2016-2017 Course Syllabus

Fall & Spring Semester

Austin High School

9941/9942.V000.A&B – OCCUPATIONAL PREPARATION PRE-VOC SKILLS I & II

Classroom: 301
Credit: 1 Local
Grade Levels: 9-12

Description I:

The Occupational Preparation course prepares students to enter the job market through a study of employment issues. The course also teaches application and interview processes, identifying barriers to employment, individual attributes that enhance employability, ways to locate available jobs, using community services/resources to aid employment, and maintain a successful job experience.

Description II:

Issues that are introduced to students include: safety, understanding job responsibilities, time requirements and management, relationships, task commitment, accepting feedback from an authority figure, leaving a job appropriately, organizational skills, performance and evaluation, conduct, working with customers, and acceptance of job requirements. Job specific skills are introduced in the areas of newspaper skills, telephone, placement assistance, multiple tasks and priority task awareness. Students explore a variety of jobs and the activities that comprise the responsibilities and routines of employment. 

Course Standards:

· Understand and complete applications with necessary aids (information sheet).

· Understand how to interview for job openings.

· Identify and understand safe working practices.

· Formulate and practice good work habits.

· Organize and consolidate personal traits, habits and attributes to be successful in the chosen occupation.

· Monitor and reflect on the process of entering the world of work.

Grading:

· 90-100=A
80-89=B
75-79=C
70-74=D
Below 70=F

· Daily class participation – 30% (following along with lesson, answering questions, getting along with peers and teachers).

· Daily work assignments – 50% (handouts/worksheets/lessons/activities/response journal).

· Tests – 20%

Textbook:

Careers

Materials/supplies:

Three hole punched paper

Pencil 

Three ring binder with pockets

Classroom Rules, Procedures& Expectations:

· Restroom/locker/get drinks: use plastic maroon pass 

(Print student’s name, time, destination, & teacher will initial).

· No sleeping in class.

· No cell phone usage/no text messaging.

· No profanity/obscene behaviors/gestures

· Bring all needed materials/supplies to class.

· When teacher’s hand is raised, all students will be quiet.

· No intimidation or insubordination.

· Students will not be allowed to leave the class within the first and last 10 minutes of each class period.

· Start warm-up as you enter class.

· Stay in assigned seat so attendance can be taken.

· No put-downs, be respectful of others.

· Maintain eye contact when speaking and being spoken to.

· No arguing, whining, or complaining.

· Be on time.

· Work on assigned tasks.

Tutorials:

Tutoring will be provided from 8:00 – 8:50 a.m. at my office in the Business Office.

Instructor: Mr. Coffey, Vocational Adjustment Coordinator, AHS.
Conference Period: 1st and 7th period 
Office: Business Office 3rd Floor
Phone: 512-414-7284

E-mail: todd.coffey@austinisd.org
