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and career development of high sc ) s.
The basic princ ~  *Work-based Lea "~ "~ *" ~* 't connects knowlec _

structured worl ide the classroor.,, ........ ..... Jelp students secure mean™ =~~~ loyrr

secondary education. These experiences must be monitored and supervised .., ... . ... Jase

a worksite supervisor.

This guide has been c...c.c .. for secondary school staff de.c..iiiicu co wiiuis, i v noprvse v vuoed
Learning. It may serve as a resource for individuals who are already involved in providing worksite-learning opportu-
nities for students.

There are many different examples of Work-based Learning experiences. They have the commc aroviding
students with experiences in the workplace. These experiences may be paid or unpaid; exampl_.. . . _escription
of each is provided below.

Field Trips

Enable students to tour a business and meet with employers to discuss different jobs, work habitsar. . ..., _1d
the students’ career interests.

Enables students to observe the daily routines of an employee in a business environment and discuss the educational
requirements of the employee’s job. Job shadowing can serve to motivate students and expose them to career
opportunities.

S . ses

Enable students to work in a simulated business in which students produce, market, and sell goods and services
{virtual or real), learn how to manage a business, and at the same time learn the expectations of the workplace.
Students plan, implement, conduct, and evaluate the operation of the business in this simulation.

Se T T

Combines community voluntary service with a structured school-based ¢ ] ‘hat service.

Enable students to assume full- or part-time work for a few wee! 3. This
work may be paid or unpaid.

Enables students 16 years of ac o ) ' ' ' ' e

last year ortwo ¢ =~ ° " school, supported ) . ve
in-school credit t..... ._ listed on their transcri_ ~  oerative Work-ba o e
requirements for graduation and the CTE course sec ) or|

State Ec¢ ant.
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Consists of 150 to 600 hours of paid, school-supervised work experience, supported by at least one period per week
of related in-school instruction/counseling. GEWEP is a program for students age 16 and above, applicable in schools
that do not have a co-op program, or in districts with populations in need of a viable alternative to the co-op
program. Students may earn 1/2 to 2 units of local elective credit towards graduation. This program must be
registered with the New York State Education Department.

‘Xperiences

Enable students to assume full- or part-time unpaid work experiences that are closely coordinated with academic and
career and technical education courses. These experiences are strictly monitored to meet professional licensing
requirements and occur primarily in the health and medical fields.

Pre-Apprenticeship

Enables students to assume full- or part-time paid work experiences over the last two years of high school and at
least one year of post-secondary education or advanced training that are designed to prepare students for high-skill,

high-wage jobs. Apprenticeship programs closely coordinate academic and career and technical education programs
with work programs.



It is important for the WBL coordinator to have an understanding of the legal issues related to placing and monitor-
ing students in Work-based Learning experiences. The WBL coordinator is expectec = ~ "7 torsand
participating employers when possible violations of laws and regulations occur.

AGE - Students 14-17 years of age may be employed in specified occupations outside of school hours.
- Students 14-16 must have parental and school permission.

WORKING PAPERS  Students 14-17 years of age must obtain working papers from their school and submit them to WBL coordinator.

SOCIAL SECURITY NUMBER  Students must have a Social Security Number.

WAGES  Students are required to receive the prevailing minimum wage (or higher) per hour.

HOURS OF WORK - When school is in session:
— Students 14-15 years of age may work a maximum of 3 hours per day and 18 hours per week.
— Students 16-17 years of age may work a maximum of 4 hours per day and 28 hours per week.
« When school is NOT in session:
— Students 14-17 years of age may work a maximum of 40 hours per week.
— Students 14-17 years of age may work between 7 AM and 7 PM and as late as 9 PM.

SAFETY & HEALTH - Employers must ensure a safe environment, free of hazardous conditions.
- Employers must ensure that students are trained in all safety and health procedures relating to the workplace.

WORKERS' COMPENSATION - If students are considered employees of the firm, they are insured under the employer’s workers' compensation
coverage.

« If students are job-shadowing, they are considered an extension of the school and they are insured under the liability
coverage of the Department of Education.

CONFIDENTIALITY A student’s school record may not be given to employers without permission of:
« A parent or guardian of a student under 21 years of age or
« Astudent over 21 years of age.

EQUAL OPPORTUNITY  Employers may not discriminate on the basis of race, religion, ethnicity, national origin, age, disability, gender,
sexual orientation, marital, or veteran status.

