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Work Experience Program

Application acceptance & student participation pending Work
Experience instructor AND Work Experience course availability

In order to qualify for the Work Experience program, students must enroll in a course at San
Joaquin Delta College and employed in a job either as a paid or unpaid employee. Many
benefits may be derived from the program through the cooperation of you, your employer and
San Joaquin Delta College.

The following areas are available in the Work Experience Program.

s ADMINISTRATION OF JUSTICE s COMPUTER SCIENCE
»>  Administration of Justice »  Computer Networking
» Correctional Science »> Website Development

» Database Design

% AGRICULTURE BUSINESS .
»  Programming

< ooy TURE PR NG 2 FAMILY CONSUMER SCIENCES

% ANIMAL SCIENCE »  Culinary Arts

> :
& BUSINESS Child Development

» Business Administration ¢ FIRE SCIENCE

> Customer Servico % HEALTH SCIENCES

» Retail Management

» Merchandising % NURSING

» Accounting »  Only SJDC Nursing Students
»  Advertising

» Barking

Students may earn from 1 — 4 units of general college credit. The number of units requested
from the program is dependent upon the number of on-the-job hours completed during the
participating semester. If the student does not meet the minimum required on-the-job hours for
the units requested, the student will receive non-credit for the units requested on the application.

The student must determine if the status is either paid employment or unpaid / volunteer
employment. The student may not use both categories to earn units.

Paid Unpaid/Volunteer
Employment Status Employment Status
75 hours completed on the job = 1 unit 60 hours completed on the job = 1 unit
150 hours completed on the job = 2 units 120 hours completed on the job = 2 units
225 hours completed on the job = 3 units 180 hours completed on the job = 3 units
300 hours completed on the job = 4 units 240 hours completed on the job = 4 units

If you have any questions, please feel free to call the Applied Science, Business & Technology
Division office or come by during our regular office hours which are:

¢ Monday - Friday, 8:00 am - 5:00 pm.

San Joaquin Delta College Applied Science, Business & Technology Division
5151 Pacific Avenue Holt Building, Room 140
Stockton, Ca 95207- 6370 Phone: (209) 954-5269
E-mail: Salvador Vargas, svargas@deltacollege.edu
or

Kymn Trujillo, ktrujillo@deltacollege.edu



mailto:svargas@deltacollege.edu�
mailto:ktrujillo@deltacollege.edu�

Work Experience Program Assignments
and Employer Evaluation

All assignments must be submitted to the office or mailed.

Assignments cannot be faxed or scanned as attachments to an email.
An after-hours drop box is provided outside the division office.

The following blank forms for student’s assignments are available in the Student
Handbook for completion. The forms must be submitted to the Applied Science,
Business & Technology Division office by the deadlines provided in the Student
Application Packet and the website.

The submission deadlines may be printed from the Work Experience website for the
current semester at http://www.deltacollege.edu/org/intern/index.html .

Work Experience Program
Assignments

Student Learning Objectives
Monthly Report # 1

Monthly Report # 2
Monthly Report # 3
Employer Evaluation* (Not available in Student Handbook)

abkrwnNpE

*The Employer Evaluation is provided in the
Student Application Packet only.

If the student needs another copy of the Employer Evaluation, the student may reprint
the form from the Work Experience website.

e Failure to submit Student Learning Objectives, Monthly Reports, and the Employer
Evaluation will result in non-credit. All assignments must have supervisor’s
signature. Faxed or scanned assignments will not be accepted.

e Termination of employment without re-employment in another job will result in non-
credit as well as makes the student ineligible to participate in the program. Student
must notify the Applied Science, Business & Technology Division office of
termination within a two-week time period.

e Failure to meet the minimum number of On-the-Job hours required for the
number of units requested for the semester will result in non-credit.

e Employer Evaluation is not submitted by the employer / supervisor to the Applied
Science, Business & Technology Division office by the end of the semester will
result in non-credit.
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Student Learning Objectives

A learning objective is a measurable goal that you set for yourself to be accomplished
through your Work Experience program. The student and his/her work supervisor
establish the learning objectives.

The learning objectives will enhance and strengthen employee/supervisor
communication by giving an opportunity for you and your supervisor to share ideas
related to your career and educational goals. These objectives also can show your
employer your willingness for taking more responsibilities.

The student is required to write a minimum of four (4) learning objectives. All
learning objectives MUST be approved and SIGNED by your on-the-job
supervisor and submitted to the Applied Science, Business & Technology
Division office.

One complete Student Learning Objective will contain the following information:

o What do you want to achieve?
e HoOWw do you intend to accomplish this objective?
e How will the completion of the objective be evaluated or measure the progress?

o When are you going to complete this objective?

|:> All four (4) learning objectives should reflect
improvement of your job skills and/or performance
on the job site.

> Submit the original to the Applied Science,
Business & Technology Division office located in
Holt 140 and retain a copy for your records.

Note:

ALL first time Work Experience students should attend an orientation
seminar given by a Work Experience instructor explaining how to write the
objectives. Review the schedule for this seminar in Holt 140, when you
submit your application packet.
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HOW TO WRITE STUDENT LEARNING OBJECTIVES

A student learning objective is a specific and measurable goal, limited to a single
accomplished result, and includes a completion date.

