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BENEFITS OF CAREER PREPARATION EDUCATION

For the student:

· Students have the opportunity for learning useful employment skills on real jobs under actual working conditions.

· Interest in classroom work is stimulated by the application of academic and job-related learning to job situations.

· As wage earners, students develop understanding, appreciation, and respect for work and workers.

· The ability to get and hold a job helps young people develop a mature and realistic concept of self.

· The transition from school to employment is made easier.

· The ability of the student to develop a post-high school plan for employment and continuing education is enhanced.

For the school:

· A school that conducts CAREER PREPARATION on-the-job training is able to extend educational opportunities that are beyond its own physical and financial resources.

· Interaction with training professionals outside the school is provided in the training of young people.

· Teachers, guidance counselors, and school administrators are provided with improved opportunities to keep in touch with changing employment conditions.

· CAREER PREPARATION on-the-job training is a living demonstration of the concept that education is indeed a community-wide partnership.

For the community:

· The number of young adults making a successful transition from school to work is increased, thereby adding to the number of economically productive members of society. 

· A continuing pattern of school-community partnerships is developed. 

· CAREER PREPARATION on-the-job training helps improve the community's pattern of job stability by giving local students job skills and civic competence.



For the employer/training sponsor:

· Employers are assisted in analyzing jobs and developing training outlines.

· The private sector is provided with opportunities to take an active part in the education and career preparation of students in the local community.

· Students are prepared to work in their own localities, under the supervision and following the methods of a specific local employer.

· Classroom instruction gives student-learners a more thorough understanding of  job-related theory and knowledge.
















 CAREER PREPARATION

Sample Program Calendar





January or February

· Market your CTE program, including CAREER PREPARATION learning opportunities

· Interested students complete application



February or March

· Students pre-register for next year



March until end of school

· CAREER PREPARATION teacher receives applications

· CAREER PREPARATION teacher meets with students

· CAREER PREPARATION teacher reviews pre-registration roster to secure applications from all students on list



When the CAREER PREPARATION teacher/coordinator returns to campus (July/August)

· Get an updated list of students enrolled in CAREER PREPARATION and compare to applications

· Contact all students (have a job, need a job, seasonal job, want to change jobs, etc.)

· Contact perspective employers

· Ensure that unemployed students know how to apply and interview for jobs

· Post available jobs for students to review



First Two or Three Weeks of School

· All students must agree to program guidelines (or maybe they need to have an

                         "off-period” instead of the CAREER PREPARATION class)

· All students must be employed within 15 days from the start of school (many districts require to be hired within 10 days due to scheduling/credit)

· CAREER PREPARATION teacher verifies employment

· CAREER PREPARATION teacher prepares training plans

· CAREER PREPARATION teacher distributes signed and returned training plans



Middle to End of Grading Period

· Prepare for employer visits

· Make employer visits

· Complete paperwork documenting employer visits

· Collect and score employer evaluations










CAREER PREPARATION Overview

WHAT IS CAREER PREPARATION EDUCATION?


CAREER PREPARATION Education is a form of work-based learning that combines classroom study with paid or unpaid work experience, at least 10-15 hours a week. Students must be at least 16 years old and are usually in 11th or 12th grade, although some districts use CAREER PREPARATION as a drop-out prevention strategy for 9th  and 10th graders who are already 16 years old.


A common misconception is that CAREER PREPARATION is only for students who are not planning to go on to college after high school graduation. Instead, CAREER PREPARATION provides an opportunity for all students to learn a marketable skill, earn money they can use to help pay for college, possibly receive college scholarships from their employers, and acquire skills and experience related to their college and career objectives.


CAREER PREPARATION students may need to work while in high school for a variety of reasons, such as living in a household with limited financial resources, needing to save money to pay college expenses, or supporting themselves if not living at home. Regardless of whether personal or family economic situations exist or not, every student can benefit from the experience of being in CAREER PREPARATION.


Employers benefit from hiring CAREER PREPARATION students, who usually perform better than non-CAREER PREPARATION high school employees. CAREER PREPARATION students are not eligible to receive unemployment benefits, which saves the employer money. CAREER PREPARATION teacher/coordinators can help local businesses meet their employment needs and foster stronger relationships with business/industry.