HAZARDOUS OCCUPATIONS  Students may not participate in 17 hazardous occupations. See www.dol.gov for details.
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aligr o ) ' “2nt’s educational and/or career . " WBL Coordina-
tormust p.c..cc Jviicnt o, --...-1 includes a worksite log, a term projec ' T 7 7 Tasupervisor’s
evaluation.

New York State has developed Career Development and Occupational Studies Learning Standards (CDOS), which are
ma o ' Jese Standards can be found: | L L B ' nd
should be used as a guide for connecting Work-based Learning with school-based learning.

The WBL Coordinator must also be knowledgeable about employment certifications, the Fair Labor Standards Act,
wage and hour regulations, fringe benefits, and prohibited hazardous occupations. It is expected that the WBL
Coordinator be professional in his/her demeanor and have excellent interpersonal skills.

A Procedures Checklist, which can be found in Appendix A, will guide you in developing a Work-based Learning
Program. Note: Documents found in the appendices can be downloaded from the New York City Department of
Education’s CTE website at www.nyccte.org.

The WBL Coordinator must be “a properly certified Career & Technical Education teacher (i.e,, Business and Marketing
Education, Family and Consumer Science Education, Agriculture Education, Technology Education, Trade/Industrial/
Technical Education, Health Occupations Education). Effective February 2, 2004, new requirements for Work-based
Learning certification are in effect. New coordinators appointed on or after February 2, 2004 will be required to meet
new certification requirements {i.e., complete two 3-credit hour college courses in the Coordination of Work-based
Learning Programs; possess in their background 300-600 hours of paid work experience (outside of teaching)”

For additional information regarding Work-based Learning and certification, visit

W o ~ ‘ce/cte/wbl/.

v -
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The WBL Coordinator will:

+ asse Jalifications of WBL candidates, who must:
- be wiigrade level.
- have good attendance and punctuality.
— participate in a CTE program or course,

-

have a clear unders__..
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h - studentscom ' - plicat ' o . ianconsent. (See Student
App. o ix C)
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for samples of specific workplace competencies documents. Together these docurr ) ) . o-
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provide students with an orientation to the requirements and expectations of the job and distribute the
Interns: Maximizing Your Work Experience booklet (download from CTE website at www. _ _Yand
communicate these requirements to the student’s parent/guardian.

prepare students for interviews, review resumes, and assist withth: ~,  rs.

monitor student progress by conducting at least two visits to the worksite and completing ..._ Z__. linator Site
Visit form. (See Appendix .3, page 39.)

- L3 4

The WBL Coordinator will:

.

y=-

identify and develop appropriate training sites for students. (Read Sectic....,___ _ _. _ __ ... . _ _amentals.)
clearly define the school’s/program’s expectations to employers.

evaluate the potential worksite as it relates to learning goals and/or school-based program of study.

implement employer recruitment strategies.

provide employer with Worksite Agreement. (See Appendix G.)

provide an orientation to employers on supervising students at the worksite and distribute the
Employers: Supervising Interns booklet (download from CTE website at www.nyccte.org).

meet with employers to discuss positive aspects and areas needing improvement.

" the Tei r

The WBL Coordinator

identify the goals and objectives of the WBL experience as it rela
develop individualized student projects.
consult in developing Worksite Learning Plans.

consult .. .______ “ant learning €.

B T

employers so tha



The WBL Coordinator will:
keep all forms, WBL and legal documents, student information, and worksite files i
maintain a folder for each student. (See Appendix B, Student Work Folder Checklist.)
maintain a folder for each worksite that includes, but is not limited to:

Worksite Agreement. (See Appendix G.)

job listing form for each job offered by the worksite.

placement record of students assigned to this worksite.

payroll records.

student project.
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1. T ... ... _.._ .. Motivation

2. T

" Mission

-

3. The Employer’s Needs and Expectations

4. The Qutreach to External Partners

The student’s interests, along with the school’s CTE and academic program, drive the search for jobs. What are the
programs in the schools? What businesses are natural partners for the school program?

1. The Student’s Interest and Motivation

How motivated is the student?

What is the student’s interest in the program? Is earning money his or her primary focus? is the work program
required for graduation? Does he or she want to enhance his or her skills? Is he or she looking for future connections?

What are the student’s strengths and weaknesses?
What are the student’s interests outside school?

How does the student’s record reflect responsibility and motivation?

2. The School's Programs and Mission

.

What is the school’s goal for the Work-based Learning program?

