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This set of journals will cover your experiences at your work experience.  You are to write a set of response journals on the following topics, each ¾-1 page in length (minimum) in correct paragraph form and word-processed.  Each journal must contain specific details and/or examples.  These journals must be written carefully because they will be handed in and marked.  There are 12 journal topics, one for each of your work experience weeks.  Please write on each journal in the order they are given!!

Each journal must include:


Your name


Teacher’s name


Week Date (must correspond to the same dates as your logs)

Journal Evaluation will be based on the following criteria:
Completeness

Question(s) answer(ed) completely and thoroughly.



Detail is provided about significant events that have occurred and that have had an impact 




[Include details about:  WHO, WHAT, WHY, WHERE, WHEN, HOW  where applicable]

Reflection

Insight, learning and perspective are discussed as required




Explain what you learned that is new [that you didn’t know before], because of what 





happened 




Affective (emotional) growth/change





Name & explain the emotion(s) that you/others felt about the incident/topic, how 





it influenced your thoughts/actions and also HOW you/others dealt with those 






emotions

Analysis


Ability to analyze the cause/effect of the event/topic and the pro’s/con’s of it




Change(s) in you/co-workers/workplace that have come about as a result of the 






event/topic

Conscientious Effort  
Journal is neat, complete detailed, etc.

Submitted on time

Submitted on time (due every Monday)

Communication Skills
Spelling/grammar/sentence structure is correct
N.B.:  This journal should be at least 2 pages (500 words) in length.

Journal #1:  MY FIRST WEEK ON THE JOB (due on the Monday after the first week at work.)
Part 1:
The Placement:



General Information on Company – What type of organization do you work for?  Location, ownership, number of employees, number of branch offices, facilities, such as cafeterias, gyms, dress code, etc.



Hierarchy of employees and corresponding roles and responsibilities.  Describe the atmosphere at work (e.g., tense, stressed, etc.)



Where do you fit in the organization?  What are your roles and responsibilities?  Explain how you were shown or told about your roles and responsibilities.  How does your job relate to the jobs of your colleagues?

Part 2:
Self-Assessment:

    What skills are needed for your job?  Under which category and heading do they fall in the Conference 
Board of 

    Canada’s Employability Skill’s Profile?



What have you discovered about yourself since you started your placement?



How does the Co-op experience fit into your daily routine?  E.g., part-time job, family, responsibilities, extra-curricular activities, etc..

Journal #2:  LEARNING THE ROPES (due on the Monday after the 2nd week at work.)
Everyone makes mistakes, especially in a new situation.  In your journal, describe a mistake you made as a result of not being familiar with the workplace rules, customs, work culture, equipment, and so on.  Then respond to the questions below.

(
What did I learn from my mistake?

(
What could I have done to prevent this mistake?

(
What could my supervisor or co-workers have done?

Journal #3:  RELATIONS ON THE JOB (due on the Monday after the 3rd week at work.)
· When I consider the characteristics of a valued employee, I realize…

· When I consider the characteristics of a valued employer, I realize…

· An employer can help an employee succeed by…

· My employer expects…

· I expect…

What character traits, which we studied in class (Character Education), does your employer/supervisor expect you to possess?  Do you possess all of these traits?  If not, which ones do you have to develop?  How do you plan on accomplishing this goal?

Journal #4:  THE CHANGE PROCESS (due on the Monday after the 4th week at work.)

(
Describe a situation in which you resisted change and were glad you did.  Explain how you resisted the change.  Did you resist the change in an appropriate manner?  What would you do differently next time?

(
Describe a situation in which you created or caused a change.

Journal #5:  ASSESSING YOUR PROBLEM-SOLVING ABILITY (due on the Monday after the 5th week at work.)

Describe a job or school-related problem you have had. Then respond to the questions below.

(
How did I solve the problem?

(
How did I feel about the outcome?

· Would I solve it differently now?  If so, how?

Journal #6:  COMMUNICATION SKILLS (due on the Monday after the 6th week at work.)

People all communicate differently.  Some are outgoing and aggressive; others are quiet and less direct.  Some people are better listeners than others, and some are excellent at getting their point across clearly.

