Professional Employment Training (PET)
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Semester Course:  2 credits

Mrs. Amber Hall, Teacher

ahall@lps.k12.co.us – Preferred Contact
303.347.7745 Direct 
How to get help and Mrs. Hall’s off periods:

· Send an email @ ahall@lps.k12.co.us 

· Mrs. Hall’s Office:  Room 127 

· Mrs. Hall’s Availability for Spring 2011:  Periods 2 & 5; after school most days until 3:05 pm.
Course Description:       Highly recommended for graduating seniors!
Students identify key career development skills such as planning and effective communication, and create tools, including resumes, cover letters and applications. Enrollment in this course is a prerequisite for current or future community employment experiences including on-the-job training. 

As a result of this course, students will:

1. be better prepared to enter the work force with marketable skills and hands-on experience with the personal computer;

2. develop job growth and retention skills including understanding personality traits, ethics, human relations and development of self-discipline;

3. utilize time management;

4. communicate and interact effectively with co-workers, employers, and the general public.

Upon completion of the course, students will have developed a portfolio including:

· career research information

· resume documentation

· letters of application/inquiry

· application

· professional references

· job interview strategies

· networking skills

· a job interview experience

· job retention strategies

· a process for terminating a position

Materials needed:

· Handouts will be furnished – LOTS of them!

· Students will need a 3-ring binder with dividers for class work and handouts.  Suggested:  Binder should be large enough to accommodate both Personal Finance and Professional Employment Training. 

· Pencil, pen (blue or black ink), eraser, red pen, and yellow highlighter.

Attendance:

· Attendance is mandatory!  Please refer to Attendance Guidelines sheet.  

· As the teacher I will use my discretion as to calls home and/or parent contact.  Once again…yes, even if you are a senior! (
Unexcused Absences and Late Work 

· No credit on tests will be given for unexcused absences.

· Late work will be accepted up to a point.  Full credit will not be awarded…partial credit will be awarded as long as the assignment isn’t too late.  (Some points are better than no points) 
Mrs. Hall’s Classroom and Professional Expectations and Student Responsibilities:
Yes…I expect these things even from seniors! (
1. Come to class everyday on time and prepared to learn with class materials: writing utensil and binder to file assignments and handouts.

· Job Skill: Being to work on time and prepared.

2. Respect your learning environment, your peers and your instructor.  This includes actions, language, and dress.

· Job Skill: Being respectful of your work environment and co-workers and following corporate guidelines.
3. Be respectful of others contributions to the class.  Be respectful of guest speakers – they volunteered to come and help you!

· Job Skill: Being respectful of your work environment, co-workers and guests.

4. Abide by LHS computer etiquette – use the computer as it was meant to be used at school/work. 

· Job Skill: Being respectful of your work environment and following corporate guidelines regarding computer use at work.
5. No food or beverages are allowed near the computers in the lab!  Please place lids on beverages and store them where they will not spill.  If you do spill…you will clean it up.  If you eat…clean it up!
· Job Skills: (1) Being respectful of your work environment and materials provided for you to complete your assigned tasks.    (2) Following corporate rules and regulations.
6. Students will create and expect a learning atmosphere free from the distraction of:

· Cell phones, electronics (ie: hand held video games), music devices (Ipods), etc. – unless first approved by Mrs. Hall.  Now is the time to learn to manage yourself appropriately for the working world.

· Inappropriate behavior, language, and/or attitudes that disrupt the learning environment.

· Cheating and/or plagiarism will result in a ZERO on an assignment or test and possible referral to administration.
· Job Skills: (1) Being respectful of your work environment and co-workers.  (2) Following corporate rules and regulations.
7. Class work is assigned daily.  Daily, active class participation in activities and discussion is expected of everyone.  
· Job Skills: (1) Completing assigned tasks. (2) Active participation individually and on a team.

Grading Scale:
Assignments are assessed for understanding, completeness, neatness, professionalism and accuracy.  The breakdown of the percentage each unit accounts for is as follows:

· Work Habits


10%

· Goals & Careers

10%

· Resumes


20%

· Applications


15%

· Networking


20%

· Interviewing


15%

· Final



10%

Your grade is a direct result of your input into and learning during the class.  It is earned by you, input to Infinite Campus by me, and calculated by Infinite Campus. I do not round final grades.  Letter grades will be determined on the following scale:

	A:
	90-100
	B:
	80-89
	C:
	70-79
	D:
	60-69


