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Career, Technical, & Agricultural Education







PATHWAY:  
Diagnostic Services

COURSE:  

Basic Diagnostic Services
UNIT 6: 

HS-BDS-6 Health Science Portfolio
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Annotation: 
This unit teaches students the importance of creating and maintaining a portfolio for use in the Health Science field. Students will learn the various parts of a portfolio. 
**Teacher Note: Activities in this lesson will require students to individually use computers with internet access. Be sure to reserve the computers ahead of time. 

Grade(s):  
	
	9th

	x
	10th

	x
	11th

	x
	12th


Time:  
16 Hours
Author: 
Barbara Mackessy
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided appropriately. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation. Many students (both with and without disabilities) who struggle with reading may benefit from the use of text reading software or other technological aids to provide access to printed materials. Many of these are available at little or no cost on the internet.
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GPS Focus Standards: 
HS-BDS-6: Students will create and maintain a Health Science Portfolio.*  

a. Write a Letter of Introduction which gives information about the student’s background, interests, and career expectations. 

b. Include a Resume which lists the student’s course completions and work experiences (if any) and community service. This resume will also include supporting references. 

c. Include Best Work which contains at least two copies the student’s learning successes during each course of study. 

d. Show Digital Images which portray the student involved in work and/or study scenarios involving Health Care Science activities. 

e. Include A Reflection in which the student evaluates and synthesizes what he or she has learned during the year or years in Health Care Science, including areas of strength or weakness. 

*The use of technology in creating and maintaining a Portfolio is strongly encouraged.
GPS Academic Standards:
ELA10C1 The student demonstrates understanding and control of the rules of the English language, realizing that usage involves the appropriate application   

ELA10C2 The student demonstrates understanding of manuscript form, realizing that different forms of writing require different formats.
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Enduring Understandings: 
Portfolios are a way to present your education, training, skills, and goals along with work samples in an organized presentation. Portfolios demonstrate what a person is capable of accomplishing and help prospective employers to make better hiring decisions.
Essential Questions: 
· What is my career objective?
· What are goals?

· Why should goals have a time line?

· What is the point of having a portfolio?
· How will a portfolio help me?

· What is a resume?

· Why should students have a resume?

· What is a letter of introduction and why do people need a letter of introduction?
· How does someone write a reflection?

· How are portfolios created?

· What are the advantages of having work samples available to prospective employers?

· What are references?

· Who should I select to be a reference?
· What is a cover letter and why is it needed?

· What are my options in school?

Knowledge from this Unit:  
Students will be able to: 

· Explain the purpose of a letter of introduction
· Define, write and plan goals
· Determine what choices must be made in high school to focus on their goals and career objectives.
· Assess their strengths and weaknesses. 
· Describe the importance of making a good first impression and positive employment attitudes.
· Discuss reasons for obtaining certain skills/abilities. 
Skills from this Unit:  
Students will: 

· Construct a cover letter and resume. 
· Write a letter of introduction.

· Create and plan goals with a timeline.

· Develop a career portfolio with a specific career objective.
· Present their portfolio to an evaluator.
· Evaluate their skills and write a reflection. 
· Assess personal attitudes about success and failure experiences.
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	x
	Individual project

	x
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_x_ Self-check rubrics   

_x_ Self-check during writing/planning process

_x_ Journal reflections on concepts, personal experiences and impact on one’s life

_x_ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

_x_ Observe students role playing

	x
	Peer-assessment  

	
	_x_ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	_x_ Student/teacher conferences
__ Partner and small group discussions

__ Whole group discussions
_x_ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
NONE
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•
LESSON 1:  INTRODUCTION TO OUR PORTFOLIO

1.
Identify the standards. Standards should be posted in the classroom.     
HS-BDS-6: Students will create and maintain a Health Science Portfolio.*  

a. Write a Letter of Introduction which gives information about the student’s background, interests, and career expectations. 

b. Include a Resume which lists the student’s course completions and work experiences (if any) and community service. This resume will also include supporting references. 

c. Include Best Work which contains at least two copies the student’s learning successes during each course of study. 

d. Show Digital Images which portray the student involved in work and/or study scenarios involving Health Care Science activities. 

e. Include A Reflection in which the student evaluates and synthesizes what he or she has learned during the year or years in Health Care Science, including areas of strength or weakness. 

*The use of technology in creating and maintaining a Portfolio is strongly encouraged.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 

· What is the point of having a portfolio?

· How will a portfolio help me?

· How are portfolios created?