WHAT DOES THE CAREER PREPARATION TEACHER/COORDINATOR DO?


The local school district expects the teacher/coordinator-coordinator to operate a quality program within the state standards as appropriate to the individual community. The three main duties associated with a CAREER PREPARATION program involve classroom instruction, supervising on-the-job training, and sponsoring the student organization.


Many courses that are taught using the cooperative method of instruction have textbooks provided free of charge by the Texas Education Agency. Check with your campus textbook coordinator to ensure that textbooks are available and the procedures to follow. Additionally, if you are coming into an established program, you will probably find a wealth of resources in your classroom, office, or storage area. You may find materials that are occupationally specific for students to use in connection with their training stations, as well as videos, software, and CDs.


    CAREER PREPARATION teacher/coordinators should have at least one period designated for CAREER PREPARATION supervision, in addition to their state-mandated conference/planning period. This time is designated for you to make visits to your CAREER PREPARATION students' places of employment (training stations). Be sure that you have business cards to give to employers (and students seeking employment). You should have a budget to purchase the cards and to reimburse your mileage for training station visits. Your students' on-the-job supervisors complete an evaluation each grading period that determines the training portion of the students' grade. Your school district/campus may have an established percentage for the training portion; most range from 25 to 40%. Because a significant portion of their grade comes from their performance on-the-job, CAREER PREPARATION students tend to take their work more seriously than high school students who are not in the program. This is also a bonus for the employer who hires students within the CAREER PREPARATION program.

Each program area in Career and Technical Education (CTE) has its own student organization. CAREER PREPARATION teacher/coordinators  are expected to sponsor their student organization, which may be involved in community service events, sales projects, social activities, and leadership training. Student-members may choose to enter competitive events or run for local, regional/district, state, or national offices. Check with your campus/district administration to find out how student organization expenses are funded. Some schools have budgets for some or all of the sponsor's expenses and some or all of the students' expenses, while others require extensive fundraising efforts and/or personal expenditures.


Most CAREER PREPARATION teacher/coordinator/coordinators have an extended contract, which means they start to work before other teacher/coordinators. During this time, CAREER PREPARATION teacher/coordinators perform many tasks, some of which might include:


· contacting students enrolled in CAREER PREPARATION to verify their employment (ongoing)

· assisting students in preparing resumes and completing employment applications

· coaching students on effective interviewing skills


· contacting/following up with local employers to determine possible job openings


· posting job leads for students needing employment


· attending professional improvement conference for your program area, usually in July


· determining instructional materials, equipment, and supplies needed and place orders


· developing instructional plans and/or course/unit outlines for each course to be taught


HOW DOES THE TEACHER/COORDINATOR MANAGE THE ON-THE-JOB COMPONENT?


Prior to pre-registration for the next school year, which can happen as early as late January, CAREER PREPARATION teacher/coordinators need to promote their programs. Posters in the hallways, PA or video announcements, display tables at parent nights, and handouts distributed by current CAREER PREPARATION students can be used to inform potential students of the value of cooperative education. Be certain to include a statement of non-discrimination on all printed promotional material.


Students interested in a CAREER PREPARATION class begin the process by completing an application form. Your school district may already use an application form or you may need to develop one. A CAREER PREPARATION application form usually contains program requirements, expectations, and general and employment-related information about the student. Their parents should approve of their student's decision by signing the form. Some school districts allow screening of student applicants and, in other districts, CAREER PREPARATION teacher/coordinators accept everyone who enrolls and has a job. Be certain to include a statement of non-discrimination on CAREER PREPARATION application forms.


Some students will pre-register for CAREER PREPARATION already employed, while others will need to find employment at some point, either later that spring, during the summer, or when school starts. CAREER PREPARATION teacher/coordinators approve the job placement of CAREER PREPARATION students in local businesses related to the students’ interests and following the occupationally-specific training plan competencies.

If you have concerns about an already-employed student working at a particular business, be sure you talk with a campus administrator. Then, if the student/parents challenge your decision to not approve the CAREER PREPARATION placement, you will have administrative support.


