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Name: 

 
Debbie Mintz

Phone Numbers:
School (706) 367-5003



Cell (706) 654-8239

E-mail


dmintz@jackson.k12.ga.us

Time/Period and Location

Time/Period:

Monday- Friday  




1st – 4th  Block




8:00 – 2:50
Location:

Room 453




Community job training sites

Jackson County Comprehensive High School Vision

Student Success through Leadership, Character and Performance.
Jackson County Mission

The mission of the Jackson County School System is to provide and support challenging and rigorous educational opportunities to ensure academic excellence for all students in a safe and caring learning environment.

Class Mission Statement

The mission is to provide a relative and sequentially developed educational program, through secondary job placement, which offers career orientation, occupational exploration, and job preparation to prepare students for work or further education and training by developing the knowledge, skills, and attitudes necessary for career exploration and planning. Emphasis is placed on practicing job acquisition and retention skills in academic areas.

Course Description and Purpose

This course is designed to provide occupational training to assist students in becoming responsible, productive citizens. Through participation in work readiness students learn about the world of work. Students will gain the employment skills and attitudes they need to be successful, and reach their full potential.

The purpose of Community Based Instruction is to provide hands on job experience in the community while in high school.  This opportunity helps the student gain experience and skills needed to succeed in the transition from school to work.

You will be graded on the following:

Grading Criteria

Weekly evaluations- 60%  
Course assignments- 25%    
 Tests, projects – 15%

Weekly Evaluations 

Weekly evaluations will be completed from work site supervisor, teacher and self evaluation using rubric for grading. You will be evaluated on all aspects of work according to the grading rubric. You must adhere to all EJCHS policies as well as your training site policies. The student is responsible for obtaining worksite evaluations, having their supervisor complete them and turning them in to their teacher each week. Students will also be responsible to complete a self-evaluation each week.
Grading Rubric will cover these work ethics:

· Appropriate dress

· Begin work promptly

· Demonstrate initiative

· Reacts with a positive manner

· Cooperation with co-workers

· Completes job

· Uses materials appropriately

· Respects people and property

· Present when scheduled

· Returns materials to proper storage areas

Course assignments- Pacing Guide

· Cover Page/Divider Sheets Due August 21, 2015
· Safety Plan- Due September 4, 2015
· Job Description/Duties- Due September 18, 2015
· Job Plan- Due October 2, 2015
· Positive work ethics related to job- Due October 16, 2015
· Policies & Procedures- Due October 30, 2015
· Interview your Mentor Due November 13, 2015
· History of the Business you work at- Due December 4, 2015
· Letter of Introduction- Due January 8, 2016
· Pictures at work site- Due January 22, 2016
· Application 1-Due February 5, 2016
· Application 2- Due February 19, 2016
· Thank you Letter to Mentor- Due March 4, 2016
· Reference letters Due- March  18, 2016
· Analyze and summarize your Work Experience- Due April 15, 2016
· Portfolio- Due May 6, 2016
I look forward to working with each of you. Please sign below that you have read and agree to the requirements listed above. 

Student signature: _______________________________Date___________

Parent signature: ________________________________Date___________

Assignments & Expectations for Work Study
August 2015 - May 2016 

EXPECTATIONS:

· a weekly employer evaluation rubric.
· a self-evaluation rubric.
· Assignments that are returned to you should be updated, placed in the appropriate area of your portfolio along with your graded page.

If you have questions or need additional examples, please contact Ms. Mintz  BEFORE the assignment is due.

PORTFOLIO TABLE OF CONTENTS

Work Study  
(Your portfolio will look like this when I look at it.)
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ASSIGNMENTS:

All assignments for Work Study must be typed.  Assignments must be at least one page in length unless otherwise noted in the instructions. All assignments should be saved to a computer disk, flash drive, etc. so that all corrections may be updated in a quick, efficient manner. (When your papers are returned graded, correct them and place them in your portfolio like the table of contents shows.)   This will also provide a back up in case an assignment or project is lost. Be sure to use spell check and proof your assignments.  For even more accuracy, have another person proofread your work.

Cover Page & Divider Sheets


You will be responsible for completing eight dividers sheets. These will be the pages that divide your portfolio up into easy to follow sections/ groups. These divider sheets should be cohesive and match throughout your portfolio. For example- if you use color paper on one use color paper on them all. If you put a picture or graphic on one divider sheet, they should all have a graphic or a picture. These can be as creative as you make them.
1) Cover Page

2) Safety Plan

3) Job Description

4) Job Plan

5) Work Ethics

6) Interview Mentor

7) Reference/ application

8) Summarize your Work Study

Cover Page should have the following information:

· Picture of YOU!

