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Lauren N. Abramson
Forward by William D. Coplin Ph. D
The Guide to a ½ Credit Senior Course in College Preparation and Work Skills has been designed and may be tested at the High School for Leadership and Public Service in New York City.  The content is based on the topics discussed in William D. Coplin’s book, Ten Things Employers Want You to Learn in College.  The following resources were used in writing this guide:
A Guide to Teach Youth What Employers Want Them to Know:  January 2005 Version.  Based on 10 Things Employers Want You to Learn in College.
By William D. Coplin Ph.D.
Introduction to Public Policy: Teacher’s Guide & Curriculum 

By spring 2001 SU Interns

Introduction to Public Policy: Teacher’s Guide & Curriculum 

By spring 2005 SU Interns

Ten Things Employers Want You to Learn in College 
By William D. Coplin Ph.D.
Public Policy Skills 
By William D. Coplin Ph.D.

I would like to thank the following individuals who made it possible for this project to be completed:  William D. Coplin, Lonnie Morrison, Helen Cohen, Linda Lamel, Ted Bronsnick, Beverly Hershkowitz, Lisa Mueller, Javier Trejo, Michelle Walker, and the faculty, staff and students at the High School for Leadership and Public Service.
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Forward

 William D. Coplin Ph. D.

Lauren Abramson has developed a feasible plan that if implemented would be of tremendous benefits to the futures of Leadership graduates. Having most of the skills that employers look for, Ms. Abramson wants "her" students to have the same benefits. The course she has proposed would have a major impact on every student who is lucky enough to take it.

Introduction

Dear Teacher,

Welcome to teaching the Guide to a ½ Credit Senior Course in College Preparation and Work Skills class.  This Teaching Guide & Curriculum has been created so you will be able to teach the content of this course most effectively.
This guide is divided into sixteen weeks.  For each week, there are several objectives for students to meet.  Each weekly section has detailed agendas for the five-days a week that this course is taught (40 minutes per day).  Each section also contains all worksheets, class work assignments, and homework assignments necessary to complete each week’s agenda.  

I recommend that you hold very high expectations for the students taking your class.  Attendance should be demanded and participation required.  This class will serve as a gateway for students between high school and college or professional settings if expectations are great.  A quote by Goethe captures this sentiment:

“If we treat people as they are, we make them worse.  If we treat them as they ought to be, we help them become what they’re capable of becoming.”

Because I have taken care of the details of this class, it is my hope that you can spend most of your time engaging your students more closely, helping them master these skills as best as they can and attending to the individual needs of each student.
I hope you enjoy this class.
Best Wishes,
Lauren N. Abramson
Purpose

Throughout high school, students take many courses to advance their academic knowledge.  There are, however, a few things that should be vital for high school students to learn that cannot be read in textbooks.  These fundamental, yet necessary lessons include college preparation and work skills.  
The sole purpose of this course is to help seniors during a challenging time in their high school careers.  Senior year is often marked as a time to consider what students plan on doing in their futures.  While college should be the route chosen by all, it is inevitable that many students will enter the work force before or instead of attending college.  This course will cater to students with diverse visions for their future.  

This course will encourage each and every student that they can in fact be college bound.  The course will begin with students researching various colleges and finding those that interest them on different levels.  All students will be required to fill out applications and send them to three colleges.  Students will also learn how to form good relationships with people and request recommendation letters. They will also decide what type of financial aid, loans or scholarships they may need to or want to consider.

Writing is one of the most important skills that a student can have.  Because many students have weak writing skills, this course will be writing intensive.  Students will be required to write a college essay and respond to various short answer questions that they may see on applications.  Students will also learn how to peer-edit various essays and writing activities.  There will be at least one writing assignment per week and a mandatory journal due every Monday.  
Some qualities important to possess for the work force include time management, interviewing skills, resume writing, using Excel, teamwork, presentation skills, and public speaking.  These are all skills that will be introduced to the students throughout this course.  Students will actively learn the importance of each skill.  They will also have a chance to practice each skill throughout their senior year.  
There will be a final reflection paper to assess the courses benefits as well as its strengths and weaknesses.
Weekly Objectives Overview

September

Week 1

Introduction



Everyone can be College-Bound

Researching Colleges
Time Management

Week 2

Recommendation Letters

College Applications



Financial Aid and Loans


Applying for Scholarships

Week 3

Requesting Recommendations

Short Answer Questions

Writing a College Essay

October
Week 4

Paying Attention to Detail



Kick Yourself in the Butt


Stay Well
Week 5

Rough Draft Due



Constrictive Criticism

Peer Editing and Proofing

Teaching Others
Week 6

First Impressions

Interview Skills

Conducting Interviews



Looking Good
Week 7

Working in Teams

Communication Skills

Debate Skills
Second Rough Draft Due



First College Application Due
November
Week 8

Typing
Using Commercial Databases



Second College Application Due

Week 9 
Library Research Skills

Using Library Holdings
Final College Essay Due
Week 10
Public Library Visit

Creating a Works Cited Page


Third College Application Due
December
Week 11
Excel Spreadsheets

Input Survey Data

Excel Tables and Graphs

Week 12
Analyzing Data



Excel Formulas

Week 13
Cover Letters

Resume Writing
January

Week 14
Creating Visual Displays




Power Point



Using Visuals for Presentations

Week 15
Public Speaking

Practice Presentations
Week 16
Leadership Skills

Final Presentations Due

Week One
Week One – Monday
	Quote of the Day

“A college degree and a dollar will get you four quarters.” - Anonymous

Objective

Introduce instructor to students & vice versa.
Review expectations.

	Materials

Syllabus (worksheet)
Homework

· Assignment Due at the beginning of class on Thursday:  College survey.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.
· Write agenda on the board.
· Discuss the quote of the day. 

· Introduce yourself to the students (Name, background (where you grew up), what college you attended, etc.)
· Icebreaker:  ask all students to say their name, home borough, one interesting fact about themselves and either what they plan to do once they graduate high school (i.e. attending college, culinary school, get a job.)
· Hand out syllabus.
· Review expectations.
· Explain the college journal component of this course.  College journals will be due every Monday.  These journals should be 1-2 pages typed in 12 point, Time New Roman font.  Journals should include a reflection of anything students did that was college oriented during the week prior to the journal due date.  This reflection can range from something done in class (that students enjoyed or disliked), a college visit, a college sporting event, etc.
· Mingle with students to get to know them.
· Answer questions.


	 **Note:  Sign up to have class in the computer lab on Thursday. **


Name______________________________________ Period _______ Date __________

College Preparation & Work Skills

Outline & Syllabus
Course Objective:  The sole purpose of this course is to help seniors during a challenging time in their high school careers.  Senior year is often marked as a time to consider what students plan on doing in their futures.  This course will cater to students with diverse visions for their future.  
College Preparation & Work Skills:  This class will reveal college preparation and work skills in an active manner.  All students will be required to fill out applications and send them to three colleges.  Students will also learn how to form good relationships with people and request recommendation letters. They will also decide what type of financial aid, loans or scholarships they may need to or want to consider.  The work skills portion of this course is modeled after Professor Coplin’s book titled Ten Things Employers Want You to Learn in College.  Some qualities important to possess for the work force include time management, interviewing skills, resume writing, using Excel, teamwork, presentation skills, and public speaking.  These are all skills that will be introduced to the students throughout this course.  Students will actively learn the importance of each skill.  
Writing Intensive:  Writing is one of the most important skills that a student can have.  To better prepare students for college and the work force, this course will be writing intensive.  Students will be required to write a college essay and respond to various short answer questions that they may see on applications.  Students will also learn how to peer-edit various essays and writing activities.  There will be at least one writing assignment per week and a mandatory journal due every Monday.  There will be a final reflection paper to asses the courses benefits as well as its strengths and weaknesses.
Speaker Component:  Every Friday a volunteer speaker will join our class to discuss their occupation and success.  They will also divulge information including where they went to college, how they chose a college and what they can remember about college life.  
Participation:  Participation is required.  Your participation grade will be determined by how active you are in class.  How actively you participate in class discussions, ask questions, and work individually and in groups will compose your grade.  Attendance is included in this component of the course.

Requirements:  College Preparation and Work Skills is a demanding course.  Keep in mind, in a few short months you will be more prepared for whatever path you choose for your future.  The following assignments will be required of you:
· Journal due every Monday

· Three college applications due sporadically throughout the semester

· One college essay

· Teamwork

· One resume

· Power Point presentation at the end of the semester

· Final reflection paper due at the end of the semester

· Positive attitude ALL semester

Week One – Tuesday

	Quote of the Day

“We are what we repeatedly do.  Excellence, then, is not an act, but a habit.” - Aristotle

Objective

Discuss the importance of receiving a higher education and why people would want to attend college.
Discuss why people would not want to attend college.

	Materials

College Statistics (worksheet)
Homework

· Assignment Due at the beginning of class on Thursday:  College survey.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.
· Write agenda on the board.
· Discuss the quote of the day. 

· Have students read the College Statistics worksheet out loud.  
· Discuss the various statistics with the students and explain the benefits of attending college.
· Ask students what might be beneficial about not attending college?
· This is a chance for the class to have a debate about the benefits of attending college.
· Answer questions.



Name______________________________________ Period _______ Date __________

Worksheet

College Statistics

Source:  Ten Things Employers Want you to Learn in College by William D. Coplin

Good News

· Over their work life, college graduates earn an average of $2.1 million dollars compared with $1.2 million dollars for high school graduates.

· Someone with a professional degree (M.D., J.D., or M.B.A., for example) will make $4.4 million.

Bad News

· 63 percent of students who begin a four-year college do not finish in four years, and 42 percent do not finish in six years.

· 68 percent of graduating seniors in 2000 borrowed a mean average of $19,785.

· 60 percent of college graduates plan to live with their parents after graduation.

Employers Rate the Importance of Candidate Qualities/Skills (based on a 5 point scale)

	Communication skills (verbal and written)
	4.69

	Honesty/integrity
	4.59

	Teamwork skills (works well with others)
	4.54

	Interpersonal skills (relates well to others)
	4.50

	Strong work ethic
	4.46

	Motivation/initiative
	4.42

	Flexibility/adaptability
	4.41

	Analytical skills
	4.36

	Computer skills
	4.21

	Organizational skills
	4.05

	Detail oriented
	4.00

	Leadership skills
	3.97

	Self-confidence
	3.95

	Friendly/outgoing personality
	3.85

	Well mannered/polite
	3.82

	Tactfulness
	3.75

	GPA (3.0 or better)
	3.68

	Creativity
	3.59

	Sense of humor
	3.25

	Entrepreneurial skills/risk-taker
	3.23


Week One – Wednesday

	Quote of the Day

“We cannot ensure success, but we can deserve it.” – Attributed to George Washington

Objective
Choosing the right college.

	Materials

Different things to consider when choosing the right college for you (worksheet)
College survey (homework)
Homework

· Assignment Due at the beginning of class on Thursday:  College survey.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.
· Write agenda on the board.
· Discuss the quote of the day.

· Begin the class asking students what aspect of a college is most important to them (i.e. college life, academics, parties, etc.)

· Hand out worksheet:  Different things to consider when choosing the right college for you.
· Discuss different things to consider when choosing the right college.  Explain what each category means (i.e. school size, Greek life, weather, how many students go home on the weekends, etc.) 

· Hand out homework assignment:  College survey.

· Explain to students that they will need to complete this homework assignment by the beginning of class tomorrow in order to participate.  Let’s not start off the semester on a bad foot!

· Remind students that class will be held in the computer lab tomorrow.

· Remind students that their college journals are due on Monday.

· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Worksheet

Choosing the Right College

Information provided by Petersons.com
Sure, you know that the best schools enroll students with the best grades and the highest test scores. You also know that there

are some college names that impress more on a sweatshirt. But how can you figure out which school is right for you? There are

some important things to consider when you decide where to apply and enroll in college. Many people don't spend much

time thinking about them, though, and sometimes end up unhappy as a result, even at so-called "great" schools. By taking the

time to think about these things now, you'll be able to figure out what really matters to you and find the right fit. 

1. Size - Colleges come in all sizes, from a school in California that enrolls only 26 students to schools like Pennsylvania State,

which can enroll 30,000 or more. Which one is better? Well, that depends on you and what you're comfortable with. Did you go

to a small high school or a large one? Did you like the size of your high school? Did you grow up in a city or a rural area? Do

you like being places where everybody knows you, or do you like the anonymity of a crowd? 

2. Type - All colleges are not the same. Some have large graduate programs and devote much of their time and resources to

research. Others enroll only undergraduates and focus their attention on teaching and learning. Some schools have a specialty in

one specific area, like engineering or writing, while others are best known for giving their students a broad education. Other

differences include whether schools are single sex or coed, if they have a religious affiliation, and whether they are public or

private. There are also historically black colleges, schools with co-op programs where you earn money while going to school,

and schools with large evening and part-time programs. The options really are almost limitless. 

3. Location - There are colleges in every living environment you can imagine, from tiny towns in Minnesota to the middle of

New York City. If you have always lived in the suburbs, choosing an urban campus can be an adventure. But after a week of

urban noise, dirt, and rude people, will you long for a grassy campus and open space? On the other hand, if you are used to the

suburbs and mall life and choose a college in a rural area, will you run screaming into the Student Center some night looking for

noise, lights, and people? Think about where you grew up and how much of a change you want from that when you go to

college. 

4. Distance from Home - Closely tied to location is the issue of how far from home you want to be. For some people, going to

college is a chance to explore a totally different part of the country. For others, they want to make sure they can have dinner

with their family once a week, or go home to do their laundry. When you decide how far you want to be from home, think about

how likely you are to get homesick, and how much money you can afford to spend in travel. The farther you are from home, the

less often you'll be able to visit. On the other hand, with email and cell phones, you can still feel close to home even if you're in

California and your sister is in New Jersey. 

5. Cost/Scholarships & Financial Aid - Cost is one thing that most parents think about when the topic of college comes up,

but did you know that not all colleges cost the same amount? Or that there are different types of financial aid at different

schools? Or that if your grades - or musical talent or athletic ability - are good enough you could earn a scholarship? 

Public universities often offer much lower tuition rates to in-state students, but their fees to out-of-state residents are usually pretty similar to private schools. Private institutions charge everyone the same high tuition, but they often have privately-funded scholarship monies available, so it's worth applying to them even if the price tag seems too high. 

6. Student Population - All college students are not the same. Some schools, particularly large schools and those in big cities,

tend to have students from a wide range of ethnic, socioeconomic, and religious backgrounds. Other schools, especially small

schools and those in very rural locations, tend to have a fairly homogeneous student body. Other things to think about in student

population is whether most students live at the school or commute, how old the average student is, and how many students are in

the Greek system, if there is one. 

7. Majors and Requirements - If you know what field you want to go into after college, it's important to make sure you go to

a college that will prepare you for your chosen profession. Some schools are particularly well-known for a specific major, like

pre-med or architecture. Going to one of these schools will put you in a great position to get a job in that area when you 
graduate. If, however, like many entering freshman, you're not so sure what you want to do, you should choose a school that
will give you plenty of options. Some schools require students to take classes in a wide range of areas during their first year or

two. These schools are great for students who either want a well-rounded education or are trying to figure out what area to focus

on. Other schools let students just dive in to their chosen majors without a lot of other requirements. These schools are great for

focused students who know what they want to do and don't want to spend their time in classes that won't help them in their

major. 

8. Athletics and Events - Are you a sports nut, or does the sound of a marching band and the sight of a football uniform make

you cringe? At some schools, sports are the main social activity on most students' calendars. Other schools may not have 

football team at all, or may not pay much attention to it if they do. Maybe you're really into going to live concerts, or you love 
nothing better than to go hiking in the woods. If you like to spend your free time going to shows at clubs, you probably won't be 
happy at a small school in the countryside where few musical acts stop on tour. However, if you love to be outdoors, a campus in 
a natural setting can give you just the kind of balance you need to feel your best. 

9. Activities and Special Programs - Have you always wanted to try living in another country? Some colleges have special

programs to help you do just that, for a semester or even a whole school year. You'll usually get full credit for your work

overseas, plus have the chance to learn a new language, make some new friends, and try some new food. Or maybe you're 

dancer or a journalist. You'll want to make sure you go to a school that not only fulfills your academic goals, but your personal

ones, too. Some schools have great arts and theater programs, or excellent newspapers, giving students a chance to be involved

in extra-curricular activities outside their majors. Other schools focus all their attention on great classes, but not much else. 

10. Your Gut Feeling -Trust your instincts. If a place feels right, that's important. Similarly, if it just feels wrong, no matter

who wants you to go there or how good it looks on paper, it probably is. College is a very personal choice, and after considering

all the other objective factors, the fact of the matter is that it comes down to you. Visit colleges you're interested in, and see how

you feel walking around their campuses. Could you imagine yourself going to school there? Once you find a few places that you

like, you'll be well on your way to finding the college that's right for you. 

11. Talk to Students & Alumni – Nobody knows as much about a school as students who are currently enrolled and alumni

who have graduated. The students can tell you about campus life and academics. The alumni will tell whether a degree from this

institution fulfilled their educational expectations and how it helped them in their careers.
Good luck, and happy hunting! 
Name______________________________________ Period _______ Date __________

Homework

College Survey

Directions:  Put a check in the box next to the answer that applies most for you.  If you choose other state why in the space provided.  Please answer these questions as honestly and truthfully as possible.
I want to go to college because:

· I will make more money with a college degree.
· I want to party for 4 years.

· Other:

What is influencing your decision in choosing a school and/or career? 
· Friends

· Family

· Religion

· Location

· Greek Life (Sororities and Fraternities)

· Food on Campus

· Weather

· Other:

How much time and effort do you want to put into your studies? 

· A lot of time

· Some time

· Little time

· No time

· Other:

I would do better in a: 

· Self directed program.

· More guided program with supervision.

· Other:

What size school would you prefer? 

· I want to know everyone in my class.

· I want to always have the opportunity to meet new people.

· Other:

The following extra-curricular activities are important for my school to have (check all that apply): 

· Student government

· Greek life

· Intramural sports

· College level sports

· Arts

· Dance

· Theater

· None

· Other:

The following weather and geography is important for your college (check all that applies): 

· Hot and humid

· Cold and snowy

· Oceans

· Ski mountains

· Sunny and warm (not terribly hot)

· Cool weather (not terribly cold)

· Any weather is fine.

