Syllabus
COURSE NO. 
XXXX

CREDITS        varies
COURSE TITLE: 
Cooperative Work Experience
INSTRUCTOR:
XXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXX
TIME AND PLACE:
Varies
LENGTH OF COURSE:
Minimum of 33 hours per credit
COURSE DESCRIPTION:
Cooperative Work Experience is an educational program that enables students to receive academic credit for on-the-job, experiential learning based on skills acquired in their program.  Together, the instructor, employer, and student establish learning objectives that specify the significant and appropriate learning which is expected to result from the work experience.  This course offers a career-related experience for students working for an approved employer.  As a capstone course, students should complete this course within the last 2 terms of their certificate or degree.
PREREQUISITES:  Permission of CWE Instructor or Department Chair
REQUIRED TEXTS OR MATERIALS:  None
LEARNING OUTCOMES:  Intended Course Outcomes and Key ILO (Institutional Learning Outcomes) indicators:  On successful completion of this course, students will be able to:
	Intended Outcomes:
	Key ILO Indicators:
	Assessment Methods:

	1.  Interview successfully with a potential employer.
	PG1 – Act as a responsible member of a community.

PG4 – Respectfully advocate for self.

PG5 – Exhibit self-confidence.

CT2 – Raise significant and relevant questions.

COM2 – Express ideas clearly in oral, written and visual work.


	1.  Successful interview results in student obtaining a CWE site.

	2.  Understand and demonstrate the importance of completing forms accurately and meeting deadlines.
	AL2 – Put forth the time and effort necessary to succeed.
	2.  All forms completed  accurately with required signatures and returned to instructor prior to deadline.

	3.  Understand and demonstrate the importance of an acceptable work ethic as described in the RCC Work Ethic and Professional Presence Guideline and student’s learning objectives. 
	PG6 – Adhere to a strong work ethic and be able to negotiate and abide by the terms of agreement that defines one’s employment.


	3. Written evaluations on learning objectives and time sheets signed by site supervisor. Written weekly journals and midterm self-evaluations by student.  Consultation with site supervisor during site visits and/or phone calls.  Observation by CWE instructor during site visits.  Student’s ability to retain the CWE position during assignment period.

	4.  Understand and demonstrate good work performance (student’s learning objectives).
	AK2 – Integrate previous and new learning, along with practical skills, to solve problems.

CT5 – Foresee consequences of actions.

AL3 – internalize and assimilate information into new situations.

COM2 – Express ideas clearly in oral, written and visual work.
	4.  Written evaluations on learning objectives and time sheets signed by site supervisor. Written weekly journals and midterm self-evaluations by student.  Consultation with site supervisor during site visits and/or phone calls.  Observation by CWE instructor during site visits.  Student’s ability to retain the CWE position during assignment period. 

	5.  Understand the importance of following instructions and meeting deadlines.
	AL2 – Put forth the time and effort necessary to succeed.
	5.  All required forms and assignments completed on time.  Time sheets signed by site supervisor.

	6.  Understand and demonstrate a professional presence as described in the CWE Work Ethic and Professional Presence Guidelines while on the job.
	PG3 – Respond positively to change.

COM1 – Display understanding, compassion and acceptance.

COM3 – Collaborate effectively to achieve course/learning goals.

COM4 – Work respectfully with others by considering opposing view-points and different cultural perspectives.
	6.  Written evaluations on learning objectives and time sheets signed by site supervisor. Written weekly journals and midterm self-evaluations by student.  Consultation with site supervisor during site visits and/or phone calls.  Observation by CWE instructor during site visits.  Student’s ability to retain the CWE position during assignment period.


	7.  Apply knowledge, theories, principles, methods and technology.  Gain new knowledge, skills, and experience while on the job.
	AK1 – Demonstrate ability to transfer learning in familiar and unfamiliar contexts in order to complete tasks.

AL5 – Use technological tools to research new information, solve problems, and communicate effectively.


	7.  Written weekly journals, midterm and final self-evaluation, and summary of the CWE experience by the student and site supervisor’s written evaluations. 

	8.  Make contacts which will help in obtaining employment.
	PG1 – Act as a responsible member of a community.

PG4 – Respectfully advocate for self.

PG5 – Exhibit self-confidence.

COM1 – Display understanding, compassion and acceptance.


	8.  Written weekly journal, midterm and final self-evaluation, and summary of the CWE experience by the student and site supervisor’s written evaluations.


EVALUATION:  The ability to meet deadlines and follow instructions is very important in this course as they are in any workplace.  Late assignments or assignments not done in the proper format will not be given credit; therefore, your grade will be affected if you do not follow instructions or meet the necessary deadlines (due dates are on the assignment schedule).

