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About Work Experience 

 
Unlike almost every other course at SCC students must qualify and be approved to enroll in Work Experience. Work 
Experience is a privilege and with all privileges come responsibilities. Students who are allowed to participate in the 
Work Experience program must show responsibility by knowing the handbook, maintaining communication with both 
the course room instructor and the worksite supervisor, submitting all paperwork on time, and using the opportunity 
to show growth in the workplace. Because enrollment is limited, failure to live up to the obligations of this course 
can result in being dropped to make room for others; or course failure. 
 
Students should study this booklet very carefully. It delineates their responsibilities as participating students. It is 
important that students understand their responsibility for having the forms filled out, signed and turned in 
according to the schedule in this handbook. Other responsibilities are also listed herein. 
 
Worksite supervisors may also find this handbook interesting and useful in understanding the roles of all 
concerned. It will explain how the Work Experience program operates. 

 

Student Learning Outcomes 

 
1. Analyze, design, develop, and record learning objectives that are specific, measurable, achievable, reasonable and 

time-oriented (IVC. Workplace skills).  
2. Demonstrate above average competence in 21st Century Work and Life Skills and defined objectives (IVC. 

Workplace Skills). 
3. Complete critical self-assessment regarding objectives and work place skills (IVA. Self-management and Self-

awareness).  

11/16 
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How many hours do I have to work? 
 

To earn the fol lowing uni ts,  you must work /volunteer  the fo l lowing hours .  You may not enrol l  in  more 
than one sect ion of  work  exper ience dur ing one semester  and you may not enrol l  in  both OCED 090 

and OCED 091 (or any other  exper ient ia l learn ing course) concurrent ly.  You may only use one job for  
the course. Not  a l l  uni t  counts may be of fered in a g iven semester .  Check the schedule of  c lasses to 

see what  is  avai lable.  
 

 

8  W e e k  S e c t i o n  

Units  
Hours Week 

PAID  
(7.5 weeks)  

Total 
Hours 

Hours Week 
UNPAID 

(7.5 weeks)  

T o t a l  
H o u r s  

1 UNIT  10 hrs  per  wk  75 8 hrs  per  wk  6 0  
2 UNITS  20 hrs  per  wk  150 16 hrs  per  wk  1 2 0  
3 UNITS* 30 hrs  per  wk  225 23 hrs  per  wk  1 8 0  

                                                                            
 

 
As per Registrat ion and Accreditation pol icies,  we will  not be allowed to change units 
after the last  day to add courses so calculate your anticipated hours careful ly,  i f  you 
are unsure – opt for a lower unit  count .  No exceptions can be made for not meet ing  

hours requirement!!  
 

Al l  hours  must come f rom one jobsite  unless you CHANGE jobs.  
You may change jobs once over the semester  as  long as there are at  least  8 weeks 

remain ing in the semester .  You MUST contact the Work Experience Coordinator  in 
writ ing immediately .  You must get  a s igned t ime card and supervisor ’s evaluat ion for  the 

job you are leaving.  You wi l l  need a new set  of  paperwork  – inc luding object ives for  the 
new worksite.   

 
Uni ts are earned f rom a combinat ion of  required hours  and approved workplace object ives.  

I f  object ives are not set  and approved by course deadlines you may not  col lect  hours  
between the deadl ine and approval of  object ives.  

 
You may not  combine paid and unpaid hours  in  the same semester .  

 

 
04/17 
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Solano College 
Work Experience Education  

 

Office: Room 1811 E-mail: debra.berrett@solano.edu Phone: (707) 864-7139   FAX: (707) 646-2080 

 
 

 
Dear OCED 090/091 Student: 
 
Welcome to the Solano College Work Experience Program! The Work Experience Program 
is designed to help you relate your college work to your eventual occupational/career goals 
through a working experience for an employer in the community. The coordinator and the 
resources of the Work Experience Education Office are available to help you obtain the 
maximum benefits of this experience. 
 
This handbook has been prepared to provide you all forms and information necessary to 
meet the course requirements. Please read this entire handbook carefully as it contains 
pertinent information such as: required forms, assignments, due dates, and the grading 
standards. The completed forms should be turned in to your instructor by the listed due 
dates. If you need duplicate forms, you may download them from the Work Experience 
website at: www.sccworkexperience.org. 
 
Work Experience Education is extremely valuable and is a significant part of your college 
education. “Learn while you earn” approaches have long been a viable method for providing 
education. As the program coordinator, I will strive to help make this goal a reality. Please 
feel free to contact me at any time during the semester. 
 
In this package, you will find all the forms you need as well as a letter from my office to your 
employer/supervisor. Please remove this letter from the packet and give it to the supervisor 
who directly oversees your work.  
 
Have a rewarding experience. 
 
 
 

Debra Berrett 
 
Debra Berrett 
Work Experience Coordinator 
Solano College 

 
 

Julene Calvo  

 

Julene Calvo 
Work Experience Assistant 
Solano College 
 

 

 
 
 

mailto:debra.berrett@solano.edu
http://www.sccworkexperience.org/
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GRADING SCALE OCED 090 & 091 
 

 

Work Experience is in some cases a California State University transferable course (up to 12 units), 
and a letter grade is issued. Up to 16 total units of Occupational Work Experience may be earned 
over multiple semesters. Up to 6 units of General Work Experience may be earned over multiple 
semesters.  Total units in ALL Work Experience courses may not exceed 16.  
 

ASSIGNMENTS: 

For a course Grade of A complete the following items with a 91% average.  
For a course Grade of B complete the following items with an 81% average. 
For a course Grade of C complete the following items with a 71% average. 

 
Paperwork grades are based on timeliness, completeness, and neatness.  
 

ITEM POINTS 

Student Agreement  Pg. 7 50 

Application (include supervisor’s business card if they have one)  Pg. 9 50 

Map  Pg. 10 50 

Objectives Worksheet (1 objective per unit of OCED, signed by 
supervisor and approved by instructor)  Pg. 21 

100 

Supervisor’s Statement of Understanding   Pg. 23 100 

Time Card  Pg. 25 100 

Supervisor’s Evaluation  Pg. 27 100 

Self-Analysis Essay  Pgs. 29 50 

Program Survey  Pgs. 31 - 32 50 

Participation in activities/seminars 
Online Sections – activity/seminars are the online threaded 
discussions. Face-to-face they are the weekly scheduled times. 

25 each 

 

 
IMPORTANT NOTES: Failure to turn in any of the paperwork will result in being dropped or 
failed. You are being graded on the accuracy, neatness, and timeliness of the paperwork. 
You must still submit late paperwork but points will be deducted. 
 
While we understand you are relying on your supervisor’s schedule for signatures – 
deadlines for paperwork must be adhered to so please set appointments with your 
supervisor in advance of due dates to allow for timely submission of paperwork. If your 
supervisor is unavailable or unable to work with you on timely paperwork, 
submission this might not be the right time to take this course.  
 
Incomplete Policy: The grading policy requires that an Incomplete (“I”) grade be given only 
for satisfactory but incomplete work for an “unforeseeable emergency and justifiable reason” 
which occurs at the end of the semester. Supporting documentation from doctors WILL be 
required. If this is not submitted to the OCED office, the student may receive an F or another 
letter grade as appropriate. It is the student’s responsibility to contact the OCED office 
to complete an “Incomplete Grade Contract” form.    
 