Is there a central career theme? How does it connect to the workplace and to the businesses and organizations
in the community?

Which businesses best align with the school’s programs and mission?

3. The Employer’s Needs and Expectations

Are you aware of the expectations of the worksite for your CTE students?

Are you aware of the employers’ needs and how participation in the WBL program can be productive to the
business as well as to the students?

4. The QOutreach to External Partners

Have you developed a marketing message about the school and the CTE program?

Have you prepared a packet of information for distributic "7 "7 zludes the school’s contact information,
how the program is run, how students are selected, hov- oems im == aryised, and how follow-up
procedures are implemented?

Have you developed a marketing plan, which inciudes mailings, phone calls, career fairs, visits to industry, etc.?

Does the externa. ... ..._.rhaveacommu.. ., ... ... ____.....nt?
Do you have a directo |, _ qat are already work ., school?
Have you canvassec o T | ’ "7 7 isinesses are working with your school?



Have yo'* ~“ecked the newspapers or the Internet for new or expandii _ ?
Haveyo  <enadv. o ing opportunities with colleagt o 3?7
Have yo.. _._veloped a script for phone outreach to start the conversation?

Have you developed a follow-up procedure for phone and mail outreach to partners?

In addition to the above four factors necessary for job development, it is important to be aware of the following
issues, which may require you to say NO to a WBL opportunity:

.

Does the student’s skill set match the employer’s needs?
Are you confident that the employer intends to compensate the student fairly for his or her work?
Are you confident that the workplace is safe?

Are you sure all work is on-site and there is appropriate supervision?



_ , kY
The New York City Department of Education, Career ¢ zducation oo o T ion
that supports CTE and Work-based learning.

:e Education Depar fice of Ins' port
http://.. cc ceieereceee s o= ey = -, = 2€/cdlearn.html

The CDOS Career Development and Occupational Studies (CDOS) Learning Standards are available from this link.

New' Learning Laboratory
http://eservices.nysed.gov/vls/

The purpose of the New York State Education Department’s Virtual Learning System is to encourage the use of

the Internet as a tool for teaching and learning and to provide help to classroom teachers in locating and using
Internet resources for instruction.

The VLS presents the definitive set of New York State’s learning standards, including the full text of the

28 standards and their respective key ideas and performance indicators, as well as the alternate performance
indicators for students with severe disabilities

The VLS offers resources that classroom teachers can use to support PreK-12 standards-based instruction, such as
sample tasks and learning experiences, with an emphasis on mathematics and English language arts, particularly

early literacy. Other teaching resources, including those from the New York State Library, Public Broadcasting
Services, and archives, are also available.

New York State Department of Labor/Career Zone Career Development Tool
www.nycareerzone.org

This online program for students supports career exploration and development. The site includes lesson plans
and other resources for educators.

" State | ’artment
«ieepn o -- -fW.labor.state.ny.us/business_ny/employer_responsibilities/w= -2t sz tm

This site provides Child Labor Laws related to youth employment.

Busin __ ..ol

http://www.btanys.org/
This site is hosted by an active members | _ “Husiness educators from around the state who
share information and curriculum and hold an annual state conference. This group can " ‘e ideas for linking

worksite learning with classroom instruction.
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Www.ny:

This is a membership organization of people who are coordinat =~ ' ) its.
They have a small resource section and members who are happy to answer questions and share information.

Career Academy ! etwork
http://casn.berkeley.edu/

This is a national online resource for career academies and small learning communities. Across the top of the
home page are a number of titles, including “Resources.” In the “Resources” section is an Internship Handbook,
which provides more detailed information about creating an effective work-based fearning Program.

Working Knowledge: Work-Based Learning and Education Reform by Thomas R. Bailey, Katherine L. Hughes and
David Thornton Moore. This academic review of work-based learning by researchers at Teach: S

University and New York University examines the arguments related to the value and impact of work-based learning
and the potential for using work-based learning as part of a broad education reform strategy.

10



CDOS The New York State Education Departry , ‘e
are three levels: 1) Career Development, 2) Integrated Learnlng, and 3a) Universal Found( ST T T eer Majors.

Ce anical Education (CTE) Prepares stuc’ - "_ry education, and the world of
employment, taking into account needed skills for success as a member of the 215t century workforce. CTE increases options for
students by combining a rigorous academic course of study with technical skills that meet business and industry standards, and
hands-on applications that give students an opportunity to prepare for the world of work outside the schools.

