Course Description

A.  GENERAL COURSE INFORMATION
· Course Title:  Career Exploration 
(Fulfills Community Learning Graduation Requirement)
· Grade Level(s) for which course is designed: 11-12
· Unit Value: 5 (one semester equivalent)
· Pre-Requisites: Join the Dehesa Charter School EXPLORER POST. Participate in career internship, generally 8 weeks; 4 hrs each week.  Attend/participate in Explorer Post meetings, discussions and activities.
B.  COURSE CONTENT

19. Course Goals and/or Major Student Outcomes
· Identify and explore a career of interest; determine if the career will allow for the development of the students natural talents and interests.

· Prepare documents typically associated with applying or searching for a job and starting a new career. 

· Recognize and apply business ethics to succeed in the world of work.

· Review and identify the steps necessary to enter careers in field of interest by interviewing professionals in their field of interest.

· Demonstrate readiness to enter the world of work.
20. Course Objectives 
	Objectives
	Standards

	Student will explore a career choice though an unpaid internship.  Recognize if the career would allow for the development of the students natural talents and interests.
	Student understands the academic content required for entry into postsecondary education and employment.

Student understands how to make effective decisions, use career information, and manage personal career plans.

CTE 1.0 Academics, CTE 3.0 Career Planning and Management

	Student will prepare documents typically associated with applying or searching for a job and starting a new career, such as a resume, a cover letter, a job application, etc. 
	Student understands the principles of effective oral, written, and multimedia communication in a variety of formats and contexts.

CTE 2.0 Communications, CTE 2.1 Reading,
CTE 2.2 Writing

	Student will analyze and describe the connection of business ethics and success in the world of work
	Student understands professional, ethical, and legal behavior consistent with applicable laws, regulations, and organizational norms.

CTE 8.0 Ethics and Legal Responsibilities

	Student will complete an interview with a professional in the field of interest and identify the steps necessary to enter careers in that field.
	Student understands how to apply appropriate interviewing techniques and use language that conveys maturity, sensitivity, and respect.

CTE 2.3 Written and Oral English Language Conventions, CTE 2.4 Listening and Speaking

	Student will demonstrate readiness to enter the world of work by exhibiting the qualities of a good employee, such as good attendance, timeliness of task completion, ethical behavior, self- motivation, behaving in an ethical/professional manner, etc.
	Student knows the behaviors associated with the demonstration of responsibility and flexibility in personal, workplace, and community settings.
Student understands effective leadership styles, key concepts of group dynamics, team and individual decision making, the benefits of workforce diversity, and conflict resolution.
CTE 7.0 Responsibility and Flexibility

CTE 9.0 Leadership and Teamwork


21. Course Outline 

1. Exploration of Career Options:

· Career Inventory – Interests & Talents as they relate to careers

·  Personal Profile – Learning Styles as they relate to careers

· Personal Priorities – Personal priorities (values) in relation with career goals 

2. Preparation to Enter the Work Force:

· Preparation - Steps necessary to enter different careers or fields

· Personal Appearance – Dress for Success 

· People Skills – Respect in the work place 

· Interviewing – skills to succeed 

· Resumes & Job Applications 

· Cover Letters & Letters of Recommendation 

· References – etiquette as it relates to asking for references  

3. Business Ethics:

· Employer Expectations – be the employee you would like to hire  

· Assessing work situations – ethical decision making  

· Privacy in the workplace – private information, restricted access, e-mail etiquette, etc. 

· Internship – exhibit qualities of a good employee - attends work as scheduled, meet deadlines, behaving ethically /professionally, etc.

· Journal – observe co-workers, mentor and other adults in a work environment, determine if their behaviors is ethical/professional 

4. Hands-on Practice in the World of Work

· Internship – Participate in an unpaid internship; observe and learn about the profession

· Journal – examine the day-to-day aspects of the career being explored, does it allow for the development of the students natural talents and interests.

· Mentor Interview – learn from a professional in the field of interest  

· Employer Expectations – be an employee YOU would hire  

22. Texts and Supplemental Instructional Materials 
· Work Experience Instructional Guide: Available through Career Technical Education Specialists at Dehesa Charter School

· Careers in Focus – ISBN # 1-56637-882-6 * Publisher: The Goodheart - Willcox Company, Inc.

· College Majors and Careers – ISBN # 0-89434-378-5 *  Author: Paul Phifer  

· Turning In To My Future – ISBN # 0-9660694 – 8 * Publisher: PrepWorks (www.prepworks.com) 

· Life Prep For Homeschooled Teenagers – ISBN # 0-9742181-0-3 * Publisher: Cardamom Publishers (www.CardamomPublishers.com) 
23. Key Assignments

	Topics / Units / Themes 

	Know Yourself:  
Students explore their personal interests and talents through the use of an online career inventory (COIN) and learning styles profile.

	Work Related Documents:
 Students create work related documents

	The Interview Process: 
Students demonstrate their job readiness by participating in a mock interview.

	Academic Project: 
Student will create an academic project under the supervision of their mentor. The project should produce a tangible product that the student can present to peers and community members at the completion of their internship (during the presentation of learning).  

	Reflective Journal: 
Student completes weekly journal entries during their 8 week internship (8-total).

