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INTRODUCTION TO SCHOOL-TQ-WORK

Lester Thurow addresses the new work force demands of the twenty-first century in his book
Head to Head and emphasizes their importance by saying °. . . the country that becomes the
economic superpower of the twenty-first century will have the most highly trained work force.”
He writes that during the twentieth century the world economy has been driven by the military
industrial complex, with the United States recognized as the world's biggest superpower. But the
world's economy is changing.

Thurow predicts that the twenty-first century will be one of economic warfare among the United
States, Japan, Germany, Asia, and the European Common Market. This competition will be
governed by international business ground rules which permit much more involvement by
government, banks, and competitors than among United States companies.

Thurow says the seven key industries at stake in the new “world economy” are microelectronics,
biotechnology, civilian aviation, building construction and mew materials, telecommunications,
robotics and machine tools, and computers and computer software. These industries are
brainpower-driven and can be located anywhere in the world.

FACING TEE CRALLENGE

More than half of South Carolina's high school graduates enter the worl force immediately after
obtaining their high school diplomas, and another quarter do so before completing ostsecondary
fraining. Yet our state and the nation as & whole have not adequately addresseo% the needs of
these "work-based students.”

The United States is the only industrialized country in the world that does mot have 8 fully
developed program for students to make the transition from schoo! to work. As a result, our
nation’s students often leave school ill-prepared for the demands and expectations of the
workplace. Many students in the United States lack good academic skills, marketable
occupational skills, and appropriate workplace skills. Without these skills, students cannot obtain
and maintain meaningful employment. :

DEVELOPING A PLAN

In response to these concerns, the South Carolina General Assembly created the South Carolina
School-to-Work Transition Act of 1994 to establish a structure and direction for “a school-to-
work system to equip all students with relevant academic skills, marketable skills, and appropriate
wotkplace behaviors, through revisions in academic end vocational curriculum, esteblishment of
career exploration and counseling initiatives, and o program of youth apprenticeship, mentorships,
and workplace experiences . . ."

Under this new state law, South Carolina's nationelly recognized Tech Prep system will continue
to serve as the umbrella for school-to-work opportunities in South Carolina and to enable
students to become informed, responsible, competent and productive members of society.
Students will be prepared for the world of work and lifelong learning.

BESTCOPY AVAILABLE
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TIMPLEMENTING THE CEANGE

The School-to-Work Transition Act of 1994 addresses & number of areas that require changes in
the local school districts:

o Elimination of the general track by 1996-1997 school year.

0 hn%em:gtmtion of s comprehensive career development program for kindergarten through the
12 e. :

o Kms&alﬁﬁon of two cusriculum paths of Tech Prep and College Prep by 1996-1997, meeting
work force and college admissions requirements.

o Implementation of applied academic courses that are rigorous, relevant, and equivalent to
college-prep courses.

By implementing these changes, school districts will raise expectation levels for all students.

The challenge of education is to embrace the vision of change as we move to the twenty-first
century. Old ways and old habits will not get the job donel True educational reform must occur
if we are 10 be able to meet the challenges of the global economy through the preparation of a
technically trained work force for the next century.

As Thurow writes, the country with the best-trained work force will be the economic leader as we
enter the next decade. The choice is ours.




| SOUTHE CAROLINA
| SCHOOL-TO-WORK SYSTEM

VISION STATEMENT

A School-to-Work system should be a structured, high-quality, mainstream system, suitable for 2l students,
including the college-bound. Such a system should integrate echools and workplaces, 2cademic and vocational
learning, and secondary and postsecondary educational institutions. Kt should provide students oompleung the
system with both academic and industry. workplace skills which are widely recognized end portsble. While the
approgches chosen to link school and work may vary, the components should be coordinated toward a unified goal,
rather than 2 contradictory set of isolated experiments.

Preparing students for employment and lifelong learning must be seen as vital if the state is to promote economic
growth and ‘prepare for glodal competition. The catalyst for doing o is education. Therefore, the comimiitee
vigorously endorses a vision of Scheol-to-Worlk opporiuaities that includes:

o arigorous, relevant academic curriculum to equip students with lifelong learning skills, good
academic skills, marketable cocupational skills, and appropriate worlplace behaviors to meet the
peeds of employers throughout the state;

o collaboration among employers, schools, colleges, mmvemUm, and agencies to successfully link
educational and work-related experiences for students; and

o faimness ond equitable educationsl opgortunities for ol students.

To ensure that these principles translate into practice, the committee recognizes that our School-to-Work system
must have the active support of pariners representing schools, ol ageacies, postsecondary institutions, employers,
labor, students, and parents. Only with broad-based support can we realize our goal of properly educating all of
our young people.
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experience career awareness, exploration, and preparation in grades K-12;
receive rigorous anu relevant academic preparation;

earn income while learning;

connect education with the real world;

gain access to potential high tech and high wage jobs, .
develop i})otemxal employer contacts to broaden employment opportumities;
build self-confidence through successful experiences at school and worl; -
receive personal attention to develop educational and career goals; and
connect to postsecondary educational opportunities.

For Employers
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obtain an expanded pool of qualified applicants;

provide a chance to screen potential employees;

evaluate potential employees in work settings prior to hiring;
develop s reliable source for high skilled work force;

reduce turnover of entry-level employees;

influence curriculum development to meet industry requirements; and
increase the competitive edge in the international marketplace.

For Scheools
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reduce dropout rate, improve attendance, and increase earollment;
increase student motivation to learn;

integrate hands-on, work-related learning and academic instruction;
raise student learning expectations;

expand existing programs,

improve placement rate of graduates;

serve local employers;

increase parental involvement;

expand post high school options;

provide service to community;

enhance public image and reputation; and

expand resource base.

For Communmnities
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involve parents and femilies;
increase employment opportunities for all students;

. provide individual growth and contributing citizens;

reduce dependence on public support;

enhance community prestige and improve business climate;

develop broad-based parinerships; and

gnhance economic growth and development through an expanded skilled work force and taxpayer
ase.

SOURCE: Usnited States Department of Education and Labor, School-to-Work Opportunities: A
Owner’s Guide, School-to-Work Opportunities Center, Woshington, DC
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All work-site experiences should include a combination of school-based learning, work-based instruction,
and connecting activities which combine school-based and work-based leaming.

Sehool-Based Components
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include career awareness in Grades K-5; .

provide career exploration in Grades 6-8;

include career preparation in Grades 9-12; .

offer students the opportunity to develop a major and altemate career plan in Grade 6;

enable students to revise and develop a 6- to 8-year career plan in Grade 8;

increase students’ expectations; L

provide a rigorous and relevant academic curriculum that connects to work and/or apprenticeship and
ostsecondary education;

integrate academic and occupational education that relates to a career major;

provide support services for students who are behind their age peers; o

lead to high school completers (diplomas), postsecondery education (degrees), and apprenticeship

with appropriate credentials; and )

place students into jobs, post high schoot adult apprenticeships and/or higher education.

Work-Beased Components
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include work experience such as youth apprenticeship (preferably paid); )

establish an agreement between schools and employers to provide a structure for rigorous and
relevant work-site leaming;

provide trained work-site mentors for apprentices,

establish and provide instruction in general worlplace competencies;

include instruction in all aspects of industry; .

offer pre-youth g&pmntﬁc@ship experiences in shadowing, mentoring, and internships; and

fead to portabie educationsl credentials and may include employer-recognized skill certificates.

Connecting Activities
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establish regional and local partnerships; .
provide school site mentors to assist students and serve as liaisons with parents, educators,
employers, and other pastners;
develop school-based and work-based competencies to be mastered with assistance from employers
and educators;
integrate academic and occupational education to connect school-based and work-based learning;
train teachers, counselors, administretors, and mentors;
provide assistance for graduates in connecting to educational and career goals;
link educational programs with employer strategies to upgrade current work force;
provide assistance in assessing programs of school-to-work activities; and ]
include students, parents, educators, employers, and community agency representatives in school-to-
;Nork_ experiences and provide opportunities for students to connect school-based and work-based

. learning.

SOURCE: School-to-Worl Oppertunities Act of 1994 (Federal Public Law 103-239, May 4, 1994).



The South Caroling School-te-Work Trensition Act of 1994 was signed into law by former Goveror
Carroll A. Campbell, Jr., on June 15, 1994. The Act established 8 structure to provide all students the
opportunity to develop rigorous and relevant academic skills and to connect what they learn in school
with the real world through leaming experiences in various work sites. School-to-work opportunities
provide students work-site leaming experiences that combine classroom instruction with structured
learning at the work site. These opportunities include, but are not fimited to, the following:

[¢]

‘Registered Apprenticeships Registered apprenticeship is a training strategy that a) combines

supervised, structured on-the-job training with related theoretical instruction; b) is sponsored by
employers or labor/management groups that have ability to hire and train in a work environment; and
¢) includes a Bureau of Apptenticeship Training agreement with consent by all parties. Registered
apprenticeships are identified with adults but may link to youth apprenticeship programs at the
secondary level for students 16 years of age or oldex.

Youth Apprenticeship: Beginning as early as the 11th grade, students who are at least 16 years old
will be able to participate in structured employer-sponsored training at the work site while also
attending school to complete rigorous academic courses and technical and occupational instruction.
The experience may last three to four years and requires a signed agreement. Students may earn
work-based course credit.

Cooperative Edueatiom: Cooperative education consists of joint arrangements between schools and
employers, allowing students to receive occupational instruction in school and related on-the-job
training to develop certifisble worls force skills. Students may earn work-based course credit.

Internship: Internships provide & one-on-one relationship for “hends-on” learning in the area of
student coreer interest. A learning contract outlines the expectations and responsibilities of both
parties. The student works regularly after school for thres or four hours or during the summer in
exchange for the méntor’s time in teaching and demonstrating. The internship generelly lasts from
three to six months.

Service Learming: Service learning provides students the opportunity to combine school-based
learning with work-based activities in a community agency or project such as Habitat for Humanity.
The student may participate as a member of a work team with specific goals and activities to be
accgmplished. The experience may last for 180 hours or more and may provide work-based course
creatt.

Shadowing: Students may participate in half-day, full-day, or weelc-long shadowing experiences
which provide a broad overview of all aspects of a business or industry by allowing students to follow
one or several persons on the job. These opportunities provide students exposure to various careers
to assist in academic career decision-making. Shadowing may begin as early as middle school.

Mentorship: Work-based mentoring enables youth apprentices to link with work-site mentors,
experienced and qualified technicians who provide instruction in work force entry-level skills. Worlk-
site mentoring is usually connected to a formal sgreement through the youth apprenticeship
experence. '

Supervised Agricultursl Experiemce: Supervised agricultural experience is the actual planned
application of concepts and principles learned in agricultural education. Students are supervised by
agriculture teachers in cooperation with parents/guardians, employers, and other adulis who assist
them in the development and achievement of their educational goals. The purpose is to help students
;ievel_op skills and abilities leading toward & career by connecting school-besed and worlk-based
earning.
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# The South Carolina School-to-Work Transition Act of 1994 addresses “a range of menioring opportunities beginning no
Jater than the seventh grade which includes traditional mentoring, shadowing, service-learning, school-based enterprises,
and internships.” However, school districts may offer “mentoring opportunities” which they deem appropriate for students

Registered Apprenticeship (Grades 11 - Above)
Youth Apprenticeship (Grades 11 - 14)

Coordinated Cooperative Education (Grades 12 - 14)
Cooperative Education (Grades 11 - 12)

Internship (Grades 10 - 12)°

Service Learning (Grades 3 - 12)®

Shadowing (Grades 7 - 12)°

Mentoring (Grades S - 12)*

Part-Time Work (Grades 10 - 12)

Volunteer Service (Grades 10 - 12)

below the seventh grade level.
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oStudent Evaluation of the Mentoring Experieace
" oLList of Mentoring Participants

oSchedule of Coordinator’s Visits to Mentoring Sites

Section 8:  Additional Schoel-te-Work Opportunities

Additional School-to-Work Cpportunities
Supervised Agricultural Experience
Coordinated Co-ops

Part-Time Worlk

School-Based Enterprises Training Plan
Personal Mentoring
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Registered apprenticeship is a process training strategy that combines on-the-job training with related
classroom instruction to prepare highly skilled workers for American industry. Apprenticeship, by virtue
of its success in preparing skilled workers, helps America compete more effectively in the global economy

and contributes to America's economic development, sustaiaed economic growth, and national security.

In the United States today, there are approximately 40,000 employers offering registered apprenticeship
training to more than 325,000 apprentices. These programs offer opportunities to diverse populations
including minorities, women, youth and dislocated workers. Currently, approximately 80 percent of
apprenticeship training positions are in the areas of building construction and manufacturing, Almost
everyone agrees that apprenticeship opportunities have the potential to expand into the service, retail, and
public sectors. The expansion would provide more opportunities for employers and citizens to connect
work-site leaming with education.

BASIC STANDARDS FOR REGISTERED APPRENTICESENIP
Programs registered by the Bureau of Apprenticeship and Training (BAT) must provide that:

o the starting age of an apprentice is not less than 16 years of age;

o there is full and fair opportunity to apply for apprenticeship;

o agexje é’s a schedule of work processes in which an epprentice is to receive training and experience on
the job;

o the program includes organized instruction designed to provide apprentices with knowledge in
technical ;ubjects related to their trades (2 minimum of 144 hours per year is normally considered
necessary);

o thereis & progressively increasing schedule of wages and that employers provide fringe benefits;

o proper supcrvision of on-the-job training with adequate facilities to train apprentices is ensured;

o the apprentice’s progress, both in job performance and related instruction, is evaluated periodically
and that appropriate records are maintained;

o there is employee-employer cooperation,;

o successful compietions are recognized; and _

o there is no discrimination in any phase of selection, employment, or training.’

CONNECTING YOUTH APPRENTICESEIP WITH REGISTERED APPRENTICESHIP

Youth apprenticeship programs may be connected to registered apprenticeships in Grades 11-12 through
the Bureau of Apprenticeship and Training (BAT). The following steps may be taken to determine
whether a youth apprenticeship program may connect to an approved registered apprenticeship:

o Codn’tlla}ct‘ the regional or state coordinator for programs registered by the Bureau of Apprenticeship
and Training.

o Determine whether 8 connection can be made with the youth apprenticeship programs being
considered.

o Bring all parties to the table to develop the connected apprenticeship program.

o Complete all requirements for youth apprenticeship and registered apprenticeship programs as
outlined in this document,

“For complete information and forms, contact:

Bureau of Apprenticeship and Training Telephone: %803) 727-4326 - Charleston
L. Mendel Rivers Federal Building -- Suite 313 803) 765-5547 - Columbia
334 Meeting Street Fax: (803) 727-4140 - Charleston

Charleston, SC 29403-6490 (803) 765-5588 - Columbia
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DEFINITION: Registered apprenticeship is a proven adult training strategy that combines on-the-job
training with related classroom instruction and a signed training agreement that prepares highly-trained
skilled workers for American industry and may be connected to secondary schools.

PURPOSE: The purpose of a registered apprenticeship experience is to prepare workers to meet the
work force expectations of employers at high levels and earn a “journey-person” level of qemﬁcatlon.

REGISTERED APPRENTICESHIP REQUIREMENTS:

determining the occupations covered by the program,

listing the major on-the-job training processes for each occupation;

allocating the amount of training time required for the apprentice to become proficient;

establishing the amount of time required for each process within the training agreement,

determining the apprentice qualifications required to enter the program,

inci}u;digngb the appropriate classrcom instruction needed to develop broad skills and knowledge related
to the job;

determining the number of apprentices to be trained using the ratio of apprentices to skifled workers;
determining the apprentice wage rate; :

arranging supervision of apprentices;

signing an agreement of apprenticeship by all parties involved.

REGISTERED APPRENTICESHIP STRATEGIES FOR IMPLEMENTATION: In the
development and implementation of regisisred apprenticeships, there are two courses of action open to
employers based on whether or not their employees are organized.

IF THERE IS NO LABOR AGREEMENT:

O 6 O 0 0 0
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o Organize an apprenticeship advisory group consisting of the production manager, personnel manager,
one or more crafl supervisors and one or more skilled workers,

o Determine all the knowledge and skill needed for the occupation or occupations to be included in the
program.

o Secure the cooperation of the workers and craft supervisors who will be expected to provide the
apprentices with the direction and supervision on the job.

o Have the advisory group arrange with the local vocational education director or school
superintendent for necessary related classrcom instruction or supervised correspondence-type
instruction. ‘

o Appoint an apprenticeship supervisor to mainain the standards of training prescribed by the advisory
group for the occupations involved, length of treining, selection procedure, affirmative action plan,
wages, tests, number to be trained, etc.

o Write details of the program to set up apprenticeship standards. Local registration agencies will assist
in the development of the apprenticeship standards.

NOTE: Company personnel or training directors could spearhead this programe.
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IF TRERE IS A LABOR AGREEMIENT

o Discuss the proposed program with the appropriate union official if the training involves employees
who would be covered by the collective bargaining agreement.

"o Set up a joint apprenticeship committee to administer the program. The committee should have equal
representation of labor and management, perhaps three from each.

o Arrange for necessary related classroom fnstruction with the local school system, usually through the
vocational education school director and/or through correspondence-type instruction.

o Agree on a set of standards for training, including occupations, length of training, selection
procedure, affirmative action plan, wages, number of apprentices to be trained, etc.

o Develop an approved plan to establish standards of the apprenticeship program.

o Determine whether the union has interest in jointly administering the apprenticeship program; if not,
the company should obtain a waiver from the union so that it can adopt the alternate course of action.

NOTE: The union mey bave a training coordimator or director who could do much of the
preliminary worlk im helping to service the apprenticeship program.

TECHNICAIL ASSISTANCE:
Technical assistance is available in the planning and development of an apprenticeship program.

o General guidelines for developing procedures and standards are recommended by the Bureau of
Apprenticeship and Training (BAT) or a state apprenticeship agency recognized by BAT.

o Published standards of apprenticeship in many occupations and indusiries can be of invaluable
assistance in helping to formulate a program for your company or industry.

o Consider the specific experiences of many employers you may know who are involved in on-the-job
pre-apprenticeship programs.

o Apprenticeship and Training Representatives from the Bureau of Apprenticeship and Training, US
Depagtment of Labor, or from stste apprenticeship agencies are ready and willing to provide
knowledgeable assistance in the development of apprenticeship programs. -

o Occupational educators at the state, county and municipal levels will assist in arranging for the
necessary school-based learning components.

APPRENTICESHIP AGREEMENT: This agreement is signed by each apprentice and the proper
officers of the employer for registration purposes with the appropriate state and federal .apfmqueshxp
agency serving the program area. At the minimum, the following components should be included in the
agreement:

home address and birthday of apprentice;
name of employer; .
term of apprenticeship;

wage schedule;

length of probationary period;

outline of the work process schedule;
nu}rjnb?rr of hours per year the apprentice will attend class, the names of subjects, and name of the
school;

any special provision need listed as credit allowed for previous experience;

signature of the employer, apprentice, parent(s), or legal guardian(s),

written permission of the siudent’s parent(s) or legal guardian(s) for the student to engage in the
school-to-work experience; and

o complete emergency information form.