Successful programs will prepare students for life as productive members of society and help them develop skills that are
applicable to personal and career roles necessary for employment in specific career areas of post-secondary study.

CTE Sequences A course of study, two or three years in length, which is logically grouped, increasing in difficuity, and incorpo-
rates the needed learning standards, as well as industry skills standards. It often culminates in preparation for industry certifica-
tion assessment. A well planned CTE sequence delivers learning experiences in the classroom, laboratory, or worksite setting
that are based on the New York State Learning Standards for Career Development and Occupational Studies (CDOS). Instruction
must relate to one of the six CTE major career areas (see chart below) and must meet current business entry-level industry skill
standards. Sequences may be organized by levels of difficulty or by thematic relationships.

Career and Technical Education Sequence Examples

BUSINESS/INFORMATION SYSTEMS

Accounting/Finance Entrepreneurship Administrative Support

Marketing and Business Logistics E-Commerce/Web Design  International Business
HEALTH SERVICES

Licensed Practical Nurse Medical Assistant Dental Assistant

Emergency Medical Services Nurse Assistant Dental Laboratory Technology

Medical Laboratory Assistant

ENGINEERING/TECHNOLOGIES

Individual courses selected from Foundational, Systems, and Elective areas for a sequence.

Building Maintenance Aviation Computer-aided Design/Manufacturing
Electronics/Electricity Construction Computer Repair/Networking
Welding Automotive Repair
HUMAN AND PUBLIC SERVICES
Child Care Housing and Environment  Clothing and Textiles
Gerontology Culinary Arts Food and Nutrition
NATURAL AND AGRICULTURAL
SCIENCE  Agricultural Mechanics Conservation Natural Resources and Ecology
Horticulture Animal Science

ARTS AND HUMANITIES
(DOES NOT INCLUDE THE Media Technologies/Production ~ Stage/Lighting Design

PERFORMING ARTS OR FINE ARTS)  Commerdal/Graphics

11
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courses in a CTE sequence.

0T "Tec’ = " Education schools, which are designi i such, provide
:ntswith ¢ reparat strong academic foundation along with the | oL . o 2a.
ar and Tec | Educat igh Schools are dedicated to provide students witha ad to

«wr ol pathways, to post-sec ry education, and specific industry skills certification.

is Additional certification that may be attained by students in CTE schools.

IS

| Association ~* **~-keting and Management Students http.//www.deca.org

| Health Occt 1s Students of America http://www.hosa.org

| Future Business Leaders of America http.//www.fbla-pbl.org

| Family, Career and Community Leaders of America http://www.fhahero.org

| Y Association of FFA — Future Farmers of America http://www.agriculture.com/contents/FFA/index.html
achnology Student Association http://www.tsawww.org

Jocational Industrial Clubs of America http://www.vica.org

- 1 A collaboration between City University of New York and the New York City Department of Education, offering
college preparatory and college credit courses.

ELL (En: rner) A student who has limited English ability as shown by scoring below the eligibility cut-off on
the LAB-R (Language Assessment Battery-Revised). These students must receive bilingual or English as a Second Language
instruction.

IDEA (Individuals with Disabilitie ition Act) A law that was passed to ensure a free, appropriate, and accessible
education to students with disabili......

. - ) Aneducational plan for a student with special needs that specifies instructional and
testing modifications suited

LEARN {Link Emp" | ’ "~ ponsibility Now) A work-based/experiential learning program designed to assist schools
in providing work-based learning experiences for high school juniors and seniors.

S _ isary Skills) In 1990, the Secretary of Labor appointed a commission

to determine the skills young people need to succeed in the world of work. The commission’s fundamental purpose was to
encourage a high-performance economy characterized by h|gh -skill, high-wage employment. Its findings and recommendations
continue to be a valuable source of information for ’ "" lucation and workforce development.

t) Federal funds used to improve career and technical education
programs that are designed to prepare individuals to function in a technologically advanced society.

| seunnny wiue wines idce in the workplace. Work-based learning includes activities that can range from
shorter-term, introductory types of experiences to longer-term, more intensive ones, including paid work experiences and formal
training. Although work-based _ 1ey generally involve schools and employers working together to devise
objectives, activities, work tasks, and, sometimes, criteria for monitoring or assessing students.

www.columbus-c " imber.org/workforce/glossary.htm

Work-based lear g provic s with opportt ~~ to study complexsi’ ;.. __:eras well as vital workplace skills in a
I--nds-on, “real |.._"environ ants have opp-. ... ..ties to apply the knowledge and skills they have acquired in the class-
it »m to tasks performec ~ace. As students see t ections between their school work and what is r¢ o

1 2wc ' "2 theygain: ngc” " oortance ‘ning and are able to ter decisions about es.

