Unit Title:   Orientation






Grade Level: 12

Topic:  Senior Calendars





Lesson Sequence:  2 days
Portfolio Requirements

Job Application, Resume, Application Letter, Follow-up Letter






Lesson Objectives:  Students will:


Write important dates in planners.


Review new Portfolio Requirements Sheet


Complete a new job application


Review/Update their own Resume’


Review/Update Application Letter


Review/Update Follow-Up (Thank you) Letter


Recommendation Letter

EALR’s Addressed:  Reading 1.1, 1.2, 1.3, 2.1, 2.2, 3.1, 3.2, 3.4   Counseling 3.1, 3.5

Writing 1.2, 1.3, 2.2, 2.4, 3.5

Communication 1.1, 1.2, 1.3

Special Materials:  Planners, Portfolios, Senior Calendars, and Portfolio Requirement Sheets

Special Preparations:  Make sure you have enough copies of Senior Calendars, the new Job Application form, and Portfolio Requirement Sheets for everyone.

	Time
	Activity
	Procedures
	Supplies

	2 days total


	Important

Senior 

Dates


	Over the next two days:

· Go over important dates and have students write them in their planners.

· Job Application:  Complete a new job application.  (This should be the 4th  one in their portfolios.)

*Note:  Some interesting “McDonalds” information is included here that you may want to copy/discuss with your students.

KEEP RESUME’ AND RELATED DOCUMENTS CURRENT AND READY TO USE:

· Resume’:  What needs to be updated?  GPA?  Special skills/courses?  New job?  Any new honors/awards?  Are references still valid? UPDATE!!!

· Application Letter:  Do you have a perfect sample letter typed?

· Follow-Up Letter:  Do you have a perfect sample of the letter you would send AFTER an interview?

Teacher:  Various samples are included in your notebook.   Copy what you think your students need.

PORTFOLIO REQUIREMENTS:
· Hand out new Portfolio Requirements Sheet and go over specifics. 

· NEW!!!  Every senior needs at least one letter of recommendation in his or her portfolio.  It could be for college acceptance, scholarships jobs, etc.    If the student has a “real” one, that is the best.  If the student doesn’t have a “real” one to use, he/she should write their own……..tell students NOT to bother a teacher to write a “fake” one.  It is the student’s assignment…..not the teachers!!!

**Set your own due date for the recommendation letter.
	