    When CAREER PREPARATION teacher/coordinators return to school in July/August, they should request an updated class roster from the school counselor/registrar and contact each student enrolled in CAREER PREPARATION classes. Sometimes the roster contains students who have not completed and returned applications. The CAREER PREPARATION teacher/coordinator should contact those students and have them complete the application to ensure that they understand the program expectations/requirements and that their parents approve. Contact students who completed application forms to verify that they either now have an approvable job or know that they need to secure one.


Occasionally, CAREER PREPARATION teacher/coordinators find themselves in an uncomfortable situation when they set up several job interviews for students who do not get jobs. Students need to understand that CAREER PREPARATION teacher/coordinators can provide job leads but that employers make the ultimate hiring decision. Some CAREER PREPARATION teacher/coordinators do not arrange interviews for their students, but instead post job leads on their bulletin boards for students or let them know where previous CAREER PREPARATION students have worked.


At the beginning of the school year, CAREER PREPARATION teacher/coordinators must prepare an official training plan for each CAREER PREPARATION student, regardless of whether the student is in a paid or unpaid position. The training plan documents student and employer information and requires signatures from the student, parent, employer, and CAREER PREPARATION teacher/coordinator. If the student changes jobs during the year, the coop teacher/coordinator prepares a new training plan. Training plans verify that the student is employed and CAREER PREPARATION teacher/coordinators are required to keep a copy for each student. Another copy may need to be submitted to your district's Career and technical Education Director.


CAREER PREPARATION teacher/coordinators are required to visit their students' training stations at least once each grading period. Most CAREER PREPARATION teacher/coordinators use this visit to deliver student evaluations or pick them up from the students' supervisors and find out informally how the student is doing on-the-job. Your district will have a procedure for you to document your visits and mileage for reimbursement.


WHAT ARE THE RESPONSIBILITIES OF THE CAREER PREPARATION STUDENT?


Being in the CAREER PREPARATION program requires students to make the transition from being in high school all day to working in the local community. They need to realize that they represent their high school and the CAREER PREPARATION program by what they say and do, as well as the way they are dressed and groomed. Students should understand the requirements/expectations of the CAREER PREPARATION program.


· CAREER PREPARATION students must have their own transportation to and from school and work. Relying on others for transportation creates problems for parents, friends, and employers.


· Students are not guaranteed a job and the CAREER PREPARATION teacher/coordinator does not assign them to a job.


· For the district to receive funding, CAREER PREPARATION students must be employed no later than the first fifteen (15) days of school, although some districts require unemployed students to be scheduled into alternate courses if not employed within the first ten (10) days.


· For a three-credit course, students must average a minimum of 15 hours per week, 10 of which should be Monday through Friday, since they are receiving release time from school. For a two-credit course, they must average 10 hours per week.


· CAREER PREPARATION students are expected to remain employed throughout the school year because a percentage of their grade is determined by their employer/supervisor's evaluation.


· If a student will be late to work or must miss work as scheduled, the student (not the parent or CAREER PREPARATION teacher/coordinator) should contact the employer/supervisor as soon as possible. No-call, no-show can result in termination.


· Students are not to change jobs without the knowledge of the CAREER PREPARATION teacher/coordinator and should talk with the CAREER PREPARATION teacher/coordinator about problems on-the-job. If problems escalate to the point where the student is fired or quits and the teacher/coordinator is unaware of the issues, the student may fail for the grading period.


· Occasionally, students become unemployed through no fault of their own, such as a   


       business closing or relocating too far away. The CAREER PREPARATION        


        teacher/coordinator can provide job leads and other assistance but the student should 

       work to secure a new position within two weeks.


· Because the training station is a business, CAREER PREPARATION students may be required to work during school holidays.


· Dress and grooming requirements of the student's training station may exceed those of the high school.


· Students suspended and/or assigned to in-school suspension may not be released to go to work at their usual school dismissal time. As soon as a student knows he/she will not be able to work as scheduled, the employer should be notified.


WHAT ARE THE RESPONSIBILITIES OF THE TRAINING SPONSOR/EMPLOYER?


CAREER PREPARATION teacher/coordinators have two main expectations of employers: to provide 15 hours of work per week (10 of which should be Monday through Friday) for three-credit courses or 10 hours for two-credit courses and to complete a written job performance evaluation each grading period.


