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AFFIRMATIVE ACTION AT CAPE COD COMMUNITY COLLEGE

Cape Cod Community College is an Affirmative Action/Elg@pportunity Employer. We
encourage applications from candidates who will enmchcantribute to the cultural and ethnic
diversity of our College and we do not discriminate aa ltasis of age, race, creed, color,
religion, marital status, gender, sexual orientati@beran status, national origin, or disability
status in its education programs or in activitieseggiired by the Title VI Civil Rights Act of
1964, Title IX, Education Amendments of 1972; Sectiof 60the Rehabilitation Act of 1973,
and regulations promulgated thereunder; 34 C.F.R.1B8ar{Title V1), Part 106 (Title 1X), and
Part 104 (Section 504); and the Americans with Disabi Act of 1990. All inquiries
concerning application of the above should be forwardedgigsth Dorado, The College’s
Coordinator of Affirmative Action. All questions, caras, or complaints should be forwarded
to Chet W. Yacek, Dean of Administration and Human RessuAgustin Dorado, Affirmative
Action Coordinator, or Jeanmarie Fraser, Title IX Cowtr.

Requests for auxiliary aids and services regardimg\thericans with Disabilities Act should be
forwarded to Joyce Chasson, Director of the O’'Neill GefoteDisability Services.

This notice is available in large print, on audio tawel in Braille from Chet W. Yacek or Joyce
Chasson, A.D.A. Compliance Coordinators. Telephone: 8136Q-2131 or TTY 1-508-375-
4027.
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Mission

Project Forward encourages students with significantileg difficulties to develop
employability skills and become responsible learnedsaarkers who:

%LLEG%O

build vocational skills for increased independent living
improve communication skills

improve self awareness and self advocacy skills
relate to others in constructive ways

demonstrate a motivated and responsible attitude tomentd

in an ongoing effort to improve self esteem and devedopensatory abilities.

Program Description

Project Forward is a vocational skills training progra@ape Cod Community College for
students with significant learning difficulties. Cees are designed to help students gain
employability skills through a combination of classroostrinction at Cape Cod Community
College and “real world” work site learning experiesic®ngoing, outcome-based diagnostic
assessment, career counseling, and cooperative wakezqes are provided to assist students
making the transition from high school to the world of warkunderemployment” to a better
job.

Project Forward recognizes that traditional collegeuason, even with much tutorial support,
may be unmanageable for students with significaabdises and learning difficulties. At the
same time, these students may wish to furthertbeational skills and have the same social
opportunities that other young adults have at thegmlievel. Project Forward provides a
transitional skills training experience within its owmnique curriculum for these students using
the instructors and facilities of the college. Whiléha college, Project Forward students also
have the opportunity to join college clubs and actisiand participate in the extra-curricular life
of the college.



Project Forward is a non-credit program offered at Cape@@mmunity College. Students
may opt to coordinate their course of study at Projeatdiolwith courses in developmental
education (to improve basic reading, writing, and rskilts) and/or areas of special interest at
Cape Cod Community College. Students and parentdméedaware that enrollment in credit-
earning college courses is an entirely separate grévoes Project Forward, a community
services offering at CCCC.

Project Forward students reflect a wide diversitgafiing styles, strengths and weaknesses, as
well as cultural and geographic backgrounds. Somestsichay have strong motor skills, but

at the same time may have extraordinary difficulthweading, while others may be skilled in
math calculations, but have substantial difficulty usamguage effectively. Geographically,
students hail from local towns and high schools on Caplea@d in Massachusetts, including

the internationally renowned Riverview School in Sawctiywvhich attracts students from a
variety of states and foreign countries, providing foctadiversity among the student body.

Philosophy of Learning and Assessment

Learning at Project Forward is a process of buildingssiiild understanding for increased
independent living. Instruction involves concretgegiential, vocational skill development
while nurturing self esteem and encouraging acthageration between student and teacher in
the educational process. Within a supportive commugnitgge setting, students develop
further understanding of their learning styles, léarcommunicate their needs to others, and
develop strategies to help compensate for areas ofessabkr disability. Project Forward seeks
to help students discover and develop areas of admidyskills which may lead to gainful
employment.