NOTE:  Lack of getting signed paperwork from jobsite supervisor by posted due dates is not 
considered an unforeseeable emergency and will not be approved by the Dean for an 
Incomplete grade. 
 
11/16  
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COURSE ASSIGNMENTS CHECKLIST 
 
Follow this simple checklist to keep track of the assignments you will be completing this 
semester. Note: failure to submit paperwork in a timely manner can result in failure of this 
course or being dropped. It is your responsibility to get all paperwork filled out and turned in 
according to posted due dates. Due dates are on the calendar at the end of the 
handbook. 

 

To pass this course the following items must be submitted with an 
average score of at least 71%: 
 

 STUDENT AGREEMENT. -10% per day late 
 

 APPLICATION/MAP. -10% per day late 
 

 LEARNING OBJECTIVES WORKSHEET. -10% per day late (If you have been requested 
to redo your objectives, you have 7 daysfrom when you are notified to correct 
without point or hour loss). Late: You will not be able to count any hours worked 
between the time this is due and when it is submitted and approved by Work 
Experience office. 

 

 SUPERVISOR’S STATEMENT OF UNDERSTANDING. -10% per day late  
 

 TIMESHEET.  Not accepted late. 
 

 SUPERVISOR’S EVALUATION FORM. Not accepted late. 
 

 SELF ANALYSIS ESSAY. Not accepted late. 
 

 PROGRAM SURVEY  Not accepted late. 
 

 ATTEND WEEKLY ACTIVITIES THROUGHOUT THE SEMESTER.  As with your job, 
attendance in weekly activities is mandatory. You may attend any section offered during the 
week. Online students will log in to the online classroom and participate in a weekly activity. 
There are no “excused” absences. Extended illness will be handled individually. Schedule 
other activities around your coursework. Do not phone in absences. Failure to participate in 
weekly activities will result in either being dropped from the course or failure of the course. 

 

 WORK A MINIMUM OF 75 HOURS PAID OR 60 HOURS UNPAID PER SEMESTER FOR 
EACH UNIT OF OCED 090 or 091 CREDIT.  You must change CRN numbers if you need 
to add or drop units.  As per Registration and Accreditation policies – you will NOT be 
allowed to change units after the last date to add with an add code. You must notify 
the work experience office BEFORE changing jobs during the semester. Failure to properly 
notify instructor of job changes may result in failing the course. 

 
    
 11/16 
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STUDENT AGREEMENT 
Required to remain in course. Print NEATLY 

Due at first class meeting or orientation. 50 points  -10% per day late.  
 

SCC ID#____________________ 

CHECK ONE:      New to OCED         2nd Time        3rd Time         4 or more times 
 

 

Mr.   Ms.    Last: __________________________    First: _____________________________ 

                                

Street:  _____________________________________________________________________ 
 
City: ____________________________   ST ___________    Zip ______________________ 

 

E-mail:  _______________________________________________          Phone#_____________________ 
 

 The main objectives of the Work Experience Education Program are to: 

 Learn on your job 

 Improve your job performance 

 Accept new responsibilities and handle them successfully. 

 
STUDENT AGREEMENT:  I agree to meet the following commitments in order to receive credit each semester 
that I am enrolled in the Work Experience Program. 
 

 Develop and work to achieve my on-the-job Work Experience learning/performance objectives.  
 On the job, be prompt and regular in attendance, appropriately groomed, honest, courteous, and willing to 

learn under supervision. I will comply with all reasonable employer requests. 
 Work 75 hours per semester for each unit of credit in paid employment. Or work 60 hours per semester for 

each unit of credit in unpaid/volunteer work. (Unpaid/volunteer work must meet Labor Law Requirements). 
 Complete and hand in all required reports and papers on time. Late paperwork may result in being 

dropped or failed. 
 Call or visit instructor/coordinator as required, attend weekly activities, and comply with all reasonable 

requests.  
 Notify instructor/coordinator or the Work Experience Office, in writing, immediately of any changes 

in work assignment, hours, location, work phone number, supervisor, home address, or home 
phone number. 

 Notify instructor/coordinator or the Work Experience Office immediately and in writing, if released from 
worksite before the end of the semester. 

 Submit signed records of hours worked to the Work Experience Office within the required time. 
 I have read all and foregoing statements and I accept and agree to fulfill these obligations to earn credit for 

participating in the Work Experience Program. I understand that my worksite supervisor and my 
instructor/coordinator will evaluate my work before I am allowed credit for any semester’s participation. I 
further understand that I will be subject to the current grading policies of Solano College as well as the 
policies of the Work Experience Program. I understand my instructor is not responsible for dropping me 
from this course but reserves the right to drop me if I fail to submit paperwork in a timely manner or fail to 
comply with the terms of this agreement. 

 I authorize the Solano Community College District to give my worksite supervisor information from my 
academic records needed to facilitate my participation in the Work Experience Education Program. 

 
 
Student’s Signature        CRN#       Today’s Date        #Hours Worked per Week 

 

#OCED Units:                Paid       Unpaid    
   1     2    3     
Major: ________________________________       Job title: ________________________________ 

        

SA    04/17  

 

 Online?     Y         N 
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WORK EXPERIENCE EDUCATION APPLICATION  
    50 points     Late = 10% per day     

Due at first class meeting or orientation. Required to remain in course 
 
                                    PLEASE PRINT OR TYPE LEGIBLY WITH BLACK OR BLUE INK        
 

 DATE: ______________ 

 

 #OCED Units:  CRN#: ____________         
                         1     2    3           
                                             
Mr. / Ms. Last: ___________________________________    First: _______________________________ 

 
Street:  
       
City: __________________________________  State: ___________ Zip: ______________ 

 
E-mail: ________________________________________________________   Phone: ___________________________ 
                                                                                

 
WORKSITE INFORMATION 

(Student is to complete this information – not the worksite supervisor!) 

 
 

Date started at worksite                 Check one:    Paid     Unpaid        Have you completed OCED before?  Yes   No 

 
 # of Hours per Week                                                            Shift Time  

 
Company Name: ______________________________________ Product or Service: _____________________________ 

 
Street: _________________________________________________________________________________________ 
   
City: _____________________________ State: ___________ Zip: __________________ 

 
Mr. /Ms.   Supervisor Last: _____________________________ First: ______________________________________     
                                      
Supervisor e-mail: _____________________________________________Supervisor Phone: ____________________               

 
Best Time to Contact Supervisor: ____________________________________________ 

 
Describe Worksite Duties: ___________________________________________________________________________ 
 
 
 
 
 
 
Declared College Major: _________________________________        
        
Occupation or Career Goal: ____________________________________ 
 
How Did You Hear About Work Experience? ________________________________________________________ 

 
Be sure to make a copy to keep for your files before submitting original. 

 
 

04/17
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Solano College 
Work Experience Education  

 
Name: ___________________________________________     Date:  ____________________ 
 

WORKSITE MAP 
50 points   Late= 10% per day deduction 
Due at first class meeting or orientation 

 
To enable me to visit you and your supervisor, I will need a good, functional map. Draw a detailed map 
of how to get to your worksite from Solano College. Label freeways, off ramps, streets (especially the 
nearest cross street), points of interest, and building number or name. You may complete this as written 
directions as long as it is clear. 
 
You may attach Internet maps only if you have checked for correctness and included specific 
instructions for how to find your supervisor in the building (i.e. don’t leave me in an office 
complex parking lot). This completed form must also accompany Internet maps.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
BUSINESS NAME_______________________________ SUPERVISOR NAME____________________ 
 
ADDRESS___________________________________________ PHONE ___________________ 
 
BUILDING # OR NAME____________________________________ ROOM #______________ 

 

Submit original and be sure to make a copy for your files. 

