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Overview
Business and Professional Development will be an in-depth course designed on preparing students for
the workplace in making a smooth transition from the classroom to a demanding work environment.
Please note that this is mostly a skills-based course – meaning there is less information memorization
for regurgitation – i.e. – I will teach you how to read a resume, then give you a resume you have never
read and tell you to analyze it. It is not the contract I am interested in so much as your ability to
understand the language and devices the resume uses. Thereafter, you will compose your own resume
which will be utilized for job applications.

Approved for University of California/Cal State Universities’ A-G Requirement
Students who have earned a C- or above will receive a Certificate of Completion

Objectives
Upon the completion with appropriate study, students will learn the skill sets of:

Work-based Learning Career Planning
Job Hunting Job Satisfaction
Managing Income Career Strategizing
Presenting Interviewing
Portfolio Development Completing Job Documents

Student Responsibilities
This is a rigorous course that covers a lot of material. It is imperative that all assignments and readings be
completed prior to class. All assignments must be submitted on time. Late work will result in a 50%
reduction in assignment points. See me if there are special circumstances preventing you from submitting
work on time. Make-up exams may be completed only at the discretion of the instructor and the
department. It is the responsibility of the student to obtain notes and assignments from colleagues for any
classes that are missed. The instructor reserves the right to change topics, readings, cases, and assignments
in order to further appropriate course outcomes. If the student is absent, the teacher must be approached on
the day of return to get work – no later.
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Classroom Conduct & Attendance
The classroom is designed to facilitate the active and open exchange of ideas in a supportive,
intellectually challenging and engaging environment. Once class begins, I ask that you focus on the
class discussion, discontinue any sideline conversations and turn off all electronic equipment. Cheating
or plagiarized work will receive a score of zero, and will not be allowed to be made up. All work of a
similar type as the work in question will need to be redone in class. All district/MVROP policies will be
used.

● Be on time and come prepared - materials needed include…
● Be respectful to your peers and instructor
● Collaborate - cooperation and teamwork is required to be successful in this class
● Restroom breaks are prohibited during the first and last 10 minutes of class
● Food and drink are not allowed at the computer desks.

You are subject to being marked off for significant points, confiscation of devices, receiving referrals or
disciplined further by district/MVROP for the following:

- Computer Violations (Checking Email, Web Browsing, Etc.)
- Phone Use (Social Media, Texting, Etc.)
- Disruptive Behavior (Tardiness, Absences, Headphones Use, Etc.)
- Academic Dishonesty (Plagiarism, Cheating, Etc.)
- Eating Food

Grading
Grading will be by weighted percentage on a strict ten percent scale. The grading scale will be as
follows:

97%-100% A+
94-96% A
90-93% A-
87%-89% B+
84%-86% B
80%-83% B ………..

And so on. Below 59% is a failing grade.

Your final grade is valued at 100% and will distributed under the following categories:

Lecture Notes and Participation 25%
Portfolio 25%
Critical Thinking and Reflection 20%
Project-Based Assignments 30%
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Extra Help/Accommodations
Students are expected to participate in all activities as posted on Google Classroom. If you find that you
have any trouble keeping up with assignments or other aspects of this class, please let me know via
email at prich@newarkunified.org as early as possible. Please be sure to be proactive in informing me
about any difficulties as soon as you can so that we can try to find you a solution.

AI tools will be taught and used during the school year. We will be using various AI tools including Chat
GPT and Microsoft Copilot.

Students who miss more than 15 days of school or the equivalent (3 tardies equal one absence) will fail
the semester due to a lack of class hours. Those hours will need to be made up through the attendance
office, signed off and delivered to me. Please email me before 7:30 am the morning of your absence.

Our school suggests parental permission for your student to view movies and video clips that are used
in our curriculum, or that are selected by me. Some videos may be sensitive to some. This content, along
with our hands-on activities such as labs, in-class discussions, and projects, give students a
well-rounded opportunity to discover ethics.

—-----------------------------------------------------------------------------------------------------------------------------------------

Return this to the Instructor
Business & Professional Development Period ___

Contract Agreement: By signing this document, you are agreeing to the
policies/regulations listed on the Course Syllabus/Outline.

You also state that you fully understand the policies and consequences.

_________________________________ ________________
Student Name Date

________________________________
Student Signature

_________________________________ ______________________________
Parent Signature Parent Email & Phone Number
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