Assessment at Project Forward is ongoing and diagn&iticlents are actively involved in the
process so that they can further develop skills aategies that lead to improved work-related
performance Standards for achievement are based stutiant’s ability to meet entry-level
expectations for employability.

Progress reports will be issued to the student arttief each semester. In addition, students
may invite parents and significant others (case wpdaeinselor, etc.) to attend their individual
progress conference scheduled with the instructar(siPeoject Forward coordinator(s). In
accordance with the Family Educational Rights ancaBynAct of 1974, progress reports are
issued directly to the student and will be providedthers following the progress conference
only with the written consent of the student.



Application Policy and Requirements

Openings in the Project Forward program are limitad,earoliment for qualified students is on a
first-come, first-served basis. The application deadtr the fall semester is March 1.

To be considered as a candidate for admission, studastsubmit complete application materials,
including a signed physician’s report/examination ahgtational assessments listed on the
application cover page. This assessment informat@ssential to help provide instructors with the
necessary information regarding the student’s learnividep individual goal(s), and recommended
learning strategies, including any recommended accoitinad.

Once all materials have been received, qualifiedestts will receive a letter of acceptance and
registration materials for the fall semester.

Qualified students are students with significanthdises who:

have a knowledge of their own learning style, strengtid weaknesses
have the ability to express their needs and advomatieemselves
have the skills and willingness to solve problems ieddpntly

demonstrate vocational motivation, have realistic vocaitgoals and the potential to work
independently

have the ability to interact with peers, instructamd supervisors in a positive and
constructive manner in the classroom, work and sotialge

demonstrate effective time management, organizatikitlaland the ability to focus on the
task-at-hand for 30+ minutes

have the ability to control behavior, manage emotiodserognize safety issues

are free from disruptive behavior and do not pose dasulz8 health and/or safety risk to
themselves or others.

demonstrate the ability to use good judgment, maiptaifessional behavior, and perform
with minimal supervision in a community college angtyment environment



Program Visits and Interviews

Potential applicants and their families are encourégeisit Project Forward and attend an
information session, which gives an overview of the r@egand outlines application requirements.
In addition, a tour of the campus and an opportunity tt metructors and talk with current
students is provided.

Program Cost (including books and supplies):

$1,600 Program cost fall semester
$1,600 Program cost spring semester
$3,200 Total cost per year

For More Information, Please Contact:

Project Forward at Cape Cod Community College
508-362-2131 ext. 4763

Eleanor Adams, Administrative Assistaatdams@capecod.edu

Peter Daley, Directgndaley@capecod.edu

Joanne McCarthy, Student Coordinator/Advjsarcarthy@capecod.edu




First Year

Vocational Career Exploratory
Work/Life Skills: Community Living

Second Year

Vocational Concentration
Work/Life Skills: Transitional Employability Skills
Work Experience: Internship

Third Year Option (Qualified students only on a space available basis)

Advanced Vocational Concentration

(Permission of Vocational Instructor/Advisor Required)
Work/Life Skills: Transitional Employability Skills

Work Experience: Internship/Employment

Project Forward Electives

Circles

4H/Peer Leadership Activities
Chorus

Art Club

Basketball



First Year

Vocational Career Exploratory

Goals:

Project Forward’s Vocational Career Exploratory is @gkto-work transition program
designed to provide a foundation of vocational and emplityadsiills to help students prepare
for the adult world of work and community living. Througintds-on, experiential learning and
work experience in the vocational areas of basic foqehpagon, institutional maintenance,
basic retail and office technology, students gairoadibased repertoire of skills for
employment, as well as interest and aptitude assessto help them to make better career
decisions. In addition, each of the four vocational oifsr stresses basic life skills, including
home maintenance, personal cooking, personal computihgoaial skills, which are also
reinforced in the work/life skills: community living ccag.

