
Jr. Career Exploration 

1  kaylie.bergkamp@usd267.com
2 ( 316) 444-2607 (classroom)
3 (316) 644-3750 (cell) 

Sign up for the class text alerts for updates on homework, 
tests, quizzes, and other important dates. Download the 
Remind App to be able to talk to Mrs. Bergkamp for help.

Remind Class Code: @c28f48

Pictures, program information and other classroom news 
will be posted on the Facebook page. See what’s happening 

with internships, job shadows and much more!

TEXT
MESSAGE 
ALERTS

_______________________________________________________________________________________

_______________________________________________________________________________________

and
Come 

prepared to 
class with your chromebook, 
writing utensils, & any other 

materials indicated in the 
previous class period. 

Start
working on 

Any instructions listed on  the 
white board or television. Your 

ability to get started without me 
having to tell you will be accounted 

in your grade. 

Workplace 
behavior will be expected 

at all times. You should treat
the classroom just as if it were

your workplace with your 
employees and boss. 

Class Materials
Paper!

Pencils & pens

Binder/Folder

with the teacher
----- 20212020 -----

% based upon total points.
Assignment at hand will be assigned a specific 

point value. Some assignments will be worth much 
more than others. 

@AndaleHS1

Chromebook & 
Charger!

Class Code: vr3zlpu



and
In general, food and drinks are allowed in 

my class. This is contingent on it not 

becoming a distraction in class, and as 

long as students can handle the 

responsibility. This policy is subject to 

change at my discretion, and at any time.  

Weekly and daily work will be updated bi-
weekly (activities at start of class, participation, 
projects and any quizzes or tests). Please check 
grades regularly and feel free to ask me any 
questions that you might have about a 
particular grade before or after class, but not 
during. Please approach the conversation in a 
professional manner. I encourage face-to-face 
conversation versus emails. 

If you are absent, you are responsible for 
completing your make-up work (one day for 
make-up for each day absent). 

All make-up work will be placed in your Google 

Classroom absent folder. It is your responsibility 
to ask a classmate or me for help on making up 
any assignments, and/or to meet with Mrs. 
Bergkamp to make up any tests, quizzes or 
other assignments missed. 

After checking the Google Classroom absent 
folder you must sign the Google Form stating 
you know what you missed and understand 
when it’s due. 

&

During the allotted class period if you finish 
your assignment, project, or anything 
else early you are to find something to do 
either read, homework, or Xello. I have a 
ZERO tolerance for games played on 
Chromebooks during my class.

Students will follow the USD 267 Renwick 
School District Chromebook Policy. 

A technology use guideline for 
cell phones will be developed 
in class by all students and Mrs. 
Bergkamp. Once the 
technology use has been 
agreed upon each student will 
sign a technology contract. 

First offense: Student will turn the 
phone into Mrs. Bergkamp until 

the end of class and serve a 30 
minute after school detention 

with Mrs. Bergkamp. 

Second offense: Phone will be turned into office 
and a detention will be served through the office 

in order to have your phone back.

ELECTRONIC DEVICES ARE NOT ALLOWED AT YOUR 
JOB SHADOW, PHONES MUST REMAIN IN YOUR CAR

If students do not complete 

work during class, in the time 

allotted, it will be assigned as 

homework so students can 

adhere to the determined 

deadlines. 

You will be 
expected to bring 

your Chromebook
to class everyday. 
Failure to do so will 
be reflected in your 
weekly 
participation points. 

Students will be expected to abide by 

the job shadowing guidelines and will 

be expected to act professionally and 

represent Renwick School District #267 

in a positive manner while job 

shadowing any professional in their 

chosen career field. Failure to abide 

by professional standards gives Mrs. 

Bergkamp the right to revoke any 

future job shadowing opportunities. 



_
_

_
_

_
_
_
_

_
_
_
_
_

_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_
_

_
_
_
_

_
_
_
_
_

_
_

It’s essential for you to understand that our high school 

College & Career Readiness Program is dependent 

upon a good reputation in order to maintain all past, 

current and future professional business relationships. 

With that said you will be expected to maintain a 

good grade and have exceptional classroom 

behavior. If you cannot adhere to this expectation 

your future job shadow opportunities can be revoked!

The grade you receive in this class is earned. 

Your grade will be based on total points. 

Each assignment will be worth a certain 

number of points. Letter grades will be 

calculated using a % of points available.

A 100%-90%

B 89%-80%

C 79%-70%

D 69%-60%

F 59%-and below

Note Weighted Grades –

% based upon total points.

Assignment at hand will be assigned a 

specific point value. Some assignments will 

be worth much more than others. 

&

_______________________________

As a student of Jr. Career Explore you will be 
expected to behave and act as if you were in 
the workplace. This has been set in place to 
help foster the environment we expect when 
you attend job shadows and possibly an 
internship in the future!

