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CAREER PREPARATION FORMS & HANDOUTS

1. List of Forms & Handouts 


2. Career Preparation Is and Is Not 


3. Benefits of Career Preparation 


4. Components of Training Education Programs 


5. Sample Application for Admission # 1


6. Sample Application for Admission # 2 


7. Student-Parent Agreement 


8. Standards of Operation 


9. Student Information 


10. Student Daily Job Search Report 


11. Employment SearchLog 


12. Job Search Report 


13. Career Preparation Guidelines – Job Dismissal, Job Change, Absenteeism


14. Procedure for Unemployed Student

15. Absence Report


16. Weekly Training Report


17. Weekly Job Report 


18. Annual Log Sheet of Work Hours 


19. Student Semester Hours, Earnings, Attendance Record 


20. HST Rotation Weekly Report 


21. HST Rotation Journal


22. Classroom Performance Evaluation 


23. Training Sponsor Evaluation of Student Employee 


24. Teacher/Coordinator Record of Training Station Supervision 


25. Training Station Visit Record 


26. Career Preparation Training Plan – Front 


27. Career Preparation Training Plan – Back 


28. Child Labor Laws 



STUDENT DAILY JOB SEARCH REPORT

Student's Name _______________________________________________________________


In order that I may help you locate a training station before the deadline, in the space provided please list the employers you contacted, the businesses you visited, that person's phone number, and the outcome of your visit. Give a detailed report using correct grammar so that I can verify your information and justify a grade for your effort.


		Date:

		



		Name of Business:

		



		Person Contacted:

		



		Phone Number:

		



		Follow Up Comments:

		





-------------------------------------------------------------------------------------------------------------------------------


		Date:

		



		Name of Business:

		



		Person Contacted:

		



		Phone Number:

		



		Follow Up Comments:

		





-------------------------------------------------------------------------------------------------------------------------------


		Date:

		



		Name of Business:

		



		Person Contacted:

		



		Phone Number:

		



		Follow Up Comments:

		





-------------------------------------------------------------------------------------------------------------------------------


		Date:

		



		Name of Business:

		



		Person Contacted:

		



		Phone Number:

		



		Follow Up Comments:

		





-------------------------------------------------------------------------------------------------------------------------------


		Date:

		



		Name of Business:

		



		Person Contacted:

		



		Phone Number:

		



		Follow Up Comments:

		





-------------------------------------------------------------------------------------------------------------------------------


IN ORDER TO OBTAIN A GRADE YOU MUST CONTACT AND APPLY OR INTERVIEW WITH PROSPECTIVE EMPLOYERS. YOU MAY DO THIS ON YOUR OWN OR THROUGH A CAREER PREP TEACHER REFERRAL. THIS WILL HELP SPEED UP YOUR EFFORTS IN FINDING A TRAINING STATION.


EMPLOYMENT SEARCH LOG SHEET

		DATE

		BUSINESS NAME

		CONTACT PERSON

		PHONE

		RESULTS



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		






JOB SEARCH REPORT


In order to place all Career Preparation students with training sponsors as soon as possible, I ask that all students not placed complete a Job Search Report for any business they contact.


____________________________________________________ is a Career Preparation student at


____________________________ High School. He/She is currently unemployed. Could you please complete the information below to verify that he/she has applied for a job with your business. If you 

have a  business card, please attach one to this verification report. Thank you for your assistance and cooperation.


BUSINESS _____________________________________________________________________


STREET ADDRESS ______________________________________________________________


CITY, STATE, & ZIP CODE_________________________________________________________ 


CONTACT PERSON ______________________________________________________________


CONTACT PHONE _______________________________________________________________


Email address: ___________________________________________________________________


DATE ____________________________


Turned in a completed application



YES □

NO □

Did not turn in a completed application



YES □

NO □

______________________________________


(Contact Signature)


Teacher's Name: ___________________________________________________________


Position: __________________________________________________________________


High School: _______________________________________________________________


Address: __________________________________________________________________


City, State, Zip Code:
______________________________________________________


Office Phone: _______________________  Email Address: __________________________


Fax Number: _______________________________________________________________


CAREER PREPARATION GUIDELINES


JOB DISMISSAL, JOB CHANGES, AND ABSENTEES


FIRED:


· Contact Coordinator immediately


· Report to Coordinator after last class each day


· Complete interview schedule sheet each day


· Student must be employed within 10 days. After ten days student will remain on campus until the end of the regular school day. Students will not maintain early release status.


· Unemployed students will be removed from the program at the end of the semester with loss of credit


· School may take discipline action, depending on the situation


LAY-OFF:


· Contact Coordinator immediately


· Report to Coordinator after last scheduled class each day


· Complete interview schedule sheet each day


· Student must be employed within 15 school days. After 15 days, student will remain on campus until the end of the regular school day. Student will not maintain early release status


· Unemployed students will be removed from the program at the end of the semester with loss of credit


CHANGING JOBS:


· Students are expected to maintain the same job the entire school year. There are acceptable reasons for a job change but all changes must be made through the Coordinator. Students changing jobs without the Coordinator's permission will result in a failing grade and possible removal from the program


QUITTING JOBS:


· A student quitting their job is not acceptable. Students will not quit their job without the Coordinators approval. If the student quits a job they will receive a failing grade, loss of course credit, removal from the program, and possible school disciplinary action.

ABSENCE FROM SCHOOL:


· "No school-
No work" going to work after missing school on the same day will result in disciplinary action. Students may not work if they are absent from school.


· Partial day absences will be considered on a one to one basis. Contact the Coordinator before going to work.



PROCEDURE FOR UNEMPLOYED STUDENTS


This is written notification of the procedure you are to follow during your term of unemployment. You are required to meet in the Career Preparation room after your last scheduled class each school day. At that time, the coordinator will discuss possible job leads and help you determine your agenda for the afternoon. You are required to seek employment from three businesses each school day in which you receive early release from school. You are required to keep a log sheet and verification of attempts to gain appropriate employment with 10 school days from ________________________
. 

