[image: image2.jpg], - Reedley
l.'nllege




Student Handbook

2022-2023 Academic Year

In order for this course to be completed smoothly, it is important that the student stays in contact with his/her instructor.  It is the student’s responsibility to communicate with the instructor.  It is also the student’s responsibility to schedule the final site visit/interview with the instructor and supervisor.

Many work experience instructors are part-time employees of Reedley College and are working from home. Please keep this in mind when you are contacting your instructor. Whether your instructor is full or part-time, please limit your calling time to normal business hours – such as 8:00 am to 5:00 pm on weekdays, whenever possible.  Calling the 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: ______________________________

Telephone #:  ___________________

Best time to call: _______________________________

Course Section #: __________________

Suggested final contact date: __________________

Instructors:  
Jack Sheldon, e-mail:  jack.sheldon@reedleycollege.edu.  Phone:  559-240-4411


Joseph Charles, e-mail :  joseph.charles@reedleycollege.edu; Only Text me @ 559-492-9548


Chanell Marturana, e-mail: chanell.marturana@reedleycollege.edu; Phone: 559-905-8984

If you were enrolled on the first day of the semester, and you are enrolled in three (3) units of work experience the following table will provide you with a guideline as to when you should contact your instructor for final evaluations.

Number of hours worked per week
Spring 2023 Session

Fall 2022 Session

Summer 2022 Session
40 hours/week


Week 5 –  Feb. 8, 2020
Week 5 – Sept. 18, 2019
Week 5 - Jul 10, 2019
30 hours/week


Week 7 – Feb. 22, 2020
Week 7 –  Sept. 25, 2019
Week 7 – June 19, 2019
20 hours/week 


Week 11 – March 21, 2020
Week 12 – Oct. 23, 2019
Week 11 – July 24, 2019
**Please note: If you enrolled in the work experience AFTER the semester began, only the hours you work AFTER your enrollment date are applicable to this class. Always consult with your instructor if you work at the college****
· **The orientation dates for COTR-19G-57077-2022FA and BA-19V 2022FA Session will be as follows:  
This handbook, complete with all necessary forms, is available digitally on the Reedley College Canvas page for Cooperative Work Experience.  To access that page, please visit www.reedleycollege.edu and click on the Canvas link.
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The State Center Community College District complies with all Federal and state rules and regulations and does not discriminate on the basis or race, color, national origin, gender or disability. This holds true for all students who are interested in participating in educational programs and/or extracurricular school activities. Harassment of any employee/student with regard to race, color, national origin, gender or disability is strictly prohibited. Inquiries regarding compliance and/or grievance procedures may be directed to the college’s Title IX Officer and/or the Section 504/ADA Coordinator.

Dr. Todd Evans,Title IX Officer and Section 504/ADA Coordinator

995 N. Reed Ave., Reedley, CA 93654 - (559) 638-0336

CALENDARS

Reedley College Cooperative Work Experience (CWE)

Fall 2022 Calendar

The following is the timeline for activities and deadlines for forms to be submitted to your instructor. These dates are applicable to students enrolled in CWE as of August 08, 2022
August 8            
First day of Cooperative Work Experience (CWE)

August 11 & 18

CWE  Orientations (Students Must Attend an Orientation – those failing to attend orientation will be dropped from the course) 

Students enrolled in BA 19V should attend the orientation sessions identified above.
Sections of 19V (outside the Business Department) Orientations are scheduled by the instructor of record. Students are advised to contact their 19V instructor for the orientation dates.

August 26                          Last day to drop a full term class to avoid a "W"
September 5
Labor Day Holiday (Campus Closed)

September 9
Completed Objectives Agreement Worksheet due back from student with student & employer signatures. * or within 3 weeks of enrollment – which ever is first

September 12
Instructor site-visits begin. Beginning as early as week 6 - instructors will be visiting worksites to meet with employer/supervisors for the purpose of final evaluations.  These evaluation site visits are conducted as soon as the student has completed his/her required number of work hours. These site visits must be completed by December 16th.

September 25-30
If you work 40 hrs/week and you want to earn 3 units of credit - you should be contacting your instructor to schedule your site visit and evaluation

October 5  
August/September Time Sheet Due 

October 7
Last Day to drop a full-term class (letter grades assigned after 
this date)
September 22-28
If you work 30 hrs/week you should be contacting your instructor to schedule your site visiand evaluation
October 24-28
If you work 20 hrs/week you should be contacting your instructor to schedule your site visit and evaluation
November 5
October Time Sheet Due  (*only if hours in October apply to units)

November 11th
Veterans Day (Campus is closed)

November 24-25 
Thanksgiving Holiday
December 5 -9
Finals Week
December 5
November Time Sheet Due (*only if hours in November apply to 
units)
December 7
Student Evaluation/Contract due back from Employer 
December 7
**Last Day for CWE Site Visits (please see the ** note below)
Last Day to Turn in: 

· December Time Sheet 

· Program Evaluation 

· 2-4 page paper or Final Draft
· Last day for site visits

December 9th
LAST DAY OF THE SEMESTER 

December 10th 
Instructor Grades & Paperwork (Instructor’s Summary & Evaluation of Student) are due to on or before this date. If paperwork is not turned in to office by this date, students will be given a failing grade. 

 ** The instructor’s site visit is the last day for you to submit your final time sheet, program evaluation and student paper. Please be prepared to submit all required documents at that time.  DO NOT ATTEMPT TO WAIT UNTIL THE LAST DAY OF THE SEMESTER.
Reedley College Cooperative Work Experience (CWE)  

Spring 2023 Calendar

The following is the timeline for activities and deadlines for forms to be submitted to your instructor. These dates are applicable to students enrolled in CWE as of January 9, 2023 

January 9
First day of Cooperative Work Experience (CWE)
January 16
Martin Luther King Holiday (Campus Closed)

January 14 & 21
     19G Orientations (Students Must Attend One) 6:00 pm for both
19V Orientations are scheduled by the instructor of record. Students are advised to contact their 19V instructor for the orientation dates.

Students enrolled in BA 19V are welcome to attend one of these orientations.
January 22
Deadline to drop for full refund

January 29
Deadline to drop to avoid a W
*February 4
Completed Objectives Agreement Worksheet due back from student with student & employer signatures. * or within 3 weeks of enrollment – whichever is first

February 8
Instructor site-visits begin. Beginning as early as week 5 - instructors will be visiting worksites to meet with employer/supervisors for the purpose of final evaluations.  These evaluation site visits are conducted as soon as the student has completed his/her required number of work hours. These site visits must be completed by May 18th.

February 8-10
If you work 40 hrs/week you should be contacting your instructor to schedule your site visit and evaluation

February 18
Lincoln Day Observance and Washington Day Observance (Campus Closed)

February 22-24
If you work 30 hrs/week you should be contacting your instructor to schedule your site visit and evaluation

March 5
Last day to Drop in order to receive a W. After this date a letter grade is issued.