I p/h usoe.k12.ut.us
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)r each student, establish a folder that includes:
A Student Work Folder Checklist

— An application form with parent/guardian signature

A photo release form
- An Employability Skills Profile

Provide students with an orientation on the requirements and expectations of employers.
(Distribute Interns: Maximizing Your Work Experience.)

O Prepare students for interviews, review resumes, and follow-up thank-you letters.
(1 Monitor student progress:

L Conduct at least two visits to the worksite.
U Complete necessary evaluation forms. (See Appendix I.1,1.2, and 1.3.)
Be knowledgeable about graduation requirements.

Working with the Employer

Qg

Identify, develop, and qualify appropriate training sites for students. (See Section IV: Job Development
Fundamentals and Appendix H, “Worksite Health and Safety Checklist.")
O Define the school’s/program’s expectations of employers.

U Evaluate the potential worksite as it relates to learning goals and/or school-based programs of study.
U Design the employer recruitment strategy (outreach strategies).
Provide employer with Worksite Agreement. (See Appendix G.)

Provide an orientation to employers on supervising students at the worksite and distribute
Employers: Supervising Interns booklet (which can be downloaded from www.nyccte.org).
Review and evaluate internship program with employer. (See Appendix |.3, “Coordinator Site Visit” form.)

Working with the Teacher

u

Q

Identify the goals and objectives of the work-based learning experience as it relates to work in the
classroom.
Consult on developing worksite learning plans.

Provide feedback from the worksite to address any pertinent recommendations from the employers

regarding the preparation of the student. This will help the school and its curriculum to stay current
with the needs of the workplace.

Workshop-based Learning Coordinator Procedures Checklist
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All forms, legal requirements, WBL procedures, a
¢ :

(2]

The WBL Coordinator must maintain a folder for each stuc 1 includes, but e
following:

Student application form with signed parent/guardian consent.

Copy of the student’s Social Security card and working papers.

Employability Skills Profile.

A monitoring calendar that lists site visits and/or phone calls to the employer.
(7 Evaluation reports. (See Appendix I.1,1.2.)

Student timesheets.

" 1e WBL Coordinator must aiso maintain a folder for each worksite that includes, but is not limited to:

[ Worksite Agreement. (See Appendix G.)
I

Completed Application to Sponsor an Intern. (See Appendix F.)
[ Arecord of students assigned to the worksite.

andix A Workshop-based Learning Coordinator Procedures Checklist



. | |

Program

Date of Graduation __/__ / _  Date of Application __/ _ /

DateofBirth ___ /  /

Home Address

Phone No. Cell No.

E-mail

Student Resume

Student Application
Parent/Guardian Authorization
Copy of Social Security Card
Copy of Working Papers
Coordinator’s Interview Review
Worksite Agreement

Student Learning Plan

[ T I R W e

Student Timesheets (from / /___to / /___). See Interns: Maximizing Your Work Experience
booklet, which includes a sample timesheet.

Copies of Student Paychecks (from / /__to / /)

Coordinator’s Site Visit Reports

Site Coordinator’s Evaluation

oo 0o

Evaluations
« Student Self-Evaluation
« Employer Evaluation

U Project

Student Work Folder Checklist
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Last Name First Name [

Address

City State Zip Code
Telephone E-mail Address

Dateof Birth: ___ /__ /__ Soc. Security No.

Do you have working papers? Jyes no (Please attach a copy.)

EDUCATIONAL BACKGROUND
High School: Address:

Current Grade Level: Year of Graduation: Current Grade Point Average:

Have you participated in a CTE program (Virtual Enterprise, CISCO,
Academy of Finance, Academy of Travel & Hospitality, A+)?

In which program did you participate?
How long were you in the CTE program?
If you were in VE, what was your position in the firm?

Have you attended a job-readiness training?

What hours are you available during the school year?
Are you able to work full-time during the summer?

Are you available to work evenings?
Are you available to work on weekends?

Computer
Microsoft Office
Word
Power Point
Excel
Access
FrontPage
HTML Programming
Other (explain)

Language(s): What language other than English do you
Speak?

Read?

Write?

Application for Internship Al



V 1dvd

- 3714d0dd STTIMS ALITIGVAOTIdING

(ysu

Employability Skills Profile - Part A



What are your plans after high school?

