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	Ready, Aim, Hire!
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	Navigating the Workplace, Grade 12, Open, GLN4O

	Evaluation:
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	Part of 30%
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	Context:
	The economy of the 21st century will need workers who are lifelong learners and who can respond and adapt to change. Are you ready for the opportunities that are waiting for you? To prepare yourself for the transition to the workplace and to position yourself for success, you need to develop the workplace essential skills and work habits valued by all employers.
You will use the knowledge and skills that you acquired in your Grade 12 Navigating the Workplace course (GLN4O) and your Cooperative Education placement component to identify, report, and reflect on the development of your workplace essential skills. You will use the Ontario Skills Passport to assist you with this assignment and to help you make plans for next steps.


	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; 

ES1.03 - 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; 

EO1.03 - design experiential learning opportunities and information interviews to investigate types of employment, employment trends, and work-style alternatives; 

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
	
	

	Workplace Opportunities and Challenges

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


Evaluation Strategies and Scoring Tools
	
	Evaluation Strategies
	Scoring Tools
	Expectations
	Achievement Chart

	70%
	Sub-task A Presentation:
- Performance Review Meeting (#1)

- 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

	
	Sub-task B: 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

	
	Sub-task C: Assignment – Authentic Workplace Materials 
	Rubric
	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

	30%
	Culminating Task: Presentation – Ready, Aim, Hire! (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, EO1.03, EOV.03, EO3.01, PTV.02, PT2.02, PTV.03, PT3.05
RL1
	K/U, T, C, A


	Teacher Notes

	Note: 

For this two-credit course, all of the sub-tasks build to the student being able to complete the Culminating Task. These sub-tasks are considered when determining 70% of the final grade.

Plan formative activities throughout the course to provide opportunities for a successful student-led conference towards the end of the placement. 

Schedule sufficient time for the student-led conference.

To maximize student success, it is important that the conference process and the evaluation criteria be outlined at the beginning of the course.

Involve the students in the assessment of each formative task (gaining knowledge of personal growth) and in self-assessment through the performance review process. Be aware of the student’s age and stage, as this may be a first experience with the performance review process.

Review the expectations of each performance review with the placement supervisor. 

When the student customizes the Standard Work Plan, have him/her delete any tasks that are not appropriate for the placement, e.g., those requiring licensing, or tasks restricted by age, or tasks that are considered too complex at the beginning of the placement. Encourage the student to add literacy and numeracy skills and other skills and tasks that they are interested in developing at the workplace.
Consider having the student and placement supervisor complete the OSP Skills Summary chart as part of the employment portfolio.

Provide the student with an example of a skills-based résumé. 

The student creates an employment portfolio as evidence of growth, learning, and the development and application of the workplace essential skills at the placement.


	Task 
	
	Student Notes

	Your task is to prepare and deliver a conference to your placement supervisor and teacher about your growth, learning, and the development and application of workplace essential skills and work habits.

You will participate in two Performance Review Meetings and take the lead in the final conference. Each of these ‘presentations’ are made up of three parts: preparation, reflection, conference.
After each conference you will have the opportunity to reflect on the feedback from your supervisor and teacher and to adjust your plans accordingly. 
	
	· This experience will help you to: 

· further develop your organization and oral communication skills;

· take personal responsibility for your learning and performance;

· practise reflection and self-assessment.
· Communicate details of date, time, and place for the performance reviews.

	Sub-task A: Standard Work Plan (from OSP)

Preparation

Collaborate with your teacher to identify a NOC code appropriate to the type of work you will be performing at your placement.

Print two copies of a Standard Work Plan for this NOC code from the Ontario Skills Passport website – one for you and one for the placement supervisor.

Meet with the placement supervisor to confirm placement opportunities to perform the skills/tasks identified on the standard work plan. Explain to the supervisor how the work plan will be used to record your performance of these skills and tasks. 

Track your performance of these skills and tasks on the standard work plan. This tracking will assist you in reflecting on your growth and the development and application of the workplace essential skills. It will also focus the discussion during the performance review meeting with your placement supervisor.

