Workplace Readiness
Syllabus
Mrs. Prince
Grade Level: 10-12
.50 units = 1 Semester Long

Course Description: In Workplace Readiness, students will gain basic information and skills needed to function effectively within a changing, complex society. The curriculum focuses on transferable skills that students need to succeed in the changing workplace by utilizing a versatile spectrum of instruction.  Workplace Readiness is designed to teach the employability skills needed to succeed in a high-performance work organization, as defined by the SCANS commission.
Course Content:  During the year, we will study each of the following topics:

· Unit 1:  Resources (3 weeks)
· Unit 2:  Interpersonal Skills (4-5 weeks)
· Unit 3:  Information (4 weeks)
· Unit 4:  Systems (3 weeks)
· Unit 5:  Technology (3 weeks)
Classroom Rules: 

1.  Respect others.

2.  Be in class on time, in your assigned seat, and ready to work when the bell rings.

3.  Stay in your seat unless you have permission to do otherwise.

4.  Raise your hand and wait to be recognized by the teacher before speaking.
5.  Follow all school rules.

*Additional rules may be added at the teacher’s discretion.
Consequences for failure to follow classroom rules:

1. Warning 

2. Conference with teacher to discuss the behavior problem

3. Actions will be taken to solve problem  

* If student continues to fail to follow classroom rules, their parent/guardian will be notified.

Basic Activities for Success:
*  Come to school each day ready to learn. Have good attendance.

*  Pay attention in class.  Participate in class discussion.
*  Take notes in class; ask questions to verify information.

*  Keep up to date on all assignments.

*  Manage your time wisely, don’t put off doing homework or assignments until the last minute.

*  Organize your class materials.

*  Have a positive attitude!

*  Always do you best, don’t just do the minimum that you have to in order to get by.

Grades:  Grades will be based on a combination of project/ activity grades, portfolio grades, seven unit tests and two semester tests.

Grading Scale:

90-100          A

80-89            B

70-79            C

60-69            D

50 or below   F

Supplies Needed:

* 1  inch (or larger) Binder

* Wide Rule Paper with Holes

* Pen or Pencil

* 5 Plastic Page Protectors

* You will also need supplies for a project.  More detailed instructions will be given at a later date.

Classroom Procedures:
The following procedures are vital to helping our year run smoothly.  Pay careful attention and refer back to them often.

Entering the Classroom:  Enter the classroom quietly. Get out notebook and pencil and wait quietly at your seat until further instructions are given.

If you forget pencil or paper:  If you have forgotten something you need in order to do your work, please raise your hand and let me know and I will let you borrow some.  Do not sit there and refuse to do your work just because you forgot something.  Do not let this become a habit!!

End of Period Dismissal:  The bell that rings at the end of the class period is a signal for teachers notifying them that instruction time has come to an end.  The bell does not dismiss the class.  Wait until I verbally dismiss you to gather your things and leave the classroom.  As you are leaving, be sure to throw away any trash in your area and push in your chair. 

Headings on Papers:  Be sure that your name, date, and assignment are clearly written on all assignments that you turn in.  Unidentified papers will receive no credit.

When you have a question or need help:  Please raise your hand and receive permission before you speak during class time, or if you need to get out of your seat.  If you have trash to throw away, please wait until class is over.  

Turning in assignments:  Students will place assignments in their class’s tray beside the door.  All assignments should be handed in at the beginning of class (before the tardy bell rings).  Please do not hand me your papers unless I specifically ask for them.  

If you have a concern about your grade:  If you need to know your average or if you feel you have missed an assignment, please write me a note about your concern place it in your class’s tray.  I will not figure any grades or look up missed assignments unless you follow this procedure.

Class Absence:  If a student misses a class for any reason it is the student’s responsibility to obtain missed notes and/or assignments.  If you miss a class, please do not come up to me at the beginning of class and ask if you missed anything.  Of course you missed something, you were absent!  The correct procedure for obtaining missed work is to ask me after class.  Students have one day for each missed day to make up work.

Testing Policy:  During tests, students will sit in assigned “testing seats”.  Students shall remain silent from the time the first test is handed out until every student is finished with their tests.  If, at any time during a test, a student chooses to communicate with another student, the communicating student(s) shall receive no credit for the test.  If a student is cheating on a test, they will receive no credit for the test and shall be referred to the principal’s office.  When a student finishes their test, they shall turn their test over, remain in their “testing seat” and continue to be silent until all tests have been taken up by the teacher.

Missed Tests:  If you miss a test, you must meet with me to arrange a time to make it up.  Most of the time, you will be asked to come make it up outside of class time since you will not want to miss valuable learning experiences to make up a test. Tests must be made up quickly when you get back to school after the absence or the opportunity to make the test up will pass.  

Extra Credit:  Opportunities for extra credit or bonus points will at the teacher’s discretion based on student effort and behavior.
Objectives
Unit 1: 
 Resources
1.1       Identify resources and how companies use them
1.2       Explain how companies acquire and use materials and equipment

to manufacture goods and services
1.3       Describe how companies acquire, use and maintain space

1.4       Compare and contrast human resource management techniques


used by various companies in the community and beyond
1.5       Consider importance of  linking the budgeting of company 
resources and the budgeting of personal resources
Unit 2:  

Interpersonal Skills
2.1 Match terms related to interpersonal skills
2.2 Identify competencies and skills needed in the workplace

2.3 Recognize connection between taking responsibility and success on the job

2.4 Explain personal and organizational consequences of meeting or failing to meet performance requirements

2.5 Identify importance of taking responsibility for personal transitions

2.6 Discuss effective communication skills

2.7 Identify types of teams in the workplace

2.8 Discuss characteristics of a good team member

2.9 Explain advantages of teamwork in the workplace

2.10 Describe stages of growth in a team

2.11 List characteristics of an effective team

2.12 Identify techniques of brainstorming

2.13 Explain importance of setting and achieving goals 

2.14 Identify types of behaviors that promote or inhibit teamwork

2.15 Recognize importance of accepting diversity in the workplace

2.16 Discuss approaches to resolving conflict

2.17 Explain factors creating need for problem solving

2.18 Review process for career planning

2.19 Develop job acquisition skills

Unit 3:  

Information
3.1 Match terms related to information
3.2 Explain reasons for acquiring and organizing information

3.3 Explain importance of effective questions

3.4 Define concepts of sampling and control groups

3.5 Contrast information from a variety of resources

3.6 Demonstrate strategies for taking notes

3.7 Describe use of index, research log, and information web
3.8 Describe criteria to judge usefulness and accuracy of information

3.9 Demonstrate use of information evaluating skills to solve a problem

3.10 Analyze barriers to communication

3.11 Distinguish between legal/illegal and ethical/unethical uses of information

Unit 4:  

Systems
4.1 Define terms related to systems
4.2 Explain 5 major categories of systems
4.3 Illustrate understanding of a system

4.4 Analyze system performance

4.5 Identify system inputs, outputs, and processes

4.6 Discuss feedback and its purpose

Unit 5:  

Technology
5.1 Match terms related to technology
5.2 Identify types of computer equipment

5.3 Evaluate sources of information available through technology

5.4 Identify uses of technology in business

5.5 Demonstrate ability to conduct an electronic search

5.6 Describe importance of computers and other electronic resources to the gathering, management, and dissemination of information

5.7 Discuss advantages and disadvantages of using Internet to acquire information

5.8 Demonstrate ability to use Internet to acquire and exchange information
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