O0COO0O OO0
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. EMERGENCY INFORMATION FORM: The emergency information form must include, at &
minimum, the following: . .

student’s name;

student’s Social Security number;

appropriate medical information sbout the student,
insurance coverage for the student,

parents’ or legal guardians’ names,

parents’ phone numbers (work and home);

parents’ home address;

parents’ work addresses; _
emergency contacts (names and phone numbers); and
signature of parent(s)/guardian(s). :

TIMEE COMMITMENT: The length of the apprenticeship experience may last from 1 to 6 years (for
person 16 years of age or older) involving between 1,000 and 12,000 hours of continuous classroom and
work-based instruction.

COMPETENCIES TO BE TAUGHT: Teachers and work-site mentors will develop school-based and
work-based competencies to be mastered by the student(s). The competencies must be taught and
assessed at the school level and at the employer site.

ARTICULATION AGREEMENTS: Secondary and postsecondary educators should develop
articulation agreements which enable students to earn Technical Advanced Placement (TAP) credit at the
local technical college. .

© 0O 00O OO0 00 0o

CREDENTIAL(S): Apprentices may receive a high school diploma, occupational certificate, associate
degree, work-site certificate of mastery, or journey-person certification swarded by the Bureau of
Apprenticeship Training, '

EVALUATION: Work-site evaluation of the youth apprentice’s performance will be conducted by the .
.emgloyelr mentor. School personnel will conduct regular on-site visits to monitor the progress of the
student learner. '

TRANSPORTATION: Students and 'parentts should provide transportation, and in some cases, the
school or school district mey make transporiation errengements for students to and from the work site.

INSURANCE COVERAGE: Employers, students and parents must complete forms documenting
appropriate insurance coverage. All state and federal child labor laws must be followed for student
learners under the age of 18.

REGULATIONS: Apprenticeship programs must meet afl US Depariment of Labor Bureau of
Apprenticeship and Training and other related federal and state regulatory requirements.

EMPLOYMENT COMMITMENT: Students in registered apprenticeship programs are identified as
employees of the sponsoring employer, and the possibility of continued employment is very high. (Note:
The employer always reserves the right to terminate or suspend employment if conditions of business
should change and make such action necessasy.) )

SOURCE: The United States Department of Labor

NOTE: If o union is involved, its approval may be necessary. If a joint apprenticeship committee
exists, the agreement would be approved by the committee.
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RISTORY OF APPRENTICESHEIP

Apprenticeships enjoy a rich history. Emerging in America from Europe in Colonial times, the
earliest American apprentices enjoyed & positive master/apprentice relationship in which the
apprentice worked to reach journey-person status as an artisan. As the industrial revolution took
over America, apprenticeships changed wherein short-term apprenticeships which taught natrow,
machine-directed aspects of a skill or production process eventually phased out the master artisan
type of training. Modern industry defines apprenticeship as a system in which a young worker is
given thorough instruction and experience both on and off the job in all practical and theoretical
aspects of the work in a skilled trade.

In the 1920s, business, education, unions, and government came together to form a uniform
apprenticeship system; in 1937, the Apprenticeship-Training Service (mow the Bureau of
Apprenticeship and Training) was established within the US Department of Labor. Today, the
Bureau of Apprenticeship and Training (BAT) provides service to existing apprenticeship
program sponsors and assistance to sponsors who want to establish an apprenticeship program.
BAT is an organization that supports actual &pprenﬁceshi%@&mining programs. Cumently, BAT
classifies over 800 occupations; these occupations tead to be manual, technical, or mechanical in
nature, require specialized skills and lmowllgdge, and are generally learned in an applied manner.
Currently, with the exception of the construction trades, US employers rarely use apprenticeship
programs even though evidence shows that apprentices are better motivated, leam their jobs
faster, attain artisan status quickly, and are more Ekeﬁy to become supervisors.

THE NEED FOR YOUTH APPRENTICESHIP

In spite of these positive attributes, todey's apprenticeship system is primarily designed for adults
already in the work force. While registered programs can begin at age 16, students have generally
not been encouraged (either at home or at school) to pursue this type of training in the past.
Furthermore, because the majority of young people today lack treining and psychological
gr@para&iom for the world of work, many youth spend up to & decade drifting from job to job .

efore settling into stable employment. Presently, all highly industrialized nations (including the
US) are working to link education and training. President Clinton's Scheol-TorWorle
Opportunities Act provides state and federal moneys for administering, supporting, and
establishing apprenticeship programs so that American youth are trained and ready to enter into
meanmingful, relevant work.

Japan and Germany, the United States' primary economic competitors, have programs which
might seem to provide models for our school-to-work programs in this country. However, in
spite of the fact that both Japan and Germany have been successful at preparing their youth for
work, one must carefully scrutinize the underlying cultural differences of each country. The
Japanese value collective good over individual desires, and the government (not corporations)
decides the country's long-range economic goals. Furthermore, many women leave the work
force upon having children and choose to augment their children's education with tutoring at
home after school. Coupled with the Japanese tradition of lifelong employment, these factors
combine to prepare Japanese youth for occupations which will fill industry needs and maintain the
nation's economic viability.
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On the other hand, Germany's "dual system" excels at integrating academic and applied learning
throughout its educational system, but, in this system, students are permanently tracked into one
of three types of schools at an carly age. Most Americans deem permanent tcmckinsg undesirable
and unfair. Also, the German government plays a more prominent role then the US government
in attempting to control the national economy.

CONCILUSION

South Carolina's challenge is to bring both public and private entities together to find a way to
deliver these much needed school-to-work programs in accordance with state legjslation.
Development of youth apgpmnticeship programs on a broad basis will boost productivity, improve
the preparation of youth for the skill demands of a global economy, and offer disadvantaged youth
an avenue into the economic mainstrean. Establishing School-to-Work partnerships with the
private sector will establish a common ground for more open, effective communication and will
break down barriers of mutual distrust. Parents, teachers, counselors, principals, employers, and
administrators must all be involved if youth apprenticeships and other work-based learning are to
be successful at creating a generation of lifelong leamners who are ready to meet the high-level
skill needs of the private sector.

SOURCE: Southeastern Regional Vision for Education (SERVE), Tallahassee, Florids.



DEFINITION: Youth apprenticeship is a highly structured program that may connect to an adult
apprenticeship lasting three to four years for students who are age 16 or older and in the eleventh grade.
Apprenticeships provide work-based employer training that connects to secondary school. Such
programs provide a solid academic core curriculum combined with and ephanced by a
technical/occupational program and also include a formal written agreement defining specific academic
competencies and workplace skills to be mastered.

PURPOSE: The purpose of a youth apprenticeship experience is to provide students the opportunity to
connect what they leam in the school setting with work-site application to enable a smooth transition into
the work force or postsecondary education upon high schoo! graduation. Students may benefit in a
number of ways which include:

developing a basic foundation of applied academics and mastery of technical skills;

making a smooth transition from one level of education to the next;

earning both secondary and postsecondary educational course credit;

connecting to an adult apprenticeship upon high school graduation; and

preparing for the twenty-first century technical work force, high wage jobs and lifelong learning.

YOUTH APPRENTICESEIP MODEL REQUIREMENTS:

o 0O 0 0 0

o offering opportunities for students beginning in the eleventh grade a course of study which integrates
academic. curricula, work-site learning, and work experience leading to high school graduation with
postsecondary options and preparation for the world of work;

o requiring students participating in the worl-based component to be at least 16 years of age and in the
eleventh grade; .

o requiring a signed agreement by school, employer, parents or legal guardians, and student stipulating
that the employer will provide work-based competencies that integrate with school-based
competencies,

o requiring written permission of parents or legal guardians of students who perform work at a

nonschool location pursuant to an apprenticeship or mentoring program under the provisions of this

act to engage in such work experiences; '
roviding a list of academic, occupational and work-site skills to be offered,

mtegrating school-based and worl-based competencies with connecting activities; .

awarding of credentials based on both academic and occupational skills;

developing articulation agreement(s) with related postsecondary programs;

coordinating the development of broad-based school-to-work partnerships; and

requiring documentation that students are sppropriately covered regarding workers’ compensation,

insurance and liability, or other issues related to the school-to-work system.

YOUTHE APPRENTICESHIP STRATEGIES FOR IMPLEMENTATION: In the development and
implementation of youth apprenticeships, the following elements are essential:

0 Q 0o 0 0O

o development of broad-based school-to-worl partnerships;

o rigorous and relevant academic instruction that prepares students with competencies to enter the
work force or postsecondasy education;

o quality occupational education programs that include work-based experience and an in-depth
perception of business and industry gﬁpccmtions;

o speciﬁc,d occupational practices, skills, and abilities in broadly accepted business and industry
standards; _

o general workplace competencies, including the ability to manage resources, acquire and use
information, work productively with others, understand and master systems, and work with
technologies as delineated in the SCANS report;
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assessments which appropriately measure aptitudes, abilities, and interests essential for preparing
students for a specific career;

career development and exploration (K-12); .

career guidance to inform and assist students in planning appropriate courses of study needed to
prepare for a career and further education;

awarding appropriate school-based and work-based credentials, o
assurance that state and federal laws relative to health, safety, workers’ compensation, and liability
a%)ply to youth apprentices and that youth apprentices do not displace current workers; )
placement of students who have successfully completed a youth apprenticeship in full-time
empigggénentd that is directly related to the course of study in which they have been trained and/or
certified; an - .
assistance to students who plan to pursue postsecondary education or further work preparation
through an adult apprenticeship program. '

STUDENT BENEFITS: Students involved in youth apprenticeship will:

OO0 00O O0O0oOo

explore connections between school and work;
raise their level of expectations;

- improve their academic skills;

explore career interests in particular areas;
learn.from skilled mentors;

earn two-year postsecondary credits; and
increase career and employment options.

STUDENT RESPONSIBILITIES: Students participating in youth apprenticeship must:

O 0 00 0O0O0OO0O0

be interviewed and meet eligibility requirements;

be selected to participate by the employer;

sign a memorandum of agreement along with parent(s) or guardian(s) and employer;

maintain an acceptable academic record;

maintain an acceptable work-site performance;

be evaluated regularly to determine progress;

fulfifl academic requirements for high school graduation, :

master both the school-based and work-based competencies in the youth apprenticeship program; and

* develop an educational plan that includes at least two years of postsecondary education.

EMPLOYER BENEFITS: Employers should play an active role in shaping the curriculum to shape the
quality of their future work force. They can assist by providing opportunities to:

0 0 0 0O

increase the skill level of potential employees;

recruit, screen, and select future employees;

reduce turnover by hiring and training youth apprentices;

assist in the development of skill standards; and

improve their competitive positioning in the global marketplace.

EMPLOYER RESPONSIBILITIES: Employers should be involved in shaping school-based and
work-based curriculum and establishing skill standards at the local and state level. Employers involved in
a local partnership will:

o 0 O O

[e2Ne)

recruit, select, hire, and train students 10-20 hours per week over 1-2 years,
consider paying youth apprentices an acceptable wage;
provide workers’ compensation coverage if the school district cannot; )
sign a memorandum of agreement with the student, paremt(s) or guardian(s), educator(s), and
employer outlining expectations, objectives, and responsibilities;
rovide trained mentors to supervise, train, and assess youth apgenﬁces; ]
involve labor in developing and operating the youth apprenticeship program if appropriate; and
evaluate and provide a report to the student and school on the apprentice’s performance.
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PARTICIPATION IN WORK-BASED PROGRAMS: School districts are eucouraged to place all
qualified students in a work-based program; however, the number of students placed will depend on the
number of opportunities available in the community. Selected criteria will be determined by the school
district and employer. _ ‘

TECENICAL ASSISTANCE: School districts are encouraged to seek technical assistance through
warkshops, conferences, and/or institutes provided by the State Department of Education or - other
sources.

AGE OF STUDENT: School districts must develop policy and procedures to ensure that students who
participate in the youth apprentice work-based opportunities are at least 16 years of age, are in at least
the eleventh grade, and are adequately covered by insurance.

REQUIRED DOCUMENTATION: Students and parents/guardians should complete ail forms
documenting appropriate insurance coverage. The Department of Commerce has developed guidelines
related to the employment of students and liability and insurance issues, subject to approval by the
General Assembly.

MEMORANDUM OF AGREEMENT: This agreement forms the basis for the student’s work-based
and school-based education program. At a minimum, the following components should be included in the
memorandum of egreement:

intent of the program, .

duties of the various parties;

competencies to be taught and assessed at the school level,

competencies to be taught and assessed at the employer level;

time frame of the experience; ,

sign%t:wre(s )of the student, schoo! representative(s), employer, and the student’s parent(s) or legal

guardian(s);

o written permission of the student’s parents or legal guardians for the student to engage in the school-
to-work experience; and

o emergency information.

0O @ 0000

EMERGENCY INFORMATION FORM: The emergency information form must include, at a
minimum, the following: ,
student’s name;

student’s Social Security number;

appropriate medical information about the student;
insurance coverage for the student;

parents’ or legal guardians’ names;

parents’ ghone numbers (work and home);

parents’ home address;

parents’ work addresses

emergency contacts (names and phone numbers); and
signature of parent(s)/guardian(s).

0O 0 0000 O0OO0O0Oo

TIMIE COMMITMENT: Students may be involved for 3-4 years in Grades 11-14 including summers.
Most students will begin the worlc-site experience in Grade 12.

COMPETENCIES TO BE TAUGHT: Teachers and work-site mentors wilt develop school-based and
worl-based competencies to be mastered by the student(s). The competencies must be taught and
- assessed at the school level and at the employer site.

ARTICULATION AGREEMENTS: Secondary and postsecondary educators should develop
articulation agreements which enable students to earn Technical Advanced Placement (TAP) credit at the
local technical college. '
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CREDENTIAL(S): Youth apprentices may receive a high school diploma, occupational certificate,
associate degree, work-site certificate of mastery, and/or journey-person certification awarded by the
Bureau of Apprenticeship and Training.

EVALUATION: Work-site evaluation of the youth apprentice’s performance will be conducted by the
employer mentor. School and college personnel will conduct regular on-site visits t0 monitor the
proggess of the student learner.

TRANSPORTATION: Students and parents should provide transportation, and in some cases, the
school or school district may make transportation arrangements for students to and from the work site.

INSURANCE COVERAGE: Employers, students and perents must complete forms documenting
appropriate insurance coverage. All staie and federal child labor laws must be followed for student
learners under the age of 18.

EMPLOYMENT COMMITMENT: Usually there is no commitment of full-time employment on the
part of employer or student.

FOR ADDITIONAL INFORMATION: See Work-Based Mentoring in the Mentoring section of this
document.
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My child, has my permission to participate in 8

(Name of Student) ’ (Birth Date)

school-to-work activity at beginning and ending
(Work Site Location) (Date) (Date)

1 will be responsible for arranging transportation for my child to and from the worls site. My permission
is given for my child to recefve emergency medical treatment in eose of imjury or illmess. I ugmd@u"sﬁamd
that school personnel will 110t be present wien the student is at the site and will not be responsibie for my
chitd. :

TO BE COMPLETED BY THE SCEOOL REPRESENTATIVE:

Name of Employer:

Address of Employer:

Nature of Work:

Are employees/worlers at this work site engaged in hezardous occupations? Yes No

Will the school-to-work epportunity for this student involve o hazardous occupation as defined under the
Federal guidelines? Yes No

Nature of work in the school-to-work opportunity:

Employer/Contact: ' Phone:

Bl

COMP)

Transportation Arrangements:

Home Address: Home Phone:

The district shall not be Fable for any injuries sustained by the student®s participation in this program. I
have read the above information and fully uaderstand and agree with the content.

(Parent/Guardian Signature) (Date) (Work Phone)

(Parent/Guardian Signature) Date) ~ (Work Phone)

Note: Return to coordinator.
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Student’s Name: : ) Birth Date:

Student’s Home Address:

Student’s Social Security Number: Home Phomne:
Scheol Name: Cousngelor;

Address: _ . w , Phone: -

suramee Coverage Yeg/No Family Scheol -
Liability and/or Bonding
Workers’ Compensation
Health/Accident
Name of Health/Accident .
Insurance Company: Insuged: Policy #:

(Note: Pleace identify who i providing coverage by piacing an €X) in the appropriate gpace.)

L iNFORMATION., . ¢

T STUBRNT MEDCA

List medical informagion aibout the student thet would be helpful in case of an emergency.
Allergic to medications? ( ) Yes ( ) No

If yes, what medications?
List any allergies or other medical problems of the student: I o
e e IFAMKLVWIRMA’}I‘H@N s e R ﬂ
Parent/Guardian Name: Work Phone: 41
Workplace Name/Addlress:
Parent/Guardian Name: Worlk Phone:
Workplace Name/Address:
Parent/Guardian Home Address: Home Phone:
Emergency Contact: , Phone:

T concent for my child to receive emergency medical treatment in ence of injury or iflness. The information provided o
accurate ¢o the beat of my knowledge.

Parent/Guardian’s Signature Date
Parent/Guardian’s Signature Date
Student’s Signature Date

Note: This form skould be kept on file ot scheal. If the student io participating In o selicol-to-work netivity, o copy should also be on file

at $he workk site.
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SAMPLE

YOUTH APPRENTICESHIP
MEMORANDUM OF AGREEMENT

Student Name School Yaear

Homea Address

Telephone Number Social Security Number
High Schoot and Address
Carser Center and Address

Parent or Legat Guardian Name

Home Addrass

This memorandum of agreement is part of federal and state school-to-work transition guidelines to
provide students the opportunity to make the transition from school to work and be prepared to
compete for the emarging high skill technolopy caraers for the twaenty-first century. A written
memorandum of agreement must be signed by the empleyar, educator, student and parent/guardian
that outlines the training plan and the expoctations of all parties involved. Tha schools and
employers participating in this memorandum of agreement are aqual opportunity organizations and
do not discriminate on the basis of race, color, religion, national or ethnic origin, disability, sex or
age.

T GENERAL REQUIRENENTS DE THE RGREEMENT |

LENGTH OF AGREEMENT: .

STUDENT TRAINING PLAN: The student training plan, 25 developed by
in coordination with the school district, shall be followed. The plen will include competencies to be
mastered, connsction of school-based and work-basad competencies, career development
information, and training activities scheduled for the school year.

WAGES: Wanses may or may not be paid during the training program. is
conducting work-basad training as a classroom and training labs program, and upon completion, the
student will be available for employmant, adult apprenticeship, and/or postsecondary education.

SCHEDULE OF CLASSES: Students participating in the program may train at the work site up to
four hours a day, 20 hours per week. Training $chedules will penerally follow the school schedule
regarding school days and holidays.

EXPECTATIONS: The studsnt successfully completing the program will receive a certificate of
mastery. Upon graduation from high school, the student will receive a high school diploma and an
Occupational Skill Certificate of Mastery upon successfully completing the expected compsiency
levels: The student will be prepared to enter the work foree, participate in an adult registerad
apprenticaship program, pursue an associote degree at & twe-year colieges, or apply for admission 10
a four-yaar colleps or university.

w
ce



PROVISIONS OF TERMINATION:

This agreemant may be terminated for any of the following reasons: nonperformance on the part of
the student or employer, ralocation of either the student or employer, of changs In the student’s
career choice. The employer and school must be notified prior to termination by the student.