08/15
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To:  Worksite Supervisor 
From:  Debra Berrett – Solano College Occupational Education Coordinator 
 
The student who delivered this letter to you has shown an interest in improving on-the-job skills by 
enrolling in the Work Experience Program at Solano Community College. This program requires the 
student to seek new or expanded opportunities on-the-job that will focus on learning and 
demonstrating 21st Century Work and Life skills. 
 

A major advantage of this program is that it gives you the opportunity to contribute to this student’s 
education in a way that will also directly benefit you and your organization. National and local 
employers have identified the following skills as vital to success in any type of job. We believe these 
skills can significantly improve student workplace performance by participation in the structured 
process of this course. These 21st Century Work and Life Skills are: 
 

Communication Customer Service Time Management 
Honesty/Integrity Interpersonal Skills Motivation/Initiative 
Teamwork Analytical Skills Flexibility/Adaptability 
Technology Job Knowledge Leadership 
Professionalism/Work Ethic   

 

Your partnership is critical. Your time is as valuable as your involvement and we have streamlined your 
participation to minimize your time commitment. We are asking for your cooperation in a three-step 
process: 
 

 At the beginning of the semester, discuss with your student the 21st Century Work and Life Skills. 
Your student will present a draft of learning objectives possibilities. Please help the student finalize 
these objectives or suggest other learning objectives that might be more relevant to your particular 
work situation. Sign and date the Learning Objectives Worksheet and complete the Worksite 
Supervisor’s Statement of Understanding that tells us you have agreed to participate. Please be 
aware that students have deadlines on these forms and late forms will cause a loss of points 
or being dropped from the program. 

 

 During the semester, you will be contacted by our office to briefly discuss the student’s progress. If 
you provide an email address for initial contact on the Supervisor’s Statement of Understanding the 
process is much less time-consuming. Contact is made through a combination of a short site visit, 
email, and/or phone. 

 

 At the end of the semester, you will be asked to sign a timesheet to verify hours worked by the 
student. You will also be provided with a “Supervisor’s Evaluation Form” where you will rate the 
student on completion of the Learning Objectives identified at the beginning of the semester. Please 
be aware that students have a deadline for these forms and WILL fail the course if paperwork 
is late. 

 

Thank you for your cooperation. We look forward to working with you in helping your student with 
his/her professional development and educational goals and creating a stronger workforce for your 
business. 
 

Additional information about the program or requesting interns can be found at 
http://www.sccworkexperience.org. 
 

Thank You 
 

Debra Berrett 
 

Debra Berrett 
Occupational Education Coordinator 
http://www.sccworkexperience.org  
debra.berrett@solano.edu 
707-864-7139  Fax 707-646-2080 

http://www.sccworkexperience.org/
mailto:debra.berrett@solano.edu
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Learning Objectives 
 

An Opportunity to Brainstorm about You, Your Work and Your Education….  
 
One of the requirements of Work Experience is that you develop new or expanded responsibilities or 
learning activities at your work site built around employer-identified 21st Century Work Skills. We intend 
to provide the opportunity for you to transfer or demonstrate the knowledge and skills you are 
developing at college into a workplace environment.  
 
The process for developing learning objectives begins with you and your critical analysis of the situation. 
The final learning objectives are written on the Learning Objectives Worksheet then reviewed and 
approved by you, your work supervisor/mentor, and your Work Experience instructor.  The process is 
not difficult and can be used anytime that you want to set up goals for your work or education. Following 
the steps below will help insure that you get the most from this course and from your learning objectives.  

 
 
STEP 1: Analyze Your Needs, Your Work and Your Worksite  
 
NEW JOB  
• What needs to be learned about the policies and procedures of the company?  
• What new duties or responsibilities do you need to learn?  
• If you are part of team or crew, how can you improve the team or your contribution to the team?  
• Is this job the beginning of your dream career or is it a job where you will be developing employability 

skills?  
• Can you begin to work independently in completing complex assignments?  
 

EXPANDING RESPONSIBILITIES  
• If you have a routine evaluation at work, consider items that have been suggested for your growth or 

improvement.  
• Is a promotion or job change something you are considering?  
• Would you like more responsibility?  
• Do you need to find ways to delegate the workload?  
• What improvements would make your work or worksite safer and more efficient?  
• If you manage or direct other people, how can you improve your management skills or interactions with 

these people?  
• Can you develop new skills through cross training?  
• Are you in college to transition to another field of work? What transferable employability skills will you 

take from your current position into your new career?  
 

INTERNSHIPS  
• Some companies have a specific plan and structure for interns and some do not; what is the protocol 

at your internship site?  
• Do you have some specific knowledge and skill you have learned at college that you want to try in the 

“real world”?  
• Will you be in a specific area or work in a particular project or will you be learning many different 

aspects of this business?  
• If there are other interns at this site, will you be working as a team?  
• If mentoring is part of the internship, what would you like to learn from the mentor?  
• What skills or experience do you want to be able to put on your resume after this internship? 
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STEP 1: Analyze Your Needs, Your Work and Your Worksite (cont.)  

 
Consider the following categories and begin to identify potential growth or learning 
opportunities.  
 
Routine Duties: What are your duties and how can you expand, revise, update, and develop these 
assigned responsibilities? What are your strengths or weaknesses in your job assignments? Consider 
improving your efficiency in completing routine duties.  

 
Problem Solving: Is there a specific functional problem at the worksite that you can help solve? What 
challenges do you face at work? This can include customer service improvements, equipment issues, 
sales processes, coworker issues, etc. You can consider developing solutions and presenting these to 
management if you cannot actually make changes.  

 
Personal Improvement: What personal attitudes, skills, or habits will enhance your human relations or 
employability skills? What can you learn about the culture of your customers? What are your 
opportunities for self-realization at this worksite? Can you begin to work independently in completing 
complex assignments? Consider what you need to improve change or learn with communication, 
teamwork, time management, organization, leadership, accuracy, or skills required in your job.  

 
Creative Opportunities: Can you help save time, expenses, or materials? Is there a product, process, 
or procedure that you would like to try improving? Is there a new technology that can be implemented? 
How are global and multicultural issues affecting your company? Is there some specific skill or process 
that you want to learn at work?  

 
Career Advancement/New Assignments: What knowledge or skills do you need in order to receive a 
promotion, raise, or be hired within the current company or at another company? Do you need more 
information, or a specific plan to reach this desired goal? Are there professional organizations for this 
career that can provide you with more information about the field? 
 

STEP 2: Write S.M.A.R.T. Learning Objectives 
A learning objective is a statement about what you want to improve, change, or learn that is stated in 
terms of measurable results and limited by a specific timeframe.  
 
You will be developing from 1 to 6 learning objectives for this course (1 objective for each unit of OCED 
you wish to earn). These can be separate objectives that cover different aspects of what you want to 
learn, change, or improve.  
 
Another format for the learning objectives can be one that is sequential, that is one objective is used as 
the foundation for the development of another objective.  
 
Your learning objectives need to be college-level and appropriately challenging. They cannot be a 
repetition of some task or skill that you have already mastered. They cannot be learning objectives you 
used in previous work experience courses, unless you can demonstrate new or expanded learning or 
responsibilities.  
 
