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ATTENTION: BUSINESS OWNERS

Have You Considered Hiring A Part-Time High School Student?



CAREER PREPARATION

{Your School} High School





Who is eligible?  Students who are Juniors and Seniors and at least 16 years of age.



How does the Program Work?  Students generally attend school in the morning and are released early to go to work.  Students attend a __-minute class each day and they receive 3 credits/year for the course.  



What do students do while they are in the classroom?  Students are taught about work skills including job-specific skills as well as computer skills, job interview techniques, verbal and written communication, entrepreneurship, records management, banking functions, office equipment and safety, and business ethics, human relations, etc.  



What kind of jobs can students perform?  {Your Description} This is a career preparation course and students perform a variety of business-related jobs, including administrative, computer operators, customer service and many others.



How many hours must students work?  Students must work at least 15 hours a week to remain in the program.  Students may work more than the required limit. 



How much do I pay a co-op student?  The pay rate varies with the job skills, but must be at least minimum wage.



Do I grade the student employee?  Yes, every grading period you will be given a short evaluation sheet to complete on the student.  This evaluation is ___% of the final average for each 9-week grading period.



How can I find out more?  Contact {Your Name}, {Your School} High School, {Your Phone}, {Your E-mail}

 (
It is the policy of 
_________
 ISD not to discriminate on the basis of race, color, national origin, sex or handicap in its
                     
 career & techn
ical
 education programs, services, or activities.  
________
 ISD will take steps to assure that lack of 
                                   
English language skills will not be a barrier to admission and participation in all educational and vocational programs.
    
)


APPLICATION FOR ADMISSION INTO CAREER PREPARATION

(Please print or type; fill out completely, do not leave blank)


Date:__________________


      Social Security Number:_________________________


Student's Name:_____________________________

Phone:
________________________ Address: ___________________________________________________________________________


Sex: ____________
 Height: __________   Date of Birth: _________ Marital status: _______________


General state of health ____________  Live with parents? ______
 If not, then with whom?___________


Parent(s) name: ______________________________________________________________________


Parent(s) occupation:
_________________________________________________________________


Parent(s) work number: _________ Home Room Teacher:
____________ Room Number ___________ List courses needed to graduate: ________________________________________________________


How many days were you absent last semester? ______ Last year? _______ Reasons:_____________


How many detentions did you have last semester? ______ Last year? _______ Reasons:____________ What are your career plans after graduation?_______________________________________________


What type of business do you want to learn? _______________________________________________


How did you become interested in this career preparation program?_____________________________


Why do you want to enroll in this career preparation program?__________________________________


List the names of two teacher references:


Give the name and telephone number of an adult reference:


Have you discussed enrolling in this course with your parent(s) or guardian?
( YES

( NO





Will you participate in classroom and student leadership organization activities?
( YES

( NO

List classes and grades for the previous grading period:
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		Subject

		Teacher

		Grade



		1

		

		

		



		2

		

		

		



		3

		

		

		



		4

		

		

		



		5

		

		

		



		6

		

		

		



		7

		

		

		



		8

		

		

		





		Agriculture Science and Technology

		Communications Art and Media

		Business and Marketing

		Health Science Technology

		Human Development, Management, and Services

		Industrical and Engineering Technology

		Personal and Protective Services



		Nursery Worker

		Reporter Correspondent

		Accountant Auditor

		Recreation Therapy

		Dietitian

		Diesel Mechanic

		Corrections Officer



		Fish/Game Warden

		Dancer Choreographer

		Travel Agent

		Dental Hygienist

		Librarian

		Boilermaker

		Flight Attendant



		Forester

		Lighting Technician

		Retail Sales

		Ultrasound


Technologist

		Chef Cook Caterer

		Bricklayer

		Legal Services



		Ag Engineer

		Ind. Designer

		Computer Analyst

		Pharmacist

		Teacher

		Printing Press Operator

		Firefighter



		Chemist

		Minister Rabbi Priest

		Business Office

		MD

		Fashion Coordinator

		Drafter

		Hair Stylist



		Geology

		Display Worker

		Entrepreneur

		Veterinarian

		Child Care

		Architect

		Paramedic





Identify 3 career areas you are interested in pursuing and an interest career opportunity in each area.

		

		Potential Career Area

		

		

		Potential Career Opportunity in Selected Area



		a.

		

		

		a.

		



		b.

		

		

		b.

		



		c.

		

		

		c.

		





It is the policy of _________ ISD not to discriminate on the basis of race, color, national origin, sex or handicap in its                      career & technical education programs, services, or activities.  ________ ISD will take steps to assure that lack of                                    English language skills will not be a barrier to admission and participation in all educational and vocational programs.    
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CAREER PREPARATION 

SELECTION CRITERIA


1. Completed application must be submitted and approved by the selection committee. (Selection committee composed of counselors and CAREER PREPARATION teacher/coordinators on each campus.)

2. Student must be at least 16 years of age and classified as a junior or senior in high school.

3. Attendance and referrals must be verified.

4. Student should have no High Level Discipline Referrals. 

5. Student must have reliable transportation.


6. After applications have been sorted by career area of interest and/or place of employment, the appropriate CAREER PREPARATION teacher/coordinator will contact assigned students.


7. After cooperative instructors have contacted each student on his/her list, a meeting will be held of cooperative teachers to re-assign students to appropriate program.

8. Signatures below indicate truthfulness on the application. If it is determined that untruthful information has been given on the application, the student will not be approved for admission to the program or risks immediate dismissal if he/she has been approved for the program.


		

		

		



		Parent/guardian signature

		

		Student signature



		

		

		



		Date


		

		Date







It is the policy of _________ ISD not to discriminate on the basis of race, color, national origin, sex or handicap in its  career & technical education programs, services, or activities.  ________ ISD will take steps to assure that lack of  English language skills will not be a barrier to admission and participation in all educational and vocational programs.













CAREER PREPARATION


TRAINING STATIONS

In order to provide relevant experiences for each student's career area of interest, the teacher/coordinator should have and use a set of standards to help identify acceptable training stations.


Quality Training Stations


· The student's immediate supervisor is a trainer and a teacher.


· Training stations should provide experiences in the occupational area related to the student's career area of interest.


· The business organization should exemplify high ethical standards.


· The training station should provide a safe environment.


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

Taking over an Existing CAREER PREPARATION Program


If you have been hired to replace a CAREER PREPARATION teacher, you should have some established employers of former students who may only need to replace a graduating student with one of yours. You can use copies of training plans and/or travel reports from prior years to determine where students have been employed.


Be sure all training stations meet the criteria above before automatically accepting them as training stations. The previous teacher may have had good reasons not to place students in certain businesses that, on the surface, may seem to be possible training stations.


You may need to reestablish relationships with businesses in your community that have been training stations in the past but, for one reason or another, do not currently have CAREER PREPARATION students. Make personal visits to the owner/manager of businesses that meet the criteria and provide them with your customized Attention Business Owners recruitment flyer and/or business card. You may want to make a phone call prior to visiting the businesses to determine their level of interest.


Establishing a CAREER PREPARATION Program


If you are in a new CAREER PREPARATION program, you will spend much of your coordination time (either prior to the start of the school year or during the first two weeks of school) telephoning and personally contacting businesses. Make personal visits to the owner/manager of businesses that meet the criteria and provide them with your customized Attention Business Owners recruitment flyer and/or business card. You may want to make a phone call prior to visiting the businesses to determine their level of interest.


Maintain an organized system of receiving and returning telephone calls from prospective employers. A telephone with voice mail or an answering machine in your office is essential.