RESPONSIBILITIES
THE STUDENT WiLL:
b Be prompt and maintain regular zttendance at school and the training gite.
b Obay all rules and regulations at school and the training site. )
b Mazintain high academic and training standards.
b Call appropriate school and traiping parsonnel if late or absent for reasons beyond

the student's control.

b Arrive st training site appropriately dressed.

b Communicate openly with school coordinator or training mentor concerning any
problems, concerng, or conditions that ave interfering with progress at school or the
training site.

PARENT(S) OR GUARDIAN WILL:
b Grant permission and give support for school-to-worl participation.

b Inform instructor/coordinator of information vital to the performance and success of
the student. '

b Provide transportation to and from the training sits.
b Attend any meetings or actlvities to promote or monitor the student's Progress.
b Provide appropriate madical insurance covarage.

EMPLOYER TRAINING PARTNER WILL:
b interview and selact studeonts for the program.
b Provide a comprahansive waining plan developed in coordination with the school

districts. The plan includes work-based competencies and school-based
competencies (see attachod lists.)

b Appoint 2 waining supervisor/mentor for the student.
b Provide appropriate treining space and equipmaent.
b Ensure that appropriate accident, liability, and workers’ compensation insurance

coverage is provided for school and omployer training sites.

b Assess student's progress on a regular basis.
o Notify the sending school if the student is absent without notification.
b Provide safety instruction for student training.

Q . 3 9




b Permit the school's represontative(s) to visit the student and supervisor at training
site.

b Refrain from hiring a student prior to complation of the training program and school
vear; not displace a regular employes.

b Maintain appropriate records. -
b Award a Certificate of Mastery
THE SCHOOL WILL:

b Appoint 3 coordinator to aseist students at school and the waining site,

o] Work with the employer training partner in developing a comprefiensive training plan
that includes work-based and school-based competencias.

b Mdni&ot each student's progress at the training site periodically.

b Assist students in planning and integrating school curricislum and trawning with
emphasis, whaere possible, on applied academics and related occupational courses.

b Adjust class schedules when necessary to accommodate students.

b Provide individual career puidance to assist the student in deciding the next career
progression step after high c_hool.

b Assess student performance.

b Award school eredit for the education/training.

b Provide accidant, liability, and workers' compensation insurance coverage for school

and training sites through thelr regular insurance carrier.

b Maintain appropriate recards.

b Award Occupational Skili Cartificats
Studant Date Parent/Guardian Daxe
High School Principal Dage Employar Date
Caraar Center Dirsctor Date Sehool/District Coardinator Date

NOTE: A spoeid thanlks te the Trident Aree Consortium for the Technelogies snd Robert Bosch
Corporation for granting permission for use of thelr agreement. Somo modifications were
medoe to tho origing] ogreoment.
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Student’s Name: Social Security Number:

Home Phone: Birthday:

Student’s Career Objective:

school/Address:

Instructor: ' . Phone:
School-to-Work Coordinator: Phone:
Employer Site/Address:

Supervisor/Mentor: Phone:

[ 9=Skilled 3=Moderately Skilled _2=Limitedly Skilled _I1=Usnsuccessfisl 0=No Exposre |

GRADING PERIODS ____
1.
2.
3.
4,
5.
6.
7.
8.
9.
10.
il
12.
I additional space is needed,; attach am extra sheet of paper.
AESTCOPY AVAILABLE
(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)
(School Representative’s Signature and Date) (Employer’s Signature and Date)

NOTE: It is the policy of the ccheel dictrict that o percon on the brgis of ree; color, religion, national erigin or
rmcestry, age, cex, marital otatus, handicap, or disndvontoge cheuld be diceriminated agalmst, excluded from
partiripation in, denied the benefits of or otherwics be cubjected to dirermination fn any programs or activity.
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Student’s Name: Social Security Number:

Home Phone: Birthday:

Student’s Career Objective:
School/Address:

Instructor: Phone:

School-to-Work Coordinator: - Phone:

Employer Site/Address:

Supervisor/Mentor: Phone:

[ ¢=Skilled 3=Moderately Skilled 2=Limitedly Skilled __1=Unsuccessfs]l 0=No Exposure i

of o 2] o] «»| & »f »j ~

10.
11,
12.

If additional space is needed, attach am extra sheet of paper

BEST COPY AVAILABLE

(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)

(School Representative’s Signature and Date) (Employer’s Signature and Date)

NOTE: It is the policy of the cecheot distriet that mo percon o the bagio of race, eslor, religion, nationdl origin or
- ancegtry, nge, cex, marital status, handicap, or ditadvantage sheuld be diceririoated opalmgt, excluded Trom
participation in, denied the bemefits of or etherwice be cubjected to dissrimination in any program or activity.

ERIC 4z
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SAMPLE

DATE:
TO:
FROM:
STUDENT:
SUBJECT:

A number of corporations and businesses have expressed their commitment to the School-to-Work
Transition Act of 1994 by agreeing to paicipate in the school district’s youth apprenticeship program.
Their responses represent the opportunit ‘o & mutually beneficial relationship among the schools and

corporations and businesses in this county. ‘

The school district’s youth apprenticeship program introduces the student to a particular occupgtion by
pairing the student with a mentor. The apprentice will participate at the work site for a specified period
of time to develop & better understanding of the requirements of a particular career. One of the
objectives of the program is to recognize the unique interést of each student and provide career and job
experience to help students become more focused on & career goal,

Student apprentices must be recommended to pasticipate in the program. Please give your _candid
assessment of the above student’s academic performance, intellectual promise, and personal qualities by
completing the following checlk list.

Check the appropriate responsess

Excellent Good Falr Poor

Motivation and attitude toward
learning

Ability to follow directions

Attitude toward authority

Ability to work in groups

Willingness to conform to rules and
regulations

Enthusiasm and interest toward school
work -

Display of courtesy and respect

Comments:

NOTE: Return t¢ coordinator

'BIST COPY AVAIRABLE
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TO:

(Name of Student)
FROM:

(Name of Schoot Coordinator)
DATE:
SUBJECT: Youth Apprenticeship Assignment

Your youth apprenticeship experience is scheduled to begin on:

(Date)

from to

(AM) - (@M)

with N

(Name of Company)

Your mentor at the job site will be:

His/Her phone number is:

Company address:

NOTE: If you have amy questions about your assignment, please comtact your schoel
coordinator. Return this completed form to coordinator.

4 BEST COPY AVAILABLE
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This is to notify you that will be excused from school on

(Neme of Student)

to participate in an apprenticeship. This is to be treated as a work-based

(Date)

learning experience. The student agrees to arrange for make-up work prior to the apprenticeship.

Please sign below to indicate that you have been notified.

(Principal’s Signature) (Coordinstor’s Signature)

. Teacher Subfect

® N o v B wWN

NOTE: Return to coordinator

BESTCOPY AVAILABLE




Student Name:

Occupational Area:

Youth Apprenticeship Site:

Place a check in the space beside each rating -hich best describes your youth apprenticeship
experience.

1.

How would you rate the experience?

Excellent ______  Good Average Fair ______ Poor

2. Did the experience meet your expectations of the work-based learning experience?
Yes No

3. Do you feel the mentor exposed you to a variety of responsibilities related to the
occupation you were experiencing?
Yes No

4, Did the experience change your mind about your career plans?
Yes No

5. What is the best thing that has happened to you in this program?

6. How can the program be improved?

Comments:

NOTE: Return to cosrdinator

a6 BESTCOPY AVAILABLE
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Name: ' Kome Phone;

School: School Phone:

Coordinator:

Youth Apprenticeship Site:

Youth Apprenticeship Mentor:

Occupation:

SUGGESTED ACTIVITIES:

Introduce the student to the staff.

Explain the youth apprenticeship.

Tour the facility Gf possible/practical).

Create a youth apprenticeship plan for the student related to his/her career interest. This plan must be
completed in advance of the student’s arrival. '

Expose the student to the same routine a new employee would experience.

Answer questions that the student has regarding the job.

OFFERS ANSWERS TO THE FOLLOWING QUESTIONS:

A SN~

1. Describe the mentor’s occupation. (What are hig/her duties?) i )

2, Describe the working conditions associated with the youth apprenticeship experience (i.e., physical
working conditions, amount of overtime required, stress lev {, amount of responsibility, amount of
travel required, ete.). ,
What is the mentor’s educational background? What school subjects does he/she feel would be
most helpful to prepare for this position?
What does the mentor enjoy most about this position?
What does the mentor find most difficult, stressful, etc., about this position? .
What re;ommendatioms would the supervisor offer to someone who is interested in entering a similar
position
In the mentor’s opinion, what type of attitude, personality traits, or personal characteristics are
important in order to be successful in his/her career field?
What opportunities are there for advancement in this career field and related fields?
Describe the mentor’s role. .
What are the starting salaries and educational requirements at this company for persons who hold the
career positions in which the student has interest?
What does this company do to eacourage its employees to continue their education?

" What are some good ways for students to find out about this career and other related courses?

=0 =N bk W

e

Pmamd  pummd
DI =

NOTE: It is the policy of t scheol district ¢that ro person on the bnois of race, color, religion, naticnal origin or ancestry,
age, 96z, marital otatus, han. .cap, or disadventage sheuld be diceriminated againgt, eacluded from participation i, denied
the benefits of or otherwice be cubjested to dicerimination in any program oy ectivity.
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Student:

Youth Apprenticeship Mentor:

Youth Apprenticeship Site:

Evaluate the student’s performance using the following scale. Place a check in the space
beside each rating which.best deseribes the student’s performance during the internship

experience. :

Excellent

Good

Fofe

Poor

Attitude

Punctuality

Cooperation

Enthusiasm/Interest -

Courtesy

Proper attire

Willingness to accept guidance

Willingness to conform to rules and
regulations

How would you rate the Youth

Apprenticeship Program?

How could this progrem be improved?

Comments:

NOTE: Return to mwd]ﬁmaﬁw

£
&0
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School:

Student’s
Name

Youth
Apprenticeship
Site

Site
Address

Telephone
Numbesr

Site
Supervisor

b

©

ol oo = o

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

49

BEST COPY AVAILABLE




Coordinator’s Name:

For the Period: _ 19 to : 19
(Beginning) (Ending)
Date Time Youth Apprenticeship Student
- Site Visited
(Coordinator Signature)

r
Distributed by DynEDRS

NOTE: ¥t is the policy of the cohool district that zo pereon on the Dasio of race, color, religion, national
origin or amcestry, age, £ox, marital status, handicap, or disadvamtage should be discriminated agaimst,
excluded from participation im, demied the benefits of or ctherwise be subjected to diecrimimation in a
program or activity,
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WORK-BASED LEARNING

COOPERATIVE EDUCATION
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South Caroling, fike many southem states, is experiencing a rapid inc: e in population. New industries
are moving into the state, thereby changing the skill requirements £  vork force entry. Those that
require advanced academic occupational skills are among the fastest , owing careers, Technology is
changing the workplace dramatically in how jobs are performed while wncreasing productivity and the
speed with which quality products are produced.

The need for early and continuous emphasis on the relationship between the curriculum and the

workplace has been supported by a survey conducted by the South Carolina Chamber of Commerce. The

survey revealed that employers are expecting students to understand what work requires and how to

connect a rigorous academic curriculum with the high-tech work environment. When parents and the

general public have been surveyed during the past, the vast majority believe that students shoutd plan

gareer go:a,lﬁsJl ltlhat would enable them to: %nold a good job, be self-supporting, get along with others, and
e successful.

The majority of the parents believe that the only way to reach successful career goals is th-ough & four-
year college degree. According to the United States Bureau of Labor and Statistics, only about 25
percent of the jobs in the year 2005 will require a four-year college degree. The article, I Am at the
Bottom of the Funnel, published in the Occupational (gmﬂook Quarterly, states that a baccalaureate
degree no longer assures & graduate of a good job. Four-year college graduates are competing more
often with two-year associate degree graduates and non-college graduates for job openings. The majority
of the jobs for the 90s are requiring higher-level technical skills in-the mid-level technologies: According
to the United States Department of Labor, by the twenty-first century, approximately two-thirds of
today’s kindergarten students will fill jobs not in existence today.

The challenge facing employers and educators is to prepare graduates to enter the work force to meet the
skill demands. The curriculum must be rigorous and relevant and connect school-based learning with
work-based application. Coordinated cooperative educational experiences that connect to the world of
work and postsecondary education will provide students with opportunities to prepare for this new work
force. Cooperative education will continue to serve & vital educational role at the secondary level to
provide work opportunities that connect to school-based learning.

COOPERATIVE EDUCATION: Cooperative education is a method of instruction in occupational
education for individuals who, through written cooperative arrangements between the school and
employers, receive instruction, including required academic courses and related occupational instruction
by connecting study in school with a job in any occupstional field. The two experiences must be planned
and supervised by the school and employers so that each contributes to the student’s education and
employability. Wormﬂods and school attendance may be on alternate half-days, full days, and other
periods of time in fulfilling the cooperstive program. ’

COORDINATION: Coordination is the process of integrating the cooperative method of instruction
into the administrative, organizational, and instructional activities of the occupational program and
dirccting these activities toward & common purpose. Coordination involves a range of activities. In
addition to the prime activity of coordinating instruction between the school and the work site,
coordination may also include, but is not fimited to, student recruitment and orientation, survey of
employer’s organization and worls with advisory committees, parent consuliation, evaluation (follow-up),
report-writing, and sponsorship of occupational student organizations.

COORDINATOR: Cooperative education coordinator is responsible for all aspects and efforts involved
in the cooperative method of instruction. This may include the responsibility for delegated activities of
program components and the development and implementation of the program.

COPY AVATLABLE
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DEFINITION: Cooperative Education is a structured program that connects school-based and work-
based learning for students who are age 16 and in the eleventh grade. These educational experiences
provide a rigorous and relevant core curriculum with an occupational specialty and also include a formal
written gduc&tionaﬂ and work-based agreement defining specific academic and workplace skills to be
mastered.

PURPOSE: The purpose of cooperative education is to provide students the opportunity to connect
what they learn in school with work-site application to enable a smooth transition into the work force or
postsecondary education upon high school graduation. This educational experience may be coordinated
with an associate degree program. Students may benefit in & variety of ways which include:

developing a basic foundation of applied academics and mastery of workplace skills;

making & smooth transaction from one level of education to the next,

developing a career deveiopment plan with a career major;

earning both secondary an ayostszecozcndmy educational course credit;

gaining technical and general worlgplace skills;

completing specific job tasks for the employer for a reasonable wage; and ] )
preparing for the twenty-first century, technical work force, high-wage jobs and lifelong learning.

COOPERATIVE EDUCATION REQUIRENMENTS:

@ 0@ 6 @ @ @

o offering opportunities for students who &re'begivmimg the eleventh grade and who are 16 years of age
a course of study that links school-based leaming, work-site learning, and work experiences leading
to high school graduation with postsecondary options and preparation for the world of worlk;

o requiring a signed educational and training agreement by the school, employer, parents or legal
guardians, and student stipulating the competencies to be mastered that integrate school-based and
work-based leaming;

o requiring writien permission of parents or legal guardians for students to participate;

o providing a list of academic and occupational competencies to be mastered;

o connecting school-based and work-based competencies,

o developing articulation agreement(s) with related postsecondary programs; and

o requiring documentation that students are appropriately covered regarding workers’ compensation,
health and liability insurance, or other issucs related to school-to-work requirements.

COOPERATIVE EDUCATION STRATEGIES FOR IMPLEMENTATION: In the development
and implementation of cooperative education experiences, the following elements are essential:

o rigorous and relevant academic instruction that prepares students with competencies to enter the
work force or postsecondary education;

o career development and exploration;

o quality educational and work experiences that include leaming employébﬂjty skills and mastering
expected competencies;

° specéﬁcd occupational practices, skills, and abilities in broadly accepted business and industry
standards;,

03 BESTCOPY AVAILABLE



eneral workplace competencies, including the ability to manage resources, acquire and use
information, work productively with others, understand and master systems, and work with
technologies as demonstrated in the SCANS report;

assessments which appropriately measure aptitude, abilities, and interests essential for preparing
students for a specific career;

career guidance to inform and assist students in planning appropriate courses of study needed to
prepare for a career and further education;

awarding of appropriate school-based and work-based certificates;

assurance that state and federal laws relative to healthy, safety, workers’ compensation, and liability
apply to student learners; and '

assistance to students who plan to pursue postsecondary education: or further work preparation
through postsecondary cooperative educational opportunities.

STUDENT BENEFITS: Students involved in cooperative education will:

006 0 0 e 0 0

explore connections between school and work;
raise their levels of expectation;

improve their academic skills;

explore career interests in particular areas;
learn from work experience;

eamn two-year postsecondary credits; and
increase career and employment options.

STUDENT RESPONSIBILITIES: Students participating in cooperative education must:

©0 00000680
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be interviewed snd meet employment reguirements;

be selected by the employer to participate;

sign an educational and training plan along with parent(s) or guardian(s) and employer;

maintain an acceptable academic record;

maintain an acceptable work-site performance;

be evaluated regularly to determine progress;

fulfill academic requirements for high school graduation; ‘

ng;&er both the school-based and work-based competencies in the cooperative education program,
an

develop an educational plan that includes at least two years of postsecondary education.

EMPLOYER BENEFITS: Employers should play an active role in shaping the curriculum to ensure
the quality of their future work force. They can assist by providing opportunities to:

o 0 0 0@

increase the skill level of potential employees;

recruit, screen, and select future employees;

reduce turnover by hiring and training youth,;

assist in the development of skill standards; and

improve their competitive positioning in the global marketplace.

EMPLOYER RESPONSIBILITIES: Employers should be involved in shaping school-based and
work-based curriculum and establishing skill standards at the local and state level. Employers involved in

cooperative education will:

e recruit, select, hire, and train students;

o pay cooperative education students an table wage;,

o provide workers’ compensation coverage if the school district cannot;
[¢]

0 O
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sign an educational and training plan with the student, parent(s) or guardian(s), educatos(s), and
employer outlining expectations, objectives, and responsibilities;

provide trained mentors to supervise, train, and assess student learners; and

evaluate and provide a report to the student and school on the student’s performance.

Y
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TIMIE COMMITMIENT

o]

9 weeks to one year

AGREEMENTS:

(#]

educational and training agreement (including school-based competencies and work-based
competencies) signed by employer, instructor, parent, and student

CREDENTIALS:

(5]

high school diploma and occupational certificate

WAGES:

Q

wages determined and paid by employer

EVALUATION:

Q
@

work-site learning evaluated by assigned supervisor-
periodic on-site monitoring by school personnel

TRANSPORTATION:

5}

student provides own transportation or, in some cases, it is provided by the school district.