In addition, the employer/supervisor should:


· choose a qualified and patient employee to supervise the CAREER PREPARATION student


· explain company policies, procedures, and chains of command


· provide clear instructions and positive feedback


· pay a fair and equitable wage, unless the student is employed in an unpaid work experience


· schedule the student's nighttime hours with consideration for safety, homework, and sleep


· realize that working too many hours will interfere with the student's school work

· support the involvement of CAREER PREPARATION students in extracurricular activities (students should have mentioned on-going commitments, such as athletics or band, during the interview, but they need to know your procedure for requesting time off for other activities)


WHAT OPPORTUNITIES FOR PROFESSIONAL IMPROVEMENT ARE AVAILABLE FOR CAREER PREPARATION TEACHER/COORDINATORS?


CAREER PREPARATION teacher/coordinators can learn more about employment opportunities for their students and new instructional resources and techniques at professional improvement conferences. Your program specific career and technical education (CTE) professional association may sponsor state and/or national conferences, either during the school year or in the summer. Most school districts provide contract days and a travel budget for CAREER PREPARATION teacher/coordinators to attend a professional improvement conference each year.


Local school districts and regional Education Service Centers offer continuing education opportunities for a nominal cost or for free. These resources provide information and training in general, rather than CTE-related, educational areas, such as implementing new instructional strategies, working with students with special needs, and using technology in the classroom.


CAREER PREPARATION teacher/coordinators should volunteer to serve on campus and/or district committees. You will learn more about how your campus and school district operate and you can meet colleagues from other disciplines or campuses, as well as individuals involved with the school community.


PAGE  






CAREER PREPARATION

Teacher/Coordinator Manual


DEFINITION OF CAREER PREPARATION EDUCATION:

CAREER PREPARATION education is a method of instruction that combines classroom instruction with paid employment directly related to the classroom instruction. Both student instruction and employment are planned and supervised by the school and the employer so that each contributes to the student's career objective and employability.

GUIDELINES FOR COORDINATORS


State guidelines have been designed by and apply to all program areas offering CAREER PREPARATION Education. Occasionally, individual program areas may have slightly varying requirements, and these differences are noted in the guidelines. In any case, where you have questions, please contact the specific program specialists at the Texas Education Agency. (For answers to questions concerning certification or specific endorsement, contact the Teacher Certification Specialist.)


Certification
Teacher/coordinators must be certified to teach the course in which the CAREER PREPARATION method is used.


Professional Development


Teacher/coordinators should have continuing professional development in CAREER PREPARATION education and in their technical areas


.


Extended 

Teacher/coordinators should be assigned extended contracts to

Contracts
ensure effective program coordination and student placement.


Supervision
Teacher/coordinators must teach the students they supervise to ensure coordination of classroom instruction and on-the-job activities. 

CHARACTERISTICS OF EFFECTIVE CAREER PREPARATION EDUCATION PROGRAMS:


An effective and successful CAREER PREPARATION education program exhibits the following characteristics.


1. Each school has written policies on CAREER PREPARATION education.

· Requirements for recruitment/selection of students and training stations 

· Content of training plan


· Required length of training


2. CAREER PREPARATION education programs have a functioning advisory committee with representatives from:


· Business/industry

· Labor

· School Personnel

· Parents

· Students

3. Teacher/coordinators should be professionally competent, with demonstrated technical ability and actual business/industry occupational experience within the discipline for which they provide instruction.


4. Schools should allocate sufficient and appropriate resources to ensure successful CAREER PREPARATION programs. It is the responsibility of the building principal and the director of Career and Technical education to allocate classroom space, personnel, equipment, and material. Schools should provide adequate time for teacher/coordinators to:

· Obtain training stations


· Supervise on-the-job training


· Plan, organize, and execute all CAREER PREPARATION education activities


5. Programs ensure the unified approach to instruction wherein the teacher/coordinator blends classroom learning, on-the-job experiences, and student organization activities. The combined instruction will provide opportunities for the student to obtain employment in a specific occupation and to advance in the occupation.


6. Training stations should be carefully selected so that students are placed in locations that provide maximum opportunities for learning.