If college, what is your intended major?

What is your career plan or interest?

Other (please specify):

Extracurricular Activities (in and out of schoo!, including volunteer experiences):

EMPLOYMENT RECORD

List your previous employers. Start with present or most recent. Include self-employment, summer, and part-time jobs. If more

space is required, please continue on a separate sheet.

Last or Present Company

Telephone Number

( )

Address Dates Worked

From: To:
Name of Supervisor Reason for Leaving
State Job Title and Describe Duties:
Last or Present Company Telephone Number

( )

Address Dates Worked

From: To:

Name of Supervisor

Reason for Leaving

State Job Title and Describe Duties:

What position did you hold that you really enjoyed?

Why did you enjoy it?

What position did you hold that you did not enjoy?

Why didnt you enjoy the position?

Signature

I know of and support my child’s interest in having an internship.

Date

Parent/Guardian Signe... . Print Name

20 M Appendix C

Date

Application for Internship
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Employability Skills Profile - Part A

22 B Appendix D
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Name of Student

School:

Worksite:

Worksite Supervisor:

Dates (from: __ / _/ __ to / /)

Describe the work you were assigned this week and how it impacted this organization.

Describe what you learned about your job.

Give specific examples of mathematics or science concepts and skills you used or observed being used.
Give an example of oral or written communication you used or observed being used.

Describe technology or equipment you used or observed being used.

Describe any materials you had to read and interpret to complete an assigned work activity.

Describe any initiative you took to learn something new.

List a problem you solved or observed being solved and tell how you or others arrived at a solution.

Describe a meeting you attended, list decisions made or actions taken, cor . " the results of the
meetings.

List something new you learned about your company.

Worksite Log



Number of Interns

Student Job Title

Requested Skills

Job Description

Days and Times of Service

Department/Room/Area/Location of Assignment

Worksite Supervisor’s Name Title

Telephone ( ) Extension

Fax ( )

CellPha ™ er/Pager ( )

E-mail

Name - Date

Application to Sponsor Interns







School

Address
Borough Zip Code
Telephone Fax
Work-based Learning Coordinator L
Employer
Address
Borough Zip Code
Telephone Fax
Supervisor
ESTABLISH GOALS - Get acquainted with the interns to help shape reafistic goals and expectations for the interns’ work performance.
- Student will work from (Date) to (Date)
- Student will work a minimum of hours per week.
INFORMATION ABOUT THE - Provide specific information regarding the organization, including the objectives and work products, the organization’s
ORGANIZATION history, the makeup of the workforce and the physical plant.
« Introduce interns to key people.
» Provide a tour of the organization.
ASSIGNMENT DESCRIPTION - Explain the objectives of each assignment.

« Explain the job description, including tasks, responsibilities, established deadlines, and level of performance required.

- Explain how the organization depends upon the intern'’s work and the consequences to the organization if an

employee doesn’t produce.

- Describe the work schedule.

« Inform the interns of the rate of pay.

« Explain how the student’s work will be evaluated.

COMPANY POLICIES RULES -
AND REGULATIONS

Explain companyat 1lateness policies; including expectations about punctuality and calling in when late
or sick. Makesuret.______.._ .| nows whom to contact and has-  rhone number.
Explaintl _ . .0 " ____lyprocedure: ID badge, signingi.., _c.

- Explain other company policies: e.g., Internet use, e-mail use, telephone, etc.

« Share company procedures: cell phone etiquette, lunchroom, coffee, etc.

Worksite Agreement



SAFETY ISSUES

RECORDKEEPING

o Adc
experience.)

within the office.

« Require students who work with confidential information to signacon.. .., it

+ Make building evacuation procedures clear.
« Review ail relevant health and safety issues.

- Demonstrate how to operate equipment correctly.
- Provide responsible supervision at all times.

time sheets
« The student must fill out timesheets {enclosed) with the dates and hours worked, on a daily basis.

« The student and supervisor signatures must be completed.

« The students will be responsible for submitting the timesheets to the Work-based Learning Coordinator according to
the published schedule.

EVALUATION

RESPONDING TO CRITICAL
SITUATIONS

SCHOOL WORK-BASED
LEARNING COORDINATOR

ix G

feedback

Meet reqularly with the interns to offer feedback and direction. Teenagers need to hear how they are doing and to
know their efforts are valued. Any problem should be addressed at the time it occurs. The student will need specific
and constructive direction.

evaluation
+ Complete the student evaluation for each student at the worksite.