Students will be graded on a weekly basis in 
regards to their workplace behavior. Any 
notable behavior that would not be accepted 
in the workplace will be reflected in your weekly 
participation. Any indicators of a low score will 
be noted in the GoEdustar gradebook 
comments. Each week will be worth 10 points. 
Students will negotiate that grade with Mrs. 
Bergkamp. 

All students will be expected to follow student 
behavior expectations according to the 2019-

2020 Andale High School Handbook. 

__________________________________

Assignments that are not turned 
in on time will receive a 50% 
deduction for each day the 
assignment is late. It will the be 
the student’s responsibility to 
communicate with Mrs. 
Bergkamp regarding any 
circumstances that arise that 
keep the student from 
completing the assignment on 
time to find a solution. 

If at any point you’re unsure of a due date on 
an assignment check Google Classroom first, 
it’s critical that you keep track of due dates as 
that will relate to your success in this course. 
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_______________________________

&

Curriculum for this course revolves around 

each individual student and meeting their 

needs for beyond our high school doors. 

The resources and material we use will be 

catered to their options beyond our high 

school to ensure success and future 

opportunities in the job world. 

In addition to a variety of curriculum 

materials we will also be testing out an 

online text called Soft Skills for the 

Workplace. 

__________________________________

Your agenda must be filled out with 

the time, location of destination 

before handing to the instructor, and 

only when instruction or an activity is 

not taking place, in the evident that 

you need to use the restroom, get a 

drink, go to your locker, or leave the 

room. However, time away from the 

classroom can be denied. Please 

come prepared to stay in the class 

during the allotted class time, and 

remember we do have brain breaks! 

NO PASSES THE FIRST OR LAST 15 

MINUTES OF CLASS!

In order to be successful in 

this course and stay up to 

date on announcements, 

due dates and much more 

you must check Google 

Classroom on a daily basis!

Students will be expected to abide by the 

job shadowing guidelines of USD 267 and 

Andale HS. Failure to do so could result in 

the termination of any future job shadow 

opportunities or internships. 

Students will be required to check in with 

Mrs. Bergkamp once they arrive at their job 

shadow. Students will be responsible for 

their own transportation to and from the 

worksite. The student needs to plan to arrive 

10 minutes early at job shadowing site.

Any job shadowing student not following 

our guidelines will have severe discipline 

actions immediately involving Mrs. 

Bergkamp, school administration, parents, 

and the student, with the possibility of the 

termination of any future job shadowing 
opportunities or internships.

This course is designed for juniors and seniors and 
leads into the College & Career Readiness Senior 
Internship Program offered to seniors only. The 
course will help students identify and evaluate 
personal goals, priorities, aptitudes, and interests 
with the goal of helping them make informed 
decisions about their careers. 

Students will be exposed to various sources of 
information on career and training options that 
will assist them in developing job search and 
employability skills including interview skills, 
composing job applications and resumes, money 
management when paying for post-secondary 
options, communication skills, interpersonal 
business relationships, behaviors, and personal 
responsibility. 

Students will have the opportunity to explore 
several careers via research, mentor partners, and 
several job shadowing days. It’s important to 
understand that if you’re struggling to find career 
choices you must research, it will not just “come to 
you” magically! You must be willing to put in time 
outside of class to research possible careers. 
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_______________________________

If a student finds an interest in a health care 
related career specifically found at a 
hospital, this may require a flu shot, TB test 
and vaccination and shot records. 

Please note that not all businesses and 
health care institutions will require this, but 

it’s important to understand that if a student 
fails to provide this documentation to Mrs. 
Bergkamp a job shadow cannot always be 
secured depending on the location. 

In order to be successful in 

this course and stay up to 

date on announcements, 

due dates and much more 

you must check Google 

Classroom on a daily basis!

One of the topics we cover towards the end of 
the semester is preparing for real life job 
interviews. This is an essential skill in any workplace 
in today’s world, and is something necessary to 
set yourself a part from the competition. 

Once we have completed the mock interview 
unit plan, students will perform a series of mock 
interviews with real world business individuals. ALL 
students will complete a phone and video 
interview with two separate business individuals. 

Each student is ranked within their small groups 
following their phone and video interviews. 
Rankings are based upon how they performed 
individually compared to the others within their 
group. 

Based upon time and availability dates will 
determine how many students will move on to in-
person mock interviews with business 
professionals. NOT everyone will get an in-person 
mock interview. This shows how candidate pools 
are quickly eliminated in the real world. Those 
who do not receive an in-person mock interview 
MUST complete an alternative interview with Mrs. 
Bergkamp. 

It’s important to understand that grades in the 
mock interviews are based upon the performance 
in the interviews, just like the real world! Students 
have multiple chances to redeem themselves if 
they struggle in one interview vs. the other, 
however their grade will be based upon the 
feedback received from the business individuals!

