
                  Voc Lab/Falcon Skills 
2020-2021 Course Syllabus 

Tina Steensen-Bech - Transition Teacher  
   csteensen-bech@ccusd93.net 

480-575-2214 
      Office Hours T-F 2:10pm-3:15pm (please make an appointment) 

 
Course Description 
The Voc Lab/Falcon Skills class has been developed for students wanting to learn applicable employment skills while 
earning high school credit. Voc Lab is available to students participating in district work experience in partnership with 
the Youth Transition Program. Voc Lab work sites include, but are not limited to Copy Center, Cafeteria, Library, 
Preschool, Building Services, and more. The Transition Coordinator and Teacher organize and oversee Voc Lab work 
settings in cooperation with the work site supervisors and job coaches. Voc Lab is a work-based learning experience, and 
students are expected to demonstrate individualized growth and improvement in areas that will help them prepare for 
employment and careers. In addition, students will complete self-determination and career interest inventories, develop 
their resume, cover letters, and interviewing techniques. 
 
Course Learning Objectives 
Upon successful completion of this course, students will be able to show growth in the following areas:  

1. Appropriate and effective workplace  behaviors (time management, communication skills, following directions) 
2. Self-determination skills 
3. Understanding personal strengths, weaknesses, preferences, and accommodations as well as knowing how to 

communicate these with others 
4. Development of personal, post-secondary education, and career goals 
5. Development of problem-solving skills and the most effective ways to handle a variety of social and 

interpersonal situations 
6. Creation of a transition portfolio including a resume, cover letter, letters of recommendation, interviewing 

techniques, and general questions to ask employers.  
 
Strategies Used to Achieve Learning Objectives 
Strategies used will include, but are not limited to, work experience on campus, participating in small group activities, 
role-playing, community experiences, and building upon self-assessments.  
 
Expectations 

1. The student worker is responsible for being in class or at the work site on-time and remaining for the scheduled 
time. 

2. The student worker will perform the expected job duties and stay on task during their entire shift. 
3. The student worker will make the site supervisor and/or YTP staff aware of any concerns in the work setting so 

we can work as a team to resolve any issues. 
4. The student worker will cooperate and be courteous to other students, staff and supervisors. 
5. The student worker will give the Site Supervisor notice prior to any changes to Voc Lab schedule. 
6. The student worker will follow both the expectations of employment and school.  

 
Grading 
Students can receive up to five points daily by attending, participating, and demonstrating individualized work skills and 
habits. Evaluations will be completed quarterly with input from the site supervisors using the following rating scale with 
70 points possible quarterly. Students will complete a Self-Reflection exam by evaluating the same criteria and 
determining personal strengths and goals in the workplace with 100 points possible quarterly.  
 
Students are rated on a scale of 1 (low performance) to 5 (high performance/fully meeting expectations) on each of the 
following descriptors: 

Attends work on time and regularly, unless excused (Excused absences will not count against the students’ daily 
points. Unexcused absences will be a zero for the day.) 
Begins work tasks promptly 
 
 



Shows initiative 
Works without frequent prompting 
Responds appropriately to oral or written directions 
Work tasks are done accurately 
Seeks help appropriately 
Understands job duties 
Completes or cleans up at the end of work shift 
Remains on task/works entire period 
Accepts constructive criticism without becoming upset 
Conversations and language are work appropriate 
Electronic devices or items do not interfere with job performance 
Cooperates and is courteous to others 
 

Note: We do not assign extra credit to one student, sometimes there may be a bonus question on quizzes or tests. 
Grades are located on-line. It is the student’s responsibility to check grades frequently in case of error.  
 
Grade Changes: We will provide many opportunities for students to demonstrate learning throughout the grading 
period. I have worked diligently to assure that each student is treated equitably. In order to maintain the integrity of 
grades, requests to change or “bump up” grades will not be considered. A student’s grade is a snapshot of mastery of 
content during a relatively narrow time frame of Semester 1 or Semester 2, and does not represent future potential. 

If I have made a clerical error in calculating semester grades, I am able to make the appropriate changes in the next 
semester. 

Grade Categories and Percentages:  

100% to 90% = A                                                          Tests/ Quizzes 10 % 
89% to 80% = B                                                             Projects/Presentations 10% 
79% to 70% = C                                                             Classwork/Participation 70% 
69% to 60% = D                                                             Final Exam 10% 
Below 60% - F 

 
Identification badges are required for entry into the classroom. Per school policy, all students must be professionally 
attired (see dress code) and have a current CSHS ID badge on a lanyard around their neck in plain view of all staff.  
 
Homework Policy: 
Attendance:  
Per your student handbook, if a student has an absence he/she will be allowed to make up the work as long as the work 
is completed in the allotted amount of time (ie two days for each day missed). Work not turned in due to an absence 
must be turned in on the day returning to class. Unexcused absences will result in NO credit for the work done in class 
that day. This includes assessments. If a student is absent more than ten days during the semester, they may lose 
credit for the course, per CCUSD policy.  
 