Your learning objectives must be S.M.A.R.T.  
 

♦ Specific ♦ Measurable ♦ Achievable ♦ Relevant ♦ Time-Based 
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Specific: Describe a precise or specific outcome linked to a rate, number, percentage, or 

frequency, and identify the learning or action process. Technical terminology is appropriate 
if it is understandable to both student and supervisor/mentor.  

Measurable: Describe the system you will put in place to measure or evaluate your 

progress or achievement of the objective. There needs to be an end-product or behavioral 
change that your supervisor/mentor can observe and evaluate.  

Achievable: Ask yourself the following questions:  

• With a reasonable amount of effort and application, can I achieve this objective within the 
timeframe?  
• Have I considered personal or professional limitations and constraints?  
• If training is necessary, will it be provided within the timeframe?  

Relevant: Can you make an impact on the situation? Is it important to your education, to 

your supervisor/mentor, or to your employer?  

Time-Based: Clearly define your completion date by giving a specific date or timeframe. 

The date must meet your syllabus guidelines and be prior to the end of the semester. 
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STEP 3: Develop Your S. M. A. R. T. Learning Objectives Using the Learning 
Objectives Worksheet  
 
You are now prepared to draft your individual learning objectives on the Learning Objectives Worksheet. 
Using the ideas and thoughts from your analysis and the Resources for Developing S.M.A.R.T. Learning 
Objectives on the next few pages, complete the Learning Objective Worksheet on page 21 of this 
handbook. 

 
STEP 4: Follow the S.M.A.R.T. Learning Objectives Format  
 
1. Start with an action word. (See Action Word List on pages 16-17)  
2. State what you want to learn, change, or improve.  
3. State how you will learn, change, or improve it and what resources you will need. (See Learning 
Process Word List on page 18.)  
4. State how the results will be evaluated or measured. (See Measurement / Evaluation Word List 
on page 18.)  
5. State when it will be completed.  
6. Identify at least one 21st Century Work and Life Skills that matches the Learning Objective (See 
21st Century Work and Life Skills Sets on pages 19-20) 

 
EXAMPLES 

 
 

To prepare to supplement orders by reviewing current 

supply of products and reading the expiration 

codes. Supervisor will provide store manual and 

assist with first order 

Orders will be complete 

enough and accurate 

enough to be used 

without correction. 

By April 5, 

20XX 

               Action Word       What and How                                          Measurement                   Completion Date 
 
Which Work/Life skill set(s) is being addressed (pgs. 19-20)? ___Analytical Skills, Communication, Initiative_______ 

 

To develop A safety checklist by investigating all accident 

reports and gathering data. 

Submit list to 

supervisor for approval 

By Dec 4, 

20XX 

               Action Word       What and How                                          Measurement                   Completion Date 
 
Which Work/Life skill set(s) is being addressed (pgs. 19-20)? ___Analytical Skills, Organization, Job knowledge____ 

 

To create A training plan for new employees by 

researching and reviewing company policies and 

regulations 

Supervisor will review 

plan and observe 1 

training session.  

By April 5, 

20XX 

               Action Word       What and How                                          Measurement                   Completion Date 
 
Which Work/Life skill set(s) is being addressed (pgs. 19-20)? ___Job knowledge, teamwork, Interpersonal skills____ 

 
 

To produce A calendar of office events by learning in-house 

work processing software through tutorial 

manual and assistance from co-workers and 

supervisor.  

Calendar is correct and 

usable.  

By April 5, 

20XX 

               Action Word       What and How                                          Measurement                   Completion Date 
 
Which Work/Life skill set(s) is being addressed (pgs. 19-20)? ___Technology, Time Management________________ 
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ACTION WORDS – Possible terms to start S.M.A.R.T. Learning Objectives 
 

Clerical  Communications  Creative  Critical 
Thinking  

Financial  Human  
Resources  

Arrange  Address  Adapt  Adjust  Allocate  Advise  
Automate  Arbitrate  Author  Analyze  Analyze  Assess  
Budget  Arrange  Blend  Apply  Appraise  Assist  
Catalog  Articulate  Change  Appraise  Audit  Clarify  
Calculate  Lecture  Conceive  Arrange  Transfer  Coach  
Collect  Author  Create  Evaluate  Balance  Collaborate  
Complete  Compose  Design  Assemble  Budget  Consult  
Compute  Convince  Develop  Assess  Calculate  Counsel  
Copy  Correspond  Devise  Calculate  Compute  Diagnose  
Define  Define  Direct  Categorize  Decrease  Educate  
Dispatch  Develop  Enhance  Choose  Forecast  Employ  
Decrease  Direct  Establish  Collect  Increase  Group  
Distribute  Draft  Formulate  Compare  List  Guide  
Evaluate  Edit  Illustrate  Compose  Manage  Hire  
Examine  Enlist  Improve  Construct  Market  Integrate  
File  Formulate  Introduce  Create  Obtain  Handle  
Generate  Influence  Invent  Design  Plan  Mediate  
Identify  Interpret  Initiate  Diagram  Project  Monitor  
Inspect  Interview  Launch  Estimate  Research  Motivate  
Interview  Meet  Market  Examine  Simplify  Negotiate  
Monitor  Moderate  Originate  Formulate  Tabulate  Place  
Operate  Negotiate  Plan  Inspect  Update  Recruit  
Organize  Participate  Prepare  Justify  Verify  Represent  
Prepare  Persuade  Produce  Learn  Select  
Process  Present  Propose  Measure  Sponsor  
Purchase  Preside  Publish  Organize  Strengthen  
Record  Promote  Rewrite  Plan  Train  
Retrieve  Publicize  Setup  Prepare  Transfer  
Review  Recommend  Structure  Rate  
Separate  Recruit  Write  Revise  
Schedule  Represent  Score  
Screen  Restructure  Select  
Summarize  Sell  Setup  
Survey  Speak  Solve  
Systematize  Translate  Summarize  
Transcribe  Verbalize  Test  
Update  Write  
Verify 
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Action Word List - Possible terms to start S.M.A.R.T. Learning Objectives 

 
Management &  
Leadership  

Management &  
Leadership(cont.)  

Research  Teaching  Technical  

Activate  Oversee  Arrange  Advise  Assemble  
Administer  Perform  Automate  Assist  Build  
Analyze  Prioritize  Catalog  Clarify  Calculate  
Approve  Plan  Categorize  Coach  Change  
Assign  Preside  Calculate  Communicate  Complete  
Attain  Produce  Classify  Control  Compute  
Authorize  Propose  Collect  Design  Convert  
Chair  Recommend  Compare  Develop  Construct  
Collaborate  Reduce  Compile  Encourage  Design  
Conduct  Regulate  Complete  Evaluate  Engineer  
Consolidate  Remove  Compute  Explain  Install  
Contract  Reorganize  Critique  Guide  Operate  
Control  Replace  Define  Influence  Overhaul  
Coordinate  Reposition  Diagnose  Inform  Modify  
Delegate  Reproduce  Decrease  Instruct  Program  
Develop  Retain  Distribute  Interpret  Remodel  
Direct  Review  Evaluate  Motivate  Repair  
Enact  Revise  Examine  Modify  Restructure  
Establish  Schedule  Formulate  Persuade  Service  
Evaluate  Simplify  Generate  Plan  Solve  
Execute  Strengthen  Identify  Present  Sort  
Expand  Standardize  Inspect  Record  Upgrade  
Guide  Supervise  Interview  Rewrite  Troubleshoot 
Head  Investigate  Stimulate  
Implement  Monitor  Test  
Improve  Operate  
Incorporate  Organize  
Increase  Prepare  
Initiate  Process  
Institute  Record  
Investigate  Retrieve  
Launch  Review  
Lead  Separate  
Maintain  Schedule  
Mediate  Screen  
Negotiate  Summarize  
Organize  Survey  
Systematize  
Tabulate  
Update  
Validate  
Verify 
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Learning Processes Words – Possible terms or ways to describe HOW you will learn, change, or 
improve your S.M.A.R.T Learning Objectives. Technical terminology is appropriate if it is 

understandable to both student and work/intern supervisor.  
 

