
 CAREER PREPARATION

Sample Program Calendar

January or February

· Market your CTE program, including CAREER PREPARATION learning opportunities
· Interested students complete application

February or March

· Students pre-register for next year

March until end of school

· CAREER PREPARATION teacher receives applications

· CAREER PREPARATION teacher meets with students

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

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

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

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

· Contact perspective employers

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

· Post available jobs for students to review

First Two or Three Weeks of School

· All students must agree to program guidelines (or maybe they need to have an
                         "off-period” instead of the CAREER PREPARATION class)

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

· CAREER PREPARATION teacher verifies employment

· CAREER PREPARATION teacher prepares training plans

· CAREER PREPARATION teacher distributes signed and returned training plans

Middle to End of Grading Period

· Prepare for employer visits

· Make employer visits

· Complete paperwork documenting employer visits

· Collect and score employer evaluations