· What are the advantages of having work samples available to prospective employers?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall. Give each student a copy of the Portfolio Vocabulary Student Guide Worksheet to fill out while using the Portfolio Vocabulary Teacher’s Guide to go over the words. 
	Letter of Introduction
	Cover Letter
	Transcript

	Resume
	Reflections
	Portfolio

	Community Service
	Extra curricular
	Soft skills

	Cold Calling
	Transferable skills
	Follow-Up Letter

	Thank You Note
	References
	Job Applicant


4.
Interest approach- 
What if the only impression anyone ever had of you was your work sample?  How would you rate your work outcomes at this time?  What if work samples were the only way anyone was hired in the future?  Would you be able to get a position with the company of your dreams?  Have a class discussion on the definition of portfolio.
5.
Explain to the class that a portfolio is a collection of work samples, information and items that are collected or take place over a period of time.  Review the requirements for the students’ portfolios using the My Portfolio Requirements PowerPoint. Explain that this is an ongoing, semester-long project. Discuss what should be included in the portfolio (brainstorm the class and make a list), the importance of having work samples and the fact that today everyone must compete for positions.  Work samples in a portfolio are a way of showing in a short period of time at an interview what you can accomplish.

6. 
 Demonstrate the use of GAcollege411.org to the class. Once the students are familiar with the site they can work on it individually anytime they complete an activity before others in the class.  The students can also work on their GAcollege411 accounts from home. 

7.
**Teacher Note: These activities require students to use computers with internet access. Be sure to reserve them ahead of time.
Using the following instructions sheets, have students work at their own pace:  

GAcollege411 How You See Yourself Instructions Handout
GAcollege411 Postsecondary Planning Instructions Handout
GAcollege411 Experiences and Activities Instructions Handout
GAcollege411 Looking Ahead Instructions Handout
GAcollege411 Plan of Study Instructions Handout
8.
As the students are selecting their career objective, use the Healthcare Careers PowerPoint to help some students see visually some diagnostic healthcare careers.  Add or delete careers as needed for their area.

9.
Summary: Reminder to Students:   Remember to keep all of your class work and assignments to use in the future. You will need to keep a record of all of your extra-curricular activities and community volunteer hours this year too.
•
LESSON 2:  BUSINESS LETTERS AND RESUMES  

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· What is a resume?
· Why should students have a resume?

· What is a letter of introduction and why do people need a letter of introduction?

· How does someone write a reflection?

· How are portfolios created?

· What are the advantages of having work samples available to prospective employers?

· What are references?
· Who should I select to be a reference?

· How do I construct a cover letter and resume?

· What is a cover letter and why is it needed?

· What are my options in school?

2. 
Give each student a copy of the Guide to a Perfect Resume Handout and Guide to a Perfect Cover Letter Handout. Show them the Resume and Cover Letters PowerPoint. Review the definition of a cover letter, letter of introduction, references, goals, and resume and explain why each is important.  Examples of resume paper might be available to show the student the difference between computer paper and resume paper.   
3.
As a class, discuss how at this point most high school students probably don’t have a lot of work experience, so that section will probably be volunteer work experience.  They might also have an extra-curricular activity section along with their education section.  Discuss proper formatting and the importance of a well formatted resume.   

4. 
Have students complete their letter of introduction, cover letter and resume with the help of web resources as needed. The following attachments will provide help for the students in this process.  The cut and paste letter has been provided for both the letter of introduction and the cover letter.  Students can use the cut and paste format to learn the correct placing of items in a business letter.   
GACollege411 Cover Letter Handout
GACollege411 Resume Handout
Introduction Letter Format Handout
Introduction Letter Cut and Paste Handout
Cover Letter Format Handout
Cover Letter Cut and Paste Handout
Differentiations:  Details and terminology used on the resume will vary according to the student’s academic level and abilities. The posters and skills handouts should help students with their job skill vocabulary.

5. 
Summary of lesson: All activities should be kept by the student to be used or adapted to be used in their culminating project for this class – the Portfolio.  This collection of work samples is done throughout the entire class not in a block of time at the end of the class.  Student must take digital pictures of their work samples and have someone take pictures of them doing actual healthcare tasks throughout the entire year.  
•
ATTACHMENTS FOR LESSON PLANS

· GAcollege411 How you see yourself Handout
· GAcollege411 Postsecondary Planning Handout
· GAcollege411Experiences and Activities Handout
· GAcollege411 Looking Ahead Handout
· GAcollege411 Plan of Study Handout
· GAcollege411 Cover Letter Handout
· GAcollege411 Resume Handout
· Cover Letter Handout
· Resume Handout
· Introduction Letter Handout
· Introduction Letter Cut & Paste Handout
· Cover Letter Format Handout
· Cover Letter Cut & Paste Handout
· Resume & Business Letters Powerpoint
· Healthcare Careers Powerpoint
•
NOTES & REFLECTION: 

Detailed instructions are provided in each of the handouts for that assignment.  

