TENTATIVE ASSIGNMENTS 
ENGLISH FOR EMPLOYMENT – LEVEL 3 (ESL 259EMP-3588/530-4812)
Monday/Wednesday – 1:00-2:15 p.m.

Room 1021

Instructor:  

Francesca Hulin

Office:  

1186 

Telephone No:  
(530) 634-7742

Office Hours: 

Monday through Thursday:  2:15-3:05 p.m., ESL Lab 1021
                               Or by arrangement with me
OPEN LAB: 226L-4190/526L-4208 T/Th 1:00-2:15
STUDENT LEARNING OUTCOME (SLO):  Students will demonstrate ability to use English Vocabulary and reading and writing skills to search for a job and complete the necessary documents and interview.
COURSE OBJECTIVES:  Upon successful completion of the class, students will demonstrate the ability to:
	1.  do basic skills including, but not limited to, basic math, use of job-related 
     vocabulary, grammar and mechanics. 
	

	2. identify and evaluate personal skills and qualities orally and in writing. 
	

	3. define various occupations and identify necessary skills and American education 
    requirements. 
	

	4. identify several ways for seeking employment, including use of the Internet and 
    employment websites. 
	

	5. read job ads including employment-related abbreviations. 
	

	6. complete a job application properly. 
	

	7. properly write a resume. 
	

	8. write a cover letter. 
	

	9. demonstrate ability to respond to various interview questions. 
	

	10. identify interviewing conduct before, during, and after an interview. 
	

	11. compile and assemble written class work into a job-searching portfolio. 
	


TOPICAL OUTLINE OF SUBJECT MATTER (ORDER MAY CHANGE)
1. Basic skills development (e.g., math, spelling, punctuation, work-related grammar and vocabulary)

2. Work experience, skills, personal qualities, and interests

3. Job inventory

4. American Education System

5. Occupations

6. Job Search

7. Job applications

8. Resumes and cover-letters

9. Interviewing

REQUIRED TEXT FOR CLASS: (1 AND 2)

1.
English for Employment Course Materials Spring 2018, Francesca Hulin (purchase 

in bookstore)
2.
Get that Job, Your Basic Skills (1998) Winifred Ho Roderman and 

Susan Echaore-McDavid (Required); Wright Group/McGraw-Hill


ISBN No. 0-8092-0769-9
3.
Materials provided by instructor

MATERIALS:  Please buy and bring to class the following items:

1. Three-ring binder (notebook) – To hold course reader and other materials I give you during the semester.  
2. Set of Tabs (provided with supplemental packet)
3. Dictionary (please bring to EVERY class).
4. Pens, pencils, highlighter, paper (standard 8 1/2 x 11 lined)

5. Flash drive to save your work or knowledge of Office 365.
ATTENDANCE:

1.
You are expected to attend class regularly. Attendance will be kept and unexcused absences will affect your grade.  If you are absent or going to miss class, please let me know.  You can tell me personally or leave a message on my office answering machine:  (530) 634-7742.  If you do not call or let me know in advance, the absence is unexcused.  Four (4) or more absences will result in being asked to drop the class or lowering your grade at the discretion of the instructor because of lack of participation.
2.
You are expected to be on time.  If you are late, you may enter, but don’t disrupt the class.  Showing up late or leaving class early will be considered an absence.  

HOMEWORK:

You will have homework after EVERY class, generally reading and related writing exercises.  I expect that you come to class prepared; that is, having done the reading and any written assignments.  Absences do not excuse you from doing the homework for the next class.  Call another student on the class phone list to find out what you missed.   I DO NOT ACCEPT ANY LATE HOMEWORK AFTER THE WEEK IT IS DUE – SICK OR NOT.  

Excuses:  Just Do It!

Please do not give me excuses why you did not do an assignment.  Just do it!  If you do not do or miss an assignment, you will simply get no credit or grade.  Part of being in successful in life, at school and at a job, is to be responsible,  dependable, and conscientious about obligations you have.  School is a commitment.  Take it seriously.  Do the work assigned and take the exams. 