  
Adapting classroom knowledge  Meeting with Researching 
Applying new/current skills  Memorizing Reviewing 
Asking  Observing Obtaining feedback 
Assisting  Obtaining feedback Seeking information 
Attending  One-to-group sessions Seeking input 
Consulting  One-to-one sessions Studying 
Demonstrating  On-the job training Surveying 
Experiencing  Operating Using a journal or report 
Following policies and procedures  Organizing information or products Testing 
Gathering information or data  Participating Trial and error 
Increasing communication  Planning Training 
Increasing product knowledge  Practicing Updating 
Installing  Reading Visiting 
Interpreting  Receiving Using necessary materials 
Investigating Recording Working with supervisor 
  Working with co-workers 

 
 

Measurement and Evaluation words – possible terms or ways of measuring or evaluating 
S.M.A.R.T Learning Objectives 

Accuracy  Observation  Artifacts or Work Samples 

Client/customer feedback  Participants review  Agendas 

Company evaluation  Product development  Audio files 

Comparisons  Project completion  Brochures 

Co-worker feedback  Program review  Budgets 

Control process  Progress report  Case notes 

Critique  Quiz  Contracts 

Cross-check  Reduction  Demonstration 

Demonstrate  Sales receipts  Designs/Art work 

Display  Supervisor review  Displays or Exhibits 

Drill  Surveying  Databases 

Improved communications  (describe) Tally  Financial reports 

Improved resource usage (describe) Test  Flyers 

Improved organization (describe) Verification  Lab reports 

Improved time management (describe) Written report  Manuals (you have created) 

Increased accuracy (describe) Newsletters (you have created)  

Increased efficiency (describe) Photographs 

Increased knowledge (describe) Podcasts 

Increased productivity (describe) Press release 

Increased safety (describe) Program outlines 

Inventory checks  Proposals 

Invoice review  Software presentation 

Journal  Spreadsheets 

Meet standards Websites 
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21st Century Work and Life Skills with Sample Learning Objectives 
 
COMMUNICATION 

 To/ improve /my verbal communication skills by observing co-workers present verbal sales reports, practicing 
speaking clearly and confidently to supervisor – get feedback and revise techniques/ then accurately present 8 
reports that detail my weekly sales totals, to my supervisor / by 3/4. 

 To / improve / my writing and listening skills by observing co-workers or supervisor in parent/teacher meetings and 
reviewing examples of their reports/ I will attend 5 parent/teacher conferences and write clear/accurate summaries 
for my supervisor, / by 4/15. 

 To / create/ reading lesson plans for third grade students by researching and reviewing available materials and 
potential methods, discussing with supervisor and adjusting based on feedback/. I will submit 3 well-crafted  lesson 
plans and my supervisor will observe me teach one lesson./ May 5, 20XX 

 To / create/ training plans for new coworkers by researching and reviewing available materials and potential 
methods, discussing with supervisor and adjusting training methods based on feedback/ my supervisor will observe 
and approve of my communication of material./ May 5, 20XX 

 
CUSTOMER SERVICE 

 To /use /effective customer service skills by reading all relevant materials, observing co-workers present 
information and practice with feedback/ I will be able to clearly and accurately explain proper oral hygiene to 10 
new patients / by 2/1. 

 To /increase/ customer service skills by noting and remembering the names of regular customers. / Will be able to 
greet 15 regular customers by their names / by 4/14. 

 To / increase / public transportation access among low-income individuals residing in Fairfield / by 50% as 
measured by pre- and post-surveys/ by Dec 4, 20xx 

 To / achieve / an average customer satisfaction rating / of 90% or better / by May 2, 20xx 

 To / develop and implement / a customer service plan that results in clear staff expectations for excellent customer 
service / as measured in a pre- and post-survey / by May 5, 20xx. 

 To / increase / efficiency as a receptionist by consistently / answering all calls by the third ring / by 4/29/20xx. 
 
TIME MANAGEMENT 

 To / implement and synchronize / my personal calendar with the daily office schedule, through review of schedule 
and regular updating/ Calendar reflects daily tracking of attendance from Jan 31-May 6 /as reviewed on May 06. 

 To /speed up performance and efficiency/ of my back vs. front service duties by observing, practicing and adjusting 
based on feedback /I will accurately and quickly complete stocking, cleaning, and food prep, every shift, to the 
satisfaction of my shift supervisor/ by 4/1. 

 To /manage/ my time so that I arrive at least 10 minutes early so I am ready to start my shift exactly on time /I will 
achieve this goal every work day / May 10, 20xx. 

 To / reduce / the number of service calls which last over 5 minutes to under 10 per day / by May 6, 20xx.  

 To / improve delivery service by decreasing the amount of time customers have to wait for delivery. /Measure 
progress by time quotes and customer call backs to check satisfaction. Aim for 3-5 min improvement by/ April 29, 
20xx.  

 
INTERPERSONAL SKILLS 

 To/ improve / my interpersonal skills by asking my coworkers their ideas on resolving bad credit accounts/ I will 
compile the information then present them to the department for their feedback/ by 4/21. 

 To/ assist/ my shift co-workers with their jobs, by observing their duties, asking how I can help and seek feedback 
on performance/ When I have free time at least once a week, without being asked. I will volunteer to assist/ by 4/12. 

 To / be able to contribute to discussions on current business trends / will read 1 article every day from a source 
such as Wall Street Journal, Forbes, or an industry trade journal / by May 5, 20xx. 

 To / increase my confidence in speaking up in meetings / by leading at least 3 discussions during team meetings / 
by May 5, 20xx.  
 

 
HONESTY / INTEGRITY 

 To /improve/ honesty & integrity skills by gathering input from my supervisor and co-workers / to create a new 
confidential tracking system for 10 clients / by 3/10. 
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 To /demonstrate/ increased responsibility and honesty by reading materials, following directions from supervisor or 
co-workers, and adjusting from feedback / will demonstrate ability to take on new duty of balancing cash drawer 
correctly one night a week / by 4/12. 

 
MOTIVATION / INITIATIVE 

 To / demonstrate/ more initiative by reading materials, observing co-workers or supervisor, and practice with 
feedback/ I will learn the new pipe cutting machine and produce 3 different lengths, with 100% accuracy / by 4/3. 

 To /sell / more oil products and services, by using suggestive selling/ increasing sales by 30% / by 4/1. 

 To /reduce /errors on completed work orders and timesheets by checking and editing work prior to submitting 
forms/ I will see 90% fewer errors on forms/ by October 30, 20XX 

 To / improve confidence and presenting skills / by presenting at 2 staff meetings / by May 5, 20xx. 

 To/ increase keyboarding speed / by five words per minute each month / by May 4, 20xx.  