March 5 
January/February Time Sheet Due 
March 22
If you work 20 hrs. /week you should be contacting your instructor to schedule your site visit and evaluation
*April 5 
March Time Sheet Due (*only if hours in March apply to units)
*May 5
April Time Sheet Due (*only if hours in April apply to units)
*May 19
Student Evaluation/Contract due back from Employer 
**May 19
**Last Day for CWE Site Visits (please see the ** note below)
Last Day to Turn in: 

· May Time Sheet 

· Program Evaluation 

· 2-4 page paper

· Last day for site visits

May 22
LAST DAY OF THE SEMESTER 

May 22
Instructor Grades & Paperwork (Instructor’s Summary & Evaluation of Student) are due to on or before this date. If paperwork is not turned in to office by this date, students will be given a failing grade
** The instructor’s site visit is the last day for you to submit your final time sheet, program evaluation and student paper. Please be prepared to submit all required documents at that time.  DO NOT ATTEMPT TO WAIT UNTIL THE LAST DAY OF THE SEMESTER.

Reedley College Cooperative Work Experience (CWE)  

Summer 2022 Calendar 

(COTR-19G-51850-2022SU – Date: May 23, 2022)
The following is the timeline for activities and deadlines for forms to be submitted to your instructor. These dates are applicable to students enrolled in CWE (BA 19V or COTR 19G) as of  May 20, 2019.  
  May 23
First day of Cooperative Work Experience (CWE)
May 31 & June 6, 2022
19V  Orientations (Students Must Attend an Orientation – those failing to attend orientation will be dropped from the course.  Summer class orientations are via email, ConferZoom or text.  Students need to contact instructor, fill out Student Data Sheet which can be turned in via Canvas) 

*June 1
Completed Objectives Agreement Worksheet due back from student with student & employer signatures. * or within 2 weeks of enrollment – which ever is first

June 12
Instructor site-visits begin. Beginning as early as week 2 - instructors will be visiting worksites to meet with employer/supervisors for the purpose of final evaluations.  These evaluation site visits are conducted as soon as the student has completed his/her required number of work hours. These site visits must be completed by Aug. 3rd.

July 5 
May/June Time Sheet Due 
*July 20 
July Time Sheet Due (*only if hours in July apply to units)
*July 24 
July Time Sheet Due (*only if hours in August apply to units)
*July 28 
Student Evaluation/Contract due back from Employer  - the contract is to be completed at the time of the final site visit when you meet with your employer and instructor.
**July 29**
**Last Day for CWE Site Visits (please see the ** note below) Last Day to Turn in: 

· August Time Sheet 

· Program Evaluation 

· 2-4 page paper

· Last day for site visits 

July 29, 2022 
LAST DAY OF CWE – SUMMER SESSION 

August 1, 2022 
Instructor Grades & Paperwork (Instructor’s Summary & Evaluation of Student) are due to on or before this date. If paperwork is not turned in to office by this date, students will be given a failing grade. 

** The instructor’s site visit is the last day for you to submit your final time sheet, program evaluation and student paper. Please be prepared to submit all required documents at that time.  DO NOT ATTEMPT TO WAIT UNTIL THE LAST DAY OF THE SEMESTER.
OVERVIEW & FREQUENTLY ASKED QUESTIONS 
What is Cooperative Work Experience? 

Cooperative Work Experience (CWE) at Reedley College offers students the opportunity to explore career paths and earn college credit for skills learned on the job. The purpose of CWE is to help students transition from school to work by providing hands-on, learning experiences where they can put classroom instruction to the test. CWE is offered, and available to all Reedley College students.  There are three different types of CWE – 19A, 19G and 19V. 

What are the differences between the three work experience courses?

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 the work experience "class" more than once. Eligibility requirements remain the same; however, the objectives must be different from one term to the next and represent new learning or expanded responsibilities. Students may take up to 6 units of 19G work experience classes (no more than 3 units per semester for 2 semesters), while those who are enrolled in 19A and 19V courses may take up to 16 units (in 4 semesters). Students may take a combination of 19A, 19G and 19V work experience classes, however they may not exceed 16 CWE units total. 

Are the units transferable? 

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: 

1. Eligibility requirements for COTR 19G:

Any RC student may enroll in General Cooperative Work Experience - 19G – as long as he/she meets the following requirements.

· Students must attend an orientation. 

· Students must turn in a fully completed Student Data Sheet, handed out at the orientation or downloaded from the CWE Blackboard site

· Students must find their own approved Work Experience placement through the online TBC Job Board, instructor referrals, or personal connections and contacts. (For the summer term, placement should be obtained by the second week of summer school.) Students must also identify a faculty member willing to be their Work Experience Advisor – a list of qualified instructors is available on the CWE Blackboard site. The Work Experience Advisor must agree that the Work Experience includes new or expanded responsibilities and learning opportunities beyond those previously experienced. 

· Student completes the Learning Objectives Worksheet with their employer’s and instructor’s input and approval. 

· The Learning Objectives Worksheet form must be signed by the instructor, the employer and the student and returned to the instructor of record no later than the end of the third week of employment (or the third week of enrollment in the cooperative work experience class) or the student may be dropped. See the calendar for the exact due date for the Learning Objective Agreement. 

2. Eligibility requirements for COTR 19V and 19A:

Any RC student may enroll in Vocational Cooperative Work Experience – 19A or 19V – as long as he/she meets the following requirements.

· RC students may enroll in Vocational Cooperative Work Experience - 19A or 19V - if they have a major or certificate program they intend to pursue. They must have taken (or be currently taking) a class in that major/field at RC within the previous 18 months. 

· Students must be currently enrolled at RC - students enrolled in 19A may have up eight (8) of these units counted toward their required total enrollment. Students enrolled in 19V may have up to four (4) units of work experience applied toward the 7 unit enrollment requirement. Summer requirements for RC students: a concurrent class is not required if the student attended RC the previous spring semester and he/she was enrolled in at least seven units. 

· Students must attend an orientation. 

· Students must turn in a fully completed Student Data Sheet, handed out at the orientation or downloaded from the CWE Blackboard site

· Students must find their own approved Work Experience placement through the online TBC Job Board, instructor referrals, or personal connections and contacts. (For the summer term, placement should be obtained by the second week of summer school.) Students must also identify a faculty member willing to be their Work Experience Advisor – a list of qualified instructors is available on the CWE Blackboard site. The Work Experience Advisor must agree that the Work Experience includes new or expanded responsibilities and learning opportunities beyond those previously experienced. It must also contribute to or enhance the occupational and educational goals of the student and require the use of critical thinking skills.

· Students complete the Learning Objectives Worksheet with the employer’s and instructor’s input and approval. 

· The Learning Objectives Worksheet form must be signed by the instructor, the employer and the student and returned to the instructor of record no later than the end of the second week of employment (or the third week of enrollment in the cooperative work experience class) or the student may be dropped. See the calendar for the exact due date for the Learning Objective Agreement. 

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

· Provides the opportunity to use the knowledge gained in the classroom and relate 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 set in concrete. 

· Enables the student to make sound educational and career decisions through related assignments. 

· 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 

· 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 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. 