After ______________________ you will be required to remain on campus until the last scheduled bell. It is up to your assigned principal if you will be in ISS or serve as an office aid. If you do not obtain a job in the assigned time you will lose credit for the course and be removed from the program at the end of the semester.


I have read the above conditions and understand the policy set by the Independent School District and High School.

		

		

		



		(Student signature)

		

		(Date)



		

		

		



		(Parent/guardian signature)

		

		(Date)



		

		

		



		(Teacher/coordinator)


		

		(Date)






THIS REPORT WILL BE DUE ON THE DAY ONE RETURNS TO THE CLASSROOM.

ABSENCE REPORT

Name:
__________________________________________
Today's Date:___________

Date of Absence: 
Monday
__________

Absence #
_______





Tuesday
__________

Fall

_______





Wednesday
__________

Spring

_______





Thursday
__________





Friday

__________


1. Which class periods were you absent?


All____   1st _____   2nd_____   3rd_____   4th_____   5th_____   6th_____   7th_____


2. What was the reason for your absence?


Doctor _____   III _____   Funeral _____   Death_____


Other
 ________________________________________________________________


3. Did you call your teacher/coordinator?
Yes _____
No _____

If no, explain ___________________________________________________________

4. Did you call your employer as soon as establishment opened for business?


Yes _____   No _____
Time you called ______________


If no, explain ___________________________________________________________


5. Did you report to work and not to school?
Yes _____
No _____

If yes, explain __________________________________________________________


6. What were the class activities for that day?


Subject: _______________________________________________________________

Class Assignment: _______________________________________________________


Weekly Training Report

Week#
 __________________
             Monday's Date _______________________


Student Name
___________________________________
  Class Period _____________


Training Station __________________________________________________________


Supervisor ______________________________________________________________


		Day

		Date

		Training Hours

		

		School Attendance



		

		

		From

		To

		Total

		Classes Missed

		Reason



		Monday

		

		

		

		

		

		



		Tuesday

		

		

		

		

		

		



		Wednesday

		

		

		

		

		

		



		Thursday

		

		

		

		

		

		



		Friday

		

		

		

		

		

		



		Saturday

		

		

		

		

		Job News:



		Sunday

		

		

		

		

		





Total Weekly Hours 
_________


Hourly Wage

$ ________



Gross Wage




$ ________


IRS Tax

$ ________


SS Withholding
$ ________



Total Deductions



$________


Net Wages




$ ________


Main training assignment, new knowledge or skills learned this week and comments:


		



		



		



		



		





I certify that this information is accurate and honest

		

		

		



		Student Signature

		

		Date






WEEKLY JOB REPORT

Name _______________________________ Social Security No. _______/_______/_________


Training Station _______________________________  Supervisor ______________________


		WORK SCHEDULE



		DAY

		HOURS WORKED

		TOTAL HOURS



		

		FROM

		TO

		



		Monday

		

		

		



		Tuesday

		

		

		



		Wednesday

		

		

		



		Thursday

		

		

		



		Friday

		

		

		



		Sub Total



		Saturday

		

		

		



		Sunday

		

		

		



		Total for the week



		Month

		



		Monday’s Date

		



		Hourly Wage

		



		Total Hours

		



		Gross Pay

		



		Amt. Withheld

		



		Net Pay

		





· Complete journal on the other side  of this  page


Reasons for not working:
ILL = Illness






DO = Day off






H    = Holiday






C    = Contest


Student’s signature: __________________________________________________________


WEEKLY JOB REPORT – PAGE 2


JOB JOURNAL


		



		



		



		



		





		



		



		



		



		





		



		



		



		



		





		



		



		



		



		





		



		



		



		



		





		



		



		



		



		





		



		



		



		



		






ANNUAL LOG SHEET OF WORK HOURS

Name ______________________________________________________________


		

		Hours

		

		Hours



		First Six Weeks

		

		Fourth Six Weeks

		



		Week 1

		

		Week 1

		



		Week 2

		

		Week 2

		



		Week 3

		

		Week 3

		



		Week 4

		

		Week 4

		



		Week 5

		

		Week 5

		



		Week 6

		

		Week 6

		



		Second Six Weeks

		

		Fifth Six Weeks

		



		Week 1

		

		Week 1

		



		Week 2

		

		Week 2

		



		Week 3

		

		Week 3

		



		Week 4

		

		Week 4

		



		Week 5

		

		Week 5

		



		Week 6

		

		Week 6

		



		Third Six Weeks

		

		Sixth Six Weeks

		



		Week 1

		

		Week 1

		



		Week 2

		

		Week 2

		



		Week 3

		

		Week 3

		



		Week 4

		

		Week 4

		



		Week 5

		

		Week 5

		



		Week 6

		

		Week 6

		



		TOTAL HOURS FOR FIRST SEMESTER

		

		TOTAL HOURS FOR SECOND SEMESTER

		






STUDENT’S SEMESTER HOUSR, EARNINGS, & ATTENDANCE RECORD

Name ___________________
Year:  20__ - 20__
Semester: 
Fall
Spring


Training Station: _______________________________


		Week Beginning Monday (Date)

		Hours of Work

		Wages Earned

		Days Absent from Work

		Days Absent from School



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		Semester Totals 

		

		

		

		






Career Preparation

Career Preparation is a training program ... it is not a work program.


Look at this comparison:


WORK PROGRAM


 (Work release program)


· Student goes out and finds a job - - any job.

· No training plan

· No school supervision or follow-up. 

· No related classroom instruction. 

· No job-specific instruction.


· No high school credit awarded.


· Student receives pay as a part-time employee.



CAREER PREPARATION PROGRAM


· Co-op teacher assists in the placement of students based on student's interest and aptitude in an occupational area.

· Co-op teacher develops a training plan for the student in consultation with the employer.


· Co-op teacher makes regular visits to student's employer to evaluate and follow-up student's on the job training performance and progress.

· Co-op teacher instructs students in content specific areas that tie to the students' career and academic goals

· Co-op teacher assigns students independent study that relates specifically to the student's employment and training.