INSURANCE:

[2]

(&}

health/life insurance provided by student’s family; however, employers are responsible for offering
coverage for students in paid work-based learning eagﬁences if similarly classified employees are
cligible for these benefits (S.C. Department of Commerce, “School-to-Wosk Transition Act

Recommendations,” January 11, 1995, p. 1);

accident insurance (to and from work site) provided by district;

students participating in paid worl-site experiences covered for workers’ compensation under the
Code of Laws of S.C., section 42-7-60, 1976, as amended; and students may be covered by the
school district’s-policy or the employer.

parents’ signing a waiver for each student’s participation in 8 worlc-site leamning experience.

FULL-TIME EMPLOYMENT COMMITMENT UPON COMPLETION:

(o]

no commitment on the part of employer or student

REGULATIONS:

(¢}

locally-developed and agreed upon (except for the high school requirements segarding specific
records in accordance with State Department of Education regulations.)

FOR ADDITIONAL INFORMATION: See Work-Based Menioring in the Mentoring section of this
document.

SOURCES: Partnership for Academic and Career Education

South Carolina Cooperative Occupational Education, Revised 1993, South Carolina
Department of Education
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My child, has my permission to participate in a

(Name of Student) ’ (Birth Date)

school-to-work activity at beginning and ending
(Work Site Location) (Date) (Date)

I will be responsible for arranging tramsportation for my child to and from the worls site. My permission
is given for my child to receive emergency medical treatment in case of injury or fllness. 1 understand
that school personmel will mot be presemt when the student is a¢ the site and will not be responsible for my
child.

TO BE COMPLETED BY THE SCHOOL REPRESENTATIVE:
Name of Employer: |

Address of Employer:
Nature of Work:

Are employees/workers at this worl site eagaged in hezardous occupations? Yes No

Will the school-to-work opportunity for this student invelve o hazardous occupation as defined under the
Federa] guidelines? Yes No

Nature of work in the school-to-work opportunity:

Employer/Contact: : Phone:

BE COMPLETED BY THIE PARENT(S)

Transportation Arrangements:

Home Address: Home Phone:

The district shall not be linble for any injuries sustained by the student’s participation in this program. i
have read the above information and fully understand and agree with the content.

(Parent/Guardian Signature) (Date) (Work Phone)

(Parent/Guardian Signature) Date) (Work Phone)

Note: Return to coordinator.

a7 BESTCOPY AVAILABLE




Student’s Name: ) - Bixth Date:

Student’s Home Address:
Student’s Social Security Number: Home Phope:
School Name: Counselor:
Address: Phone:

INSURANCE COVERAGE

gy &

v i

Ingurance Coverag " YelNo Ermily Sshog) Employer

Ligbility and/or Bonding
Workers” Compensation
Health/Accident _ -
Name of Health/Ac cident

Insurance Company: . Insured: Policy :

(Rote: Pleace identify who lo pﬁovﬁdlilmg covernge by placing an (X) in the gppropriate space.)

- STUDENT MEDICAL INFORMATION  *

List medicel informiation about the student that would be helpful in cace of an cmergency.
Allergic to medications? ( ) Yes ( YN¢ '

If yes, what medications?
List any allergies or other medical problems of the student:

: * FAMILY INFORMATION .
Parent/Guardian Name: Worls Phone:
Worlkplace Name/Address:
Parent/Guardian Name: Worl Phone:
Workplace Name/Address:
Parent/Guardian Home Address: Home Phone:
Emergency Contact: . Phome:

I consent for my child to receive emergency medical trentment in case of Infury or iiisess. The information provided io
accurate to the best of my knowledge.

Parent/Guardian’s Signature Date
Parent/Guardian’s Signature Date
Student’s Signature Date

Note: This form should be kept oa flle ot school. 17 the student §o porticipating la o scheol-to-work activity, o copy siould clso bz oa file
at tize work alte.

o 9%  BESTCOPYAVAILABLE
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SAMPLLE

All parties jointly agree to the following:

L. If a monetary wage is paid, it should be fair compensation and include a provision for
equal pay for equal work.

2. The training shall be on the job and in the related occupational subject area to facilitate
the process by which the student leamner will become proficient in the occupation.

3. The coordinator of the cooperative learning experience will coordinate the work-based
and school-based experiences, will provide on-site supervision, and will work
cooperatively with the employer to provide the necessary guicance.

4, The parent or guardian shall be responsible to the school for the conduct of the student
participating in the cooperative method of instruction and provide appropriate
INSUrANCE COVErage.

5. S&f@;ﬁy instruction will be provided by the employer.

6. Adequate insurance coverage for the student is provided by:

(List who has coverage: business, school, parents)

7. This agreement may be terminated afier consultation with the coordinator, for due cause,
or for unforeseen business conditions.

8. The training agency shall conform with all federel, state, and local laws, provide the
student with a variety of learning expetiences, and shall provide a progress report for the
student for each grading period.

9. Students will be accepted and assigned to jobs and otherwise treated without regard'to
race, color, national origin, sex, handicap, or disadvantage.

School Administrator Employer
Cooperative Coordinator Student
Vocational Instructor Parent or Guardian

NOTE: One copy for employer, file, and instructor.

BESTCOPY AVAILABLE
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Student’s Name: _. Socigd Security Number:

Home Phone: ' Birthday:

Student’s Career Objective:
School/Ad;iress:

Instructor: Phone:

School-to-Work Coordinator: Phone:

Employer Site/Address:

Supervisor/Mentor: Phone:

[ o=Skilled 3=Moderately Stsilled _ 2=Linitedly Skilled__1=Unguccessful _0=No Exposure |
GRADING PERIODS
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12.

If additional space is needed, attach an extra sheet of paper.

(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)

(School Representative’s Signature and Date) (Employer’s Signature and Date)

NOTE: It is the poliey of the cchool distriet that mo percon on ghe basis of race; color, n;eﬂigiom, naticanl origia or
ancestry, age, cex, marital siatus, handiesp, or disadvomtoge chould be dicerimimated agaimst, excluded from
participation in, dented the benefits of or otherwice ke mibjected to dicerimination in any program or activity.
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Student’s Name: Social Security Number:

Home Phone: Birthday:

Student’s Career Objective:
School/Address:

Instructor: Phone:

School-to-Work Coordinator: Phone:
Employer Site/Address:

Supervisor/iMentor: ' ' Phone:

| ¢=Skilled _$=M@dlamzfdy Skilled  2=Limitedly Skilled  1=Unsuceessful  0=No Exposure |

OMPETENCIES _ __GRADING PERIODS
TR FInlgEni
o T A A R R A

of e S o W] B W B =

[y
e

1.

12

ity adldﬁ&ﬂ&maﬂ space is needed, attach am extra shest of paper.

(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)

(School Representative’s Signature and Date) (Employer’s Signature and Dage)
NOTE: It is the policy of the ceheoe! district that mo percon on the badls ¢f roee, color, religion, mntional origia or

amcestry, nge, cox, marital statws, hamdieap, or disadvantage oheuld Be diceriminnted againg, cxcluded from
participation in, denied the berelits of or otherwice be cubjested to dicerimination in ooy progrom or astivity.
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C@@PEIR{ATEVE EDUCATION ASSESSMENT OF
MERPERS@NALIHUMAN RELATIONS SKILLS

e

i —

2=Average

1=Below Average

" 0=Unacceptable

| d=Excellent 3=Abaove Average

GRADING PERIODS

Date off
Rvaluation

1 2 3 4

Adaptability (adjusting to change)

Attendance (punctual)

Attitude (positive)

Communication (nonverbal~body language, facial expressions, gestures)

Communication (verbal—-instructions, telephone messages)

Rl el el bt L o

Communication (written—-listening and writing instructions)

—_

Confidence (Bellevirg in oneself)

8 Cooperation (working as a team member, assisting others)

9. Enthusiasm (the desire to learn and please)

10. Grooming (dressing, proper hygiene)

11. Initiative (finding work to do without being told)

12. Leadership (accomplishing goals through others)

13. Lovalty (supporting supervisors)

14. Maintenance (safety and general housekecping)

15. }Persevemnce (completing difficult tasks)

16. Reliability (working without constant supervision)

17. Tact (avoiding offending others)

18. Time Management (using time efficiently)

Progress Repert 1 Evaluation

Completed by:

Comments;

Employer Signature:
Progress Report 2 Evaluation
Completed by:

Student Signature:

Comments:

Employer Signature;

Student Signature:

Progress Report 3 Evaluation

Completed by:

Comments;

Student Signature:

Employer Signature:

Progress Report ¢ Evaluation

Completed by:

- Comments:

Student Signature:

Employer Signature:

Dxatszuted by DynEDRS

BESTCOPY AVAILABLE

B



EMPLOYER INFORMATION
Employer!

Type of Business:

Addregs:

Exemption From Hazardous Occupation Orders:  Yes No
(Refer to Child Labor Law Requirements)

Student’s Supervisor:

Date of Employment: to

Begin End
Workers’ Compensation: Yes .  No - Underwriter

Liability Insurance: Yes No "~ Underwriter
Training Assignment: Job Title: .

Rate of Pay (if applicable): Hours per week:

STUDENT INFORMATION

Student Name;

Address:;

Social Security Number: Driver’s License Number:

Grade: Date of Birth: Age:

Occupational Program:

Instructor:

Career Objective:

Cooperative Coordinator:

In a Medical Emergency, Contact: Phone:

Family Doctor: . Phone:.

Other Medical Information (allergies, medications, conditions, etc.): BEST bOPV AVAI LABLE
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Period:

COOPERATIVIE E[D)UCATH@N
STUID)EN’H" WAGE ANHD IBI@UR RECORD

Student/Leamner:
Job Area:

Employer:

DAY

"HOURS WORKED :

{: RATE (IF APPLICABLE).

Mamday

[ Tuesday

Wednesday

[ Tharsday

| Fridgy

Smmay

" Sunday

| Morday

Tuesday

Wednesday

Thursday

Friday

| Seturday

Sunday

Mamday

Twwday

Wedmesday

[ Thursday

Frdoy

Saturday

Sunday

| Monday

| Tuesday

Wednesday

Thursday

Friday

Seturday

Sunday

Student/Learmer’s Signature:

Employer’s Signature:

Date:

NOTE: It is ¢the policy of the ccheol district that o percon on the bagls of race, color, religion, mationnl origin or
ameestry, Oge, CSR, B marital otatus, boadieap, or dicndvamtage sheuld be diccriminmated oapaims, ecxcluded from

Fur e by ERIC
Dis :ubu ted by DynEDRS
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=

Coordinator’s Name:

For the period: _ 19 to

AP ASS TR R R T R AR T S T2 TS

4

§ F— p STTE % 2
% iz ; e

. e o :

g 7 foozone st 2 b KA
S Y S RIS S g et A o oon <oy IS £

Signature:

NOTE: It is the policy of the school district that me person om the basis of race, eolor, religion, mational
origin or ancestry, age, sex, marital status, hondicap, or disodvantage should be discriminated sgainst,
excluded from participation in, denied the bemefits of or otherwise be subjected to discrimination in any

program or activity.
67 BESTCOPY AVAILABLE




SOUTH CAROLINA SCHOOL-TO-WORK
IMPLEMENTATION GUIDE FOR
WORK-BASED LEARNIN

INTERNSHIP

SOUTH CAROLINA DEPARTMENT OF EDUCATION
OFFICE OF OCCUPATIONAL EDUCATION
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" DEFINITION: A student internship provides a student the opportunity to study an occupational
program directly related to his or her career interest, such as health care or computer technology,
and to. participate in a workplace setting by performing duties related to the occupational studies.
The student may or may not receive wages, and a unit of credit may be eamed upon satisfactory
completion of the internship.

PURIPPOSIE: The major purpose of the internship leaming experience is for the intern to receive
broad instruction in Won'kp?éc@ expectations and master identified competencies related to a
specific career field. General objectives are listed below in which each student learner will:

increase competency levels in career interest areas;

confirm or narrow choices of career interest;

develop and improve workplace skills;

improve interpersonal and communication skills;

improve problem solving and team-building skills;

develop an understanding of the connection between school-based theory and conmtent and
work-based application; and - ]

© increase awareness of the workplace, career opportunities, and community resources.

ADVANTAGES: Students will receive valugble expesience fpr the following:

o0 e 6 0 OO0

organizing resumes;

setting career goals,

improving selflimi%e;

increasing employability opportunities;

developing mentor relationships that have future value;
gaining lcnowledge of workplace expectations; and
observing career role models.

o 006 00 O0O0

GUIDELINES: Ke gui&elines should be used in organizing and implementing internship
experiences. The guidelines are as follows:

o The leaming experience is similer {0 employee training and connected to a school-based
program, and students may rotate through areas within & department.

o The internship is structured for the benefit of the student with expected performance defined.

o Studlents du not displace regular employees, but they intern under close supervision of an
employee. :

o Employers derive no immediate advantage from the students’ activities, and on occasion,
employer operations may actually be impeded.

o Employers do not necessarily provide a job for students upon conclusion of the internship.

o  Wages may or may not be paid to interns.

o The internship may last from one week to six months and often occurs during the summer
months.

o The interns may be awarded a certificate of completion by the employer.

o A system of evaluation should be established to assess the intern’s performance and the
quality of the internship site.

¢ written permission: of parents or legal guardians is required for students to participate.
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POLICIES AND PROCEDURES: It is important that all partners are aware of responsibilities
to provide a successful experience.

o}
[}
o)

(o]
(o}

Each student will be assigned to an internship site based on a related career interest.
An internship agreement must be on file for each student participating in the program.
The student participating in the internship experience must remain at the business or agency
for a determined minimum period of time. .
An educatioral representative will visit the work site prior to the placement.
The emr! .+~ & assigned to the inteming student shall participate in the evaluation of the
student’s ...rest, adaptability, and attitude during the experience.
The student shall be given the opportunity to experience various aspects of the occupation
during the internship. '
The student shall receive safety instructions from, and be under the supervision of, a qualified
representative at the internship site.

;Ql internship program shall comply with all federal, state, and local labor laws and
regulations.
The student must comply with the dress code at the internship site (if applicable).
The student will be counted present for eny portion of the school day missed and will be
excused from class.
The student may go to the work site directly from home.
School district personnel may visit the work site.
It is the policy of the school district that no person on the basis of race, color, religion,
national origin, ancestry, age, sex, maritel status, handicap, or disadvantage should be
discriminated against, excluded from participation in, denied the benefits of, or otherwise be
subjected to discrimination in any program or activity.

EMPLOYER’S RESPONSIBILITIES: The EMPLOYER, recognizing that a plan is being
followed and that close supervision of the interning student will be needed, agrees to:

[¢)
o]

©

O O O O

work with the instructor in developing a fist of work-based and school-based competencies;
provide a variety of interning experiences for the student which will contribute to the
exploration of histher career goals;

adhere to all federal and state regulations regerding child labor, safety, and other applicable
laws and regulations; _

provide the coordinator with an evaluation of the student’s experience;

consult the coordinator before dismissing the student;

provide, when possible, monetary compensation to the student for the experience; and

review the suggested activities for the interning student.

STUDENT®S RESPONSIBILITIES: The INTERNING STUDENT considers the experience
an opportunity to explore a career and agrees to:

s}

o 0 0 0O

o
©
(¢}
o}

demonstrate honesty, punctuality, courtesy, & cooperative ettitude, good grooming habits,
appropriate dress, and a willingness to leamn;

conform to the rules and regulations of the internship site and the school;

complete questions for internship activities;

notify the school coordinator if it is necessary to be ebsent from the internship site;

furnish the coordinator with the necessary information and complete promptly all necessary
reports;

be responsible for histher transportation to and from the internship site;

accept monetary compensation for the internship experience, if applicable;

be responsible for his’her lunch money during the internship expernence; and

furnish the required clothing, safety items, and tools.

00



PARENTS® RESPONSIBILITY: The PARENTS of the interning student, realizing the
importance of the experience in the student attaining his/her career and educational goals, agree
to:

o share the responsibility for the conduct of the interning student while on the experience;

o accept the responsibility for the safety and conduct of the interning student while he/she is
traveling to and from the internship site and home;

o make any inquiries concerning the interning student’s experiences through the coordinator
rather than directly to the employer at the intemship site; .

o be responsible for the student’s lunch or lunch money during the internship experience; and

o be responsible for the required clothing, safety items, tools, and equipment the student may
need during the internship experience. '

TEACBER’S RESPONSIBILITY: The TEACHER assumes the role of assisting in the design .
and implementation of the intemnship experience and agrees to:

o work with the employer/supervisor in developing a list of work-based and school-based
competencies;

assist in specifying skill and competency levels;

help develop interdisciplinary, applied and project-based curriculg,

integrate acadomic and vocational teaching,

understand the nature of sequencing of student’s planned worlgplace activity;

develop workplace readiness curriculum with employers;

explore worlplaces and assess them for leaming opportunities; and

join with employers to discover both the common and the different ways in which teachers
and employers understand the challenges they face and the solutions they propose in preparing
students for the future work force.

COORDINATOR’S RESPONSIBILITIES: The COORDINATOR, representing the school,
will coordinate the internship program towards a satisfactory placement of the student in his/her
occupational field of interest and agrees to:

0O 000 6 © 0

o make arrangements for the potential placement of participating students;
o visit the internship site prior to the student placement to consult with the employer and to
. assist in developing an observation plan,
o assist in the evaluation of the interning student;
0 %ggorm the business or agency of the necessary federal and siate regulations regarding child
or, and
o notify schools within the district (coordinators of internship programs) of participating
internship work sites.

OBJECTIVE: Internship experiences should provide students opportunities to explore various
career options in the worlplace and to learn ebout specific job skills and educational requirements
in their career interests. The following objectives are important to consider in planning and
implementing internship experiences.

o recognize the unique interests of each student and provide individualized career exploration to
assist students in becoming more focused on career goals;

o provide other career exploration experiences that may be valuable to students;

o encourage the development of persomal traits of cooperation, couriesy, promptness,
dependability, and respect in the worlkplace;

o promote better understanding of the refationship between rigorous and relevant education and
employment success;

o facilitate transition from school to work; and

o determine the requirements for students to participate in internship activities.

’?ﬂ_



EMERGENCY INFORMATION FORM: The emergency information form must include, at a
minimum, the following:

student’s name;

student’s Social Security number;

appropriate medical information about the student;
insurance coverage for the student;

parents’ or legal guardians’ names;

parents’ phone numbers (work and home);

parents’ home address;

parents’ work addresses;

emergency contacts (names and phone numbers); and
signature of parent(s)/guardian(s).

TIME COMMITMENT: Usually 1 week to 6 months and includes Grades 10-12. Students
may participate in some internships as carly as age 15 tut most interns will be at least age 16.

AGREEMENTS: Formal agreements need to be developed outlining responsibilities for the
employer, school, student, and parent. School personnel need to have parents complete forms
that ensure a safe, successful student experience.

0 O 0 00O OO0 OO @

CREDENTIALS: No credentials are awarded, but award recognition for intems and employers
may provide increased motivation.

EVALUATION: Work-site evaluation of the intern’s performance will be conducted by the
employer. School personne! will monitor the progress of the student learner. .

TRANSPORTATION: Students and parents should provide transportation, and in some cases,
the schooi or school district may make transportation arrangements for younger students to and
from the worl site.

INSURANCE COVERAGE: Employers, school distsicts, students, and parents must complete
forms documenting appropriate insurance coverage. All state and federal child labor laws must be
followed for student learners under the age of 18.

EMPLOYMENT COMMITMERT: Usually no commitment of full-time employment is
expected on the part of employer or the older student.

WAGES: Employers may pay interns.

FOR ADDITIONAL INFORMATION: See Work-Based Mentoring in the Mentoring section
of this document.




SAMPLE FORMS

FOR

INTERNSHIP
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My child, , has my permission to participate in a

(Name of Student) (Birth Date)

school-to-work activity at beginning and ending .
(Work Site Location) . (Date) (Date)

I will be responsible for arranging transportation for my child to and from the worlk site. My permission
is given flor my child to receive cmergency medical treatment in ease of injury or Mimess. I understand
that school personns! will not be present when the student is ot the site and will not be responsible for my
child.

IO BE COMPLETED BY THE SCHOOL REPRESENTATIVE:
Name of Employer: |
Address of Employer:
Nature of Work:

Are ecmployees/workers at this work site engaged in hazardous occupations? ____ Yes No

Will the school-te-tvork opportunity for this student invelve o hezardous occupation as defined under the
Federal guidelimes? Yes . No

Nature of work in the school-to-work opportunity:

Employer/Contact: : Phone:

Transportation Arrangements:

Home Address; Home Phone:

The district shall not be liable for any injuries sustained by the student’s participation im this program. I
have read the nbove information and fully understand and agree with the comtent.

(Parent/Guardian Signature) (Date) (Work Phone)

(Parent/Guardian Signature) (Date) (Work Phone)

Neote: Return to coordinator. BESTCOPY AVAILABLE
4




Student’s Name: __ Birth Date:

Student’s Home Address:

Student’s Secial Sscurity Number: Home Phone:

Scheol Name: Counselor:

Address: I Phone: :
2

Insurance Coverage
Liability and/or Bonding
Workers® Compensation
Health/Accident
Name of Health/Accident .
Insurance Company: Insused; Policy #:
ofes Pleass identify who is providing coversge by placing an (X) in the appropriate space.)

List medical information about the swdent that would be helpful in cace of an emergency.
Allergic to medications? ( ) Yes ( )No

If yes, what medications? _
List any allergies or other medical problems of the student:

Parent/Guardian Name: Worls Phors:
Workplace Name/Address:

Parent/Guardian Name: Worlk Phone:
Worlgplace Name/Address: .

Parent/Guardian H;)me Address: Home Phone:
Emergency Contact: : ' Phone: .

I consent for my child to receive emergeney medical treataent in eace of imjury or illness. The information provided io
accurate to the begt of my knowledge.

Parent/Guardian’s Signature Daie
Parent/Guardian’s Signature Date
Student’s Signature Date

Note: This form sheuld be kept om file a¢ acheol. If the studens fo porticlpating i o seheshto-work activity, o copy sho.uld olse be on file

at the work site. ’
Q o BESTCOPY AVAILABLE

IToxt Provided by ERI



SAMPLE

Smdeﬁt Intern’s Name:
Address:

Telephone Number: SS #
Age: Date of Birth: Grade:

Intemnship Site:
Address:

Telephone Number:

School:

Coordinator: Telephone Number:

Parent/Guardian: Telephone Number:

Al partics jointly agree to the following:
1. There may be monetary compensation for pasticipation in the internship program.

2. The internship experience shall be at a business/industry site directly related to the
occupational interest expressed by the student. -

3. The parent or guardian shall be responsible to the school for the conduct of the student who is
participating in the internship program.

4. Safety instructions will be provided by the employer.

5. Adequate insurance coverage for the student will be provided by:

(List who has coverage: school, parents, business, etc.)

6. This agreement may be terminated after consultation with the coordinator, for due cause, or
for unforeseen business conditions.

7. The internship site éha;ll conform with all federal, state, and local labor laws while providing
the student with a variety of work-site expenences.

BESTCOPY AVAILABLE



8. The internship site shall provide an evaluation of the student after the experience.
9. The student will remain at the internship site for an agreed upon time period.
10. The student will report to the internship site on:

, a.m. until p.m.
(Date) .
11. The parent or guardian will provide transportation for the student to and from the internship '
site.

12. Students will be accepted and assigned to internship sites without regard to race, color,
national origin, sex, handicap, or disadvantage.

(School Administrator) (Employer)

(Coordinator) (Student)

PC. Employer
Parent
Coordinator
Student’s file

BESTCOPY AVAILABLE -

O
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Name:

School: School Phone:

Home Phone:

Coordinator:

Internship Site:
Internship Supervisor:

Internship Occupation:

SUGGESTED ACTIVITIES:

o bW

Introduce the student to the staff.

Explain the intemship.

Tour the facility (if possible/practical).

Create an internship plan for the student related to his/her career interest. This plan must be
completed in advance of the student’s arrivel. :

Expose the student to the same routine a new employee would experience.

Answer. questions thet the student has regarding the job.

OFFERS ANSWERS TO THE FOLLOWING QUESTIONS:

=0 N oE W e

e
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Describe the supervisor’s occupation. (What are his/her duties? .
Describe the working conditions associated with the intemnship (i.e., physical working conditions,
amount of overtime required, stress level, amount of responsibility, amount of travel required, etc.).
What is the supervisor’s educational background? What school subjects does he/she feel would be
most helpful to prepare for this position?

What does the supervisor enjoy most about this position?

What does the w@&ewisor find most difficult, stressful, etc., about this position? . o
What rre;(?:ommen tions would the supervisor offer to someone who is interested in entering a similar
position

In the supervisor’s opinion, what type of attitude, personality traits, or personal characteristics are
important in order to be successful in hiz/her career field?

What opportunities are there for advancement in this career field and related fields?

Describe the supervisor’s role.

What are the starting salaries and educational requirements at this company for persons who hold the
career positions in which the student has interest? .

What does this company do to encourage its employees to continue their education?

What are some good ways for students to find out albout this career?

NOTE: It i the pelicy of the ceheol district that mo percon on the basly of race, color, religion, nntional origin or ancestry,
nge, cex, marital status, handicap, or disndvantage shenid be diceriminated againg, excluded frem participation im, deried
the benefito of or otherwice ke mubjected to diccrimination in any pregeam or octivity.



FROM:
STUDENT:
SUBJECT:

A number of corporations and businesses have expressed their commitment to the School-to-Work
Transition Act of 1994 by agreeing to participate in the school district’s internship program. Their .
responses represent the opportunity for a mutually beneficial relationship among the schools and
corporations and businesses in this county. '

The school district’s internship program introduces the student to a particular occupation by pairing the

student intern with a supervisor. The student intern will participate &t the internship site for a specified

period of time to develop a better understanding of the requirements of @ particular career. One of the

objectives of the internship program is to recognize the unique interest of each student and provide career
. and job experience to help students become more focused on a career goal.

Student intemns must be recommended to participate in the intemship program. This form must be
completed by the teacher prior to placing the student in the internship. Please give your candid
assessment of the above student’s academic performance, intellectual promise, and personal qualities by
completing the following check list. )

Checls the appropriate respomsess

Excellem¢ Goed Fajr Poor

Motivation and attitude toward
leaming

Ability to follow directions

Attitude toward authority

Ability to work in groups

Willingness to conform to rules and
regulations

Enthusiasm and interest toward school
work

Display of courtesy and respect

Comments:

NOTE: Return to coordinato: B’EST COPRY AVANLABLE
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This is to notify you that will be excused from school on
(Name of Student)

to participate in an internship. This activity is to be treated as &

(Date)
work-based learning experience. The student agrees to arrange for make-up worlk prior to the

internship.

Please sign below to indicate that you have been motified.

(Principal’s Signature) (Coordinator’s Signature)
Teacher Subjeet
L.
2.
3.
4,
5.
6.
7.
8.

NOTE: Return to coordimator BEST COPY AVAILABLE




SAMPLE

TO:
(Name of Student)
FROM:
(Name of School Coordinator)
DATE:
SUBJECT: Intetnship Assignment

Your internship experience is scheduled on:

(Date)

from ___ 1o
(AM.) P.M.)

with

(Name of Company)

Your contact person at the job site will be:

His/Her phone number is:

Company address:

NOTE: If you have any questions about your internship assignment, please comtact your
school coordinator. Return this completed form to coordinator.

BESTCOPY AVAILABLE
81




Student’s Name: Social Security Number:

Home Phone: Birthday:

Student’s Career Objective:
Scheol/Address:

Instructor: Phone:

School-to-Work Coordinator: Phone:
Employer Site/Address:

Supervisor/Mentor: Phone:

l

I=Skilled 3=RMaderately Skilled  2=ILirnisedly Skilled I=Unsnecessfi]  0=No Exposure |

COMPETENCIES - GRADING Efﬁﬁ@@%
2,
3.
4,
5.
6.
7.
8.
9.
10.
11
12,

If additional space is needed, attach am extra sheet of paper. BESTCOPY AVAILABLE

(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)

(School Representative’s Signature and Date) (Employer’s Signature and Date)

NOTE: It is the policy of the cchoot dintrict that mo percon on the bagio of race, color, religion, notlonal viigin or

" omeegtry, age, s2m, wmarital ototws, homdicap, or dloodvamtnge chculd be discriminnted ngnimst, excluded (rom

participation in, denied tie benelits of or etherwice be cubjecied to dicerimination i any progrom or acthvity.
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Student’s Name: . Secial Security Number:

Home Phone: . Birthday:

Student’s Career Objective:
School/Aédress:
Instructor: Phone:
School-to-Work Coordinator: __ : Phone:
Employer Site/Address: .

Supervisor/Mentor: Phone:

b I=Skilled  3=Moderasely Skilled 2=Limitedly Skilled I+ Unsuceessfisl ~ 0=No Exposusre |

— ks
i s

2.

3.

4,

5.

6.

7.

8.

9,

10.

11.

12,

if additional space is needed, attach an exirs sheel of paper. BEST COPV AVAILABLE
(Pareni/Guardian’s Signature and Date) (Student’s Signature and Date)
(School Representative’s Signature and Date) (Employer’s Signature and Date)

NOTE: 1t is the policy of the school district that no percon ea the basio of roee, eolor, religion, nationcl origin or
ancedtry, nge, cex, marital otatus, bordicap, or disadvomtage cheuld be diccrimimated agningt, excluded (rom
participation in, demled the benefits of or otherwics be cubjected to diccriminntion in any program wr activity,
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Student:

Internship Supervisor:

Internship Site:

Evaluate the student’s performance using the following seale. Place a cheels in the space -
beside each rating which best describes the students performonee during the intermship
expericnee.

Execcllemt Good Fair Peor

Attitude

Punctuality

Cooperation

Enthusiasm/Interest -

Courtes_y

Proper attire

Willingness to accept guidance

Willingness to conform to rules and
regulations

How would you rate the Internship

Program?

How could this program be improved?

Comments:;

NOTE: Return to coordimntor

84 BESTCOPY AVAll ABLE




Student Name:
Internship Site:
School: Telephone:
Address:
Required safety items (if applicable):
Required tools/equipment (if applicable):

Date: Time arrived: Time left:

SAMPLE

Please amswer the following questions.

L
2

10.

11
12.

Describe the supervisor’s occupation and duties.

Describe the working conditions associated with the internshi (i.c., physical working conditions,
amount of overtime required, stress level, amount of responsibility, amount of travel required, etc.).

What is the supervisor’s educational background? What school subjects does he/she feel would be
most helpful to prepare for the position?

What does the supervisor find most difficult, stressful, etc., about the position?

What recommendations did the supervisor offer to someone who is interested in entering a similar
position?

What does the supervisor enjoy most about this position?

In the supervisor’s opinion, what type of attitude and personality traits are important in order to be
successful in his/her career field?

What opportunities are there for advancement in this career field?

Describe this supervisor’s role. (Does he/she supervise other people? What is involved in
supervision? Who supervises his/her position?)

What are the starting salaries and educational requirements for people who hold the various
positions you experienced during your internship?

What does this company do to encourage its employees to continue their education?

What are some good ways for students to find out more about this career?

NOTE: Return to coordinntor
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Student Name:

Occupation Intemship:
Internship Site: '

Place a check in the space beside each rating which best describes your internship experience.
1. How would you rate the internship experience?

Excellent _____  Good Average Fair Poor

———

2. Did the experience meet your expectations of the occupation?
Yes No

3. Do you feel the supervisor exposed you to a variety of responsibilities related to the
occupation you were experiencing? :

Yes No

4. Did the experience change your mind ebout your career plans?

Yes No

5. What is the best thing that has happened to you in this program?

6. How can the program be improved?

Comments:

NOTE: Return to coordinater

BEST COPY AVAILABLE
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Intermship

Site
Address

Telephone

Site

Supervisor
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Coordinator’s Name:

19 to 19

For the Period: - _
(Beginning) . (Ending)
Date Time Imtermship Site Visited Studient
(Coordinator Signature)

NOTE: It .; the policy of the scheol district that co percon on the basic of raee, color, religion, nattonal
origin or amcestry, ome, son, maritel cintus, hoadicep, or dlondvantape dhould bs dlccrimlngted opainet,
excluded from perticipation in, dealed the bemefits of or otherwice e cubjected to diccrimination in o
program oF aclivity,
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Service learning links schools with their communities. Students are given an opportunity to perform
community service work that complements their classroom work, Service learning promotes both
personal and intellectual growth in students. It also helps them develop civic responsibility and gives
students an opportunity for career exploration. Students leam by doing through a clear application of
skills and kmowledge while helping to meet the needs in the school or greater community. Service

learning connects what they leam in school with the real world.

Service learning has become an integral part of the State Depariment of Education’s push for Total
Quality Education. Total Quality Education is producing fundamental educationsl reform throughout the
state of South Carolina. Service learning is not simply an add-on to this reform, but & primary and
integrated component. There are three types of service activities: direct, indirect, and advocacy. Who is
served--and how~distinguishes the different types.

Direct Service activities are those that require personal contact with people in need. This type of service
is generally the most rewarding for students because they receive immediate positive feedback during the
process of helping others. Examples of direct service activities include students working with senior
citizens in intergenerational projects or reading to small children. Direct service teaches students to take
responsibility for their actions. Students also learn that they can make a diffference.

The second type of service that students can be involved in is Indirect Service. Indirect experiences are
commonly implemented in schools because they are casy to organize and involve students working behind
the scene. These activities involve channeling vesources to the problem rather than working directly with
an individual who may need service. Often students do not come in contact with the people they serve.
Examples of indirect service include collecting food or toys for disadvantaged families, landscaping &
community park or other environmental projects. Indirect service projects are generzily done by & group.
They teach teamwork and organizational skills. :

The last type of service experience is Advoeacy. Advocacy requires students to lend their voices and
talents to help eliminate the causes of a specific problem. Students work to correct .the problem and
make the public aware of the problem. Some activities may include making presentations to the
community about particular issues or distribution of Hiterature to make the community aware of a
problem. - Students leam to present their concerns clearly, be concise in presenting their idess, and
suggest feasible solutions. '

The four stages in a well-organized service learning lesson plan are preparation, service, reflection, and
celebration. Preparation lays the groundwork for a successful program. Since service is intended to
meet a community need, preparation is the time to identify those needs. AfRer preparation comes the
actual service activity. The service activity must be engaging, challenging, and meaningful. There must
be a real need in the community for the service, and students must play a significant role in designing the
service experience. Reflection is the component that enables students to think critically about their
service experience. Reflection should involve a vasiety of activii’'=s, The last compenent is celebration.
People get involved in service for 2 variety of reasons, and celebration and recognition help to keep the
students coming back.

Service learning, integrated into the curriculum, helps students learn to use the kiowledge they gain in
the classroom in real—%e situations. It gives the student who cannot see the need to learn & new focus for
learning, For students who are eager to learn, service leaming gives them a way to expand their
knowledge and develop more fully the talents and skills they already have.

Source: Serving to Learn, South Carolina Depoartment of Educntion, 1994,
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DEFINITION: Service learning is a leamning experience i which students are provided the
opportunity to combine school-based learning with worlk-based activities in 8 community agen
or project such as Habitat for Humanity. The student may participate as a member of 8 wo
team with specific goals and activities to be accomplished. The experience may last for 180 hours
or more and may provide work-based course credit. , .

PURPOSE: The purpose of service learning is to provide participanis opportunities to leam and
to develop through active participation in organized service that is:

o conducted within 2 community to meet specific needs; Lo

o coordinated with an clementary school, secondary school, postsecondary institution, or
community service program within the community,

o designed to foster civic responsibility; .

o inte datteddim&o the acadesmic curriculum to connect what is learned in school with the real
world; an :

o structured to provide time for students or participants to reflect on their service experience.

BENEFITS TO STUDENTS: Service leaming ensiches the lives of all students. This teaching
methodology provides developmental opportunities that promote personal, social, and intelleciual
growth, as well as civic responsibility and career exploration. Most young people have critical
needs in each of these areas thet must be met if they are to make a successful transition from
childhood to adulthood. Many favorsble outcomes occur in each developmental area through
participation in service learning activities. These are lisied below:

1. Personal Growth applies to the development of characteristics related to self-improvement
and self-actualization: :

self-confidence and self-esteem;

self-understanding;

w sense of identity;

independence and autonomy,

openness to new experiences and roles;
ility to take risks and accept challenges;

a sense of usefuiness and purpose;

personal values and beliefs,

responsibility for one’s self and actions; and

self-respect.

O 0O O0OOO0D0DOO0O0O0

2. Social Growth includes the social skills which are necessary for relating to others in society:

communication skills;

leadership skills;

ability to work cooperatively with others;

a sense of caring for others;

a sense of belonging;

acceptance and awareness of others from diverse and multicultural backgrounds; and
peer group affiliation.

00 0O OO0O0OO
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. Intellectus] Growth encompasses the cognitive skills necessary to enhance academic

learning and acquire higher-level thinking skills:

application of knowledge, relevance of curriculum,
problem-solving and decision-making skills;
critical thinking skills;

* skills in learning from experience;
use of all learning styles; and
development of & positive sttitude toward learning.

0O00O0O0©D

Citizemshiip refers to the responsibilities of participation in & multicultural society and of
citizenship in a democracy:

a sense of responsibility to contribute to society,

democratic participation (informed citizen, one who exercises voting privileges);
awareness of community needs;

organizetional skills;

social action skills (persuasion, policy research, petitioning); and

empowerment, belief in ability to make a difference. -

00 0000

Preparation for the World of Worlk are the skills that help students gain work experience
and make choices about possible career directions:

human service skills;

reglistic ideas about the world of work;

professionafism (dress, grooming, menners),

gbility to follow directions;

ability to function as @ member of a team,

reliable working skills (punctuality, consistency, regular attendance); and
contscts and references for future job possibilities.

.0 00O 0O 0O

SOURCE: Duckenficld, M. amé L. Swemnson, Service Learing: Meeting the Needs of Youtls
ar Risks, Nagiomal Dropout Prevention Center, 1992, pp. 7-9.

SERVICE LEARNING FRAMEWORK

L

Preparation consists of the leaming activities that talke place prior to the service itself,

Prior to their service experience, students must understand what is extpected of them, as well

gs l;vhqt they can expect from the service project. Preparation components include the
ollowing:

o ‘idemifying and analyzing the problem;
o selecting and planning the project; and
o training and orientation.