During the fall and spring semester, the courseesep involves four experiential
vocational courses of instruction (six weeks each) dand-aveek assessment period after
which students participate in an individual progres¥erence and are awarded a certificate of
attendance at the Project Forward Certificate Cererndiay. Students also receive
individual assessments following each of the four vonatiofferings.

to assess students personal career interestsgaptiind potential job matches
to develop fundamental employment skills in four vocatickill areas

to develop fundamental life skills in the areas of fomgaration, home maintenance,
personal computing, and interpersonal skills



Fall or Spring Semester

Week 1  Orientation, Introduction to Basic Food Preparati
Culinary Careers and Basic Personal Cooking
Identification of Tools: Hand Tools, Knives, and OQsen
Introduction to Kitchen Safety and Sanitation

Week 2 Working With Tools
Use and Care of Tools
Introduction to Basic Knife Skills
Mirepoix

Week 3  Personal Hygiene
Kitchen Safety and Sanitation; Cross Contamination
Introduction to Cleaning and Preparing Vegetaldlégken, Meats
and Fish

Week 4  Weights and Measures: Introduction to Cookie [etiodu
Fundamental Baking Skills

Week 5 Recipe Concepts
Reading and Assembling a Recipe
Introduction to Basic Sauté, Soups and Sauces

Week 6  Basic Production Techniques: Cookies
Working Together as a Kitchen Crew
Hands-on Bakery Production
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Fall or Spring Semester

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Orientation, Introduction to Maintenance
Maintenance Careers and Basic Home Maintenance
Identification of Tools, Safety, and Working With Teol

Working with Tools for Measurement
Understanding Measurement
How to Hang a Picture: Types and Uses of Hangers

Safety Practices and Lifting Safety
Fire Safety: Prepare a Presentation
Electrical Safety

Chemical Safety: Identification and Liquid Measents
Cleaning Procedures for Tourism Careers
Dusting, Vacuuming, Making Bed, Cleaning Bathrooms

Child Care Careers: Exploration of Several Tgp&hild Care
Toys and Playground Safety
Cleaning and Santtizing for Pre-Schools

Animal Care Careers
Cleaning Crates, Stalls, Feeders
Bathing and Grooming



Fall or Spring Semester

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Intro to World of Retall
Retail Careers & Employer/Employee Expectations
Dealing with Workplace Stress

Meeting Employer and Customer Expectations
Pricing and Tagging Merchandise; Cash Register
Identifying and dealing with money; making change.
Introduction to Marketing
Common Sales Techniques

Customer Service and Behavior
Communication and Greeting Customers
Telephone Etiquette: Taking messages
Dealing with Workload Stress

Uncovering Customer Wants and Needs
Taking Orders and Following Directions

How to Work with Supervisors and Co-workers
Managing People Pressure

Becoming Better-Informed Consumers
Business Ethics, Advertising and Persuasion
Taking Inventory and Checking in Merchandise AgaiagigPwork
Restocking and Rotation
Surviving the Changing Workplad®ealing with Change

Logos and Identifying Products and Brands
The History of Advertising
Specialty Stores and Mass Merchandising; Basic Ritagardy
Final Concepts: Balancing Work and Home
Your Life Circle worksheet: Who Moved My Cheese?
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Fall or Spring Semester

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Computer Laboratory rules

Logging on: accessing student online accounts andsdrive
Introduction to Ainsworth Keyboarding program; Daily adg@n

Being Prepared for Class (PFC); Intro to digital casianitializing discs.

Internet glossary

Using Internet browsers, hyperlinks, URLs

Doing research on the Internet; Internet directories
Gleaning information from web sites

Internet Favorite Sites (Bookmarks); Searchriesgi

Using reference sources; Shopping online

Beyond E-mail basics; Pros and cons of email; Rulestiguette
Graphic attachments; Internet searches part 2eltidExam.

Opening, saving, and altering E-mailed Wordiahents and attachments
Creating business letters; Commands; Using the todaaic formatting

Publisher basics: Creating a flyer or greetang
Accessing Microsoft Online: themes and designs

Introduction to PowerPoint basics: Creating a basicg@-paesentation
Presenting to the class for constructive criticism.

Introduction to advanced PowerPoint designs

Downloading and applying backgrounds, sound, and artNt@mnosoft Online and

Freefoto.com; FINAL- Class PowerPoint Presentations.



