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WELCOME!

Welcome!   Are you ready for an adventure through the world of work-based learning?   I wish to share with you a good number of techniques and resources, which will prepare you to implement a strong, dynamic, work-base learning program at your school district.  

Please begin by reading the below instructions.  Do not try to remember all the many details.  You will be able to go back to these items as you proceed through the course.  

VTP 466-566 OVERVIEW

Course Description:

Our class objective is for everyone to successfully master the knowledge of the principles and practices of work-based learning in order to obtain the certification for becoming a work-based learning coordinator. The subject matter you will be mastering are the components you need to use in operating a successful work-based learning program. 
VTP 466/566 is the second course in the program for certification of coordinators of work-based learning programs. The emphasis is on competencies essential in conducting established programs. The main topics include:
· Student selection and counseling; 

· Employer-student-school relations; 

· Supervising on-the-job training; 

· Interpretation of legal aspects; 

· Related instruction, records, and reports; and 

· Program evaluation and accountability. 

COURSE OBJECTIVES AND LEARNING ACTIVITIES:



As a result of this VTP 466/566 class, students will be able to:

1. Understand the structure and criteria of the NY State approved work-based learning programs. 

2. Understand the new certification requirements for a Coordinator of Work-based Learning Programs. 

3. Design an effective recruitment program for cooperative education students. 

4. Develop a curriculum to be used in the daily, work-related class. 

5. Understand the process of student work-experience placement and develop individualized student career plans and training agreements. 

6. Understand and apply the current New York State Child Labor laws. 

7. Evaluate your program.
In this course you will complete the following types of activities:
1. Identify and converse with a practicing work-based learning coordinator mentor. 

2. Create the necessary forms to be used in your future work-based learning program. 

3. Create an instructional job success lesson using PowerPoint for use in the related work-experience class. 

4. Create a training plan for a student. 

5. Apply the NYS Child Labor laws to student employment simulations. 

6. Create a safety classroom lesson plan and student handout. 

7. Read the most current research available on work-based learning programs. 

8. Contribute to group discussions about your findings. 

9. Compile a Work-Based Learning Manual for your own personal use when asked by your school district to conduct a state approved program.


TEXTBOOK AND MATERIALS
Our first reference manual for this course will be the New York State "Work-Based Learning Programs Manual."  There is no charge for this manual.  You will be able to find a copy in Module One.  

We will also be using the book, Games2Careers, for our Student Preparation module.  You can acquire this $15.00 text at www.authorhouse.com. 

We will also use the free financial literacy materials from NEFE.   Please order your materials from http://hsfpp.nefe.org/home/
You may also use the following websites for additional research materials:

· NYS Work Experience Coordinators Association www.nysweca.org 

· Our class resource page: www.gubing.com/wbl/ 
· Career Jump Start Program website, www.careerjumpstart.org  

· Career Planning site: www.careersmarts.com

NEEDED SOFTWARE:  

You will need access to the following software:  

· Microsoft Word 

· Excel

· Publisher

· PowerPoint 

· PDF - You may also need to download a free program which changes and screen image (or document, spreadsheet, etc.) to a PDF file.  See www.primopdf.com for this free resource.

I don't believe all of us are using Microsoft Office 2007 as of this date.  Therefore, if you are using the latest software, you will need to save your documents, spreadsheets, powerpoints in the older format of Office 2000 - 2003

ASSESSMENT/EVALUATION
In both my high school classes and my online teaching, I have used a unique system of assessment, which, I believe, is Engaging, Empowering, and Exciting.

My students have told me that the system is:

· Fair and a good grade is easily achieved
· Provides tremendous motivation

· Validates mastery of subject and skills

· Encourages them to go “above and beyond” what is called for. 

I truly believe this is the system, which truly reflects the global workplace and 21st Century skills.  

It is my version of “Leave No Student Behind.”   Last semester forty of my forty-one students achieved an A; one student achieved a B+.  My students have told me “they have never worked so hard and had so much satisfaction.”   I hope you feel the same way at the end of both courses.  

