[image: image1.jpg]JkCIaCkamaS Smart Internships

Communlty College



Syllabus Checklist
Required items in Smart Internship, HD-180, course syllabus:
	Course Data
	[  ]  High School/Agency Name and Year 

[  ] Course Titles (Both high school title and CCC title)
[  ] Course Prefix & Number (Both high school and CCC)
[  ] Credits (Both high school and CCC)  
[  ] Length of Course (i.e. 2 Trimesters or Full Year) 



	Instructor
Information
	[  ] Instructor Name                             [  ] HS Course Website or URL (if applicable)
[  ] Email Address                                 [  ] Office Location (if applicable)
[  ] Phone      


 [  ] Office Hours (if applicable)
 [  ] High School Connections Website – www.clackamas.edu/highschoolconnections


	Course Outline Information
(extracted from departmental course outline)
	[  ] Course Description (May need HS Description & Must have College Description)
[  ] Student Learning Outcomes (At a minimum, the learning outcomes from the college course outline(s) should be used and any other additional outcomes for your course that are above and beyond the college course - e.g. what do you want students to know or be able to do by the time they finish your course?)  


	Required Course Materials 

(if applicable)
	[  ] Textbook Information: Title, Author, Edition and ISBN #
[  ] Required Supplies



	Grading Criteria


	[  ] Grading Scale & explanation of how college grade will be calculated if different from high school grade. (i.e. 2 semester grades will be averaged for the college credit grade.)
[  ] Exams and Relation to Grade (if applicable)
[  ] Quizzes and Relation to Grade (if applicable)
[  ] Homework and Relation to Grade (if applicable)
[  ] Projects and Relation to Grade

[  ] Class Participation and Relation to Grade

[  ] Include statement: College grades should be checked at the end of each course and are 
found through the student MyClackamas account, under account information – 
https://my.clackamas.edu/ 


	Class Policies
	[  ] Attendance Requirements and Relation to Grade

[  ] Academic Dishonesty Policy

[  ] Reference to Student Handbooks – Include this Statement: “Because this class is a dual credit class, earning high school and college credit, you are held to student conduct policies for the high school and Clackamas Community College. Please refer to the HS Student Handbook and the College ACC and Student Handbooks http://www.clackamas.edu/uploadedFiles/Resources/PDFs/Documents/StudentHandbook.pdf
 [  ] CCC Learning Center Access – If registered for the college credit, you have access to 
free tutoring and supports - www.clackamas.edu/LearningCenter/ 


	Course Schedule by Week

	[  ] Week 1 – 11 Weekly Topics/Activities
[  ] Tests/Quizzes (if applicable)
[  ] Final Exam (if applicable)
[  ] Assignments Due 
[  ] Projects Due 

[  ] Include statement: “The calendar and syllabus are subject to revision at the           
instructor’s discretion.”



Here is a sample syllabus.  You are free to format your syllabus however works best for you and your students, or you can use this syllabus as a template and just replace information with your own course information.

Super Awesome High School 2016- 2017
Smart Internship Syllabus
ACC Credit Available
Course Information:
Instructor Information:
Course Description:
Develop skills in a specific occupation and practice the career management skills necessary to obtain, sustain, and advance employment. A Training and Evaluation Plan is developed and managed in consultation with the student, internship supervisor, and faculty. This class is offered for variable credit, ranging from 1 credit up to 6 credits maximum.

This course requires attendance for 1-2 hours/week of seminar, and the following number of hours of internship for the associated number of credits:

	Credits
	Hours of Internship

	1
	30-59 hours

	2
	60-89 hours

	3
	90-119 hours

	4
	120-149 hours

	5
	150-179 hours

	6
	180-209 hours


Required Text/Instructional Materials: None

HS Student Learning Objectives:
Upon the successful completion of this course the students will be able to:

1. demonstrate occupation specific entry level skills, general work behaviors required for specific career field, and effective interviewing techniques,

2. describe the abilities, interests, and values related to an occupation and techniques and skill sets that advance careers;

3. conduct and report market research for a specific occupation;

4. create and adapt a personal resume and cover letter;

5. locate and sort suitable employers and openings,

6. explain or demonstrate employer expectations for specific work place behavior and basic skills.

College Student Learning Outcomes:
Upon the successful completion of this course the students will be able to:

1. demonstrate occupation specific entry level skills, general work behaviors required for specific career field, and effective interviewing techniques,

2. describe the abilities, interests, and values related to an occupation and techniques and skill sets that advance careers;

3. conduct and report market research for a specific occupation;

4. create and adapt a personal resume and cover letter;

5. locate and sort suitable employers and openings,

6. explain or demonstrate employer expectations for specific work place behavior and basic skills.

Grading Criteria:
Your grade in Smart Internship will be determined by the following:

         Evaluation
	91.5 - 100%
	A
	71.5 - 77.4%
	C

	89.5 - 91.4%
	A-
	69.5 - 71.4%
	C-

	87.5 - 89.4%
	B+
	67.5 - 69.4%
	D+

	81.5 - 87.4%
	B
	61.5 - 67.4%
	D



College grades are available to students who registered for the college credit through the Smart Internship Program and should be checked at the end of each term or course with college credit.  Log into your CCC Student Account at https://my.clackamas.edu/  once logged in, go to account information.  This is also where you order transcripts.
Class Policies:
Absences
Regular attendance is the best assurance of receiving the information you need to be successful in class. If you are absent for any reason you are responsible for communicating with another student to find out what you missed. If there are still questions about notes or assignments, please communicate with the teacher. You are responsible for all material and content that you missed while absent. All missed work must be completed within one week from the day you returned from your absence, the exception being an extended absence.

