
CAREER PREPARATION Overview
WHAT IS CAREER PREPARATION EDUCATION?

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

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

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

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

WHAT DOES THE CAREER PREPARATION TEACHER/COORDINATOR DO?

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

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

    CAREER PREPARATION teacher/coordinators should have at least one period designated for CAREER PREPARATION supervision, in addition to their state-mandated conference/planning period. This time is designated for you to make visits to your CAREER PREPARATION students' places of employment (training stations). Be sure that you have business cards to give to employers (and students seeking employment). You should have a budget to purchase the cards and to reimburse your mileage for training station visits. Your students' on-the-job supervisors complete an evaluation each grading period that determines the training portion of the students' grade. Your school district/campus may have an established percentage for the training portion; most range from 25 to 40%. Because a significant portion of their grade comes from their performance on-the-job, CAREER PREPARATION students tend to take their work more seriously than high school students who are not in the program. This is also a bonus for the employer who hires students within the CAREER PREPARATION program.
Each program area in Career and Technical Education (CTE) has its own student organization. CAREER PREPARATION teacher/coordinators  are expected to sponsor their student organization, which may be involved in community service events, sales projects, social activities, and leadership training. Student-​members may choose to enter competitive events or run for local, regional/district, state, or national offices. Check with your campus/district administration to find out how student organization expenses are funded. Some schools have budgets for some or all of the sponsor's expenses and some or all of the students' expenses, while others require extensive fundraising efforts and/or personal expenditures.

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

· contacting students enrolled in CAREER PREPARATION to verify their employment (ongoing)
· assisting students in preparing resumes and completing employment applications
· coaching students on effective interviewing skills

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

· posting job leads for students needing employment

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

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

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

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

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

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

Some students will pre-register for CAREER PREPARATION already employed, while others will need to find employment at some point, either later that spring, during the summer, or when school starts. CAREER PREPARATION teacher/coordinators approve the job placement of CAREER PREPARATION students in local businesses related to the students’ interests and following the occupationally-specific training plan competencies.
If you have concerns about an already-employed student working at a particular business, be sure you talk with a campus administrator. Then, if the student/parents challenge your decision to not approve the CAREER PREPARATION placement, you will have administrative support.

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

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

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

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

WHAT ARE THE RESPONSIBILITIES OF THE CAREER PREPARATION STUDENT?

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

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

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

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

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

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

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

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

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

       business closing or relocating too far away. The CAREER PREPARATION        

        teacher/coordinator can provide job leads and other assistance but the student should 
       work to secure a new position within two weeks.

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

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

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

WHAT ARE THE RESPONSIBILITIES OF THE TRAINING SPONSOR/EMPLOYER?

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

In addition, the employer/supervisor should:

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

· explain company policies, procedures, and chains of command

· provide clear instructions and positive feedback

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

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

· realize that working too many hours will interfere with the student's school work
· support the involvement of CAREER PREPARATION students in extracurricular activities (students should have mentioned on-going commitments, such as athletics or band, during the interview, but they need to know your procedure for requesting time off for other activities)

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

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

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

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