UNITS 
Cooperative 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: The Work Experience hours can begin accumulating only after the Enrollment Procedures have 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

Units may be applied to the elective requirements for RC graduation. 

Students enrolled in 19A may earn up to eight units each term while students in 19V may earn up to a four units each term, both are capped at a maximum total of 16 units. Students enrolled in 19G may earn up to three units each term, up to a maximum total of 6 units. Students may combine 19A, 19V and 19G units – earning a maximum of 16 CWE units total. Please note: students combining CWE units may not exceed the 16 unit maximum, and those enrolled in 19A and 19V – may not earn more than six units of 19G as part of the 16 CWE units maximum.

RESPONSIBILITIES

Student 

· Complete the enrollment forms and procedures (outlined in the Enrollment Requirements section). 

· Write the learning objectives, obtain signatures and return completed Learning Objectives Worksheet to the Work Experience Instructor. Students should retain a copy for their own records. 

· Work the appropriate number of hours per unit enrolled. 

· Turn in time sheets signed by employer. 

· Complete written assignments, including the program evaluation and student report, and return them to the Work Experience Instructor. 

· Immediately notify the Work Experience Instructor if:
· you drop the course

· you are laid off or change jobs

· you are assigned a new supervisor or have new working hours

· you are having problems completing the paperwork

· you have a new address or phone number

· you have any questions 

· Contact the work experience instructor once the required number of hours have been completed to schedule the required on-site evaluation meeting – please DO NOT WAIT UNTIL THE END OF THE SEMESTER (if you have completed your hours before the semester ends) to contact your instructor.

Instructor 
· Monitor the student's Work Experience. 

· Meet with each student at least twice during the term. 

· 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. 

· Administer the student evaluation and assign the final grade. 

Employer

· Understand and work toward the educational objectives of the Work Experience as detailed on the Objectives Agreement & Student Evaluation. 

· 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 Work Experience Advisor 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 Mrs. Kassandra Davis-Schmall at Reedley College (559) 637-2528 with questions

GRADES 
General Policies 

· The Work Experience is a letter-graded course. 

· Points are earned for all requirements of the program. 

· The Work Experience Instructor assigns the final grade. 

ACADEMIC DISHONESTY STATEMENT:  Because cheating, plagiarism, and collusion in dishonest activities erode the integrity of the college, each student is expected to exert an entirely honest effort in all academic endeavors.  Academic dishonesty in any form is a very serious offense, and will incur serious consequences. (Reedley College Catalog page 45)
Point Breakdown

	200 Points Possible

	Learning Objectives (quality of objectives and whether deadline was met)  
    
	  15 points max

	Accomplishment of Objectives (as graded by Employer)  


   
	100 points max

	Student Report  








	  50 points max

	Time Sheets (hours must be completed, points awarded for meeting deadlines)      
	  30 points max

	Program Evaluation (completed & turned in)                                                            
	    5 points max

	Grading scale: A=180-200 B=179-160 C=140-159 D=120-139 F=<120 
	200 total points 


Grade requirements will be set by each department/Work Experience Advisor who will assign the final grade. Generally, items such as the completion of the Objectives Worksheet, the evaluation of the success in completing each objective, the written report, submission of time sheets, and return of the Program Evaluation are included. It is the responsibility of the student to "DROP" this class before if not able to complete. 

LEARNING OBJECTIVES 
What are Learning Objectives?

Learning objectives are goals to be accomplished within the Work Experience. Prior to beginning the Work Experience, students must attend an orientation where they learn how to plan and design the objectives that will be established by the student, employer/supervisor, and Work Experience advisor. 

Objectives are very specific, measurable, have defined goals and a completion date. They include the following elements: the achievement or skill to be learned, how it will be measured, the manner in which it will be accomplished, and when it will be completed. 

A large part of the grade depends on the achievement of the objectives. Student input is important and the following are guidelines to help in establishing objectives: 

1. Make sure each objective is achievable within the time frame of the Work Experience. 

2. Make sure each objective is specific enough to be evaluated. 

3. Objectives must involve new learning and/or expanded responsibilities, beyond those experienced in previous employment or Work Experiences. 

4. Make sure the objectives work by designing them to particular needs. 

Quality of the Objectives 

Learning objectives are the most important component of a quality Work Experience. Clear, challenging objectives will help students grow and perform well on the job and in the classroom. Students in the Work Experience program do not simply earn units for working; these units reflect specific learning based on measurable objectives. The learning objectives are, in effect, a written agreement between the student, the employer, and Reedley College.

New Objectives Each Term 

New and/or expanded learning objectives must be identified each term. Students can draft their objectives with the assistance of their employment supervisor and submit them to the Work Experience Advisor for final approval. The learning objectives must then be signed by all three parties and are to be turned in to the Work Experience Academy Office by the date listed on the student calendar. 

How Many Objectives? 

The number of objectives that are set is based on the number of units to be earned: three objectives for one, two and three units, and four objectives for four units. Based on the purpose of the objectives, the degree of difficulty, and the student's ambitions, additional objectives may be set. Students are expected to accomplish as much in their placement as they would in a regular classroom. 

Guidelines for Writing Your Objectives

Challenging yet achievable learning objectives are the single most important component of quality Work Experience. Fifty percent (50%) of your grade is dependent on establishing and reaching them. Objectives are measurable goals that you set for yourself (in conjunction with your supervisor) to be accomplished by you through your Work Experience. They require that you learn or make use of new habits, skills, or information above and beyond your current knowledge. 

Each objective must be directly related to your career major and include these four parts: 19A & 19V requires work related to major – 19G is general in nature. The objectives will be designed by you with assistance from your employer, and approved by your Work Experience Advisor. 

Consider the following guidelines for your objectives: 

1. The objectives must involve new learning, new growth, new responsibilities, or improvement on the job. 

2. Make sure the objectives are specific enough to achieve within the Work Experience term and can be objectively evaluated. 

3. The objectives you set should benefit your employer too. 

4. Use an action verb to begin each objective that will describe what you intend to do (see the appendix for examples). Avoid vague or broad terms such as: believe, understand, appreciate, get, etc. 

There are four distinct “rules” for developing meaningful objectives, and they are as follows.

1. They must be very specific: What is it that you want to learn, achieve, or accomplish in your Work Experience? For example: 

· Research law cases and write briefs. 

· Operate a camera in a studio and on location productions. 

2. Determine what your Method of Accomplishment will be. How will you go about learning the information you specified above? For example: 

· Practical hands-on application 

· Instruction/training from my supervisor and/or co-workers 

· Observation 

· Discussing techniques with other employees 

· Reading/studying manuals and tutorials 

· Videos 

· Workshops 

· Using computer programs 

· Reviewing files 

3. The results must be Measurable. How will you and your supervisor be able to determine to what degree each objective has been completed? For example: 

· Tests 

· Work Experience Advisor critique/evaluation 

· Videotape critique 

· Submit monthly reports and case files 

4. Specify a Completion date. What is the deadline for each objective? Write a specific date that is prior to the end of the semester. 

