3625 (this information is applicable to students enrolled in CWE courses offered at Reedley College).

· The employer is responsible for documenting the incident conditions and details, and providing a written summary upon request. 

· The incident should also be reported to the College faculty advisor as soon as possible. 

· If the student’s injury does not require medical attention, please report the incident to the Reedley College campus nurse, Patricia Jackson at 638-3641 ext 3625 within 24 hours. If the incident occurs on the weekend, then report by the first working day.
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