7. Cooperating businesses should appoint a training sponsor to assist the teacher/coordinator in student training, supervision, and evaluation. Periodic conferences should be scheduled.

8. Each student has an individual training plan prepared jointly by the teacher/coordinator, training sponsor, and the student.


ACTIVITIES OF CAREER PREPARATION TEACHER/COORDINATORS DURING EXTENDED CONTRACT PERIOD:

CAREER PREPARATION teacher/coordinators perform a number of duties during the extended contract period, including but not limited to the following:


· Secure a list of students enrolled in CAREER PREPARATION class(es) from counselors and begin contacting every student to verify employment in approvable training positions.


· Meet with CAREER PREPARATION students who do not have jobs to determine student placement.


· Provide instruction for students to meet employment criteria (dress and grooming, ability to complete applications with assistance, job interview skills, etc.)


· Meet with students who have not completed the CAREER PREPARATION application process (see CAREER PREPARATION Application forms)


· Make cold-canvass calls on prospective employers to determine their interest in training a CAREER PREPARATION student.


· Contact employers who have been training sponsors in the past, as well as those who have students currently employed and have been accepted into the CAREER PREPARATION program.


· Contact students about job openings.


· Prepare and submit weekly documentation (see "CAREER PREPARATION Summer Documentation" form) to verify attempts to contact CAREER PREPARATION students, calls to potential employers, follow-up on student contacts, and interviews with potential employers.


· Attend professional improvement conferences, recommended by the Texas Education Agency. CAREER PREPARATION teacher/coordinators attend job-alike meetings to share information from summer conferences and to receive central administration updates.


· Prepare training plans and other documents (see training plan and related forms) for employed students and create individual student files.


· Facilitate activities for the student organization as an integral component of the overall program. CAREER PREPARATION teacher/coordinators may meet with student officers and members, organize fundraising activities, and order promotional and/or competitive event preparation materials.


ACTIVITIES OF CAREER PREPARATION TEACHERS DURING SUPERVISION PERIOD(S):

CAREER PREPARATION teachers perform a number of duties during the CAREER PREPARATION supervision period(s) each day. Sample activities can include, but are not limited to the following:


· Complete paperwork related to the work experience (preparing training plans, performing


· employer evaluations, conducting follow-up on graduates, or computing grades).


· Assist students who are temporarily without jobs in seeking employment.


· Verify employment and work attendance of CAREER PREPARATION students


· Meet with employers / supervisors to determine student progress (see sample Employer Evaluation forms in Section 12).


· Conference with parents.


· Counsel with students.


· Receive and direct phone calls from potential employers.


· Communicate with employers / supervisors about classroom instructional activities.


Grade/Age 

Students must be at least 16 years old, of Junior or Senior Standing, 

Requirements

complete a standard application available on each campus.


Standards of
          This form identifies the responsibilities of the student, the

Operation
employer, and the coordinator (school), and must bear the signatures of all major participants: employer, teacher/coordinator, parent or guardian, and student.


Training 

Federal guidelines require an individual training plan for each student.

Plan

The format and contents of the training plan are determined by the individual program. The plan should include development of both the technical skills required by the occupation and employability skills.


School Records
The school must maintain the following records for each CAREER PREPARATION student:

· Standards of Operation


· Training plan


· Hour/wage report


· Documentation of all out-of-school coordination activities, including dates of on-site visits


Federal and


State Regulations 
CAREER PREPARATION education programs are subject to applicable federal and state labor regulations. Teacher/coordinators must keep abreast of such regulations to ensure compliance:


           RECOMMENDED POLICIES AND PROCEDURES

 NUMBER OF SUPERVISION PERIODS FOR CAREER PREPARATION TEACHERS:

The number of CAREER PREPARATION supervision periods for teachers should depend upon the number of CAREER PREPARATION students assigned to the teacher at the beginning of school. If the teacher has 40 or more CAREER PREPARATION students, the teacher should be assigned two CAREER PREPARATION supervision periods (one each day for block scheduling). If the teacher has fewer than 40 CAREER PREPARATION students, the teacher is assigned one CAREER PREPARATION supervision period.  If the teacher has a small number of students a substitute may be used for supervision days.