Types of Learning Objectives 

If you are new to Cooperative Work Experience and just entering your placement, you should have an abundance of opportunities to learn information above and beyond the knowledge you already have. Think about what it is you want to learn while working. You might want to ask your supervisor or other employees what suggestions they have; things they have found important to know, or wished they had known early on in their career. This type of objective is most frequently used in Cooperative Work Experience. Remember, you want to increase your breadth of knowledge. 

Turning a current part time job into an intern position affords you the opportunity to use several types of learning objectives: 

· New assignments. If you use your current part-time job as Work Experience, you will need to have new learning experiences that can be stated in objective form. To assist you in writing your new objectives you might consider the requirements of the job that is currently a step above yours and what you need to learn in order to be promoted. 

· Routine duties. Think of new and creative ways you can improve the results of your daily job duties or new aspects for improving efficiency.  

· Problem solving. Look at a problem you have run into on the job, dissect it and think of possible solutions and/or improvements. Can you spot a potential problem in the making? If you were in charge, what suggestions could you make to the person doing your job? 

· Personal improvement. How did your interactions at work develop personal habits or social skills that allowed you to become a more coveted employee? How could you improve your communication with co-workers that would result in increased knowledge, new ideas, more production, better cooperation, smoother workflow, etc? 

Action Word List
ACCUMULATE 

ACTIVATE 

ADAPT 

ADJUST 

ADMINISTER 

ADVISE 

ANALYZE 

ANSWER 

APPLY 

APPRAISE 

APPROVE 

ARRANGE 

ASSEMBLE 

ASSIST 

ATTACH 

ATTEND 

BALANCE 

BUILD 

CALCULATE 

CALL 

CAPITALIZE 

CATEGORIZE 

CHECK 

COACH 

COLLECT 

COMBINE 

COMMUNICATEE COMPARE 

COMPILE 

COMPOSE 

COMPUTE 

CONDUCT 

CONSTRUCT 

CONSULT 

CONTRACT 

CONTRAST 

CONTROL 

CONVERT 

COORDINATE 

CORRECT 

CREATE 

CULTIVATE 

DANCE 

DECREASE 

DEFINE 

DELIVER 

DESCRIBE 

DESIGN 

DETECT 

DEVELOP 

DEVISE 

DIAGNOSE 

DIRECT 

DISPLAY 

JOIN 

LEAD 

LIMIT 

LIST 

LOCATE 

MATCH 

MAXIMIZE 

MEDIATE 

MODIFY 

MONITOR 

EDIT 

ELIMINATE 

ENFORCE 

ESTABLISH 

ESTIMATE 

EVALUATE 

EXPAND 

EXPLAIN 

NEGOTIATE 

NOTIFY 

OPERATE 

ORDER 

ORGANIZE 

ORIGINATE 

OUTLINE 

FOLLOW-UP 

FORMULATE 

PLACE 

PLAN 

PREPARE 

PRESENT 

PROCESS 

PRODUCE 

PROGRAM 

PROVIDE 

PREPARE 

PUBLICIZE 

GENERATE 

GUIDE 

IDENTIFY 

ILLUSTRATE 

IMPLEMENT 

INCREASE 

INITIATE 

INSPECT 

INSTALL 

INSTITUTE 

INSTRUCT 

INTERPRET 

INTRODUCE 

INVENTORY 

INVESTIGATE 

ISOLATE 

READ 

RECOGNIZE 

RECOMMEND 

RECONSTRUCT 

RECORD 

RECRUIT 

REDESIGN 

REDUCE 

REGROUP 

REMOVE 

REORGANIZE 

REPAIR 

REPLACE 

REPORT 

REPRODUCE 

RESEARCH 

RESTRUCTURE 

REVIEW 

REVISE 

REWRITE 

SCHEDULE 

SCREEN 

SELECT 

SELL 

SEPARATE 

SERVE 

SHIP 

SING 

SOLVE 

SPEAK 

STRUCTURE 

STUDY 

SUMMARIZE 

SUPERVISE 

SUPPORT 

SURVEY 

SYSTEMATIZE 

TEACH 

TEST 

TRAIN 

TRANSLATE 

TRANSFER 

TUTOR 

TYPE 

UPDATE 

VERIFY 

VISIT 

VOLUNTEER 

WORK

Sample Objectives 

General Work Experience – 19G – samples

Examples of Basic Learning Objectives:

Please note that the objectives include both WHAT the learning objectives are and HOW (actions and activities) you will achieve those objectives. Remember that in order for a learning objective to be meaningful it must be measurable – so when you are crafting your learning objectives try to determine how they might be measured.

1. Acquire and develop basic employment responsibilities

by going to work on time, returning from breaks and lunch on time and promptly starting work.

2. Development of an understanding for the basic job tasks and responsibilities

by asking appropriate questions, receiving training and instruction in an open-minded fashion. Accepting responsibility for both quality and unsatisfactory performance.

3.
Demonstrate the ability to get along well with others in the work place

by being courteous and considerate of other employees and working to reduce tension under stressful conditions.

4.
Completes job tasks effectively and with a degree of quality

by proper use of equipment (such as cash register, computer terminal, and tools, etc.) in a skilled manner.

5.
Maintains (or works toward) an acceptable volume of production

by working quickly and efficiently with given production standards. (This is usually measured in sales volume or production per hour, etc.)

6.
Demonstrate initiative and commitment

by using cross-selling techniques or suggestions which would lead to increases in sales volume or reduction in costs.

Employers generally have specific jobs which require certain training and skills which must be developed and reinforced. In order to develop these skills and talents there will be generally stated objectives in the job description. Please feel free to use the objectives which are designed for a particular job.

The above examples are meant to be an aid for those employers or supervisors who work most directly with the student employee and may not have developed specific learning objectives for the position. The above examples can also be modified to a specific position or job with some minor changes.

Vocational Work Experience – 19A or 19V – samples

The following examples are major specific and may or may not be appropriate for you, depending on your current level of education and employment duties.

Program Major: Aviation Technology 
Learn to perform minor aviation repairs under supervision, in accordance with FAA regulations, the manufacturer’s manual, or AC43.13, as applicable. This will be learned by studying FAA manuals; training by FAA approved Instructors, and personally working on aircraft with supervision. My work will be evaluated by the FAA instructors and a test, all to be completed by May 16, 200X. 

Program Major: Photography 
Properly photograph evidence at a crime scene for court cases. I will read and use the procedures from department manuals and have on site instruction from my supervisor. The procedures will be learned by the end of the semester and at least two photographs will have been accepted in court as evidence. 

Program Major: Marketing (Sales) 
Increase my personal sales by 10% over last year's total. I will do this by developing a written plan to include sales suggestions, producing a better sales presentation, and learning more about the products sold. 

Sales will be measured by comparing last year's figures covering the same dates within the semester. The objective will be completed by May 16, 200X. 

Program Major: Film & Video 
Demonstrate the ability to operate a camera in a studio and on location productions. This will be accomplished by training from camera operators, observation, and practical work. My supervisor will evaluate my work by having me explain the operation of the camera and viewing a production I filmed. My supervisor will evaluate my ability by May 16, 200X. 