« Submit the evaluation form to the Work-based Learning Coordinator.

« The Work-based Learning Coordinator should be informed about any serious or continual problems.

injury/medical emergency
- Maintain parent/guardian emergency contact information.

« Any injuries that occur on the job must be reported immediately to the Work-based Learning Coordinator.

sexual harrassment
+ Follow the standard company procedures in addressing issues of sexual harrassment.

« Any incident of sexual harrassment must be reported immediately to the Work-based Learning Coordinator,

Contact the School Work-based Learning Coordinator for any issue, incidence of inappropriate behavior,
or other problem as needed.

Worksite Agreement



TON - Provii o L

«Select . s, ..a(TEsequence.
+ Provide students recommende¢ ", " s

+ Intervieweach« * =~ " ° " it

CMT e e s

SCHOOL-BASED - Be available to provide support to the employer as needed.
COORDINATOR - visit the worksite at pre-arranged times convenient to the site and the student.
+ Help with any payroll issues.
- Provide an evaluation instrument for the employer to monitor the students’ progress.

STUDENT RESPONSIBILITY - Arrive at work on time and prepared.
- (all no later than one hour prior to start time if unable to be present at work.
- (all if unavoidably late.
« Adhere to the rules and policies of the worksite.
« Adhere to federal, state, and local quidelines.
« Keep up with school work as well as job-related work.

« Accept work and tasks assigned according to the policies of the workplace and the federal, state, and local laws.

STUDENT PERFORMANCE - Be flexible.

« Complete assigned tasks.
« Keep confidentiality of office-related subjects.

PARENT/GUARDIAN  Monitor the student’s participation in the internship as outlined ahove.

RESPONSIBILITY
Work-based Coordinator Date
Employer Date
Student Date

Worksite Agreement






O

-

N

Address

Site Supervisor

Checked By

\

A=l e Add oc

Floors and Walkways

Exits are marked; walkways and stairways are clear.

Locations of clean-up supplies are identified.

Non-slip mats, grates, or slip-free coatings are used in potentially wet areas.

Stairways have handrails.

"as needed.

Comment:

Ladders (including step stools, etc.)
Ladders appear to be in good condition.
Ladders have safety feet.

Non-metal ladders are used where there is a possibility of electric shock.

Comment:

Fire Safety

There are at least two emergency exits for each work area.

Fire exits are clearly marked and pathways to exits are clear.

Emergency procedures are posted and/or covered in student orientation.

Fire extinguisher(s) are available and marked.

Comment:

Electrical Hazards
Visible electric cords are in good condition (unfrayed and without defects).
Any floor cords and cables are covered with safety covers.

Emergency “stop” switch is available to shut down electricity (where applicable).

Comment:

_ rical S '
Machines are securely attached to the floor.
Machines have protective guards as appropriate to protect workers.
Emergency turn-off switches are functional and available where appropriate.

Safe use procedures are posted and/or covered in student orientation.

Worksite Health and Safety Checklist




Temperature, humidity, and air n

Air exch ’ ntis. |

There is adequate light throughout the worksite.

Areas surrounding equipment and machinery are well lighted.

Sanitation and - " 2eping
Toilet facilities are clean and well ventilated.

Toilet facilities have sinks with hot and cold water, hand soap,
and disposable hand towels.

Insects and rodents are adequately controlled.
An eating area is available separate from the work area.

Eating areas and drinking facilities are clean.

Waste containers appear to be adequate, leak-proof, and emptied regularly.

Noise

Noise is monitored/maintained at a comfortable level.

Hearing protection is required and provided in high-noise areas.

Chemical Hazards

Chemicals are properly labeled and stored.

Activities involving use of chemicals require protective clothing and/or equipment.

Safe use procedures are posted and/or covered in student orientation.

Material Safety Data Sheets (MSDS) are current and accessible.
Smoking near chemicals of any type is prohibited.

Environment in which student will be placed is non-smoking.

| s

Lifting is a minimal element and under 50 pounds (per person).

Proper lifting procedures are posted and covered in student orientation.

Tasks requiring repetitive movements are varied or rotated.

Worksite |

cklist




Student , it

Appraiser Name Title Telephone

Firm and Address

Based on your observations of this student’s performance, please evaluate the effectiveness demonstrated on each of
the following factors. Circle the appropriate letter, indicating level of performance using the scale described below. If
you can, please cite specific examples of how factors in each category were exhibited. Your written comments will be
most helpful. Thank you for your cooperation.

