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WELCOME

Congratulations on taking the first step from college
into your professional career. We are excited to be part
of that journey with you and support you through our
Work Experience Education program. This handbook
will guide you through your course and provide you
with a reference of what is expected and required of
you, your employer, and your instructor to satisfy your
course requirements.

This course is designed with your success in mind. Do
not forget that your instructors are here to support you
throughout this course and are your point of contact.
We encourage you to reach out to us sooner than later
if you need support or experience any issues with your
job, internship, or volunteer experience.
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To get started visit the MPC

Work Experience Website and
use the scheduler to book a
one-on-one appointment with ¢
Lindsay during office hours.

Email is the best way to reach us

Vel d= ¢ == \leizll Lindsay: Ipeelman@mpc.edu
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WORK EXPERENCE
CHECK LIST

Have your employer sign an agreement

To begin this course you will need to have your employer or supervisor sign
an agreement with MPC. This agreement is required to participate. Direct

any employer questions to your instructor.

Set your learning objectives

To learn from your experience, you need a clear vision of what you are going
to accomplish. You will set 3 measurable and specific goals with your
supervisor and instructor before you begin your course.

Track your hours

Track your hours any way you would like. You can track them daily, weekly, or
monthly. You can use a spreadsheet or the provided form. Your employer will
need to sign off on them, Turn them to your instructor at the end of the
course.

Schedule a worksite visit

You will need to schedule a virtual or in-person site visit including yourself,
your instructor, and your supervisor. Schedule it early, don't wait until the
end. Often it must be canceled or rescheduled due to iliness or scheduling
conflicts from one of the attendees.

Receive a performance evaluation

Part of this experience is asking your supervisor for an evaluation of
your performance. No one is perfect or expects you to be. This is a
tool that will help you grow. Return the evaluation to your instructor.

Reflect on what you have learned

You will need to write a paper or create a brief video reflection. You will look
back at your course objectives, think about your experience, and look over
your employer evaluation. Reflection is when we learn, use this as a tool.

Present your work through a poster

The last step in this course is to create a research poster. Posters are an

effective way of visually sharing your research. A poster usually includes brief
text with tables, graphs, pictures, and other necessary information.




Your Work Experience

COURSE

STUDENT INFORMATION
Student Name Student ID
Student Email Phone Number

SUPERVISOR INFORMATION

Workplace Name & Address

Supervisor Name

Supervisor Email Phone Number

COURSE INFORMATION

Course Start Date Course End Date

Course Name Section Units

Work Experience Faculty Contact for Students & Employers: Ipeelman@mpc.edu (831) 646-4074
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. Employer Letter of

: AGREEMENT

[ )
MONTEREY PENINSULA
College

To: Work Experience Education (WORK) Employer / Supervisor
From: MPC Work Experience Education Office Ipeelman@mpc.edu
Subject: Employer / Supervisor Letter of Understanding

DeOR. E_mPlouﬁt{;K‘-

The employee /intern /volunteer delivering this letter to you has
demonstrated an interest in improving professional skills by enrolling in the
Work Experience Education (WORK) program at Monterey Peninsula
College (MPC). The purpose of our program is to encourage students to seek
new or expanded learning opportunities at their job /internship /volunteer
experience that will make them more efficient, valuable employees / interns.

Through WORK students have opportunities to utilize many of the skills
learned in the classroom. The program gives you, the_.employer /supervisor,
the opportunity to make a contribution to your employee /intern/
volunteer's college education in a way that will directly benefit you and your
organization.

In order for this contribution to be documented for college credit,
workplace-learning objectives must be written at the beginning of the term.
Workplace learning objectives are skill/project-based learning opportunities
that take place on the job during the normal work schedule. The objectives
should involve new or expanded responsibilities for your employee /intern /
volunteer and must be briefly documented in this packet.

