DEVELOPING TRAINING PLANS

A completed Training Plan for each student enrolled is necessary for the district to claim contact hours for funding purposes.

Training plans are available in both paid and unpaid formats, and can be found online on the TEA CTE Curriculum website. For signature purposes, four copies of each completed plan should be prepared, and one completed copy should be retained in the teacher's files. One copy should also be filed with the employer. A third copy should be given to the student, and kept with his or her records. The fourth copy may be used for awards applications or other uses.
The training plan, which can be developed for a one- or two-year period, is a guide that should be developed cooperatively by the teacher and the training sponsor. The training plan should be developed and available before the student is placed, or immediately after placement. The activities suggested in the training plan should be followed at the training site and/or in the school-based learning portion of the course. Training sponsors should have input into the development of these plans, and should have the opportunity to make any additions, deletions, or revisions before all parties sign the plan.

The training plan is designed to serve five functions:

1. To serve as a guide for planned work-based and school-based learning experiences

2. To provide the student with a record of work-related and school-related progress 
3. To determine eligible membership in a career preparation program

4. To provide information regarding student employment and hazardous occupations 
5. To provide evaluation guidelines for teachers and training sponsors

Developing training plans (sample provided)

· Essential knowledge and skills - each curriculum area has some essential knowledge and skills for work based learning described in TAC chapters 119, 120, 121, 122, 123, and 125, these must be listed on the training plan

· Additional occupational experiences will be developed jointly by the training sponsor and teacher

· The teacher and training sponsor will determine which essential knowledge and skills will be taught in the work-based setting, and which will be taught in the school-based setting
· The teacher and training sponsor will identify related study assignments

· Define performance standards for evaluation by teachers and training sponsors

Related study assignments should include any topics or subjects related to experiences at the training site. Assignments should also address areas such as math applications, science, safety practices and procedures, business principles, employer-employee relations, and generally accepted procedures.
Some students may have previously enrolled in Career and Technical courses and mastered some essential skills. Student pre-tests can be used to determine proficiency levels and minimum competencies.

After a tentative training plan has been developed, the teacher should meet with the training sponsor. The training sponsor should have the opportunity to make any additions or revisions before the training plan is finalized.
Distinctive training plans are available for either paid or unpaid instruction. Blank copies of these training plans are available from the division of Career and Technical Education, Texas Education Agency. The Texas Workforce Commission and the US Department of Labor approve the design of the training plan. The first page of the training plan is used for student and employer information. The second page of the training plan is used to list required and related study assignments. The second page also identifies student competencies to be mastered on the job. The third and fourth pages of the training plan review the laws concerning child labor and hazardous occupations.

Each student enrolled in a career preparation program must have a completed training plan on file. Students earning three credits must be in training for an average of 15 hours per week. For 2 credits, the students must be in training for 10 hours per school week. The following information should be supplied on side 1 of the training plan:

· Student name and social security number

· Occupational objective and PEIMS code

· Name of training sponsor

· Program or subject matter area

· Name of school district and campus

· Beginning wage (if applicable)

· Number of hours of training per week

· Beginning and ending dates of the training agreement

· Length of probationary period (if applicable)

· Appropriate signatures - student, employer, parent/guardian, teacher

Side 2 of the training plan should list the related experiences to be provided at the training station, and the outline of group and individual study assignments to be covered in the school-based component.  The following factors should be considered:

· All work-related experiences listed must comply with Child Labor Bulletin No. 101, the Fair Labor Standards Act, and any appropriate state regulations relating to the employment of children

· Essential knowledge and skills should be utilized when appropriate

· Training experiences and study assignments should emphasize safety consciousness and developing safe work habits and attitudes

· Training plans should indicate that the tasks require training that supervision will be provided, and those duties will be rotated to allow progression from simple to more difficult tasks

· Work experiences should be correlated to study assignments

· Balance between group and individual instruction

· Balance between general information and occupational competencies

