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SCHOOL OF CONTINUING EDUCATION
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	SUBJECT CODE:  DSPS
	COURSE #:  137


INSTRUCTIONS:  Complete the attached forms for each course proposal:    1) Instructor Information/Course Proposal,          2) Course Objectives, 3) Course Outline, and 4) Selection Criteria for New Classes. Send all typed forms to your Program Director or Coordinator. If you have no Coordinator, please submit forms directly to the Dean of Instruction.  After signatures have been obtained, please send this original form to Laurie Triefenbach, Anaheim Campus Publication Office.




	INSTRUCTOR INFORMATION

	Name:
	Craig Stephens
	Today’s Date:
	March 22, 2005

	

	Location:
	AN
	 FORMCHECKBOX 

	CC
	 FORMCHECKBOX 

	WIL
	 FORMCHECKBOX 

	YL
	 FORMCHECKBOX 

	Other:
	     

	

	E-Mail:
	cstephens@sce.cc.ca.us
	Work #:
	714-992-9920
	Fax #:
	714-826-1766


	COURSE PROPOSAL INFORMATION

	

	New Course   FORMCHECKBOX 

	Modified Course   FORMCHECKBOX 


	

	Course Title:
	Job Skills

	

	School Year:
	2003-2004
	Trimester (select from list) 
	 FORMDROPDOWN 

	Semester (select from list)
	 FORMDROPDOWN 

	Year Round
	 FORMCHECKBOX 


	

	Day Workshop  FORMCHECKBOX 

	# Days (select from list)     FORMDROPDOWN 

	# Weeks (enter number):
	36

	

	Day(s) Class Will Meet:
	M,W  12:00 – 2:30
	Tuition Cost:
	$      

	Time Class Will Meet:
	F 9:00 – 2:30
	Lab Cost:
	$      

	

	Classroom Location:
	 FORMDROPDOWN 

	Is this course grant funded? (select from list)  FORMDROPDOWN 



	SIGNATURES
_______________________________     ____________________

Program or Department Coordinator

Date

________________________________    ____________________

Dean of Instruction

Date

________________________________   _____________________
Curriculum Chair

Date

________________________________   _____________________
Provost

Date


	
	
(FOR OFFICE USE ONLY)


- DATES APPROVED -

Board                             ___________

State                               ___________

Curriculum Committee ___________

Minimum Qualifications __________









	PUBLICITY/MARKETING - Target Group

	Adults with developmental and learning disabilities who are not yet ready for independent living and/or vocational placement.

Adults with disabilities who wish to enhance specific skills.

Recent graduates of high school special education programs.



SPECIAL NEEDS

	Classroom Equipment

and Supplies
	VCR, Epson projector/computer, video camera,

	Additional Staff
	Instructional Assistant

	Other
	     



	Course Title:
	Job Skills
	Subject Code: DSPS     
	Course #: 137

	Prerequisite:
	     

	

	DESCRIPTION OF COURSE (50 words or less)

	An educational program designed to assist adults with developmental and learning disabilities achieve their potential as independent members of the community. Lecture, lab, and field trips are combined to provide the student with a comprehensive and meaningful educational experience.     


	OBJECTIVES: Select (by clicking on the appropriate boxes) THREE or more from the entire list; elaborate under “Course Objectives” section.

	GENERAL
	SPECIALIZED
	SKILL
	PERSONAL

	 FORMCHECKBOX 

	General Theory
	 FORMCHECKBOX 

	Essential Theory
	 FORMCHECKBOX 

	Application of Skills
	 FORMCHECKBOX 

	Physical Health

	 FORMCHECKBOX 

	Social Attitudes
	 FORMCHECKBOX 

	Basic Principles
	 FORMCHECKBOX 

	Critical Thinking/Reasoning Skills
	 FORMCHECKBOX 

	Mental Health

	 FORMCHECKBOX 

	Cultural Knowledge
	 FORMCHECKBOX 

	Vocabulary
	 FORMCHECKBOX 

	Creative Skills
	 FORMCHECKBOX 

	Attitude Toward Change

	
	
	
	
	 FORMCHECKBOX 

	Communication
	
	Self-Concept

	
	
	
	
	 FORMCHECKBOX 

	Motor Skills
	 FORMCHECKBOX 

	Work related behaviors


	COURSE OBJECTIVES:   Upon completion of this course, the student will be able to:


1. Demonstrate the ability to exhibit appropriate adult behavior in personal and vocational settings.
2. Demonstrate basic vocational, independent living, and academic skills as related to the work setting at a level to achieve success in independent or supported work settings.