We are asking you to participate with your employee in selecting
meaningful objectives. This is an opportunity to encourage your employee
to develop new skills that may be valuable to your organization. Your
partnership in this program is critical. Your assessment of progress makes
up 25% of the student’s grade. Recognizing your time is as valuable as your
involvement, we have streamlined your required participation.
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Employer Letter of

AGREEMENT

At the beginning of the term:
- Sign and return this letter to the student.
- Collaborate with the student to develop objectives/projects.

During_the term:

- Meet with the faculty advisor, at your facility, to briefly discuss the student’s
progress. The meeting will take no more than 15 to 30 minutes.

- Verify the student’s work hours throughout the semester.

By the end of the term or upon completion of the projects:

- Rate the student's accomplishments on the evaluation in this packet.
- Verify the number of hours worked.

- Date and sign the “end-of-term" agreement (last form in this packet).

Respectfully,

The WoRK Expmmw Edustion Teoam

Work Experience Faculty Contact for Students & Employers
Lindsay Peelman, Ipeelman@mpc.edu (831) 646-4074

please
sign Her®

Employer’'s Acknowledgment Statement

| have read the Employer/Supervisor Letter of Understanding. This student’s
job/internship /volunteer experience complies with all federal and state
employment regulations and offers a reasonable probability of continuous
work during the current term. | am willing to serve as a WORK supervisor by
providing the supervision and guidance necessary to ensure the maximum
educational benefit from this work experience.

Supervisor's Name (Print):

Supervisor's Signature:

Monterey Peninsula College is commmitted to all provisions of Title VII of
the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972
and other human rights and equal opportunity laws.

e oempoe o o
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Create Learning

OBJECTIVES

Learning Objective 1

Learning Objective 2

Learning Objective 3

Writing Strong Learning Objectives

Tips
1.What are you going to attempt? P‘o

2.How do you intend to do it?

3.When are you going to complete it?

4. What specific measurement will be used to evaluate
how well you accomplished your objectives?




Track Your

HOURS

Please use the spreadsheet provided in your enrollment
email to track your hours. Be sure that you track the
activity you are working on and link the work to one of
your learning objectives. The spreadsheet is view only.
Follow the instructions at the top to make a copy and
store it in your folder.

a YourMameHere-Activitylog & & &

o File Edit View Insert Format Data Tools Extensions Help

O Menis & o & F WO% - § % 0 09 = | Defaul - [ -[W0]+ B F S A % @ ~i-Br-A- o@D @ Y B~ E

&

1) Make acopy of this file for you to edit. Choose File > Make a Copy and under Folder navigate to your WORK folder to store it there Iype Learning Ofbjectives Here For Reference
2) In the file name, change YourNameHere to your LastName, Fi

3) Then delete the instructi ing this line)

4) Round hours to the neare

s in the top three lines of this file {includi

0.5, link your taskfwork to vour abjectives, and have your hours verified by a supervisorfadvisor at the end of the semester. %)

Date  Hours Worked Activity Total Hours: 0 Objective

Examples &1 8 Don't delete, this fine is set to not cownt in toral: Kickoff meering (pair rhe meerings you actwally attended or vime spent vesfeseing wideo exc) Learning Objecrive 1

-
-
-
-
-
-
5 -
-
-
=
-

Your attention to detail tracking your work will be
reflected in your grade. Your hours will automatically
tally at the top of the sheet where it says total hours.

Type Learning Objectives Here For Reference

1.}

L)
ter, i}
Total Hours: 0 Objective
t reviewing video etc) Learning Objective 1 *

l I

Learning Objective 1

Leamning Objective 2

Learning Objective 3



Schedule Your

SITE VISIT

YOUR WORKSITE VisiT

A network of support
Supervisor Instructor

Student

We will have an in-person or virtual site visit during
your work experience course.

Get Together

The venue depends on your geographic location, your
supervisor's availability, and proximity to the college.
With the advent of remote work, we have seen an
increase in remote internships. We recognize that jobs /
internships / volunteer experiences come in different
forms. We are here to support you and not make things
more difficult. We will meet briefly about what you
have been working on and discuss your objectives.