ATTENDANCE & TIME SHEETS 
It is the student's responsibility to record their hours worked. On a daily basis, CWE students are to log their work hours and duties. At the end of each month, it is the CWE student’s responsibility to finalize the monthly time sheet and have it confirmed by his/her supervisor.  Once signed by the student/employee and supervisor, the monthly time sheets must be turned in to the Work Experience Instructor before the due date (see the Calendar for dates). Time sheets are included in this packet. If you need extras, please contact your Work Experience Instructor.

STUDENT REPORT 
Prior to the end of the semester, students are required to write a 2 to 4 page student report that is a reflection of what they have learned through their Work Experience. All reports must be typed and double-spaced. The grade is based on based on content, grammar, spelling, punctuation, and presentation. The final report is to be turned in to the Work Experience Instructor – please see the semester calendar for submission deadlines. 

The Work Experience Advisor may indicate a specific topic s/he wants addressed in the paper, otherwise you may choose one of the following five topics: 

1. Evaluate the Use of Objectives and the Work Experience:  Evaluate the use of learning objectives. How did you choose them? What was it like to sit down with your employer and discuss both of your expectations? Did you find the objectives helpful in directing your learning experience? What did you learn by completing the objectives that you might not otherwise have learned? Did s/he follow through on their commitment to teach you new information/skills? What did you learn from using your objectives? Evaluate the effectiveness of the Work Experience program. Was it valuable to your future goals/employment? How did the Work Experience influence your future career decision(s)? What were the benefits and what were the drawbacks? 

2. Develop A Job Description for Your Position: The scenario: The Personnel Department where you did your Work Experience has requested that you write a company job description for your position. List all the duties and responsibilities you perform on your job. What are the minimum qualifications (training, skills, experience, etc.) necessary to begin in this position at the entry level? What qualifications are necessary to successfully perform and grow in this job? What transferable skills have you learned (even if this job does not relate to your career goal)? 

3. Describe Your Ideal Career: What is important to you in your job? Do you have a "career ladder" philosophy or do you see yourself in one job, at one level. When do you think about your career future? What are you willing to sacrifice in your life to "move up the ladder?" What would you not give up? How can Reedley College help you attain this ideal career? What else will you need to do to make it happen for yourself? 

4. Suggestions That Might Improve Efficiency & Productivity at Your Job Site: Analyze your job site, discuss, and describe how you would go about improving productivity and efficiency. Include changes in procedures and workflow. What could be eliminated? Added? Could new or different equipment improve efficiency? Use your imagination. 

5. Research the Career Opportunities Available Within Your Field of Study/Job: 

Include all the pros and cons concerning this occupational field. Include education necessary, training, pay scales, occupational outlook, hours of work, potential for promotion, drawbacks and benefits. Where are the places that hire people in this career? What is the demand for workers in this career cluster area? What can you do that might give you an "edge" for future employment in your field? The Reedley College Career Center has information about many occupations and careers. Libraries are also a good source of information. 

STUDENT PROGRESS 
Employer Visitations 

The Work Experience Advisor will contact the work site supervisor at least twice during the term, at least one of which must be in person. The Work Experience Advisor will meet the site supervisor, confirm the appropriateness of the work site and working conditions, informally evaluate student progress, and stay apprised of the student's development on the job. 

Employer’s Evaluation 

The site supervisor will evaluate the student's achievement of the agreed upon objectives using the original Learning Objectives Worksheet as a reference and filling in the Student Evaluation by Employer form. These forms may be sent to the employer near the end of the term for the evaluation and returned to the Work Experience Instructor during the instructor’s site-visit for inclusion in the final evaluation. In some cases, the student evaluation form will provided and completed during the evaluation site visit once the student has completed the required number of hours.

PROGRAM EVALUATION 
As part of the final grade, students must complete an evaluation of the Work Experience program. It is confidential (your name will not be written on the program evaluation, just your student ID number so you can receive credit.) Credit is given only for completing the evaluation - responses do not affect the final grade and are anonymous. The Work Experience program office uses the feedback received for future program development. We thank you in advance for your contribution to the improvement of Work Experience at Reedley College. 

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. 

· 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, 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, at 638-3641 ext 3625 within 24 hours. If the incident occurs on the weekend, then report by the first working day. 

SYLLABI

COOPERATIVE WORK EXPERIENCE PROGRAM 19G

REEDLEY COLLEGE

COURSE SYLLABUS

COTR 19G-57077-2022FA
TERM: Fall 2022
INSTRUCTORS :  Name: Jack Sheldon Students A-L  Section#  A-L 

 Contact Ph: 559-240-4411  Email: jack.sheldon@reedleycollege.edu
                              Name: Joseph Charles Students M-Z  Section# M-Z  

Contact Ph: 559-492-9548  Email: joseph.charles@reedelycollege.edu
MEETING RM:  To be arranged as necessary by Instructor. Zoom meetings on Canvas assignments.

OFFICE HOURS: Arranged by Instructor on a case by case basis. 

SPECIAL NOTATION: You are not eligible for this course if you have already completed 6.0 units in General Work Experience (COTR 19G) or have completed COTR 19G three times.

DETERMINATION OF UNITS:  Student units are granted as follows: 75 hours per unit if you are a paid employee 60 hours per unit if you are a volunteer. Note: a maximum of six (6) units can be granted in the 19G Section. There is a limit of three (3) semesters of enrollment in the 19G Section with the limit of six units total for the three semesters. Example: three units would require 225 hours of paid employment or 180 hours of volunteer work.

COURSE OUTCOMES (STUDENT LEARNING OBJECTIVES):

COTR-19G SLO1: compare and analyze work environments related to career goal decisions.

COTR-19G SLO2: describe how the work experience has influenced career decisions and goals.

COTR-19G SLO3: evaluate work experience, in regards to human relations and skill attainment needed for gainful employment.

COTR-19G SLO4: explain positive work ethics for the workplace experience

COTR-19G SLO5: identify how classroom knowledge integrates into the workplace

Summary of desired activities and objectives:
The work experience program is a partnership between the students, the employers, and the college. In order to better serve the student in his/her employment development, the college can provide an opportunity outside of the workplace to review career growth and discuss common workplace problems. Likewise the employers of the students will share background information on their business and most importantly monitor the skills of the students as employees.

NO TEXTS ARE REQUIRED FOR THE COOPERATIVE WORK EXPERIENCE PROGRAM EXCEPT FOR THE ONLINE STUDENT HANDBOOK WHICH CAN BE DOWNLOADED OR MAINTAINED AS AN FILE DOCUMENT FOR REFERENCE.

PREREQUISITES: ENROLLMENT AT REEDLEY (This maybe the only class enrolled in by the student)
REQUIREMENTS AND COURSE OUTLINE REFER TO CALENDAR FOR ASSIGNMENTS

1. Initial Orientation Meetings:  Attendance at one of the orientation meetings is required. At this time, you will receive a contract, which must be signed by your employer. You will arrange appropriate dates and times for your coordinator to visit with your employer. A minimum number of on-site visitations are required during the semester. Units cannot be granted if the visitations are not completed. 