O Outstanding Performance so clearly distinguished as to be obvious to all.
G Good Performance that is consistently satisfactory and sufficient in most respects.
| Improvement Needed Students skills need to be re-evaluated.

sle Due to the type of assignment, the student was not able to demonstrate
his/her ability in this factor.

ERFORMANCE LEV]

A. Initiative: Seeks work and responsibility independently; generates ideas and

|

expresses opinions willingly; asks questions; is a self-starter. G | N

Quality of Work: Completes work that is thorough, accurate, and presentable. ’ @ | N
' G | N..

Quantity of Work: Completes the volume of work required by the job.

| . (s)

B. Engagement: Quickly grasps new concepts, approaches or systems; processes
quantities of information easily; asks thoughtful questions.

Enthusiasm: Pursues goals withenergyanc. ... ... _ . ____ . _t5
expresses personal and organizational neec

| e(s)

Employer Evaluation of Student



Student

Appraiser Name Title Telephone

Firm and Address

e E=a

Based on your observations of this student’s performance, please evaluate the effectiveness demonstrated on each of
the following factors. Circle the appropriate letter, indicating level of performance using the scale described below. If
you can, please cite specific examples of how factors in each category were exhibited. Your written comments will be
most helpful. Thank you for your cooperation.

Outstanding Performance so clearly distinguished as to be obvious to all.
G Good Performance that is consistently satisfactory and sufficient in most respects.
I Improvement Needed Students skills need to be re-evaluated.
NA Not Applicable Due to the type of assignment, the student was not able to demonstrate

his/her ability in this factor.

PERFORMANCE LEVEL

A. Initiative: Seeks work and responsibility independently; asks questions; is a self-starter. G | NA
B. Quality of Work: Completes work that is thorough, accurate, and presentable. o G | NA
C 'ty of Work: Completes the volume of work required by the job.
o G | NA
D. Enthusiasm: Pursues goals with energy and takes pride in accomplishments. o G | NA
E. Problem Solving: Effectively evaluates alternatives and makes logical decisions. o G | NA
F. Self-lmage/Maturity: Has a good attitude towards education and the internship. o G | NA
LI T 4 Ve T- T 1 <
o G l NA
2 < {
o G 1 NA
3.1 atie PpwithOthers ........ . i e
4 / o G I NA
. SS u g d@PANCE ..ot 0 G i NA
Additional Comments:
If you had a position open, would you consider this intern qualified for employment? Yes___ No__
Signature of Evaluator Date
Print Name

Employer Evaluation of Student (Short Form)



C. o T Effectively evalue
quickly; alters course of actic

recommendz: ° . _
I _ : Demonstrates some background in- I
and the industry. .
I
D. Self-Image: Has goals, interests, and direction. G | NA

Maturity: Handles him/herself well, demonstrates a good attitude towards

education and the internship and how they relate to his/her goals in life. (

Example(s):

T ABENAANCE ... e ! i |
2. PuNnctuality ... ‘1 i
3. Cooperation and COUITESY .. .........ouuiineiuneinee e et eeeaieenaennaaen. C |
4. Charac.. | = _ jattitude) ...t ‘ ‘ |
5. Relationshi =~~~ ’ T ‘ L I
6. Dress/apPearance ...............o.iiiiiiii e B i I
7. Ability to wo Nbers ... . i I
8. Writingskills ....... ... ... . - I

Describe the intern’s strengths, particular skills, and accomplishments:

Describe the intern’s weaknesses, skills that need development, and goals missed:

If you had a position open, would you consic i ) 'S No

Adc..._.._. __......_.._ .. .. o2eattached.

-y

Signature of Evaluator

4 Employer Evaluation of Student






Date

100l : .

Coordinator’s |

A. How is the internship related to your school instruction?

B. How did the CTE class prepare you?

C. What courses could you have taken that would have better prepared you?

D. What accomplishments make you proud?

Punctuality: Absences:_____ Llatenesses:
:Appearance: Neat, appropriately dressed.
Dependability: Follows directions, completes tasks.
Adaptability: Efficient, flexible.

Ability to Get Along: Cooperative, well mannered.
Job Attitude: Enthusiastic, interested.

Initiative: Works without supervision.

Accepts Suggestions: Seeks assistance.

Sup' visor Concerns:

Coo inator Comment/Q’ oo

Coordinator Site Visit Evaluation
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