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	Course
	Navigating the Workplace, Grade 12, Open, GLN4O
The Ontario Curriculum, Grades 10 and 12, Guidance and Career Education, Open Courses (Draft) 2004

	Credit Value 
	1

	Description of the Placement Situation

	This ‘lifestyle transition’ (health care and assisted living) placement is in a facility that provides residents with a continuum of supportive living where they can function as independently as possible in a safe, secure environment. A team of highly trained professionals including housekeeping, maintenance, kitchen staff, receptionists, social workers, nursing staff, and office clerks work together to deliver ongoing support and quality services that promote the physical, emotional, and social well-being of clients. This facility employs approximately 40 full- and part-time staff.
The student will learn about and develop occupation-specific workplace essential skills and work habits through a variety of opportunities at the placement: health and well-being, administrative support, maintenance, dietary services, social services, volunteer services, and recreation and leisure.

	Credit Value of Cooperative Education Course 
2


	Related Course Expectations
	
	

	Strand: Essential Skills for Working and Learning

ESV.01 • demonstrate an understanding of the workplace essential skills necessary for success in life, school, and work;

ES1.01 - identify and describe the workplace essential skills, using a variety of electronic, print, and human resources, and explain how these skills are used in the workplace; 

ES1.02 - locate information on the most important workplace essential skill requirements for a range of occupations, and identify the varying complexity levels of tasks associated with these skills;

ES1.03 - describe the transferability of the workplace essential skills on the basis of their experiences in the community or the workplace;

ESV.02 • demonstrate effective use of literacy and numeracy strategies that support the application of the workplace essential skills to complete specific tasks in real or simulated workplace settings;

ES2.01 - demonstrate effective use of numeracy strategies required for calculation and estimation in order to manage money, to work with schedules and budgets, to analyse data, and to measure and make numerical calculations, using real workplace materials in real or simulated workplace settings;

ES2.02 - demonstrate effective use of strategies for reading and interpreting text for specific tasks, using real workplace materials in real or simulated workplace settings; 
	
	ES2.03 - demonstrate effective use of strategies for writing text writing for specific tasks, with or without a computer, in real or simulated workplace settings;

ES2.04 - demonstrate effective use of strategies for communicating orally in real or simulated workplace settings;

ESV.03 • demonstrate effective use of learning and thinking strategies in school and in real or simulated workplace settings;

ES3.01 - demonstrate the ability to use a process to reflect on their home, school, or work experiences and explain how this reflection process contributes to continuous learning; 

ES3.04 - use a decision-making process to make informed choices in the school, community, or workplace, and analyse the impact of their decisions on themselves and others; 

ESV.04 • plan for, assess, and document their ongoing development of selected workplace essential skills;

ES4.01 - assess their application of selected workplace essential skills, using feedback from others; 

ES4.02 - produce a gap analysis of their workplace essential skills by identifying the workplace essential skill requirements for a specific occupation, comparing the requirements to the skills they have, and identifying the skill they need to develop; 

ES4.03 - produce a plan for the development of the workplace essential skills that they require to complete specific tasks in the community or workplace; 

ES4.04 - document their ongoing development of selected workplace essential skills, including evidence of these skills from their Ontario Skills Passport. 

	
	
	

	Strand: Personal Management

PMV.01 • demonstrate an understanding of their interests, strengths and needs, and describe how these influence their postsecondary education, training and career plans;

PM1.01 - summarize, assess, and document various aspects of their personal profile, using feedback from others, personal reflection, and information from standardized assessment tools, and explain how this information influences their postsecondary education, training, and career plans; 
PM1.02 - describe how learning from experience contributes to the achievement of their goals for learning and work; 

PMV.02 • identify and describe self-management and teamwork skills and strategies, and use them effectively in working with others in real or simulated workplace settings;

PM2.01 - describe self-management skills and use them to deal effectively with challenging situations in the school, community, or workplace;

PM2.04 - identify strategies that contribute to effective teamwork and use them to work collaboratively to accomplish team goals in real or simulated workplace settings.

Strand: Exploration of Opportunities

EOV.01 • demonstrate the ability to research information about learning and work opportunities, using print, electronic, and human resources;

EO1.01 - use an inquiry process to locate information about postsecondary learning and work options; 
	
	EO1.02 - locate information about learning opportunities and work, using a variety of career information resources and human resources; 

EOV.03 • demonstrate an understanding of the nature of work and of workplace expectations and issues;

EO3.01 - identify workplace issues and explain how policies and procedures dealing with them contribute to a positive and productive work environment.
Strand: Preparation for Transitions and Change

PTV.02 • produce plans for a smooth transition to their selected postsecondary destination;

PT2.02 - develop, assess, and refine a back-up plan describing the steps they would take and the resources and support they would need to make a smooth transition to their first postsecondary destination;

PTV.03 • apply job-search strategies, tools, and resources to find or create opportunities for work and for learning about work; 

PT3.02 - document evidence of the knowledge and skills (including workplace essential skills) that they have acquired in the workplace or through volunteering, using the Ontario Skills Passport and other tracking tools;

PT3.03 - create effective job-search tools that reflect their knowledge, strengths, experience, and skills (including work-place essential skills) for an experiential learning, volunteer, or work opportunity;

PT3.05 - present effectively their knowledge and skills, including the workplace essential skills, in interviews with prospective employers or placement supervisors.

