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Summative Evaluation – Final Portfolio

Co-op
Instructions: For your summative evaluation, you will be creating a final portfolio. The following are the guidelines for your portfolio:

	You must choose one activity from each of the four categories (Working Safely, Careers, Tasks/Activities, Work Ethics/Confidentiality)


	YOU NEED TO COMPLETE 12 POINTS FROM THE CATEGORIES BELOW. YOU MUST COMPLETE ONE ACTIVITY FROM EACH SECTION. 
	Your work must be submitted in a folder which has been decorated with a collage which relates to your placement and the four categories (you may include pictures, drawings, advertisements, quotations, song lyrics, etc.)
	Your portfolio must include an introductory page which explains the activities that will be found in your folder. This introductory page must also explain how your folder has been decorated in a way that represents the contents of your portfolio.
	Your portfolio must include a concluding page which explains what you have learned about the world of work throughout the semester.




Category: Working Safely




	Activity Choices and Value

	One Point Activity
	Two Point Activity
	Three Point Activity
	Five Point Activity

	List 10 factors necessary for working safely.
	List 10 factors necessary for working safely.

Include five pictures with captions of you working safely (photo essay of health and safety requirements).
	List 10 factors necessary for working safely.

Include five pictures with captions of you working safely (photo essay of health and safety requirements).
Create a comic that demonstrates your knowledge of an employee’s rights in the workplace (right to know, right to participate, right to refuse unsafe work).
	List 10 factors necessary for working safely.

Include five pictures with captions of you working safely (photo essay of health and safety requirements).
Create a comic that demonstrates your knowledge of an employee’s rights in the workplace (right to know, right to participate, right to refuse unsafe work).

Use your pictures and points to create a Manual for Working Safely on the Job.


Category: Work Ethics/Confidentiality
	Activity Choices and Value

	One Point Activity
	Two Point Activity
	Three Point Activity
	Five Point Activity


	Define ethics and confidentiality and provide five examples that illustrate each term in the workplace. 
	Define ethics and confidentiality and provide five examples that illustrate each term in the workplace. 
Find two newspaper articles that relate to ethics or confidentiality in the workplace.  Ex.  Facebook at work, Conrad Black, Federal Government sponsorship scandal  
Write two sentences about how each article relates to ethics or confidentiality.

	Define ethics and confidentiality and provide five examples that illustrate each term in the workplace. 
Find two newspaper articles that relate to ethics or confidentiality in the workplace.  Ex.  Facebook at work, Conrad Black, Federal Government sponsorship scandal  
Write two sentences about how each article relates to ethics or confidentiality.
Create two scenarios that describe:

1 – a breach of workplace ethics or confidentiality 
2 – an example of good workplace ethics


	Define ethics and confidentiality and provide five examples that illustrate each term in the workplace. 
Find two newspaper articles that relate to ethics or confidentiality in the workplace.  Ex.  Facebook at work, Conrad Black, Federal Government sponsorship scandal  
Write two sentences about how each article relates to ethics or confidentiality.
Create two scenarios that describe 1 – a breach of workplace ethics or confidentiality 2 – an example of good workplace ethics
Write a script for a two minute play resolving a breach in confidentiality




Category: Careers
	Activity Choices and Value

	One Point Activity
	Two Point Activity
	Three Point Activity
	Five Point Activity

	Create/update an exit resume that includes information about your co-op placement.
Get a letter of reference from someone at your workplace.
	Create/update an exit resume that includes information about your co-op placement.
Get a letter of reference from someone at your workplace.

Find a business where you would like to work (doesn’t have to relate to placement) and write a cover letter that details the new skills you learned at your placement (see exemplars).
	Create/update an exit resume that includes information about your co-op placement.
Get a letter of reference from someone at your workplace.

Find a business where you would like to work (doesn’t have to relate to placement) and write a cover letter that details the new skills you learned at your placement (see exemplars).
Plan an interview with someone at your placement: create ten questions to ask this person about their career/ education/ experiences 
–include questions and answers in your portfolio, as well as the person’s name and job title.
	Create/update an exit resume that includes information about your co-op placement.
Get a letter of reference from someone at your workplace.

Find a business where you would like to work (doesn’t have to relate to placement) and write a cover letter that details the new skills you learned at your placement (see exemplars).
Plan an interview with someone at your placement: create ten questions to ask this person about their career/ education/ experiences 
–include questions and answers in your portfolio, as well as the person’s name and job title.
Create a chart that outlines your career/education path for the next eight years (include finishing your education, any other training/apprenticeships/ certifications, long term and short term career goals).


Category: Tasks/Activity


	Activity Choices and Value

	One Point Activity
	Two Point Activity
	Three Point Activity
	Five Point Activity

	Write a news story outlining the great things that happened at your placement over the time you were there. 
	Write a news story outlining the great things that happened at your placement over the time you were there. 
Add two pictures with captions to your article.
	Write a news story outlining the great things that happened at your placement over the time you were there. 
Add two pictures with captions to your article.
Create a customer satisfaction survey with at least ten questions to be used at your placement
	Write a news story outlining the great things that happened at your placement over the time you were there. 
Add two pictures with captions to your article.

Create a customer satisfaction survey with at least ten questions to be used at your placement
Create a front page feature for your placement that includes an article detailing what your business does

Write an article about one of the important employees at your placement that highlights this person’s special contributions – include a picture of the employee