MISSED EXAMS/QUIZZES:  

If you are absent on the day of an exam or quiz, you MUST call or e-mail me the day of the exam to tell me you will be absent and why.  If you do not call me, you will not be able to take a makeup exam or quiz the next class session since I cannot return exams until everyone has taken them.  It isn’t fair to other students to have to wait for absent students to take a missed exam. In sum, if you miss an exam, call me, and you must take it the next class session.

CLASSROOM BEHAVIOR:  

The only classroom atmosphere I accept is a civilized/peaceful one where common courtesy and respect are shown to everyone.  Students who chat (talk) consistently will be separated or asked to leave class.

Examples of Acceptable Behavior:

-Asking questions – please ask questions when you don’t understand 

-Contributing to discussion – please try to be part of discussions in class and 

during group activities.  This also gives you a chance to practice speaking English.  

-Coming to class prepared; do your homework before class.

-Helping other students during class or group activities.

-Listening when others and the instructor speaks.  It is rude to talk when others 

are speaking.

-When working in pairs or groups, adding/contributing to the discussion and 

sharing ideas with others; participate.

Examples of Unacceptable Behavior:

-Talking while I am lecturing or a classmate has permission to speak.

-Interrupting or interfering with a person who is speaking to the class.

-Use of cell phones, beepers, other communication devices.  Please turn your 

cell phones off.

-Studying, reading, and/or typing “outside” materials during class.

-Doing homework assignments in class; do them at home before class.

-Listening to music or playing games.

-Sleeping or eating in class.  Absolutely no food or drink is allowed by your 

computer or in the computer lab.

-Any other behavior that is rude and creates a negative and unproductive 

learning environment in the class.

-Talking and/or cheating during exams.

-Turning in work that is not your own; called plagiarism.  We will discuss this 

more later on. 

ACADEMIC DISHONESTY:  Academic dishonesty of any form is not acceptable.  Students caught cheating on exams or quizzes or reading/writing assignments will receive a score of zero on the assignment the first time (1st offense) and a course grade of “F” the second time (2nd offense).  Students may work together on homework assignments, which we encourage, as long as all students understand the material covered and are not just copying answers without understanding the assignment.  

Academic dishonesty includes, among other things, (1) sharing information during an exam/quiz, (2) copying another student’s exam or homework, (3) copying information, ideas, thoughts and words from other sources and claiming that it your original work.  This is called plagiarism and we will discuss this in more detail and learn how to avoid it.  Please know, however, plagiarism can result in your being expelled from Yuba College, as this is considered one of the worst forms of academic dishonesty.   

DISABILITY

If you have a disability which may affect your work in this class and which may require special arrangements, please let me know and contact the Disabled Students Programs and Services (DSP&S) as soon as possible so that reasonable arrangements can be made.  Students may contact DSP&S by visiting the Center (Building 1800) or by phoning 741-6758 (voice) or 741-6994 (TTY for deaf students).  All information will remain confidential.  

GRADING:

You will receive a grade on all homework you do.  However, I believe homework is part of the learning process, so the grade simply lets you know the quality of the work you did do.  Therefore, it is more important that you just do the homework than the grade you receive on it.  Your grade in this class will mainly be determined from the following activities and according to the following scale:

	Course Assignments/Exams
	Grading Scale

	[Attendance/Participation]


Homework/Class Work 
                    15%

Quizzes and Tests 
                    25%

Final (Portfolio)         
                    60%
	A 
= 95-100%

A- 
= 90-94%

B 
= 85-89%

B- 
= 80-84%

C
= 75-79%

C-
= 70-74%

D
= 60-69%

F
= below 60%


Homework Grades

Homework is considered part of the learning process.  It allows your instructor and you to see how well you are doing on a particular area you are studying.  Therefore, you are given credit for homework but the grading is different than an essay or your midterm and final.
	+
= Excellent work

√+
= Good work

√
= Okay work - meet minimal requirements

√-
= Weak work - needs improvement; suggest getting help 

· = Not passing - make an appointment with me or seek     

               help from a tutor in the WLDC




FINAL EXAM:  The final exam for this class is two parts.  Firstly, you MUST turn in a PORTFOLIO which will include an application, resume and cover letter for a job you choose from the newspaper.  Secondly, you must take a Post-Survey Assessment, which is the same assessment you will take the first week of the class. Both the Portfolio and Post-survey Assessment are required to receive full credit for the final and this course.