Action is the service itself and needs to meet certain criteria. It must:

be meaningful;

have academic integrity,

have adequate supervision,
provide for student ownership; and
be developmentally appropriate.

© 0 000
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3. Reflection enables students to critically think about their service experiences. When students
reflect on their experiences, they think sbout them, write about them, share them with others,
and learn from them, The reflection time is a structured opportunity for students to learn
from their experiences. They can reflect through:

discussion;
reading;
writing; and
projects.

O 0 0O

4. Celebration is the component of service learning which recognizes students for their
contributions. It also provides closure to an ongding activity. Society needs to let young
people know that their contributions are valued. There are many ways that this final
component of service learning can be implemented:

school assemblies;

certificates;

special media coverage;

pizza parties; and

joint celebration with service recipients.

ASLER STANDARDS: Members of the Alliance for Service Leaming in Education Reform

(ASLER) developed these standards to promote quality in school-based and comsmunity-based
service learning programs: :

Q 00 OO0

o Effective service learing cfforts strengthen service and academic learning. )

o Model service learning provides concrete opportunities for youth to learn new skills, to think

critically, and to test new roles in an environment that encourages risk-taking and rewards

competence.

Preparation and reflection are essential elements in service learning.

Youths’ efforts are recognized by those served, including their peers, the school, and the

COmMMUNILY. o

Youth are involved in the planning, _

The service students perform makes a meaningful contribution to the community.

Effettive service leaming integrates systematic, formative and summative evaluation,

Service leaming connects thie school or sponsoring organization and its community in new and

positive ways. ‘

Service learning is understood and supported as an integral element in the life of @ school or

sponsoring organization and its community.

o Skilled adult guidance and supervision are essential to the success of service leaming.

o Preservice training, orientation, and sta¥ development that include the philosophy and
me'ghoc_io;?igy of service learning best ensure that program quality and continuity are
maintained.

O C
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SOURCE: Pockeat Guide to Semice Lesriing, Natiomal Dropout Prevention Center,
Clemson Unjversity. . '

MEMORANDUM OF AGREEMERNT: This agreement forms the basis for the student’s work-
based and school-based education program. At a minimum, the following components should be
included in the memorandum of agreement:

o intent of the program,
o duties of the various parties,

e,
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competencies to be taught and assessed at the school level,

competencies to be taught and assessed ot the employer level,

the time frame of the experience;

signatures of .he student, school representative(s), employer, and the student’s parent(s) or

legal guardian(s); )

o writien permission of the student’s parents or legal guardians for the student to engage in the
school-to-work experience; and

o emergency information.

EMERGENCY INFORMATION FORM: The emergency information form must include, at a
minimum, the following:

c 0 o ©®

student’s name;

student’s Social Security number;

appropriate medical information about the student;
insurance coverage for the student;

parents’ or legal guardians’ names;

phone numbers (work and home);

home address;

work addresses;

emergency contacts (names and phone numbers); and
signature of parent(s)/guardian(s).

CREDENTIALS: No credentials are awarded, but award recognition for students and
employers may provide increased motivetion.

EVALUATION: Work-site evaluation of the shadowing student’s performance will be
conducted by the employer. School personnel will monitor the progress of the student learner.

o0 0 0000 OO0 0

TRANSPORTATION: Students and parents should provide transportation, and in some cases,
the school or school district may make transporietion arrangements for younger students to and
from the work site.

INSURANCE COVERAGE: School districts, students, and parents must complete forms
documenting appropriate insurance coverage. All state and federal child labor laws must be
followed for student learners uader the age of 18.

EMPLOYMERNT COMMITMENT: Usually no commitment of full-time employment is
expected on the part of employer or the older student.
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SERVICE LEARNING




My child, , has my permission to participate in a
- (Name of Student) (Birth Date)

school-to-work activity at beginning and ending .
(Work Site Location) (Date) (Date)

I will be responsible for arranging transportation for my child to and from the worls site. My permission
is given for my child to receive cmergeney medical treatment im ease of fmjury or iimess. I understand
that school personnel will not be present when the student is =t the site and will not be respeonsible for my
child. :

Name of Employer:

Address of Employer:

Nature of Work:

Yes No

Are employees/workers at this worlk site engaged in hazardous eccupations?

Will the school-to-work opportunity for this student invelve a hazardous occupation as defined under the
Federal guidelimes? Yes No

Nature of work in the school-to-work opportunity:

Employer/Contact: Phone:

Transportation Arrangements:

Home Address: Home Phone:

The district shall not be liable for any injuries sustnined by the student’s participation in this program. I
have read the above information and fully understand and agree with the comtent.

(Parent/Guardian Signature) : (Date) (Work Phone)
(Parent/Guardian Signature) (Deate) ' (Work Phone)
Note: Return to coordinator. BESTCOPY AVAILABLE
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= _ PERSONAL DATX
Student’s Name: : Birth Date:
Student’s Home Address;
Student’s Secial Security Number: ' : Home Phone:
School Name: Counselor:
Address: __ _ , _ " Phone:

Ingurance Coverase Yes/No Family Sehool Employer
Liability and/or Bonding
Workers® Compensation

Health/Accident
Name of Health/Accident
Insuran

ce Company: . Insured): : Policy #:
Note: Pleace idemtify who ig jproviding coverage by placlag an QO in the appropriate opace.)

List medical informiation about the student that would be belpfisl in case of anm emerrgency
Allergic to medications? ( ) Yes ( YNo

fyes, what medications?
List any allergies or other medical problems of the student:

AP TNPORMATION |
Parent/Guardian Name: Workk Phone:
Worlplace Name//Address:
Parent/Guardian Name: Work Phome:
Workplace Name/Address:
Parent/Guardian Home Address: Home Phone:
Emergency Contact: _ Phone: L

T comsent for my child to receive emergeney medical treatment in eace of injury or fllneos, The information provided fo
accurate to the best of my knowledge.

Parent/Guardian’s Signature 'Date
Parent/Guardian’s Signature Date
Student’s Signature Date

Note: This form sheuld be kept om file ot schesl. 17 ¢he student fo porticipotiag Io o sehesl-to~work nctivity, o copy should ales be on file

at the worl site.
9'¢ BESTCOPRY AVAILABLE




SAMPLE

Student’s Name:
Address;

Telephone Number: : SS#:
Age: Date of Birth: Grade:

Service Learning Site:

Address:

Telephone Number:

School:

Coordinator: T@lephome Number:
Parent/Guardian: Telephone Number:

All parties jointly agree to the following:

1.
2

There will be no monetary compensation for pasticipation in the project.

The experience shall be at a business/industry site directly related to the career interest
expressed by the student.

. The parent or guardian shall be responsible to the school for the conduct of the student who is

participating in the progrem.
Safety instructions will be provided by the coordinator.
Adequate insurance coverage for the student will be provided by:

(List who has coverage: school, parents, business, etc.)

This agreement may be terminated after consultation with the coordinator, for due cause, or
for unforeseen conditions.

The site shall conform with all federal, state, and local labor laws while providing the student
with a variety of worl-site experiences.

BEST COPY AVAILABLE



"8. The site shall provide an evaluation of the student after the experience..
9. The student will remain at the site for an agreed upon time period.

* 10. The student will report to the site on:

s a.m. until p.m.

(Date)
11. The parent or guardian will provide transportation for the student to and from the site.

12. Students will be accepted and assigned to service learning sites without regard to race, color,
national origin, sex, Pandicap, or disadvantage.

(School Administrator) (Employer)
(Coordinator) (Student)
PC: Employer/Agency

Parent

Coordinator

Student’s file




Student’s Name: Social Security Number:

Home Phone: Birthday:

Student’s Career Objective:

School/Address:

Instructor: Phoge:

School-to-Work Coordinator: _ Phone:

Employer Site/Address:

Supervisor/Menﬁor: Phone:

| <¢=Skilled _3=Moderately Skilled 2=Limitedly Skilled 1=Unsuccessful _0=No Exposure |

COMPETENCIES ‘ PR DG PERIODS
T —— :

— 1

W @0 =2 Al W & W R

Pomadd
e

11.

12.

If additional space is needed, attach am entra sheet of paper.

(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)

(School Representative’s Signature and Date) . (Employer’s Signature and Date)

NOTE: It i the policy of the ceheol district that Bo percom oa the bagis of race, color, religion, notional origin or
amcegtry, nge, cex, marital stotug, haadieap, or disndvomtage ohevld be dicsriminated agolast, excluded frem
participation in, denied the benefits of or atherwice be cubjected to diserimination im ooy program or netivity.
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SAMPLE

DATE:
TO:

FROM:
STUDENT:
SUBIJECT:

A number of corporations, agencies, and businesses have expressed their commitment to the School-to-
Work Transition Act of 1994 by agreeing to participate in the school district’s service learning program.
Their responses represent the opportunity for 2 mutually beneficial relationship among the schools,
corporations, agencies, and businesses in this county.

. The school disirict’s program introduces the student to a pasticular ce.eer by pairing the student with a

supervisor. The student will participate at the site for & specified period of time to develop a better
undersianding of the requirements of a particular career. One of the objectives of the program is to
recognize the unique interest of each student and provide career and job experience to help students
become more focused on & career goal.

Students must be recommended to participate in the program. This form must be completed by the
teacher. Please give your candid assessment of the above student’s academic performance, intellectual
promise, and personal qualities by completing the following check Iist.

Check the appropriate responsess

Excellent | Good [Fair Poor

Motivation and attitude toward
learning

Ability to follow directions

Attitude toward authority

Ability to work in groups

Willingness to conform to rules and
regulations

Enthusiasm and interest toward school

work

Display of courtesy and respect

Comments:

NOTE: Return to coordinator BEST COPY AVAILABLE
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AR DIPROGIRISSEE

Student’s Name: Social Security Number:
Home Phone: Birthday:

Student’s Career Objective:
School/Address:

Instructos; _ Phone;

School-to-Work Coordinator: Phone:

Employer Site/Address:

Supervisor/Mentor: Phone:

[ ¢=Skilled S=Moderately Skilled _2=Limitedly Skilled 1=Unsuccessfsl 0=No Exposure |

. GRADING PERIODS
= B e s

e

3

o 0 = o v W

Db
e

[y
[—
.

12.

T additional space is needed, attach am extra sheet of paper.

(Parent/Guardian’s Signature and Date) (Student’s Signature and Date)

(School Representative’s Signature and Date) (Employer’s Signature and Date)

NOTE: Tt fis the policy of the scheol distsict thet 2o percon on the basio of race, color, religion; natiomal origin or
ancesiry, nge, cex, marital ota’ 4 handlienp, or disndvaminge okould be diccrimlnnted agnimst, exelnded {rom
participagion in, dealed the berefits of or otherwice be mubjected to direrimination o any program or activity.
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Student:

Service Learning Supervisor:

Service Learning Site:

Evaluate the student’s performance using the following seale. Place a cheelk im the space
beside each rating which best describes the student’s performance during the experience.

e

Excellemt Gaood Fair Poor

Attitude

Punctuality

Cooperation

Enthusiasm/Interest

Courtesy

Proper attire

Willingness t0 accept guidance

Willingness to conform to rules and
regulations

How would you rate the Service
Learning Program?

How could this program be improved?

Comments:

NOTE: Return to coordinator
BESTCOPY AVAILABLE
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SAMPLE

TO:
(Name of Student) -
FROM:
(Name of School Coordinator)
DATE:
SUBJECT: Service Learning Assignment

Your service learning experience is scheduled on;

(Date)

from to

(AM) _ — (P.M)

with

(Name of Company or Agency)

Your contact person at the job site will be:

His/Her phone number is:

Company address:

NOTE: If you have any questioms about your assignment, please comtact your school
coordinater. Return this completed form to coordinator.

104 BEST COPY AVAILABLE
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This is to notify you that will be excused from school on
(Name of Student)

) : to participate in a service leamning project. This is to be treated as a work-
Date .

based learning experience. The student agrees to arrange for make-up work prior to the service

learning project.

Please sigm below to indicate that you have been notified.

(Principal’s Signature) (Coordinator’s Signature)
Tescher Subjest

1.

2.

3.

4.

5.

6. .

7.

8.

NOTE: Return to coordinator

BEST COPY AVAILABLE
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Student Name;

Career Area;

Service Learning Site;

Place a check in the space beside each rating which best describes your experience.

1. How would you rate the experience?

Excellent Good Average Fair Poor

. Did the experience meet your expectations?

Yes No

. Do you feel the supervisor exposed you {0 a varicty of responsibilities related to your career
interest?

Yes No

. Did the experience change your mind about your career plans?

Yes No

. What is the best thing that has happened to you in this program?

. How can the program be improved?

Comments:

NOTE: Return to coordinator

BESTCOPY AVAILABLE
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School:

Student’s
Name

Service Learning ]
Site

Telephone
Number

Site
Supervisor

107
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Coordinator’s Name:

For the Period: _ . 19 to _ 19
(Beginning) (Ending)
Date Time Service Learning Site Vistted Student
(Coordinator Signature)

NOTE: It {5 the podicy of the sthool district that no percon om the basis of race, color, veligion, national
origin or amcestry, age, sex, marital states, bandicop, or disadvantage shevld be diccriminated agaim&,
excluded from participation im, denied the bemelits of or otherwise be cubjected ¢o diccrimination in a

program or activity.

. RESTCOPY AVAILABLE
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SOUTH CAROLINA SCHOOL-TO-WORK
IMPLEMENTATION GUIDE FOR
WORK-BASED LEARNING
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OFFICE OF OCCUPATIONAL EDUCATION
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DEFINITION: Shadowing is a short-term educational experience lasting one to eight hours that
introduces a student to a particular job or career by pairing the student with an employee of a
business, industry or an agency. The student (protégé) follows or “shadows” the employee for a
specified time to better understand the requirements of a particular job or career.

PURPOSIE: The purposes of a shadowing experience are to:

o develop an awareness of the educational and technical skills required for entry level and
advancement in a specific occupation; )

o become familiar with the work-site environment associated with the occupation;

o identify the job-related characteristics required of tchemg)eciﬁc job or career; and )

o determine the level of student interest in an identified job or career and the educational
requirements.

ADVANTAGES: Shadowing experiences will provide several advantages for participating
students. Students will be able to observe first hand the occupational duties and expectations
required in a specific job or career and observe an employes performing on the job. Another
major advantage is that the experience provides students an information base to assist in career
degﬁions gm are more compatible with their personal interests and skills. Other advantages will
enaple students to:

increase motivation to excel in school;

broaden understanding of requirements of a specific occupation in the “real” world;
develop more self-confidence in working with adults and 1n job interviews;

improve positive self image;

increase peer recognition and acceptance; and

develop leadership skills.

COMPONENTS FOR IMPLEMENTATION: Several components are mecessary for the
tc}?o;dli?atqr to implement in order to develop a successful shadowing program and may include
e following:

0 000 ©O0

design and complete needed application forms,

organize orientation sessions for administrators, faculty, and siudents;

survey employers and locate shadowing sites and sponsors;

develop awareness activities for student3, parents and employers for the shedowing program;

design confirmation notices for placement sponsors; .

delsign %rc])cedures for student’s initial contact with placement sponsor and/or occupational

role modej;

devise parental permission form; .

develop leamning activity experience plan with placement sponsor and student learner;

o develop post-shadowing reports for placement sponsor and/or occupational role modei and
student leamer;

o determine procedure for post-shadowing conference with student, and placement sponsor

and/or occupational role model;

compile evaluation reports;

analyze and recycle information to strengthen future shadowing experiences;

design certificates of appreciation for firm and/or cccupational role model; and

design method of rewarding students for satisfactory completion of the shadowing experience.

@ 0O ® 0 O 0
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POLICIES AND PROCEDURES: It is important that all partners are aware of responsibilities
to provide a successful experience.

o
<]
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Each student will be assigned to a shadowing site based on a related career interest.

‘A shadowing agreement must be on file for each student participating in the program.

The student participating in the shadowing experience must remain at the business or agency

for a determined minimum period of time.

An education representative will visit the work site prior to the placement. .

The employee assigned to the shadowing student shall participate in the evaluation of the

student’s interest, adaptability, and attitude C. ing the experience. ) )

til;he student shall be given the opportunity to observe various phases of the occupation during
e experience. :

The student shall receive safety instructions from and be under the supervision of a qualified

representative at the shadowing site. ,

The school district shadowing program shall comply with all federal, state, and local labor

laws and regulations. )

The student must comply with the dress code at the shadowing site (if applicable). .

The student will be counted present for any portion of the school day missed and will be

excused from class.

The student may go to the work site directly from home.

School district personnel may not be present at the work site. .

It is the policy of the school district that no person on the basis of race, color, religion,

national origin, ancestry, uﬁge, sex, marital status, handicap, or disadvantage should be

discriminated against, excluded from participation in, denied the benefits of, or otherwise be

subjected to discrimination in any program or activity.

EMPLOYER'S RESPONSIBILITIES: The EMPILOYER, recognizing that a plan is being
followed and that close supervision of the shadowing studemt will be needed, agrees to:

©
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provide a variety of shadowing experiences for the student which will contribute to the
exgloratiom of his/her caseer goals; )
adhere to all federal and state regulations regarding child labor, safety, and othér applicable
laws and regulations;

provide the coordinator with an evaluation of the student’s experience;

consult the coordinator before dismissing the student;

provide no monetary compensation to the student for the experience; and

review the suggested activities for the shadowing student.

STUDERT’S RESPONSIBILITIES: The SEADOWING STUDENT considers the
experience an opportunity to explore a career and agrees to:

©
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demonstrate honesty, punctuality, courtesy, a cooperative attitude, good grooming habits,
appropriate dress, and & willingness to leam;

conform to the rules and regulations of the shadowing agency and the school;

complete questions for shadowing activities;

notify the schoo! coordinator if it is necessary to be absent from the shadowing site;

furnish the coordinator with the necessary information and complete promptly all necessary
reports;

be responsible for his/her transportation to and from the shadowing site;

accept no mon compensation for the shadowing experience;

be responsible for his/her lunch money during the shadowing expericnce; and

furnish the required clothing, safety items, and tools.
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PARENTS® RESPONSIBILITY: The PARENTS of the shadowing student, realizing the
importance of the experience in the student atteining his/her career and educational goals, agree
to: .

o share the responsibility for the conduct of the shadowing student while on the experience;

o accept the responsibility for the safety and conduct of the shadowing student while he/she is
traveling to and from the shadowing agency and home; .

o make any inquiries concerning the shadowing student’s experiences through the coordinator
rather than directly to the employer at the shadowing egency,

o be responsible for the student’s lunch or lunch money during the shadowing erience; and

o be responsible for the required clothing, safety items, %ools, and equipment the student may
need during the shadowing experience.

TEACHER’S RESPONSIBILITY: The TEACHER assumes the role of assisting in the design
and implementation of the shadowing experience and agrees to:

help specify desired skill and competency levels;

help develop interdisciplinary, applied and project-based curricula;

integrate academic and vocational teaching;

understand the nature of sequencing student’s planned worlkplace activity,

develop workplace readiness curriculum with employers;

explore workplaces and assess them for leaming opportunitics; and

join with employers to discover both the common and the different ways in which teachers
and employers understand the challenges they face and the solutions they propose in preparing
students for the future work force. _
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COORDINATOR’S RESPONSIBILITIES: The COORDINATOR, representing the school,
will coordinate the shadowing program towards & satisfactory placement of the student in his/her
occupational field of interest and agrees to:

o make arrangements for the potential placement of participating students;

o visit the shadowing site prior to the student placement to consult with the employer and to
assist in developing an observation plan;

o gssist in the evaluation of the shadowing student,

o ;:g%m ﬁ:f business or agency of the necessary federal and state regulations regarding child

T, an .

o notify schools within the district (coordinators of shadowing programs) of participating

shadowing work sites. ) .

OBJECTIVE: Shadowing experiences should provide students opportunities to explore various
career options in the workplace and to leam about specific job skills and educational requirements
in their career interests. The following objectives are important to consider in planning and
implementing shadowing experiences.

o recognize the unique interests of each student and provide individualized career exploration
beginning in middle school to assist students in becoming more focused on career goals;

o provide other career exploration experiences that may be valv ble to students;

o encourage the development of personel traits of cooperation, courtesy, prompiness,
dependability, and respect in the worlsplace;

o promote better understanding of the relationship between rigorous and relevant education and
employment success;

o facilitate transition from school to work; and

o determine the requirements for students to participate in shadowing activities.
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EMERGENCY INFORMATION FORM: The emergency information form must include, at 2
minimum, the following:

student’s name;

student’s Social Security number;

appropriate medical information about the student;
insurance coverage for the student;

parents’ or legal guardians’ names;

parents’ ghcme numbers (work and home);

parents’ home address;

parents’ work addresses;

emergency contacts (names and phone numbers); and
signature of parent(s)/guardian(s).

TIMIE COMMITMENT: Usually 4 to 8 hours and includes Grades 7-12.

AGREEMIENTS: Informal agreements may be used in shorter (I-2 hours) shadowing
extperiences but longer (6-8 hours) experiences need to be more formalized with defined
agreements. District school personnel need to have partners complete forms that ensure a safe,
successful student experience.
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CREDENTIALS: No credentials are awearded;, but award recognition for students and
employers may provide increased motivation.

EVALUATION: Work-site cvalustion of the shadowing student’s performance will be
conducted by the employer. School personnel will monitor the progress of the student learner.

TRANSPORTATION: Students and parents should provide transportation, and in some cases,
the school or school district may meke transportation arrangements for younger students to and
from the wotk site.

INSURANCE COVERAGE: Employers, school districts, students, and parents must complete
forms documenting appropriate insurance coverage. All state and federal child labor. laws must be
followed for student learners under the age of 18. .

EMPLOYMENT COMMITMENT: Usually no commitment of full-time employment is
expected on the part of employer or the older student.
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My child, , has my permission to participate in a
~ (Name of Student) (Birth Date) :
school-to-work activity at beginning and ending :
(Work Site Location) (Date) . (Date)

I will be respomsible for amngﬁﬁng tramsportation for my child to amd from the work site. My permission
is given for my child to recelve emergency medieal treatment in case of injury or illmess. "I understand
that school personnel will mot be present when the student is at the site and will not be responsibie for my
child.

BE COMPLETED BY THE SCHOQL REPRESENTATIVIES
Name of Employer:

Address of Employer:

Nature of Work:

Are employeesfiworkers at this work site engaged in hezardous occupations? Yes No

Will the school-to-work epportunity for this student invelve o hazardous occupation £s defined under the
Federal guidelines? Yes No

Nature of work in the school-to-work opportunity:

Employer/Contact: . Phone:

TO BE COMPLETED BY THE PARENT(S) OR GUARDIAN:

Transportation Arrangements:

Home Address: Home Phone:

The district shall mot be liable for any injusies sustained by the student’s participation in this program. I
have read the above information and fully understand and agree with the content.

(Parent/Guardian Signature) (Date) (Work Phone)

(Parent/Guardian Signature) (Date) (Work Phone)

Note: Return form to coordinator.
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- . PERSONAL DATA ~ .
Student’s Name: Bigth Date:

Student’s Home Address:

Student’s Social Security Number: Home Phone:

School Name: . Counselor:

Address: Phone:

By INSURGNNCR CovERRGR
Insurance Covernee Yeme  [famly  fShes  Eaplwer
Liability and/or Bonding
Workers' Compensation
Health/Accideut -

Name of Health/Accident
1 Insurance Company: Iosured: Policy ¢
(Note: Plence identily who is providing covernge by pincing an (X) in the appropriate space.)

—

List medical information eout the student that would be heipful in case of an emergency.
Allergic to medications? ( ) Yes ( YNo

If yes, what medications?
List any allergies or other medical problems of the student:

FANVILY INFORMATION )
Parent/Guardian Name: Worls Phome:
Workplace Name/Address;
Parent/Guardian Name: Worl Phone:
Workplace Neme/Address;
Parent/Guardian Home Address: Home Phone:
Emergency Contact: Phoze:

I congent for my child to receive emergency medical treatment ia cage of injury or fliness. The information provided ls

securaie to the best of my knowledge.

Parent/Guardlian’s Signature

Date
Parent/Guardian’s Signature Date
Student’s Signature Date

Note: This form should be kept oa file ot school, If the student is porticipotiag in o scheol-te-work aetivity, o copy should olso be oa file

ot ¢he work site
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Shadowing Student’s Name:

Address:

Telephone Number: SS#:
Age: Date of Birth: Grede:

Business/Industry:
Address:
Telephone Number:

School:

Coordinator: Telephone Number:

Parent/Guardian: Telephone Number:

All parties jointly agree to the following:
1. There will be a0 monetary compensation for participation in the shadowing program.

2. The shadowing experience shall be at a business/industry site directly related to the
occupational interest expressed by the student.

3. The parent or guardian shall be responsible to the schoo for the conduct of the student who is
participating in the shedowing program.

4, Safety instmc%ioné will be provided by the employer.
5. Adequate insurance coverage for the student will be provided by.

(List who has coverage: school, parents, business, etc.)

6. This agreement may be terminated after consultation with the coordinator, for due cause, or
for unforeseen business conditions.

7. The shadowing site shall conform with all federal, state, and local labor laws while providing
the student with & variety of observation experences.
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8. The shadowing site shall provide an evaluation of the student after the experience.
9. The student will remain at the shadowing site for the identified minimum of time.

10. The student will report to the shadowing site on:

) a.m. until p.m.
(Date)
11. The parent or guardian will provide transportation for the student to and from the shadowing
agency.

12. Students will be accepted and assigned to shadowing sites without regard to race, color,
national origin, sex, handicap, or disadvantage.

(School Administrator) (Employer)
(Coordinator) (Student)
PC. Employer

Paremt

Coordinator

Student’s file

SERTEDIER
|
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SAMPLE

Student’s Name: - ____ Social Security Number:
Work Site: Training Sponsor:

Address: Phone:
Beginning Date: Ending Date:

School: Phone:
School-to-Work Coordinator: Phone:
Student’s Career Objective:

Instructor’s Signature: Date:
Student’s Signature: D&té:

A T A - o A

NOTE: It is the policy of the ccheol district that mo percon om the bagls of race; color, religion, national origin or
ameegtry, oge, sex, marital status, handicap, or disadvantage chould be diceriminated agaimat, escluded from
participaticn in, denfed the benefits of or otherwice be cubjested to diceriminatien in any program or activity.
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SAMPLE
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DATE:

TO:
FROM:
STUDENT:
SUBJECT:

A number of corporations and businesses have expressed their commitment to the School-to-Work
Transition Act of 1994 by agreeing to participate in the school district’s shadowing program. Their
responses represent the opportunity for a mutually beneficial relationship among the schools and
corporations and businesses in this county.

The school district’s shadowing program introduces the student to a particular occupation by pairing the
student with & worker for a period of time. The student follows or shadows the worker for the agreed-
upon amount of time to better understand the mquimm@ms of & particular career. One of the cbjectives
of the shadowing program is to recognize the unique ingerest of each student and provide individualized
career exploration whenever possible in order o help the student become more focused on a career goal.

We have in place criteria for students’ participation in the shadowing program, one of which is a
completed teacher recommendation form. Please give your candid assessment of the sbove student’s
academic performance, intellectual promise, and personal qualities by completing the following check list.

Checls the appropriate responsess

Eacellemt Good Fair Paor

Motiyationn and attitude toward
learning .

Ability to follow directions

Attitude toward authonty

Ability to work in groups

Willingness to conform to rules and
_regulations

Enthusiasm and interest toward school
work

Display of courtesy and respect

Comments:

NOTE: Return to coordinator
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SAMPLE

TORSEADOWIRNG ASSIERIVIGRET BRI

———— a - - —

TO:
(Name of Student)
FROM:
(Name of School Coordinator)
DATE: .
SUBJECT: Job Shadowing Assignment

Your job shadowing experience is scheduled on:

(Date)

from to _
(AM.) P.M.)

with

(Name of Company)

Your contact person at the job site will be:

His/Her phone number is:

Company address:

NOTE: If you have any questions about your job shadowing assignment, please contact
your school coordinator. Returm this completed form to coordinater.
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This is to notify you that ' will be excused from school on
(Name of Student)

ST to participate in job shadowing. This is to be treated as a work-based
ate

learning experience. The student agrees to arrange for make-up work prior to the job shadowing.

Please sign below to indicate that you have been notified.

(Principal’s Signature) (Coordinator’s Signature)
Tegcher Subfect
L.
2.
3.
4,
5.
6.
1.
8.

NOTE: Return to coordinator
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Name: Rome Phore

School: School Phone:

Coordinator:

Shadowing Agency:

Shadowing Supervisor:

Shadowing Occupation

SUGGESTED ACTIVITIES:

Introduce the student to the staff.

Explain the occupation being observed.

Tour the facility (if possible/practical). .

Create & small activity for the student to perform which is related to the career. This activity could be
planned in advance of the student’s arvival.

Expose the student to the same routine & new employee would experience.

Answer questions that the student hes regarding the job.

OFFERS ANSWERS TO THE FOLLOWING QUESTIONS:

o AN

Describe the employee’s occupation. (What are his/her duties?) . .
Describe the working conditions associated with the employee’s position (i.¢., physical working
wndiﬁi&ns, w;xount of overtime required, stress level, amount of responsibility, amount of travel
required, ete.).

\g%mt is the employee’s educational background? What schoof subjects does he/she feel would be
most helpful to prepare for this position?

What does the employee enjoy most sbout ghis position?

What does the employee find most dificult, stressful, etc., about this position? ) .
What regommendatﬁons would the employee offer to someone who is interested in entering a similar
position .

In the employee’s opinion, what type of attitude, personality traits, or personal characteristics are
important in order to be successful in his/her career field?

What opportunities are there for advancement in this career field?

Describe this employee’s role in supervision.

What are the starting salaries and educational requirements at this company for persons who hold
positions similar to the one that the student is observing today? -

What does this company do to encourage its 1z?;ff;ngloyeez«s to continue their education?

What are some good ways for the student to out gbout this career?

[
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e
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NOTE: It is the policy of the ccheol district that me percom om the basis of rece, color, religion, mational origia or
ancestry, nge, cex, marital status, bandicap, or disadvantage should be diceriminated sgainst, excluded from participation
tn, denicd the bemefito of or otberwics be ubjected to diccrimination im amy prograes or octivity.

123 BESTCOPY AVAILABLE




' Student:

Shadowing Supervisor:

Shadowing Site:

experiemee.

Evaluate the student’s performance using the following scale. Place o cheek in the space
beside each rating which best describes the student’s performance during the shadowing

Ezncellent

Good Tair Poor

Attitude

Punctuality

Cooperation

Enthusiasm/Interest

Courtesy

Proper attire

Willingness to accept guidance

Willingness to conform to rules and
regulations :

How would you rete the Shadowing
Program?

How could this program be improved?

Comments:

NOTE: Return to coordinator

Q

ERIC
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1.
2.

10.

11.
12,

Student Name:

Shadowing Site:
School: Telephone:
Address: '
Required safety items (if applicable):
Required tools/ecquipment (if applicable):

Date: Time arrived: Time lefk:

Please answer the following questions.

Describe the employee’s occupation and duties.

Describe the working conditions associated with the employee’s position (i.e., physical working
condjticéils, m;xowmt of overtime required, stress level, amount of responsibility, amount of travel
required, etc.).

. What is the embloyec’s educational background? What school subjects does he/she feel would be

most helpful to prepare for this position?
What does the employee find most difficult, stressful, etc., ebout the position?

. What recommendations did the employee offfer to someone who is interested in entering a similar

position?
What does the employee enjoy most about this position?

In the employee’s opinion, whai type of attitude and personality traits are important in order to be
successful in his/her career field?

What opportunities are there for advancement in this career field?

Describe this employee’s role in supervision. (Does he/she supervise other people? What is
involved in supervision? Who supervises his/her position?)

What are the starting salaries and educational requirements for people who hold positions similar to
the one you are observing today?

What does this company do to encourage its employees to continue their education?

What are some good ways for students to find out more about this career?

NOTE: Returm to coordinator
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Student Name:
Occupation Sha'dowed;

Busines. Andustry:

Place a check in the space beside each rating which best describes your shadowing experience.

L

How would you rate the shadowing experience?

Excellent Good Average Fair Poor

Did the experience meet your expectations of the occupation?
Yes No

Do you feel the supervisor exposed you to a variety of responsibilities related to the
occupation you were exploring?

Yes No

Did the experience change your mind about your career plans?

Yes No

What is the best thing that has happened to you in this program?

How can the program be improved?

Comments:

NOTE: Return o coordinator
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School:

Student’s
Name

Shadewing
Site

Site
Address

Telephome Site
Numlber Supervisor
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Coordinator’s Name:

For the Period: . 19___to i 19
(Beginning) (Ending)
Date Time Shedowing Site Visited Studemt
(Coordinator Signature)

NOTE: It is the policy that no person on the basis of race, color, religlon, pational origia or ancestry, age,
sex, marital statug, hamdicap, or disadvantage chould be diccriminated against, cxelnded from partdeipation
in, denied the benefits of or otberwice be cubjested to dicerimination in 0 progrars oF sxtivitys
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SOUTH CAROLINA SCHOOL-TO-WORK
IMPLEMENTATION. GUIDE FOR
w WORK-BASED LEARNING

MENTORING

SOUTH CAROLINA DEPARTMENT OF EDUCATION
OFFICE OF OCCUPATIONAL EDUCATION
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Mentoring is a relationship between a student and an adult or mentor who guides and helps the
student, especially in the furtherance of histher career. This one-on-one relationship with a
supportive, caring adult provides a student individual support to assist him/her in connecting the
expectations and responsibilities between school and work. This relationship can take many forms
and may include & variety of interactions between mentor and protégé. School districts are
encouraged to create a broad spectrum of mentoring opportunities to support local school-to-
work efforts. Mentoring may begin as early as middle school to provide students opportunities to
explore career options in fields of interest. These opportunities provide intermediate steps for
students to link to a youth epprenticeship program beginning in the eleventh grade. Many
employers consider the skills that may be lcarned through mentoring as essential skills to be
successful in the workplace. The South Carolina Chamber Skills Survey identified many of the
needed workplace skills and include the following: responsibility, self-management, self-
corgidence, integrity, and honesty. These skills are best learned in & mentor relationship with the
student.

Research has shown that people who do well in life benefited from mentor-student relationships.
For adults, having a mentor is associated with greater job satisfaciion, better performance,
increased self-confidence, mastery of skills, and access to materials previously unavailable to
them. Ifit is true for adults, it is even more true for students.

Mentoring includes and extends from school, community, and work site. A mentor can serve as
an adviser and role model who may be missing from a student’s life to provide guidance to the
student to explore new experiences and provide adult support and attention to encourage the
student to plan for the future. Mentoring programs can be, and are, as varied and different as the
needs of communities and the students living within them.

TYPES OF MENTORS

o Worl-Based: An employee or other individual, who is approved by the employer at the

* work site; who possesses the skills and lmowledge to be mastered by a student learner; who

instructs, critiques the performance, challenges the student to perform well; and who worlks in
consultation with educators and employers of the student.

o Scheol-Based; A professional educator employed at a school who is designated as the
mentor for a particular student and who works in consultation with other educators and
possibly employers for older students to provide support and monitor the progress of the
student learner in school and &t the work site.

o Community-Based: An adult or mature individual within the community who assumes a
mentor or a role-model relationship for a particular child or youth; who worls with educators,
community-based agencies, and employers of older students to provide guidance and support,
and who monitors the lfpzrogrress of the child and youth in the home, at school, and at the work
site of older students if needed.
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DEFINITION: Work-based mentoring links a student with a work-site mentor at a local
business. The mentor relationship may be for one to two years, five hours or more each week,
with the protégé receiving instruction in work force requirements in specific job skills and
developing knowledge of the work-site environment through experiences such as youth
epprenticeship, internship, or cooperative education. .

The way to successful work-based leaning is linking a youth app-entice, intern, or cooperative
education student with a supportive adult referred to as 8 mentor. A mentor provides guidance
and encouragement to the sfudent learner to build self confidence and self-esteem, as well as being
involved in tutoring, coaching and teaching the student leamer skills needed in completing work
tasks and job responsibilities.

ROLE OF MENTOR: The mentor assumes a number of responsibilities that include:

introducing the student learner into the business and establishing expectations;

providing wstructions for the student learner;

evaluating the performance of the student learner using a corrective learning approach; and
counseling the student learner on matters related to work-site activities as well as encouraging
good performance at school. '

MENTOR ORIENTATION: Orientation sessions should be conducted for employers, mentors
and other individuals within the business who may be involved in the instruction of the student
learners. The mentor training may include the following:

o C O @

orientation to the purpose of the program,

expectations of the student, parent, employer and school;

instructional methods used to meet the different learning styles of students,

organization of worl-site learning ‘activities and connection with school-based learning
activities; .
recognition of individual differences in adolescent behavior; and

o evaluation of student learner performance.

0O o 0 0O
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Employers should require mentors and other individuals working with student leamners to attend
an orientation session prior to & student being placed with the firm.

MENTOR INSTRUCTIONAL METHODS: Kemikon and Hamilton (1993) described
methods that mentors should use in teaching student learners about job tasks and responsibilities,
and noted that: “apprentices begin by observing & mentor (coach) pesform a task; then they learn
to assist with the taslgt, finally they are able to perform the task, first with assistance and eventually
ix};deﬁp%ndepﬂy” (p.14). The mentor will use & variety of instructional methods that may include
the following:

demonstrate task performances by doing the task while the student observes;

explain how to perform a task correctly,

explain why a task is performed a certain way,

monitor and critique the student’s attempts to do the task;

model problem-solving by thinking aloud and demonstrating problem-so.ving strategies;
initiate the student to the workplace culture;

advise the student on career directions and opportunities; and

inform the student of company personnel policies and procedures.