 To/ learn/ about ordering and billing process by completing 3 orders from estimate to invoicing. /Supervisor will 
evaluate for accuracy / by Dec 5, 20xx.  

 To/ understand the role of exercise specialists within corporate and community wellness settings by conducting 
interviews, participate in health fair, create a flier for a wellness program and an article for a hospital newsletter/ Will 
provide summary of research and samples of fliers and articles to supervisor/ by May 5, 20xx.  

 To / increase/ sales in the Children’s Department by keeping all displays current, stocked and creative. / Will expect 
a 3% increase in sales by /Dec 5, 20xx.  

 To / learn / to inventory the supplements by organizing them by type and expiration date. /Will supply before and 
after photos and supervisor’s evaluation of my increased knowledge / by 5/ 9/ 20xx. 

 
PROFESSIONALISM / WORK ETHIC 

 To / dress appropriately/ by reviewing regulations, observing well-dressed co-workers and seeking feedback on my 
clothing choices/ I will dress appropriately  every day for 30 days / by 3/1. 

 To/ demonstrate/ a positive work attitude by reviewing employee regulations, observing professional co-workers, 
and seeking feedback/ by showing up on time and being professional and positive in my interaction with customers, 
to my supervisor’s satisfaction / by 5/4. 

 To / update / the employee handbook / to be distributed / by May 4, 20xx. 

 To / decrease / my distress at being criticized by practicing calming techniques, making corrections to the behavior 
and continuing with the task with enthusiasm. / Calmly asking for clarification of the problem and advice for 
improvement. / By 4/ 25/ 20xx.  

 

TEAMWORK 

 To / demonstrate / teamwork skills /by presenting other managers with a video on new company account tracking 
system, collect their feedback, and present to my supervisor /by 4/20. 

 To /coordinate/ the up-sell of coffee products with other coworkers by reviewing sales policies, generating buy-in 
form co-workers, organizing selling techniques/ for a 20% sales increase /by 4/25. 

 To / conduct / an education program to help reduce customer returns / by 10% / by May 5, 2011 

 To / develop / my coaching skills by practice so that my co-workers report they feel more satisfied with their work 
and are able to perform at a higher level / based on a pre- and post-survey / by April 28, 20xx. 
 

 

ANALYTICAL SKILLS 

 To / increase / my analytic skills by reading work documentation, observing actual operations, soliciting feedback 
on my observations / making a checklist of 4 problem areas on the day shift and suggesting 1 cost effective 
solution for each problem / by 3/12. 

 To / research/ the relevant materials, observe co-workers, review their notes, create my own observations and 
solicit feedback from supervisor./ Based on the feedback review the emotional state of 5 patients going through 
the rehab clinic, and discuss weekly with each one / by 3/15. 

 To /develop /a safety checklist by investigating all accident reports and gathering data./ Submit list to supervisor 
for approval /by November 15, 20XX 

 To /learn /about ordering and billing process by reviewing instructional material, observing co-workers, create 
samples with feedback./ Based on feedback accurately complete 3 orders from estimate to invoicing / by October 
15, 20XX 

 To/ identify and submit/ a list of all stock items that have had no demand for 6 months or more by reviewing stock 
and sales records./ Improved stock management as reviewed by supervisor/ by May 5, 20xx.  
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FLEXIBILITY / ADAPTABILITY 

 To/ outline/ a detailed plan for the upcoming dance at the teen center, including solution to 3 past problems, review 
with supervisor and adjust/ will submit completed plan by 4/24. 

 To/ demonstrate my flexibility by cross training in two departments, at least one shift per week/will demonstrate 
ability to work in new area independently/ by 12/4. 

 

TECHNOLOGY 

 To/ improve/ technology skills by learning to operate new color copier by reading materials, observing co-workers, 
getting feedback/ will correctly operate the new print color copier without assistance, by 5/4. 

 To /create /4 new online credit card templates to be used by my department by reading specifications, presenting 
draft for feedback/will produce 4 useable templates by 4/5. 

 To / create/ 10 new articles for our blog post / by Dec 5, 20xx. 

 To / design and pilot / a new outreach strategy using social media to increase usage of our site / by 25% / by Dec 5, 
20xx. 

 To/ learn/ the stages involved in publishing a magazine- from development of theme to distribution. I will interview 
managing editor, review back issues. Participate in brainstorming meetings. /Will provide work samples 
demonstrating an understanding of the process and 2 ideas about how I can contribute/ by Dec 5, 20xx. 

 To / learn / how to use a desktop publishing package to create marketing brochures /that could be used as 
designed / by April 10, 20xx 

 

JOB KNOWLEDGE 

 To/ reorganize/ the current filing records and integrate the old ones into the archives by drafting plan for new 
system and getting feedback/ will complete reorganization and integration by 3/2. 

 To/ dispose/ of biohazard waste from the medical room, by studying procedures, observing co-workers, practice 
process with feedback./Will independently dispose of waste with no procedural errors, by 3/15. 

 To/ create/ 3 reading lesson plans for third grade students by researching and reviewing available materials and 
potential methods. / Supervisor will review all lesson plans and observe me teach one lesson / by Dec 5. 20xx. 

 To/ reduce/ errors on completed work orders and timesheets by 100% by checking and editing work prior to 
submitting forms. /Lower percentage of errors on forms and review by supervisor / by April 29, 20xx.  

 To / learn / the breakfast, lunch, and dinner menus by memorizing the menu and seeking to discover what each 
dish contains./ Will prove learning by passing with 95% accuracy a menu quiz given by my supervisor by Dec 9, 
20xx.  
 

 

OTHER 

 To develop five recommendations for reducing equipment failure rates by 4/12. 

 To design an instrument for testing the quality of used spark plugs by 10/31. 

 To devise a faster method for analyzing computer printouts by 12/6. 

 To reduce my math errors on job tickets to not more than four per month by 5/10. 

 To analyze safety practices and write a report detailing specific improvements by 3/12. 

 To develop techniques for reducing wasted materials by 10% by 5/08. 

 To increase production of gussets to 12 per hour with no loss of quality by 12/4. 

 To increase my speed in minor engine tune-up by 10% without loss of efficiency by 5/5. 

 To reduce down time by 5% through improved parts ordering procedures by 12/5. 

 To increase my monthly sales totals by making five more calls per week by 5/6. 

 To list names, uses, and dosages of 15 commonly used medications with no errors by 12/4. 

 To compile 10 customer relation techniques and practice them on customers to my managers satisfaction by 5/15. 

 To correctly demonstrate range of motion on three different patients by 12/5. 

 To read and summarize at least 3 articles on shoplifting prevention and discuss them with my supervisor by 5/10. 

 To identify and submit a list of all stock items that have had no demand for 6 months or more by reviewing stock 
and sales records resulting in Improved stock management by Feb 3. 

Please Note: The objectives must be finished during this semester!!!!!   08/15
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LEARNING OBJECTIVES WORKSHEET 
      100 points       Late = 10% deduction per day + may not count hours    Due Monday, June 18      Required to pass course 
 
 

Student’s Name:       Company Name: 
Circle number of OCED units:   1  2  3           Major:_________________________________ 
 

Objectives must be developed and written by the student with assistance, review and approval of the student’s worksite supervisor and 
final approval of the Work Experience instructor/coordinator. Create one (1) objective for each unit of OCED. Worksite supervisor DOES 

NOT fill out the form – merely approves the form.  Supervisors please note students have a deadline for this form and may fail the course 
or be dropped if it is late. If you have been notified that you have to redo your objectives, you have 7 days to resubmit with no point 
loss. 