Work/Life Skills: First and Second Year

This course is designed to reinforce basic employabkitls and concepts necessary for
making the transition to increased independent livingeemployment in the adult community.
Through simulated role play, hands-on applications, amgpgdiscussions, students learn
strategies to cope with community and work experieigat®ns that may arise. Students
maintain career education portfolios as a personassset of their progress.

Topics include: introduction to adult laws, includnights and responsibilities with regard
to employment, transportation, and accommodations, haectss various community
resources such as college facilities, and eventspapers, directories, libraries, transportation,
and state and federal government agencies, and aevétop behavior appropriate to the
community and the workplace.




To qualify for Project Forward’s vocational concentratgtndents:
have satisfactorily completed PF vocational career eatplor
have demonstrated at least emerging aptitude foottational area of choice
have demonstrated the potential to become indepdydemployed, and

have permission of vocational instructor and directétfof

Qualified students elect to study in one of five octiopal areas with the anticipated job placement
outcomes:

Basic Food Preparation (baker’s helper, cook helpegrgiaide)

Institutional Maintenance and Landscaping (maintemamarker, landscape laborer,
custodian, housekeeper, stocker)

Retail/Information Technology (retail sales helper, ghip and receiving clerk, office clerk,
stocker, cashier)

Animal Care (animal care assistant, veterinar\s&st)
Child Care (child care assistant)

Mass Communications

Course outlines in each of the above vocational concensatre available upon request.
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Cape Cod Community College’s (CCCC) internship expeeas a cooperative agreement
between CCCC, the student, and an employer for tipegel of learning through work. Project
Forward’s internship experience involves an indivigugéveloped, contracted work
experience matched to the student’s interestsudesi, and vocational concentration at CCCC.
Project Forward provides initial on-site job coachirsgwall as weekly contact between the

instructional advisor and the employer for the purposefecting class activity with learning
in the work place.

Internship placement is the dual responsibility ofstivelent and Project Forward. To
qualify for Project Forward’s internship program, @sint must submit an application form
verifying that he or she has:

completed at least one semester of Project Forwardatistr in a specific vocational area
(basic retall, basic food preparation, maintenanéieedéchnology, child care assistant,
animal care assistant or mass communications)

completed a resume approved by Project Forward’s stadeisor and/or instructor

submitted Project Forward progress report reflecomsistent or strongly emerging
performance

submitted signed approval of vocational instructor

arranged an interview with internship coordinator



Evaluation of student’s internship performance wilkhared by the student, the college contact
person, and the work supervisor as follows:

Weekly career education journal completed by the stad®hmaintained as part of career
education portfolio

Weekly communication between work supervisor, (and/ocgaleh, if appropriate), and
Project Forward college contact--Log of contacts to bataiaed by designated college
contact person

Performance evaluation(s) completed by the supervisor

Students who have completed the vocational concentratiolrements will receive a
certificate of completion at Project Forward’s formal aag gown ceremony at the end of the
second year. Qualified students may opt to pursuenedstlavzocational instruction and will
receive the certificate during the cap and gownnoeny at the end of the third year.

To qualify for Project Forward'’s Certificate of Compdeti students must have:

completed at least one full year (two semesters) otitigin in the vocational
concentration and at least two full years (four semedisal

demonstrated strongly emerging to consistent perfornfasceflected in progress report)
in the vocational concentration

attended classes regularly (not to exceed 5 non-nhetsances per semester)

successfully completed at least one internship experig@s reflected in the work-study
evaluation)



Paid Employment

The Project Forward team assists qualified secondsye@ents with job placement upon
completion of the program. Alumni of Project Forward mag atquest job placement support.

Animal CareCan we talk here?

Childcard?reparing to Read Children’s Stories



A MESSAGE FOR PARENTS

Having a son or daughter enter college is a challfemgdl parents. It is important to understand
the differences between special education laws thpty &80 secondary schools vs. the
Americans with Disabilities Act (ADA) and Section4b6f the Rehabilitation Act. Essentially,
the difference is that the onus of responsibility fibaiaing support shifts from parents to the
adult individual with the disability. This can be verystrating for parents who have been
actively involved in the educational process as tieid progressed through school. In the adult
world, educators and employers cannot legally simoennation with you without your son or
daughter’s consent.

