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ATTENTION BUSINESS OWNERS


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


Career Preparation Cooperative Training 


{Your School} High School


Who is eligible?  Juniors and Seniors and must be 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 50-minute class each day and they receive 3 credits/year for the course.  


What do they do 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 they do?  {Your Description} This is a business education course and students perform a variety of office and business-related jobs, including administrative, computer operators, customer service and many others.


How many hours must they 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 Career Preparation 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 20% 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}

                                                                           {Address 1}



   {Your E-mail}

{Address 2}


{City, State, Zip}


Employer
Recruitment
Welcome Letter
Attention Business Owners Flyer
Sample Evaluation
Sample Training Plan
Business Card



Training Sponsor Evaluation of Student Trainee

Student’s Name __________________________________________________________                   Due Date ________________


Training Site _____________________________________________________________                  Grading Period  1  2  3  4  5  6


Employer: Complete this evaluation by circling the number that applies in each category; place the corresponding number in the space labeled “Total”. 


		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: (circle one)  A+    A      A-     B+     B     B-     C+     C      C-      D      F


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


SUPERVISOR’S SIGNATURE: ______________________________________________     Date ________________


Print Name of Supervisor: _____________________________________________________

· You may 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:   Put your contact information here.

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

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. 









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:          





                  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: _____________________________________________________
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June 23, 2004


Dear Prospective Employer:


I am taking this opportunity to acquaint various employers within the city about the Business Education Career Preparation program at Killeen High School.  The Business Education Co-op is intended to enable our school to provide a more complete service to our local business and office establishments by supplying them with better- trained personnel from among our graduates.  


This type of program does much to provide the youth of our area with a well-rounded education program that will fulfill the need for practical, down-to-earth training.  It will enable that large portion of our students who desire to become occupationally competent to enter full-time employment upon graduation or to continue their education.  Our students have been trained in all of the Microsoft Office Applications, they have excellent employability skills, and by being in my program, each student has the individualized training opportunity to enhance his/her knowledge and skills in the office/business environment that is needed by your agency. The curriculum of this program includes topics such as:  Proper Employability Skills Reinforcement, Advanced Knowledge in Microsoft Office Applications, Entrepreneurship, Business Ethics, Written and Verbal Communication Skills, Records Management, Banking Functions, Office Equipment and Safety, and the Employment Process – Interviewing, Resume/Cover Letter, Follow up and Portfolio.


As the name of this course suggests, it is carried on through a cooperative arrangement between the businesses and industries of our city and the local schools.  Practical work experiences are gained by the student through part-time employment in some place of business, such as yours, throughout the week.  Students must be of junior or senior standing and must be at least sixteen years of age.


Students also have the opportunity to develop leadership, social, civic, and career skills in business through their participation in the student organization, Business Professionals of America, also known as BPA.  Activities include: service projects, leadership conferences, competitive events at area, state and national levels, and fundraisers to support these activities.


Businesses in the community have employed our career preparation students for over 20 years, with much success.  Students have been previously employed in places such as: City of Killeen offices, First National Bank Texas, First Texas Bank, Fort Hood National Bank, First National Bank, Sallie Mae, Killeen Independent School District offices, Dennis Eakin Mazda, Billy Young Mitsubishi, Patriot Furniture, and BKCW Insurance.  


I would be happy to visit you in the near future to explain the operation of this program in more detail.  If you decide that your place of business will be in a position to train one or more students, we would be very happy to have your future cooperation.  I will be frequently in and out of my office throughout the summer, but I may be reached at the phone number above or by email at traci.donovan@killeenisd.org.


Thank you for your time and consideration.


Very truly yours,


Traci Donovan


Business Education Career Preparation Coordinator


Killeen High School



Business Education Career Preparation



500 North 38th Street



Killeen, TX  76543



(254) 501-0491