My system is based upon the business standards rather than the education’s standards.

· No customer wants to buy a product 65% completed.

· No customer does not want a “half-cooked” meal at a restaurant.

· A car owner does not want a new vehicle to have faulty brakes.

· An investor does not want bad advice as to investments.

· No patient would wants doctor who received a C average in college, to perform an operation.

· Would you hire a lawyer who barely passed the bar exam?

Therefore, why do we accept our students’ work that represents less than 95% mastery of the subject matter?   

In all of the above situations, the corporation must have a product or service, which meets the customers’ satisfaction 100%.  Our students go from a world, which accepts poor performance to a world, which cannot accept this standard.  Many of our students make the standard adjustment, but many do not.  
One more point:

In education, we allow our students to “pick and choose” which assignments or tasks they wish to complete.  Our students are smart enough to calculate exactly how much work they must do to pass a course.   If the student fails to do an assignment, the teacher averages a failing grade into the average.  The average is lowered, but the student still receives credit for the class.

In our global competitive world, there is no room for employees to “pick and choose” which tasks they will carry out.  Employees must complete all tasks to the employer’s satisfaction or they will be fired.  

In education, there is virtually no motivation to do more work for a student who is already achieving an A.

In the corporate world, you are rewarded with raises and promotions if you go “above & beyond”. 

The Grading System:
· There are seven modules in each course.

· Each module is two weeks in length.

· Each of these modules has approximately the following assignment structure:

· One required class discussion assignment on the module’s topic.

· Three required assignments, which allow you to apply your new knowledge and skills. 

· Examples of assignments:

· Create a letter, brochure, flyer

· Complete a quiz or short answer activity.

· Create a summary of knowledge or prepare a media presentation.

· Work collaboratively in a group to produce a product.

· Four optional “Above & Beyond” assignments which ask you to enrich your knowledge and share your findings or products with the class. 
· In order to earn both a passing grade and credit for this course, the following criteria must be met:

· All required assignments must be completed in a timely fashion to 95% accuracy based upon the instructor’s standard.   The final project is a required assignment.

· You may have as many opportunities as you need to re-do your assignments.  
·  Upon meeting this standard, you will earn an academic grade of a B.
· Failure to complete one or any required assignments will give you an incomplete for the course – no credit.  Let me repeat that one more time.  “Failure to complete one or any required assignments will give you an incomplete for the course – no credit.”  NO picking and choosing assignments.
· The good news is that I will not let you fail.  We will work together until all your required assignments are completed to 95% satisfaction.  

· Now, I am sure you want to earn a better grade than a B.  It is easy and very rewarding.  To achieve a grade of an A, you must:

· Complete, again to 95% satisfaction, at least two A&B assignments in each module.  

· The A&B assignments can be similar to required assignments, but also some are more creative, enriching, and challenging.  

· Fact:  90% of my students have completed ALL of the A&B assignments because they wanted to.  The assignments are relevant and fun.
· You may go back and complete any of the A&B assignments even after we have finished with the module.  

· How many points do I earn for each of these assignments?

· In each module, the value of the assignments has assigned points.

· For example, in module one all assignments (both required and A&B) are worth 10 points each.

· In module two, all assignments, (both required and A&B), are worth 20 points each.

· The points go up in value for each module.  By the time we reach module seven, you will be earning 70 points for each assignment.

· In reality, it is not the amount of points assigned to each task; it is the fact that you have completed the activity successfully. 
· Credit for A&B assignments will not be counted if you do not complete all of the required assignments.

·  How do I know how I am doing in the course?

· Our course software includes an online grade book.  As soon as I grade your assignment, or return it you for some improvements, the grade will appear in the grade book.

· In each module, you will be informed as to the number of points you need to be on the “A” track.  

· You will also see how you are doing in relationship to all the other class members.  I use your course ID# for this activity.  Therefore, your grade will be private. 