Late Work
Partial credit (50%) will be given for all work that is turned in late.

Tardiness
Every class will begin when the bell rings. Students are expected to be in the room and at his/her seat when the bell rings. To

ensure this occurs, graded bell quizzes will be given on a regular basis.

Academic Dishonesty: Cheating and/or plagiarism will not be tolerated. Students will fail the assignment with no opportunity for make-up. Students caught a 2nd time will fail the course.

Assignment Descriptions
Training and Evaluation Plan: Write a Training & Evaluation Plan that identifies your desired occupation, the skills needed to perform that occupation (research this), an assessment of your current skills and how they match the needed skills, and write 3-5 measurable learning objectives (goals) related to your skills gap using the SMART goal setting format.

Resume: Complete a resume to use for finding your internship site. This must be typed and relatively free from errors. For an example, check out this link: http://www.monster.com/career-advice/article/sample-resume-entry-level-admin
Cover Letter: Write a cover letter requesting an internship. Make it generic if you don’t have a specific company identified yet and you can modify it for each company/organization you make an internship inquiry for. For an example, check out this link: http://www.monster.com/career-advice/article/sample-cover-letter
List of Employers/Opportunities: Type up a list of potential employers or potential internship opportunities related to your career field. Identify at least  5

Employer Basic Skills & Workplace Expectations Paper: Once you have obtained an internship, write up a paper explaining your employer’s specific expectations for the basic skills needed in your occupation and the employer’s expectations about workplace behaviors. This paper should be typed and a minimum of 1 page in length, double-spaced, size 12 Times New Roman font.

Portfolio of Experience: Keep a weekly journal of the experiences and skills you are gaining as a result of your internship. At the end of the term, turn in this portfolio with your final Internship Reflection Paper and your Time Sheet.

Career Advancement Paper: Through research and interview(s) with your employer, identify what someone needs to do to advance in their career (e.g., what skills and techniques need to be developed). This paper should be typed and a minimum of 1 page in length, double-spaced, size 12 Times New Roman font.

Final Internship Reflection Paper: Reflect on everything you have learned so far in your internship experience. What skills do you further need to develop to pursue your career? Are you still interested in this occupation after completing an internship? What went well? What could have gone better and how? What was the experience like overall? This paper should be typed and a minimum of 1 page in length, double-spaced, size 12 Times New Roman font. Include this as the second page in your Portfolio of Experience.

Time Sheet: Complete the Time Sheet (attached to this syllabus) each week. Show it to your instructor weekly and turn in the completed form as the first page of your Portfolio of Experience at the end of the term. All hours must be initialed by your supervisor and you must have completed the number of internship hours required for your credits in order to receive credit for the course.

Course schedule:
	Week
	Topic/Activities
	Homework/Assignments/Assessments

	1
	Training and Evaluation Plans
	Begin working on training and evaluation plan

	2
	Career Management Skills
	Turn in written Training and Evaluation Plan

Start Resume and Cover Letter

Search for employers

	3
	Interviewing Skills
	Turn in Resume and Cover Letter

Turn in list of Employers/Opportunities

	4
	Interviewing Practice (in class)
	Resume and Cover Letters returned for editing

	5
	Workshop on Finding Placements
	Turn in final draft of Resume and Cover Letter

Start a portfolio of what you’re learning/gaining from

this experience

	6
	Sustain Employment: Basic workplace

behaviors
	Ask employer about basic skills and workplace

expectations, start paper

	7
	Placement Experiences
	Identify basic skills needed by employer; identify

employer workplace expectations (brief paper)

In-class: Group discussion of placement experiences Identify one success and one challenge at your placement

	8
	Experience Documentation
	Continue adding to your portfolio

Discuss other items to include in your portfolio in class

	9
	Advance Employment: Basic

strategies to manage knowledge, opportunity, and compensation
	Begin paper regarding the techniques and skill sets

that advance careers in your field

	10
	Putting It All Together: Applying

Your Experience
	Turn in paper regarding the techniques and skill sets

that advance careers in your field

	11
	Wrap-up
	Begin writing final reflection and complete time sheet

	12
	End of Trimester Final
	Turn in completed time sheet and reflection paper


Department:   Career Development�
HS and CCC Course Numbers: 1702/HD-180�
�
Course Title: Career Development Internship�
HS and College # of Credits:   1.0/1-6�
�
Length of Course: Variable (1-3 trimesters)�
Grade Level(s): 11th - 12th�
�
HS Prerequisites: None�
College Prerequisites:  None�
�






Instructor: Joe Smith�
Office: C555	Office Hours: By Appointment�
�
E-mail:  � HYPERLINK "mailto:Joe.Smith@supawe.k12.or.us" \h �Joe.Smith@supawe.k12.or.us��
Phone:  503-555-6709�
�
HS Course Website: � HYPERLINK "http://www.supawe.k12.or.us/" \h �http://www.supawe.k12.or.us��
CCC Website:


� HYPERLINK "http://www.clackamas.edu/highschoolconnections" \h �www.clackamas.edu/highschoolconnections��
�






Grading:�
�
Internship Hours Completion�
50%�
�
Attendance & Participation�
25%�
�
Assignments�
25%�
�











