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��Introduction





	Educational reform abounds in the United States.  For every suggestion of failure there are several proposed solutions, each tied to some type of reform movement.



	The "School-to-Work Opportunities Act" is in response to business and industry frustrations with the product of the educational process.  They tell us that students are less prepared for the world of work than ever before.  Business and industry leaders complain about the lack of math and communication skills found in recent program completers.  Further, they expresses dissatisfaction with students' knowledge of the world of work and their understanding of what it takes to get and keep a job.  In a nutshell, business and industry blames education for the lack of a well-trained and willing workforce.  Generally, with this type of dialogue and attendant situations, there is plenty of blame and responsibility to go around.  We have come to a point where solutions are more important than dwelling on past failures.  To this end, business and industry are increasingly interested in being part of the solution.  And why not Ð they have the most to gain.



	The "School-to-Work Opportunities Act" provides states with federal assistance to develop and implement a statewide school-to-work transition system (referred to in California as School-to-Careers).  A critical component of this legislation is the creation of partnerships between education and employers.  This workplace learning must provide a planned program of job training or experiences, paid work experience, workplace mentoring, and workplace competency instruction. The "school-to-work transition" is quite simply, all about career preparation.



	In the workplace learning concept, industry representatives provide students with industry-related experiences.  Teachers and counselors help the student contact and reach agreement with those cooperating industry representatives.  Teachers and counselors monitor student performance and cooperate with industry representatives supervising the student in this activity and evaluating the student's performance.  The student's career preparation is then a collaboration between all parties; the student, teacher, parents, counselor, administration and most importantly, the employer.



	The articulation between business/industry and education can be a positive and rewarding experience for everyone involved.  Business and industry benefits by being directly involved with supervising and training its future work force.  Students have the opportunity to form practical and realistic ideas about the world of work.  They also utilize academic and vocational skills in the workplace.  This experience will motivate students through awareness of career possibilities and expectations and provide them with a clearer and more specific sense of their career self image.  Education will benefit by expanding resources through utilization of professional expertise and equipment used in the workplace, and by relating classroom study to the world of work.



	The components of any successful workplace learning program include the student, their parents, the school, and the employer.  The student's role is to choose a career path and then pursue the appropriate curriculum and apply it to his/her workplace learning site.  The parents must be supportive of the concept and be willing to provide the needed financial resources to ensure successful attendance and performance.  The school's responsibility is to provide relevant instruction that can be applied to the student's chosen career.  In order to accomplish this, the school must have trained instructors that are current with industry technology that can guide the student through the transition from school to career.  The employer must then provide a meaningful, practical opportunity for the student to apply his/her knowledge to the workplace.  The essential factor determining the success of this component will be the partnership built among these groups of individuals and how they meet the needs of those students involved.



	The California Workplace Learning Handbook  is a guide for California schools in varying stages of planning, implementation, and evaluation of programs to achieve the goals of  the School-To-Work Opportunities Act  and the California School-to-Career Opportunities Plan.  Its purpose is to assist and provide information for school administrators, boards of trustees, employers, counselors, and teachers regarding the development of a workplace learning component.  This handbook includes procedures and sample forms that should be of assistance when developing a workplace learning program.  The procedures include the steps that should be followed in setting up each type of workplace learning.  Recognizing that these forms will vary for each local district, these examples should be used as a guideline.



	As the relationship between schools and the business community grows stronger, enthusiastic employers will continue to work with educators to maintain programs that truly prepare students for the world of work.  

�

I. School-Based Learning



Introduction



	School-based learning takes place at the school site through a variety of program models.  The School-To-Work Opportunities Act includes the following components for school-based learning:



¥  Career awareness, exploration, and guidance

¥  Selection of a career path with implementation of model curriculum standards

¥  Integration of academic and vocational education

¥  School-to-career program models

¥  Program sequences

¥  Program assessment

¥  Classroom strategies

¥  Leadership development



	The following strategies to achieve these components serve as examples to educators as they use the resources available in their own schools to develop programs that meet the criteria for school-based learning.  School-based learning and related activities assist students in confirming a career focus or providing an opportunity to explore other career paths.  Continued participation assists students in selecting career paths that meet their needs, interests, goals, and expectations.



A.	Career Awareness, Exploration, and Guidance



	Restructuring the guidance program at a school is as necessary as restructuring the instructional delivery system.  Guidance is designed to help all students make informed decisions about a program of study that prepares them for continued learning at work and/or in an educational setting.



	Teachers and counselors must work together to integrate guidance activities into the curriculum and involve every teacher as an advisor.  The guidance team must understand that career and educational guidance activities are more effective when they are an active part of the curriculum.  Guidance for career and educational planning is a partnership of students, parents, and the school.  In order to make wise decisions, students and their parents need to be familiar with a range of educational and employment options.  A guidance program can provide information and experiences to help students and parents become proactive toward achievement of long-term goals.



	To increase intelligent career choices, programs in career awareness, career exploration, and career/educational planning should begin at the elementary school level and continue throughout the college experience.  The effort includes familiarizing students with many different career options, providing information on what is required to be successful in these positions, and guiding students to discover and explore their own interests and aptitudes. 



The following computer tools are useful in career guidance and assessment:



	DISCOVER:  a career information and planning system providing information about the 	national job market



	EUREKA:  a career information and planning system providing information about 	the California job market

	ERIS:  a career information source using the Directory of Occupational Titles 	(D.O.T.) from the Department of Labor as its information base



	APTICOM:  a combination of assessment results on 11 aptitude sub tests,

	12 interest scales and 4 levels of math and language mastery (90 minutes)



The following non-computer tests and inventories are used for guidance or assessment:



	CASAS:  used to diagnose a student's learning needs



	PAR:  used to determine a student's reading and math levels



	SRA:  used to determine a student's reading and math levels



	GATES:  used to determine a student's reading and comprehension levels



	COPES:  used to assess a student's values about work



	COPS:  used to determine a student's career interests



B.	Selection of Career Path and Model Curriculum Standards



	A school-to-career introductory course can expose students to specific careers within all career clusters at a school site as students learn basic skills relevant to employability, technology, communication, and human relations; each of these is common to all career paths.  An introductory class can introduce students to many school-based learning activities, work-based learning activities, and related activities.



	School-to-career introductory courses begin preparing students for employment, further education, changing technology, and lifelong learning.  Introductory courses that are fun and relevant encourage students to continue to participate in a site's school-to-career program.  All students should be encouraged to take the introductory course to ensure that they have the technology skills needed for success in employment and college.





�C.	Integrated Instruction and Learning



	Integrated instruction includes applied academic courses, usually taught by one teacher, or  truly integrated academic and technical courses taught by a team of teachers.  Integrated instruction maintains the integrity of the discipline presented while demonstrating to students the relevance of  important skills learned in the classroom to the work world.  The strong academic standards in an integrated program prepare students to enter entry-level employment, a community college program, or university education at the end of high school.



	Integrated curriculum will vary from site to site depending on the teachers who participate.  Two to four teachers usually work as a team developing integrated curriculum promoting a particular career path or strand.  Themes and content standards are identified and integrated in the curriculum to prepare students for immediate goals and life-long learning.



	Learning to work cooperatively in teams is a common thread in an integrated teaching and learning program.  Students recognize the connections between subject matter and career paths,  the workplace, and everyday living.  Critical thinking, problem solving, and other SCANS skills (Secretary’s Commission on Achieving Necessary Skills Report)  that will be needed for jobs of  the present and  future are emphasized.



D.	School-to-Career Program Models:  The Career Academy and Tech Prep



	School-to-career courses in an applied academic core curriculum might include, but are not limited to, applied mathematics, applied communications, principles of technology, applied biology/chemistry, and applied economics.

	A career academy model usually functions as a school within the high school.  It primarily trains high school juniors and seniors in specific career paths and integrates academic and technical content planned by academic and technical teachers.  There is a strong link between the educational institution and the business world.  Components include:



¥   	A small designated staff, representing both academic and technical disciplines

¥   	An advisory committee

¥   	Block scheduling, with career academy classes generally clustered in a block during the early part of the day, leaving later periods for other required courses  and electives

¥	A career focus that will provide good employment opportunities

¥	Partnerships with businesses in broad occupational clusters



	A tech prep program in a high school, leading to community college, university, or employment, must provide strong academic foundations of an applied or integrated core curriculum.  Applied and integrated courses are activity based, maintaining the integrity of the academic disciplines while demonstrating their relevance to the real world.  Relevant teaching and learning prepare students for responsible citizenship and with knowledge and skills needed for continued learning.  



�	Tech prep programs stress an industry mandate for quality products and performance, preparing all students for multiple exit points leading to employment, community college training, and/or university preparation.  All of these options provide for continued lifelong learning and opportunity.  Effective tech prep programs implement courses only when:



¥	instructors are properly trained

¥	funding sources are secured

¥	counselors understand the content of courses, methodology, prerequisites, and target population



E.	Program Sequences



	Selecting a career path major determines the sequence of courses students need to prepare for a variety of occupations.  In most instances, students begin to specialize in grade 11, but preparatory courses may begin as early as middle school.  In developing program sequences, input is needed from administrators, counselors, secondary and community college teachers, career/technical teachers, industry representatives, parents, and students.



	Program sequences for certificates should be reviewed annually during the first weeks of the school year, revised if necessary, and then listed in program promotional materials.  Students who have completed a sequence of courses in high school are prepared for entry-level positions or further education in their career paths.





F.	Program Assessment



	The quality of any program rests on the quality of student learning and preparation.  The following student assessment strategies can be used as indicators of overall program quality.



	The Career-Technical Assessment Project (C-TAP) developed by West Ed Laboratory (formerly, Far West Laboratory) for the California Department of Education is a required, integral part of a school-to-career reform program to assess students' preparedness for entry-level jobs and post secondary training.



	The C-TAP Guidebook provides three assessment components:  the project, portfolio, and written scenario.  The Guidebook provides guidelines and strategies for using the full C-TAP system.  Its interconnected components give students multiple ways to demonstrate their career-related strengths and abilities.  For example, students are able to write a resume, request letters of recommendation, and complete application forms for the portfolio.



	Student certification and recognition are important indicators of student and program success.  By awarding certificates and recognizing students, educators meet the needs of both students and the business community.  Students are provided a marketing tool to use when job hunting, and employers are provided a tool to aid in hiring and job placement.



	Certificates in high school can be earned in various ways, such as completion of sequences of courses for a career path, participation in ROP classes, and earning of community college credit through articulation agreements.  Other certificates can indicate perfect attendance, excellent timed writings, most improved student status, or outstanding achievement in a career path.  Certificates are excellent motivational tools, and they encourage students to register for classes needed to complete a certificate sequence to focus on a career path major.



	Employers and educators in school-to-career programs can work together to develop skills certificates that include skills earned in both the workplace and at school.  Students can include certificates in their portfolios to use as marketing tools when job hunting.  Certificates can be presented at an awards assembly or a special awards ceremony for school-to career program students.



G.	Classroom Strategies



	Students and educators can benefit from career fairs sponsored by their own schools as well as by other educational institutions and/or community organizations.  These provide excellent classroom field trips for school-to-career program students because they give students the opportunity to visit with members of the business community and representatives from post secondary institutions.



	Guest speakers can present pertinent topics to classes, such as business ethics, goal setting, and dressing for success as well as presentations related to various career paths and school-to-career majors.  Presenters can include business and industry representatives, community college instructors, and former students.  It is helpful for educators to provide guest speakers with a set of guidelines before the day of the presentation and to provide students with worksheets for note taking and for letters of positive feedback to the speaker.



	Classroom discussion can include updates concerning career options and opportunities on a regular basis.  Teachers can keep their students informed of career presentations and guest speakers arranged by other departments, programs sponsored by other educational institutions, and community organization opportunities for students.



H.	Leadership Development



	Vocational student organizations are vital to leadership development.  DECA, FBLA, FHA, FFA, and VICA are examples of effective components in school-to-work programs.



	Student organizations provide career awareness activities and help students focus on a career path major. They also develop leadership, problem-solving and critical-thinking skills, and self-esteem through competitions and conferences. Many of these activities require the support of business and industry leaders.

�



II. Connecting Activities





Introduction



	The connecting activities needed to successfully implement the School-To-Work Opportunities Act are an expansion of those needed by on-site educators to connect students to a career path major.  Connecting activities put in place related activities that help students focus on a career path before committing to a work-based activity.  Some students involved in a work-based activity connected to their career path interests may find that they change their minds about their majors.  These students may continue to participate and be involved in related activities to help them re-focus.  



	The connecting activities component depends on classroom teachers and workplace mentors who are trained to ensure proper workplace assignment for students and to develop classroom instruction relevant to students' training activities.  Workplace mentors must also receive training in providing students with broad instruction in all aspects of the mentors’ industry. 



	The following strategies promote good communication and cooperation between educators and members of the business community to facilitate connecting activities.





School-Site Mentoring



	Many students involved in work-based learning have school-site mentors who serve as liaisons with their worksite mentors.  Connecting activities provide the inservice training needed to ensure proper mentoring and linkage of school-based and work-based learning.  Teachers can monitor student attendance and progress in a working relationship with the worksite supervisor to improve student worksite learning and performance.  Mentors can provide the one-on-one support needed by many students to successfully complete the work required to meet their education and career goals.





Business and Industry Partnerships



	Business/industry partnerships may be formed between schools and businesses, between departments within a school and businesses, or between career path clusters and businesses.  Educators may expand the activities of an existing partnership to focus on a specific career path cluster or develop a new partnership.  An active industry partnership can provide both connecting activities and work-based activities.

�

	A formal adoption attended by civic leaders, district and site administrators, advisory committee members, and students helps a new school-to-career program become visible in both the community and school.  Benefits of a formal or informal partnership can include:



¥	Pre-employment testing

¥	Community classroom

¥	Paid work positions

¥	Mentorships

¥	Job shadowing experiences

¥	Outstanding student scholarships

¥	Perfect attendance recognition and student contests, with awards provided by business/industry partners

	An active partnership promotes excellent public relations as well as providing many workplace learning activities.  It is important for both partners to document the workplace learning activities for smooth transition in the event that ownership changes hands.  A re-adoption can confirm the new commitment if a formal agreement is in place.



Career Day



	A career day provides opportunities for students to explore career paths and focus on a program major, goals of both Second to None and the School-To-Work Opportunities Act.

A career day can be sponsored by a community service organization and can involve a large number of students annually.



	This event provides an opportunity for job shadowing and practice of social skills at a motivational luncheon students attend with their business hosts.  A career day can be held more than once a year and sponsored by more than one service organization.  Service organizations can make contact with various businesses/industries to solicit job shadowing opportunities for students.  This provides students with an opportunity to explore a variety of career path clusters of interest to them.



Chamber of Commerce



	Educators find that developing a working relationship with their chamber of commerce can lead to implementation of connecting activities.  Educators can forge this link by participating in the following activities with a chamber of commerce, as well as with other local community organizations:



¥	Join the organization as a district or school representative.

¥	Make presentations at program or committee meetings about important legislation as it relates to the school's role in preparing students for the workplace.

¥	Encourage the organization to invite a student organization president to serve as an honorary member or board of directors member. 

�¥	Explore ways that the organization can contribute to workplace and related learning activities, and garner support for:

			Job fairs

		Career days

		Job shadowing	

		Mentoring programs

		Internships

		Cooperative work experience

		Apprenticeships

		Summer jobs

¥	Ask members to participate in surveys, that will help them understand the many options and opportunities available for their involvement. 



Community Outreach



	The community at large can provide many resources for school-to-career program components.  Educators should be encouraged to:

 

¥	Learn who the movers and shakers are; invite them to school for recognition and potential involvement in the school program.

¥	Develop a database of the top businesses/industries in the community:

			Invite them to school by letter or phone.

			Put them on the mailing list.

			Ask them to serve on an advisory board.

			Ask to visit their business on a field trip.

			Ask to meet them at their place of business for discussion and/or interview.

¥	Develop media contacts:

			Research the types of media available in the community.

			Invite representatives to cover program events.

¥	Work with local school-to-career consortiums such as tech prep:

			Access materials.

			Attend conferences.

			Network with educators to exchange innovative program ideas.  



Service Learning (Community Service)



	Local service clubs and community organizations, such as Kiwanis, Altrusa, Lions, Optimists, Soroptimist Club, Girl/Boy Scouts, Boys and Girls Clubs, and Campfire can be contacted and invited to become involved in workplace and connecting learning activities.  They can offer guest speakers and job shadowing for various lengths of time,  provide transportation to job shadowing sites, and host breakfast or luncheon meetings with students.



The following ideas will help school-to-career educators introduce their students to service organization involvement:



¥	Find out the focus and mission of the organization; discover ways to tie that focus into the school-to-career program.

¥	Schedule presentations about the school-to-career program to generate ideas on how members of service organizations can become involved at the school site. Provide options to motivate involvement.

¥	Encourage active club members to give the school-to-career program exposure in the community and recruit students to become actively involved.

¥	Provide community service contracts between instructors and students that reflect student interests and choices.

¥	Encourage education committees in their efforts to find innovative ways to serve youth in such areas as development of work ethics and self esteem.

¥	Encourage educators and students to be visible at community events such as trade shows and fund raisers sponsored by service organizations.

¥	Provide a school-to-career education display table at community events, when appropriate and welcome by host organization.



Workplace Learning Surveys



	Workplace learning surveys are valuable tools for building community relationships that will strengthen the workplace learning component of any school-to-career program.  There is a definite advantage in knowing the needs and interests of students before approaching the business community.  Teachers are able to specify the number of students interested in particular career path experiences that companies offer.  Educators who are aware of student needs are more likely to encourage local business participation.



School Site and Business/Industry Community Surveys



	Surveys enable educators to quickly check which activities are already in place at their schools, keeping in mind that schools may have activities not included on a survey.  Any survey must be adapted by educators to reflect the options and opportunities available at their sites.



	Student participation surveys are for students to use at the beginning of each school year or semester. They help develop student awareness of the many career exploration and workplace learning options that are available in the school-to-career program, and they indicate to educators the types of opportunities that are important to students.



Business and industry surveys provide the business community many options for involvement with education.  Surveys allow business and industry contacts to commit to the various ways in which they can support the educational program.  Surveys provide educators direction in immediate implementation of workplace activities.  Educators are ready to approach members of the business community individually or through community and service organizations after they have reviewed survey responses.  



	Connecting activities are the essential links in providing successful school-based and work-based activities.  Educators,  members of business and industry, and community organizations all contribute to students' school-to-work opportunities.



�III. Work-Based Learning 

Levels of Instruction











��Grades 13-14����¥	Paid/Unpaid Technical

Level Work Experience

Consistent with

Chosen Career Pathway

(Major)����¥	Entrepreneurial

Enterprise�������Grades 11-12����¥	Supervised Practical

Experience Program (SPE) 

Consistent with Chosen Pathway*����* Paid work experience����* Entrepreneurial Enterprise����¥	Workplace Mentoring�������Grades 9-10����¥	Job Shadowing����¥	Exploration����¥	Unpaid Work Experience����¥	Workplace Mentoring����¥	Supervised Practical

Experience Program  (SPE)����



*  Required Hours = To be determined by local Tech Prep Programs 

(Suggested 300 total hours for grades 11 & 12 - 450 total hours for grades 13 & 14)

�Introduction to Work-Based Learning



	In the School-To-Work Opportunities Act, work-based learning includes a range of experiences both at the school site and in the business community.  Supervised practical experience includes school-sponsored enterprise, job shadowing, and workplace mentoring that help students make critical choices for further work-based learning.  Work experience includes on-the-job training, youth apprenticeship, internship, and instruction in all aspects of the industry to provide  students with skills and training that lead to employment.   



	The work-based learning component in a school-to-career program involves student placement in positions related to career paths they are considering as majors.  Students who have participated in school-based learning and related activities have the training and commitment needed for successful work-based experience.  Effective work-based learning experiences will contribute positively to a school site's on-going relationship with the local business community.  Before students begin their work-based experiences, they will benefit from classroom preparation in skills such as effective communication, work ethics and attitudinal skills.  Discussion of positive vs. negative behaviors can be an effective strategy in preparing students for interpersonal worksite situations. 



	Use of a tier identification system to match student motivation and abilities to work-site expectations will help strengthen the work-based component of school-to-career programs.  It is important that business participants have a clear understanding of the level of motivation, commitment, and skills of the students participating in worksite mentoring programs, job shadowing, or other work-based learning experiences.  As positions for work-based experiences are developed, they can be identified by tiers for students and work-site mentors.  (page 23)  Correctly matching students to worksite expectations is crucial to building and maintaining positive relationships in the business industry.  



	The relationship between the school and the business community will be strengthened by work-based learning that fosters student success.  Enthusiastic employers will encourage and assist programs that truly prepare students for the work world.

�

IV. Types of Workplace Learning

Explained From the School-to-Work Act





A.	Shadowing

Job shadowing is a school and community experience that provides both students and educators with an opportunity to spend quality time observing business and industry professionals.  The goal for students is to determine their career focus before committing to further training, education, and/or work-based learning experience.



		1.	Student observes many workers in a variety of different jobs

		2.	Occurs in business and industry settings

		3.	Most suitable for students beginning the Tech Prep process

		4.	Length of activity may vary from one hour to all day, from one day to several months as agreed upon by the student, instructor, and work site supervisor 	

		5.	Usually not paid



B.	Mentoring

Workplace mentors provide the one-on-one support needed by many students to successfully complete the course work required to meet their education and career goals.  The goal is for students to gain insights into a chosen career field that might not be gained in other workplace learning experiences.



		1.	Pairs a student with an adult trained worker

		2.	Preferably placed with a mentor in the student's chosen career field

		3.	Shows students the practical, work-related application of classroom learning

		4.	Assists students in making a smooth transition to the work world

		5.	Mentor assists student to determine if the chosen career path is suitable

		6.	Usually unpaid and of longer duration than shadowing

		7.	Could extend from training through placement

		8.	Could be combined with other workplace learning activities



C.	Community Classroom

The community classroom is a method of instruction that enables the education process to be shared between instructors and managers/employers of on-the-job training stations.  The goal is for students to attain a realistic understanding of the workplace, develop appropriate work habits, and establish training and employment records.



		1.	Learning programs that involve student training for no pay

		2.	Student must always work under close supervision

		3.	Cannot displace a paid employee

		4.	Student must be concurrently enrolled in a related class

		5.	Student, employer, and school sign a formal training agreement outline and approve a 			specific knowledge and skills training plan

		6.	Instructor visits employer for periodic reports and coordination of classroom learning



�D.	Cooperative Workplace Learning (Work Experience)

Work experience is similar to the community classroom method of instruction except that it is geared for the more serious student.  The goal is for students to get a taste of "real life" by working in their chosen career field.



		1.	Similar to community classroom except students are normally paid

		2.	May involve classroom activities and requirements to maintain the paid position

		3.	Students may become a paid employee upon completion of the course

		4.	Separate training agreement for each student

		5.	Is directly related to a student's career goal

	6.   Most effectively utilized at the post-secondary level because of the age of the students 		and the work hours

		7.	Complete record of activities, expectations, skills, evaluations and verification is kept  			by the student in a Student Portfolio or the CC Work Experience Book.  This record is 			reviewed and evaluated by the Instructor at least four times a year



E.		Supervised Practical Experience (SPE)

Supervised Practical Experiences include school sponsored enterprises (ie. student stores, temporary services), and student entrepreneurial activities.  The goal is for students to experience a business setting and/or starting a business of their own.  Most SPE's focus on specific skill development.



		1.	Entrepreneurial Experiences (Enterprise Projects)

		2.	Can include paid or unpaid work experience

		3.	Supervised by an Instructor

		4.	Should be directly related to Career Pathway, especially at grades 11-14		

		5.	Complete record of hours, activities, income/expenses, expectations, agreements, 			skills, evaluations, and verification is kept by the student in a Student Portfolio or the 			CC  Work Experience Book.  This record is reviewed and evaluated by the instructor at 			least four times a year



F.		Youth Apprenticeship

Youth Apprenticeship is a learning program for young people age 16 or older, that combines on-the-job training with classroom instruction.  The goal is to bridge high school and post secondary schooling, resulting in certification of mastery of work skills.



		1.	Learning program for students enrolled in a Tech Prep program

		2.	Combines on-the-job learning and classroom instruction

		3.	Designed to bridge high school and community college training/education

		4.	Sometimes leads to certification of mastery of work skills

		5.	Paid experience may start at the 11th grade

		6.	As student progresses, wages, responsibility, and time worked may increase

		7.	Students may look forward to placement in a career-goal technical position when the 			associate degree or technician certificate is earned



�G.	Apprenticeships



		1.	Prescribed learning experiences

		2.	Individual called "apprentice" learns a specific trade

		3.	Usually several years of on-the-job training

		4.	Related instruction in classroom or through home-study courses

		5.	Course taught by experienced craft workers

		6.	Usually paid but at a lower (learning) rate for the skills performed

		7.	May not be suitable for all careers as this is usually part of a labor union process	



H.	Internships

Many schools use the word internship to refer to a paid work experience related to a career path major when it is an integral part of the site's school-to-work program.  Students should be ready to perform entry-level tasks in their specialized area prior to the internship.  The goal is for students to have an opportunuty to confirm their career choice before continuing advanced training and further education.



		1.	Paid or (unpaid) experience

		2.	More appropriate and meaningful during the summer months

		3.	More intensive work experiences ÐÐ 40 + hours per week.

		4.	Students feel like and act like regular employees

		5.	Short-term internships give a good overview of the world of work

		6.	Could involve awarding course credit



I.	All Aspects of the Industry



	The Carl Perkins legislation, Section 113(a)(3)B, places an emphasis on vocational education programs that provide "strong experience and understanding for all aspects of the industry the students are preparing to enter."  Programs that emphasize all aspects of the industry start with vocational skills and develop use of those skills within the entire industry.  This includes planning, management, finances, technical and production skills, underlying principals of technology, labor and community issues, and environmental issues.  Students are taught the history of the industry, general technological principles important to it, and the basic aspects of other occupations within the industry.�

V.  Roles and Duties of Those Involved



	As Tech Prep programs develop workplace learning plans, the role of those involved must be clarified.  These roles can be divided into four areas:  the student, work site/supervisor, school/instructor, and parent/guardian.



Role of the Student



	A student in a Tech Prep Program must realize that there are expectations for their involvement in the program.  The student must understand that the integrated curriculum they have pursued is an important component of workplace learning.  Each course that a student has completed has been designed to prepare them for the next step toward their chosen career.  Workplace learning is part of a sequential program that has been developed to prepare students for a seamless transition from school-to-work.  



Duties of the Student



Upon placement at a workplace learning site, a student will:

1.	Follow the program rules and regulations established by the school and employer.

2.	Complete a record of hours, activities, expectations, skills, and evaluations kept in a Student Portfolio record book or Community College Work Experience book.

3.	Obtain a Social Security card and work permit if needed.

4.	Complete all required report forms as required by the teacher or employer.

5.	Inform the teacher and employer of any job related problems or concerns.

6.	Let the employer know before work is missed because of sickness or emergency.

7.	Attend class and the job site regularly and complete all assignments.

8.	Complete a job training plan with the assistance of teacher and employer consistent with chosen career pathway.

9.	Let the teacher know if it is necessary to quit the job before talking to the employer.

10.	Complete a minimum of ______ hours of classroom instruction.

11.	Complete a minimum of ______ hours of on-site workplace learning consistent with the chosen career pathway.

12.	Dress according to the standards of the site.

13.	Call the site before the scheduled time to make contact.

14.	Arrive at the site at the agreed upon time.

15.	Come to the site with a completed portfolio.

16.	Be prepared to participate in an interview.

17.	Complete a follow-up evaluation and write a thank you letter.

�

Role of the Work Site/Supervisor



	The greatest challenge facing schools trying to implement Tech Prep programs is finding workplace learning sites for each student in the program.  A successful WPL site must be able to provide a safe learning environment for the student while providing a realistic look at the student's chosen career field.  A partnership must be developed between the student, school, and work site to provide a unique learning opportunity for the student.  Work sites must remember that the primary goal of WPL is for students to become familiar with their chosen career and gain some valuable skills to prepare them for more learning.  



	By creating a partnership with the school, the work site will have the opportunity to help the school train students to become effective employees.  This technical and hands-on approach to career development should be beneficial to both the student and the work site.  The work site will assign the student a supervisor who will work with the teacher to evaluate the student's progress.  The role of supervising students has not been part of any job description in most industries.  For WPL to be effective, the work site must provide consistent involvement in planning and coordination of workplace learning activities.  As a student progresses through their workplace learning plan they will be evaluated at each level by the supervisor and the teacher.  The student will not be given additional responsibilities until the site supervisor believes they are ready.  Employers must also have realistic expectations.  Good workers are not necessarily good trainers.



Duties of the Work Site/Supervisor



	It is important for the supervisor to understand that workplace learning students are not to participate in areas for which they are not properly trained. 



Upon agreeing to take a workplace learning student, the supervisor will:



1.	Inform the student of rules, regulations, and job duties.

2.	Answer any relevant questions about the profession.

3.	Supervise the student on the job; assist him/her to improve his/her performance; and assign him/her to more responsible duties or positions if openings occur for which he/she is qualified.

4.	Plan an appropriate job training plan with the assistance of the student and teacher consistent with the student's chosen career pathway.

5.	Abide by State and Federal laws/regulations pertaining to employment and Civil Rights.

6.	Be responsible for sharing all aspects of the profession to the student.	

7.	Provide Worker's Compensation coverage for the student in paid situations.	

8.	Verify the hours that the student works.	

9.	Confer with the teacher regarding the student's job performance, and complete the written evaluation form that will be provided.

10.	Inform the teacher when planning to terminate a student's employment.

�Role of the School/Instructor



	Tech Prep programs must make their needs known to school administrators.  Developing workplace learning programs take considerable time and effort.  Teachers cannot accomplish these tasks in their spare time while teaching a full class load.  Expecting teachers to coordinate all the extra activities required for a workplace learning program, particularly those involving employers, while teaching a full load of classes, may be unrealistic, and could lead to disillusionment and burnout.  

	

	The school must become the facilitator and provide the opportunity for the student to obtain knowledge.  This includes the core subjects and technical courses to prepare students for success during their workplace learning opportunity.  The school also needs to provide individual career planning for each student that is designed to identify the proper workplace learning site consistent with the student's career pathway.  Once the student has been placed, the school must develop and monitor the workplace learning plan to ensure that the student and worksite are following the plan and make adjustments if needed.

	

	Obviously, the key to the school's role in workplace learning is the teacher.  For workplace learning to be effective in Tech Prep programs, the school must have dedicated teachers involved who believe in the value of hands-on experience in preparing students for a seamless transition to their career.  Workplace learning is not something that can be completed during the confines of the normal school day.  The school must provide the necessary support for the teacher(s) to provide supervision of the work sites on a regular basis.  Without support from the school, workplace learning will not be successful.



Duties of the School/Instructor



	The instructor will be responsible to see that all students have met all of the criteria.  The instructor will:



1.	Contact job sites.

2.	Be responsible for scheduling students in certain circumstances (mentoring, shadowing).

3.	Inform the student and his/her parent/guardian of program rules and regulations.

4.	Assist the student in obtaining and completing necessary program forms.

5.	Provide the student with a workplace learning site that is directly related with his/her career objective.

6.	Instruct the student regarding responsibility to the school and employer.

7.	Develop a partnership with the employer to provide the student with maximum benefit from his/her workplace learning experience consistent with the student's chosen career pathway.

8.	Correlate classroom activities with the experience at the workplace learning site and monitor the completion of student lessons/assignments.

9.	Visit the student's worksite periodically and consult with the employer regarding the student's job performance.

10.	Provide the employer with evaluation forms and discuss the job performance of the student with the employer and the student.

11.	Develop a job training plan with the student and employer consistent with the student's chosen career pathway.

12.	Be available in emergency situations.



Note: 	The instrustor should be contacted immediately if there are any questions or concerns regarding students or assignments.



Role of Parent/Guardian



	Parents play a major supportive role in workplace learning programs, especially when the student is involved in entrepreneurial activity.   Transportation to and from the worksite, or to purchase supplies and equipment or to sell the products of ownership projects will need to be provided by the parent if the student does not have a driver's license or a vehicle at their disposal.  Continuous encouragement and support for workplace learning is extremely important for both work experience SPE and entrepreneurial SPE activities.  Because the parent is in daily contact with the student, they are best able to identify, at an early stage, if difficulties are starting to occur.  In addition, parents are best able to help the student remedy deficiencies in attitude or performance through concerned discussion.

		

	Through this entire program, parents must be willing to cooperate and interact with the Instructor so that the student can realize their own goals and objectives.  In some cases, the parent may be involved as the employer or may be able to offer assistance to their student's outside employer.  This may not be necessary, but is definitely an option and can enhance the entire WPL experience. 

	

	In any case, parents are as important to the success of WPL programs as any other aspect and can serve to truly enhance the student's total educational and WPL program.  Success will be measured by the well skilled and trained student, ready for the world of work and with the right work-world attitudes.