Week One – Thursday
	Quote of the Day

“Honesty is the best policy.” – Miguel de Cervantes, author of Don Quixote

Objective

Researching colleges based on interest.

	Materials

None
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework. 

· Direct students to the College Board website at www.collegeboard.com.

· As a class, go through the College Matchmaker option and search for results.

· Students must research and write down at least 10 colleges that they would consider going to.  For now, tell the students to ignore barriers such as whether certain colleges are a “reach” for them, any financial burdens, or distance from home.  They should be choosing schools based on the interests they expressed in their homework surveys.  Next to each of the 10 schools they choose, they must write a paragraph stating what made them choose those schools.  This should be typed and handed in at the end of class today.  This will be graded as a class work grade.
· Remind students that their college journals are due on Monday.

· Answer questions


	


Week One – Friday

	Quote of the Day

“Let all your things have their places.  Let each part of your business have its time.” 

                                                                                                                         – Benjamin Franklin

Objective

Taking a look ahead.
Time management.

	Materials

Agenda (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.
· Write agenda on the board.

· Discuss the quote of the day.

· Use the prepared power point presentation to discuss the importance of time management.  Included in this Power Point is an example of how to fill out the agenda worksheet.  Tell students to pay close attention to this example because they will be completing an agenda of their own after talking about the importance of time management.

· Hand out worksheet:  Agenda.
· As a class, take a look ahead at the rest of the semester.  Tell students to create an agenda including when they plan on completing various assignments based on when they are due and how much time they plan on allotting themselves to complete these assignments.  These agendas will be collected at the end of class and graded as a class work grade.  They will then be handed out for students to fill out the “date done”, “actual time” and “comments” column as the assignments are completed.
· Remind students that their college journals are due on Monday. 

· Answer questions.



**NOTE:  You might need calculators for today’s class work activity where students should correctly calculate the total hours in their agendas.
Name______________________________________ Period _______ Date __________

Class Work

Agenda

	Item
	Deadline
	Date Done
	Time Planned
	Actual Time
	Comments
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Week Two
Week Two – Monday
	Quote of the Day

“A sound mind in a sound body is a short but full description of a happy state in the world.” 
- John Locke
Objective

Recommendation letters.

	Materials

How to ensure good recommendation letters (worksheet)
Recommendation letters check list (homework)
People who know me well (class work)

Homework

· Assignment Due at the beginning of class on Friday:  Create a packet about your accomplishments to give to people who agree to write recommendation letters for you.
· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.
· Collect journals.

· Discuss the quote of the day.

· Hand out worksheet:  How to get good recommendation letters.
· Review ways to get good recommendation letters.  Some people may ask for a list of some accomplishments, honors, extracurricular activities including sports and community service or grades.  

· Hand out homework:  Recommendation letters check list.
· Tell students that they are required to create a packet and hand them in at the beginning of class on Friday.  Remind students that it is best to ask people who know them on a personal level as well as academically to ensure the best recommendation letter.  
· They will also need to create a small letter next week that will be attached to the top of each packet explaining that they have included information about themselves and asking their teachers, employers or coaches to please consider writing them a college recommendation letter.
· Hand out class work:  People who know me well.
· Students will be required to write down 8 people (school faculty, employers, coaches, etc.) who they think would be good candidates to write them a recommendation letter.

· Remind students that their college journals are due on Monday. 

· Answer questions.


	 


**Note:  Sign up to have class in the computer lab next Monday, Tuesday, Wednesday & Thursday. **
Name______________________________________ Period _______ Date __________

Worksheet

How to Ensure Good Recommendation Letters
Information from http://www.socialpsychology.org/rectips.htm 

Although grades and SAT scores play a central role in college admissions and job opportunity, most programs and employers do not base their decisions on numeric scores alone. In fact, highly competitive programs may simply use these scores as a screening device to reduce the size of their applicant pool. In such a situation, letters of recommendation can be extremely important.
** Remember:  recommendation letters are also critical when applying for a position in the work force. 
In general, the best letters of recommendation are from people who: 

      [image: image1.png]


 Have worked with you closely (e.g., a teachers, employers)
      [image: image2.png]


 Have known you long enough to write with authority (e.g., academic advisor)
      [image: image3.png]


 Have relevant expertise (e.g., professors in the case of academic applications)
      [image: image4.png]


 Are senior and well known (e.g., a departmental chair, principal, guidance counselor)
      [image: image5.png]


 Have a positive opinion of you and your abilities
      [image: image6.png]


 Have a warm and supportive personal style 

Because the choice of letter writers is important, it's best to begin cultivating personal relationships with potential writers early on. Also, if you're not sure whether prospective letter writers have enough experience with you or have a positive enough impression to write a good letter, there's nothing wrong with asking them whether they would be able to write a strong letter. 
Once you have 3-4 letter writers and a game plan for what you'd like the letters to say, there are two more things you can do to increase your chances of success: 

(1) Give your writers plenty of time so they aren't forced to slap together a quick letter or miss any application deadlines.

(2) Give your writers a well-organized, thorough packet of materials with all the elements clipped together or contained in a single large envelope. 

Name______________________________________ Period _______ Date __________

Homework

Recommendation Letters Check List

Directions:  Due next week is a folder or packet including important information about yourself including things in the check list below.  Use this as a guide to completing your homework assignment.  These packets about your accomplishments will be reproduced and given to people who agree to write recommendation letters for you.  To make their job as easy as possible, make sure to give them plenty of information about things you have accomplished, honors you have acquired, and/or actions you are proud of.
· Include in this packet or folder:

· A current copy of your academic transcript showing the courses you've taken and the level at which you've performed. This does not have to be an official copy; a photocopy or typed version of your record is fine.
· A copy or list of any certificates you have received.
· A list of any volunteer experience you have.
· Include the name of the organization you volunteered for.
· Include the date(s) you volunteered.
· Include what you did during each volunteer experience.
· A list of any extracurricular activities you have been involved in.
· Include the date(s) you have been involved.
· Include what you did for each activity.
· A pre-addressed envelope for each letter.  Be sure to write your name and the school's name on the outside of each envelope.
· A cover note briefly listing:
· Your contact information in case the letter writer needs to reach you.
· The deadline for each letter you need.

· Your academic aspirations (if the letter is for a college.)
· Your career aspirations and the type of position you're applying for (if the letter is for an employment position)
· Information you would like emphasized in the letter
· Any other information you deem relevant 
** By adhering to these general guidelines, you will increase the chances of getting good letters of recommendation and ultimately securing the position you seek.

Name______________________________________ Period _______ Date __________
Class Work

People who Know me Well

Directions:  Write down 8 people (school faculty, employers, coaches, etc.) who you think would be good candidates to write you a recommendation letter.  Include their name, position and a brief explanation (1-2 sentences) why they would be a good person to ask for a recommendation letter.  Do they know you well academically?  Do they know you on a personal level?  Have you worked with them for several years?  Do they know your family? 

(1) Name ________________________________  Position __________________________________

Why:

(2) Name ________________________________  Position __________________________________

Why:

(3) Name ________________________________  Position __________________________________

Why:

(4) Name ________________________________  Position __________________________________

Why:

(5) Name ________________________________  Position __________________________________

Why:

(6) Name ________________________________  Position __________________________________

Why:

(7) Name ________________________________  Position __________________________________

Why:

(8) Name ________________________________  Position __________________________________

Why:
Week Two – Tuesday

	Quote of the Day

“To generalize is to be an idiot.  To particularize is the lone distinction of merit.” 
– William Blake
Objective

How to get college applications.

How to fill out college applications.

	Materials

College application request form (class work)
Common application (homework)

Homework

· Assignment Due at the end of class on Wednesday:  Filled out common application (with the exception of the college essay and any short answer questions.)

· Assignment Due at the beginning of class on Friday:  Create a packet about your accomplishments to give to people who agree to write recommendation letters for you.
· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.
· Write agenda on the board. 
· Discuss the quote of the day.

· Hand out class work: College application request form.
· Students will have 10 minutes to consider three colleges that they would like to request applications for.  This may NOT include the common application.  If students would like to request more than three applications, please list the top three on the given lines and list extra requests below.  This is due to the fact that the high school will pay for up to three applications per student who is not waved by the government.  Students are of course encouraged to apply to more than three schools; however, three is the maximum amount that Leadership is currently willing to pay for.
· Hand out homework:  Common application.
· As a class, fill in step by step the necessary information on the common application form.  Students may take this application home if it is not finished in class to complete; however, they will also have the period tomorrow to complete the common application.  It is recommended that they look ahead and identify any questions that they need assistance with from their legal guardian.  These questions may include occupation, income, etc.  Because this will be collected and graded as a homework grade, these questions should be completed at home tonight.
· Remind students that their college journals are due on Monday. 

· Answer questions.
**Go to http://www.commonapp.org/ to download and print the most updated common application for each student.  Do not use the common application included in this curriculum as it is the 2004-2005 version. **


Name______________________________________ Period _______ Date __________

Class Work

College Application Request Form

Directions:  You will be required to complete three college applications during the course of this class.  Please list below any college applications you would like to fill out.  The three applications you fill out in this class will be sent to the colleges accordingly, so choose wisely.  If you would like to request more than three applications, please list the three you plan on using for this class on top.

(1)  College name:

College location:

Why are you interested in this college?

(2) College name:

College location:

Why are you interested in this college?

(3) College name:

College location:

Why are you interested in this college?

(Optional)
(4) College name:

College location:

Why are you interested in this college?

(5) College name:

College location:

Why are you interested in this college?
Week Two – Wednesday

	Quote of the Day

“The best managers think of themselves as playing coaches.” – Robert Townsend
Objective

Finish filling out the common application.

	Materials

None
Homework

· Assignment Due at the end of class on Wednesday:  Filled out common application (with the exception of the college essay and any short answer questions.)

· Assignment Due at the beginning of class on Friday:  Create a packet about your accomplishments to give to people who agree to write recommendation letters for you.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.
· Write agenda on the board.
· Discuss the quote of the day.

· Students will have the day to continue filling out their common application forms.  It will be the instructors’ choice whether this will be done as a class again or as an individual activity.
· Collect completed common applications.

· Remind students that their college journals are due on Monday. 

· Answer questions.


	 


Week Two – Thursday

	Quote of the Day

“Because of frugality, one is generous.” – Lao-tzu, Chinese philosopher living about 2,500 years ago who authored Tao Te Chin, a book translated into more languages than any other book except for the bible.

Objective

Different types of financial aid.

Different types of scholarships.

Different types of loans.

	Materials

Funding your education (booklet)
Deciding what type of assistance is necessary (homework)
Homework

· Assignment Due at the beginning of class on Friday:  Create a packet about your accomplishments to give to people who agree to write recommendation letters for you.

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class on Tuesday:  Deciding what type of financial assistance is necessary.  This homework must be completely filled out and signed by students’ guardian.  These will be graded based on completeness and will be filed in the college counselor’s office.

	Agenda

· Daily greeting.
· Write agenda on the board.

· Discuss the quote of the day.

· Keep in mind that today will focus on a very touchy subject for many urban students.  Try to keep this instruction as calm as possible.  Students are not required to divulge any information regarding their family’s economic status to their classmates.  

· Hand out booklet from the Department of Education:  Funding your education.
· Read through the entire booklet as a class.  Highlight important sections that most students will need to pay attention to.  Answer any questions regarding financial aid, scholarship services and loans.

· Hand out homework:  Deciding what type of financial assistance is necessary.  

· Remind students that their college journals are due on Monday.  

· Answer questions.



Name______________________________________ Period _______ Date __________
Homework

Deciding what Type of Assistance is Necessary

Directions:  Type the answers to the following questions in a Word Document.  Follow the approximate word count for each answer.  Also, you and your guardian MUST sign the statement below to receive full credit for this assignment.
(1)  If you could be accepted into any school with a full scholarship, where would you go and why? What about if you got accepted into this school, but would have to take out loans or work part-time -- would you still want to go there?  (250 Words)  

(2)  Beyond what my parents and scholarships are able to provide, how much am I willing to invest in my education? Will I work part-time, apply for a loan? Are there some colleges on my list that I will attend only if I get a full scholarship? Are there other schools on my list that I would sacrifice for in order to go to (i.e. taking fewer classes at a time in order to work more or applying for college loans). (250 Words) 

(3)  Please list the types of assistance you and your family are willing to research, apply for, and accept.  These should be chosen based on need.  
I ___________________________ have read the Funding your Education booklet 


(YOUR NAME PRINTED)

distributed in my College Preparation and Work Skills class.  I understand all of the 

information and have discussed it with my parent or guardian.

I _________________________________ have read the Funding your Education booklet 

   (PARENT OR GUARDIAN’S NAME PRINTED)
and have thought about and discussed this topic with the students name printed 

above.  I have also read over the answers my student wrote to the questions above. 

X______________________________________________________        _______________


                   (YOUR SIGNATURE)                                                                                              (DATE)

X______________________________________________________        _______________   

                            (PARENT OR GUARDIAN’S SIGNATURE)                                                              (DATE)
Week Two – Friday

	Quote of the Day

“The main problem in the sale is to find the basic need, or the main point of interest, and then stick to it.” – Frank Bettger, author of the best-selling book How I Raised Myself from Failure to Success in Selling.
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class on Tuesday:  Deciding what type of financial assistance is necessary.  This homework must be completely filled out and signed by students’ guardian.  These will be graded based on completeness and will be filed in the college counselor’s office.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Collect homework:  packets for recommendation letters.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.
· Remind students that their financial assistance homework is due on Tuesday.

· Collect speaker evaluations.

· Remind students that we will be meeting in the computer lab on Monday.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Three

Week Three – Monday
	Quote of the Day

“Knowledge is power.” – Francis Bacon
Objective

Writing skills.
Requesting recommendations.

	Materials

None
Homework

· Assignment Due at the beginning of class on Tuesday:  Deciding what type of financial assistance is necessary.  This homework must be completely filled out and signed by students’ guardian.  These will be graded based on completeness and will be filed in the college counselor’s office.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!

· Daily greeting.
· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Students will be given time to work on a short letter (approximately 150 words) that will be distributed to any person they would like to request a recommendation letter from.  The letter must include:

· To whom it may concern,

· An introductory sentence requesting their assistance.

· A short description of what they have included in their packet.
· What colleges they plan on attending.
· One to two sentences describing that they have attached an envelope with their teachers name and the schools address.  If recommendation letters are being requested from people outside of school, a stamp will be placed on the envelope in order for them to mail the recommendation letter back to the instructor of this course.  If recommendation letters are being requested from faculty and staff within Leadership, instruct those people to return the recommendation in the sealed envelope in the instructors’ mailbox in the main office.  Students are NOT allowed to see their own recommendation letters.

· A line thanking them in advance for their assistance.

· Name typed and signed.

·  Collect requests for recommendation letters.

· Remind students that their financial aid decisions are due tomorrow.

· Remind students that their college journals are due on Monday.  

· Remind students that class will be held in the computer lab tomorrow, Wednesday and Thursday.

· Answer questions.

	 


Week Three – Tuesday

	Quote of the Day

“If you don’t measure results, you can’t tell success from failure.” – David Osborne and Ted Gaebler
Objective

Short answer questions on college applications.

	Materials

Sample short answers (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.
· Hand out worksheet:  Sample short answers.
· Review example short answer questions as a class.  If students appear stumped, ask the class for any ideas or suggestions for each answer.  

· Students will be use a majority of the period to work individually.  They are required to answer some sample short answer questions that may appear on applications that they choose to fill out.  These answers must be typed and handed in at the end of class today.
· Remind students that their college journals are due on Monday.  

· Remind students that class will be held in the computer lab tomorrow and Thursday.

· Answer questions.



**Note:  Sign up to have class in the computer lab on Monday. **
Name______________________________________ Period _______ Date __________

Class Work

Sample Short Answers

Sources:  Syracuse University Undergraduate Application, 2005 & Cornell University Undergraduate Application, 2005
Directions:  Type your responses to the following short answer questions.  Short answer questions should range from 100 to 150 words (approximately 7-10 sentences).  Please check your word count to make sure you are within the required range.  
(1) Who or what influenced you to apply to Syracuse University?

(2) What are your academic and career aspirations?

(3) What is your most meaningful activity outside the classroom and why?

(4) In all aspects of University life, we will work together to reach the following goals.  Select two of the ideals and describe how they relate to your personal beliefs and convictions.

We the students, faculty, staff and administrators of Syracuse University will:

a. Support scholarly learning as the central mission of the University.

b. Promote a culturally and socially diverse climate that supports the development of each member of the community.

c. Uphold the highest ideals of personal and academic honesty.

d. Maintain a safe and healthy environment for each member of our community. 

(5) Describe your intellectual interests, their evolution, and what makes them exciting to you?

Week Three – Wednesday

	Quote of the Day

“You see things; and you say ‘why?’ but I dream things that never were; and say ‘why not?’” 
- George Bernard Shaw
Objective

Writing a college essay.

	Materials

College essays, what’s the point? (worksheet)

Homework

· Assignment Due at the beginning end of class on Thursday:  Proposal for college essay.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  College essays, what’s the point?
· Review with students why colleges require an essay.  A college essay can actually help students who do not perform well on tests and do not feel that their SAT scores reflect their real intelligence (this was the case for me!)  

· Describe what colleges look for in essays from perspective students.

· Ask the class to come up with a list of suggested topics.  Write their ideas on the board.

· Give the students the remainder of the period to begin thinking about what topic they would like their college essay to revolve around.  A typed proposal will be due by the end of class tomorrow.

· Remind students that their college journals are due on Monday.  

· Remind students that class will be held in the computer lab tomorrow.

· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Worksheet

College Essays, What’s the Point?

Source:  www.collegeboard.com

This article is based on information found in The College Application Essay, by Sarah Myers McGinty.
Getting Started

The college application essay is a chance to explain yourself, to open your personality, charm, talents, vision, and spirit to the admission committee. It's a chance to show you can think about things and that you can write clearly about your thoughts. Don't let the chance disappear. Stand up straight and believe in yourself!

The Essay Writing Process

OK, boot up your computer and let's get to it. To write a college essay, use the exact same three-step process you'd use to write an essay for class: first pre-write, then draft, and finally, edit. This process will help you identify a focus for your essay, and gather the details you'll need to support it.