For each complete student learning objective, you should be able
to provide an answer to the following questions:

What do you want to achieve?

HoOWw do you intend to accomplish this objective?

HoWw will the completion of the objective be evaluated?

« When are you going to complete this objective?

A learning objective begins with an action verb and describes the activity to be
accomplished.

EXAMPLES OF QUESTIONS FOR WRITING FOUR LEARNING OBJECTIVES

What do you want to achieve?

Learning Objective # 1: | will learn to type 40 words per minute.
Learning Objective # 2: | will increase my productivity by 10%.
Learning Objective # 3: | will develop a customer relations file.
Learning Objective # 4: | will construct and develop a report system.

How do you intend to accomplish this objective?

Learning Objective # 1. | will accomplish typing 40 wpm by spending an hour a day
on drills and practice exercises.

Learning Objective # 2: | will increase my productivity by utilizing time management
skills learned to reduce unused, wasted time.

Learning Objective # 3: | will develop a filing system and construct an information
form to be filled out for each customer.

Learning Objective # 4: | will analyze the appropriate information that is needed to

summarize monthly activities.
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How will the completion of the objective be evaluated?

Learning Objective # 1: | will track my progress by using a timed typing test each
week.

Learning Objective # 2: | will submit a monthly production report to my supervisor.

Learning Objective # 3: | will review the contents of the customer relations file with
my supervisor for any suggestions.

Learning Objective # 4: | will supply a copy of the report to my supervisor for review.

When are you going to complete this objective?

Learning Objective # 1: | will accomplish my objective by the end of the semester.
Learning Objective # 2: | will complete each report by the end of each month.
Learning Objective # 3: | will complete the file by the 12th week of the semester.

Learning Objective # 4: | will complete the report by October 15th.
FOR EXAMPLE, THE FOUR COMPONENTS OF THE LEARNING OBJECTIVE # 1 ARE:
What are you planning to achieve? | will learn to type 40 words per minute.

How do you intend to accomplish this objective? | will accomplish typing 40 wpm by
spending an hour a day on drills and practice exercises.

How will the completion of the learning objective be evaluated? | will track my progress
by using a timed typing test each week.

When are you going to complete this objective? | will accomplish my objective by the
end of the semester.

Once you have answered these questions, write the objective in its final form.
THEREFORE, THE FINAL FORMAT OF THE STUDENT LEARNING OBJECTIVE # 1 IS:
| will learn to type 40 words per minute by spending an hour a day on typing drills and

practice exercises and track my progress documenting scores from timed typing tests. |
will complete my objective by October 15™.
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Work Experience Program
STUDENT LEARNING OBJECTIVES

Student Name:

| understand that the Student Learning Objectives must be measurable and that my Work Experience
instructor and my work supervisor must verify that these are acceptable objectives relats my job.
One complete Student Learning Objective must provide the following information:
= What do you want to achieve?
= How do you intend to accomplish this objective2
= How will the completion of the objecti
= When are you going to compl his| [e

A minimum of four (4) objecti arere ed t more than four
objectives, please att n add al sh t D

Stu/ fnt Legfning ive iy /oy [my [icrosoft Excel skills by practice exercises and
my rvisor will t ivi [ 'm e eq _J'to produce by the end of the month for review

Obje e’2: | will effectively organize end of month bank deposit statements
n spreadsheets to be evaluated by my supervisor at the end of the day.

Learning Objective 3: | will review twenty bank statements for account balance accuracy
by using the principles of accounting. My supervisor will review my findings at the end of each day
and record my accuracy by the end of June.

Student Learning Objective 4: | will develop a customer relations file by designing a filing system
and construct a contact information form to be filled out for each customer and review with my
supervisor for suggestions by the 12" week of the semester.

WHITE: WORK EXPERIENCE OFFICE

Student Signature Date

Work Experience Instructor Signature Supervisor Signature Date
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(Practice only - Please do not turn in)
STUDENT LEARNING OBJECTIVES WORKSHEET

LEARNING OBJECTIVE #1
What do you want to achieve?

How do you intend to accomplish this objective?

How will the completion of the objective be evaluated?

When are you going to complete this objective?

Write out Learning Objective in final format:

LEARNING OBJECTIVE #2
What do you want to achieve?

How do you intend to accomplish this objective?

How will the completion of the objective be evaluated?

When are you going to complete this objective?

Write out Learning Objective in final format:
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LEARNING OBJECTIVE #3
What do you want to achieve?

How do you intend to accomplish this objective?

How will the completion of the objective be evaluated?

When are you going to complete this objective?

Write out Learning Objective in final format:

LEARNING OBJECTIVE #4
What do you want to achieve?

How do you intend to accomplish this objective?

How will the completion of the objective be evaluated?

When are you going to complete this objective?

Write out Learning Objective in final format:
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Assignment cannot be submitted without supervisor’s signature
Assignment may NOT be faxed, scanned or emailed.