While at your placement this week, observe and discuss:

Contd/…

Journal # 6 Continued...

a)
how your supervisor communicates with you:


(
body language


(
eye contact












(
voice (tone, volume)





(
type of language usage


(
are there barriers to communication that you have observed?

b)
does the supervisor (and/or others who help you on the job) listen to your questions?

c)
does your supervisor communicate differently to the other employees?

d)
what level of verbal communication is necessary to be really effective in your position and in your supervisor’s position?

e)
does your communication style change when you are at your placement from when you are in school?  Explain your answer.

Journal #7:  ASSESSING YOUR ATTITUDE  (due on the Monday after the 7th week at work.)

It is often said that a person’s “attitude determines their attitude”.  Your attitude is the beliefs and feelings that cause you to behave in a certain way.  How can one display a positive attitude at the workplace?  What type of behaviour shows a negative attitude?

Evaluate your attitude at the workplace.  Would you consider it excellent, okay, or could you use improvement.  List some examples where you showed an excellent attitude and one or two where you know it could have been better.

What does the statement “attitude determines your attitude” mean to you?  How does this pertain to the working world?  How true do you think this is?

Journal #8:  ASSESSING YOUR CO-OP PLACEMENT (due on the Monday after the 8th week at work.)

Guess what!  You are half way through your semester of Co-operative Education.  How is it going so far?  Over the course of the next week, think back to the first month of your placement and comment on the following:

(
Are you learning/doing what you thought you would be learning/doing?


(
Do you have any complaints so far?  Go ahead – let loose! 
Contd/…

Journal # 8 Continued...

(
What have been the surprises so far?

(
What have been the most and least interesting assignments so far?

(
You have had an evaluation by the employer.  Were you satisfied with the marks, comments, and suggestions you received?  Was the evaluation fair?

Journal #9:  CELEBRATING A CO-OP ACHIEVEMENT/ACCOMPLISHMENT (due on the Monday after the 9th week at work.)

Discuss a particular achievement or accomplishment you are particularly proud of at your placement this week.  Consider the following when writing your journal.

Does your supervisor give praise to you easily and often, or is s/he the kind of person who does not really give compliments?

How do you react to praise?  Do you like to be told you are doing things well, or do compliments embarrass you?  Do compliments motivate you or make you become complacent and thus result in some lack of effort?

How well do you react to CONSTRUCTIVE criticism from your supervisor or co-workers?

Journal #10:  MY CO-OP PLACEMENT NETWORK (due Monday after the 10th week at work.)

You have been at your placement for close to two months now.  Since the start of your Co-op placement you have had an opportunity to establish a friendship with one or two individuals.  Who are these people and how did you start up the relationship?  Did you initiate the friendship or did someone “take you under their wing”?

Is there someone at your placement who made you feel comfortable?  Do you join in with coffee breaks, small talk and discussions?

Give an example of an incident that will demonstrate how someone at your placement helped you with a difficult task or explained a procedure that you did not understand.

Do you feel confident enough to ask questions, or do you try and learn by observing others?

Finally, would you say that your placement is a sociable place to work?  Explain.

Journal #11:  FUTURE TRENDS  (due Monday after the 11th week at work.)

During the past few years there have been tremendous changes in the Canadian workplace.  Economists and futurists predict that there are many more changes to come.

Jobs as we see them today are changing for a number of reasons.  This is due to technology, demographics, and the way in which people work.

Some of these changes have been positive and others may be seen as negative.  What are the changes that have occurred at your placement over the past few years?  Where do you see the type of work you do going in the future?  What changes can you imagine?

Journal #12:  FINAL THOUGHTS   (due Monday after the 12th week at work.)

This is your opportunity to share your final thoughts about the Co-op program and your Co-op placement experience.  What did you like about it and what would you change or do differently?  What worked for you and what didn’t work for you?  What would you consider to be your most significant learning experience at your placement?  Do you plan on pursuing this career field further?  If yes, why, and how.  If not, why not?  Please include any additional comments or information that you would like to share with me.
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