2. You are responsible for maintaining a detailed record of your work hours on a daily basis.  Your employer will sign your timesheet at the end of each month. Suggestions: Save your payroll stubs and post the information directly from the pay stubs onto your timesheets.

3. Grades:    Once you complete 225 work hours or the number of work hours which satisfies the units of registration, your coordinator will complete the contract along with your supervisor and assign a grade. DO NOT wait until the end of the semester as this will be a very busy time and the final site visit may interfere with your other class finals. Grades are determined by points awarded by the timely submission of your Learning Objectives Worksheet and Time Sheets, as well as your student report, program evaluation and your supervisor/employer’s evaluation on the contract agreement. For a detailed explanation of the grading policies, please read the Grades section of your handbook (page 10).

GRADING SCALE: Point Breakdown

	200 Points Possible

	Learning Objectives (quality of objectives and whether deadline was met)  
    
	  15 points max

	Accomplishment of Objectives (as graded by Employer)  


   
	100 points max

	Student Report  








	  50 points max

	Time Sheets (hours must be completed, points awarded for meeting deadlines)      
	  30 points max

	Program Evaluation (completed & turned in)                                                            
	    5 points max

	Grading scale: A=180-200 B=179-160 C=140-159 D=120-139 F=<120 
	200 total points 


Grade requirements will be set by each department/Work Experience Advisor who will assign the final grade. Generally, items such as the completion of the Objectives Worksheet, the evaluation of the success in completing each objective, the written report, submission of time sheets, and return of the Program Evaluation are included. It is the responsibility of the student to "DROP" this class before if not able to complete. Grades will be posted as assignments are received and graded.

ATTENDANCE POLICY : All assignments are to be turned in as requested with a deduction in point value as indicated by the Instructor for late assignments or incomplete assignments. 

CANCELED CLASS POLICY: ALL ASSIGNMENTS ARE ONLINE. STUDENTS ARE EXPECTED TO CONTACT THEIR INSTRUCTOR FOR EMERGENCY SITUATIONS.

PLAGIARISM AND CHEATING POLICY

Because cheating, plagiarism, and collusion in dishonest activities erode the integrity of the college, each student is expected to exert an entirely honest effort in all academic endeavors. Academic dishonesty in any form is a very serious offense and will incur serious consequences. This statement is valid for both COTR-19G and BA-19V (Reedley College Catalog page 45).
Accommodations for students with disabilities:

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 your instructor as soon as possible.
BA 19V

Business Administration

Vocational Work Experience


COOPERATIVE WORK EXPERIENCE  -  BA 19V  - 
You are not eligible for this course if you have already completed 16.0 units in Cooperative Training – COTR 19V (BA 19V).  Students who have participated in the General Work Experience program – COTR 19G must include units earned in 19G when determining eligibility for BA 19V.

The work experience program is a partnership between students, the employers and the college.  In order to better serve the student in his/her employment development, the college can provide an opportunity outside of the workplace to review career growth and discuss common workplace problems.  Likewise, the employers of the students will share background information on their business and most importantly monitor the skills of the students as employees.

NO TEXTS ARE REQUIRED FOR THIS COURSE

COURSE REQUIREMENTS:

· Initial Orientation Meeting:  Attendance at one of the orientation meetings is required.  At this time, you will receive a contract, which must be signed by your employer.  You will arrange appropriate dates and times for your coordinator to visit your employer. A minimum number of on-site visitations are required during the semester. Units cannot be granted if the visitations are not completed.

· Write a one-page letter to me explaining how your job fits with your major and educational goals. This letter is due to me no later than Friday of the 4th week of school.

· You are responsible for maintaining a detailed record of your work hours on a weekly basis. Your employer will sign your timesheet at the end of the semester.  

· Grades:  Once you have completed the required number of work hours (75 hours of paid employment per semester per unit of credit OR 60 hours of non-paid volunteer work per semester per unit of credit), your instructor will complete the contract along with your supervisor and assign a grade.  It is YOUR RESPONSIBILITY to coordinate a meeting between your supervisor and BA 19V instructor -  DO NOT wait until the end of the semester as this will be a very busy time and the final site visit may interfere with other class finals.

· At the final site meeting, you will be required to provide your instructor with a 2-4 page letter summarizing your work experiences, personal and/or professional growth and an explanation of how this work experience has helped you get closer to reaching your goal.

· Grades are determined by points awarded by the supervisor/employer on the contract agreement, which is based on a scale of 1 to 4 for each objective and general work item.  Grades can be adjusted by the instructor as necessary due to special circumstances.

· Students must be enrolled in this class in order to take it.  This class could be the only class they are taking during a semester.  They will be eligible for credit in this work experience class if they complete all required work. (Example: 3 unit class + 4 units of BA 19V = 7 units)

· Hours and Unit Value:


· 75 hours per unit if you are a paid employee

· 60 hours per unit if you are a volunteer

FORMS

Here you will find all the forms you will need to complete the semester.  They are provided in the order in which they will be used. 

Starting with the last page of this handbook – you will simply work your way forward.  If you look at the last page, the first document you will find is the STUDENT DATA SHEET – this is the first form you will fill out. Next you will find your LEARNING OBJECTIVES WORKSHEET followed by your first timesheet. As you progress through the semester, you will continue working your way forward until you reach the final form – the PROGRAM EVALUATION FORM.  This form will be completed once you have completed your required hours.

Instructor Name: _________________ Section #: __________  

Student Name/ ID #: _________________      Term:  _____________

REEDLEY COLLEGE COOPERATIVE WORK EXPERIENCE 
PROGRAM EVALUATION FORM

This program evaluation is to be completed and turned in along with your final Time Sheet. The Evaluation is anonymous, however in order to ensure that you receive credit for completing it, please enter your Student ID # in the upper right corner of this page. 

The questionnaire is designed to gather specific data regarding the effectiveness of the program. Thank you for your participation. 

1. I enrolled in Cooperative Work Experience (check all that apply)… 

  FORMCHECKBOX 
 Because it was recommended/required by my supervisor. 

  FORMCHECKBOX 
 To earn credit towards a certificate or degree. 

  FORMCHECKBOX 
 To gain field-related experience. 

  FORMCHECKBOX 
 To earn units transferable to another college. 

  FORMCHECKBOX 
 To assist me in obtaining a job. 

  FORMCHECKBOX 
 To “try out” another career. 

  FORMCHECKBOX 
 Other:  ________________________________________________ 

2. Was the Work Experience program satisfactorily explained to you and did you receive all the assistance you needed from the Work Experience Advisor? 

  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No   

3. After attending the in-class orientation or viewing the online orientation, did you have a better understanding of the topics addressed?  

 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No 

 FORMCHECKBOX 
I attended the orientation in person.   FORMCHECKBOX 
I did the orientation online. 