You will receive more specific information and requirements about the portfolio assignment later on in the class.  

KEY DATES CONCERNING YOUR ENROLLMENT:

Important dates:  Spring Semester 2018.  Please write these important dates on your calendar now. 
January 26 - Last day to add courses or register without special permission

February 2 - Instructors are to drop No Shows for Census Roster Clearance

February 2 –Last day to be eligible for refund of enrollment, parking, student 

  services fees, and non-resident tuition

February 5  - Census date for full-term classes

February 16 – Academic and administrative holiday – Lincoln’s Birthday

February 19 – Academic and administrative holiday – Washington’s Birthday

February 23 – Last day to elect Pass/No Pass grading option

March 26- 30 – Spring recess; academic holidays

April 27 – Last day to drop class(es) with a “W” grade on permanent record

May 21-25 - Final examination period

May 25 – Commencement ceremonies

May 25 – Conclusion of Spring Semester; Academic Year 2017-2018 ends

May 31 – Grades from instructors are due for Spring 2018 semester

_______________________________________________________

Summer School 2018
June 11  Summer Session 2018 commences/begins (regular 6-week summer 
      classes will end on July 19; other classes have different dates)    
WRITING ASSIGNMENTS REQUIREMENTS:

1. All components/parts of a writing assignment must be turned in; that is, pre-writing activities, drafts and the final writing.

2. All writings will be turned in a separate folder with your name on the outside.

3. Always keep a hard copy of all writing you turn in case mine is lost.

4. STYLE REQUIREMENTS:  All writing assignments must be:

a. typed and saved onto a flash drive.

b. Double spaced with 1-inch margins

c. Use 12 size font

d. Use Times New Roman font.

e. Have your name, course name and number, and the date typed in the upper left corner

f. Your last/surname and page number are on the upper right corner

g. Staple the upper left margin if your writing assignment is more than one page


Sample Writing Format for Writing Assignments


Staple here






Last Name and Page number

Your name








Professor’s Name

Course name and number

Date

Center the Title 

Indent – use tab key



Tab in for each new paragraph and set your line spacing when you are finished at 2 (double spacing) so that your whole writing is double-spaced, just as this sample paragraph is.  Neatness and attention to all assignment directions is important to your grade.  Make sure to proofread!

See Next Page for Sample 2.










Buy 1
Uyen Buy








Professor Hulin

259EMP
January 22, 2018
Introduction


My name is Uyen Buy, and I am from Vietnam.  I came to the United States in 2010, and my husand and I found a house in Marysville, California to settle in.  I have been attending Yuba College since Fall 2016.  I started in ESL courses and now I am in the nursing program and hoping to graduate in two years.  I have no children, but we want to have children once I finish my schooling.  We have a cat nzmed Popsicle.  He is all black, and we feel he is our “child.”  My hobbies are reading when I don’t have homework or just walking. I think exercise is important to stay healthy and keep me less stressed out.  My dream job is to be a registered nurse (RN) and work at Kaiser.  I like school, but will be happy when I have finished and can begin a career here in the United States.  I am a hardworker and very ambitious, so I know I will succeed.  I just have to perservere through all the challenges.  
Telephone Numbers

Get the telephone number of three to four classmates that you can call if you are absent from class to get the homework you missed.  Being absent does not excuse you from homework due the next class.

Name:_________________________
Telephone No.:______________________

Name:_________________________
Telephone No.:______________________

Name:_________________________
Telephone No.:______________________

Name:_________________________
Telephone No.:______________________
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