Prewriting

To begin, you must first collect and organize potential ideas for your essay's focus. Since all essay questions are attempts to learn about you, begin with YOU.

Brainstorm
Make a list of your strengths and outstanding characteristics. Focus on strengths of personality, not things you've done. For example, you are responsible (not an "Eagle Scout") or committed (not "played basketball"). If you keep drifting toward events rather than characteristics, make a second list of the things you've done, places you've been, accomplishments you're proud of; use them for the activities section of your application. 

Discover Your Strengths
Do a little research about yourself: ask parents, friends, and teachers what your strengths are. 

Create a "Self-Outline"
Now, next to each trait, list five or six pieces of evidence from your life -- things you've been or done -- that prove your point. 

Find Patterns and Connections
Look for patterns in the material you've brainstormed. Group similar ideas and events together. For example, does your passion for numbers show up in your performance in the state math competition and your summer job at the computer store? Was basketball about sports or about friendships? When else have you stuck with the hard work to be with people who matter to you? 

Drafting

Write your essay in three basic parts: introduction, body, and conclusion.

The introduction gives your reader an idea of your essay's content. It can shrink when you need to be concise. One vivid sentence might do: "The favorite science project was a complete failure." 

The body presents the evidence that supports your main idea. Use narration and incident to show rather than tell. 

The conclusion can be brief as well, a few sentences to nail down the meaning of the events and incidents you've described. 

There are three basic essay styles you should consider:

Standard Essay
Take two or three points from your self-outline, give a paragraph to each, and make sure you provide plenty of evidence. Choose things not apparent from the rest of your application or "light up" some of the activities and experiences listed there. 

Less-Is-More Essay
In this format, you focus on a single interesting point about yourself. It works well for brief essays of a paragraph or half a page. 

Narrative Essay
A narrative essay tells a short and vivid story. Omit the introduction; write one or two narrative paragraphs that grab and engage the reader's attention, then explain what this little tale reveals about you. 

Editing

When you have a good final draft, it's time to make final improvements to your draft, find and correct any errors, and get someone else to give you feedback. Remember, you are your best editor. No one can speak for you; your own words and ideas are your best bet.

Let It Cool
Take a break from your work and come back to it in a few days. Does your main idea come across clearly? Do you prove your points with specific details? Is your essay easy to read aloud? 

Feedback Time
Have someone you like and trust (but someone likely to tell you the truth) read your essay. Ask them to tell you what they think you're trying to convey. Did they get it right? 

Edit Down
Your language should be simple, direct, and clear. This is a personal essay, not a term paper. Make every word count (e.g., if you wrote "in society today," consider changing that to "now"). 

Proofread Two More Times
Careless spelling or grammatical errors, awkward language, or fuzzy logic will make your essay memorable -- in a bad way. 

Week Three – Thursday

	Quote of the Day

“Writing is easy.  All you do is stare at a blank sheet of paper until drops of blood form on your forehead.” – Gene Fowler, twentieth-century writer
Objective

Proposals for college essays.

	Materials

None
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will have the entire class period to type their college essay proposals.  These proposals should include:

· The topic they will revolve their essay around.

· Why they chose this topic.

· A brief outline of what they will include in this essay.

· Why they think it will be effective.

· These proposals should be one page, single-spaced.

· Remind students that their college journals are due on Monday.  

· Remind students that class will be held in the classroom tomorrow.

· Collect typed proposals.  This will be graded as a class work grade.

· Answer questions.



Week Three – Friday

	Quote of the Day

“The journey of a thousand miles must begin with a single step.” – Lao Tzu
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Remind students that their financial assistance homework is due on Tuesday.

· Collect speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Four

Week Four – Monday
	Quote of the Day

“People tend to process solutions, rather than identify the problem.” - Anonymous

Objective

Paying attention to detail.

	Materials

None
Homework

· Assignment Due at the beginning of class on Thursday:  College essay introduction and outline of body paragraphs (typed).

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!

· Daily greeting.

· Write agenda on the board.
· Collect journals.

· Discuss the quote of the day.

· Hand back resume request letters.

· Hand back essay proposals.

· Review the importance of paying attention to detail.

· Students will have the remainder of the period to make the corrections to their resume request letters.  These should be final by the end of class today.

· Make students aware of their homework assignment due on Thursday:  College essay introduction and outline of body paragraphs.  This must be typed.

· Remind students that their college journals are due on Monday.  

· Answer questions.


	 


Week Four – Tuesday

	Quote of the Day

“For every complex problem, there is a simple solution that is elegant, easy to understand, and wrong.” – H.L. Mencken
Objective

Encourage students to be the best they can be.

	Materials

Kick Yourself in the Butt (class work)
Homework

· Assignment Due at the beginning of class on Thursday:  College essay introduction and outline of body paragraphs (typed).

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out class work:  Kick yourself in the Butt.
· Ask for two separate students to read the quotes on the top of the worksheet.

· Give the entire class 5 minutes to write down some reflections on one of the two quotes.  When they are done, tell students that they will have 15 minutes to complete the second assignment on the worksheet.

· Once students have completed both parts of the worksheet, ask students to go around and share with the class how they will kick themselves in the butt for an activity that they have to do during the course of the rest of the week.  These activities may include homework, sports, chores, something at their job, etc.

· Remind students that their college essay introduction and outline of body paragraphs (typed) are due on Thursday.

· Remind students that their college journals are due on Monday.  

· Collect the Kick Yourself in the Butt class work.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Kick Yourself in the Butt

Source:  A Guide to Teach Youth What Employers want them to Know by William D. Coplin

PART A:  Use the space below to reflect on one of the two quotes below. Circle the quote you choose to write your reflection about.
· A senior VP at one of the leading financial corporations in the world had this to say about self motivation:

“If I had to police everyone in order to get the job done, it’d be faster, for me, to do it myself.  

I want someone who will get the job done and get it done right.  An employee needs to be a 

self-started and self-driven.  If I have to tell them what to do, they haven’t done it.”

· The fate of a baseball player who didn’t show enthusiasm:
“Shortly after I started out as a professional baseball player, I got one of the biggest shocks of my life.  I was young and ambitious and what happened?  I was fired.  The manager said he fired me because I was lazy!  Well, that was the last thing I expected him to say.  ‘You drag yourself around the field like a veteran who has been playing ball for twenty years,’ he told me.  ‘Why do you act that way if you’re not lazy?’  I said, ‘I’m so nervous, so scared, that I want to hide behind that fear from the crowd.  Besides, I hope that by taking it easy, I’ll get rid of my nervousness.’  He said, ‘It will never work.  That’s the thing that is holding you down.  Whatever you do after you leave here, for heaven’s sake, wake yourself up, and put some life and enthusiasm into your work.’”

Frank went to a lower minor league and, as his coach suggested, “began to act enthusiastic.”  He made the majors and may have mad the hall-of-fame except for a career-ending injury.  He took his enthusiasm to his work and, without a college education, became a very accomplished businessman.

PART B:  Use the space below to respond to the following question.   Write down one of the things you do best.  Included in this short response, you must select one of the following and state how it is the key to your success:  

(1) Self-motivation


(3) Doing more than is asked 


(2) Being enthusiastic

(4) Always working to improve.

Week Four – Wednesday
	Quote of the Day

“There is nothing more difficult to carry out, nor more doubtful of success, nor more dangerous to handle, than to initiate a new order of things.” – Niccolo Machiavelli
Objective

Encourage students to protect their health.

	Materials

Living a Healthier Lifestyle (class work)
Homework

· Assignment Due at the beginning of class on Thursday:  College essay introduction and outline of body paragraphs (typed).

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Begin a discussion with the following statement:  “I am not going to tell you that risky behavior like cigarette smoking, alcohol and other drug use, unprotected sex, a poor diet, and not enough sleep can severely damage your health.  You already know that.  Bud do you know that it can damage your chance to be rich?  What do you think about that?

· Allow the students to debate this statement.  Offer this response after several minutes of debating:  Good health means energy and alertness to do a good job.  Employers prefer workers who show up on time and are ready to work.  “Alertness” is a word frequently used in interviews and published lists of characteristics of a good worker.  Good health also means higher grades and a more impressive resume while you are in school.  It is a direct path to more money.  

· Hand out class work:  Living a Healthier Lifestyle.
· Ask students to appropriately respond to each answer.  The information should be kept confidential.

· Remind students that their college essay introduction and outline of body paragraphs (typed) are due on Thursday.

· Remind students that their college journals are due on Monday.  

· College class work assignment.

· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Class Work

Living a Healthier Lifestyle

Source:  A Guide to Teach Youth What Employers want them to Know by William D. Coplin

Write down at least 5 things you do that are unhealthy behaviors.  These behaviors may include cigarette smoking, consumption of alcohol, drug use, practicing unprotected sex, following a poor diet, not getting enough sleep, allowing yourself to get too stressed out, hanging out with the wrong people, or any other risky behaviors you can think of.
(1)

(2)

(3)

(4)

(5)

Using the information that you have listed above, create a plan below for how you will live a healthier lifestyle over the next few weeks.  Hopefully this will enjoy your plan and make it your new routine.

Week Four – Thursday

	Quote of the Day

“Nothing we do, however virtuous, can be accomplished alone.” – Reinhold Neibuhr

Objective

Discuss the importance of and why people would want to attend college

Discuss why people would not want to attend college

	Materials

College vs. The Work Force (worksheet)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the end of class on Monday:  College essay, first rough draft.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework:  college essay introduction and outline.

· Begin with the following statement:  “Now that we have been researching and discussing colleges over the past few weeks, as well as researching and finding out more about ourselves, I am interested to know how many of you would like to attend college and how many do not want to attend college.  Either answer is okay!  We are going to go around the room in a circle and each of you should respond to the question and state why you chose your answer.  If you do not want to attend college, what do you want to do?  Join the work force?  Enlist in the military?”
· Hand out worksheet:  College vs. The Work Force. 

· Ask students to read out loud and debate the various arguments on the worksheet.

· Remind students that their college journals are due on Monday.
· Remind students that their first rough drafts are due by the end of class on Monday.  They will have the entire class period on Monday to work on these rough drafts, however, it is suggested that they get a head start.  

· Answer questions.



**Note:  Sign up to have class in the computer lab on Monday. **
Name______________________________________ Period _______ Date __________

Worksheet:

College vs. The Work Force

Source:  http://www.baycongroup.com/education/ed_voc_cert.htm

· Completion of a 4- to 5-year full-time academic course of study after high school is recognized by award of a college baccalaureate degree. Persons having this degree are deemed to have the qualifications that make them potential candidates for degree-requiring jobs. It is estimated that today perhaps 30% of the work force is employed in a job that by law or custom requires at least a bachelor's degree (McMenamin 1998).

· Many studies verify that education beyond high school results in higher earnings. Hartog (1999) reports a 5-15% rate of return in additional earnings per year of postsecondary schooling. The highest earnings benefits, however, are dependent upon certification or degree achievement.  The earnings rewards for college graduates, in general, are the highest.

· Not obtaining a full college degree results in some penalty. Men and women who have some college credit but have not earned a degree earn less than associate degree holders (Hecker 1998).

· Every briefcase-carrying businessman and high-powered career woman could relate to the daily stresses from the constant ringing of the cell phone to the congested commutes, all of which have become familiar aspects of their lives. A new study has found that those with less education, such as high school dropouts, reported having to deal with less daily stress. However, while they experienced less daily stress, researchers pointed out that people with less education suffered more severely through stressful situations, to the point that the stress became harmful to their health.  A national study surveyed 1,031 adults for eight days in a row, with a stress-related event happening each day, and ranked the stress levels according to their severity. 

Results from the study: 
· People holding college degrees reported feeling stressed 44 percent of the days they were tested. 

· Those with either a high school degree or some college reported feeling stressed 39 percent of the time they were evaluated. 

· Those who didn’t finish high school were found to experience stress 30 percent of the days. 

· Although postsecondary education is seen as a good investment, Robert Rischauer of the Brookings Institute notes that, because smarter students gravitate to educational achievement, the profitability of their education is a self-fulfilling prophecy (McMenamin 1998). If sets of workers have more ability and have achieved higher educational standards, it is understandable that these are the workers employers will be willing to hire. Heckler (1998), however, suggests that learning characteristics play a large role in workplace success and may have the greatest affect on occupational choices and earnings. "Employers are willing to pay significantly higher wages to workers who can find, organize, and think with a variety of kinds of knowledge" (Ramsay 1999, p. 626).

· Among the characteristics attributed to lifelong learning are the learning processes of engagement, investigation, speculation, trial and error (which involves risk taking), and reflection. Whether these skills are better acquired in postsecondary institutions or on-the-job corporate programs is being debated.

Week Four – Friday

	Quote of the Day

“Begin with praise and honest appreciation.” – Dale Carnegie
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class on Tuesday:  College essay, first rough draft.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Remind students that their first rough drafts are due by the end of class on Monday.  They will have the entire class period on Monday to work on these rough drafts, however, it is suggested that they get a head start.
· College speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Five

Week Five – Monday
	Quote of the Day

“Writing, when properly managed…is but a different name for conversation.” – Laurence Sterne
Objective

College essay rough drafts.

	Materials

None
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab!

· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Students will have the entire period to work on their college essays.  They must hand in a rough draft (three pages minimum) by the end of class today.
· Remind students that their college journals are due on Monday.  

· Answer questions.


	 


**Note:  Make one photocopy of each student’s rough draft.  This is so you can make comments on their original copies while they practice peer editing on the photocopied versions. **
**Note:  These rough drafts must be turned around and handed back to the students by Friday. **
Week Five – Tuesday

	Quote of the Day

“The real problem is not whether machines think but whether men do.” – B.F. Skinner
Objective

Constructive criticism.
Peer editing and proofing.

	Materials

Constructive criticism (worksheet)
Peer editing (worksheet)

Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the classroom.
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Constructive criticism.

· Discuss the importance of constructive criticism.  Also discuss the importance of using peers as a great resource to edit essays, papers and reports.

· Hand out worksheet:  Peer editing.
· Review each symbol and explain what it means.

· Remind students that their college journals are due on Monday.  

· Answer questions.



Name______________________________________ Period _______ Date __________

Worksheet

Constructive Criticism 

Source:  http://www.iwmf.org/training/constructive.php
What is the definition of constructive criticism?

Constructive criticism is the process of offering valid and well-reasoned opinions about the work of others, usually involving both positive and negative comments, in a friendly manner rather than an oppositional one. In collaborative work, this kind of criticism is often a valuable tool in raising and maintaining performance standards.

Constructive Criticism:
· Provides feedback that enhances job results. 

· Leads to ongoing personal and professional development. 

· Reduces stress and creates psychological security. 

· Helps improve interpersonal relationships. 

· Helps develop the ideal organizational climate. 

Golden Rules of Giving Criticism: 

· Give criticism in private. 

· Do not sound threatening. 

· Keep the criticism balanced. 

· Focus on the problem, not on the person's personality. 

· Don't overstate the problem by using words such as "always," "never" or "worst." 

· Give criticism soon after the event. 

· Pose questions that let the person do the work for you. 

· Stick to one subject. Don't string together criticisms at one sitting. 

· Don't remind people of previous instances that were resolved. 

· Use the "I" mode. 

Golden Rules of Receiving Criticism: 

· Welcome feedback. 

· Listen to the criticism. 

· Maintain eye contact and open body language as you listen. 

· Restate the criticism to make sure you understand it. 

· View the criticism as an attempt to fix a problem, not a personal attack. 

· Focus on possible solutions to each criticism. 

Name______________________________________ Period _______ Date __________

Worksheet

Peer Editing
[image: image14.png]



Before you begin to peer edit, examine for a moment why you are being given this opportunity.  The peer response exercise has multiple benefits.  Hearing others' responses to your own writing can help you build a sense of audience.  What do they react to?  What not?  Where are they confused?  Also, peer editors often offer new information.  Responding to others' writing can help you recognize your own strengths and weaknesses.  Sometimes, by comparing your work to the work of others, you will see what could be done to improve your own writing.  Finally, you will develop your critical sense of what does and doesn't work in writing. 
The following list works well as a self-edit or as a partner edit.  Consider the following questions when editing a paper:
Subject 
What is the writer's subject?  Does the writer stick with the subject?  If not, where is the problem?  Is the subject focused enough to be developed in a paper of this length? 

Audience, Purpose, Tone 
Who is the audience?  How might the writer more effectively address this audience?  Is the purpose of this paper to argue? To inform? To entertain?  How might the purpose be strengthened?  Describe the writer's tone.  Is it formal or informal?  Reasonable or radical?  Is the tone consistent?  Can you identify places where the writer's tone shifts? 

Organization 
Does the writer use a formal organizational pattern?  What is the main idea (thesis)?  Does it clearly point out the content and structure in the paper?  How might it be strengthened?  Does the introduction catch your attention?  What else might the writer do with the introduction?  Does the conclusion fit?  Were you prepared for it?  How could the conclusion be improved? 

Mechanical Errors 
Did you find any sentence fragments?  Where?  Did you find any run-on sentences?  Which ones?  Where is the punctuation confusing?  Incorrect?  What words are used incorrectly?  What words need to be spelled correctly?  What capitals need to be checked? 

Diction 
What wording surprised you?  Did the surprise work well?  Is the writer too brief?  Too wordy?  Where? 
Is the wording clear?  What is unclear?  Do the vocabulary and sentence structure match the writer's intended voice?  Purpose?  Audience?  Where might there be a problem?  Did the writer vary sentence length and structure?  Read for the paper's "rhythm."  Does it flow smoothly or does it plod along? 
Week Five – Wednesday
	Quote of the Day

“Saint, a dead sinner revised and edited.” – Ambrose Bierce, nineteenth-century poet
Objective

Peer editing and proofing.

	Materials

Rough draft rubric (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Before handing out copies of rough drafts, ask students if anyone would prefer that their copy not be edited due to the privacy of their chosen topic.  If this problem arises, students can work in groups of three to edit work, however, remind those who choose to not have their paper peer edited that they will be receiving less tips than the rest of their classmates.
· Students will work in pairs today.  Hand out the photocopy of each student’s college essay to their chosen pair and vice versa.  Students should not be handed their own copy!  Students who are not present on this day will not have their papers peer edited.

· Hand out worksheet:  Rough draft rubric.
· Explain to the students that this is the same grade sheet that the instructor will use to grade these rough drafts.  Students are required to write their name on the grade sheet as well as the students’ paper they graded.  They are also permitted to write directly on the copied essay.  