· Co-op students normally receive three (3) State Board of Education approved credits for successful completion of the co-op course.

· Co-op student receives pay as a regular part-time employee with better chances for job rotation, promotion, and training because of the cooperative goals of the program.



HST Rotation Weekly Report

_____________________________________

_____________________________


Student






Worksite

_____________________________________


Date

(For all questions below, use back of this page or attach notebook paper if additional space is required to answer.)


1. The person I was assigned to was ____________________________________________. 



(Their title/position is __________________________________________________)


2. What does this worksite produce or perform for clients? 


3. List and define 10 different terms you learned or pieces of equipment you observed this week: 


4. What did you like best about your worksite this week?  Why? 


5. What did you like least about this worksite? Why? 

6. The main thing I will remember about this worksite is: 


7. Completge this statement: “My experience in _________________  was _____________.”



HST Rotation Journal

Student: __________________________________   Week: _______________________________


Rotation Assignment: ______________________________________________________________


Worksite mentor or other supervisor: __________________________________________________







(Name)                                            (Position)


(For all questions below, use back of this page or attach notebook paper if additional space is required to answer.)


Which type of personality do you think would be required to be a successful employee on this rotation? 


Describe one positive and one negative experience you had in this rotation. 


What type of education is required for an employee in this rotation? 


What manual skills were you able to perform on this rotation? 


In your opinion, what other manual skills would be beneficial to this rotation? 


What did you learn from this rotation that you will use in the future? 


Describe one particular instance of interest to you. 


Interview one employee and list that person’s name, title, background, experience, job description, and level of job satisfaction. 



CLASSROOM PERFORMANCE EVALUATION 

Student: __________________________________   Grading Period _____________________

		Behavioral Parameters 


and Rubrics

		Points



		

		Possible

		Earned



		Dependable and Punctual

		20

		



		
minimal absences, no unexcused

		

		



		
punctual - arrives to class on time


		

		



		
turns in assignments when due

		

		



		Class participation and contribution

		20

		



		
exhibits cooperation and teamwork

		

		



		
participates in classroom activities


		

		



		
comes to class prepared

		

		



		
utilizes class time for class work


		

		



		Follows school policies

		20

		



		
NO office referrals

		

		



		
abides by school district rules


		

		



		Follows class policies

		20

		



		
prompt and accurate in reports

		

		



		
assists other students in understanding/following rules

		

		



		Follows program guidelines

		20

		



		
follows call-in procedure when absent


		

		



		
keeps teacher informed of progress/problems

		

		



		Perfect attendance bonus

		4

		



		Exemplary behavior bonus

		varies

		



		Classroom Instruction Total


		104+

		



		Absences/Tardies for:

		Three Weeks

		Semester



		
Absences

		

		



		
Tardies

		

		



		Comments:








__________________________________________________


(Teacher's Signature)



Training Sponsor Evaluation of Student Trainee

Student’s Name __________________________________________________________                    due Date ________________


Training Site _____________________________________________________________                  Grading Period  1  2  3  4  5  6


Employer: Please complete this evaluation by circling the number that applies in each category and place the corresponding number in the Total space. 


		1. COOPERATION: 


Ability to get along with others

		    1

		    2

		  3

		   4

		    5

		  6

		   7

		  8

		   9

		   10

		Total



		

		Antagonistic, pulls against rather than works with others

		Difficult to handle

		Usually gets along with others

		Cooperates willingly, gets along with others

		Gets along well with others, is friendly and helpful

		



		2. INITIATIVE: 


Tendency to go ahead

		      1

		    2

		    3

		    4

		   5

		  6

		  7

		  8

		  9

		  10

		



		

		Takes no initiative, has to be instructed repeatedly

		Takes very little initiative, requires urging

		Does routine work acceptably

		Is fairly resourceful, does well by self

		Is resourceful, looks for things to learn and do

		



		3. COURTESY: 


Polite and mannerly

		      1

		     2

		     3

		     4

		   5

		   6

		   7

		   8

		     9

		   10

		



		

		Has been discourteous to public and staff

		Is not polite and is inconsiderate of others

		Usually polite and is considerate of others

		Considerate and courteous of others

		Very polite and always considerate 


of others

		



		4. ATTITUDE: 


Toward constructive criticism

		     1

		      2

		   3

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Does not profit from criticism, resents it

		Does not pay much attention to criticism

		Accepts criticism, tries to do better

		Accepts criticism, improvement has been noticed

		Accepts criticism, and improves greatly

		



		5. KNOWLEDGE OF JOB: 


 

		     1

		     2

		     3

		     4

		     5

		     6

		   7

		   8

		   9

		   10

		



		

		Has not tried to learn job and its routines

		Pays little attention to  learning job

		Has learned necessary routines but needs supervision

		Understands the job; needs little supervision

		Knows job well and shows desire to learn more

		



		6. ACCURACY, SPEED OF WORK, AND WORK HABITS:

		     1

		       2

		    3

		    4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Is extremely careless; works slowly; output is unsatisfactory; wastes time

		Is often inaccurate & careless; is slower than average; often wastes time

		Makes errors, but work is generally satisfactory; occasionally wastes time

		Makes few errors; is careful, neat, & thorough; seldom wastes time

		Rarely makes errors; work is of good quality; is fast, efficient, & industrious; rarely wastes time

		



		7.  ADAPTABILITY:

		   1

		     2

		   3

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Cannot adjust to changing situations

		Is slow in grasping ideas, has difficulty adapting to new situations

		Makes necessary adjustments after considerable instruction 

		Adjusts readily

		Learns quickly, is adept at meeting changing situations

		



		8. PERSONAL APPEARANCE:


Neatness and personal care

		    1

		     2

		   3 

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Is extremely careless in dress & appearance

		Often neglects appearance & dress code

		Is passable in appearance, but should make effort to improve

		Has good appearance; looks neat most of the time

		Has excellent appearance; looks very neat all of the time

		



		

		   1

		   2

		   3

		   4

		   5

		   6

		   7

		   8 

		  9

		  10

		