· Work Study

· Your name

· The year

· The name of the company/business where you are apprenticing

Inside cover (before the first divider) write an introduction paragraph about you, who you are, what you want to do after high school.

Safety Plan___________________________________________________________________________

· Write a 1-2 page 12 font double spaced essay describing precautions which are taken on your job to insure your safety, the safety of others, and the safe-keeping of equipment and tools used on the job.

Use the following questions, as they apply to your particular job as a guideline. (You may think of other considerations that are not mentioned here). You may need to talk with your supervisor to get information if you are unsure about any procedures.

Personal Safety:


Entering and leaving work.


While at work:


Do you work with equipment/tools that require special safety considerations?


Do you work around caustic materials which could burn or be dangerous if inhaled?


What are typical accidents which happen on your job and how do you protect yourself?

Safety of others:


How do you keep customers/patients/co-workers safe?

Safety of material, stock, or other property:


Are you responsible for handling money or other valuables? How do you insure safe keeping?

Outsider intruders:


How is your business secured from unauthorized people presenting a threat?

Confidentiality:


How do you maintain a confidential workplace which insures the safety of information?

Phone/Internet:


Do you use the phone/ internet on your job? What is the procedure if you receive a bomb threat or encounter another security situation on the phone/ internet?

Weather:


What precautions are in place for bad weather events?
Job Description__________________________________________________________________________

Complete the following:

Name of Student:

Name of Business:

Address:

Phone Number:

Fax Number:

Student’s Job Title:

Department Student works in:

Supervisor’s Title:

Date student began:

Overall purpose and objective of this position:

Major responsibilities of this job:

Required Skills:

Rate of Pay:   /per hour

How often paid and in what form (cash/check/etc.)

Work Schedule


Hours per week:


Days per week:

In three to five paragraphs, explain what you do on your job. Your regular duties, equipment you use, special assignments, anything and everything you do in your job. Give details so people who are not familiar with your career can understand what you do.

Job Plan




           
_____________________________________
1. Typed Cover Page:  Should include your name, the date, and be labeled Job Plan.  


2. Find a “help wanted” job ad in the newspaper, online, etc. for a job that sounds interesting to you and matches your career goals and work qualifications.  (You may need to get a copy of one of the Athens or Atlanta weekend papers)  Clip the ad out and paste it to a piece of paper.        

3. Explain why you chose this particular job ad.  (One paragraph double spaced explanation of why you chose the ad.)
4. Pick an outfit that you would wear to interview for this job. Using a magazine, clip out an outfit that would be appropriate for you to wear to an interview for this job. Past the outfit to a piece of paper. You can print something from the internet. Include All outerwear—Think about what you should wear in regard to the type of job you are applying for –shirt, jacket, pants, skirt, belt, shoes, purse, and accessories. Remember to be conservative and dress for that particular job.
      

5. Pick five (5) questions that you would have difficulty answering on an interview. Type the question and then type how you would answer this question during an interview. Answer these questions in paragraph form (three or more sentences). Be thoughtful and insightful with your answers.  
     
6. Type five (5) questions you would ask the employer at the interview. Remember that questions about days off and salary should never be asked until you have been offered the job.      

7. Write a follow-up letter to the employer to thank him or her for giving you the chance to interview for the position.  (Use business letter format.)  Remember, this letter should be addressed to the person in the original job ad. 

 If you have questions or need additional information Please see or call
Mrs. Mintz Before the assignment is due.

This may sound like a lot of work, but this is what would take place in the real world if you were competing for a job in today's market.  This exercise will be great practice for you.  You may find yourself copying a lot of this in the future when you look for employment.  As your mother would say, “I am doing this for your own good.”

Explain work ethics related to your job________________________________________________

Explain how positive and negative work ethics affect your job. You can use your work rubric as a guideline for work ethics.
Policies & Procedures





___________________________
Provide examples of the policies and procedures that are required for employees to follow.  You do not have to rewrite these; just bring in photocopies or a copy of the employee handbook to put in your portfolio.  Some examples:  attendance, holiday schedules, mail and telephone usage, medical and dental benefits, sick leave, leave request, pay schedule, drug testing, vacation time, etc. If your company has a large handbook - just highlight and copy the pages that apply to you as a youth apprentice.  