4. Did your Work Experience objectives aid you in learning new skills?  
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 
In what ways? ____________________________________________________________________

________________________________________________________________________________

5. Was your employer receptive to participating in the Work Experience Program and being contacted by your instructor?   

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No 

6. How many times during the semester did you visit, call or email your instructor this term- NOT including on-site visits or classroom instruction?   ______________
7. Would you recommend your Work Experience site to other students?   

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 

If yes, where did you work?  ________________________________________________________ 

If no, why wouldn’t you recommend it? ________________________________________

____________________________________________________________________

8. Was writing the student report helpful in identifying what you accomplished while enrolled in the Work Experience Program?    

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 

9. How did you learn of the Work Experience Program? _________________________________

________________________________________________________________________

 10. Was your Work Experience worth the time and effort? For example, did you benefit from the Work Experience Program?   

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 

Why and in what ways? Please be specific. __________________________________________

________________________________________________________________________

11. What recommendations/comments do you have: 

a. for improving the orientation? _________________________________________________

________________________________________________________________________ ________________________________________________________

b. for advertising Work Experience to students/employers?   ______________________________

________________________________________________________________________ ________________________________________________________

c. for making Work Experience more valuable? _______________________________________

________________________________________________________________________ ________________________________________________________

	Reedley College

995 N. Reed Avenue

Reedley, California 93654

(559) 638-3641
	CONTRACT
	Cooperative Work Experience Visitation & Evaluation Report

Instructor: ___________________________     Section #: ___________

Term: _______________________  Date Completed _______________ 


	Student
	
	Student ID #
	

	Job Title
	
	Work Hours
	

	Supervisor
	
	Phone
	


	Firm/Agency Name
	
	Firm/Agency Phone #
	

	Firm/Agency Address
	

	City, State, Zip
	
	Supervisor’s Phone #
	


	I understand that I must be enrolled in this Work Experience class this semester and complete all required paperwork in order to receive credit for it.

	Student’s Signature
	
	Date
	

	Instructor’s Signature
	
	Date
	


	Learning Objectives
	Performance Level Legend:

4= Excellent   3 = Above Average   2 = Average   1 = Below Average  0 = Not Applicable
	Evaluation


	A.
	
	4
3
2
1
0

	
	
	

	B.
	
	4
3
2
1
0

	
	
	

	C.
	
	4
3
2
1
0

	
	
	

	D.
	
	4
3
2
1
0

	
	
	


	We the undersigned agree with the validity of the learning objectives listed above. The employer and the college agree to provide the necessary supervision and counseling to ensure that the maximum educational benefit may be derived from the employee/student’s work experience. We are an equal opportunity public agency dedicated to a policy of non-discrimination in employment of our students on any basis including race, gender, sexual orientation, disability, religion or age.  Employers participating in this program agree to uphold this policy in the selection of student for employment, educational processes and activities in the course of carrying out this contract.


	
	
	

	Supervisor’s Signature
	
	Student’s Signature

	
	
	

	Supervisor’s Printed Name
	
	

	
	
	

	Instructor’s Signature
	
	Date


General Work Habits Evaluation

Performance Level Legend: 4 = Excellent 3 = Above Average  2 = Average  1 = Below Average  0 = Not Applicable

	1.
	Job Competence
	4
3
2
1
0
	5.
	Attitude
	4
3
2
1
0

	2.
	Job Progress
	4
3
2
1
0
	6.
	Promptness
	4
3
2
1
0

	3.
	Working with others
	4
3
2
1
0
	7.
	Job Interest
	4
3
2
1
0

	4.
	Dependability
	4
3
2
1
0
	8.
	Self Confidence
	4
3
2
1
0


Verification of Evaluation of Total Hours Worked:

	I have evaluated
	
	and certify that this 

	
	(Student Name)
	


	student worked
	
	hours from
	
	to
	

	
	(Total Hours)
	
	(day/mo/yr)
	
	(day/mo/yr)


	Paid Employment
	
	Volunteer Employment
	


Strong points:

	

	


Points that need help:

	

	


	Overall Rating:
	


	
	
	

	Supervisor’s Signature
	
	Date


	
	
	
	
	
	
	

	Instructor’s Signature
	
	Date
	
	Final Grade
	
	Units Earned


EMPLOYER AND STATE CENTER COMMUNITY COLLEGE DISTRICT NONDISCRIMINATION DISCLOSURE STATEMENTS:

The employer assures compliance with state and Federal guidelines and regulations regarding nondiscrimination against any employee/student on the basis of race, color, national origin, gender or disability in recruiting, hiring, placement, assignment tasks, hours of employment, levels of responsibility and pay.  Harassment of any employee/student with regard to race, color, national origin, gender or disability, is strictly prohibited.  (In accordance with Title VI of the Civil Rights Act, 1964, Section 504 of the Rehabilitation Act, 1973, as amended, Americans With Disabilities Act, July 26, 1990, P.L. 101-336, and Title IX of the Education Amendments of 1972)

The State Center Community College District complies with all Federal and state rules and regulations and does not discriminate on the basis or race, color, national origin, gender or disability. This holds true for all students who are interested in participating in educational programs and/or extracurricular school activities. Harassment of any employee/student with regard to race, color, national origin, gender or disability is strictly prohibited. Inquiries regarding compliance and/or grievance procedures may be directed to the college’s Title IX Officer and/or the Section 504/ADA Coordinator.  Dr. Todd Evans ,Title IX Officer and Section 504/ADA Coordinator, 995 N. Reed Ave., Reedley, CA 93654 - (559) 638-0336

TIMESHEETS

[image: image1.jpg], - Reedley
l.'nllege



TIMESHEET   Month/Year __________ 
Student’s Name  _____________________________
Employer _____________________________
Instructor: _______________


Address ____________________________________
Address  ______________________________
Section : ________________

City, State, Zip    _____________________________
City, State, Zip _________________________
Student ID: ______________

	Day 

(i.e. Mon, Tues, etc)
	Date

(MM/DD/YYYY)
	#Hours Worked
	NON-Paid Hours
	Description or Summary of Duties

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	
	
	 
	 
	 

	Current Period Total Paid   Hours
	 
	 
	 

	Current Period Total NON Paid Hours
	 
	 
	 

	Previous hours earned this semester
	 
	 
	 

	Cumulative Paid Hours this semester
	 
	 
	÷ 75 hrs/unit (max 3 for COTR 19G - max 4 for 19V)  

	Cumulative NON Paid Hours this semester
	 
	 
	÷ 60 hrs/unit (max 3 for COTR 19G - max 4 for 19V)  


Please transfer Current Period Total Hours to the box provided on page 2.      Please see page 2 for certifications and signatures.      Page 1 of 2

                                                                                                                        Time sheet page 2 of 2 

I certify that during the month of ______________________ I worked the hours stated and completed the duties

described on this time sheet.  