 

LEARNING OBJECTIVE #1  
 

To 

 
 
 
 
 
 
 

   

 Action Word                          What & How                               Measurement                             Completion Date 
 

Which Work/Life skill set(s) is being addressed (pgs. 19-20)? ____________________________________________ 
 

LEARNING OBJECTIVE #2  
 

To 

 
 
 
 
 
 
 

   

 Action Word                          What & How                                        Measurement                               Completion Date 
 

Which Work/Life skill set(s) is being addressed? __________________________________________________ 
 

LEARNING OBJECTIVE #3  
 

To 

 
 
 
 
 
 
 

   

 Action Word                              What & How                                         Measurement                               Completion Date 
 

Which Work/Life skill set(s) is being addressed? _____________________________________________________ 
 

 

Agreement: The undersigned supervisor, student, and instructor agree with the validity of the objectives listed above.  
 

 Signatures:             

         Student    Supervisor   Instructor 
Obj    04/17   Submit original and 1 copy to instructor    Make one copy for your records   Provide your supervisor with a copy. 

 

Date Submitted:  

Date Approved:  

Redo Notification:    

Redo Approved:  
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SUPERVISOR'S STATEMENT OF UNDERSTANDING  
100 points  Late = 10% deduction per day    Due Monday, June 18    Required to pass course 

 

___________________________________(student) is interested in participating in the Work Experience Program at 

Solano Community College and will be participating at this worksite in the following capacity (check one):  
 

paid employee/intern     unpaid intern*  (for profit)       volunteer*  (nonprofit) 
 

I have received and read the letter addressed to the worksite supervisor and other information regarding the Solano 

College Work Experience program and understand that I will be participating in the following way:  
 

1. Help my student employee/unpaid intern/volunteer identify work objectives that will be challenging 

and achievable within the remaining weeks of the academic term.  
 

2. Meet with an instructor (in person visit, email, and/or phone) from Solano Community College to 

discuss these objectives and discuss how my student employee/intern/volunteer is progressing.  
 

3. Sign my student employee/intern/volunteerôs time card to verify the time he/she has worked during 

the designated period.  
 

4. Monitor my student employee/intern/volunteerôs performance in achieving the objectives.  
 

5. Complete evaluation of my student employee/intern/volunteer at the end of the academic term.  

 

6.  I am aware that my student employee/intern/volunteer has deadlines for all required paperwork and 

may fail or be dropped if paperwork is late. I will help students learn the importance of meeting 

deadlines by signing paperwork when requested.  
 

*Note: Unpaid student interns/volunteers officially enrolled in the Solano Community College District Work 

Experience courses as part of their college curriculum are covered members under the Solano Community College 

District Workersô Compensation program so long as they are in unpaid status and worksite meets the conditions as 

set forth in Federal Labor Law for unpaid interns. To review requirements visit: sccworkexperience.com, and click 

on Employer Benefits tab.   
 

I can be reached by telephone from:______________(am/pm) until______________(am/pm) 

 

on the following days:_____________________________________________________. 

 

Preferred phone number:__________________________________________________ 

 

I can be reached by email at:________________________________________________ 

 

__________________________________________ ________________________ 

  Supervisor's Signature     Date  
 

Mr./Ms._____________________________________________________    

Please print name      
  

_______________________________________________________________________ 

    Business Physical Address 

 

The student is responsible for returning this completed form to his/her instructor. 
Original and 1 copy to instructor Make one copy for your records Make one copy for supervisor 12/12 
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TIME CARD – Summer 2018 
100 points. Required to pass course.  Due Monday, July 23. NOT ACCEPTED LATE! 

 

PAID    UNPAID         #OCED Units: 1 2 3  
STUDENT’S NAME:  
STUDENT’S PHONE #: 
COMPANY: 
ADDRESS: 
SUPERVISOR: 
SUPERVISOR PHONE #:  

 
Indicate total hours worked each week. 

 

Total Hours for Semester: 
    

SUPERVISOR’S SIGNATURE:   
  

Supervisor Comments: 
 

 

 

#This form will be due on Mon. July 23. Hours between July 24-August 2 may be projected with supervisor’s signature. Insurance coverage for unpaid 

interns ends on August 2.  

Make a copy of this time sheet before submitting to Work Experience Office. Credit cannot be issued if time sheet is not complete or not turned in.  

 
Office: Room 1811    E-mail: debra.berrett@solano.edu      Fax: (707) 646-2080    Phone: (707) 864-7139

 
WEEK 1  06/11-06/17 
 
WEEK 2  06/18-06/24 
 
WEEK 3  06/25-07/01 
 
WEEK 4  07/02-07/08 
 
WEEK 5  07/09-07/15 
 
WEEK 6  07/16-07/22 
 
WEEK 7  07/23-07/29 
 
WEEK 8  07/30-08/02 
  
 

 
 

mailto:debra.berrett@solano.edu
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SUPERVISOR’S EVALUATION 
100 points Required to pass course.  Due Monday, July 23. NOT ACCEPTED LATE! 

Office: Room 1811    Phone: (707) 864-7139   Fax: (707) 646-2080   E-mail: debra.berrett@solano.edu 
 

Student:             OCED units:   1   2   3    
Worksite Supervisor:            Supervisor Phone#  
Company:              Student Phone # 
Company Address:             City, State, Zip:    
 

Agreement: The undersigned worksite supervisor and student agree with the validity of the objectives listed below and that the scores recorded 
reflect the true value and performance of the student at the work place.  
Objective 
Number 

Student - copy your objectives from your  
Objectives Worksheet here.  

Supervisor – evaluate the  
objectives on a scale of 0-10 in the boxes 
to the right.  
 

9-10 Excellent            
6-8 Good 
4-5 Fair                      
0-3 Needs 
Improvement 

1 

TO: 
 
 
 

 

   

2 TO 
 
 
 

 

   

3 TO: 
 
 
 

 

   

              

Attitude —Application to Work  Dependability Relations with Others  
______  Outstanding in enthusiasm  

______Very interested and industrious  

______ Average in diligence and interest  

______Somewhat indifferent  

______ Definitely not interested  

___Completely dependable  

___Above average in dependability  

___Usually dependable  

___Sometimes neglect/careless  

___Unreliable  

___Exceptionally well accepted  

___Works well with others  

___Gets along satisfactorily  

___Difficulty working with others  

___Works very poorly with others 
 

Initiative  Leadership  Judgment  
_____Proceeds well on his/her own  

_____Goes ahead independently at times  

_____Does all assigned work  

_____Hesitates  

_____Must be pushed frequently  

 

____ Extremely influential on others  

_____Influences others  

_____Does not influence others  

_____Can be influenced by others  

_____Easily influenced by others  

 

____Exceptionally mature   

____Above average   

____Usually makes right decisions  

____Often poor judgment  

____Consistently bad judgment  
 

Ability to Learn  Quality of Work  Personal Appearance  
____Learned work exceptionally well  

____Learned work easily  

____Average in understanding work  

____Rather slow in learning  

____Very slow to learn  

_____ Excellent  

_____Very Good  

_____Average  

_____Below Average  

_____Very Poor  

____Extremely well groomed  

____Well groomed  

____Appropriately groomed  

____Should improve  

____Poorly groomed 

 
 

              

Supervisor Signature       Student Signature                             OCED Instructor Signature 

 
 

Date          Date     Date 
NOTE: Required to pass the course   This form is due on Monday, July 23.  Not accepted late!  
         Submit original to OCED Instructor     Keep a copy for your files     Provide a copy to your supervisor 
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Self-Analysis Essay 
50 points Due Monday, July 23. 

