Journal Writing Assignment #1:  First Week of Work

Reflection:

Reflect back on your first week at your placement.  Was this a good week?  Now that you have had time to become more acquainted with the people and the procedures of your placement, express your thoughts for the first week.

Tasks:  

Give the names and titles of the people you worked with this week.  What was the first task that you were asked to do?  Why?  How did you feel about doing this task, nervous? Excited? Anxious?  Did the people you worked with make you feel uncomfortable or welcome?  Explain how they did this.

Goals:

Have your expectations been met so far about what you thought you would learn and be doing at your placement?  Discuss some of the new things that you have learned and what you liked about them.

Final Comment:

Offer your final opinion of your first week of work.  Did you like it?  Why?  Is there anything that you can do which would make your placement more enjoyable?  Why?  

Do you have any concerns that I should know about?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Total

/10

Journal Writing Assignment #2:  Achievements

Discuss a particular achievement or accomplishment you are proud of from your placement this week.  This could be a “new” achievement, or one that you have been practising for some time.  

Does your supervisor give praise to you easily and often, or is he/she the kind of person who does not really give compliments easily?  Explain how you deal with compliments or a lack of compliments.  Do you like being told that you are doing a good job?  Why?  How well do you react to constructive criticism?  Why?  Use an example to support your response.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
Total

/10

Journal Writing Assignment #3:  Safety 

1.  Identify the number and location of the fire exits in your workplace.

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

2.  What are the types and location of the fire extinguishers in your workplace?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

3.  Where is the fire alarm and/or sprinkler system alarm?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

4.  What is the procedure to be followed if there is a fire?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

5.  Where is the first aid kit?  What is in it?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

6.  Name the person(s) in your workplace who have first aid and/or CPR training.

____________________________________________________________________________________________________________________________________________________________

7.  What tasks are done in your workplace that could result in an injury?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

8.  Where is the occupational health and safety handbook located?

____________________________________________________________________________________________________________________________________________________________

9.  Do any employees have WHMIS training?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

10.  Where are the injury/accident report forms kept?

____________________________________________________________________________________________________________________________________________________________

11.  What personal protective equipment is worn at your placement?

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

12.  Describe some health and safety issues that should be improved at your workplace. 

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #4:  Confidentiality

With your supervisor, discuss the types of information that you now have access to which must be kept confidential.  List 3 types of information about your placement that must be kept confidential.  Why do these types of information need to be kept confidential?  What problems could arise if this information is not kept confidential?  What are the consequences of breaking these confidentiality codes at your placement?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
Total

/10

Journal Writing Assignment #5:  Expectations  

It is important to put 100% of your effort into everything you do at your placement since most employees are required to do so.  What are the expectations at your placement?  Is there room for error or is 100% required all the time?  Why?  How does your supervisor deal with errors or mistakes?  Describe a mistake you made and how you dealt with it.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #6:  Best Thing    

Describe this past week at your placement.  What kinds of tasks did you perform?  Provide an example of a task that you enjoyed doing.  Why did you enjoy it?  What was the best thing that happened to you this week at work?  Why?  Describe your situation in detail.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #7:  Work Environment

Discuss your work environment.  What kinds of things do you like about it?  Why?  Discuss such things as colleagues, customers/clients, rules, restrictions, noise level, attitude towards employees, and stress level.  

Do your colleagues enjoying working in this environment?  Why?  Is this the type of environment you would like to work in?  Why?  Give specific reasons to support your response.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #8:  Challenges

Discuss 2-3 challenges that you have had to overcome at your placement.  Why were these things challenging for you?  How did you overcome them?  What did you learn from these experiences?  Provide specific examples in your response. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #9:  Goals for Mid Semester

1.  In working towards my goals for this year, I have learned…

____________________________________________________________________________________________________________________________________________________________

___________________________________________________________________

2.  I have encountered these obstacles and have adjusted my plan as necessary…

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

3.  I have changed my goals in the following ways…or I have set the following new goals…

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

4.  To reach my goals for this year, I still need to do the following things…

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

5.  My life goals are now…

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #10:  Employability Skills  

At this point in time, you have developed many skills at your placement.  List 3-4 skills you have developed in each of the 3 categories:  Academic, Personal Management, and Teamwork Skills.    Beside each skill, state the task you performed which allowed you to develop the particular skills.  Use the following format:

Teamwork Skills

– understand and work within the dynamics of a group; ex. worked with 3 other employees to create an advertisement for a client

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

Total

/10

Journal Writing Assignment #11:  Initiative  

There are times when you may not have anything to do at your placement and this is when you should take some initiative to do something.  Have you been in this situation?  Why?  How did you deal with it?      

List at least 5 tasks that you can do when this occurs.  Why would you choose to do these things?  How would your completion of these tasks show your supervisor that you are self-motivated?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #12:  Maturation  

Describe your feelings regarding your personal growth since you’ve been at your placement.  Do you feel that you have “matured” in any way?  How?  Describe the difference between being in a school environment and being in the world of work.  Which environment do you prefer to be in?  Why?  What do you like most about your placement?  Why?  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #13:  Learning  

Describe 5-6 things that you have learned at this point in your placement.  How did you learn these things?  What conditions make it easy for you to learn things at your workplace?  For instance, do you learn best when someone shows you how to do something or when you read an instructional manual?  Why?  Provide specific examples in your response.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #14:  Reflection  

Reflect on any events or aspects of this week at work.  Discuss your feelings about some of the things that happened.  Did you make any mistakes?  Did you learn anything new?  Provide specific examples in your response.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

Journal Writing Assignment #15:  Future Career  

Reflect on your experience in co-op this semester.  What did you learn about yourself?  Did you like the career field that you were in?  Why?  Has your choice of career changed?  Why?  Describe your future career goals once you graduate from high school.  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Total

/10