Whether a student has a disability or not, the grealedlenge for parents of postsecondary
students is knowing when and how to be supportive wglilleencouraging self-determination
and independence. Project Forward has been commendeael ByS. Department of Education
for promoting self-determination skills in young adults. Farst of our students, these skills
must be directly taught as part of the educationalgsocDeveloping awareness of one’s
individual learning style, rights and responsibilitiasd skills for self-advocating, setting goals,
making decisions, and marketing oneself for employnrerpat of our curriculum.

In order to be successful, adults must learn to develagernal locus of control—the ability to
see themselves as causal agents rather than pasgpients in the events of their lives. When
individuals operate with an internal locus of contrbgyt feel they have control over what
happens to them, and they can see the relationgimpdretheir actions and the outcomes. This
may mean being able to learn from making mistakes awelageng the resilience to “pick
oneself up by the bootstraps”. Or, it may mean devadoftie self-advocacy skills to acquire
necessary support and accommodations on the job. Mostamihgrour students must learn to
assert themselves to avoid overdependence and becanting of exploitation by others.

We at Project Forward are committed to partnering watteqts toward helping our students
develop these necessary skills for survival in thetadolld. Young adults often unload
everyday worries on parents and then go about thes. lilt is often difficult for parents to
determine which problems your young adult may be abd®lize on his or her own, and which
require more support on your part. Talking directly withrygan or daughter should always be
the first step. The resources, emotional support, amdadlvice you provide can be very
empowering in helping your young adult actively facedalenges of growing up.

Please do not hesitate to contact us if you need hadpsass the situation. Please understand
that we will need to involve your son or daughtetha discussion, either by attaining their
consent or by arranging a conference call. Many obtuglents are reassured to know that we
are all working together toward the goal of helping thesolme more independent. If your son
or daughter is receiving services from another agexcyvell as Project Forward, please
encourage inter-agency communication which may or mayhappen automatically. For our
students, communication between parents, educatoragaticervice providers is important!



As a parent, you know your youngster better than angtage We value any insight you can
provide us that will assist us in helping your son ogtiger reach his or her full potential. For
example, one parent told us that her daughter is a@mpetent performing repetitive food
preparation tasks, such as slicing and dicing, lattstie has difficulty “shifting gears” from one
task to another. The mom made the analogy of shifagsgn a car with manual transmission.
A better understanding of her daughter’s learniyig $telped the Project Forward team develop
strategies and signals to help the student more ieéigctshift gears” across the curriculum.
When the young woman occasionally “dug in her healswkmg that her instructors
understood that this was simply part of her learniplg $ielped her assume more responsibility
when it came to dealing with changes.

When parents, educators, and students work togetipomote independent problem-solving
and self-determination skills, the outcomes for our stisdare empowering. We value your
input as mentor, advocate, and advisor, with the utaheligg that our mutual goal is to teach
your son/daughter to become his/her own advocate.

When it comes to making decisions about course clkles and sharing pertinent
educational information, please remember the importace of working together and
involving you son or daughter in any discussions waay have.

Certainly, please be sure to inform us of any sergitugtions --- concerns or changes with
regard to health and safety, medications, or sociakssshat require support. Sometimes
students require a medical leave of absence to adalngsical or mental health issues. This is
not a problem, but we do need you to provide us withrtfeenation that we need to know.
One of the requirements of Project Forward is that ket your son or daughter “call in”,
just as they would do at work, if they are unable tendticlass. If extenuating circumstances
make it difficult for your son or daughter to contacthesmselves, please give us a call or email
to let us know what is going on.



How parents can help

You are welcome to attend your son or daughter's prog@#erence at the end of each
semester.

Provide Project Forward with any information you deentinpant, especially if it may not be
documented elsewhere.

Encourage your son or daughter to articulate their diyadild needed accommodations...and
feel free to contact us with your insights.

If your son or daughter is being funded by an adultis=ragency such as MRC, DMH or
DMR, or a local school system, please encourage commonicatiross settings. Please
encourage your son or daughter to invite the rehab dourtsespecial education liaison to
Project Forward progress conferences.