 
OCED is a transferrable course. It therefore requires at least one written assignment.  
 
A Self-Analysis is a typed essay, describing and assessing your learning experiences accomplished while enrolled in Work 
Experience. Your self-analysis must address the following questions in an essay format: 
 

 Evaluate the coordination meeting you attended at the beginning of the semester. 

 Explain how using the 21st Century Work Skills helped you to develop your learning objectives. 

 Compare and contrast your skill levels from the beginning of the semester to the end. 

 Discuss your major accomplishments for each objective. 

 Discuss any problems or challenges you encountered. 

 Describe any changes in your working relationship with your supervisor because of the class and objectives. 

 List some of the topics covered in the weekly seminars and discuss how they contributed to your growth in the specific 
21st Century Work Skills. 

 Identify one to two new goals you could develop at work for the future. 

 Evaluate how this class relates to your current job, educational and career goals.  

 Recommend any specific changes to the 21st Century Work Skills training that would help make it more effective for you 
and other students. 

 
IMPORTANT: 
 

   The analysis must include a title page with a title, your name, class name, and date. -5 points for missing title page 

   The analysis must be word processed, double-spaced, in essay format. 5 points  

   2-7 pages. Length determined by number of objectives. Approx. 1 page per objective + 1 page for other discussion items 
as noted above.  

   1 inch margins. 12 point font in Times New Roman. 

   Proofread your work. 

   This must be turned in on or before the due date. 

   Will not be accepted late. 
 
NOTE! If you are in an online section of OCED 090 or 091 submit in the course room assignment area as a Word 
document (.doc or .docx)!!! 

 
 

Office: Room 1811   E-mail: debra.berrett@solano.edu Phone: (707) 864-7139     Fax: (707) 646-2080 
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Program Survey – Side 1 
  Not accepted late. Due Monday, July 23. 

   
Name__________________________________           Date ______________________ 

   

 
   #OCED Units   1   2   3                                       CRN Number                     

 
(Check all 
that apply) I ENROLLED… 
















  
 
 

       
      
 
 
 
 
 
 
 
       
        
 

 
 
 
 
 

 1.  Because it is required. 
2.  To earn credit toward a certificate or degree. 
3.  Because it was recommended by my supervisor. 
4.  To qualify for financial aid. 
5.  To earn units transferrable to another college. 
6.  To improve myself as an employee. 

7.  Other __________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
 
8.  Did you find your enrollment in the Work Experience Program valuable or beneficial? 
9.  What recommendation do you have that would make the program more valuable to you? 

___________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
 
10. Do you plan to re-enroll in Work Experience in future semesters?  
      If no why? ______________________________________________________________ 

__________________________________________________________________________ 
__________________________________________________________________________ 
 

  PROGRAM COMPONENTS 
 

 
 
 

  
11.  After attending the mandatory coordination meeting (or first day class meeting) did you 

understand the program requirements? 
12.  What recommendations do you have for improving the mandatory coordination meeting? 
________________________________________________________________________ 
13.  As a result of writing objectives, did you learn new skills on the job? 
14.  Was writing/planning objectives helpful in identifying areas of improvement or growth in 

your job/career? 
15. Were you able to apply knowledge gained from the weekly topics on the job or in your 

personal life? 
16. Which weekly topic did you find most useful? Why? __________________________ 
________________________________________________________________________ 
 

17. Please list any weekly topics you would like to see added.__________________ 
________________________________________________________________________ 
 

 

 
 

Y    N 

Y    N 

Y    N 

Y    N 

Y    N 

Y    N 

Y    N 

(Circle one) 
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Program Survey – Side 2 
(not accepted late) 

   

 
 
 

 18. Did Work Experience contribute to your receiving increased responsibilities or 
promotion? 

19. As a result of Work Experience, did you have improved communication with your 
supervisor regarding your job performance? 

20.  Do you have anything else you would like to add about the program? ________ 
_______________________________________________________________________ 
_______________________________________________________________________ 

 

 
(Check all 
that apply) 

 HOW YOU LEARNED OF THE PROGRAM 























 

 21.  On campus news publications 
22.  Off campus news publications 
23.  College catalog 
24.  Schedule of classes 
25.  Flyer 
26.  Counselors 
27.  Friends 
28.  Teachers 
29.  Career Education Fair/Campus Open House 
30.  Other 

 

 

  COORDINATOR 
 

 

 31.  My Coordinator is: Debbie Berrett 
32.  Was available. 
33.  Was helpful. 
34.  Provided information valuable to my advancement. 

35.  Comments regarding your coordinator.___________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
 

OPTIONAL 
 
38.  Any additional comments you would like to make? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
I give my permission to use comments on this form in promotional materials. 
                                            Yes            No  

  THANK YOU! 

Y    N 

Y    N 

Y    N 
Y    N 
Y    N 
Y    N 



37 
 

 

Due Dates Calendar Summer 2018 

Unit/Item 
Discussion 

Opens 
Discussion 

Closes Due 

Preview – Course Home June 7 
No 

discussion 
 

Unit 1 All discussions are due by 11:59PM Pacific 
time by the close date for the unit. THERE IS NO 
MAKE-UP FOR MISSED DISCUSSIONS 

June 11 June 17 
You must make your first post in 

Unit 1 within the first 3 days of the 
semester! 

REQUIRED In Person coordination meeting. If you 
are working both days and have documentation 
schedule to meet the week PRIOR to the meeting. I 
will try to schedule around your work hours and no 
forfeit of points. I will NOT arrange a special time 
after the scheduled meeting. If you miss for ANY 
reason you are required to schedule a time to meet 
during my office hours. Other than documented 
work or hospitalization for BOTH times you will 
forfeit points and may be dropped. 

  

June 11 at 8-9 am; 12:30-1:30 
pm and 6:30-7:30 pm in Room 

1818. Room 1818 is in the 1800A 
building on the Fairfield Campus. 
Choose one to attend. Mandatory 

even for repeat students. 

Student Agreement  
If you cannot attend the meeting these forms are 
still due and should be posted to the assignment 
area in the course room. 

  June 11 at in person orientation. 

Application/Map  
If you cannot attend the meeting these forms are 
still due and should be posted to the assignment 
area in the course room. 

  June 11 at in person orientation. 

Unit 2 Discussion June 18 June 24  

Supervisor’s Statement of Understanding, 
Objectives worksheet  

  

Monday, June 18 by noon. 

Extra credit if submitted at 
orientation. Note- Last day to 

change units is June19. 

Unit 3 Discussion June 25 July 1 

Drop date: In person 

meeting, make-up or any 
outstanding paperwork by noon 

June 25. 

Unit 4 Discussion July 2 July 8  

Unit 5 Discussion July 9 July 15  

Unit 6 Discussion July 16 July 22  

Unit 7 Discussion July 23 July 29  

Unit 8 Discussion July 30 August 2  
Time Card, Self-Analysis Essay, Supervisor’s 

Evaluation, Program Survey -Not accepted late! 
  Monday, July 23 by noon 

NO WORK OF ANY KIND ACCEPTED AFTER August 2 by 11:59 PM 

 

 

 

 