		9. ATTENDANCE:


How many days did this student call in when scheduled to work?_____

		Too frequently absent for continued training

		Not regular enough in attendance

		Usually dependable

		Dependable

		Never absent except for an unavoidable emergency

		



		

		   1

		   2

		   3

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		10. PUNCTUALITY: 


How many days was this student late to training site? ___

		Too frequently tardy for continued training

		Very often tardy

		Punctuality could be improved

		Seldom tardy

		Never tardy except for an unavoidable emergency

		



		TOTAL GRADE: 

Up to 100

		

		





Overall, I would rate this student’s performance as: (please circle one)  A+     A      A-      B+      B      B-      C+      C      C-      D      F


Maturity level of this student: (please check one)  _____Below Average     _____Average     _____Above Average


SUPERVISOR’S SIGNATURE: ______________________________________________     Date ________________


Please Print Name of Supervisor: _______________________________________________

Please make any comments on the back.  In order for this evaluation to be most effective, you are encouraged to go over it with your student trainee and help them make a plan for improvement.  


If you wish to meet with the teacher-coordinator regarding the student’s performance or this evaluation, please do not hesitate to contact me at:   


TEACHER/COORDINATOR RECORD OF TRAINING STATION SUPERVISION


School Year: ____________  




Date each visit, file locally


Student Attendance Accounting Handbook: "Teachers assigned to career preparation work-based learning experiences shall visit each student training site at least six times each school year. At least one visit during each student grading period is required in order to earn contact hours for that reporting period."

		Student Name

		Training Station


Supervisor Name


Phone Number

		Round Trip Mileage

		1st Six Weeks

		2nd Six Weeks

		3rd Six Weeks

		4th Six Weeks

		5th Six Weeks

		6th Six Weeks

		Summer



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		






CAREERPREPARATION


TRAINING STATION VISITATION RECORD


Student: _________________________________________


Training Station: ______________________________ Supervisor: __________________________


Date of Visit: ________________________________  Time of Visit: ________________________


COMMENTS AND OBSERVATIONS

1. Physical condition of trainee: 


2. Work being done by trainee: 


3. Personal appearance of trainee: 


4. Instruction being given to trainee: 


5. Attitude of trainee toward work: 


6. Attitude of employer toward trainee: 


7. Attitude of other employees toward trainee: 


8. Related subject matter needed: 


9. Another early visit urgent? 


10. Other observations: 


Grade   12



Age 18



Sex: M_x__ F____ 







Time of day related class meets  8:00 AM – 9:00 AM

TRAINING PLAN AGREEMENT


      Paid Work-Based Instruction


STUDENT: John Smith




SOCIAL SECURITY NUMBER:  123-45-6789



Career Preparation







   N1295000






(2-3 Credit CTE Course Name)





   (PEIMS Code)

PROGRAM AREA:    Food Service





SCHOOL CAMPUS:  Local High School


SCHOOL DISTRICT:   Local ISD 





COMPANY NAME:  Local Restaurant



The student agrees to diligently perform the work-based training experiences and conscientiously pursue the coordinated classroom course of study as outlined in the attached training plan. Work-based training experiences will be assigned by the training sponsor and performed according to the same company policies and regulations applicable to regular employees. The student agrees to take advantage of every opportunity to improve his or her efficiency, knowledge, and personal traits in order to pursue further education and enter the chosen occupation as a desirable employee.


The company and school are responsible for providing students with opportunities for training in the basic skills of an occupation and knowledge of


related technical information. In order to provide a systematic plan for well-rounded training, a schedule of work-based training experiences and a parallel classroom course of study have been coordinated and agreed upon by the training sponsor and teacher-coordinator.


In addition to providing practical instruction, the training sponsor agrees to pay the student for the useful work done while undergoing training according to the following plan: 



1) The beginning wage will be $  7.25   per   hr
 for   15
 hours per school week. 

2) Periodically, the training sponsor and teacher-coordinator will jointly review the wages paid to the student to determine a fair and equitable wage consistent with the student’s increased ability, prevailing economic conditions and company policy. 


The training period begins the   22nd    day of     August            , 20____, and extends through   June 3rd       ,  20       .


There will be a probationary period of   30  days during which the interested parties may determine if the student has made a wise choice of an


occupational training area, and if the training should be continued.


This plan may be terminated for just cause by either party without recourse.


Students will be accepted and assigned to training stations without regard to race, color, creed, national origin, sex, or handicapping condition.


DO ANY TASKS FALL UNDER U.S. DEPARTMENT OF LABOR HAZARDOUS OCCUPATION ORDERS: YES __NO __

If Yes, the EXEMPTION for APPRENTICES and STUDENT LEARNING will APPLY for TASKS COVERED BY HAZARDOUS OCCUPATION ORDERS #5, 8, 10, 12, 14, 16 AND 17 (see attachment) to the extent:


1) The hazardous work of the student learner/apprentice is incidental to the training;


2) Such work shall be intermittent and for short periods of time and under the direct and close supervision of a journeyman if the student is


an apprentice or a qualified and experienced person if a student learner;


3) If the student is to be employed as an apprentice, the apprenticeable trade must be registered by the U.S. Department of Labor, Bureau of


Apprenticeship and Training;


4) Safety instructions shall be given by the school and correlated by the employer with on-the-job training; and


5) A schedule of organized and progressive work processes to be performed on the job shall have been prepared (see reverse side).


The school, the training sponsor, and the student will endeavor to cooperate with each other to insure that the applicable exemption is satisfied.


SIGNATURE APPROVALS


_______________________________________________________        _______________________________________                       _______________


(Student)




Date

  (Training Sponsor)



Date


_______________________________________________________       __________________________________________________________________


(Parent or Guardian)



Date

  (Teacher/Coordinator)


Date


(Note: Each party to this agreement should receive a signed copy. Keep the original copy with the student’s permanent records, and for students with disabilities, the Individual Transaction Plan.)