· Students will be given a class work grade based on how truthfully and well the peer editing marks are.
· Remind students that their college journals are due on Monday.  

· Collect rough draft photocopies as well as rough draft grade sheets.

· Answer questions.


	 


Editors Name_______________________________ Period _______ Date __________

Class Work

Rough Draft Rubric


Directions:  You will have the entire period to edit your partners’ college essay.  You are required to write both the author’s name on the line provided below as well as your name on the line provided at the top of this worksheet.  Circle the appropriate responses to the editing questions below.  Write any other marks or suggestions directly on the paper.  Your grade for this assignment will depend on how completely you edit your partner’s paper, so take your time and do a good job.
Author’s Name: _____________________________________________________________________

Does the author clearly state the subject in the introductory paragraph?    Always       Sometimes      Never

Does the author stick to the subject?




         Always       Sometimes      Never

Does the author effectively address his or her audience?

         Always       Sometimes      Never

Is the author’s tone consistent?




         Always       Sometimes      Never

Is the essay organized?






         Always       Sometimes      Never

Does the conclusion summarize the essay?


      
         Always       Sometimes      Never

Are their any sentence fragments?




         Always       Sometimes      Never

Are their any grammatical errors?




         Always       Sometimes      Never

Are their any misspelled words?




         Always       Sometimes      Never

Are their any other mechanical errors (punctuation, capitalization, etc?)    Always       Sometimes      Never

Does this paper flow smoothly?




         Always       Sometimes      Never

What grade would you give this paper overall?


         A
         B         C
         D         F

State four pieces of constructive criticism:
(1)

(2)

(3)

(4)
Week Five – Thursday

	Quote of the Day

“A teacher affects eternity.” – Henry Adams, nineteenth-century author
Objective

Teaching others.

	Materials

None
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.
· Discuss the quote of the day.

· Students are required to work with the same pair that they worked with yesterday.

· Discuss the importance of teaching others.

· Today’s topic is to teach others.  Sometimes when work is edited by a peer, or a teacher for that matter, it is difficult to understand what the editor meant by their marks or handwriting, etc.  Each pair will go over all of the editing marks that were made until both members are one hundred percent clear.
· Remind students that their college journals are due on Monday.  

· Answer questions.



Week Five – Friday

	Quote of the Day

“You pays your money and you takes your choices.” - Punch
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework:  packets for recommendation letters.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Hand back first rough drafts (instructor’s comments as well as peer editing remarks.)

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Six

Week Six – Monday
	Quote of the Day

“Typing 35 words per minute error free is a SET IN STONE necessity – kind of like being able to find the job interview.  If you can’t even do this, don’t bother.” – Mark Twain
Objective

First impressions.

Interviewing for a job or position.

	Materials

Job interviews (worksheet)
Homework

· Assignment Due at the beginning of class on Wednesday:  Good interview scenarios.
· Assignment Due at the beginning of class on Thursday:  Bad interview scenarios.

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class NEXT Tuesday:  Second rough draft.

· Assignment Due at the beginning of class NEXT Friday:  First college application.

	Agenda

· Daily greeting.
· Write agenda on the board.

· Collect journals.
· Discuss the quote of the day.

· Discuss the importance of making a good first impression.

· Hand out worksheet:  Job interviews.
· Discuss the various interview dos and don’ts. 
· Group students into pairs.

· Explain this week’s homework assignment:  On Wednesday, each group will perform good interview skits.  This includes looking good (dressing nicely)!  On Thursday, each group will perform bad interview skits.  These interviews can either be based on what was covered today in class, interviewing for a job or a position, the topic that will be covered tomorrow, conducting interviews to gather information.
· Remind students that their college journals are due on Monday.
· Remind students that they must hand in the second rough draft of their college essays by Tuesday of next week and one completed college application by Friday of next week.
· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Worksheet

Job Interviews
Source:  Jane Present’s You Never Get a Second Chance

Calling for an Interview

· How do you sound on the telephone? Practice sounding intelligent, mature and impressive. Speak clearly.  Imagine as you dial that the person at the other end of the phone is seated right next to you. Have a pen and writing paper next to you to take down information on the spot.

· When the operator answers, ask to be connected to the human resources department.  Introduce yourself by name to the individual who answers, ask the human resources person for a job application to be sent to you at home.  Give your name, address and telephone number. Tell the person you are interested in working at their store, or office and ask for an interview. Tell the person when (not during school hours) you are available and ask for an appointment. 

· Before you hang up, review what they have told you.  Repeat the date, time, and place to make sure you have written down the information correctly. 

· Thank them for their time before you hang up.
Dressing for a job interview

· Young men should wear a shirt, tie and if possible a jacket.  Nice shoes should be worn, not sneakers. Hair should be combed and groomed, nails clean, and face freshly shaved. If a jacket is not available, a clean shirt and tie will do. Remove your outer jacket for the interview.
· Young women should wear a skirt of appropriate length, or slacks, not jeans. A blouse or sweater should be worn on top.  Nice shoes should be worn, not sneakers. Young women should not wear too much makeup, or too much jewelry, especially any bracelets that make noise. 
The Interview

· Plan to be 15 minutes early at the address, so there is no chance you will be late. Arrive at the office of the interviewer five minutes early.  If anyone is going to wait, it should be YOU!

· Stand when an adult approaches you, or if you are in a room waiting, stand when the interviewer walks in.  Extend your hand for a proper handshake: shoulders back, chin up, firm grip, eye contact, and smile. 
· Introduce yourself by name: "Good morning, my name is _____.” He/she says, "I am happy to meet you", and you say "thank you.”  Sit when asked to be seated, and offer your application. Sit up straight in the chair, no slouching, knees together and hands folded in your lap.
· Look directly at the interviewer; do not look down, away, or at the wall.  Do not use poor grammar or slang.
Image Breakers for Men & Women:

· Scuffed shoes or worn down heels.

· Too tight or too baggy clothing.

· See through blouses or clothes that bare too much skin.

· Dirty or wrinkled clothing.

· Chewing gum or smoking.

· Poor attitude.

· Slouching and poor posture.
· Bulging pockets.
· Stringy or dirty un-groomed hair.

· Overpowering cologne or perfume.
Example Questions and Responses
· Why do you want this job?

Answer: I want this job because I am doing well in school; I have hours during the week after school, on the weekends and during the holidays to work and still keep up with my studies. I want to go to college and I will need the additional money to buy the things I need and want for college. I want to work at ______because I think the working environment will be good for me. I have done some research and I think this company treats its employees well.
· Why should I hire you and not another candidate?

Answer: You should hire me because I am honest, I work hard, I will be here on time every day I am expected, I will do my job, I will take instructions from my superiors and I will accept the responsibility for my actions and my behavior.  It will help me learn and gain work experience for the future.
· Where do you see yourself ten years from today?

Answer: I see myself having graduated from college, choosing a career and a position which will give me pleasure and satisfaction and allow me to be independent of my parents, making enough money to live on my own, provide for myself, enjoy leisure activities, give something back to my community when I can and perhaps think about starting my own family. 

Questions you NEVER Ask!
· How many sick days do I get?

· How long do I have to work until I get a vacation?

· Do I get regular breaks?

· How long do I get for lunch?

You will be Asked if you Have any Questions.  Here are Some Suggestions:
· What will my salary be? (If that question has not already been answered)

· Does this job offer any health benefits?

· Will I be paid for overtime?

· Is there room for advancement within the company if I succeed?

What Kind of First Impression do you Make?

Would you be impressed if you met yourself? How do you think you would look and act?

Practice in front of the bathroom mirror. Pretend to introduce and shake hands with yourself. Hold a mock conversation or interview. Watch your body language. Set a mirror in front of you the next time you are on the telephone. Watch your facial expressions.  Then you will see what you look like to others.

Is your walk graceful and controlled? Is it eye pleasing?

Take a natural stride. Don't walk too fast. Be in control. Keep toes pointed ahead. Never walk on the inside or outside of your shoes. Never let your arms swing widely at your sides but glide back and forth with your arms kept close to your body.  You should feel your fingertips brushing alongside your body. Keep your head up and look straight ahead. You do not have to look at your feet to make them work. If you are wearing new shoes, break them in by walking around the house in them for at least a week before wearing them in public.

Imagine that you are a presenter at the MTV awards. Millions of people are watching you as you make your way to the podium. You know you look great because you have practiced your walk!  Confidence is everything.
Be confident!  You can all make a wonderful first impression if you follow these simple steps.

Week Six – Tuesday

	Quote of the Day

“Clothes make the man.  Naked people have little or no influence in society.” – Mark Twain

Objective

Conducting interviews to gather information.

	Materials

Interviewing skills (worksheet)
Homework

· Assignment Due at the beginning of class on Wednesday:  Good interview scenarios.

· Assignment Due at the beginning of class on Thursday:  Bad interview scenarios.

· Assignment Due at the beginning of class on Monday:  College journal.
· Assignment Due at the beginning of class NEXT Tuesday:  Second rough draft.

· Assignment Due at the beginning of class NEXT Friday:  First college application.

	Agenda

· Daily greeting.

· Write agenda on the board.
· Discuss the quote of the day.

· Hand out worksheet:  Interview skills.
· Discuss the importance of conducting interviews and dealing with “real people” when gathering information.  This includes something as extreme as making an argument for or against a particular top or simply writing a paper that an expert’s advice can enhance!

· Remind students that their skits are due tomorrow and Thursday.  They MUST dress appropriately tomorrow to receive any credit for their “good interview scenario” skits.

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in the second rough draft of their college essays by Tuesday of next week and one completed college application by Friday of next week.

· Answer questions.



Name______________________________________ Period _______ Date __________

Worksheet

Interviewing Skills

Here are some interview tips to consider when CONDUCTING an interview:

1. Make an appointment with your interviewee well in advance. Confirm the appointment at least 24 hours in advance as well.

2. Dress appropriately. Dress business casual.

3. Do not chew gum.

4. Plan to arrive on time or a few minutes early. Late arrival for an interview is never excusable.

5. Greet the interviewee by last name if you are sure of the pronunciation. If not, ask the interviewee to repeat it. Give the appearance of energy as you walk. Smile! Shake hands firmly. Be genuinely glad to meet the interviewee.

6. Sit upright, look alert and interested at all times. Be a good listener as well as a good communicator.

7. Look at the interviewee in the eyes while speaking.

8. Bring any appropriate materials (i.e. pen and paper).

9. Take notes and have your questions ready in advance. They should be written down so that you can write the answers next to them. If recording the conversation, ask if you can beforehand, but still take notes. You never know when a tape recorder may not record.

10. Use appropriate language.

11. Be honest. Answer any questions truthfully, frankly and concisely.

12. Do not debate with the interviewee.

13. Be courteous. Say thank you for taking the time out of his or her schedule to meet with you and shake hands once more before leaving.

14. Get contact information and ask if it is OK if you contact your interviewee later with any further questions.

Week Six – Wednesday

	Quote of the Day

“He listens well who takes notes.” - Dante
Objective

Good interview scenarios.
Looking good.

	Materials

Good interview scenarios rubric (class work)
Homework

· Assignment Due at the beginning of class on Thursday:  Bad interview scenarios.

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class on Tuesday:  Second rough draft.

· Assignment Due at the beginning of class NEXT Friday:  First college application.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out class work:  Good interview scenarios rubric.
· Students are required to pay attention to each skit and grade each group based on the rubric handed out in class.  These grades should be taken seriously.  If they are not completed truthfully and honestly, students will receive a zero for their class work grade.

· Good interview scenarios.  One group at a time will perform the skits they have prepared.

· Remind students that their second skits are due tomorrow.

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in the second rough draft of their college essays by Tuesday of and one completed college application by Friday of next week.

· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Class Work

Good Interview Scenarios Rubric

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO
· What grade would you give this group on their overall performance?

A    B    C    D    F 


Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 


Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Week Six – Thursday
	Quote of the Day

“Smile.” – Dale Carnegie
Objective

Bad interview scenarios.

	Materials

Bad interview scenarios rubric (class work)

Homework

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class on Tuesday:  Second rough draft.

· Assignment Due at the beginning of class NEXT Friday:  First college application.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out class work:  Bad interview scenarios rubric.
· Students are required to pay attention to each skit and grade each group based on the rubric handed out in class.  These grades should be taken seriously.  If they are not completed truthfully and honestly, students will receive a zero for their class work grade.

· Bad interview scenarios.  One group at a time will perform the skits they have prepared.

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in the second rough draft of their college essays by Tuesday of and one completed college application by Friday of next week.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Bad Interview Scenarios Rubric

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 


Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 


Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Name of group members:_____________________________________________________________
· Did both parties dress appropriately?





YES

NO

· Did both parties chew gum?






YES

NO

· Did both parties arrive on time or a few minutes early?



YES

NO

· Did both parties greet each other by last?





YES

NO

· Did both parties give the appearance of energy? Smile? 



YES

NO

· Did both parties sit upright, look alert and interested at all times?

YES

NO

· Did the interviewer look at the interviewee in the eyes while speaking?

YES

NO

· Did both parties bring appropriate materials (i.e. pen and paper)?

YES

NO

· Did both parties take notes and have questions ready in advance?

YES

NO

· Did both parties use appropriate language?




YES

NO

· Were both parties courteous?






YES

NO

· Did both parties get contact information?





YES

NO

· What grade would you give this group on their overall performance?

A    B    C    D    F 

Week Six – Friday

	Quote of the Day

“Don’t judge a book by its cover.” - Anonymous

Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class on Tuesday:  Second rough draft.

· Assignment Due at the beginning of class NEXT Friday:  First college application

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Remind students that they must hand in the second rough draft of their college essays by Tuesday of and one completed college application by Friday of next week.

· Collect speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Seven

Week Seven – Monday
	Quote of the Day

“There is no ‘I’ in team.” – Unknown
Objective

Working in teams. 

	Materials

Interviewing my group members (class work)
Group contract (class work)
Homework

· Assignment Due at the beginning of class on Tuesday:  Second rough draft.

· Assignment Due at the beginning of class on Friday:  First college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Split the class into groups of 4.

· Hand out class work:  Interviewing my group members.
· This is an opportunity to talk to your group members.  Each group member should pair up with another group member.  This means there will be two pairs within each group.  Fill out the questionnaire about your partner and then share the information with the rest of your group.

· Hand out class work:  Group contract.
· As a group, fill out a contract that you all promise to abide by.  Things to include in this contract include attendance, participation, completing work in advance, sending everything to everyone else electronically incase you are not here, etc.  Each group member must sign this contract.  This contract should be filed away and brought out if any group issues arise.

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in the second rough draft of their college essays at the beginning of class tomorrow.

· Remind students that they must hand in one completed college application by Friday.

· Collect the group interviews and contracts.

· Answer questions.


	 


**NOTE:  Sign up to have class in the computer lab next Monday, Tuesday, Wednesday and Thursday. **
Name______________________________________ Period _______ Date __________

Class Work

Interviewing my Group Members

What is your full name?

Where do you live (borough)?

What is your favorite color?  Type of music?  Food?

Do you have any siblings?

Are you the oldest or youngest or somewhere in the middle?

What are some of your hobbies/interests?

What is one interesting fact about yourself?

What colleges are you planning on applying to?

Do you like to work in groups?

While we are working as a group, if we disagree with your ideas, how will you handle it?

Do you like to compromise?

Are you a leader or a follower?

Give an example of when you had to work with someone who was difficult to get along with. Why was this person difficult? How did you handle that person?

Do you have any specific requests or ideas that will make this group work well together?
Class Work
Group Contract 
Check all of the following statements that your group agrees to include in your group contract.  If any of these acts fail to be obeyed, the person who goes against this contract will be penalized.

· We all agree to come to class on a regular basis.
· In the result that someone is unable to attend class, they will make it their personal responsibility to get any and all notes from someone in this group.
· Under any and all circumstances, we will get whatever work we are allotted to do, done and turned in on time.
· If one of us is sick and unable to make it to class on the date a group assignment is due, they will call one or all group members to make other arrangements to get the work turned in on time.
· The time and place of group meetings shall be agreed upon unanimously within our group.
· Everyone will be in attendance for each and every group meeting.
· Should an emergency arise that prevents one from attending a group meeting, they will notify the group members immediately.
· Everyone will do their share of the group work.
· There will never be an occasion where one group member does all of the work nor will there be a time when a group member does none of the work.
· Each member will agree on the answer for each group problem before it is turned in. In circumstances where agreement is not unanimous, each member shall explain how they arrived at their particular solution until a correct solution is clear. If no agreement can be reached, a vote will be taken on which result to submit.
· Everyone will do everything in their abilities to help our fellow group members understand each and every concept and problem.
· We will communicate with our fellow group members about any concerns we have about our group work.
· Everyone will be an active member of this group in all aspects.
· Other:____________________________________________________________________________

· Other:____________________________________________________________________________

· Other:____________________________________________________________________________

I certify that I have thoroughly read this contract and that I will abide by it. I am signing this contract at my own free will, and have initialed each of the above statements because I agree with it, and am willing to adhere to each clause. This contract is subject to be amended pending a unanimous vote within the group.  Each group member should print AND sign their name on the lines provided below.
Print____________________________________ Sign ______________________________________
Print____________________________________ Sign ______________________________________
Print____________________________________ Sign ______________________________________
Print____________________________________ Sign ______________________________________
Week Seven – Tuesday

	Quote of the Day

“Speak not but what may benefit others or yourself.” – Benjamin Franklin
Objective

Communication skills.

	Materials

Effective listening (worksheet)
Homework

· Assignment Due at the beginning of class on Friday:  First college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect second rough drafts.
· The "gossip" game in which a person tells one person a short story (three to four sentences that are written down), the listener then whispers the story to his neighbor, and this continues until the last person tells the story out loud. The object is to see how much the story is changed in the translation. Do this activity. 

· To demonstrate the benefits of effective listening, do the same activity but have the participants use good listening skills rather than just whispering into each others' ears. For the purpose of this exercise, the leader will take one person out of the room or away from the group and tell a different story. This will allow the speaker and listener to use good skills instead of whispering the story in each other's ear. Once the story is told, the leader calls another student away from the group and observes while the previous listener tells the new person the story. This should continue until all students get a chance to listen. If the group is too big, stop the activity after about five to ten minutes. Gather the whole group together and have the last listener tell the story. The trainer should read the original story so the class can compare. The complexity of the story should be altered depending on the cognitive abilities of the students. 