LET'S ALL

Schedule this early and invite your supervisor and
instructor at a time that works for everyone. Do not

e O

wait until the last minute. When scheduling a meeting
for three people things can come up and rescheduling o o
should be accounted for time wise. o o
Worksite Visit Date & Time: o o
e O




Have Your Supervisor

EVALUATE

Please rate the student's performance in the following areas:
1- Unsatisfactory, 2- Needs Improvement, 3- Satisfactory, 4- Commendable, and 5- Outstanding

Fulfillment of Learning Agreement Goals & Objectives. 1 2 /A
Sensitivity toward people with whom they worked. 1 - 2 - - 4 - g - I/A_
Responsibility for regular attendance / punctuality. 1 | 2 - - 5 i /A_
Quality of performance of tasks and activities. - - - _\I/A_
Adaptability to change (i.e. scheduling, agency needs, etc.). - 2 | - i |/ |
Benefit of service provided to agency. 1 1 - _\I/A_
Respect for confidentiality. | - - g (§ L/ i
Awareness of agency mission & role in the community. 2 | = - - N - L/ |
Enthusiasm for service activities. - N/
Commitment to completing tasks. 2 | - [ |

Please explain any less than satisfactory ratings (i.e. rating of 1 or 2).

Please comment on the student’s strengths and any areas for improvement that may assist
the course instructor in evaluating the student’s ability to enter, participate in and exit your
community agency responsibly and sensitively. Is there anything the student did that was
particularly creative or noteworthy? Feel free to continue comments on other side of form.

Please complete and return this evaluation to the student so they can deliver it to faculty the last
° o week of classes. This evaluation will be considered in assessing the student's

e performance in their work experience education course. e o o

10



Write Your

REFLECTION

REFELCT

What did you learn?

It is in reflection when we learn...

Use your three objectives from your
objective form to write a reflection paper
about your work experience.

Write a 3-page reflection paper
e APA, 12pt font
e Times New Roman
e Double Spaced

Ask yourself these types of questions when
reflecting:

What did | learn and experience during
my internship?

Did | meet my learning objectives?
What feedback did | get from my
supervisor?

What will | take away from this
experience?

Your reflection is more for you
than me.

When you reflect on experiences, we can
learn from the work we have done. It is a
fantastic way to improve upon your
professional skills and a practice you should
take with you into your career.

Write your paper in a Google Doc or upload
a Word Document to the Google Folder you
were assigned in your initial meeting.
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Create Your

POSTER

In STEM we use posters to

present our projects and research

Research posters are an effective way of
visually sharing your research. A poster usually
includes brief text with tables, graphs, pictures,
and other necessary information.

The following sections are usually included
on a poster:

Title

Authors and their affiliations
Introduction/background
Materials and methods
Results

Conclusions

References
Acknowledgements

What does a good poster include?

Short, catchy title

Bullets, numbering, and headings that make
it easy to read

Consistent and clean layout

Important information can be read from 10
feet away

Include citations for any sources used

Avoid jargons and acronyms

Includes acknowledgments, your name, and
institutional affiliation

Your Work to Peers

PRESENT

* Template will be provided by your instructor
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Optional Release of

MEDIA

< MPC MODEL RELEASE FORM

This is an optional request. There will be a virtual or in-person site visit
scheduled during your course. When we collect student stories and share
them it shows other students that they too can do what you are doing.
Sometimes that is all a student needs to believe that they can take their first
professional step. We also use student stories to share to foundation donors.

By signing this form, | give permission to Monterey Peninsula College
(MPC) and Monterey Peninsula College Foundation to use any photography
or video in which | appear (or text | have supplied) for any college-sponsored
or related publication, advertisement, commercial, or media presentation
used in promotion of MPC. | also understand that no royalty, fee, or other
compensation shall become payable to me for any reason for such use.