Duties of Parent/Guardian



WORK EXPERIENCE SPE:

1.	Approve the student's enrollment in the program.

2.	Encourage the student to perform his/her duties and responsibilities of the program at the work site and the classroom.

3.	Confer with the teacher and the employer regarding the student's performance.



ENTREPRENEURIAL SPE ACTIVITY:

1.	Confer with the teacher as to goals and objectives of the project, financial considerations, student performance standards, and responsibility areas at home and in the classroom.

2.	Monitor the progress of ownership SPE, give guidance when necessary, alert the teacher if problem areas appear.

3.	Provide transportation for activities related to the ownership project.

4.	Assist with financial needs, facility, equipment and requirements.



VI. Setting Up A Workplace Learning Program



	Once the commitment has been made to establish a workplace learning program, certain parameters must be met:



A.	Qualified Instructors

	1.	Cooperating teachers must be credentialed teachers with industry related experience.	

	2.	Transportation must be available for on-site visitations.

	3.	Instructors should be available, within reason, during normal working hours of the 			student.

	4.	Teachers must be capable of student performance evaluation (with the assistance of WPL 			site supervisor).



B.	Cooperating Workplace Learning Sites

	1.	Must be related to the studentÕs career pathway.

	2.	Must be capable of providing a valuable, safe, learning experience.

	3.	Should provide the student:

		a.	Normal work hours/working conditions

		b.	Department function and lines of authority

		c.	Safety rules

		d.	Facility orientation

		e.	Wage information (if appropriate)

		f.	Special considerations



C.	Qualified Students

	1.	Students willing to commit the time and energy in the WPL program.

	2.	Physical and mental ability for successful job training.

	3.	Job readiness preparation prior to placement including portfolio.

	4.	Ability to get to the job site.



D.	Recommended Forms

	1.	Site Agreement

	2.	Work Permit

	3.	Medical Form

	4.	Liability Form

	5.	Transportation Form

	6.	Basic Student Rules

	7.	Evaluation Form/Progress Report

	8.	Time Card/Skill Completion Form



�VII. Workplace Learning Site Selection



	Students learn how to perform in an actual business setting and develop those basic work skills necessary to maintain and advance in the real, workplace world.  The training station is the workplace in which the student-trainee applies the knowledge and skills learned in the classroom.  Since the training station plays such an important role in helping the student-trainee attain his/her occupational objective, selection of a high quality firm is a prime concern.



	Characteristics which serve as a basis for selection include:



¥	Ability to provide training consistent with student chosen career pathway.



¥	Ability to provide a variety of supervised learning experiences for the appropriate program required hours.



¥	Willingness to cooperate with student, school, and supervisor, to develop and follow a training plan outlining the learning experiences necessary to accomplish the chosen career pathway objectives.	



¥	Willingness to participate in periodic evaluations of the students' job and training performance.



¥	Willingness to accept responsibility for individual skill development (as outlined in the training plan).  Such responsibility to be performed by the employer or a designated training sponsor.



¥	Ability to financially support the additional employee.

 

	Once a potential training station has been selected by the coordinator/instructor, students with career pathway objectives consistent with the firm's business functions will be sent to interview.  The training station makes the decision as to who will be employed.



�WORK-BASED LEARNING

TIER Identification System





This system seeks to match

student motivation and abilities

to work-site expectations.



Tier	Student	Work-Site



	I	  Goals unfocused	  Understanding mentor

		  Seeking career ideas	  Low level expectations

		  Willing to work, but	  Close supervision

			undisciplined		available





	II	  Motivated toward	  Flexible mentors

			general goals		with varied skills

		  Exploring career 	  Mentor willing to

			options		allow exploration

		  Has some skills and	  Moderate expectations

			able to work with		with less supervision,

			moderate supervision		mistakes expected





	III	  Highly motivated,	  Highly skilled mentor

			focused goals		with patience

		  On career track,	  Supplemental training

			knows whatÕs		available

			needed and how	  Workplace willing to

			to get there		let student work

		  Mature, works well		independently part

			independently		of the time











�VIII.  Steps To Developing Workplace Learning Partnerships



ONCE A WORKSITE HAS BEEN SELECTED:



ONE:		Design Worksite Training Plans Which: 

			

			A.	 Reinforce, at the worksite, the academic and vocational skills taught in both 			academic and Tech Prep classes.

			B.	Prepare students for their role as an employee as stated by the business.

			C.	Infuse into the training plan:

				1.	Any required state performance standards that are appropriate.

				2.	Specific instruction unique to the subject area.



TWO:	Identify Program Needs In:



			A.	Subject/Program area

			B.	Numbers of students involved

			C.	Geographical locations Ð school to worksite

			D.	Transportation Ð students to worksite locations

				Options include school bus, municipal bus, or private car and 								approval forms may need to be signed.	



THREE:	Assemble the Following Application and Implementation Materials:



			A.	Workplace Learning Surveys (Appendix A)

			B.	Liability Issues Forms (Appendix B)

			C.	Worksite affiliate agreement (Appendix C)

			D. Job Shadowing/Mentoring Forms (Appendix D) if needed.

			E.	Community Service and Exploratory Programs Materials (Appendix E) if needed.

			F.	Cooperative Workplace Learning Training Agreements (Appendix F)

			G.	Student/parent agreement (Appendix G)

			H.	Student agreement/contract (Appendix H)

			I. Student time-keeping procedure/attendance (Appendix I)

			J. Worksite visitation/supervision report (Appendix J)

			K.	Worksite progress evaluations of students (Appendix K)

			L.	Final evaluation (Appendix L)

			M.	Supervisor procedure checklist (Appendix M)

			M.	Student identification card

			N.	General requirements and information

			O.	Student permission forms

			P.	Other forms that are useful

				Letter of introduction to community worksites

				Transportation materials/forms



�FOUR:	Contact Area Businesses (See workplace learning site selection.)