· Discuss whether the story is translated better in the second exercise.

· Hand out worksheet:  Effective listening. 

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in one completed college application by Friday.

· Answer questions.



**Note:  These rough drafts must be turned around and handed back to the students by Friday. **
Name______________________________________ Period _______ Date __________

Worksheet

Effective Listening

Keys to Effective Listening:

· Stop working. 

· Stop watching TV. 

· Stop reading. 

· Look at the person. 

· Keep a good distance between you and the speaker. 

· Don't turn away from the speaker. 

· Sit-up straight. 

· Nod your head and make statements such as "uh-uh," "I understand," and "I see what you mean" to show the speaker you truly understand what he/she is saying. 

· If you don't understand, let the person know that. Don't fake listen! 

· Repeat back phrases to clarify what the person is saying. 

· Act like you are interested and ask questions to show that you are interested in what the person is saying. 

· Don't interrupt the speaker.

· Write things down!

The Gossip Game:

Story #1:  Your name is Jen
My name is Jen and I am 19 years old. I was raised in a Catholic family and attend a Catholic school. My parents are very strict. I just recently found out that I am pregnant. My boyfriend and I are very happy and we love each other, but my parents won't understand. Neither will my teachers.  I don’t know what to do.  I think I am going to have to run away and live with my boyfriend’s family.  They aren’t as strict.  I guess I am going to have to turn down my acceptance to Harvard.  I have to find a job.  This is so much to deal with.  I cry myself to sleep every night.  I wish my parents would be more understanding so I don’t have to go through all of this on my own. 

Story # 2:  Your name is Dough
I am almost 16 years old and I live in a juvenile detention center. I am here on drug charges and I finished the program I was required to complete 2 months ago. I want to go home but my Mom will not let me. She says I can not live with them. My sister is on drugs and she lets her get away with everything and blames me. She will not sign me over to the Department of Human Services or anyone else. She will not even approve me to go to any placements. I have no where to go. I'm committed by the court until my 18th birthday and if I can't go home I have to stay here.
Week Seven – Wednesday

	Quote of the Day

“For the things we have to learn before we can do them, we learn by doing them.” - Aristotle
Objective

Debate skills.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  First college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Desks should be situated in a circle for today’s activity to run smoothly.

· Distribute to each student one sheet of lined paper with a different job title on the top of each.  Students should write down one “pro” of each job title.  They will then pass the paper to their right.  The next student will add to the list of “pros.”  No “pro” should be repeated.  For example, if the job title is a babysitter, one “pro” may be that they can watch TV.  The next “pro” may be that children are fun.  No one after these two people can repeat that babysitters can watch TV and that children are fun.  Once the sheets have rotated half way around the circle, stop.
· Randomly select a pair students (it is easiest to use students directly across from each other in the circle so everyone can hear them debating with each other.)  The students must then support the job “pro” sheets that they are holding.

· This debate activity is wonderful because all the students are engaged and the subject material (careers) is something most people have strong feelings about.

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in one completed college application by Friday.

· Answer questions.


	 


Week Seven – Thursday

	Quote of the Day

“The men who try to do something and fail are infinitely better than those who try to do nothing and succeed.” – Lloyd Jones
Objective

Work on college applications.

	Materials

None.
Homework

· Assignment Due at the beginning of class on Friday:  First college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will have the entire period to make corrections and alterations to their college essay rough drafts or college applications.

· Remind students that their college journals are due on Monday.  

· Remind students that they must hand in one completed college application by Friday.

· Answer questions.



**Note:  Sign up to have class in the computer lab on Monday, Tuesday & Wednesday. **
Week Seven – Friday

	Quote of the Day

“I lived a life that’s full.  I traveled each and every highway.” – Paul Anka
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Hand back second rough drafts.

· Remind students that class will be held in the computer lab on Monday, Tuesday and Wednesday next week.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Eight

Week Eight – Monday
	Quote of the Day

“Seek and you shall find.” – Jesus Christ
Objective

Typing Skills

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Second college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class NEXT Friday:  Completed college essay.

	Agenda

· Meet students in the computer lab.
· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Begin with the following statement:  “Good word processors can be hired at between $10 and $20 an hour by temporary firms, but the minimum level for these firms is 45 words per minute (WPM).  The temp opportunity makes having the skill worthwhile.  But there is more!  Jobs in temp firms frequently lead to permanent jobs.  I know several successful, highly paid people who started in a temp position in their company.  If you learn to not look at your fingers when you are typing and get to 35 words per minute, it could become the difference between a dead-end job and becoming the CEO of a multinational corporation.”

· Students should use Mavis Beacon or some other program that trains and tests individual typing skills.  Here is a Web Site that offers a free typing test as well:  http://www.learn2type.com/TypingTest.  Check this site before you direct your class there to ensure that it is still working.

· Allow students to test themselves at the beginning of class.  They will have until the last 5 minutes of class on Thursday to improve their typing skills.  On Thursday, there will be a competition for the most improved typist.  There should be a tangible reward (extra credit?)

· Remind students that their second college applications are due on Friday.

· Remind students that their journals are due on Monday.

· Remind students that their college essays are due next Friday.

· Answer questions.


	 


Week Eight – Tuesday

	Quote of the Day

“Obstacles are those frightful things you see when you take your eyes off your goals.” - Anonymous

Objective

Using commercial databases.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Second college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class NEXT Friday:  Completed college essay.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· The librarian of the school should come to each class to discuss databases.  There are two different meanings for databases.  One is where information is stored in a computer file for analysis.  The other is what libraries call services like Lexis-Nexis and ProQuest.  

· Students should be directed to Lexis-Nexis or ProQuest (whichever system the school has subscribed to) and search articles relevant to this class (an article about skills, college prep or the work force.)  They will be required to print one article and write a review for it tomorrow.  Articles must be approved by the instructor before students may print.

· Remind students that their second college applications are due on Friday.

· Remind students that their journals are due on Monday.

· Remind students that their college essays are due next Friday.

· Answer questions.



**Note:  Call a local public library and make a reservation for a field trip for Monday of Week Ten.  Request that a librarian show students how to get around the public library and find information that they need.  Also, request that each student receive a free public library card. **
Week Eight – Wednesday

	Quote of the Day

“Only those who will risk going too far can possibly find out how far one can go.” – T.S. Eliot
Objective

Article Review

	Materials

Permission slips
Homework

· Assignment Due at the beginning of class on Friday:  Second college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class NEXT Friday:  Signed permission slips.

· Assignment Due at the beginning of class NEXT Friday:  Completed college essay.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Students should have the articles that they printed out yesterday.  If students did not find an article that interested them, they may use the first 10 minutes of class today to do so.
· Today’s activity is for students to type an article review.  This review should include:

· Title of the article.
· Which database they found the article on.
· How they navigated through the database.
· A short summary of the article.
· Their opinion of the article (like, dislike, agree, disagree.)
· Whether they would recommend the article, why or why not?

· Collect the article reviews by the end of class today.

· Remind students that their second college applications are due on Friday.

· Remind students that their journals are due on Monday.

· Remind students that their signed permission slips are due next Friday.

· Remind students that their college essays are due next Friday.

· Answer questions.


	 


Week Eight – Thursday

	Quote of the Day

“We don’t live to eat. We eat to live.  In the same way, our livelihood exists to support our life, not the other way around.” – Bernard Glassman and Rick Fields
Objective

Work on college applications.

Typing competition.

	Materials

None.

Homework

· Assignment Due at the beginning of class on Friday:  Second college application. 

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class NEXT Friday:  Signed permission slips.

· Assignment Due at the beginning of class NEXT Friday:  Completed college essay.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will have the entire period to make corrections and alterations to their college essay rough drafts or college applications.

· For the last few minutes of class, students will re-take their typing test to find out if they improved the number of words they can type in one minute from Monday.  The most improved typist should win a tangible reward (extra credit?)

· Remind students that their second college applications are due on Friday.

· Remind students that their journals are due on Monday.

· Remind students that their signed permission slips are due next Friday.

· Remind students that their college essays are due next Friday.

· Answer questions.



Week Eight – Friday

	Quote of the Day

“An expert is one who knows more and more about less and less.” – Nicholas Murray Butler
Objective

Speaker:  Syracuse Alum 

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

· Assignment Due at the beginning of class NEXT Friday:  Signed permission slips.

· Assignment Due at the beginning of class NEXT Friday:  Completed college essay.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework:  college applications.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Remind students that their journals are due on Monday.

· Remind students that their signed permission slips are due next Friday.

· Remind students that their college essays are due next Friday.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Nine

Week Nine – Monday
	Quote of the Day

“Libraries are not made, they grow.” – Augustine Birrell, a nineteenth-century writer
Objective

Library research skills.

	Materials

Library scavenger hunt (class work)
Homework

· Assignment Due at the beginning of class on Friday:  Signed permission slips.

· Assignment Due at the beginning of class on Friday:  Completed college essay.

· Assignment Due at the beginning of class on Monday:  College journal.



	Agenda

· Meet students in the library.
· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Hand out class work:  Library scavenger hunt.
· Remind students that their signed permission slips are due Friday.

· Remind students that their completed college essays are due Friday.

· Remind students that their college journals are due on Monday.
· Collect scavenger hunt responses.
· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Class Work

Library Scavenger Hunt
This scavenger hunt is meant as a basic introduction to the library services--both online and off-- you will be using for the rest of your life!  The goal of this activity is for you to explore and get familiar with resources so you can better decide which to use when research projects come up in any of your classes.

Please staple any of the requested printouts to your answer sheet. You do not have to work on the questions in order.
Please remember to work quietly and efficiently!
1. The librarians name is: 

2. Locate and browse through the biography section and list one title you’d like to read.
3. In the Reference area, locate the set of books with the Dewey number 780 CON.   List one artist you like and the volume number in which he or she appears.

4. List three of magazine titles. Which magazine (of the three you listed) goes back the furthest? How far back does it run?

6. List the titles of three magazines you didn’t know the library had.

7. Browse through the fiction section and find the books with authors who share your last initial.  List the author’s name and one title by that author. 

 

Week Nine – Tuesday

	Quote of the Day

“Do not go where the path may lead, go instead where there is no path and leave a trail.” 
- Ralph Waldo Emerson
Objective

Evaluating websites

	Materials

Criteria for evaluating web sites (worksheet)
Homework

· Assignment Due at the beginning of class on Friday:  Signed permission slips.

· Assignment Due at the beginning of class on Friday:  Completed college essay.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Criteria for evaluating web sites.
· Review the criteria.  Students should go through various websites and identify two reputable web sites and two bad web sites.  They should write down or type the web address and state why they labeled them reputable or not.  This will be collected at the end of class.

· Remind students that their signed permission slips are due Friday.

· Remind students that their completed college essays are due Friday.

· Remind students that their college journals are due on Monday.

· Answer questions.



Name______________________________________ Period _______ Date __________

Worksheet
Criteria for Evaluating Web Sites
Source:  www.lib.csusb.edu John M. Pfau Library

CALIFORNIA STATE UNIVERSITY, SAN BERNARDINO

WHENEVER you are doing research it is important to evaluate your sources, but when doing research on the Internet, it becomes absolutely crucial. Since there is no quality control on the Internet you must learn to do the job yourself, otherwise you will waste enormous amounts of time and effort trying to work with inadequate resources. Pay attention to the following points:

AUTHORSHIP

Is the source of the information reputable and reliable?

What individual or group authored the site?

What are the author’s qualifications or expertise?

Is it possible to contact the author in any way?

TIMELINESS

Is the information “stale” or poorly maintained?

When did the site first appear on the Web?

When was it last updated?

Is it updated regularly and frequently enough?

STRUCTURE

Has someone put some careful thought, time, and effort into the site?

Is the site logically organized?

Is the layout of the text and graphics visually pleasing?

Are the graphics well chosen and appropriately used?

Does the text follow spelling, grammar, and composition rules?

CONTENT

Is the information well-balanced and of good quality?

What is the site’s intended audience?

Is there any bias evident?

How comprehensive is it?

How does it compare to information available in other sources?

Do all the links work?

Is there any evaluation of the links?

Are there any special features?
Week Nine – Wednesday
	Quote of the Day

“Your talent is the world’s gift to you.  What you do with it is your gift back to the world.” 
- Anonymous

Objective

College essay.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Signed permission slips.

· Assignment Due at the beginning of class on Friday:  Completed college essay.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will have the entire period to make corrections and alterations to their college essay.

· Remind students that their signed permission slips are due Friday.

· Remind students that their completed college essays are due Friday.

· Remind students that their college journals are due on Monday.

· Answer questions.


	


Week Nine – Thursday

	Quote of the Day

“I always wanted to be somebody, but I should have been more specific.” – Lily Tomlin
Objective

College essay.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Signed permission slips.

· Assignment Due at the beginning of class on Friday:  Completed college essay.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.
· Students will have the entire period to make corrections and alterations to their college essay.
· Remind students that their signed permission slips are due Friday.

· Remind students that their completed college essays are due Friday.

· Remind students that their college journals are due on Monday.

· Answer questions.



Week Nine – Friday

	Quote of the Day

“The best way to predict your future is to create it.” – Peter Drucker
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework:  College essays.

· Collect homework:  Permission slips.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Remind students to meet at a pre-determined location at a pre-determined time to go to the library on Monday.  

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Ten

Week Ten – Monday
	Objective

Public library visit.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Third college application.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students at a pre-determined location at a pre-determined time to go to the public library.
· Daily greeting.

· Collect journals.

· Remind students that their third college applications are due on Friday.

· Remind students that their college journals are due on Monday.

· Answer questions.


	 


Week Ten – Tuesday

	Quote of the Day

“Whether you think you can or you think you can’t, you are right.” – Henry Ford
Objective

Creating a works cited page.

	Materials

Works cited guidelines (worksheet)
Creating a works cited page (homework)

Homework

· Assignment Due at the beginning of class on Wednesday:  Creating a works cited page.

· Assignment Due at the beginning of class on Friday:  Third college application.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Works cited guidelines.
· Thoroughly discuss the works cited guidelines worksheet.

· Before the end of class today students should understand the purpose of a works cited page, where the works cited page is located and how to input information in the form of a works cited page.

· Hand out homework:  Creating a works cited page.
· Remind students that their works cited page homework is due tomorrow.

· Remind students that their journals are due on Monday.

· Answer questions.



**Note:  Sign up to have class in the computer lab on Thursday of this week.  Also sign up to have class in the computer lab Monday, Tuesday, Wednesday and Thursday of next week. **.

Name______________________________________ Period _______ Date __________

Worksheet

Works Cited Guidelines


· Book (1 author):

Last Name, First Name.  Title.  Where Published: Publishing Company, Year Published.

Vissing, Yvonne.  Out of Sight Out of Mind: Homeless Children and Families in Small Town America.  

Kentucky: University Press of Kentucky, 1996.


· Book (2 or more authors):

Last Name, First Name and First Name Last Name. Title.  Where Published: Publishing 

Company, Year Published.

Coplin, William D. and Michael K. O’Leary.  Public Policy Skills: Third Edition.  Croton-on

Hudson: Policy Studies Association, 1998.


· Two or More Books by the Same Author:   
** NOTE:  The three dashes are in place of the author’s name. **
Last Name, First Name.  Title.  Where Published: Publishing Company, Year Published.

- - -.  Title.  Where Published: Publishing Company, Year Published.

Hansberry, Lorraine. A Raisin in the Sun. New York: Random, 1959.

- - -. To Be Young, Gifted, and Black. Englewood Cliffs: Prentice, 1969.
· Newspaper Article with an Author:   
** NOTE:  Title of month is abbreviated. **
Last Name, First Name.  “Title of Article.”  Title of Newspaper Day Month Year Published.  

edition.:Page.

Herszenhorn, David M.  “Councilmen Propose Overhaul of Policies Overhaul of Policies on Street


Vendors.”  New York Times 11 Feb. 1999.  morn ed.:B4.


· Newspaper Article without an Author:  
** NOTE:  Edition is abbreviated. **
“Title of Article.”  Title of Newspaper Day Month Year Published.  edition.:Page.
 “Hurricane Chases Thousands Inland.” New York Times. 30 Aug. 1999, late ed.: Al+.


· Newspaper Editorial:

“Title of Article.”  Editorial. Title of Newspaper Day Month Year Published.  edition.:Page.
“Death of a Writer.”  Editorial.  New York Times 20 Apr. 1994, late ed.: A18.


· Magazine Article:  
** NOTE:  The (Day) only applies when the magazine is weekly. **
Last Name, First Name.  “Title of Article.”  Title of Magazine (Day) Month Year: Page.
Marano, Hara Estroff.  “Domestic Violence.”  Psychology Today Nov.-Dec. 1993:48+.


· Government Document:   
** NOTE:  Even thought the Census can be found online it is still to be cited as a government document. **
United States.  Origin of Statistics.  Title of Document.  Edition. Washington: GPO, Year.

United States.  Bureau of the Census.  Statistical Abstracts of the United States 1994.  114th ed.


Washington: GPO, 1994.


· Internet Sources:  
** NOTE:  The web address is in brackets and is un-hyperlinked. (Your computer usually automatically hyper-links web addresses.  Make sure in the works cited the web address is in black font and has no underline.) If the web address is extremely long, cut it off at the end of the domain (.com, .org, .gov etc.).  ALSO, the date listed is the date you access the article online **
Web Site Organization.  “Title of Article or Page.”  <Web Address> (Day Month Year). 

National Coalition for the Homeless.  “Education of Homeless Children and Youth.”  <http://nch.ari.net>


(22 Feb. 1999). 


· Interview (E-mail, Telephone & Personal):

Last Name, First Name. Interview Type. Day Month Year.

Brothers, Shelby.  Personal interview.  9 Sept. 2004.

Kronen, Nancy.  E-mail interview.  24 Oct. 2003.

Lansley, Bill.  Telephone interview.  28 Nov. 2003.

Works Cited “Tips”

· The Works Cited page comes at the end of the paper ON A SEPARATE SHEET!!
· Include “Works Cited” at the TOP, CENTER of the page.

· The Works Cited page is organized in ALPHABETICAL ORDER according to the author's last name. If there is no author for an entry, use the first letter of the title.