STUDENT

Student Name (Print) Student Signature (Sign & Date)

Student Email Phone Number

Student Home Address

SUPERVISOR

Supervisor Name (Print) Supervisor Sighature (Sign & Date)
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STEM Internships and

SAFETY
2 MPC —
EQUIPMENT /1-[ @

MAY BE REQUIRED

When you land a STEM internship there is an

added cost of needing high quality safety ;G 3‘
equipment to protect yourself. There's only one \ o
you and you need to think about your future in a

long-term way. You and your employer will need @

to go over what equipment you will need, what they will provide, what you will
provide, and how they will train you. Here is a checklist to consider when it
comes to a STEM internship. Safety comes with added costs and considerations.

Plan Ahead

You need to plan ahead and assess the potential risks and hazards involved

in your internship, the type and amount of safety equipment and training
you need and avoid wasting money on unnecessary or redundant items.

Invest in Quality

Invest in quality equipment that is durable, reliable, compliant, and maintain
it regularly to extend its lifespan. Do not buy cheap or second-hand safety
equipment. Quality equipment will help you avoid accidents and injuries.

Train Smart

Leverage existing resources, such as manuals, videos, or webinars, that are
provided by your equipment vendors or industry associations. Additionally,
you can create a culture of safety on your site, where workers share their
knowledge and experience, and mentor new or less skilled interns.

Monitor and Evaluate

You need to inspect your safety equipment and make sure it is not broken, in
need of being replaced, or determine if it is protecting you. If the gloves you
purchased have a tear or turned out not to last very long replace them, don’t
gamble your future health.

Seek Incentives

At our college we have various ways we can support you. At times, we have
grants that could help with the cost or you can apply for a scholarship

through the MPC foundation. Don't let money stop safety, talk to one of us.
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TURNIT IN

To Work Experience @ MPC

You completed your Work Experience Education
course. Did you like it? Consider enrolling again next semester.

To complete this course, you must turn this packet in to your
instructor with all signatures and documents. Your instructor
created an electronic folder for you when you began the course.
All documents are turned in to the Google folder.

Your folder also needs to have your reflection assignment
complete and uploaded. If you have any issues uploading your
documents or need help reach out as soon as possible.

Work cannot be accepted after midnight
on the last day of the course. Plan ahead
and pay attention to your course dates.

If you need help visit the MPC Work
Experience Website and use the
scheduler to book a one-on-one
appointment during office hours.

Signatures

Final
\{\ certifyingHiov™
Worked and

Student E\la\uat'lon

Student Signature & Date

D\ MONTEREY PENINSULA
/
< College

Email is the best way to
communicate. You can
email me at
Ipeelman@mpc.edu

Supervisor Signature & Date

15



	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Text34: 
	Text35: 
	Text36: 
	Text37: 
	Check Box43: Off
	Check Box44: Off
	Check Box45: Off
	Check Box46: Off
	Check Box47: Off
	Check Box48: Off
	Check Box49: Off
	Check Box50: Off
	Check Box51: Off
	Check Box52: Off
	Check Box53: Off
	Check Box54: Off
	Check Box55: Off
	Check Box56: Off
	Check Box57: Off
	Check Box58: Off
	Check Box59: Off
	Check Box60: Off
	Check Box61: Off
	Check Box62: Off
	Check Box63: Off
	Check Box64: Off
	Check Box65: Off
	Check Box66: Off
	Check Box67: Off
	Check Box68: Off
	Check Box69: Off
	Check Box70: Off
	Check Box71: Off
	Check Box72: Off
	Check Box73: Off
	Check Box74: Off
	Check Box75: Off
	Check Box76: Off
	Check Box77: Off
	Check Box78: Off
	Check Box79: Off
	Check Box80: Off
	Check Box81: Off
	Check Box82: Off
	Check Box83: Off
	Check Box84: Off
	Check Box85: Off
	Check Box86: Off
	Check Box87: Off
	Check Box88: Off
	Check Box89: Off
	Check Box90: Off
	Check Box91: Off
	Check Box92: Off
	Check Box93: Off
	Check Box94: Off
	Check Box95: Off
	Check Box96: Off
	Check Box97: Off
	Check Box98: Off
	Check Box99: Off
	Check Box100: Off
	Check Box101: Off
	Check Box102: Off