The   Local ISD
 does not discriminate on the basis of race, color, national origin, gender, disability, or age in its programs and activities. The following person has been designated to handle inquiries regarding the non-discrimination policies: _____________________________________________________


Career Preparation

Description of Specific and Related Occupational Training


The occupational essential knowledge and skills listed below are provided as a convenience to promote quality standards in work-based training. Additional space is available to add training opportunities not otherwise identified as essential knowledge and skills. NOTE: Occupational training objectives having no state adopted essential knowledge and skills will require the training plans to be individually developed.


		State Adopted


Essential Knowledge and Skills

		To Be Done

		Related Study Assignments



		

		Work-Based Instruction

		Class Instruction

		



		Demonstrate effective verbal, nonverbal, written, and electronic communication skills. 


Demonstrate effective methods to secure, maintain, and terminate employment. 


Demonstrate positive interpersonal skills including conflict resolution, negotiation, teamwork, and leadership. 


Evaluate the relationship of good physical and mental health to job success and achievement. 


Demonstrate appropriate grooming and appearance for the workplace. 


Demonstrate appropriate business and personal etiquette in the workplace. 


Exhibit productive work habits and attitudes.


Determine preparation requirements for various levels of employment in a variety of careers in the respective occupational area. 


Analyze the future employment outlook in the respective occupational area. 


Describe entrepreneurial opportunities in the respective occupational area. 


Determine how interests, abilities, personal priorities, and family responsibilities affect career choice. 


Compare rewards and demands for various levels of employment in a variety of careers. 


Determine continuing education opportunities that enhance career advancement and promote lifelong learning. 


Summarize the rights and responsibilities of employers and employees. 


Exhibit ethical practices. 


Determine good money management and financial planning techniques. 


Workplace specific learning objectives to be determined by employer in conjunction with classroom teacher. 




		X

X

X


X


X


X


X


X

		X

X


X


X


X


X


X


X


X


X


X


X

X


X


X


X


X

		Complete a variety of activities and projects demonstrating use of public speaking skills, written assignments, and electronic communication devices. 


Complete Interview Log, create resume, create letter of resignation to be used at end of school year or as needed. 


Participate in CTSO, participate in activities that include conflict resolution, negotiation, teamwork, and leadership skills. 


Review OSHA and other safety standards for variety of careers of interest.

Participate in Dress to Impress activities in class, dress appropriately for workplace. 


Participate in activities that promote appropriate business and personal etiquette, demonstrate appropriate etiquette at the workplace. 


Demonstrate productive work habits and attitudes both in class and at the workplace. 


Complete learning activities that explore preparation requirements for various levels of employment in a variety of careers of interest.


Complete learning activities that explore future employment outlook in a variety of careers of interest. 


Complete learning activities that explore entrepreneurial opportunities in a variety of careers of interest. 


Complete learning activities that explore how interests, abilities, personal priorities, and family responsibilities affect career choice. 

Complete learning activities that explore these issues. 


Complete learning activities that explore these issues. 


Complete learning activities that explore these issues. 


Demonstrate ethical practices both in class and at the workplace. 


Complete learning activities that explore these issues. 


Complete learning objectives as determined by employer and classroom teacher. 









CHILD LABOR LAWS


Texas Workforce Commission,


Labor Law Department, Child Labor Enforcement


U. S. Department of Labor


Wage and Hour Division


For further information about Texas’ child labor laws,


call:


1-800-832-9243


TDD 1-800-735-2989


This poster provides some guidelines to the Texas child labor laws, but it is not complete. Chapter 51, Texas Labor Code, governs the employment of children under Texas state law. MINIMUM AGE FOR EMPLOYMENT IS 14; however, state and federal laws provide for certain exceptions. Please call TWC’s Labor Law department for a complete copy of the law or for


answers to questions about labor law. The Fair Labor Standards Act (FLSA) governs federal laws and guidelines pertaining to child labor. For information concerning federal child-labor laws, consult your local listing for the nearest office of the U.S. Department of Labor, Wage and Hour Division.


The following are prohibited occupations for


14- through 17-year old children:


Prohibited occupations are the same for both federal and state law. The minimum age applies even when the minor is employed by the parent or a person standing in place of the parent. The hazardous occupations designated by an asterisk (*) have provisions for employment of persons below the age of eighteen (18), provided applicable apprentice or student-learner certification has been obtained.


Persons desiring specific information about these exceptions should contact the nearest office of the U.S. Department of Labor.


Occupations declared particularly hazardous or detrimental to the health or


wellbeing of all children 14 through 17 years of age include occupations:


(1) in or about plants or establishments which manufacture or store explosives


or articles containing explosive components other than retail establishments.


(2) involving the driving of motor vehicles and outside helpers


A. on any public road or highway


B. in or about any place where logging or sawmill operations are in


progress, or


C. in excavations.


(Under certain conditions driving a motor vehicle for a commercial purpose


is NOT considered a hazardous occupation under state law.)


(3) connected with coal mining.


(4) including logging operations and sawmill occupations.


(5) *operating power-driven woodworking machines.


(6) involving exposure to radioactive substances and to ionizing radiations.


(7) operating power-driven hoisting apparatus such as elevators, cranes, derricks, hoists, high-lift trucks.


(8) *operating power-driving metal forming, punching, and shearing machines.


(9) in connection with mining, other than coal.


(10) *operation of power-driven meat processing machines, and occupations


including slaughtering, meat packing, processing, or rendering with the


exception of the killing and processing of poultry, rabbits, or small game


in areas separated from the killing floor.


(11) operating power-driven bakery machines.


(12) *operating power-driven paper product machines.


(13) manufacturing brick, tile, and kindred products.


(14) *operating power-driven circular saws, band saws and guillotine shears,


with the exception of machines equipped with full automatic feed and


ejection.


(15) wrecking, demolition, and ship breaking operations.


(16) *involving roofing operations.


(17) *connected with excavation operations.


Additional prohibited occupations that apply


only to 14- and 15-year olds:


Occupations declared particularly hazardous or detrimental to the health or wellbeing of14- and 15-year old children include:


(1) Mining.


(2) Manufacturing.


(3) The performance of any duties in workrooms or workplaces where goods


are manufactured, mined or otherwise processed.


