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	Bristol Community College – Cooperative Education Program
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	CED 220 Seminar Syllabus


Co-op Faculty Supervisor:

Seminar Course Number: 

        


Office Room Number:
 
Office Phone/Ext.:






Office Hours:

E-Mail Address:







	


Text Materials:  

Readings as assigned by Faculty

Course Description:  

This course offers students an additional opportunity to apply classroom theory in a varied or advanced position.  CED 220 builds directly upon the previous work experience and skills acquired in CED 210.  This course consists of 15-20 hours per week of career-related experience plus a 50-minute weekly seminar which includes in-class activities, informational interviews, and discussion of topics to further expand career knowledge and aid in professional development.

Objectives:  

1.
To become familiar with strategies that contribute to job advancement.

2.
To recognize skills, abilities and attitudes that affect career development.

3.
To research area companies and the requirements of jobs and careers that interest students.

4.
To become skilled in using published and non-published resources to gather data on jobs, 


career fields, and companies. 

5.
To prepare students to search out a career path which is compatible with their skills and 


lifestyle. 

Course Structure:  

A regularly scheduled seminar period will be held weekly which students are required to attend since this is the only time students will be able to meet as a group for discussion.  During this seminar period, students will be asked to complete a Learning Agreement and Self-Evaluation, and to participate in goal-setting exercises formulating individual goals which will be evaluated and updated during the semester.

Students will discuss current work experiences and how to facilitate advancement on their jobs.  They will also investigate a variety of career resources, conduct an informational interview, and review strategies for success in their chosen career.  

Employers will be asked to evaluate student’s performance in writing.  Scheduled visits and/or conferences will be arranged with the immediate supervisor at the place of employment to discuss his/her role in evaluating the student’s performance.  Employer and student evaluations will be completed at the end of the semester.
-OVER-

-CONTINUED-
Attendance Policy:  

Seminar:  

Attendance Is Required In All Classes.  Any absence from the seminar period must be an excused absence (see me or call me beforehand).  Students are responsible for work completed during an absence.  Attendance at, and participation in, the seminars will have a definite impact on the evaluation of the student.  A grade of “F” may be given to anyone abusing this attendance policy.

Co-op Placement/On-The-Job:  

Students must report to their jobs for hours scheduled by their employers.  Scheduling problems/absences must be made known to the employer prior to missed work times.  Faculty supervisors must be notified by student of any scheduling problems/absences within twenty-four (24) hours of the incident.  
Examination Policy:  

Due to the seminar format, no formal exams will be given.

Grading Policy:  

1. Completion of Learning Agreement, other required forms, 

and evaluation of the work experience


50%

2. Attendance and participation in seminar


25%

3. Written and oral assignments


   25%



100%

	


	CED 220 Seminar Course Structure*


	Week #
	Seminar
	Assignment

	1
	Orientation

· Co-op Syllabus

· Student Introduction

· Complete Placement Forms
	

	2
	Developing the Learning Agreement 

· Discussion/preparation of long-term and short-term goals 
	· First draft of goals 

· Obtain employer input

	3
	Finalize Learning Agreement

· Goal Setting

· VIDEO: The Miracle Man – 30 minute motivational video

· Personal Mission Statements
	· Obtain employer signature 

· Hand in signed Learning Agreement – due week 5

	4
	Getting What You Want

· Networking

· Discussion of professional and trade organization
	· Information Interview                       – due week 9

· Write and request information from professional organizations                – Summary of Findings due week 14

	5
	Going To The Source

· Discussion of key people and community resources

· Signed Learning Agreement due today
	

	6
	Feeling Good About What You Are Doing

· Job Satisfaction
	

	7
	Getting Ahead

· Workplace Promotion
	

	8
	Solving Problems On The Job
	

	9
	Informational Interviews

· Class Presentations 
	

	10
	Ethical Issues In The Workplace
	

	11
	Self Management (Stress/Time)

· Discussion: Putting Order In Your Life
	

	12
	Networking

· Discussion: Making The Right Connections
	· Students submit employer nominations for recognition at Co-op Breakfast

	13
	Local Employment Outlook

· Students summarize career they have investigated     --present in class
	· Complete Self-Evaluation

	14
	Sharing Information – Career Options and Professional Organizations

· Review Self and Employer Evaluations
	

	15
	Wrap Up Discussion On Accomplishments

· Students complete Co-op Evaluation form
	


*This syllabus represents the suggested structure of this seminar for this semester.