Reflection

In preparation for the performance review meeting, make point-form notes using the Three-Step Reflection Process:

Step 1. Describe: Tell about your experience or what you have done.

Step 2. Self-Assess: Tell how well you did it.

Step 3. Next Steps: Decide if you would do anything differently next time.
Conference

Schedule and participate in a performance review meeting with your placement supervisor and teacher.  Bring your copy of the standard work plan and your Three-Step Reflection and be prepared to discuss it using specific examples from your placement experience.
	
	· Ask your supervisor to sign the work plans and initial each page.

· If there are some tasks included on your work plan that are inappropriate for your placement, remove them after consultation with your teacher.

· You may want to add other tasks to your work plan after your initial meeting with your supervisor.

· Practise your communication and presentation skills before each meeting. 
· Ensure that you get the completed work plans back from your supervisor for your employment portfolio and the conference.

	At a point in the course/placement designated by your teacher, prepare and print a custom work plan for the same occupation for which you printed a standard work plan. 

For the custom work plan, choose the same skills with tasks at a higher complexity level, or different skills and tasks that you would like to further develop at the placement. 

Add any other skills you are interested in developing at the workplace.
If literacy and numeracy skills are not included, consider adding them to your work plan.
	
	

	Sub-task B: Exit Résumé

Update your current résumé to reflect the workplace essential skills and work habits that you developed and applied at your placement. 

Use your standard and custom work plans to inform the updating of your résumé. 

Present your updated exit résumé at the final student-led conference.
	
	· Bring extra copies of the exit résumé. 

	Sub-task C: Authentic Workplace Materials 

As you move to different areas of the health care centre, ask the supervisor for blank documents. 

Place these documents in a folder labelled with the department name. Complete the forms and make notes as you acquire various documents so you remember their purpose.

In preparation for the student-led conference, choose one of the completed documents as a specific example of your skills, and be prepared to answer the following questions:

· What is it used for?
· Who uses it?
· Why is it used?
· How often is it used?
· Why is it an important document for this particular department?
· What happens when this document is not completed correctly?
Present your collection of completed forms to the teacher and/or your class, explaining the skills required to complete the forms.

Privately reflect on the essential skills you used to complete the forms – which do you feel you are confident with and are there some that still need work? Why?
	
	· Explain to the supervisor why you are asking for copies of the forms and how you intend to use them.

· Remove any confidential information and use only fictitious names when completing the forms.

· Collect materials over the semester.

· These completed documents will serve as evidence that you have met many of the expectations of the course and will demonstrate your level of competency with the essential skills to a prospective employer.

	Culminating Task: Ready, Aim, Hire! (Final Student-Led Conference)

You may use the following outline as a framework for your student-led conference:

Ready 

What have I learned about myself and this workplace?

What workplace essential skills and work habits have I developed? 

What workplace essential skills and work habits do I need to further develop?

Aim

What are my plans for next year based on what I have learned about myself?

What are the steps I need to take to make sure my plans become reality?

Hire

Why should someone hire me? 

What are the key skills and strengths I have to offer an employer? Here is the evidence. 

How do I see myself using these skills in the future (home, work, school)?

You will need to provide specific evidence from your placement experience and your employment portfolio to focus the discussion during the conference. Be prepared to:

· explain why you have chosen the evidence to include in the conference and in your portfolio;

· describe the successful projects/tasks that you worked on and why you have chosen these to present in the conference;

· answer any questions from your placement supervisor and teacher.
	
	· Write some point-form notes answering the questions provided in the task outline as a guide to your presentation.
· Arrange a date, time, and place for the student-led conference. Communicate these details to the placement supervisor and teacher.
· Be prepared to use specific examples that provide evidence of your skill development and why you chose to present the particular example.


Developed by:  Tish Amico, Mary Ellen Frauts, Peg Rooney
Page 3
Boards: Toronto Catholic DSB, Thames Valley DSB, Greater Essex County DSB