PERCENTAGE OF OVERALL STUDENTS’ GRADES FOR WORK EXPERIENCE:

In calculating the grade CAREER PREPARATION students earn each grading period, the employer's evaluation of the student's work experience should be taken into account. The CAREER PREPARATION work experience, as evaluated by the student's employer/supervisor, should reflect one-third (33%) of the student's overall grade.

CAREER PREPARATION students who are terminated for just cause or those who quit without prior consent from the CAREER PREPARATION teacher receive a zero for the work experience portion of their grade. Students who are temporarily unemployed, with acknowledgement from the CAREER PREPARATION teacher, and do not secure approvable training station employment within the ten-day grace period,' receive a work experience grade of 50.


Each CAREER PREPARATION student must keep an accurate wage and hour log documenting the hours worked at the training station (see Wage and Hour options in Appendix). Completion of this document is considered part of the student's work experience grade.


STUDENTS WITHOUT JOBS AT BEGINNING OF SCHOOL YEAR:

CAREER PREPARATION students should be placed in approved training positions by the beginning of the school year.  Unemployed students have the first week of the school year to find approvable training positions. Students who have not secured appropriate employment by the end of the first week will have their schedules changed to a full day of classes.


STUDENTS WITHOUT JOBS DURING SCHOOL YEAR:

See The CAREER PREPARATION Training Guidelines for Job Dismissal, Job Changes, and Absences.

RECRUITING STUDENTS:

Each spring, CAREER PREPARATION teachers prepare for the application process of recruiting students for the next school year. The process begins with preparing an ample supply of blank application forms for distribution to prospective CAREER PREPARATION students. Although the process varies somewhat by campus, the CAREER PREPARATION teacher should request a meeting with prospective CAREER PREPARATION students, preferably during the school day (or immediately after school).

At this meeting, which can be held in conjunction with other CAREER PREPARATION teachers on campus, general requirements for CAREER PREPARATION programs are explained and the application forms are distributed. Students are required to complete the application, secure a parent/guardian signature, attach a copy of a recent report card, and return the application form to the CAREER PREPARATION teacher or counselor. CAREER PREPARATION teachers conduct a preliminary review of the application to be sure all requirements have been met. Then, attendance and discipline issues are verified by attendance clerks and assistant principals. If a student does not meet the program acceptance criteria, as approved by the Board of Trustees, he/she is referred to the counselor for a schedule change out of the CAREER PREPARATION program.


RESPONSIBILITIES OF PARENTS/GUARDIANS:

By signing the student's CAREER PREPARATION application form, parents/guardians agree to support and monitor their child's active participation in the CAREER PREPARATION program, provided that the student meets the eligibility criteria for acceptance. Parents/guardians are required to read and sign the "CAREER PREPARATION Education Standards of Operation" form.

RESPONSIBILITIES OF SCHOOL COUNSELORS:

Counselors support the CAREER PREPARATION application process by assisting with the distribution of forms to students expressing an interest in a CAREER PREPARATION program. They identify and explain career pathways to students who are uncertain about program areas or refer the student to the appropriate CAREER PREPARATION teacher.


Counselors provide CAREER PREPARATION teachers with lists of students pre-registered for CAREER PREPARATION classes prior to the end of the school year. They receive updates about CAREER PREPARATION program offerings, requirements, and changes in policy and procedures. It is the counselor's responsibility to provide accurate information to students, parents, and others.


Counselors provide students with accurate information regarding graduation requirements and credits earned in CAREER PREPARATION education courses. They should disseminate Tech-Prep information so that students and parents are aware of opportunities available through the Career and Technical department.


Counselors are responsible for incorporating the information contained in this document into their daily operations so that consistency is maintained through the district.


ADVISORY COMMITTEES:

There are two different types of Advisory Committees (Business Education Success Teams) :


District-Wide Advisory Committee: Usually seven to eleven persons selected to assist and advise CTE planners and administrators in the operation of all programs.


Program Advisory Committee: Organized to provide guidance and direction for job-alike programs. This group is advisory in character and has no administrative or policy-making power.


See forms 40 and 41 for possible letters.