(4) Public messenger service.


(5) The operation or tending of hoisting apparatus or any power-driven machinery other than office machines.


(6) Occupations in connection with:


A. Transportation of persons or property by rail, highway, air, water,


pipeline, or other means. However, office or sales work is permitted


except on vehicles and other transportation conveyances or at the


actual construction site.


B. Warehousing and storage


C. Communications and public utilities.


D. Construction including demolition and repair.


(7) Any of the following occupations in a retail food service or gasoline service


establishment:


A. Work performed in or about boiler or engine rooms.


B. Work in connection with maintenance or repair of the establishment,


machines or equipment.


C. Outside window washing that involves working from window sills,


and all work requiring the use of ladders, scaffolds or their substitutes.


D. Cooking (except at soda fountains, lunch counters, snack bars, or


cafeteria serving counters) and baking.


E. Occupations which involve operating, setting up, adjusting, cleaning,


oiling, or repairing power-driven food slicers and grinders, food


choppers and cutters, and bakery-type mixers.


F. Work in freezers and meat coolers and all work in preparation of


meats for sale (except wrapping, sealing, labeling, weighing, pricing


and stocking when performed in other areas.)


G. Loading and unloading goods to and from trucks, railroad cars or


conveyors.


H. All occupations in warehouses, except office and clerical work.


Work times for 14- and 15-year olds


State Law – A person commits an offense if that person permits a child 14 or 15 years of age who is employed by that person to work:


(1) more than 8 hours in one day or more than 48 hours in one week.


(2) between the hours of 10 p.m. and 5 a.m. on a day that is followed by a


school day of between the hours of midnight and 5 a.m. on a day that is


not followed by a school day if the child is enrolled in school.


(3) between the hours of midnight and 5 a.m. on any day during the time


school is recessed for the summer if the child is not enrolled in summer


school.


Federal Law – The FLSA further regulates hours of employment for children:


(1) no more than eight hours on a non-school day or 40 hours during a nonschool week.


(2) no more than three hours on a school day, 18 hours during a school


week.


(3) Children may work only between 7 a.m. and 7 p.m. during the school


year. However, between June 1 and Labor Day, they may work between


the hours of 7 a.m. and 9 p.m.


Certificate of Age/Child Actors


The Texas Labor Code does not require a certificate of age. However, applications for certificates are available by phone by calling the 1-800 number above or from your local office of the Texas Workforce Commission.


(1) A child who is at least 14 years of age may apply to the Texas Workforce


Commission for a certificate of age.


(2) TWC may authorize the employment of a child younger than 14 as an


actor or performer in a motion picture or in a theatrical, radio or television


production


PENALTIES:


State of Texas – An offense under Chapter 51, Texas Labor Code, is a Class B misdemeanor, except for the offense of employing a child under 14 to sell or solicit which is a Class A misdemeanor. If the Commission determines that a person who employs a child has violated this Act, or a rule adopted under this Act, the Commission may assess an administrative penalty against that person in an amount not to exceed $10,000 for each violation. The attorney general may seek injunctive relief in district court against an employer who repeatedly violates the requirements established by this Act relating to the employment of children.


Federal – The FLSA prescribes a maximum administrative penalty of $10,000 per violation and/or criminal prosecution and fines.
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Hazardous Occupational Orders


U. S. Department of Labor


The following are conditions deemed hazardous for the


employment of minors between 16 and 18 years of age.


Occupations with an * are exempt from child labor laws for


apprentices and student learners under the conditions (e.g.


incidental to the training, intermittent and for brief periods of


time, under close supervision, etc.) set forth on the first page


of the training plan. Exemptions do not apply to student


learners under age 16.


1. Manufacturing, storing, handling or transporting


explosives or articles containing explosives (ammunition,


black powder, blasting caps, fireworks, high explosives


primers, smokeless powder). Exceptions are retail


establishments and non-explosive areas.


2. Engage as a motor-vehicle driver or outside helper (in


the use of an automobile, truck, truck-tractor, trailer,


semitrailer, motorcycle or similar vehicle on a public


road, highway, near a mine, near logging or sawmill, or


in an excavation) except incidental and occasional


driving.


3. Engaged in coal mining, including all work underground,


in open-pit, or at surface contributing to extraction,


grading, clearing or other handling. Exceptions are


picking slate or other refuse at a table or chute in a tipple


or breaker, working in surface offices or maintenance or


repair shops.


4. Work in all logging occupations or in the operations of


any sawmill, lath mill, shingle mill, or cooperage stock


mill. Exceptions include work in offices or in repair or


maintenance shops: construction, operations, repair, or


maintenance of living and administrative quarters; work


in timber cruising, surveying or logging-engineering


parties; repair or maintenance of roads, railroads or


flumes; clearing fire trails or roads, piling and burning


slash; maintaining fire-fighting equipment; constructing


and maintaining telephone lines; acting as fire lookout or


fire patrolman away from logging operations; peeling of


fence posts, pulpwood, chemicalwood, excelsior wood,


cordwood, or similar products when not done in


conjunction with and at the same place as logging


functions; and feeding or caring for animals. (Note:


Exceptions shall not apply to the felling or bucking of


timber, the collecting or transporting of longs, the


operations of power-driven machinery, the handling or


use of explosives and work on trestles.)


*5.  Operating power-driven woodworking machines (feeding


material into fixed or portable machines used or


designed for doing any of the following to wood or


veneer: cutting, shaping, forming, surfacing, nailing,


stapling, wirestitching, fastening, otherwise assembling,


pressing, printing, or removal of materials directly from


the point of operations of circular saws and guillotineaction


veneer clippers.


6.  Exposure to radioactive substances and to ionizing


radiations. Includes storing or using radium; making,


using, storing, processing, or packaging self-luminous


compounds and incandescent mantles; and exposure to


other radioactive substances and ionizing radiations that


exceed federal standards.


7.  Operating or assisting in the operation of power-driven


hoisting apparatus (elevator, crane, derrick, hoist, and


high-lift truck), including functions performed by crane


hookers, crane chasers, and riggers. Exceptions


include operating an unattended automatic passenger


elevator or electric or air-operated hoist not exceeding


one-ton capacity, and riding on a freight elevator


operated by an assigned operator.