· Your grade is never a secret for me to know and you to guess.  The grade book is not a “black hole.”  There is never a misunderstanding as to where you stand.

· Now, I do make mistakes.  Sometimes I forget to record your grade.  All you will need to do is to send me an inquiring message.   I am very happy to make the correction.
Proposed Module Dates, Points, Grading Scale:
	Module
	Start Date
	Assignments
	Value of each required assignment.
	B TRACK Points (4 X Value)
	PLUS 2 of the 4 A&B Optional assignments (2 X Value)
	A Track (Total Points you need at end of module)
	 End Date

	1
	8/20/2008
	4 Required Assignments
	10
	40
	20
	60
	9/7/2008

	2
	9/8/2008
	4 Required Assignments
	20
	80
	40
	180
	9/21/2008

	3
	9/22/2008
	4 Required Assignments
	30
	120
	60
	360
	10/5/2008

	4
	10/14/2008
	4 Required Assignments
	40
	160
	80
	600
	10/26/2008

	5
	10/27/2008
	4 Required Assignments
	50
	200
	100
	900
	11/9/2008

	6
	11/10/2008
	4 Required Assignments
	60
	240
	120
	1260
	11/23/2008

	7
	12/1/2008
	4 Required Assignments
	70
	280
	140
	1680
	12/10/2008

	 
	12/10/2008
	Final Project (Required)
	100
	100
	1780
	1780
	12/12/2008

	 
	 
	 
	 
	 
	 
	 
	 


	GRADING SCALE
	 
	POINTS

	Req. with 2 A&B from each module
	A
	1780

	Req. with 1.5 A&B from each module
	A-
	1570

	Req. with 1 A&B from each module
	B+
	1370

	Req. with NO A&B
	B 
	1200

	Missing required assignments
	B-
	1150

	Missing required assignments
	C+
	1100

	Missing required assignments
	C 
	1050


EXTRA MILE POINTS
You may also earn additional points by going the "Extra Mile" through demonstration of outstanding class contributions during the module.   For example, the student has demonstrated the following behaviors:

· Additional efforts to find and share with the class related resources for the topic or project we were discussing.

· Unique insight or critical thinking skills related to the module's topic.

· Leadership skills in the discussion groups.

· Volunteered to carry out a particular task I have announced to the group.


MY EXPECTATIONS:

I expect the same commitment to online time and quality as I do in the classroom. The big difference is that Internet study is student-centered rather than teacher centered. This means that you are responsible for your own learning and success. 

Online higher education is aimed at independent learners. If you require the structure of a classroom, this method will not suit you.

Depending upon you computer skills, I anticipate the successful student will spend an average of about 5 - 15 hours per module for this course.

Within each module, you will have seminar readings, individual assignments, group discussions and sometimes, group projects.  This course is designed for you to log on several times a week.  If you choose to log in only on the weekends, it will make it difficult or impossible for both you and your team members to complete the assignments in a timely manner.

Please follow these rules:

1. On the first day the module begins, look over all the material to get an idea of what is expected of you and when assignments must be completed.

2. Make every effort to read the seminar information during the first three days.

3. If you have been assigned to work with others, make every effort to contact your team immediately.  

4. You may look ahead to the other modules and tackle some of the future assignments if you wish.  However, please do not POST your assignments to our class site before the module is officially open.  Keep in mind; I do reserve the right to change the material of the mods before we officially begin.  

5. Please DO NOT begin any of the group discussions before the stated date.  

6. Feel free to ask any questions along the way.  I will provide the needed help for you to successfully complete each assignment.

INSTRUCTOR’S ROLE:

My role in this class is to:

· Design the course's learning activities and assessment strategies.

· Answer questions and address concerns.   I will check your Private Folder and the Question Areas nearly every day (sometimes twice a day!) and make it a point to get back to you as soon as possible with the answers to your questions. If I do not answer your question promptly, let me know. 