If you are absent, YOU are responsible for finding out about any make-up work, assignments, or notes. If you have 
questions or need help with the material that was covered, you will need to attend office hours. If a student is absent on 
the day of an assessment, the student must make up the test in office ours within two days.  
 
School Absence Policy 
Students are responsible for contacting teachers to complete missed work. Parents can e-mail teachers to request 
homework to pick up during a student’s absence. For every day of excused absence, a student has two days to make up 
homework, classwork, quizzes, and tests (parents have 24 hours to contact the school to excuse the absence). Work 
previously assigned with a due date during an absence is due on the first day of his/her return to school (including 
suspension dates).  
 
Be advised that each department, which assigns extended projects, has specific deadline dates. All make up work from 
an excused absence is eligible to receive full credit if completed and turned in within the 2 day window. Some courses 



such as Honors, Advanced Placement, International Baccalaureate and Dual Enrollment courses have numerous 
long-term projects or portfolios, which may have absolute deadlines. Students will be advised of these project/portfolio 
deadlines in the course syllabus or on grading outlines and will be expected to turn in projects/portfolios prior to the 
designated date for credit regardless of days absent. Assignments, tests, quizzes not completed within the 2 day window 
will receive a zero. (Ref: Board Policy JH-R) 
 
District Policy  
A student may be subject to disciplinary action when the student engages in any of the following forms of academic 
misconduct: 
·Lateness - For missing or leaving school or class without permission or excuse. 
·Cheating - Including but not limited to copying, using unauthorized help sheets and the like, illegally obtaining tests in 
advance, substituting for a test-taker, and other forms of unauthorized collusion. 
· Plagiarism - Representation of the ideas or work of another person as his/her own. 
·Collusion - Supporting malpractice by another student as in allowing one’s work to be copied or submitted for 
assessment by another. 
·Duplication of work - Presentation of the same work for different assessment components and/or requirements. 
·Fabrication of Data - Manufacturing data for a table, survey, or other such requirement. 
·Any behavior that gains an unfair advantage for a student and/or affects the results of another student. 
Cactus Shadows High School takes academic dishonesty seriously. Any violation of this policy will result in a zero for the 
assignment/assessment for a first offense, a zero for the assignment/assessment and short term suspension for a 
second offense and a loss of credit for the semester course (.5) and short term suspension for a third offense. 
Students who share assignment/assessment information with other students via pictures, paper or electronics will 
receive a zero on the assignment/assessment and a short term to long term suspension (prior academic misconduct 
referrals from any other school or CCUSD grade level will be considered). 
 
Cheating/Plagiarism: 
Under NO circumstance are students allowed to “share” answers on assignments, warm ups (bellwork), labs, quizzes, or 
tests. Additionally, students should not be in possession of other students’ papers. The use of textbooks or “cheat 
sheets” for tests or quizzes is also not permitted. Students will receive NO CREDIT for any of the items described above, 
as well as, for talking during a quiz or test. Whenever two people are involved in a cheating episode, BOTH the person 
providing the answer and the person receiving the answer will earn NO CREDIT. Parents will be notified and a referral to 
the appropriate administrator will be written. A second offense may result in a short term suspension for up to nine 
days, as per CCUSD policy. 
 
Students Leaving Class: 
Passes will not be given the first ten minutes or the last ten minutes of the class period and 
students are to be gone no longer than ten minutes. Please use passing periods wisely and take care of personal 
matters. Also bring everything you need to class.  
 
Electronic Devices: 
Classrooms are designated as No Phone Zones. Cellphones, earbuds, Airpods, or any other electronic devices are not to 
be seen or used in classrooms for any reason other than teacher requested academic activities. Upon entry into the 
classroom, students should turn off and stow all devices in their backpacks or in the container provided by the teacher. If 
you bring your cellphone, earbuds, or Airpods to school and they are damaged or lost, the school and teacher cannot be 
held responsible. Recording any activities in class without the express permission of the teacher and other students is 
prohibited and subject to a discipline referral. . 

Guest Teachers: We value our Guest Teachers. The expectation is that our students treat our guests with the highest 
level of respect and support. 
 
Disclaimer: Course information listed in this syllabus is subject to change at the discretion of the instructor. The 
instructor will explain the rational for any variance as it occurs. 
 
 



 
  
 

 Please Return this Page with Signatures by Friday, August 14, 2020 
 

I have read all pages of the Falcon skills/Voc Lab syllabus and understand and accept the policies and procedures 
outlined here-in. 
 
 
____________________________________________________ 
Student Name (please print)  
 
 
____________________________________________________ 
Parent(s) name(s) (please print)  
 
 
 
 
   _________________________________________                        ________________________________________ 
                      Student Signature/Date                                           Parent Signature/Date 
 
 
 
 
 
 
  