*8.  Operating power-driven metal forming, punching and


shearing machines (metal-working machines [e.g. dies,


rolls, knives mounted on rams, plungers], rolling


machines [e.g. beading, straightening, corrugating,


flanging, bending, hot or cold rolling mills], pressing and


punching machines [e.g. full automatic feed & ejection


punch presses with fixed barrier guards, power presses,


plate punches], bending machines, [e.g. apron brakes,


press brakes, hammering machines, drop hammers,


power hammers, shearing machines, guillotine shears,


squaring shears, alligator shears, rotary shears].)


9.  Engaged in mining, other than coal. Exceptions are work


in an office, warehouse, supply house, change house,


laboratory, repair or maintenance shop not under ground.


Other exceptions include operating and maintaining living


quarters, surveying, road work, general clean-up outside


the mine; building and maintaining railroad track when no


mining or hauling is ongoing; surface placer operations


other than dredging and hydraulic; metal millwork other


than mercury recovery or using cyanide; operating jigs,


sludge tables, flotation cells, drier filters; hand sorting at


picking table or belt.


*10.  Operating power-driven meat processing machines (meatpatty forming machines, meat and bone cutting saws,


knives, head-splitters, guillotine cutters, snoutpullers and


jawpullers, skinning machines, horizontal rotary washing


machines, casing-cleansing machines, crushing


machines, stripping machines, finishing machines,


grinding machines, mixing machines, chopping machines,


hashing machines, or presses machines.)


11. Operating bakery machines (dough mixer, batter mixer,


bread dividing, rounding, or molding machine: dough


brake; dough-sheeter, combination bread slicer/wrapper,


cake cutting band saw; setting up or adjusting [only]


cookie or cracker machine).


*12. Operating, assisting with, setting up or maintaining


power-driven paper-products machines (arm-type wire


stitcher or stapler, circular or band saw, corner cutter or


mitering machine, corrugating and single or double-facing


machine, envelope die-cutting press, guillotine paper


cutter or shear, horizontal bar scorer, laminating or


combining machine, sheeting machine, scrap paper


baler, vertical slotters, hand feed platen die-cutting,


platen printing and punch presses.)


13. Manufacturing of brick, tile, and kindred products.


Exceptions include work in offices, laboratories and


storerooms, storage and shipping, and drying departments


for sewer pipe.


*14. Operating circular saws, band saws and guillotine


shears. (Note: Apprentices and student learners


restricted to machines equipped with full automatic feed


and ejection.)


15 Engaged in wrecking ,demolition and shipbreaking,


In.cluding cleanup and salvage done at razing, demolishing,


or dismantling of buildings, bridge, steeple, tower,


chimney, other structure, ship, other vessel.


*16. Engaged in roofing (applying weatherproofing materials


and substances to roofs, the installation of roofs


[including flashing], alterations, additions, maintenance,


or repair [including painting and coating]. (Note:


Apprentices and student learners also may engage in


gutter and downspout work, construction for sheathing or


base of roofs, installation of television antennas, air


conditioners, exhaust and ventilating equipment and


similar appliances.)


*17. Engaged in excavation (working in or backfilling trenches,


building excavations, tunnels or shafts). (Note: Apprentices


and student learners restricted to depths of no more


than four feet, excavations whose side walls are shored


or sloped to the angle of repose, and tunnels or shafts


after all driving or sinking and shoring operations are


complete.)
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BENEFITS OF CAREER PREPARATION

(Cooperative On-the-Job Training)


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 pin for employment and continuing education is,enhanced.

For the school:


· A school that conducts cooperative 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.


· Cooperative 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 people 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. 

· Cooperative 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.



COMPONENTS OF TRAINING EDUCATION PROGRAMS


		Characteristic

		Career

Preparation

		General Work


Experience

		Work-Study



		Major objective

		Occupational


preparation

		General education work


experience

		Drop-out prevention



		Related classroom instruction

		Yes

		No

		



		Student requirement for career objective in occupational field

		Yes

		No

		No



		Coordination provided by related class instructor

		Yes

		No

		No



		Program administered by teacher-coordinator certified in occupational field

		Yes

		No

		No



		Training plan and training agreement used

		Yes

		No

		No



		Program/instruction coordinated with student organization.

		Yes

		No

		No



		Advisory committee used

		Yes

		

		No



		Students paid for work

		Yes

		Yes

		Yes


(government subsidy)





NOTE: Youth Apprenticeship programs are being developed and will be included in this chart in the future.


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.
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CAREER PREPARATION

APPLICATION PROCESS


1. Pick up application from any Career Preparation teacher or counselor.


2. Complete the application and return the completed application to your counselor or Career Preparation teacher.


3. Student will be contacted by a Career Preparation teacher.


SELECTION CRITERIA


1. Completed application must be submitted and approved by the selection committee. (Selection committee composed of counselors and Career Preparation teachers on each campus.)


2. Student must be at least 16 years of age and provide proof of eligibility to work in the United States (social security card or INS verification). If 16 years of age and a freshman, MUST be at least a second year freshman.


3. Attendance and referrals must be verified.


4. Student should have no Level 3 or Level 4 Discipline Referrals. 

5. Student must have reliable transportation.


6. After applications have been sorted, the appropriate Career Preparation teacher will contact assigned students.


7. After Career Preparation teachers have contacted each student on his/her list, a meeting will be held of Career Preparation 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 or guardian signature

		

		Student signature



		

		

		



		Date

		

		Date
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Career Preparation Program Application


PLEASE FILL IN ALL THE BLANKS


Name____________________________________

SS#____________________



Last


First

Middle








Address__________________________________

Telephone____________________


Number

Street











___________________________________

Male   Female (Circle One)



City




Zip



Date of Birth_____________________________________



Current Grade Level  10
11
12
(Circle One)




Current 2nd Period Class or Teacher/Room No: ______________________________________


Parent/Guardian Name__________________________________________________________


Home Phone_______________  Cell Phone ________________  Work Phone _____________

Do you have your own transportation?