	The names of businesses can be found through the yellow pages, Chamber of Commerce listing, or by referral.  Initial contact can be done over the telephone.  Personal contact should follow with an appointment and visit to the worksite.  Make a personal visit to the business to explain the program and its benefits.  This should include written materials explaining the program.  Also include a worksite agreement form, guidelines and sample documents for their use and information.



	In order to maintain an on-going source of business contacts, be as visible as possible in the community so that the program is "advertised" in as many areas as possible.  It is beneficial for the instructor to participate in community affairs, join the Chamber of Commerce, volunteer to be a guest speaker at service club meetings (Lions, Rotary, etc.) to talk about their program.  Distribute business cards.  Make use of press releases in the local paper.



FIVE:		Match Student to Appropriate Worksite Learning Location (See 				Workplace Learning Site Selection portion of this handbook.)

			

			A.	Assess the skills and interests of each student.  Match worksite as closely as possible to the student's chosen pathway and specific career objective.

			B.	Prior to worksite placement, student preparation should include instruction in:

				1.	Job search skills

				2.	Job application procedures

				3.	Resume writing

				4.	Proper worksite behavior

				5.	Interview techniques (proper dress, attitude, body language, responses to 	questions, thank you note, follow-up, etc.)

				6.	Portfolios

			C.	Telephone the business/worksite supervisor and determine what time of day he or she can work with a student.  Identify the student you would like to place in their worksite.  Explain the qualifications, etc., of the student and what day and time they will report for training.

			D. Some worksites require an interview with the student prior to acceptance.  This may be a competitive interview with several students applying for one position.  

			E.	Transportation should be arranged according to the needs of the individual school district and community.  This will be a variable.

			F.	Worksite placement information issued to the student should include:

				1.	Worksite location information

				2.	Weekly timecard/attendance procedure

				3.	Attendance rules and regulations

				4.	Work Experience Record Book



SIX:		Worksite Visitations



	Instructor visitations to the worksite training locations should be done on a regular basis.  A visitation form to record observations is available.  The instructor should meet with the student's worksite supervisor and also observe the student in action.  Any needs for additional instruction should be noted and dealt with in the classroom portion of the program.

IX. Community College Workplace learning



WORKPLACE SUPERVISED PRACTICES

SAMPLE GRADING AND UNIT DETERMINATION 

	

	The following information is to be used in the grading and unit evaluation for a sample work experience program.  Many such programs allow for variable units.



I. Supervised Practice - -W.E.  (variable units)



	¥ 1 unit  - Minimum 75 hours W.E.

- Signature of employer

- Employer's evaluation sheet

- Must have an on site supervision visit by a teacher

- Complete W.E. book

	¥ 2 units - Meet provisions for 1 unit

 - Minimum 150 hours W.E.

 - May include 1 unit of non-goal oriented experience

 - May be seasonal (short)

 - Must be some evidence of new skill development

    (or skill improvement) confirmed by a supervising teacher

 - Employer's evaluation must show effort at improvement

 - Must have an on-site supervision visit by a teacher

	¥ 3 units - Meet provisions for one unit

 - Minimum of 225 hours of W.E.

 - W.E. must be agricultural and closely related to student's goal

 - May include 1 unit of non-goal oriented experience

 - Must be some evidence of new physical/managerial skill

    development (or skill improvement) confirmed by supervising teacher

 - Employer's evaluation must show effort at improvement

 - Must have an on site supervision visit by a teacher

	¥ 4 units - Same requirements as 3 units with 300 hours of W.E.

 - May include 1 unit of non-goal oriented W.E.



II. Closing Out Procedure



	A. Have an employer's evaluation in the book

	B.  Have a teacher's supervision visit and recommendations recorded in the book in the appropriate places

	C.  W.E. skills summarized

	D.  Skills list evaluation up to date

	E.  Return Record book completed

�X.  Challenges



		Outlined are a few of the potential challenges to the successful implementation of a Workplace Learning component of the Tech Prep program.



A.	Large numbers of students assigned to each teacher.



B.	Work sites could be limited in small towns/rural areas.  Higher mileage costs for both the 	student and teacher and limited diversity in the job types might challenge some programs.



C.	Special needs students might be challenging to place in certain work sites because of 	architectural, financial, and responsibility limitations.



D.	Liability considerations will vary with the nature of work sites, skills development compared 	to work demands and demeanor of employer and student.



E.	Trade Union buy-in to curriculum taught in job specific skills may challenge some workplace 	learning sites.



F.	Child Labor Laws may mandate minimum pay for internships.



G.	Valid California driver's license may limit to 16 years the minimum age for some workplace 	learning sites.  Also, Class A driver's licenses, P.A.L.'s, or heavy equipment operators 	certificates may also be challenges.



CONCLUSION



	School-based learning should start in the elementary and middle school years with career awareness and exploration.  In high school students will make good career choices as they benefit from career paths, integrated instruction and learning, and program models.  Educators can provide program sequences and assessment, classroom strategies, and leadership opportunities to prepare students to meet the demands of the workplace and further education.



	Business and industry must also share the role of educator as students experience work-based learning.  Supervised practical experiences and work experiences encourage, motivate, and demand excellence as students learn to meet industry performance standards.



	Educators, business and industry, and the community must work together to provide connecting activities necessary for student involvement in related activities.  Participating students benefit as they learn to make choices, set goals, develop leadership abilities, and meet high standards in the classroom and in the workplace.



	The California Workplace Learning Handbook has been written as a guide for those who are striving to meet the goals of the California School-to-Career Opportunities Plan.  These efforts will create real avenues of success for California's young people in an ever-changing society.
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