	Cooperative Education Expectations
	
	

	Job Readiness

J3 - demonstrate the ability to communicate their interest in a work opportunity effectively (e.g., by telephone, in person, or through the mail or e-mail and the Internet)

Rights and Responsibilities

R3 - issues relating to confidentiality and the right to privacy, as outlined in the Freedom of Information and Protection or Privacy Act

R8 - appropriate methods of dealing with and reporting concerns or problems at the placement
	
	Workplace Opportunities and Challenges

W2 - demonstrate an understanding of labour market trends and of the nature of the workplace in the future 

W5 - demonstrate the ability to produce an effective exit résumé
Reflective Learning

RL1 - relate the placement experience both to the curriculum expectations of the related course and to the expectations related to cooperative education, using a variety of strategies, activities, and tools


	Employer’s Expectations
	
	

	The employer expectations are the same as those identified from the related course and the Cooperative Education course.

See relevant learning skills, which are assessed with a rating scale for reporting purposes.

For OYAP students, see the training standards for the appropriate trade and its related training program.


	Learning Opportunities at the Placement
	
	Learning Strategies

	The student has opportunities to learn about:
the essential skills and work habits necessary for success in a career in a health care centre;

tracking the development of their workplace essential skills using the OSP;

literacy and numeracy skills used in the workplace; 

authentic workplace materials unique to the various departments at the centre; 

the setup and maintenance of equipment used in a supported living/health care facility; 

accessing and using data/information from a variety of sources;

estimation and calculation when working with supplies and services;

regulations, practices, and procedures for the safe operation of equipment;

using problem-solving strategies to resolve workplace issues; 

types of employment, employment trends, and work-style alternatives.
	
	The student learns through:
observation

one-to-mentoring

journal writing

independent study

computer-assisted learning

reading

role modelling

demonstration

questioning

conferencing

collaborative learning

research


Assessment and Evaluation: Strategies and Scoring Tools
	Purpose
	Assessment and Evaluation Strategies
	Scoring Tools
	Expectations
	Achievement Chart

	Assessment
	Performance: Interview
	Rating Scale
	ESV.02, ES2.04, PMV.01, PM1.01, PMV.02, PM2.04
J3
	C, A

	Assessment
	Assignment: Reflective Writing
	Anecdotal Records
	ESV.02, ES2.03, ESV.03, ES3.01
RL1
	T, C

	Assessment
	Performance: Demonstration of Essential Skills
	Rating Scale
	ESV.02, ES2.01 ES2.02, ES2.03, ES2.04, ESV.04, ES4.01, PMV.02, PM2.01, PM2.04
	K/U, T, C, A

	Assessment
	Assignment: OSP Standard Work Plan and Reflection
	Anecdotal Records
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.02, ES2.03, ES2.04, ESV.03, ES3.01, ES3.04, ESV.04, ES4.03, ES4.04
	K/U, T, C, A

	Assessment
	Assignment: OSP Custom Work Plan and Reflection
	Anecdotal Records
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.02, ES2.03, ES2.04, ESV.03, ES3.01, ES3.04, ESV.04, ES4.03, ES4.04
	K/U, T, C, A

	Evaluation
70%
	Presentation: Performance Review Meeting #1
	Rubric
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.03, ES2.04, ESV.03, ES3.01, ES3.04, ESV.04, ES4.01, ES4.02, ES4.03, ES4.04, PMV.02, PM2.01, PM2.04, EOV.03, EO3.01, PTV.03, PT3.02, PT3.05
	K/U, T, C, A

	Evaluation
70%
	Presentation: Performance Review Meeting #2
	Rubric
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.03, ES2.04, ESV.03, ES3.01, ES3.04, ESV.04, ES4.01, ES4.02, ES4.03, ES4.04, PMV.02, PM2.01, PM2.04, EOV.03, EO3.01, PTV.03, PT3.02, PT3.05
	K/U, T, C, A

	Evaluation
70%
	Assignment: Skills-based Exit Résumé
	Rubric
	ESV.01, ES1.01, ESV.02, ES2.01, ES2.02, ES2.03, ES2.04, ESV.03, ES3.04, ESV.04, ES4.01, PMV.01, PM1.01, PTV.03, PT3.02, PT3.03
W5
	K/U, T, C, A

	Purpose
	Assessment and Evaluation Strategies
	Scoring Tools
	Expectations
	Achievement Chart

	Evaluation
70%
	Assignment: Authentic Workplace Material
	Rating Scale
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.01, ES2.02, ES2.03, ES2.04, ESV.03, ES3.01, ESV.04, ES4.01, ES4.02, ES4.03, ES4.04, EOV.03, EO3.01, PTV.03, PT3.02, PT3.03, PT3.05
	K/U, T, C, A

	Evaluation
30%
	Presentation: Student-led Conference
	Rubric
	ESV.01, ES1.01, ES1.03, ESV.02, ES2.02, ES2.03, ES2.04, ESV.03, ES3.01, ES3.04, ESV.04, ES4.01, ES4.02, ES4.04, PMV.01, PM1.01, PM1.02, PMV.02, PM2.01, PM2.04, EOV.01, EO1.01, EO1.02, EOV.03, EO3.01, PTV.02, PT2.02, PTV.03, PT3.05
RL1
	K/U, T, C, A
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