I advise that the teacher make copies of the GACollege411 instruction sheets ahead of time and put them in folders so that the students can work at their own pace once all of the items have been demonstrated to the class as a whole.  I think it would be easier if the printed instructions were color coded on different colors of paper so that they could be kept inside the correct folder.  The teacher might find it easier to inform the students that at certain points they should have completed the ___ color instruction sheets too.  This is just a suggestion. 
You must emphasize the importance of the student keeping all of their work samples and taking digital pictures throughout the year.  The portfolio cannot be constructed the last two weeks of the course.  It is a year long process.  
You can or may want to print off the PowerPoints in outline format for lower level students that need a printed copy of all board work or notes. 

You may want to create a sample portfolio prior to this unit to have in the room as an example. OR you may want to ask permission to make a copy of a couple of student’s portfolios to use as examples in the future.  You may also ask permission to use a student’s work on their portfolio in the actual class as an example of what a particular section needs to look like.  .  


Be sure to make arrangement to have the handouts copied ahead of time.

You might want to make arrangements to have community member or other faculty members to come in to conduct the portfolio reviews.

If you have a projector available, the online sources provided show some excellent samples of resumes and cover letters.  You can show those examples to the class. 
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Culminating Unit Performance Task Title: 
Actual Completed Portfolio

Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 

The students are to construct their actual portfolio using the information that they have collected and the Health Science Portfolio Requirements Handout.

Students should have been collecting work samples and taking digital pictures throughout the year.  

The students need to do a peer review by presenting their portfolio to a classmate using the Health Science Peer Review Checklist Worksheet.  The student needs to take a serious look at the suggestions from their classmates in correcting or improving their portfolio.

The student needs to complete the Pre-Conference Student Checklist Handout in evaluating their readiness for the conference.

Complete the portfolio evaluations or contact human resource directors and have them do the portfolio evaluations. 

Have students complete the After Conference Student Checklist Handout and then have them review and update their portfolio as needed
Attachments for Culminating Performance Task: 
· Health Science Portfolio Requirements Handout 

· Health Science Peer Review Checklist Worksheet.
· Pre-Conference Student Checklist Handout

· After Conference Student Checklist Handout
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Web Resources:
www.GAcollege411.org 
http://quizlet.com/2889413/health-care-career-unit-diagnostic-careers-flash-cards/- Flashcards of diagnostic careers – this app can be installed on iPads too.  There are career games that the students can play to learn the different careers too on this site.
http://jobsearch.about.com/od/coverletters/a/aa030401a.htm-Writing Effective Cover Letters 

http://www.quintcareers.com/cover_letter_samples.html-Free Professional Sample Cover Letters for Job-Seekers  http://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html -Cover letters
http://susanireland.com/letter/cover-letter-examples-50+ cover letters to employers, managers, human resources, and ...  

http://www.resume-resource.com/-Resume - Free Resume Examples and Cover Letter Samples
http://www.bestsampleresume.com-Sample Resumes, Free Sample Resume, Resume Writing   
http://www.quintcareers.com/resume_samples.html-Job-Seeker Web Resume Samples 
http://jobsearch.about.com/od/sampleresumes/a/sampleresume2.htm-Resume Samples - Sample Resumes and Templates
 http://www.distinctiveweb.com/example-projects/sample-resumes- resume samples 
http://www.freeresumesamples.org – sample resume
http://jobsearch.about.com/od/networking/a/introletter.htm Letter of Introduction and Sample letters
http://www.howtowritealetter.net/How-to-write-a-letter-of-Introduction.html How to write a letter of introduction
http://www.ccd.me.edu/careerprep/CareerPrepCurriculum_LP-5.pdf Lesson Plan for a letter of introduction and cover letter with all handouts

http://www.bestsampleresume.com/letters/introduction-letter.html How to write a letter of introduction

Other sites that might be helpful include:
http://www.healthcarepathway.com/Health-Care-Careers/diagnostic-services.html
http://www.jpshealthnet.org/About-JPS/Therapeutic-Diagnostic-Career-Pathways.aspx
http://www.quintcareers.com/resume_tutorial/tutorial_1.html
http://www.quintcareers.com/college_planning.html
http://www.quintcareers.com/career_assessment.html
http://chennaimasala.com/dodont.htm
www.marblehead.com/guidance/jrles.htm
www.bls.gov/oco/
www.sowega-ahec.org/career_guide/
http://www.pbs.org/als/career/health.htm
http://guidance.wwwcomm.com/career.html
www.okcareertech.org/cimc/free-hoe.htm
Materials & Equipment: 
· Computer with Internet Access
· Microsoft Office Suite

· Digital Camera

· Video Camera

· Printer

· Notebook

· Computer paper

· Hole punch

· Resume paper

· Projection Equipment
· Screen

· Stapler

· Sheet protectors

· Handouts

· Folders

· Different colors of computer paper for handouts
· Folders to put handout in (so they stay organized)

· Possible human resource director or qualified adults for portfolio reviews

21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	x
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	x
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	x
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	x
	Email
	x
	Website
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