· The first line of the entry is left aligned and additional lines are indented one tab.  The ENTIRE Works Cited page should be DOUBLE SPACED, but there should not be an additional space between entries.

· Verbs are capitalized – this includes “is” and “are”!

· Example:  If the title of an article is: “Kids Are Killing, Dying, Bleeding”

· The Associated Press can be treated as the author of a newspaper article OR you can treat the article as if it has no author.  

· Example (with associated press:)

Associated Press.  “Stress Breaks Hearts.”  New York Times 17 Mar. 1995, Natl. ed.: 

A12.

· Example (without associated press:)

 “Stress Breaks Hearts.”  New York Times 17 Mar. 1995, Natl. ed.: A12.

· The United States Bureau of the Census is a Government Document

· Make sure to include web address inside <brackets>.

· Take your time. The Works Cited Page is the most tedious part of writing a research paper.  Be precise. One misplaced dot or / or even space could make your citation inaccurate and readers will be unable to access the site you used. Proofread and double check!

Week Ten – Wednesday

	Quote of the Day

“Great spirits have always encountered violent opposition from mediocre minds.” – Albert Einstein
Objective

Creating a works cited page.

	Materials

Incorrect works cited page (class work)
Creating your own works cited page (homework)

Homework

· Assignment Due at the beginning of class on Friday:  Creating your own works cited page.
· Assignment Due at the beginning of class on Friday:  Third college application.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students should be split into groups of three or four.  Today there will be a works cited competition.  

· Hand out class work: Incorrect works cited page.
· Each group should receive 1 copy to make everyone work together.  Each student must write their name on the top of the paper to receive credit for this assignment.  Remind students that the box around the text is a sample page outline, not an error.
· Students should work with their group to find all of the errors on the incorrect works cited page.  Do not tell students how many errors there are!  If you are feeling generous and would like to give them a hint, tell them that there are more than 10.  
· Give students 15 minutes to work on this assignment.  They may use the works cited guide that they received yesterday.  

· Ask groups how many errors they found.

· Collect the class work assignment before you go over the answers!

· Begin going over the errors line by line.

· The group with the most correct responses should receive a reward of some kind (e.g. extra credit.)

· Hand out homework assignment:  Creating your own works cited page.

· Remind students to meet in the computer lab tomorrow.

· Remind students that their journals are due on Monday.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Incorrect Works Cited Page


ANSWER KEY

Incorrect Works Cited Page

Name______________________________________ Period _______ Date __________

Homework

Creating your Own Works Cited Page

Now that you are all works cited experts, you are going to create a works cited page of your own.  This works cited page should be a compilation of the following:

· At least one magazine source

· At least one interview source

· At least two internet sources

· At least two book sources

· At least two newspaper sources

**You should have a total of 8 sources on your works cited page!!!

Remember to do the following:

· TYPE Works Cited at the top center of the page.

· Put sources in alphabetical order.

· Indent the second line of each source (as shown on the “Making a Works Cited Page” worksheet.

· Double space EVERYTHING!

This homework assignment should be TYPED.  The font should be Times New Roman and the size of the font should be 12.

This assignment will test your ability to follow directions.  No two students should have the same works cited page!  Ask for help if you need it!  Use the works cited guidelines handed out in class.

Week Ten – Thursday
	Quote of the Day

“Use what talent you possess.  The woods would be very silent if no birds sang except those that sang best.” – Henry Van Dyke
Objective

College application.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Creating your own works cited page.

· Assignment Due at the beginning of class on Friday:  Third college application.

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will have the entire period to work on their third college applications.

· Students are also allowed to utilize the computers to complete their works cited homework assignment. 

· Remind students that they must hand in one completed college application tomorrow.

· Remind students that their works cited pages are due tomorrow.

· Remind students that their college journals are due on Monday.  

· Answer questions.



Week Ten – Friday

	Quote of the Day

“Try not to become a man of success.  Rather become a man of value.” – Albert Einstein 

Objective
Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework:  college applications.

· Collect homework:  works cited pages.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Eleven
Week Eleven – Monday
	Quote of the Day

“Without records, we have no way of knowing what we are doing.” – Frank Bettger
Objective

Excel basics.

	Materials

Excel spreadsheets (worksheet)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Hand out worksheet:  Excel spreadsheets.
· Allow students to begin to become familiar with Excel and the use of spreadsheets.  Review the worksheet handed out and any other Excel terms that may be used over the following two weeks.

· Remind students that their journals are due on Monday.

· Answer questions.


	 


Name______________________________________ Period _______ Date __________

Worksheet

Excel Spreadsheets

Spreadsheet Information
A spreadsheet allows you to work with rows and columns of numbers and use formulas to do "what if" calculations.  The spreadsheet gives you considerable power and flexibility in entering and editing information, setting up calculations with formulas and functions, and printing the results.  

Spreadsheets have rows that are horizontal lines of information that are numbered on the left-hand side of the Excel workbook.  Columns are vertical lines of information and are identified by letters along the top of the spreadsheet. Rows and columns intersect to form cells.  A cell is addressed by the column and row position, for example B4 is the intersection of column B and row 4.  

Spreadsheets have three kinds of data: labels, values, and formulas.  Labels are entries that have no numeric value and cannot be used in calculations; Labels are typical things such as titles, names, or dates.  Values are the opposite of labels, they are entries that are numerical and can be used in calculations.  Formulas are mathematical statements for calculating numbers.  In addition, functions are codes for commonly used calculations, such as sum, average, maximum, or minimum. 

Entering Information into Excel

· To enter a constant value you select the cell you'd like to enter, click and type the value.  

· To enter a formula you select the cell and type an equal sign and then the formula. 

Entering a Formula

Formulas tell the spreadsheet what to do with the numbers you enter. 

When making calculations, Microsoft Excel follows the Order of Operations. 

To type a label, click the cell and type the word. Labels let you write explanatory information in the document so that your numbers and formulas are easier to understand you can label a row or a column. 
Click on the cell where you want to enter a formula 

Type an equal sign (=)

Type the formula that you want to use 

Press Enter or Click the (button next to the formula bar 

Excel enters the formula in the active cell and displays the resulting value.  The formula will still show up in the formula bar so that you can see both the formula and the result simultaneously.

Changing a Cell Value

If you need to change the value of a cell, simply click in the cell and type the new value.  If you want to change just part of the formula click in the cell and go up to the formula bar and change the number.

Using the Function Wizard

If you'd like to paste a function into a particular cell, 

Click on the cell that you want to paste a function into, 

Click the Function Wizard (Fx) button next to the formula bar, 

Scroll through the choices and find the function you want and click on it, Click OK.
Then type the cell coordinates that should be included, use a colon between cell coordinates, type in any other needed information and press OK.  For example =Average (A2:A8) would calculate the average for values in cells A2 through A8.

Using Autosum Function

Autosum is an icon on the standard toolbar that allows you to automatically add information either directly above or directly to the left of the location you are building the autosum.  Click the cell where you want to build the autosum function, on the standard toolbar click the Autosum button ((), it will show you the sum function and the cells it wants to add, if this is correct click the ( button or press enter.  

Copying a Formula or Information to the Right or Down

If you'd like to copy a formula, 

Click in the first cell that has the formula, 

Click the fill handle on the bottom right corner of the cell

Drag down or to the right to highlight all of the cells that you'd like that same formula to be placed in. The formula will be filled accordingly.

Printing

To print an entire spreadsheet choose Page Setup from the File Menu, Choose the appropriate options in terms of horizontal (landscape) or vertical (portrait) printing,

Click on OK. 

Go to the File Menu and pull to Print, click the appropriate options.  

Click on OK.

Excel prints your entire spreadsheet document, if the document is too wide to fit on a page, Excel will print the remaining columns on subsequent pages before continuing to print the remaining rows.  

Saving

You should save your document every 5 minutes, or when you have typed more than you would like to retype.  

The first time you save, go to the File Menu and pull to Save, make sure the document is in the correct folder and on the correct drive, type the name for what you want to save it as, and click in the save box.

Creating a Chart

Most charts include a title, a legend to help clarify what each data series represents, a y-axis, and an x-axis. Typically, values are plotted along the vertical plane (y-axis) and categories are plotted along the horizontal plane (x-axis).

To create a chart:

Select the data you want included in the chart from an existing worksheet

Click the Chart Wizard button from the toolbar

A dialog wizard box will appear

Click on the Chart type you would like to use

Click on the Next button to move to the next dialog box

Check to make sure the selected range is correct (the $ in front of each column letter and row number indicates that these are absolute references)

Click the Next button to move to the next dialog box
Check to make sure your charted data looks the way you want it (make changes as needed)

Click on the Next button to move to the next dialog box

Decide if you want the chart to be on the same sheet as the data or on a separate sheet

Click Finish.
Week Eleven – Tuesday
	Quote of the Day

“Order and simplification are the first steps toward the mastery of a subject.” – Thomas Mann
Objective

Inputting data.

	Materials

None
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab.
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Make the point that tables and graphs help people see patterns in numbers.  Copy a recent basketball game table from the newspaper and ask the students if the table helps them understand the information.  Then, ask about what it would look like if it were written in paragraphs.  You can read them the first line of the table such as “Carmelo Anthony played for x minutes in the game, he took y number of shots etc.”  They should get the point.  Then ask how we would know if Carmelo was getting better or worse over the last ten games.  The answer to this should be a trend line graph.  
· As a class, construct a table that compares gender to height of everyone in the class.  Students must follow along on their own computers.  It might look like the one below:

Name
Gender
Height
Shannon
Female
5 ft

Jason

Male
5 ft 8 inches
Scott

Male
6 ft 2 inches
Katie

Female
5 ft 5 inches
· After they construct the table, see if they can make a generalization about the relationship between gender and height.  
· Students should save this spreadsheet on their desktop as their first and last name.  Students should remember where they are sitting for the rest of the week.
· Answer questions.



Week Eleven – Wednesday

	Quote of the Day

“A picture is worth a thousand words.” - Anonymous

Objective

Excel tables and graphs.

	Materials

Excel data (worksheet)

Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab.
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Excel data.
· Students should save this spreadsheet on their desktop as their first and last name and the name of the spreadsheet.  Students should remember where they are sitting for the rest of the week.
· Remind students that their journals are due on Monday.
· Answer questions.



**Note:  Sign up to have class in the computer lab on Monday, Tuesday, Wednesday and Thursday of next week.

Name______________________________________ Period _______ Date __________

Worksheet

Excel Data

Word Problems:

(1)  The following data depicts computer sales during the months of January through June from a local computer store in the year of 2004.  In January, 100 computers were sold.  In February, 50 computers were sold.  In March, 50 computers were sold.  In April, 100 computers were sold.  In May, 150 computers were sold.  In June, 150 computers were sold.
(2)  Your school held a blood drive in October.  On Monday there were 41 pints donated.  On Tuesday there were 30 pints donated.  On Wednesday there were 32 pints donated.  On Thursday there were 35 pints donated.  On Friday there were 12 pints donated.
(3)  Orchard Farms has a vegetable stand.  The Valencia family purchased 6 pounds of green beans, 4 pounds of carrots, 2 pounds of cauliflower, 1 pound of peas, 5 pounds of lettuce, and 10 pounds of tomatoes.
Charts:

	Two Dollars 
	58%

	Four Dollars
	20%

	Six Dollars
	19%

	Eight Dollars
	1%

	Ten Dollars
	1%

	Very Bad
	0%

	Bad
	1%

	Neutral
	6%

	Good
	49%

	Very Good
	44%

	Don't Know
	0%


	1990
	32

	1991
	45

	1992
	54

	1993
	48

	1994
	57

	1995
	63

	1996
	88

	1997
	85

	1998
	91


ANSWER KEY
Excel Data

Bar (Column) Chart

	Day of Week
	Pints Donated

	Mon
	41

	Tues
	30

	Wed
	32

	Thur
	35

	Fri
	12


Pie Chart

	Vegetable
	Amount

	Green Beans
	6

	Carrots
	4

	Cauliflower
	2

	Peas
	1

	Lettuce
	5

	Tomatoes
	10


Trend Line Graph

	Jan
	100

	Feb
	50

	Mar
	50

	Apr
	100

	May 
	150

	Jun
	150


Week Eleven – Thursday

	Quote of the Day

“Your work is to discover your world and then with all your heart give yourself to it.” – The Buddha
Objective

Excel tables and graphs.

	Materials

None
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab.
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students should open the three tables the inputted yesterday on the bottom of the worksheet.  They should look like these:

Two Dollars

58%

Four Dollars

20%

Six Dollars

19%

Eight Dollars

1%

Ten Dollars

1%

1990

32

1991

45

1992

54

1993

48

1994

57

1995

63

1996

88

1997

85

1998

91

Very Bad

0%

Bad

1%

Neutral

6%

Good

49%

Very Good

44%

Don't Know

0%

· As a class, demonstrate how to create a column chart, a trend line graph and a pie chart using these pieces of data.
· Students should copy and paste each table and chart into a Word document.  They should create a header with their names in it and print.  This will be collected and marked as a class work grade.
· Remind students that their journals are due on Monday.
· Answer questions.



ANSWER KEY
Excel Data

	1990

	32


	1991

	45


	1992

	54


	1993

	48


	1994

	57


	1995

	63


	1996

	88


	1997

	85


	1998

	91
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58%
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20%

Six Dollars

19%

Eight Dollars

1%

Ten Dollars

1%


	[image: image9.emf]Amount Members Would Be Willing to Pay for 

Admission 

n = 120

20%

19%

1%

1%

58%

Two Dollars 

Four Dollars

Six Dollars

Eight Dollars

Ten Dollars




Week Eleven – Friday

	Quote of the Day

“If you hear a voice within you say ‘you cannot paint,’ then by all means paint, and that voice will be silenced." - Vincent Van Gogh

Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Twelve
Week Twelve – Monday
	Quote of the Day

“We cannot ensure success but we can deserve it.” - CATO
Objective

Tables and graphs.

	Materials

None
Homework

· Assignment Due at the beginning of class on Thursday:  Data for your own excel graphs and charts.

· Assignment Due at the beginning of class on Friday:  Two paragraph description which analyzes each of your own Excel charts or graphs.  (Must be typed!)

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Collect journals.

· Discuss the quote of the day.

· Students should open the Excel spreadsheets that they created at the beginning of last week.  They will have the entire period to create a bar (column) chart, pie chart and trend line graph with this information.
· Students should copy and paste each table and chart into a Word document.  They should create a header with their names in it and print.  This will be collected and marked as a class work grade.
· Remind students that they will need to bring in data for class on Thursday to create their own excel graphs and charts.  They may choose two out of the three types of graphs and charts we have discussed to create in class on Thursday.  They will also have to analyze there two charts or graphs for homework, due on Friday.
· Remind students that their final journal is due on Monday!
· Answer questions.


	 


ANSWER KEY

Excel Data

	Bar Chart

Day of Week

Pints Donated

Mon

41

Tues

30

Wed

32

Thur

35

Fri

12


	[image: image10.emf]Blood Drive - October

0

5

10

15

20

25

30

35

40

45

Mon Tues Wed Thur Fri

Days of the Week

# of Pints Donated



	Pie Chart

Vegetable

Amount

Green Beans

6

Carrots

4

Cauliflower

2

Peas

1

Lettuce

5

Tomatoes

10


	[image: image11.emf]Orchard Park - Valencia Family

6

4

2

1

5

10

Green Beans

Carrots

Cauliflower

Peas

Lettuce

Tomatoes



	Trend Line Graph

Jan

100

Feb

50

Mar

50

Apr

100

May 

150

Jun

150


	[image: image12.emf]Monthly Computer Sales

0

50

100

150

200

Jan Feb Mar Apr May  Jun

Month

Number of 

Computers Sold

Series1




Week Twelve – Tuesday

	Quote of the Day

“You’re either part of the solution or part of the problem.” – Eldrige Cleaver
Objective

Analyzing data.

	Materials

None
Homework

· Assignment Due at the beginning of class on Thursday:  Data for your own excel graphs and charts.

· Assignment Due at the beginning of class on Friday:  Two paragraph description which analyzes each of your own Excel charts or graphs.  (Must be typed!)

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Show students how to read and analyze the three charts we created as a class.

· Then, have students read and analyze the three charts they created yesterday.  They should type up a 3-5 sentence description about each chart.  This should be printed and handed in at the end of class.  This will be marked as a class work grade.

· Remind students that they will need to bring in data for class on Thursday to create their own excel graphs and charts.  They may choose two out of the three types of graphs and charts we have discussed to create in class on Thursday.  
· Remind students that they will also have to analyze there two charts or graphs for homework, due on Friday.
· Remind students that their final journal is due on Monday!
· Answer questions.



Week Twelve – Wednesday

	Quote of the Day

“The future is made from the same stuff as the present.” – Simone Weil
Objective

Intermediate Excel.

	Materials

College Statistics (worksheet)

Homework

· Assignment Due at the beginning of class on Thursday:  Data for your own excel graphs and charts.

· Assignment Due at the beginning of class on Friday:  Two paragraph description which analyzes each of your own Excel charts or graphs.  (Must be typed!)

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Today students should learn how to do things in Excel such as “sort data,” “freeze panes,” “insert gridlines,” and “insert formulas.”

· You may use the data that they have inputted over the past several days.

· Explain to students that these techniques in Excel make analyzing data must easier.

· Remind students that they will need to bring in data for class on Thursday to create their own excel graphs and charts.  They may choose two out of the three types of graphs and charts we have discussed to create in class on Thursday.  
· Remind students that they will also have to analyze there two charts or graphs for homework, due on Friday.
· Remind students that their final journal is due on Monday!
· Answer questions.



**Note:  Sign up to have class in the computer lab on Monday, Tuesday, Wednesday and Thursday of next week. **
Week Twelve – Thursday

	Quote of the Day

“I never let schooling get in the way of my education.” – Mark Twain
Objective

Creating your own Excel graphs and charts.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Two paragraph description which analyzes each of your own Excel charts or graphs.  (Must be typed!)

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students should have brought in data of their own to input during class today.  They are required to create two graphs or charts (either pie, trend line or bar (column).)
· Students should copy and paste each table and chart into a Word document.  They should create a header with their names in it and print.  
· This will be collected and marked as a class work grade.
· Remind students that they will also have to analyze there two charts or graphs for homework, due on Friday.
· Remind students that their final journal is due on Monday!
· Answer questions.