· Monitor and assess the discussions.  I read every comment made by every student in the discussions. I enjoy the interplay, and I jump in occasionally, but I cannot respond to each comment, and indeed, I have found that to be a hindrance to open discussion among students. 

· Evaluate written assignments.   I will monitor your progress throughout the course using the GRADE BOOK.  You will know exactly how you are doing.    


SAVING YOUR MATERIALS ON YOUR COMPUTER:

Frequently I am asked as to how I keep all the documents I have saved on my computer in a logical order.  I suggest the following file system for your hard drive.

FOLDER:


VTP466/566
Subfolders
MODULE:  1 Class Introductions and Review


MODULE:  2 Launching   and Marketing Your WORK-BASED LEARNING program


MODULE:  3  Student Preparations


MODULE:  4 Job Success Skills for Students


MODULE:  5 Placements of Students


MODULE:  6 Labor Laws and Safety
            MODULE:  7 Program Evaluation and Accountability


FINAL PROJECT:  Resume


POWERPOINTS:



MARKETING TOOLS:



FORMS:



STATE MANUALS:


SUBMITTING YOUR ASSIGNMENTS:
 Use your newly designed personalize stationery when submitting your work.
Double check that you have done the following:

· You have followed the format of submitting your work in a memorandum format.  

· You have spell checked your work.

· You have followed the format for saving files of documents. 


Assignment # and your name
For example:

1.1sgubing.doc

ADDITIONAL SUGGESTIONS:  

· Create tables and columns to clarify and condense information.

· When applicable use charts (pie or bar) and graphics.

· Watch for where your page breaks.  Do not leave a heading on one page and put the text on the next page.  Keep it together.

· Use bullets in addition to paragraphs.  


TIMELINESS OF ASSIGNMENTS:

All assignments are to be completed and submitted to the professor as indicated by the course calendar.   If you feel that, you cannot meet the deadline, send me a message within the course environment and let me know what is going on.   We all have job and family responsibilities, which at times can become overwhelming.  Problems with our computers will also pop up during the course.  Keep me informed and we should have no problems.   


UNUSUAL CIRCUMSTANCES:

For the record, I do reserve the right to NOT grant you credit for the assignment if it is submitted passed the deadline.   If a module has been declared "closed" you can no longer submit assignments from this module unless you receive special permission.


INSTRUCTIONS FOR DISCUSSIONS:

I expect each student to participate in the assigned discussion topic at several times for each topic at the beginning of the module.  After we complete our group discussions, you will be asked to summarize the major points and submit your summary as an assignment for grading.  This should occur during the last three days of the module.

Basic guidelines:

1. The questions you ask in the Student-led discussions should be thoughtfully developed and carefully worded. These questions should address issues and/or concepts from the reading that you find particularly important. I will use the following five criteria to evaluate your questions:

a. Relevance - your question must be relevant to the material in the unit of study.

b. Importance - your question must address a significant issue in the module.

c. Thought-provoking - your question must require high-level thought, not a simple "look-up" in the textbook.

d. Originality - you must not ask a question that is essentially the same as a question posed by another student.

e. Timely - Your question must be posted early in the Module so that the other students have an opportunity to respond and you have time to facilitate a good discussion thread.

You do not need to use your personalized stationery when responding to group discussions.

When we conduct class discussions, I will be asking you to do post at least three times in the following manner:

1. Respond to my question.

2. Post your own question for the group.

3. Respond to a classmate’s question.

When responding to my question, I ask you to follow this format:  

Introduction to your answer xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx.

Your major points:  

xxxxxxxxxxxxx

xxxxxxxxxxxxx

xxxxxxxxxxxxx

xxxxxxxxxxxxx

Summary of your response xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx. 

Additional guidelines for group discussions.

1. When sharing your words of wisdom in our group discussions. Please break your thoughts up into several paragraphs.  

2. When responding to a classmates posting, please put the name of the individual and the topic identifier in the subject line.  For example, if you were responding to me start with "Sue, WBL programs."  
3. This will add to the clarity of the discussions.