3. Demonstrate skills necessary to make will reasoned life and vocational decisions and advocate for self.

4. Demonstrate the ability to be tolerant of change and independently solve problems in work situations.
	METHODS OF INSTRUCTION: Select any or all, as appropriate

	 FORMCHECKBOX 

	Lecture, Demonstration, Discussion
	 FORMCHECKBOX 

	Lecture Series
	 FORMCHECKBOX 

	Distance Education

	 FORMCHECKBOX 

	Learning Lab
	 FORMCHECKBOX 

	Computer Assisted
	 FORMCHECKBOX 

	Internet

	 FORMCHECKBOX 

	Workshop
	 FORMCHECKBOX 

	Cooperative Learning
	 FORMCHECKBOX 

	Home Study

	 FORMCHECKBOX 

	Field Trip
	 FORMCHECKBOX 

	Telecourse
	 FORMCHECKBOX 

	Other:     

	 FORMCHECKBOX 

	Alternative Learning Sys. (specify): 
	
	
	
	


	METHODS OF EVALUATION: Select any or all, as appropriate


	 FORMCHECKBOX 

	Quizzes and/or Written Exam
	 FORMCHECKBOX 

	Oral Report
	 FORMCHECKBOX 

	Demonstration

	 FORMCHECKBOX 

	Criterion Referenced
	 FORMCHECKBOX 

	Written Report: Portfolio
	 FORMCHECKBOX 

	Other:        

	 FORMCHECKBOX 

	Competency Based
	 FORMCHECKBOX 

	Project
	
	


	TEACHING MATERIALS: Select any or all, as appropriate


	 FORMCHECKBOX 

	Textbook (indicate name, author, publisher):

     

	 FORMCHECKBOX 

	Audio/Videotapes, films, slides, etc.

	 FORMCHECKBOX 

	District-Prepared Materials
	 FORMCHECKBOX 

	Equipment, Tools, Materials

	 FORMCHECKBOX 

	Teacher-Prepared Materials
	 FORMCHECKBOX 

	Other



THIS FORM IS TO BE FILLED OUT BY THE COORDINATOR/DEAN IN CONSULTATION WITH THE INSTRUCTOR.

	SELECTION CRITERIA FOR NEW CLASSES (typed)


TO:
Coordinators/Dean and Instructors

SUBJECT:
RATIONALE FOR OFFERING THIS COURSE

Course Title:  Job Skills


Select any or all, as appropriate:
	 FORMCHECKBOX 

	The program has gone well in other areas.

	 FORMCHECKBOX 

	The instructor has a following.

	 FORMCHECKBOX 

	A potential audience is readily identified.

	 FORMCHECKBOX 

	An activity that has current popularity.

	 FORMCHECKBOX 

	Appeal based on administrative judgment.

	 FORMCHECKBOX 

	Other (please explain): 


	Date/Trimester Offered:
	8/28/03

	Submitted By:
	Craig Stephens

	Home/Office Phone Number:
	714-992-9920


	COURSE OUTLINE (Content and Scope) - A typed, detailed outline is required.

	Course Title:
	Job Skills



COURSE OUTLINE AND CURRICULUM GUIDE

Specify the scope, content, instructional methodology and methods of evaluation for determining whether the course objectives have been met. Attach additional information.

The Job Skills class is a comprehensive program conceived to provide adult students with basic skills in identifying career interests, setting career goals and objectives and seeking, attaining and maintaining employment. The course is divided into eight topic sections or blocks. Each block can be offered on a trimester basis, including winter and summer intercession, thereby allowing students the option to complete the course in two and one half years. The length of time necessary to complete the Job Skills course will vary according to the student’s ability and needs.

Aim:  Students acquire skills necessary to demonstrate competency in acquiring and maintaining employment.