If your son or daughter is enrolled in a residential mwgand you live at a distance, Project
Forward provides each student with a stamped envetaparges him or her to send a copy of
all progress reports to you. If you would like more infation, a conference call can be
arranged with the student, parents, and Projectdfdriepresentatives.

Encourage your son or daughter to call Project Forwhathwabsent. If he or she is unable to do
so on their own, please call for them, or designate jposuprovider to do so. It is extremely
important that we know it is an excused absence vsOBRWANd, it is an important
employability skill. We tell the students that theymtd need to provide personal information
about the reason for their absence—they just neeet waslknow they will not be attending
class.

Communications are important. Please do not hesitatestaiga call or email!

What if my son or daughter has an IEP?

Project Forward has been recognized by the U.S. Ddptlwtation as a model program to help
students make the transition from high school to tidt arid. Some high schools have enlisted
Project Forward to help students gain transition skillshe areas of postsecondary education,
employment, and community experience.

Although individualized educational plans (IEPs) are oohsidered legal documents at the
postsecondary level, Project Forward honors IBRly when the plan is initiated by the
secondary schoolWe are happy to participate in the planning processiash as is feasibly
possible. The Project Forward team will not engagenin contentious or legal issues involved in
the IEP process or placement. Once enrolled in Pregaetard, the student is considered to be an
adult and is treated as one would be treated in ahcaamunity or employment setting.



What if | am my son or daughter’s legal guardian?

Most students in Project Forward do not have legaldipas. Some parents have limited
guardianship of various forms that do not impact collpggicipation. If your guardianship is
expected to impact your son or daughter in college,nyost present written documentation to the
Director of Project Forward. Because self-determinatioa critical skill for survival in the adult
world, Project Forward treats all students enrolledhen program as adults. If you are a legal
guardian of an adult, our policy is to involve the stides much as is feasibly possible, although we
are able to discuss issues privately with you ifiwed arises.



HELPFUL RESOURCES

National Center on Secondary Education and Transition
Institute on Community Integration

University of Minnesota, Minneapolis, MN 55455
http://www.ncset.org/publications/default.asp

This site has excellent information for students andamilies, including the following:

Preparing for Employment: On the Home Friviarch 2006)

NCSET Parent Brief

This brief describes ways in which youth and fammitan help youth effectively explore work-based
learning outside of school settings.

Supplemental Security Income (Part 1 of 3): A Beitly Work(March 2003)

NCSET Parent Brief

This parent brief is part 1 of a 3-part seriesuppemental security income. This brief gives pereh
youth with disabilities practical information abdwiw youth can use Social Security work incenttees
facilitate a gradual transition from dependencepp®mental Security Income (SSI) to partial or
complete financial independence. Social Securitkwarentives allow a recipient of Supplemental
Security Income to earn wages while maintaining¢aSh benefits and Medicaid. Background
information, definitions, and specific financialteria for using SSI work incentives are included.

Parenting Postsecondary Students with Disabiliesoming the Mentor, Advocate, and Guide Your
Young Adult Need¢March 2002)

NCSET Parent Brief

This brief focuses on the importance of involviggemts in the transition from high school to thepos
secondary environment, and provides concrete reemaations to help parents learn to mentor and

advocate for their post-secondary youth. Includesnpaesources and references.

IDEA 1997 Transition Issues: The IEP for Transithged Student§July 2002)

NCSET Parent Brief

This brief explains the requirements for transitioler IDEA, the composition and functioning of the
Individual Education Program (IEP) Transition Teamgl special factors for the IEP Team to conslter.
also outlines the roles of students, parents, &hscachool staff, and agency staff on the IESitian
Team.

Self-Determination for Postsecondary Students (2004)

This article defines self-determination and giveasctete suggestions for helping students develop an
internal locus of control. Excellent!

http://www.ncset.org/topics/sdpse/default.asp?tapic=

The Institute for Community Inclusion (ICI) is a national disability research and tnaincenter based
at the University of Massachusetts Boston withtamfil offices at Children's Hospital Boston. ICI
promotes the inclusion of people with disabilitieshieir communities through training, consultation,
clinical and employment services, and researbtip://www.communityinclusion.org/