4. Do not be afraid to use bullets or numbers.  It will make it much easier for all of us to comprehend your very important ideas and experiences.  

5. Try to have no more than three or four sentences in a paragraph.

6. Double space after each paragraph.  

7. Two spaces at the end of each sentence.  

8. Use SPELL CHECK before posting.

FOR THOSE WHO ARE COMPLETELY NEW TO ON LINE DISCUSSIONS, read further:

A "discussion thread" is started each time you submit a discussion item. Each response to the original question is indented once - a response to a response is indented a second time - etc.  This system of indents helps us determine which responses go together. By using the "collapse" and "expand,”, and "next" or "previous" document menu options in the navigational bar of the course, or by using the "collapse"[image: image1.png]


 and "expand" [image: image2.png]


 "twisties,"  you can follow the give and take of a threaded discussion - the web equivalent of a classroom discussion.

Responding to the main item

To compose your response to a main discussion item you are reading, click on the "Respond" link located at the bottom of that page. In the form, title your response in the Subject field and then respond in the boxed area. A good title tells something of the nature of your personal response. "Response to Discussion 1" is not a very useful title, particularly if everyone in your course uses the same one. 

Responding to someone else's response

If you are already reading someone else's response document, click on the "Respond" link located at the bottom of that page to respond to that response. Make sure that you respond on the document intended so that your contribution will line up in the threaded discussion in the right place.

Submitting your response

When you have completed your response, click the "Submit" button at the bottom of the page.  

Correcting your response

If you discover an error in your document after you submit it, a misspelled word or an incomplete thought, you can "Edit" your document. The Edit button appears at the top of your document after you submit it the first time. When you have finished your edits, click the submit button at the bottom of the page.

Quality discussion responses

Responses such as:  "I agree.", "Good question" or "Good answer" / Any response that is just an opinion, or is unsubstantiated / any response that is carelessly typed, poorly thought-out, grammatically incorrect or confusing / any response that is disrespectful of another student or any other person, etc., are not acceptable. A high quality response contains information from the textbook or other valid source, or applies a concept from the text or course in a meaningful way, or facilitates understanding of the course material or topic. Please review information in the Course Information area of the course for guidelines and specific information on how you will be evaluated on your participation in "Course Discussions." 

Netiquette

As discussion is of a public nature, please observe proper "netiquette" -- courteous and appropriate forms of communication and interaction over the Internet (in online discussions). This means no personal attacks, obscene language, or intolerant expression. All viewpoints should be respected. 


INSTRUCTIONS FOR POWER POINTS:

GUIDELINES FOR CREATING POWER POINT PRESENTATIONS:

You will be involved in creating a good number of Power Points in this course.  Your presentations need to be more professional in nature than entertaining.  Therefore, please follow these guidelines for each presentation you create.  

	Slide  
	Title slide with your name and topic.

	Slide  
	Introduction of the goals and expected outcomes of this presentation.

	Slide  
	Pre-test to gain your viewer's attention.

	Multiple Slides  
	Substance of PP.

	Slide  
	Summary of presentation.

	Slide  
	Post-test of the material you have just presented.  This can include the pre-test questions.

	Slide  
	Answers to post-test.

	Slide  
	Enrichment links to additional sites.

	Slide  
	Assignment for students to complete.  Include specifics with dates.


Fonts:

1. Use no more than three different font styles.

2. Use large fonts, (24+).  Viewers in the back of the room need to be able to view the presentation.

3. Use BOLD, ITALIC, and underscores to emphasize concepts. 

4. Serif fonts are easier to read than Sans Serif (no tails) fonts.  

Text:  

1. Place one main idea on each slide.

2. Use the 4-4 rule.  4 words per line, 4 lines per slide.

3. Use phrases, not sentences.

4. Capitalize first word in each phrase.

5. Be consistent with slide titles.  They should all be the same size, color and font.  

6. Only headlines should be in all CAPS.  

7. Use bullets

8. Dim previous points (gets attention of audience).

Graphics:

1. Use school logo when appropriate.

2. Brand your slides.  Include some form of identification on the bottom of each slide such as your school name or logo.

3. If possible, use pictures rather than cartoons when designing the presentation for adults.  

4. Use limited amount of "Word Art" on slides.

Mouse Clicks:

1. Limit your movement of text and graphics.   Each slide should already have the title and graphic set as it appears.  The words can appear as you speak about them.   NO MORE THAN 3 MOUSE CLICKS per slide.

