Welcome 

to

Career Orientation

What you may expect from me:

· To show you the respect that you deserve

· To give you group and individual instruction to explore yourself, career opportunities and make future plans

· To evaluate you fairly based upon what you are capable of doing

· Enforce school and classroom rules

· To work out special arrangements for make-up work

What I expect from you:

· To show your classmates and your instructor the respect they deserve

· To come prepared everyday with your C/O folder, a pen and pencil and other materials as needed

· To turn in your assignments by the due date

· To take care of your work station in the following manner

1. Place all trash in the waste baskets

2. Return books, calculators, rulers and folder as directed

3. Return computer software and hardware as instructed in the lab
· To remember that you are here for a purpose and that purpose is to develop into a quality person who always puts their best into everything that they do

· To take advantage of all the opportunities that are given you to learn more about yourself and your career

· To remember that you are working on your current and future happiness

· To follow classroom and school policies 

Career Orientation Handbook

Company Policies for C/O Employees

Personal Appearance and Grooming:

· Employees are expected to follow traditional modes of dress while working

· Hairstyles should be of a conservative nature—clean and neat at all times

· Clothing should be in good repair, clean, neat and appropriate

Working Hours and Breaks:

· Full-time employees are expected to work 55 minutes per day with occasional overtime required

· You should be at your workstation prepared to work on time

· More than three tardies per term will result in morning detention

· No more than eight absences per semester

· Employees will have traditional holiday breaks and time off for good behavior

Compensation:

· You will be compensated every nine weeks according to the pay (grade) scale with respect to your output and performance

· Bonuses are paid for work over and above the call of duty (what is expected of all employees)

· You can expect to be promoted faster than at any other time in your life

· You will gain valuable hands-on experience, self-understanding, positive self-esteem, and important life skills to aid you in the world of work

Safety and Personal Conduct:

· Stop accidents before they happen.  Ask first!

· Keep hands, feet, and other objects in your personal work station

· There will be absolutely no profanity, ridicule of fellow employees, obnoxious noises, projectiles thrown or disruptions of any kind during the designated work hours

· Always follow the directions of the operation manager, the safety procedures, the personal conduct listed, and the official company handbook

· Always treat your fellow employees and supervisors with respect

Equal Opportunity:

· This is an equal opportunity employment institution.  We do not discriminate on the basis of race, religion, color, creed, sex, age, or ethnic background.
· We promote on the basis of merit

Introduction

To 

Career Orientation

This class will introduce you to lifelong working patterns.  It is designed to help you discover yourself and teach you how to plan for your future success.

Most people lack the knowledge of the world of work and what is available to them in order to make informed decisions about their future.  In this class you can learn the skills necessary in life to seek obtain and keep your career, as well as, maintaining a balanced life in our society.

This course will help you learn more about yourself—skills, resources, interests, aptitudes, values, and personality.  You will also be introduced to hundreds of possible careers, career academies and school pathways.
Half of all employed people do not choose the jobs they want.  These people take a job that is available at the time regardless of their interests, aptitudes or personality type.  

Eighty percent of all workers are underemployed meaning they are working in jobs beneath what they are qualified and capable of doing.  

The average person will change careers three times during their lifetime.  Many jump from job to job and never find a career that they can be happy with.  Others find a lifelong career that is satisfying, fulfilling and helps them enjoy their lifestyle.

To successfully complete this class it is important that you do your best and answer all personal questions honestly and seriously.  Most assignments are open-ended giving you the opportunity to stretch your imagination and develop your own skills.  Most questions are not a matter of right or wrong, therefore, your success is determined by the amount of effort you put into your work.  

Your assignment is to find the career that will make all your dreams come true.  It’s that simple so good luck and let me help you reach for the stars or dig in the dirt.  Whatever makes you happy tickles me plum to death.

Career Orientation Contract

I, _______________________, state the following to be true and do hereby agree to the following conditions of this contract.  Upon this first day of the semester I will:

· determine to make every effort to learn about myself for my best interest of those around me

· stand up for my rights as an individual and as a student

· research all possibilities available to help me make wise decisions

· strive to improve my attitude and my self-esteem

· demand the respect that I deserve and show others the same

· set goals and work toward meeting them

· make every opportunity count

· be prepared to turn in all assignments on time
· be ready to take all tests and do my best

· come to class every day possible ready to learn

· follow all Career Orientation policies and procedures

· work to the best of my ability and offer others my help

· work together with others as a team

· not disrupt the learning of others

· take care of my work station 

Upon the agreement to the aforesaid conditions I expect to:

· be compensated and treated fairly

· be promoted at the end of the semester

· be given every opportunity to learn and to develop my skills

· be given my individual space
· be afforded my rights as an individual and as a student

· have the right to grow and mature

· have the right to privacy and keep my answers secret

· be accepted for who I am

· be trusted and taken at my word

· succeed and make plans as I deem fulfilling and worthwhile

· be happy and seek the rewards of my labor and my efforts

· find something fulfilling and meaningful for my life

_________________________

___________
             Student Signature


          Date
_______Ray Henson________

_____________

           Instructor Signature


          Date