Successful completion of this course will be determined by the following criteria:

10% - Timely Completion of All CWE Documents
· Completion of the Agreement, Learning Objectives, and Work Ethic and Professional Presence Guidelines forms within the first week of the term.   If this is not possible, you need to contact the instructor to facilitate this process.  Be sure to have your supervisor sign these forms.  Turn in all your paper work to the instructor.  If your instructor is not available, you may put them in the instructor’s mailbox. 
· Time Sheets should have total hours for each week/month and be signed by your supervisor. You may turn in your time sheets as you complete them.  Failure to submit time sheets by the due date (see assignment schedule) may result in a failing grade.  
10% -
 Self-Evaluations and Employer Evaluations

· Turn in two Self-Evaluations.  Write a detailed paragraph discussing your progress on each of your learning objectives for the term (see assignment schedule).  (50 points each)
· Turn in two Employer Evaluations at the same time as your self-evaluations (see assignment schedule).  (50 points each)
10% - 
Weekly Journals

· Write a journal entry for each day you work at your CWE site.  Each entry should be a detailed paragraph of your reflections of what you have accomplished each day, thoughts, ideas, etc.  If you do not work a day or week, you need to document this in your journal.  E-mail journal entries to the instructor by midnight on Sunday of each week.  The subject line should read “XXXXX Journal for (your name) week of (Monday’s date for the week worked).”  Submit this as a Microsoft Word attachment in an e-mail to the instructor at:  XXXXXXXXXXXXXX.  If your journal is late or not formatted properly (including the subject line), you will not earn credit.  (20 points each)
10% - 
Final Paper
· Write a 2 page minimum, typed, double-spaced summary of your work experience. Submit this as a Microsoft Word attachment in an e-mail. Please include your name and CWE site. The subject line should read “XXXXX Final Paper for (Your Name)”. 

(100 points)
30% - Employer/Instructor Evaluation of Work Ethic and Professional Presence

(See Learning Objectives and Work Ethic and Professional Presence Guidelines)
· The instructor will contact your supervisor by phone during the term and make site visits. 
· You will be treated like a paid employee of the company or organization; therefore, you should maintain a professional work ethic and professional presence.  Refer to the Work Ethic and Professional Presence Guidelines for a list of the criteria. You should have a copy of this form which you and your employer signed.

· A good attitude and productive work habits are essential for success in a job. The same characteristics are also crucial to your success in this class. Tasks assigned are expected to be completed on time and consistent attendance is expected. 
· In addition, please note that this class emphasizes the importance of meeting deadlines. Therefore, this portion of your grade will be affected if your CWE paper work and/or assignments are not submitted on time.
30% - Employer/Instructor Evaluation of Work Performance 

(See Learning Objectives)
· I will contact your supervisor by phone during the term and make site visits. 
· This portion of your grade is based on your performance in meeting the learning objectives you wrote with your supervisor and other duties or responsibilities. Refer to the Learning Objectives form you and your supervisor signed. You should have a copy of this form.
GRADING:

I will assign your grade based on all of the criteria listed above. The grading scale is listed below.

92 - 100% = A

82 -   91% = B

72 -   81% = C

62 -   71% = D

61--------- = F
AMERICANS WITH DISABILITIES ACT:

Students with a documented disability that may require assistance should contact the Disability Services Office for coordination of your academic accommodations.  Campus locations and telephone numbers are:  Redwood Campus, Wiseman Tutoring Center, 541-956-7337 or Riverside and Table Rock Campuses, G Building, Room 207, 541-245-7537.

ACADEMIC INTEGRITY:

Any student found to be cheating, plagiarizing, stealing examinations or course materials, falsifying documents, inappropriately accessing and/or using another’s work, or to be assisting other student(s) in such activities may face sanctions up to and including failing the class, and/or dismissal from the course or college.  Each homework assignment, written activity, and test should be your own work, unless otherwise indicated by the instructor.

Cheating is the unauthorized use of sharing of answers, information, tools or technologies on tests, quizzes, assignments, or other class activities.  (For instance, sharing test questions with other students, texting others the answers to tests, notes written on your hand or phone, using calculators when they are prohibited, etc.)


Plagiarism is using, summarizing, or paraphrasing part or all of someone else’s work; or cutting, copying and pasting someone else’s work from web or digital sources directly into your work without properly identifying the actual author and source.  If you do not identify the source of ideas and writings that you’ve used in your work, or if you claim to have written something that is not your own work, you are plagiarizing.

**This syllabus may change.  Changes will be announced.
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