	Mentor Interview: 
During the first two weeks of the internship the student will schedule a time to interview their mentor. The interview is to serve two purposes: 1) Intern and mentor get to know each other 2) Intern develops a greater understanding of the career being explored.

	Career Exploration Portfolio & Presentation of Learning: 
Students create a portfolio that illustrates the investigations conducted during the course. The student also creates a visual and will conduct an oral presentation at an open house, staff meeting, or other such event, describing their internship experience.


24. Instructional Methods and/or Strategies 

· Readings

· Project-based Learning Activities

· Library research & Internet research

· Videos

· Readings – professional journals, magazines, and other writings by experts in the student’s field of interest 
25. Assessment Methods and/or Tools 
· Periodic review of work and key assignments by Independent Study Teacher

· Oral communication

· Written communication

· Internship Participation

· Academic Project 

· Final Exam (Career Exploration Portfolio & Presentation of Learning) 
C. SAMPLE ASSIGNMENTS
	Complete online Learning Styles Profile & COIN Inventory (obtain website and login information from EF). Analyze results to determine personal a career of interest for internship.

	Documents are to be included in final Career Exploration Portfolio:

· Resume
· Letter of Recommendation
· List of References
· Professional Profile
· Job related work samples/certifications

	Sample interview questions:

· One of our employees is taking money from the register to buy lunch, you notice them doing it, what do you do? 

· What makes a good employee?

· What are your strengths?

· Explain your weaknesses and what you are doing to improve them?

· A conflict came up between you and some of your co-workers, how would you handle it?

	In preparation for their academic project, student creates a project description and timeline describing their project. These are submitted to the Career Technical Education Specialist for approval of project. Description & Timeline guidelines are as follows:
· Background: short summary of what the organization you are interning for does.

· Opportunity: Explain how this project came about, why you are doing it, and how it will help you and your mentor.

· Goal: Describe the overall goal of this project in terms of what the deliverable will be or accomplish.

· Description of Deliverable: Describe in detail the outcome of the project. This is a chance to practice “expectation management”. Include any specifications, target audiences, requirements, etc.

· Timeline: Meet with your mentor and schedule meetings to review and discuss the progress of your project. Make distinct meeting times including location. These meetings should take place away from desks in a quiet room or setting at you internship.

· Schedule: Set a date to discuss a rough draft of your project for initial review/feedback and guidance. Set a date to discuss a more finished deliverable. Set a date to discuss your final draft at least a week before the end of your internship to give you time to work on the presentation. 

	The guidelines for the journal entries are as follows:
· E-mail all journal entries to Career Technical Education Specialist weekly.

· Entry should be approximately 100-words. 

· Describe what you did during the week in the context of what you are learning, seeing, realizing, etc.

	The guidelines for the interview are as follows: 
· Conduct an in person interview with the mentor during the first two weeks of the internship.

· Word-process the interview: display questions and answers. Submit the interview via email to the Career Technical Education Specialist.

· Interview should be thorough. Here are some suggested questions:

1. What is your full name (confirm spelling)?

2. What is your job title? Describe briefly what you do.

3. What kind of work does a typical day entail for you?

4. What skills and specific tools (like computers) do you use the most?

5. What does the future hold for your job or career track?

6. How does one prepare for your job and what are the requirements?

7. What do you like most and least about your job?

8. What kind of post-high school education/training or life experience do you have?

9. What kind of jobs did you have prior to this one?

10. What kind of education would you look for if you were hiring someone for your position?

11. What’s the craziest thing that ever happened to you at work?

12. Do you have any resources (articles, other people) you could direct me towards that you think would help me understand the environment of my internship better?

13. Do you have any questions for me about DCS, the internship program, or anything else?

	Portfolios include, but are not limited to:

· Work Related Documents: Resume, Job Application, Cover Letter, Sample Job Application, Work Portfolio, etc.

· Reflective Journal Entries: Compilation of student’s weekly journal entries (completed during their 8 week internship - 8-total). 

· Mentor Interview: Completed the first two week of the internship 

· Academic Project: The academic project completed under the supervision of the mentor during the internship. The project should produce a tangible product that the student can present to peers and community members at the completion of their internship (during the presentation of learning).  

· Overall Internship Reflection: Reflection of the major objectives accomplished by the student during the completion of the course. Sample reflection questions:
1. What was your main function at your internship?

2. What do your company and department do?

3. Who were you mentors? (name – job title – brief biography)

4. Academic Project Description 

5. Pictures of your project’s process and final deliverable

6. What did you learned from the internship?

7. What connection does the internship have with the Dehesa Charter School’s Expected School Wide Learning Results (ESLRS)?

8. How will this knowledge be applied in the future?
9. What is the connection between the material covered and the “real world of work”?
Visual includes a combination of, but is not limited to:

· Pictures of your mentor/you & your mentor
· Your deliverable (if it can be placed on the poster)

· A bulleted list describing – ESLRs your internship help you practice – with clear examples of how you covered them (Example: Numerate: In my internship I had to work with math to accomplish…)

· Pictures of you working at your internship (working alone or with others) – include a caption and tell who is in the picture and what you are doing

· A bulleted list describing – Things I Loved about My Internship…

· A bulleted list describing – Challenging Things about My Internship…

· The Logo of your internship company (if it is OK with them)

· A paragraph about the history of the company you worked for  

· Other information that you feel will help others learn about your experience and the people/company you worked with
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