2. Animation is great if it emphasizes a point.  Animation should not be present to be "cute."

3. Graphics, school logo, etc.

4. Limit your movement of text and graphics.   Each slide should already have the title and graphic set as it appears.  The words can appear as you speak about them.   NO MORE THAN 2 MOUSE CLICKS per slide.

5. Remember this is a professional, serious presentation to the Board of Ed.   It is not for a class of students.  


GOING AHEAD TO THE NEXT MODULE:

I will open the new module several days before we finish the current module.  I know some of you like to work ahead when you have the time.  You may do so, but please DO NOT POST your work to the module until the official opening date.  Save it as a private save and post it when we get to the module.  

Also, please DO NOT TO GO AHEAD AND BEGIN THE DISCUSSIONS.  The discussions need to be completed together as a group over a two-week period.  In some mods, you will be assigned to a group and possibly be asked to lead the group.

In addition, I reserve the right to change any future assignment.  Every once in awhile I like to tweak a future lesson based upon previous discussion.  If by chance, you completed a future assignment and I have changed it, you will have to re-do the lesson. 

One last note.  Usually if you are the first person to the assignment, you will be the one who will find a broken link or the instructions will not make sense.  Please alert me to that fact and I will make the correction as soon as possible.


WBL Certification

The new requirements will apply to new coordinators after February 2004.  

You will note that there are now two extension titles...

Coordinator of Work-based Learning Programs for Career Awareness - #8981 

Coordinator of Work-based Learning Programs for Career Development - #8982 

(e) Requirement for the extension in coordinator of work-based learning programs for career awareness. #8981

(1) The extension shall authorize the candidate to coordinate work-based learning programs for career awareness, such as programs providing extended shadowing experiences, the General Education Work Experience and Career Exploration Program (GEWEP), and the Work Experience and Career Exploration Program (WECEP).
(2) The candidate shall meet the requirements in each of the following paragraphs: 

(i) The candidate shall hold a valid provisional, permanent, initial or professional certificate for classroom teaching OR counseling.

(ii) The candidate shall complete a program registered pursuant to section 52.2 1(b)(4)(vi) of this Title, or its equivalent.

(iv) The candidate shall have completed 300 clock hours* of work experience outside of classroom teaching. 

Note:  This extension may be granted to any NYS licensed educator.

(f) Requirements for the extension in coordinator of work-based learning programs for career development.  #8982
(1) The extension shall authorize the candidate to coordinate work-based learning programs for career development, such as the Cooperative Occupation Education Work Experience Program (COOP), the Career Exploration Internship Program (CEIP), programs of youth-run enterprises, and internship and youth apprenticeship/pre-apprenticeship programs.
(2) The candidate shall meet the requirements in each of the following subparagraphs: 

(i) The candidate shall hold a valid provisional, permanent, initial or professional certificate for classroom teaching service authorizing instruction in career and technical education.

(ii) The candidate shall complete a program registered pursuant to section 52.2 1(b)(4)(vi) of this Title, or its equivalent.

(iii) The candidate shall have completed 600 clock hours* of work experience outside of teaching in the classroom teaching service. 
  *Note:  

The new certification requirements for obtaining an extension are found at http://eservices.nysed.gov/teach/certhelp/CertRequirementHelp.do 

 The required outside work experience hours can be validated through any paid, legal employment other than teaching, you have had as far back as part-time jobs in high school.   
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