_______________________________

This is not a traditional classroom that requires you 

to take notes, sit through a PowerPoint and take a 

test all while repeating those again and again. 

This classroom involves A LOT of classroom 

activities and exploring new ways of teaching 

and learning methods.

It’s pertinent to your success in this classroom to 

be open to doing different things to improve your 

learning about college and career readiness. 

Whether this involves a hands on activity, group 

work or trying something new in our unit plans.

We would far rather see effort and hard work over 

anything else in our classroom and that comes 

from getting out of your comfort zone to try new 

things and explore new avenues of learning.

We want you to have FUN AND LEARN at the 

same time so that requires us to do different things 

and for you to be open minded! 



_______________________________________________________________________________

1. A non-verbal warning will be given in the event that the instructor has evaluated 

that the learning environment has been impeded.

2. A second verbal warning will be given if the student continues to impede the 

learning environment and instruction, and will result in extra time spent before or 

after school to make up for lost class time. Please note you’ll be on the teacher’s 

choice of time to make up for lost class time, not the student’s.

3. Continued poor behavioral choices will result in removal from the classroom with 

the student reporting to Mrs. Shackelford or Mr. Stanhope’s office.

4. Severe Disruptions: A student will be sent immediately to Mrs. Shackelford/Mr. 

Stanhope’s office. 

A student’s “job” is to conduct their behavior in a positive & respectful manner 

while in the building.

Students will be given a copy of “My Action Plan” (see below) to complete while 

reflecting on their behavior that led to their removal from class. YOU DO NOT NEED TO FILL 

THIS PORTION OUT FOR THE SYLLABUS! 

My Action Plan

1. I am writing this plan because I . . .

2. This behavior was not appropriate because . . .

3. To prevent this from happening again, I plan to . . .

Student’s Signature ______________________________ Today’s Date ______________

--------------------------------------------------------------------------------------------------------------------------------
PLEASE SIGN THE GOOGLE FORM SYLLABUS (STUDENT & PARENT SIGNATURE). PAPER FORM 

IS ONLY FOR THOSE WITHOUT COMPUTER AND/OR INTERNET ACCESS AT HOME. 

I HAVE READ AND AGREE TO ALL TERMS DESCRIBED IN THE JR. CAREER EXPLORE SYLLABUS. I 

UNDERSTAND THAT MY PRIVLEDGES CAN AND WILL BE REVOKED IF I BREAK JOB 

SHADOWING RULES AND GUIDELINES  WITH THE ADDED POSSIBILITY OF DISCIPLINARY 

ACTIONS FOR BREAKING OF JOB SHADOW RULES/GUIDELINES.

Student’s Signature _____________________________ Today’s Date _________________ 

Parent/Guardian’s Signature ________________________________ Today’s Date ____________



JR. Career Explore & Employability 

1 Wear mask at ALL times in building
2 Wash hands every hour and use hand sanitizer
3 Practice social distancing at all times

It’s critical that you’re signed up for remind, have added yourself into G. 
Classroom and have my cell phone number (316) 644-3750 in order to 
properly communicate if we have to move to hybrid or remote learning

JR. Career Explore

Remind Class Code: @c28f48

TEXT
MESSAGE 
ALERTS

_______________________________________________________________________________________

_______________________________________________________________________________________

and

Hand sanitizer must be used as you 
enter the room. Assigned seats will 

remain in place all semester to 
ensure covid19 safety. Stand on 

your blue “X” around the room for 
start of “work schedule”.

If group work is necessary to 
collaborate groups will remain within 

the same throughout entire semester 
for covid19 safety. Therefore, it’s 

important for you to follow through 
in your group and pull your own 

weight!

The last 2 MINUTES of class Mrs. 
Bergkamp will be cleaning 

surfaces. It’s important for you 
to remain on your blue “X”, until 

the bell rings. 

In the case that you are sick and must remain at home or are required to 
quarantine it is still your responsibility to maintain your assignments and 

complete classwork as deemed necessary. ALL assignments will be 
found in G. Classroom. Any email communication needs to be properly 

written and follow email etiquette expectations. It will also be expected 
of you to properly communicate with your job shadow locations and 

mentor(s) just like a job! 

GUIDELINES & IMPORTANT INFORMATION
----- 20212020 ----

Class Code: vr3zlpu

Job shadowing may look unconventional due to covid19, we will 
continue to work with setting up job shadows but there will also be 
a mixture of virtual job shadows due to covid19. You will be expected 
to follow business covid19 protocol when it comes to your job 
shadow. Communication will be critical this year as things could 
change due to covid19 and working with job sites and mentors. If 
we’re unable to get something completed in a job shadow during first 
semester due to covid19 we’ll get it completed second semester. 

Covid 19 Job Shadows 