________Yes

_________No


Are you currently employed?




________Yes

_________No


Name of Business___________________________
Supervisor____________________


Location_______________________________________
Type of work___________________


For how long?___________________________________
Weekly hours__________________


What types of employment do you desire for your Career Preparation training? 


____________________________________________________________________________



Are you willing to work in the summer? 


________Yes

_________No


Are you willing to take:
A physical?


________Yes

_________No


A drug test?


________Yes

_________No


A lie detector test?

________Yes

_________No

(Page 2 of 3)


List classes that you have taken that may help you obtain employment in your identified career pathway:


____________________________________________________________________________


____________________________________________________________________________


____________________________________________________________________________


PREVIOUS EMPLOYMENT – Begin with the Most Recent/Current Position


		Month/Year

		Employer Name/ Address

		Job Title/ Duties

		Pay per hour

		Reason for Leaving



		From


To

		

		

		

		



		From


To

		

		

		

		





List school, sports and outside activities:____________________________________________


____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________



Have you ever been convicted of a crime? 


________Yes

_________No


If yes, what was the offense?_____________________________________________________


Please list two personal references (not peers) by name, address, and how they know you:


____________________________________________________________________________

____________________________________________________________________________


Please list two teacher reference by name, and how they know you:


(Page 3 of 3)


CAREER PREPARATION

STUDENT / PARENT AGREEMENT


1. All students enrolled in a Career Preparation program must have a coordinator approved job by the first day of school in order to remain enrolled in the program.


2. Students must be at least a Junior and 16 years of age by the first day of school.


3. All school district policies concerning student grooming and behavior will be enforced while the student is on the job, at school, and or attending program functions.


4. Frequent absenteeism from school for any reason including chronic illness creates the possibility for loss of credit. Students are not allowed to work if they are absent from school, they must work to maintain minimum required hours set by the Texas Education Agency.


5. If students are not on the job during assigned class periods for work, they are expected to leave campus unless the coordinator has given written approval in advance. Those students found on campus without written permission will be subject to administrative discipline.


6. The students are expected to call the coordinator and employer as soon as possible if they will not beat school or on the job as scheduled. Reporting for on the job training on a day-when the students are absent from school will be viewed as truancy from school. Prior approval must be arranged in order for a student to work after missing school on the same day.


7. Parents should understand the student's responsibility to the training station and should not expect to take the student from work for visits, vacations, etc. Parents should consult with the coordinator rather that the employer concerning training station difficulties.


8. Students are expected to maintain a satisfactory academic standing at school and to inform the coordinator of any problems that might affect schoolwork because of a job placement.


9. Any student who has been dismissed by their training station for violations of company policy, theft, insubordination, improper attitude, or other serious violations that may reflect on the reputation of the High School will receive a failing grade of 50 for the grading period. In the instance of theft, the coordinator will not place the student in another training station and the student will be removed from the program at the end of the semester.


10. Students must provide their own transportation to and from their training station. Transportation will not bean issue for job placement in the program. Students must maintain a means to get to and from work at all times.


11. Students are involved in a Career Preparation education venture and are seen in the community as representatives from their respective high school. Any misconduct while at a training station becomes a matter of school policy during the school year. Teachers, employers, and the school expect co-op students to maintain excellent conduct at all times.


12. Since Career Preparation programs are skill building programs, students are expected to stay at the same training station during the period of enrollment in the program. Any student who quits a job at an approved training station without prior consent from the coordinator will receive a failing grade of 50 for the grading period.
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13. Parents of Career Preparation students will consider this form as parental consent for their student to take part in all program activities as well as permission to leave school to participate in these activities.

14. Students may not accept or place personal phone calls while at their training station.


15. Family or friends are not to visit the student on their jobs at any time, especially boyfriends and girlfriends.


16. Parents are expected to encourage their student to participate in a CTSO, (Carrer & Technical Student Organization). Membership in these optional national student organizations is an excellent way for students to apply classroom and work place knowledge for and extension of the Career & Technical Education program.


I HAVE READ THE ABOVE STATEMENTS AND I AGREE TO COMPLY WITH THEM.  

I UNDERSTAND THAT FAILURE TO FOLLOW THESE RULES MAY RESULT IN LOSS OF CREDIT AND REMOVAL FROM THE COURSE. IF I DO NOT FOLLOW THESE RULES I MAY HAVE TO STAY ON CAMPUS UNTIL THE END OF THE REGULAR SCHOOL DAY IN I.S.S. AND MAY LOSE MY EARLY RELEASE PRIVILEGE.


(Student Signature)


(Date)

(Parent/Guardian Signature)
(Date)


(Teacher/Coordinator Signature) 
(Date)

(Principal Signature)

(Date)


It is the policy of this school district not to discriminate on the basis of sex, race, handicap, color, or national origin in its educational and vocational programs, activities, or employment as required by title IX, Section 504, and title VI.
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STUDENT INFORMATION


Grade:    9
10
11
12

Last Name __________________________
First _____________ Middle __________Preferred__________________


Address ___________________________________ City __________________, Texas 7_________ D.O.B. ________


Home Phone _______________ Cell Phone  ______________  Internet Address/I.D____________________________

Father's Name _________________________________     Mother's Name ___________________________________


Occupation ____________________________________    Occupation ______________________________________


Work Phone____________ Cell Phone ______________    Work Phone______________ Cell Phone ______________

Class





Teacher




Room


1st ____________________________________________________________________________


2nd ____________________________________________________________________________

3rd ____________________________________________________________________________

4th ____________________________________________________________________________

5th ____________________________________________________________________________

6th ____________________________________________________________________________

7th ____________________________________________________________________________

8th ____________________________________________________________________________

Personal Interest (hobbies...)
 _______________________________________________________


_______________________________________________________________________________

Favorite Subject________________________    Color _____________    Movie _______________

Former School ____________________________  Birth Place _____________________________


Extracurricular Activities ____________________________________________________________