General Topics Overview:

Establish goals and objectives

Explore vocational interests

Skills assessment

Explore Job Seeking Resources

Application process

Interview

On-the-job behavior

Communication and customer service

Safety

Self-advocacy

JOB SHADOWING
Scope and Content:

All job skills students are required to participate in job shadowing. Students will spend one hour per week for eight weeks during at least one trimester observing an employee of the North Orange County Community College District. Students are required to complete written and oral assignments pertaining to their Job Shadowing project. Job Shadowing is an on-going component of the Job Skills class. The actual  Job Shadowing experience takes place outside of class time and no FTES is collected for this time period.
Method:

Completion of notebook worksheets.

Completion of notebook journal.

Oral class presentation.
FIELD TRIPS

Scope and Content:
Students participate in weekly field trips to various locations in Orange County using public transportation. These destinations include supported work organizations, sheltered work settings, grocery and department stores, various city and county agencies, manufacturing facilities, etc. If possible, tours are scheduled. Upon reaching the destination, students are required to observe the work environment and complete worksheets and/or journal assignments pertaining to job skills curriculum. Students are also provided with an opportunity experience and learn the basics of how to use public transportation, including trip planning, bus stop locations, embarking and disembarking and bus etiquette.

JOB SKILLS COURSE OUTLINE

I. Goals, Objectives and Skills

A. What are goals?

B. Personal values and career goals.

A. Interest inventory.

B. Assessing strengths and needs.

C. Defining realistic goals.

D. Objectives (steps to attaining goals)

E. What are skills?

1) Acquiring skills

2) Transferable skills

3) Specialized skills

F. What skills are necessary for the job goals set by the student?

G. Career Investigations.
II. Job Search
A. Resources (newspaper, cold calls, job fairs, online resources, vocational training and job development agencies for people with disabilities).
B. Appropriate job seeking behavior and attitude.

C. Personal Data
III. Applications
A. What is an application?

B. What do employers expect?

1) Neat

2) Complete

3) Accurate

4) Experience (work, volunteer)

5) Disclosing a disability

6) Online applications

7) Simulated application project

IV. Job Interview

A. Employer expectations (attitude, grooming, dress)

B. Preparation

1) Location and how to get there

2) Notes to yourself

3) Know about your employer

4) Know your skills

5) Being composed

6) Simulated interviews

V. Work Attitudes and Employer Expectations
A. Punctuality and attendance

1) Time management

2) Good/Bad reasons for missing work

B. Dealing with the boss

C. Dealing with coworkers

D. Behavioral expectations

1) Staying on task

2) Not showing or goofing off

3) Not disturbing co-workers
4) Helping co-workers

E. Job related paperwork

VI. Safety:

A. What is safety?

1) How we stay safe

2) How we help others stay safe

B. What are injuries?

1) Common work injuries

C. How can you not get injured on the job?

D. What to do if you get injured

1) Reporting injuries

E. Causes of accidents

1) Identifying unsafe conditions

2) Unsafe behavior

3) Unsafe equipment

F. How you can prevent accidents?
1) Being aware of your surroundings

2) Reporting unsafe conditions and equipment

3) Not horsing around

4) Follow safety rules

G. Safety attire

H. Safety equipment
I. Workers compensation

J. Disaster plans

VII. Communication and Customer Service:   
A. What is communication?

B. Listening effectively: active listening

C. Non-verbal communication (Body language, Facial expression)

D. Asking Questions

E. Giving and getting clear direction

F. Negotiating and compromising (win-win situation)
G. Giving and accepting positive and negative feedback

H. Teamwork

1) Being active

2) Being responsible

3) Completing assignment

I. Communicating with your supervisor

1) Appropriate and inappropriate verbiage

2) Repeat directions

3) Questioning directions

4) Asking for clarification

5) Making suggestions

J. Telephone Communication

1) Phone etiquette

2) Speaking clearly

3) Writing down important information

4) Repeating important information

K. Dealing with difficult people

1) Customers, co-workers and supervisors

2) Identifying needs

3) Listening

4) Think before you speak

5) Developing a positive relationship

___10-28-03____________________                 __Craig Stephens____________________________



Date         

Submitted By 


      

__714-992-9920_____________________________




Daytime Phone Number
     

__cstephens@sce.cc.ca.us____________________




E-mail Address
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