If you work for a business that does not have written policies and procedures, you will need to sit down with your mentor and get the unspoken policies and then you write them up.

Interview with Mentor



         

_____________________________
Interview your mentor.  Be sure to set a time that is convenient for your mentor and ask in advance for the interview.  Some ideas about what you can ask:  

How long they have been in this occupation?  

How did they get into this line of work?  

What education is required for this type job?  

What are other career opportunities in this line of work?

Do not use just the ones above.  If you ask your mentor a question, and you want to know more-ask!  Show initiative! Can you think of others?  

These are ideas and not the ONLY things you should find out.  Don't Get Too Personal!  Be sure to thank your mentor for their time.   In addition, you will need to include a picture of your mentor with this journal assignment.  You can type this interview in paragraph format or in interview format, but save a copy on a disk to make corrections easier.

History of the Business



           

_____________________________
Find out about the history of the business or company for which you work.  Research and discover how the business got started, by whom, when, what type of organization (partnership, corporation, etc.), number of employees, and the growth and expansion of the business.  Include information on how the business has progressed throughout the years.  Explain the product(s) and/or service(s) that your business provides to the public or its clients.

Your business may provide brochures or other printed material to customers that explain the business and/or the products/services provided.  Include these with your project.

PROJECTS SHOULD BE TYPED

The COVER SHEET should include:


Name of Business


Mentors Name


History of Business

Make your project as neat and creative as possible.  Remember, this becomes part of your portfolio!  (Suggestion:  Should include a picture of the business on your cover sheet)

Letter of Introduction


        

 ___________________________________
This is the major self-reflective piece in the portfolio.  This will be placed at the very front of your portfolio and will be an introduction to anyone looking at your portfolio.  This letter describes your qualities and goals.  

****This should be written as a 5-paragraph paper in letter format.  Each paragraph should include the following information and should be seven (7) to nine (9) sentences in length.  Remember that this letter will allow a prospective employer to see the type of employee you will be.****

 Salutation:  To whom it May Concern (Since it will be viewed by many)

First Paragraph:  Introduce yourself and tell a little about your education and experience to date.  This includes information about your work placement.  Be sure to include some of the extracurricular activities in which you are involved.

Second Paragraph:  Concentrate on the qualities that you possess which will make you a good employee.  Use words that are applicable to the work environment:  honest, conscientious, self-motivated, dependable, goal-oriented, cooperative, etc.  This is NOT the place to be humble, so paint an attractive picture of you.  This is also NOT the place to openly brag, so be careful AND HONEST.  Ask your mentor to read over your letter and make suggestions.

Third Paragraph:  Discuss your work experience as an apprentice.  Describe what you have learned and what new skills and competences who have acquired.  Detail a positive experience that you have had on the job.

Fourth Paragraph:  Discuss your goals for after high school, during college (technical school, etc.), after college, and your career goals.  Show the employer that you have a direction in life and in your career; and you have definite plans to getting there.  Be specific and give examples.

Fifth Paragraph:  Conclude your letter by summing up the material presents in your letter.  Re-emphasize the fact that you will make a valuable employee.

Closing:  Make it professional, like “Sincerely” or “Very truly”

Signature:  Sign the letter.

Thank you to Mentor




__________________________________
Write a thank you letter to your mentor expressing your appreciation for their time and effort in being both a supervisor and a role model.  Use a business letter format and include a personal experience that happened during your apprenticeship that meant a lot to you.  Also include a paragraph on what skills you feel you have learned that will benefit you in the future.  (Your CBI coordinator should edit this before sending to employer).  Put a copy in your portfolio.   
Analysis and summary of Work Study experience

__________________________
Write a 4 paragraph (7-9 sentences per paragraph) paper about your work experience.
In the first paragraph, tell a little about yourself and why you got into the CBI program.

In the second paragraph, summarize the experience as a whole.  

In the third paragraph, tell what you learned in your work experience that you could use on other jobs.

In the fourth paragraph, tell the reader what you wish you would have known before you started working in the work program. 
Portfolios 







​​​​​​___________________________
Take the table of contents and insure that your portfolio is in the proper order.  All assignments should have been returned at this point.  So, you will have had time to correct the assignments and place them in your portfolio.  Take the graded copy and place it behind the updated copy.  Your portfolios will be returned before the end of the school year.  It is evidence of all the hard work you have done over your time in WBL.  I want you to be able to use it to get other jobs or to get into the school of your choice.

