Cooperative Education
Elmwood Park High School

Syllabus
Ms. Wurch
Teacher:  Ms. Wurch
Terms offered:  1 and 2,  3 and 4

Credits:  2 (One credit for the seminar for 18 weeks and one credit for the lab for 18 weeks.

Grade Level:  12

Text:  SUCCEEDING IN THE WORLD OF WORK

Mission Statement:

Success in career education requires that students be prepared to pursue the career of their choice as well as be prepared to meet the responsibilities connected with obtaining and securing a job. 
Course Description:

The Cooperative Education course will develop professional skills and traits necessary for success in the workplace.  This capstone course will focus on the study of career investigation and skills related to seeking and applying for employment to find, obtain, and maintain a job.  As students grow as individuals, they must be prepared to pursue the career of their choice while meeting high performance workplace and industry standards to prepare for their future.  Topics of this course include workplace legal matters and safety, career exploration, finding and applying for a job, interviewing, workplace communication, and workplace ethics.  It is recommended for all students who may want to investigate career exploration at the high school level, yet there is no pre-requisite required.  This course is a semester-length course.  Students earn one credit for the classroom seminar and one credit for the lab portion.  
Instructional Philosophy

Students will engage in a variety of challenging real work projects and assignments to show how crucial career exploration and development is to the success of their future endeavors.  They will be held to high expectations regarding their quality of work and personal behavior.  Student assessment will be based on group work, individual completion of job journals and portfolios, project presentations, written reports, and tests of students’ knowledge of important career and job concepts and demonstration of important skills.  Students will occasionally work in teams, but will be expected to complete individual assignments in relation to the team’s work.  Students will use a variety of computer software and Internet websites to simulate real world examples while meeting technical, 21st century, and core academic standards.  
Instructional Standards
Technical

· Identify and explore career opportunities in one or more career pathways to build an understanding of the opportunities available in the cluster. (States’ Career Clusters)

· Develop a personal career plan to meet career goals and objectives. (States’ Career Clusters)

· Demonstrate skills related to seeking and applying for employment to find and obtain a desired job. (States’ Career Clusters)

· Examine workplace laws, licensing, certification and credentialing requirements at the national, state and local levels to maintain compliance with industry requirements. (States’ Career Clusters)

· Identify and demonstrate positive work behaviors, communication skills, and personal qualities needed to be employable. (States’ Career Clusters)

21st Century Skills

· Employ critical thinking skills independently and in teams to solve problems and make decisions (e.g., analyze, synthesize and evaluate). (States’ Career Clusters)

· Demonstrate integrity and ethical behavior in using influence and power. (21st Century Skills)

· Demonstrate ability to work effectively and respectfully with diverse teams. (21st Century Skills)

· Use technology as a tool to research, organize, evaluate, and communicate information. (21st Century Skills)
Academic Standards

· Determine the appropriate meaning of words, phrases, or statements from figurative or somewhat technical contexts. (ACT College Readiness Standards)

· Perform one-operation computation with whole numbers and decimals. (ACT College Readiness Standards)

· Use verbal and non​verbal strategies to maintain communication and to resolve individual, group and workplace conflict (e.g., mediation skills, formal and informal bargaining skills). (Illinois State Learning Standards Language Arts 4.B.5d)  
Major Course Assignments and Projects

Students will complete tests and quizzes over course content.  In addition there are several major projects to be completed:

Job Journals:
Weekly reports outlining your job responsibilities pay, hours worked, as well as any communication that needs to be made with the course instructor.
Career Research Project:
Research and investigation of a career to organize and plan the steps needed to achieve the career you are seeking.  This project involves both an oral presentation as well as a visual element.
Career Plan:
Develop a course of action to take in order to reach career goals which match skills and interests to an occupational area.
Handshake Project:
Demonstrate correct technique and procedures for formal introductions and handshakes with the administrators and staff of Elmwood Park CUSD #401.  
Portfolio:
Develop job searching strategies, write resume, gather company information, compose cover letter, prepare for job interviews, prepare letter of resignation.
Evaluation Criteria/Performance Descriptors
Half of your grade comes from the Seminar (class) and half from your job (Lab).  You will receive a separate grade for the Seminar and for the Lab.  You will receive a P/F grade for your job performance (Lab) and a letter grade for the Seminar.  Job stations will be visited to determine your Lab grade.

Grades will be entered into the computer on a point system for the Seminar portion of the class.  Class work, daily grades, quizzes, tests, and projects will be added together and divided by the total number of points possible.  The grading scale is as follows:
	Grade
	Scale
	Description of Work

	A
	90-100%
	Consistently demonstrates an advanced level of quality. Thorough, extensive, and complete. Shows mastery in evaluating, synthesizing, and applying the principles of the course. 

	B
	80-89%
	Consistently demonstrates a proficient level of quality. Characterized by analysis and application of the principles of the course. All components of the work are complete. 

	C
	70-79%
	Demonstrates a basic level of quality. Shows a recognition and comprehension of the course. All components of the work are complete.

	D
	60-69%
	The work is below basic with limited understanding or comprehension of the course. Some components of the work may be incomplete or of poor quality.

	F
	Below 60%
	The work is below basic with little understanding or comprehension of the course. Work is of poor quality or incomplete.


Extra Help

Extra help is available before school Monday, Tuesday, Thursday, and Friday from 6:30- 7:15 a.m.  Students who persist in doing work that is below the basic level will be asked to develop a plan of action for a more successful classroom experience.
Policy for Late Work

The policy for late or missing work is as stated in the guidelines in the EPHS student handbook. 
Supplies 
Supplies needed for the class are:  textbook, loose-leaf paper, a three-ring binder, dividers and tabs, and a pen or pencil.  From time to time, the you may need other supplies.  I will announce this ahead of time.