Week Twelve – Friday

	Quote of the Day

“The deepest principle in human nature is the craving to be appreciated.” – William James
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  College journal.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Collect homework:  Two paragraph description which analyzes each of your own Excel charts or graphs.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their last college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Thirteen
Week Thirteen – Monday
	Quote of the Day

“When I think about all the crap I learned in high school, it’s a wonder I can think at all.” 
- Simon and Garfunkel
Objective

Reflection assignment.

	Materials

Reflection assignment (worksheet)
Homework

· Assignment Due at the beginning of class on Wednesday:  Cover letter. 
· Assignment Due at the beginning of class on Thursday:  Resume rough draft.

· Assignment Due at the beginning of class on Monday:  Cover letter and resume final copy.

	Agenda

· Meet students in the computer lab.
· Daily greeting.

· Write agenda on the board.

· Collect journals.  (Last one!)
· Discuss the quote of the day.

· Explain the final reflection assignment.  If there is time, students may begin to work on it.  Remind students that this will mostly be worked on outside of class.

· Answer questions.


	 


**Note:  Sign up to have class in the computer lab on Monday, Tuesday, Wednesday and Thursday of next week. **
Name______________________________________ Period _______ Date __________

Worksheet

Final Reflection Assignment

DUE:  Last Week of Class

Instead of writing journals once a week, for the remainder of the semester, you will create a reflection paper.  This paper should be 5-7 pages TYPED, double spaced and size 12 font.  It should include/respond to the following:

· Description of what you originally wanted to get out of this course.

· Did you fulfill your goals?

· Description of what your original expectations of the course were.

· Did the course fulfill your expectations?
· Did you enjoy writing a journal every week?  Why or why not? 

· Did you enjoy the speaker component of the course?  Why or why not?

· Did you receive better college preparation assistance than you may have had you not taken this course?  Do you think you benefited from this unit?

· Did you enjoy the library visit?  Do you think you benefited from this unit?

· Did you enjoy learning
· How to write a college essay?  Do you think you benefited from this unit?

· How to manage your time?  Do you think you benefited from this unit?

· How to make a good first impression?  Do you think you benefited from this unit?

· How to conduct interviews and be interviewed?  Do you think you benefited from this unit?

· How to work in teams?  Do you think you benefited from this unit?

· Communication skills?  Do you think you benefited from this unit?

· How to type well?  Do you think you benefited from this unit?

· Excel?  Do you think you benefited from this unit?

· Resume writing?  Do you think you benefited from this unit?

· Public speaking?  Do you think you benefited from this unit?

· A paragraph about how you improved in three of the above mentioned skills.

· Your overall opinion of this course.  Are you glad you did it?  Do you feel better prepared for college or the work force?  Did you learn a lot?  Did you know all these skills beforehand?  Were the activities engaging?

Week Thirteen – Tuesday

	Quote of the Day

“Two-thirds of the things that are taught in college, even when they are well taught, are not worth knowing.  The main thing is to learn the differences between appearances and reality.” 
– H.L. Mencken
Objective

Cover letters.

	Materials

Tips for creating a cover letter that get results (worksheet)

Homework

· Assignment Due at the beginning of class on Wednesday:  Cover letter. 

· Assignment Due at the beginning of class on Thursday:  Resume rough draft.

· Assignment Due at the beginning of class on Monday:  Cover letter and resume final copy.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet: Cover Letter Tips and Suggestions.
· Highlight the important items mentioned. Many students believe that “minor” errors can’t hurt them when it comes to applying for a job, scholarship, or college. 

· Give students a few minutes to read and critique the sample letter. Ask them to suggest how it could be improved. 

· Stress that punctuation and grammar are vital components of a letter. A business manager or college admissions representative may need to see nothing more than one misspelled word to decide that the applicant is not worth a second look.

· Tell students what their homework assignment is.  Students will create a draft cover letter directed to a business in a field of their interest.  This will be due in class tomorrow.  It should be typed and formatted correctly.

· Remind students about their final reflection assignment due in three weeks.

· Answer questions.



Name_____________________________________ Period _______ Date ___________
Worksheet

Tips for Creating a Cover Letter that Gets Results!

Your cover letter is a potential employer’s first impression of you and can be the most vital part of the application packet. A well written letter entices the employer to read your resume. A poorly constructed cover letter may doom your resume to the “No Need to Read” pile. The same can be said for a college or scholarship application that includes an introductory letter. It is important to highlight your skills, knowledge, and experience. These will indicate what you can contribute to the company or school. Effective cover letters must convey a sense of purpose and project enthusiasm. A “form” cover letter rarely does this. Researching the employer, college, or scholarship prior to writing the cover letter will give you the opportunity to effectively personalize your letter. 

	1. 
	Always include a cover letter when mailing your resume. A letter of introduction will prove useful when applying to colleges. It may act as the basis for a college essay or it may be a useful addition to an application packet. 

	2. 
	Unless the advertisement specifies “no phone calls please” and the name is not given in the ad, find out the name and title of the individual who will be receiving your letter. Make sure you spell the name properly and get the proper abbreviation (Mr., Mrs., Ms.). 

	3. 
	Do not use “form” letters or photocopies. Personalize each letter. If possible, explain why you want to work for the organization or attend the school. 

	4. 
	Use a proper business format for your letters. 

	5. 
	Make sure the letter is PERFECT! Spelling, punctuation, and grammar count. Have someone proofread the letter before mailing it. 

	6. 
	Create the letter on a computer word processing program (Microsoft Word, WordPerfect, etc.) and use a laser printer, if possible. Use good quality paper. Cheap, flimsy paper makes your application seem very ordinary. However, do not use flashy colors! 

	7. 
	Utilize a one inch margin on all 4 sides. This white space draws the reader to the body of the letter. 

	8. 
	In the opening paragraph, tell the reader the purpose of the letter. 

	9. 
	Use “I” statements and action verbs when describing your experience. 

	10. 
	Get to the point! Employers do not have the time to read lengthy letters. A cover letter should never exceed one page. 

	11. 
	Focus on the specific skills and interests you possess that you can offer the employer or college. Concentrate on skills which match the advertised employment qualifications or the desired program of study. Stress what you can do for the company or college, not what the company or college can do for you. Sound upbeat and confident. Sell yourself! 

	12 
	Don’t mention salary expectations unless the advertisement specifically requests it. In that case, the best strategy is to give a range. For example, “My earnings have ranged from $7.00 to $10.50 per hour in the various sales positions I have held.” 

	13. 
	End by thanking the reader and stating that you look forward to meeting with them. Make a specific suggestion for the next step of the process and follow up as promised. 


Before mailing a cover letter, can you answer the following questions with a “Yes”? 

• Is it clear? Does it state exactly what I want it to state? 

• Is it concise? Does it state what I want it to state in the fewest possible words? 

• Is it well organized? 

• Am I projecting to the employer or college the contribution I can make? 

• Have I stressed areas in my experience and/or education that are relevant to the person reading it? 


5 Atkins Avenue 

Northville, ME 04400 

January 3, 2003 

Ms. Christine Bailey 

XYZ Law Offices 

123 Main Street 

Auburn, ME 04210 

Dear Ms. Bailey: 

This letter is in reference to the paralegal position that was listed through Central Maine Technical College's Career Center. I am familiar with XYZ Law Office's recent growth and I am confident that my skills and qualifications will benefit your company. 

I am eager to utilize my research and writing skills while working as a paralegal. My academic courses at CMTC have required many research papers and projects. I have a tremendous capacity to undertake research and report findings in clear and concise fashion. 

I work well under the pressure of deadlines, and I have been involved in many group projects. My work experiences have taught me that one must be prepared to work beyond the typical forty-hour week to achieve success. I am willing and able to do so for XYZ 

Your consideration of my credentials would be greatly appreciated. I will call you next week to confirm your receipt of this letter and enclosed resume. Please feel free to contact me if you require additional information to support my candidacy. 

Sincerely, 

Signature 

Joseph Smith 

Enclosures

Week Thirteen – Wednesday

	Quote of the Day

“Every man is fully satisfied that there is such a thing as truth, or he would not ask any questions.” 
- Charles Sanders Peirce
Objective

Resume writing.

	Materials

Resume writing tips (worksheet)

Sample resumes (worksheet)

Homework

· Assignment Due at the beginning of class on Thursday:  Resume rough draft.

· Assignment Due at the beginning of class on Monday:  Cover letter and resume final copy.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Resume writing tips.

· Hand out worksheet:  Sample resumes.
· Review the tips and the two resume examples.

· Students are required to create a rough draft of a resume of their own for class tomorrow.  It should be typed and formatted.  There is no “correct” format for a resume.  They should be uniformly designed and organized.  They may begin this assignment during the remainder of class.  If it is not completed, it must be completed for homework.

· Remind students about their final reflection assignment due in three weeks.

· Answer questions.


	


Name_____________________________________ Period _______ Date ___________

Worksheet

Resume Writing Tips
Some tips may not apply to all resume formats or styles.

Generally start with work history unless there is none; then start with educational 
background.

Start with present or most recent experience (job or education) and work backwards. 
Don’t write in the third person (s/he) but don’t overuse “I”. 
Include pertinent dates. 
Include any leadership or volunteer experience!

Include any extracurricular activities you are involved in (including sports or clubs.)

Keep personal data to the minimum. 
Do not include an age. 

If hobbies or leisure activities can be directly tied into the job objective, use them. 

Do not include personal references directly in the resume. 

Do not discuss salary in the resume. 

Be honest. 

Brief is best. Try to keep your resume to one page (front only) and not too crowded. 

Leave adequate margins (space around the edges). 

Proofread! Proofread! Proofread! 

Make the resume pleasing to look at but don’t let it become so elaborate that its 
appearance overshadows the content.

	Name_____________________________________ Period _______ Date ___________

Worksheet

Sample Resumes

Functional Resume Style

This style is one of the most commonly used resume styles, and it works well for people who have had internships or cooperative experiences. This type of resume highlights previous work experience that has given you background experience for the job you are seeking. You might want to try listing the company name first if you have worked for a particularly prestigious company. Otherwise, listing the title first gives the employer a good sense of your work progress and duties. However, you should be consistent in using either title first or company first. You can also skip any jobs that do not apply, and you do not have to put the jobs in chronological order. It usually looks best to list the most important or impressive job first, and work downward in importance regardless of the dates of employment.

Example:
  Kevin Dolan

  1965 E 250 N

  Lebanon, IN  46052

  (317)  325-2519

  Employment Objective

       A summer position that would utilize my experience in program

       development and human relations

  Education

       Purdue University,  West Lafayette, IN  

       Bachelor of Science in General Management,  May 1995

       Bachelor of Arts in Sociology,  May 1994

       GPA (6.0 scale):  Management - 5.8   Sociology - 5.5    

                         Overall - 5.6

  Experience

       President, Purdue Grand Prix Foundation,  May 1993-May 1994

       ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

          - Coordinated work and activities for 175 students

          - Set up and managed $3,000,000 budget

          - Oversaw planning of 15 major events involving over 17,000 

            students and 6,000 non-students

          - Raised over $50,000 for individual and general scholarships

       Assistant Chair, Purdue Grand Prix Foundation,  June 1992-May 1993

       ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

          - Secured over $2,000 in donations

          - Allocated fuel for cart crews

   Additional Activities

       Student Alumni Coalition

       President's Council

   References

       Available Upon Request        

Skills Resume Style

The skills style is well suited to students who have gained valuable experience through a number of unrelated jobs and courses. This format is also appropriate for people who are making a significant change in careers. It emphasizes what you can do, not where you have worked. Applicable skills can be established through any activities that you feel will demonstrate your qualifications: courses, work, volunteer activities, personal life, and so forth. For example, if you talked to customers as you waited on them at McDonald's, investigated shipper's complaints or problems at a household moving company; and gave presentations in a psychology course, you have demonstrated communications skills. However, try to match your skills to the position you are applying for. If you are applying for a Customer Service Representative position, you might list the McDonald's and the moving company activities under a heading called Customer Service Skills.

                              Jennifer Iannucilli

  Permanent Address  (after 5-92)             Current Address  (before 5-92)

  1010 Thrush Lane                            241 Sheetz St.

  Mt Pleasant, SC   29083                     West Lafayette, IN  47907

  (812)  555-1212                             (317)  555-6789

     Professional Goal

     ~~~~~~~~~~~~~~~~~

        A career in personnel management that would involve coordinating 

        and training skills

     Education

     ~~~~~~~~~

        Purdue University:  expected graduation, May 1998

        Bachelor of Arts in Public Relations

                Minor:  General Management

        GPA (4.0 scale)      Major  3.8     Minor  3.9      Overall  3.7

        Major Related Courses

              Personnel Management, Interviewing, Labor Relations, Industrial 

              Psychology, Organizational Psychology, Business Law, Marketing

     Skills

     ~~~~~~

        Coordinating

                - planned and organized campaign for Grand Prix Queen candidate

                - assisted in planning and organizing a sorority rush program

                - supervised dining room preparation at the Sheraton Plaza 

                - developed and presented peer counseling seminar for the 

                  American Personal Guidance Convention, Washington DC, 1994

        Training

                - supervised the implementation of peer counseling programs in 

                  St. Louis high schools

                - tutored students in College Algebra and Marketing courses

     Work Experience  (paid for 100% of college expenses)

     ~~~~~~~~~~~~~~~

        Waitress, Sagamore Room, Purdue Memorial Union, 8/94 to present

        Salesperson, University Book Store, Purdue University, 7/95 to 8/97

     References Available upon request    




Week Thirteen – Thursday

	Quote of the Day

“If a tree falls in the forest but no one is there to hear it, does it make a sound?” - Confucius
Objective

Resume writing.

	Materials

Resume component check list (class work)
Homework

· Assignment Due at the beginning of class on Monday:  Cover letter and resume final copy.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out class work:  Resume component check list.
· Hand back cover letters that you collected yesterday.

· Students will pair up and edit each others cover letter and resume.  They must fill out the resume component check list.  These peer reviews will be handed back to the proper student but they MUST be handed in with their final copies on Monday.  They will be graded and marked as a class work grade.
· Remind students that a final copy (typed) of both their cover letters and resumes are due at the beginning of class on Monday.  Students should make the corrections discovered today by their peers.

· Remind students about their final reflection assignment due in three weeks.

· Answer questions.



Name of Editor_____________________________________ Period _______ Date _____

Name of Resume Writer_____________________________________________________

Worksheet

Resume Component Check List

Directions:  Rate how well the author of the resume you are editing includes the following information; 5 being the best, 1 being the worst.

	Component
	1
	2
	3
	4
	5

	Name
	
	
	
	
	

	Address
	
	
	
	
	

	Phone Number
	
	
	
	
	

	Job Objective
	
	
	
	
	

	Qualifications & Skills
	
	
	
	
	

	Education
	
	
	
	
	

	Job History
	
	
	
	
	

	Clubs & Organizations
	
	
	
	
	

	Volunteer & Leadership
	
	
	
	
	

	References
	
	
	
	
	


Write two positive comments about your partners’ resume:

(1)

(2)

Write two critical comments about your partners’ resume (things they need to work on):

(1)

(2)

Week Thirteen – Friday

	Quote of the Day

“Teachers open the door, but you must enter yourself.” – Ancient Chinese Proverb
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Monday:  Resume final copy.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Remind students that a final copy (typed) of both their cover letters and resumes are due at the beginning of class on Monday.  Students should make the corrections discovered by their peers and should hand in the peer review check list along with their cover letter and resume.

· Remind students about their final reflection assignment due in three weeks.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Fourteen
Week Fourteen – Monday
	Quote of the Day

“God grant me serenity, to accept the things I cannot change, the courage to change the things I can, and the wisdom to know the difference.” – Reinhold Niebuhr
Objective

Creating visual displays.

	Materials

Power Point basics (worksheet)
Homework

· Assignment Due at the beginning of end on Wednesday:  Presentation proposal.

· Assignment Due at the beginning of class on Friday:  Presentation outline.

	Agenda

· Meet students in the computer lab.
· Students should be seated with their groups from a few weeks ago.  Students may need a reminder of who their group members are.
· Daily greeting.

· Write agenda on the board.

· Collect homework:  Cover letter and resume final copies.

· Discuss the quote of the day.

· Hand out worksheet:  Power Point basics.
· Have students open Power Point and review a few of the basic steps in creating a Power Point presentation.
· Answer questions.


	 


**Note:  Sign up to have class in the computer lab on Monday, Tuesday, Wednesday and Thursday of next week. **
Name______________________________________ Period _______ Date __________

Worksheet

Power Point Basics

How to…

· Create a Title Page

· Include the title of your presentation & all group members’ names.  In this case, the title of your presentation is the societal problem your group is studying.

· Names should include both the first name and last name and should be in alphabetical order by last name.

· Save to a Disk (or Other Locations)
· File > Save As

· Click on “My Computer” on the left hand side

· Choose floppy disk (or Any Location you Plan on Saving your Work)

· ****Save Frequently!!!!!******

· Insert New Slides
· Insert > New Slide

· Choose Different Slide Layouts
· Format > Slide Layout
· Choose the slide layout that best fits each individual slide.  Some layouts leave space for pictures or clip art while other layouts allow for charts.

· Choose Different Slide Designs
· Format > Slide Design
· Choose a slide design that is easy to read.  This design should be the same throughout your entire presentation.

· This can be chosen at the beginning or the end of the creation of your presentation.  

· NOTE:  If you choose it at the end, double check each slide to make sure none of the typing has shifted or is unclear.

· Choose Different Effects:
· Right click the type or picture you would like to be animated.

· Choose Custom Animation
· View the different effects and choose which one you prefer.  For the purpose of professionalism, keep the effects uniform and do not use noises or distracting options.  

· Print in “handout” Format

· File > Print

· Click on “Print what/slides” pull down menu

· Choose handouts
· Choose 3 slides per page

*** DO NOT read word for word from your Power Point presentation.  Power Point is a visual AIDE.  If you are reading from the slides, your back is most likely to your audience and that is not good presentation etiquette***

Week Fourteen – Tuesday

	Quote of the Day

“Service…is the rent we pay for living on this planet.” – Marian Wright Edelman
Objective

Power Point presentations.

	Materials

College presentation (worksheet)
Homework

· Assignment Due at the beginning of end on Wednesday:  Presentation proposal.
· Assignment Due at the beginning of class on Friday:  Presentation outline.
· Assignment Due during class on Monday:  Mock presentations.