LEGAL ASPECTS

Equal Access:

Bias on grounds of race, color, national origin, gender, sexual orientation or physical disability is prohibited in Career/Technology programs. These civil rights statutes and their impending regulations apply to Career/Technology Education programs. Discrimination is prohibited in admissions, recruitment, treatment, academic requirements, financial and employment practices, non-academic services, and health, welfare, and social services. Teachers should also be aware of similar equal employment opportunity regulations that affect employers of students.


Hazardous Occupations:

CAREER PREPARATION teachers should be aware of those occupations that are deemed hazardous by the Fair Labor Standards Act. This act provides a minimum age of 18 years for any nonagricultural occupation which the Secretary of Labor "shall find and by order declare" to be particularly hazardous for 16 and 17 year old persons, or detrimental to their health and well being. There are currently 17 hazardous occupation orders in effect that define occupations in which the minimum age for employment is 18. The complete list may be obtained form the Wage and Hour Division of the United States Department of Labor. Common examples of CAREER PREPARATION education-related jobs deemed hazardous include jobs in or about plants manufacturing or storing explosives, motor vehicle driving (with certain exemptions), the use of any power driven machinery such as woodworking machines, bakery machines, metal working machines, meat packing or processing, or roofing work. See Training Plan Attachment in Appendix.


Sexual Harassment:

Sexual harassment is illegal. It violates Title VII of the Civil Rights Act of 1964. The Equal Employment Opportunity Commission (EEOC) handles most sexual harassment cases and has determined some guidelines. EEOC considers conduct that is (1) unwelcome, and (2) sexual in nature, although intent is not required, to be harassment.


Teachers should address the area of sexual harassment so that students are aware of the appropriate steps to take if they feel they are being harassed in either the workplace or the academic setting. Teachers must be aware that sexual harassment cannot be a condition of employment or grades. Teachers should be prepared to assist student s who have questions and concerns in this area.


I-9' Form:

All employees must submit proof of citizenship status to their employer before employment may begin. Copies of these documents are kept on the employer's premises. Students should be prepared to have two original forms of identification for this purpose, usually a state-issued driver's license or birth certificate and a Social Security card.


Worker's Compensation Insurance:

Working conditions should be carefully evaluated in determining the suitability of training stations. The school has some responsibility for the health, safety and job satisfaction of students in the CAREER PREPARATION education program. Placement of students where the environment is unpleasant or not in keeping with generally accepted standards for the  occupation causes dissatisfaction on the part of students, parents and others who expect the CAREER PREPARATION education program to maintain high standards.

Nearly all employment in Texas is covered by worker's compensation; there are some exemptions from the law. However, when an employer is required by law to provide compensation, and providing that the accident did occur on the job, this insurance covers the employer's full liability to employees for medical and hospital expenses as well as partial liability for loss of employee income. Worker's compensation is furnished and paid for by the employer, no deductions are withheld from the employee's wages for this coverage.

The teacher may choose to be cautious about placing students with employers who may not carry workmen's compensation insurance or other comparable coverage for injuries incurred while on the job. The student is a bona fide employee and therefore should be placed in firms where adequate employee accident insurance is provided by the employer. Private insurance companies may not deny insurance coverage to an employer because they employ workers 16-18 years of age. If, however, the employer has a record of claims they may have to pay an assigned risk premium. These assigned risk premiums are not related to the age of the company's employees, but rather past history of injury.

TRAINING STATIONS


Enlisting the proper training station is integral to the success of programs participating in the CAREER PREPARATION method of instruction. Several criteria for consideration encompass all program areas, and can be helpful in narrowing the selection process. In particular, the following three questions address dimensions which can aid the coordinator in the decision process.


· What constitutes an acceptable training station?


· Where and how do I start looking for potential CAREER PREPARATION employers? 


This section outlines strategies for answering the above questions. 

Standards for Acceptable Training Stations:

The determination of what constitutes an acceptable training station is critical to providing relevant experiences for each student's career objective. To do this, the coordinator should have a set of standards to aid in the identification of acceptable training stations. Consideration should be given to five critical areas in developing these standards.


A discussion of each area follows:


· The employer is a trainer and a teacher.


Training station sponsors should be capable and willing to provide occupational training and educational opportunities within the student's career choice. The coordinator must explain the objectives and goals of CAREER PREPARATION education programs.