	Current Period Total Hours
	Hours Worked

	Total Paid Hours
	

	Total Volunteer Hours
	


Student’s Name (printed) ________________________________________

Student’s Signature ___________________________________________     Date ____________________

Timesheet reviewed & approved:

Employer’s Name (printed) ______________________________________

Employer’s Signature  _________________________________________    Date ____________________




Employer’s Comments   ___________________________________________________________________

_______________________________________________________________________________________

Instructor’s Signature  ____________________________________   Date Received _________________

Instructor’s Comments   ___________________________________________________________________

_______________________________________________________________________________________

EMPLOYER AND STATE CENTER COMMUNITY COLLEGE DISTRICT NONDISCRIMINATION DISCLOSURE STATEMENTS:

The employer assures compliance with state and Federal guidelines and regulations regarding nondiscrimination against any employee/student on the basis of race, color, national origin, gender or disability in recruiting, hiring, placement, assignment tasks, hours of employment, levels of responsibility and pay.  Harassment of any employee/student with regard to race, color, national origin, gender or disability, is strictly prohibited.  (In accordance with Title VI of the Civil Rights Act, 1964, Section 504 of the Rehabilitation Act, 1973, as amended, Americans With Disabilities Act, July 26, 1990, P.L. 101-336, and Title IX of the Education Amendments of 1972)

The State Center Community College District complies with all Federal and state rules and regulations and does not discriminate on the basis or race, color, national origin, gender or disability. This holds true for all students who are interested in participating in educational programs and/or extracurricular school activities. Harassment of any employee/student with regard to race, color, national origin, gender or disability is strictly prohibited. Inquiries regarding compliance and/or grievance procedures may be directed to the college’s Title IX Officer and/or the Section 504/ADA Coordinator.  Dr. Todd Evans ,Title IX Officer and Section 504/ADA Coordinator, 995 N. Reed Ave., Reedley, CA 93654 - (559) 638-0336

LEARNING OBJECTIVES WORKSHEET 


___________________________________________
______________

____________________________

Student Name







ID Number

_______________

_____________________________
____________________________

Schedule Number


Instructor



TERM (semester/year – i.e. Fall/2022)

It is very important to complete your Learning Objectives accurately.  To complete the Learning Objectives section of you Work Experience Contract, please use the following guidelines:

1. Discuss with your supervisor the tasks, or types of skills your job requires.

2. If this job is related to your major, what skills or learning objectives would be helpful to broaden your education?

3. List items discussed from (#1 and #2) in the space provided below then discuss and review them with your coordinator.

Please note that the objectives include both WHAT the Learning Objectives are and HOW you will achieve those objectives.

Fill out the spaces:

A. (what the learning objective is)____________________________________________________________
by     (how you will accomplish the task)_____________________________________________________

Objectives:

A. ______________________________________________________________________________________

by  ___________________________________________________________________________________

B. ______________________________________________________________________________________

by  ___________________________________________________________________________________

C. ______________________________________________________________________________________

by  ___________________________________________________________________________________

D. ______________________________________________________________________________________

by  ___________________________________________________________________________________

We the undersigned agree with the validity of the learning objectives listed above.  The employer and the college agree to provide the necessary supervision and counseling to ensure that the maximum educational benefit may be derived from the employee/student’s work experience.  We are an equal opportunity public agency dedicated to a policy of non-discrimination in employment of our students on any basis of race, creed, color, sex, handicap, age, religion or national origin.  Employers participating in this program agree to uphold this policy in the selection of students for employment, educational processes and activities in the course of carrying out this contract.

_________________________________________________
___________________________________________

Supervisor’s Signature




Student’s Signature

EMPLOYER AND STATE CENTER COMMUNITY COLLEGE DISTRICT NONDISCRIMINATION DISCLOSURE STATEMENTS:

 The employer assures compliance with state and Federal guidelines and regulations regarding nondiscrimination against any employee/student on the basis of race, color, national origin, gender or disability in recruiting, hiring, placement, assignment tasks, hours of employment, levels of responsibility and pay.  Harassment of any employee/student with regard to race, color, national origin, gender or disability, is strictly prohibited.  (In accordance with Title VI of the Civil Rights Act, 1964, Section 504 of the Rehabilitation Act, 1973, as amended, Americans With Disabilities Act, July 26, 1990, P.L. 101-336, and Title IX of the Education Amendments of 1972)

The State Center Community College District complies with all Federal and state rules and regulations and does not discriminate on the basis or race, color, national origin, gender or disability. This holds true for all students who are interested in participating in educational programs and/or extracurricular school activities. Harassment of any employee/student with regard to race, color, national origin, gender or disability is strictly prohibited. Inquiries regarding compliance and/or grievance procedures may be directed to the college’s Title IX Officer and/or the Section 504/ADA Coordinator. Dr. Todd Evans ,Title IX Officer and Section 504/ADA Coordinator, 995 N. Reed Ave., Reedley, CA 93654 - (559) 638-0336

Please remember to make an appointment with your instructor to review and complete your contract.   

Reedley College (559) 638-3641

                                                                       Instructor ____________________Term__________________

	For Instructor use only

	DATE
	COMMENTS

	
	

	
	

	
	

	
	

	
	


STUDENT NAME:________________________________

Primary Phone #: _________________________________

Email address:  ___________________________________

Student ID #: ___________ Orientation Date:  _________

# of CWE units THIS SEMESTER  __________________

STUDENT DATA SHEET Please print neatly!

Phone _______________     Cell Phone _______________     Message Phone ______________

Best time to call ____________________         Number of College units enrolled in ____________

Have you taken Work Experience before? _____ Which one? (circle one)    COTR 19G     19A     19V

How many Work Experience units have you earned? ______ Major: _____________________

Name of Work Place _____________________________________________________

Address ______________________________________________________________________

City & Zip__________________________       No. hours worked per week ________________

Your Job Title _________________________________________________________________

Supervisor ____________________________________   Supervisor’s Phone _______________

Work Phone nearest you __________________   Usual Work Schedule ____________________                     

Work/Class Planner

	
	MON
	TUES
	WED
	THUR
	FRI
	SAT
	SUN

	7:00 a.m.
	 
	 
	 
	 
	 
	 
	 

	8:00
	 
	 
	 
	 
	 
	 
	 

	9:00
	 
	 
	 
	 
	 
	 
	 

	10:00
	 
	 
	 
	 
	 
	 
	 

	11:00
	 
	 
	 
	 
	 
	 
	 

	12:00 p.m.
	 
	 
	 
	 
	 
	 
	 

	1:00
	 
	 
	 
	 
	 
	 
	 

	2:00
	 
	 
	 
	 
	 
	 
	 

	3:00
	 
	 
	 
	 
	 
	 
	 

	4:00
	 
	 
	 
	 
	 
	 
	 

	5:00
	 
	 
	 
	 
	 
	 
	 

	6:00
	 
	 
	 
	 
	 
	 
	 

	7:00
	 
	 
	 
	 
	 
	 
	 

	8:00
	 
	 
	 
	 
	 
	 
	 


BA 19V - Course Syllabus 


TERM________________   SECTION # _______________





Instructor: _______________________________





Telephone #: _______________________  Office Hours: ___________________________





Email: ______________________________________  Telephone: ____________________








Course Title & Code Number:








Last Updated July 19, 2022766
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