	Agenda

· Meet students in the computer lab.

· Students should be seated with their groups.
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  College presentations.
· Review the end of the year presentation that students are required to take part in.  Groups must be assigned two colleges to present to lower-classmen about and they must pick a third.  Please see the attached sheet to determine colleges to assign groups. 

· Review the requirements on the worksheet.

· Students must have colleges approved by the instructor before they work on them to avoid have groups study the same colleges.
· Remind students that they must hand in a typed proposal for their presentation by Wednesday and a typed presentation outline including who will be doing what parts (research, Power Point, etc.)
· Answer questions.



List of CUNY and SUNY Colleges to Assign Groups:

**Groups should research and present information about (1) CUNY college, (1) SUNY college and (1) Out of state college.
This gives each group a total of three colleges to present to freshman, sophomores and juniors.  This presentation is intended to be a service to Leadership.  Please assign one CUNY college and one SUNY college to each group.  Students will have a chance to choose the out of state college they plan on researching.  It is recommended that all of the instructors decide together which CUNY and SUNY schools will be assigned to avoid having two groups presenting on the same topics.  If there are not enough CUNY schools, give some groups two SUNY schools to research.
Here is a list of CUNY (City University of New York) schools to assign:

· Baruch College: New York 

· Borough of Manhattan Community College (CUNY): New York 

· Brooklyn College: Brooklyn (Midwood) 

· Bronx Community College (CUNY): Bronx 

· City College: New York 

· College of Staten Island: Staten Island 

· Graduate School & University Center: New York City 

· Hostos Community College (CUNY): Bronx 

· Hunter College: New York 

· John Jay College of Criminal Justice: New York 

· Kingsborough Community College (CUNY): Brooklyn 

· LaGuardia Community College (CUNY): Long Island City 

· Lehman College: Bronx 

· Medger Evers College: Brooklyn 

· New York City College of Technology (CUNY): Brooklyn 

· Queens College: Flushing 

· Queensborough Community College (CUNY): Bayside 

· York College: Jamaica 

Here is a list of SUNY (State University of New York) schools to assign:

· State University of New York: Albany 

· Albany, University at: Albany 

· Adirondack Community College: Queensbury 

· Alfred University, College of Ceramics at: Alfred 

· Alfred State College of Technology: Alfred 

· Binghamton University: Binghamton 

· Brockport, State University of New York College at: Brockport 

· Brooklyn, Health Science Center at (SUNY Downstate Medical Center): Brooklyn 

· Broome Community College: Binghamton 

· Buffalo, University at (SUNY): Buffalo 

· Buffalo State College: Buffalo 

· Canton College of Technology: Canton 

· Cayuga County Community College: Auburn, Fulton 

· Clinton Community College: Plattsburgh 

· Cobleskill, College of Agriculture & Technology at: Cobleskill 

· Columbia-Greene Community College: Hudson 

· Corning Community College: Corning 

· Cortland, SUNY College at: Cortland 

· Delhi, College of Technology at: Delhi 

· Dutchess Community College: Poughkeepsie 

· Empire State College: Saratoga Springs 

· College of Environmental Science & Forestry: Syracuse 

· Erie Community College: Williamsville, Buffalo, Orchard Park 

· Farmingdale State University: Farmingdale 

· Fashion Institute of Technology: New York City 

· Finger Lakes Community College: Canandaigua, Geneva, Newark, Victor 

· Fredonia, State University of New York at: Fredonia 

· Fulton-Montgomery Community College: Johnstown 

· Genesee Community College: Batavia 

· Geneseo, SUNY College at: Geneseo 

· Herkimer County Community College: Herkimer 

· Hudson Valley Community College: Troy 

· Jamestown Community College: Jamestown 

· Jefferson Community College: Watertown 

· Maritime College: Throggs Neck 

· Mohawk Valley Community College: Utica, Rome 

· Monroe Community College: Rochester 

· Morrisville College of Agriculture & Technology: Morrisville 

· Nassau Community College: Garden City 

· SUNY at New Paltz: New Paltz 

· Niagara County Community College: Sanborn 

· North Country Community College: Saranac Lake 

· College at Old Westbury: Old Westbury 

· SUNY College at Oneonta: Oneonta 

· Onondaga Community College: Syracuse 

· Optometry, State College of: New York 

· Orange County Community College: Middletown, Newburgh, Port Jervis 

· SUNY Oswego: Oswego 

· Plattsburgh State University: Plattsburgh 

· SUNY Potsdam: Potsdam 

· SUNY Purchase College: Purchase 

· Rockland Community College: Suffern 

· Schenectady County Community College: Schenectady 

· Stony Brook University: Stony Brook 

· Suffolk County Community College: Selden, Brentwood, Riverhead 

· Sullivan County Community College: Loch Sheldrake 

· SUNY Institute of Technology: Utica, Rome 

· Tompkins Cortland Community College: Dryden 

· Ulster County Community College: Stone Ridge 

· Upstate Medical University: Syracuse 

· Westchester Community College: Valhalla 

Name______________________________________ Period _______ Date __________

Worksheet

College Presentations
· Each group will be assigned two colleges to research.  Most likely, one CUNY school and one SUNY school. 

· Groups will be allowed to choose a third college to research.  This third college must be out of state.
· Groups will create a Power Point presentation about all three colleges to present to current freshmen, sophomores and juniors at Leadership.  This assignment is meant to service Leadership students and to get students thinking about college at an earlier stage than many of you may have.

· Each college should have at least one chart or graph created in Excel that corresponds with it.

Your Power Point should include all of the following information about each of the schools:

· Name and location of the school.

· Distance from home (New York City.)

· Type of school:

· 2 year or 4 year?
· Private or public?
· Religious affiliation?
· Single sex or coed?
· Historically Black?
· Hispanic services?

· Campus life:

· Rural, suburban, urban?
· School size?
· Housing availability?  
· Type of housing?
· Diversity?  Minority?  
· International?  Out of state?
· Students with disabilities?
· Activities & sports:

· Greek life?
· Sports?  Men?  Women?
· Additional activities?
· Academics:

· Majors?
· Academic programs?
· Internet?

· Admissions requirements:

· SAT?  ACT?  
· Essay?  Interview?
· Selectivity?
· Test scores?
· AP exams?

· Cost & financial aid

· Application deadlines
· Your personal opinions
· Time for a question and answer session

Week Fourteen – Wednesday

	Quote of the Day

“You miss 100 percent of the shots you never take.” – Wayne Gretzky
Objective

Power Point presentations.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Presentation outline.
· Assignment Due during class on Monday:  Mock presentations.

	Agenda

· Meet students in the computer lab.

· Students should be seated with their groups.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.
· Students will have the entire period to begin working on their college presentations.  Students must use this time to work otherwise the work will need to be completed out of class and another lesson plan will be used during class time.  
· Collect homework:  Presentation proposals.

· Remind students that they must hand in a typed presentation outline including who will be doing what parts (research, Power Point, etc.)
· Remind students that there will be mock presentations conducted on Monday in class.  These presentations will be videotaped.
· Answer questions.


	


Week Fourteen – Thursday

	Quote of the Day

“To hear is to forget; to see is to remember; to do is to learn.” – Chinese proverb
Objective

Power Point presentations.

	Materials

None
Homework

· Assignment Due at the beginning of class on Friday:  Presentation outline.
· Assignment Due during class on Monday:  Mock presentations.

	Agenda

· Meet students in the computer lab.

· Students should be seated with their groups.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.
· Discuss 
· Students will have the entire period to continue working on their college presentations.  Remind students to work on a presentation outline to hand in no later than tomorrow.  Students must use this time to work otherwise the work will need to be completed out of class and another lesson plan will be used during class time.  

· Remind students that they must hand in a typed presentation outline including who will be doing what parts (research, Power Point, etc.)
· Remind students that there will be mock presentations conducted in class on Monday.  These presentations will be videotaped.
· Answer questions.



**Note:  Reserve the video camera and one blank tape for class on Tuesday as well as the following Thursday.**
Week Fourteen – Friday

	Quote of the Day

“Did you ever see an unhappy horse?  Did you ever see a bird with the blues?  One reason why birds and horses are not unhappy is because they are not trying to impress other birds and horses.” 
- Dale Carnegie
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due during class on Monday:  Mock presentations.

· Assignment Due at the end of class on Wednesday:  Completed Power Point presentation printed out in handout format (one print out per group.)

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· College homework:  Presentation outline.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.
· Remind students that there will be mock presentations conducted in class on Monday.  These presentations will be videotaped.
· Collect speaker evaluations.

· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Fifteen
Week Fifteen – Monday
	Quote of the Day

“If you can’t blow everyone out of the water in the first fifteen seconds of a presentation, you will never be remembered or known as ‘the smart one.’” – Rising corporate star in a big company.
Objective

Public speaking.

	Materials

None
Homework

· Assignment Due at the end of class on Wednesday:  Completed Power Point presentation printed out in handout format (one print out per group.)

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.
· Videotape groups’ mock presentations in class one group at a time.
· Each group will be videotaped.  When they are not being taped, they may work on research or their Power Point presentations quietly.  
· Remind students that their Power Point presentations must be completed by the end of class on Wednesday.
· Remind students that they have one week left to work on their reflection paper assignments.  
· Answer questions.


	 


**Note:  Ask the principal to hold an assembly Thursday of next week for the entire school to attend for anywhere from 2 to 2.5 hours.  Reserve the lecture hall for Wednesday and Thursday. **
Week Fifteen – Tuesday
	Quote of the Day

“Put a stop-loss order on your worries.  Decide just how much anxiety a thing may be worth and refuse to give it any more.” – Dale Carnegie
Objective

Public speaking.

	Materials

Public speaking check list (worksheet)
Homework

· Assignment Due at the end of class on Wednesday:  Completed Power Point presentation printed out in handout format (one print out per group.)

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Public speaking check list.
· Remind students that their Power Point presentations must be completed by the end of class on Wednesday.
· Remind students that they have one week left to work on their reflection paper assignments.  
· Answer questions.



Name______________________________________ Period _______ Date __________

Worksheet

Public Speaking Check List

Feeling some nervousness before giving a speech is natural and healthy. It shows you care about doing well. But, too much nervousness can be detrimental. Here's how you can control your nervousness and make effective, memorable presentations:

· Know the room. Be familiar with the place in which you will speak.

· Know the audience. Greet some of the audience as they arrive. It's easier to speak to a group of friends than to a group of strangers. 

· Know your material. Practice your speech and be prepared.  Try practicing in front of a mirror.

· Relax.  Think of the audience as a group of dogs, they can smell your fear!
· Visualize yourself giving your speech. Imagine yourself speaking, your voice loud, clear, and assured. When you visualize yourself as successful, you will be successful. 

· Make eye contact.  Scan the room.  If this is too difficult find a focal point.
· Take a pause rather than repeating “ummm” and “like”.
· Don’t fidget.  If you fidget you will become your own distraction.
· Don't apologize. If you mention your nervousness or apologize for any problems you think you have with your speech, you may be calling the audience's attention to something they hadn't noticed. Keep silent. 

· Keep track of time.  If you need to keep your watch nearby, do so.  
· Body language is important.

· Do not read from notes for an extended length of time.  Speak loudly and clearly. Sound confident. Do not mumble. 
· Gain experience. Experience builds confidence, which is the key to effective speaking.
Week Fifteen – Wednesday

	Quote of the Day

“Procrastination is the art of keeping up with yesterday.” – Donald Robert Perry Marquis
Objective

Complete Power Point presentation.

	Materials

Presentation suggestions (worksheet).
Homework

· Assignment Due at the beginning of class on Tuesday:  Final reflection paper.
· Assignment Due during class on Thursday:  College presentations.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.
· Students will watch the videotape of themselves during their mock presentations they did yesterday.  

· This is a chance for constructive criticism from both the instructor and classmates.  Comments should be made particularly about the groups’ presentation and public speaking skills.
· Hand out worksheet:  Presentation suggestions.
· Collect print-out of Power Point slides.  These will be graded as a class work grade.
· Remind students that they have one week left to work on their reflection paper assignments. 
· Remind students that their college presentations are on Thursday of next week. 
· Answer questions.


	


Name______________________________________ Period _______ Date __________

Worksheet

Presentation Suggestions

· Make Eye Contact:

· Look around the room while you are speaking.  On Thursday, the interns will be scattered throughout the room.  If you are having trouble looking around, make an effort to make eye contact with each and every one of us!

· DON’T read directly from your slides!!  Refer to your note cards instead.  There should never be a point in your presentation when your back is to your audience.

· Loose-leaf paper will NOT be acceptable.  You must either use note cards or your memory!

· Speak SLOWLY and CLEARLY:

· Open your mouth and project your voice.  

· There will be no mumbling on Thursday!!!  

· Watch out for repeating “like” and “umm.”

· Don’t drop the end of your sentences.  Speak strongly the whole way through.

· Make sure EVERY person in your group speaks!  There should not be one or two people leading the whole presentation.

· Know Your Stuff:

· Be concise!  Some of you became too wordy which made your presentation exceed your 3 minute maximum.

· Know your role in your group’s presentation!  Be prepared to fill in for any absent group members as well!  Several of you have encountered absent group members which gives you no reason to trust everyone to attend on the day of your presentation.  

· Pay attention to your other group members in order to follow your presentation and be prepared for your cue to speak.

· Be prepared to speak about your topic at the end of your presentation.  There will be a few minutes after each presentation for a question and answer session.

· Be Good Audience Members:  

· If you perform the most outstanding presentation and fail to be a respectful audience member, it will be impossible to receive a good grade!

· Look Presentable:

· Don’t chew gum!!!!

· Take off your coats; stay a while!

· Dressing presentably, look clean.

· Don’t fidget.

· Stand still when you are not speaking.  When you move around in the background it takes away from the presenter.

· Be Confident!!!  Good Luck!!

Week Fifteen – Thursday

	Quote of the Day

“Diligence is the mother of good luck.” – Benjamin Franklin
Objective

Practice presentation.

	Materials

None
Homework

· Assignment Due at the beginning of class on Tuesday:  Final reflection paper.

· Assignment Due during class on Thursday:  College presentations.

	Agenda

· Meet students in the computer lab.

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Each group will have a chance to practice their presentation in front of the entire class.  They should receive feedback from their classmates as well as the instructor of the course.

· Remind students that their reflection paper is due on Tuesday. 
· Remind students that their college presentations are on Thursday of next week. 
· Answer questions.



Week Fifteen – Friday

	Quote of the Day

“Education is what survives when what has been learned has been forgotten.” – B.F. Skinner
Objective

Speaker:  Syracuse Alum

	Materials

Speaker evaluation (class work)
Homework

· Assignment Due at the beginning of class on Tuesday:  Final reflection paper.

· Assignment Due during class on Thursday:  College presentations.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Hand out worksheet:  Speaker evaluation.
· Remind students that their college journals are due on Monday.  Remind students that they can include a reflection of today’s speaker as a part of their journal.

· Collect speaker evaluations.

· Remind students that their reflection papers are due on Tuesday.
· Remind students that their college presentations are due on Thursday. 
· Answer questions.



Name______________________________________ Period _______ Date __________

Class Work

Speaker Evaluation

1)  Speaker’s name:

2)  Field of expertise:

3)  How informative was the presentation?  Was the information provided meaningful?

4)  List three facts you learned from this speaker:

(1)

(2)

(3)

5)  Did this speaker hold your attention?

 

Yes       No      Don’t Know

6)  Was this speaker effectively able to communicate 

Yes       No      Don’t Know

      his or her expertise and/or experience?

7)  Was this speaker a quality contribution to this class?  

Yes       No      Don’t Know

8)  Why or why not?

9)  Overall comments:

Week Sixteen

Week Sixteen – Monday
	Quote of the Day

“A leader is like a shepherd…He stays behind the flock, letting the most nimble go out ahead, whereupon the others follow, not realizing that all along they are being directed from behind.” 
– Nelson Mandela
Objective

Leadership skills.

	Materials

None
Homework

· Assignment Due at the beginning of class on Tuesday:  Final reflection paper.

· Assignment Due during class on Thursday:  College presentations.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Effective leadership is a critical need for college and the work force.  In fact, it is a critical need for life in general!  

· Ask students to go around the room and share one way in which they have shown leadership skills.

· Discuss the importance of leadership skills.

· Remind students that their reflection papers are due on tomorrow.
· Remind students that their college presentations are due on Thursday. 
· Answer questions.



	 


Week Sixteen – Tuesday

	Quote of the Day

“Do not confine your children to your own learning, for they were born in a different time.”
 – Hebrew Proverb
Objective

Leadership skills.

	Materials

None
Homework

· Assignment Due during class on Thursday:  College presentations.

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will compose an in class essay about someone who possesses good leadership skills.  Do they admire this person?  Why?  What does this person do?  They should then also include a self assessment of their leadership skills and ways in which they can improve upon these skills.

· Collect final reflection paper assignment.

· Remind students that class will be held in the lecture hall tomorrow and Thursday (for their presentations.)

· Answer questions.



Week Sixteen – Wednesday

	Quote of the Day

“Arguing is a game two can play at.  But it is a strange game in that neither opponent ever wins.” 
- Benjamin Franklin
Objective

Practice presentations.

	Materials

None
Homework

· Assignment Due during class on Thursday:  College presentations.

	Agenda

· Meet students in the lecture hall.
· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Students will have the entire period to practice their presentations in the same location they will be presenting tomorrow.

· Answer questions.


	


Week Sixteen – Thursday

	Quote of the Day

There will be no quote today.  Students will be presenting to younger students instead of meeting during their usual class time.
Objective

Final presentations.

	Materials

None
Homework

· None

	Agenda

· Meet students in the lecture hall.

· Daily greeting.

· Students will perform their presentations to the rest of the school.
· These presentations should be graded for content and use of skills.

· These presentations should be videotaped for use in class tomorrow.
· Answer questions.



Week Sixteen – Friday

	Quote of the Day

“A college degree and a dollar will get you four quarters.” – Anonymous 
**Same quote we began with for the semester! **
Objective

Relax and wind down.

	Materials

None
Homework

· None

	Agenda

· Daily greeting.

· Write agenda on the board.

· Discuss the quote of the day.

· Thank the students for such a wonderful semester.  

· This period will be spent watching the presentations from yesterday and relax.
· Answer questions.
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