Work Experience Program
STUDENT LEARNING OBJECTIVES

Student Name:

| understand that the Student Learning Objectives must be measurable and that my Work Experience
instructor and my work supervisor must verify that these are acceptable objectives relating to my job.
One complete Student Learning Objective must provide the following information:

What do you want to achieve?
How do you intend to accomplish this objective? L | =1 single Objective
How will the completion of the objective be evaluated?
When are you going to complete this objective?

A minimum of four (4) objectives are required. If you would like to submit more than four
objectives, please attach an additional sheet to this paper.

Student Learning Objective # 1:

Student Learning Objective # 2:

Student Learning Objective # 3:

Student Learning Objective # 4:

Reminder to Student:
e Submit Original to Work
Experience

Student Signature Date

Supervisor Signature Date
e Keep a copy for reference
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Assignment cannot be submitted without supervisor’s signature
Assignment may NOT be faxed, scanned or emailed.

Work Experience Program

MONTHLY REPORT #1 Return to HOLT 140
Student's Name: Delta ID#
Company Supervisor:

1. Describe the activities or tasks you have done during the past month towards accomplishing the
learning objectives you set for yourself for this month or semester.

2. Indicate any problems you have encountered that have prevented you from accomplishing your
student learning objective by your time line.

3. Describe your major accomplishment on the job during this last month.

4. Describe or list the type of activities or tasks you have been performing this last month.

Supervisor Signature Date
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Assignment cannot be submitted without supervisor’s signature
Assignment may NOT be faxed, scanned or emailed.

Work Experience Program

MONTHLY REPORT #2 Return to HOLT 140
Student's Name: Delta ID#
Company Supervisor:

1. Describe the activities or tasks you have done during the past month towards accomplishing the
learning objectives you set for yourself for this month or semester.

2. Indicate any problems you have encountered that have prevented you from accomplishing your
student learning objective by your time line.

3. Describe your major accomplishment on the job during this last month.

4. Describe or list the type of activities or tasks you have been performing this last month.

Supervisor Signature Date
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Assignment cannot be submitted without supervisor’s signature
Assignment may NOT be faxed, scanned or emailed.

Work Experience Program

MONTHLY REPORT #3 Return to HOLT 140
Student's Name: Delta ID#
Company Supervisor:

1. Review your student learning objectives and describe your accomplishments. If you were
unable to meet one of the objectives, describe the status and what circumstance prevented
you from reaching your objective.

2. Describe what you feel is the most important knowledge you have gained during your Work
Experience this semester.

3. List some new learning objectives you have set for yourself as a result of your experiences
this semester.

Supervisor Signature Date
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San Joaquin Delta College
Work Experience Program
5151 Pacific Avenue
Stockton, CA 95207
Telephone (209).954.5269

Work Experience Program

Employergvgluatiq

Student Nafyfe Semditer:

Please co Iete ne follg@ling evajiition a ork Expdgllenceloffice by
Decembdi8, 20XX. comiied =! on form [ necessary for
the studen@\ receive it for

hursYber week

t Co‘npleted
Imber 8, 20XX

Attendance

Please record t
of hours cojjnplet{d
August 17§120X

g IR
T

EvaluatiNs

Characteristics Outstanding Above Average Average Below Average

Interest in Work

Application

Ability to Learn
Working with Others
Quality of Work
Output of Work
Reliability

Supervisor Signature i ame ate

Position Organization

In compliance with Federal Disclosure Law this evaluation must be shared with the student if requested.
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WORK EXPERIENCE PROGRAM EVALUATION
DUE END OF SEMESTER IN HOLT 140

OPTIONAL

In order to better serve Work Experience students and to improve the program, it would be appreciated if
you would complete this evaluation form. If you do not wish to be identified mail, send or fax this
evaluation separate from other reports. In no way will this evaluation reflect upon your required
course work or whether you receive credit / non-credit.

Check all that apply

| Enrolled How did you learn about the program

1. Because it is required for my certificate or degree program 7. Campus newspaper

2. To earn credit toward a certificate or degree program 8. Signs in the classroom or campus

3. Because it was recommended by my supervisor 9. Counselor

4. Because it was recommended by my instructor 10. Instructor

5. To improve myself as an employee 11. Friend

6. Other 12. College catalog/ schedule of classes
13. Other

1. Did you find your enrollment in the Work Experience Program beneficial?

O VYes O No Please explain below.

2. What recommendations do you have that would make the program more valuable to you?

3. Do you plan on enrolling in Work Experience in future semesters? If answer is no, why not?
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4. After attending orientation, did you understand the program requirements?

D Yes CO No Please explain below.

5. As aresult of fulfilling your student learning objectives, did you learn new skills on the job?

O Yes O No Please explain below.

6. Was writing the monthly reports helpful in identifying what you accomplished while enrolled in
Work Experience Program?

D Yes CONo Please explain below.

7. Did the Work Experience Program improve your current skill set?
DYes CONo Please explain below.

8. As aresult of Work Experience Program, did you have improved communication with your
supervisor regarding your job performance?

D Yes C O No Please explain below.

9. Do you have any comments on the Work Experience Program?
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