The coordinator can determine whether a standard of CAREER PREPARATION training is in evidence by the willingness of the organization to develop jointly with the coordinator a step-by-step training plan, to assign an experienced worker to supervise the student-learner, and to arrange time to confer periodically with the coordinator. Scheduled conferences between the training sponsor and the coordinator are critical to the success of the program. Using these conferences, the coordinator monitors the development, updating and evaluation of the training plan.


Another means of determining whether this standard is better met is to examine the procedures the organization follows in training its full-time personnel. Does it provide systematic training for these employees? Are personnel involved in developmental skills improvement courses for employees?

· The training stations should provide experiences in the occupational area related to the student's career objective.


The student-learner's assignment must be one that falls within the occupational area, and it must be related to the student-learner's previously identified career objective. The training sponsor must express a willingness to provide a variety of learning experiences within the student learner's capabilities.


One stumbling block in choosing an acceptable training station is the coordinator's desire to find jobs for students as quickly as possible. Resist the temptation to accept a training station that does not specify the tasks to be performed by the student-learner. Every effort must be made to select training stations that will provide accounting experiences for accounting students, agricultural experiences for students in agriculture, etc. Since the CAREER PREPARATION education experience is long-term, work experiences must be of sufficient variety and complexity to challenge the student-learner and provide a positive and realistic image of the occupation.


· The business organization should exemplify high ethical standards.


Care must be taken to determine whether the organization is one that exemplifies high ethical standards in relations with both customers and clients and employees. The student-learners for whom coordinators are responsible are at an impressionable age, and they are especially prone to imitate adults. They are highly idealistic, and these ideals and values are rigidly structured as to their expectations of adult behavior. Coordinators are encouraged to avoid placing students in situations where they may be compromised by instances of poor ethical practices.


· The training station should provide a safe environment.


Buildings, equipment, and grounds should meet local and state safety regulations. A coordinator should alert student workers to potentially dangerous situations. Training stations that are located in potentially dangerous locations or stations that require odd hours may not provide a safe environment.


· The employer must be in compliance with all labor laws.


The training station must comply with local, state, and federal labor regulations related to minors. Information is available from the United States Department of Labor, Wage and Hour Division.


Laws regulating wages, the issuance of student-learner certificates, the employment of minors in hazardous occupations, and situations requiring work permits are primary areas of concern. The minimum wage and overtime standards apply to student-learners who are employed by employers subject to the regulations. Since this law is complex the coordinator should suggest to the training sponsor that contact be made with the regional Wage and Hours Division Office in order to ascertain whether the organization is subject to the regulations. The employing organization must obtain approval from the United States Department of Labor to be exempted from paying minimum wage.


Locating Training Stations


After the coordinator knows the kinds of training stations needed, a plan must be devised to search systematically for these training station stations. Coordinators should consider the following methods to locate potential training station stations.


· Develop a list of potential employers.


Suggested sources: Chamber of Commerce, Advisory Committee, and Yellow Pages


· Distribute promotional materials. Locally prepared material maybe more appealing, and news releases submitted by the coordinator are usually accepted by the local newspapers.


· Follow up all contacts. Keep a list of all potential employers-perhaps the company might become a training sponsor in future years.


INTEGRATION OF STUDENT ORGANIZATIONS


Student organizations are an integral part of a total Career and Technical Education (CTE) curriculum. As such, they are an important component of the CAREER PREPARATION experience. Most training sponsors are unaware of the existence of student organizations, their co-curricular nature, and the many activities sponsored by them to achieve the objectives of leadership, skill, and citizenship development.


Involvement will enhance the sponsor's understanding of an affiliated organization and the sponsor's role in the organization.

Each CTSO (Career & Technical Student Organization) has an extensive web-site with information on how to start or improve an organization.






Goals of 

CAREER PREPARATION EDUCATION

1. Provide relevance and meaning to learning experiences


2. Provide hands-on application


3. Offer contextual and integrated learning experiences


4. Demonstrate connections between school and work


5. Encourage career awareness and exploration


6. Learn relevant employability skills and what employers want


7. Provide specific career preparation and skills of the job


8. Give dignity to practical learning, application of knowledge, and work

9. Provide a capstone experience for students involved in a career cluster pathway of study.