00 00O 00O
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HOW PROTEGES LEARN: Mentors in the work site will assist youth apprentices, interns,
and cooperative education students in learning the required work-based content material, will
provide instruction on how to make the applications in actual on-the-job activities, and will
connect school-based leaming. Students need to develop and use a variety of learning techniques
and methods that include: ,

©
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developing listening skills to follow instructions to complete tasks with accuracy in a safe

manner,

practicing what has been taught through observing demonstrations by the mentor and then

performing the activities with increasing speed and accuracy, )

processing information to connect knowledge, skills and attitudes required to be successful in

the workplace; . )

performing real work and -leveloping an understending of the requirements of quality
erformance;

tnitiating the learning of assigned tasks and teking notice of opportunities for learning new

re%eéting on work experiences that focus on long-term implications for career opportunities;
an

developing self-evaluation techniques that enable mistakes and errors to be eliminated.

POLICIES AND PROCEDURES: I is important that all partners are aware of responsibilities
to provide a successful experience.

(o}
[e]
o]

(o}
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The student will be assigned to a mentoring site based on a related career interest.

A mentoring agreement must be on file for each student participating in the program. X
The student participating in the mentoring experience must remain at the site for a determined
minimum §- «iod of time.

An educational representative will visit the work site prior to the placement.

The mentor assigned to the mentoring studemt shall participate in the evaluation of the
student’s interest, adaptability, and attitude during the experience. )
The student shall be given the opportunity to observe various phases of the career(s) during
the experience.

The student shall receive safety instructions from, and be under the supervision of, a mentor at
the mentoring site.

The mentoring program shell comply with all federal, state, and local labor laws and
regulations.

The student must comply with the dress code at the mentoring site (if applicable).

The student will be counted present for any portion of the school day missed and will be
excused from class.

The student may go to the work site directly from home.

School personnel may visit the worl site.

It is the policy of the school district that no person on the basis of race, color, religion,
national origin, encestry, age, sex, masital status, handicap, or disadvantage should be
discriminated against, excluded from participation in, denied the benefits of, or otherwise be
subjected 1o discrimination in any program or activity.

EMPLOYER’S RESPONSIBILITIES: The EMPLOYER, recognizing that a plan is being
followed and that close supervision of the mentoring student will be needed, agrees to:

provide a variety of mentoring experiences for the student which will contribute to the
@xglomion of his'her career goals;

adhere to all federal and state regulations regarding child labor, safety, and other applicable
laws and regulations; .

provide the coordinator with an evaluation of the student’s experience;

consult the coordinator before dismissing the student;

provide monetary compensation (if appropriate) to the student for the experience; and

review the suggested activities for the mentoring student.
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STUDENT'S RESPONSIBILITIES: The MENTORING STUDENT considers the
experience an opportunity 1o explore a career and agrees to:

o demonstrate honesty, punctuality, courlesy, a cooperative attitude, good grooming habits,

appropriate dress, and a willingness to learn,

conform to the rules and regulations of the mentoring site and the school;

complete questions for mentoring activities;

notify the school coordinator if it is necessary to be absent from the mentoring site;

furnish the coordinator with the necessary information and complete promptly all necessary

reports; .

o be responsible for his/her transportation tc and from the mentoring site;

o accept mo monetary compensation for school-based or community-based mentoring
experience;

o  be responsible for his/her lunch money during the mentoring experience; and

o furnish the required clothing, safety items, and tools.

Qo 0 O O

OBJECTIVE: Mentoring experiences should provide students opportunities to explore various
career options in the workplace and to learn about specific job skills and educational requirements
of their career interests. The following objectives are important to consider in planning and
implementing mentoring experiences.

o recognize the unique interests of each student and provide individualized career explorgtion to
assist students in becoming more focused on career goals;

o provide experiences in various aspects of the careers that may be available to students;

o encourage the development o? personal traits of cooperstion, courtesy, prompiness,
dependability, and respect in the worlkplace;

o promote better understanding of the relationship between rigorous and relevant education and
employmem SUCCESS;

o facilitate transition from school to work; and

o determine the requirements for students to participate in mentoring activities.

EMERGENCY INFORMATION FORM: The emergency information form must include, at a
minimum, the following: '

student’s name;

student’s Social Security number,

appropriate medical informat: > about the student,
insurance coverage for the student;

pagents’ or legal guardians’ names;

parents” phone numbers (work and home),

parents’ home address;

parents’ work addresses;

emergency contacts (names and phone numbers); and
signature of parent(s)/guardian(s).

PARTICIPATION CRITERIA: Participation criteria is determined by the local school district
and employers.

TIME COMMITMENT: Time commitment in work-based mentoring varies from 5 hours to 20
hours per week in a structured youth apprenticeship program, an internship, or a cooperative
education program and may last from 1-2 years.

OO0 0 00 0 O O G o
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AGREEMENTS: A well-defined agreement among the mentor, educator, and parent is reached
and signed. If the student is involved in & youth apprenticeship program, an intemship dpmgra}m,
or a cooperative education program, a formal memorsndum of agreement is signed identifying
responsibilities by all parties.

WAGES AND RATE OF PAY: Wages and rate of pay may be paid or non-paid and are
determined by the business or agency.

INSURANCE (BIEALTH AND LIABILITY): Insurance coverage must be documented by the
employer, family, and school district. -

WORKERS® COMPENSATION: Workers’ Compensation must be provided for students who
are 16 years of age and in the cleventh grade and participating in a work-dite experience. The
coverage may be provided by the school district or employer.

EVALUATION: Students are evaluated periodically through & written sssessment of
performance, and the report is given to the student and school personnel.

TRANSPORTATION: Transportation is usually provided by the parent for younger students
but may be provided by the school district. :

EMPLOYMENT COMMITMENT: No employment commitment is made by the employer,
mentor, or student.

REGULATIONS AND LAWS: All focal, state, and federal requirements must be met under the
child lebor provisions.

FOR ADDITIONAL INFORMATION, see Youth Apprenticeship, Internship, and
Cooperative Education sections in this document.
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DEFINITION: A professional educator or support personnel employed at a school who is
designated as the mentor for @ particular student and who works in consultation with other
educators and possibly employers for older students to provide support and monitor the progress
of the student learner in school and at the work site.

ROLE OF MENTOR: The mentor assumes a number of responsibilities that include:

being available to assist the student;

providing support to the student in decision making;

assisting the student in planning career and eveluation goals; )
encouraging the student in a variety of academic, personal, and social issues;

assisting the student in career awareness and career exploration; and
secking parental/legal guardian’s support.

MENTOR ORIENTATION: Orientation sessions should be conducted for mentors who will be
involved in mentoring students. The mentor training may include the following:

o 00000

orientation to the purpose of the program,

expectations of the student and parent or guardian,

connection of school-based and community-based activities; .
recognition of different leasning styles and differences in child and adolescent behavior; and
review of the mentoring program.

0O 6 0 00

ADVANTAGES: School-based mentoring experiences will provide several advantages for
participating students. Students will be able to form a bond with & caring adult away from home.
Other advantages for students include: .

increase motivation to excel in school;

plan for future career and educasional goals,
develop more self~confidence;

improve positive self-image; .
increase peer recognition and acceptance;
leamn to work with others;

gain self-respect; and

develop leadership skills.

00 000 G oo

OBJECTIVE: Mentoring experiences should provide the opportunity to build a bonding
relationship between a student and adult that can take many forms and a variety of interactions
between the mentor and student. The following objectives ase important to consider in planning
and implementing internship experiences:

o recognize the unique interests of each student and provide assistance to students in becoming
more focused on personal and career goals,

o provide other career exploration experiences that may be valuable to students;

o encourage the development of personal traits of cooperation, courtesy, prompiness,
dependability, and respect in school and in the workplace; ‘

o promote better understanding of the relationship between rigorous and relevant education and
employment Success;

o facilitate sransition from schooi to worlk; and - )

o determine the requirements for students to participate in mentoring activities.
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EMERGENCY INFORMATION FORM: The emergency information form must include, at a
minimum, the following:

student’s name;

student’s Social Security number,

appropriate medical information about the student;
insurance coverage for the student;

parents’ or Jegal girardians’ names,

parents’ phone numbers (work and home),

parents’ home address;

parents’ work addresses;

emergency contacts (names and phone numbers); and
signature of pmrem(s)/guardian(slg. .

0O 00O 0000 0O

TIMIEE COMMITMENT: Usually up to 5 hours per week and may last up to one year in Grades
7-12. .

AGREEMIENTS: Informal or formal agreements may be used. District school personnel need
to have parents complete forms that ensure a safe, successful student experience.

CREDENTIALS: No credentials are awarded, but award recognition for students and mentors
may provide increased motivation. .

EVALUATION: Evaluation of the mentoring'expéﬁence will be conducted by the mentor and
student. Progress of the student learner will be monitored.

TRANSPORTATION: Students and parents should provide transportagion if needed.
INSURANCE COVERAGE: Employers, school districts, students, and parents must complete
forms documenting appropriate insurance coverage if needed. All state and federal child abor
laws must be followed for student learners under the age of 18,

EMPLOYMENT COMMITMENT: No commitment of employment is expected.

136
ERIC

JAFuitext provid: c
Distributed by DynEDRS



DEFINTTION: An adult or mature individual within the community who assumes a mentor or 8
role model relationship for a particular child or youth; who works with educators, community-
based agencies, and employers of older students; who provides guidance and support; and who
monitors the progress of the child and youth in the home, &t school, and at the worlk site of older
students if needed.

ROLE OF MENTOR: The mentor assumes a number of responsibilities that includes:

being a-ailable to assist the student;

providing support to the student in decision-making;

assisting the student in planning career and evaluation goals;

encouraging the student in & variety of academic, personal, and social issues;
assisting the student in career awareness and career exploragion; and
seeking parental/legal guardian’s support.

MENTOR ORIENTATION: Orientation sessions should be conducted for mentors who will be
involved in mentoring students. The mentor training may include the following:

O ©®© 00 00

orientation to the purpose of the program,

expectations of the student, parent, or guardian;

connection of school-based and community-based activities;

recognition of different leamning styles and differences in child and adolescent behavior; and
review of the mentoring program.

0O 0000

ADVANTAGES: Community-based mentoring experiences will provide several advantages for
participating students. Studenis will be able to form a bond with & caring adult away from home.
Other advantages for students include: .

increase motivation to excel in school;

plan for future career and educational goals;
develop more self-confidence;

improve positive self-image;

increase pee: recognition and acceptance;
learn to work with others;

gain self-respect; and

develop leadership slkills.

© 00000090

OBJECTIVE: Mentoring experiences should provide the opportunity to build a bonding
relationship between a student and adult that can teke many forms and a vasiety of interactions
between the mentor and student. The following objectives are imporiant to consider in planning
and implementing internship experiences. :

o recognize the unique interests of each student and provide assistance to students in bezoming
more focused on personal and career goals;

o provide other career exploration experiences that may be valuable to studc ats;

o encourage the development of personal traits of cooperetion, courtesy, promptness,
dependability, and respect in school and in the workplace;

o promote better understanding of the relationship between rigorous and relevant education and
employment success;

o facilitate transition from school to work; and

o determine the requirements for students to participate in mentoring activities.
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EMERGENCY MFORMATION FORM: The emergency information form must include, at 2
minimum, the following: :

student’s name;
student’s Social Security number;
appropriate medical information about the student;
insurance coverage for the student;
parents’ or legal guardians’ names;
parents’ phone numbers (worl and home);
parents’ home address;
- parents’ work addresses;
emergency contacts (names and phone numbers); and
signature of par@nt(s)/guardim(sg

000006 00 00

"]}‘M COMMITMENT: Usually up to 5 hours per week and may last up to one year in Grades
-12.

AGREEMENTS: Informal or formal agreements may be used. District school personnel need
10 have parents complete forms that ensure a safe, successful student experience.

CREDENTIALS: No credentials are awarded, but award recognition for interns and mentors
may provide increased motivagion. )

EVALUATION: Evaluation of the mentoring experience will be conducted by the mentor and
student. Progress of the student leamer will be monitored.

TRANSPORTATION: Students and parents should provide transportation if needed.
INSURANCE COVERAGE: Employers, school districts, students, and parents must com lete
forms documenting appropriate insurance coverage if needed. All state and federal child labor
laws must be followed for student learners under the age of 18.

EMPLOYMENT COMMITMENT: No commitment of employment is expected.
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FOR

MENTORING




My child, , has my permission to participate in 2
(Name of Student) (Birth Date) '

mentoring activity at beginning and ending .
(Mentoring Site) (Date) (Date)

I will be responsible for arranging transportation for my child to and from the mentor.ag site. My
permission is given for my child to receive emergency medical treatment in case of fnjury or liness. I
understand that school personnel will not be present when the student s at the site ond will mot be
responsible for my child.

_,l_  REPRESENTATIVE:

Mentor: Phone:

Name of Employer:

Address:

Nature of Worl:.

Are employees/workers at this mentoring site engaged in hazardous occupations? _ Yes No

Will the scheol-to-worlkk opportunity for this student involve o hezardous occupation as defined under the
Federal guidelines? Yes No

Nature of work in the school-to-work opportunity:

Transportation Arrangements:

Home Address: Home Phone:

The district shall mot be liable for any injuries sustained by the student’s participation im this program. I
have read the zbove information and fully understand and ngree with the content.

(Parent/Guardian Signature) (Date) (Work Phone)

(Parcnt/Guardian Signature) (Date) (Work Phone)

Note: Return to coordinator,
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PeRsONALDATR . )
Student’s Name: : Birth Date:
Student’s Home Address: :
Student’s Social Security Number: Home Phone:
School Name: Counselor:
Address: - , _ ] ] Phone:

it

‘ Emplover

Insurance Covernge
Liability and/or Bonding
Workers’ Compensation

Health/Accident
Name of Health/Accident .
Insurance Company: Insured: Policy #:

Note: Please identify who is providing coverage by placiag am (X) i ¢he appropriate space.)

e sape smeei i

List medical infyrmation albout the sasdent that would be helpful in case of an emergency.
Allergic to medications? ( ) Yes ¢ YNo
If yes, what medications?

List any allergies or other medical preblems of the student:

Parent/Guardian Name: Work Phone:

Workplace Name/Address:

Parent/Guardian Name: Worlk Phone:

Workplace Name/Address: '

Parent/Guardian Home Address: : Home Phone:

Emergency Contact: ] Phone: i

I congent for my child to receive emergency medical treatment in cue f injury or fllncss. The laformation provided &
accurate to the beat of my knowledge.

Parent/Guardian’s Signature Date
Parent/Guardian’s Signature Date
Student’s Signature Date

Note: This form should bo kept on file ot scheol. If the student Is prticipating in o school-to-worls astivity, o copy shovld also be on file

ot the worl site. .
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Student’s Name: Social Security Number:

Mentoring Site: _ : Mentos:
Address: Phone:
Beginning Date: ' Ending Date:
School: Phone:

" School-to-Work Coordinator: Phone:
Student’s Career Objective:
Instructor’s Signature: Date:
Student’s Signature: Date:

R U o A
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e
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NOTE: It is the policy of the cohenl district that co percen on the Bnﬁoio of rose, color, religion, national origin or
anecestry, nge, Ctx, marital status, handicap, or disadvantage chould be dicerirafnnted ogniect, excluded from
participation In, dented the benefitn of or etherwice be cubjested to desrizaimation frn ooy prograzs or cotivity.



Name; ' Home Phone:

School: School Phone:

Coordinator:

Mentoring Site:

Name of Mentor:

Mentoring Areas:

. SUGGESTED ACTIVITIES:

Introduce the student to the staff.

Explain the mentoring plan.

Tour the facility (if possible/practical). . .
Create a list of activities for the student to perform during his/her mentoring experiences. This list
should be planned in advance of the studerit’s arrival. )

Expose the student to the same routine & new employee would experience.

Answer questions that the student has regarding the job.

PROVIDE ANSWERS TQ TEE FOLLOWING QUESTIONS:

o BV

1. Describe the mentor’s occupation. (What sre his/her duties?)
2. Describe the working conditions asscciated with the mentor’s position (i.c., physical working
condgg\s, &x;;oumt of overtime required, siress level, amount of responsibility, amount of travel
required, etc.).

at is the memtor’s educational background? What school subjects does he/she feel would be
most helpfisl to prepare for this position?
What does the mentor enjoy most abous this position? )
What does the mentor find most difficult, stressful, etc., about this position? .
What regommemﬁations would the menor offer to someone who is interested in entering a similar
position
In the mentor’s cpinion, what wgﬁ of attitude, personality traits, or personal characteristics are
important in order to be successtul in his/her career field?
What opportunities are there for advancement in this career field?
Describe the mentor’s role in supervision.
What are the starting salaries and educational requirements a¢ this company for persons who hold
positions similar to the one you are observing today?
What does this company do to encourage its employees to continue their education?
What are some good ways for the student to find out abou this carees?

=0 N Quns W

e

Puch et
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NOTE: It is the policy of the cchosl & et that o person om e bosts of roee, eolor, religicn, nntional origin or
ancestry, nge, $ox, marital status, hamdicap, or disadvantage cheuld ke dicerimimated against, excluded from participation
in, denied the benefits of or otherwice be cabjected to dicerimination in cny program or cetivity.

: Y AVAILABLE
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SAMPLE

Mentoring Student’s Name:

Address:

Telephone Number: SS #:

Age: Date of Birth: Grade:

Employer:

Mentor:

Mentoring Site:
Address:

Telephone Number:

School:

Coordinator: Telephone Number:

Parent/Guardian: - Telephone Number:

Alll parties jofntly ngree to the following:

1. There will be no monetary compensation for participation in the school-based and community-
" based mentoring program.

2. The mentoring experience (if work based) shall be at an employer site directly related to the
career interest expressed by the student. Monetary compensation may be paid for work-
based mentoring, if appropriate.

3. The parent or guardian shall be responsible to the school for the conduct of the student who is
participating in the mentoring program.

4, Safety instructions will be provided by the employer.
5. Adequate insurance coverage for the student will be provided by:

(List who has coverage: school, parents, business, etc.)

6. This Sgreemem(t may be terminated after consultation with the coordinator, for due cause, or
for unforeseen business conditions.

7. The mentoring site shall conform with all federal, state, and local labor laws while providing
the student with a variety of observation experiences.
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8. The mentoring site shall provide an evaluation of the student after the experience.
9. The student will remain at the mentoring site for an agreed upon time period.
10. The student will report to the mentoring site on:

a.m. vntil p.m.

(Date)

11. The parent or guardian will provide transportation for the student to and from the mentoring
site. '

12. Students will be accepted and assigned to mentoring sites without regard to race, color,
national origin, sex, handicap, or disadvantage.

(School Administrator) (Employer)
(Coordinator) (Mentor)
(Student)
PC: Employer

Mentor

Parent

Coordinator

Student’s file

A SCHEDULE B SCHEDULE
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SAMPLE

TO:
(WName of Student)
FROM.:
(Name of School Coordinator)
DATE:
SUBJECT: Mentoring Assignment

Your mentoring experience is scheduled on:

‘ (Date)

from to
(AM.) ®.M.)
with '
(Name of Mentor)
His/Her phone number is:
Mentoring Site:
Address:

NOTE: If you have amy questions about your mentoring assignment, please contact your
school coordinator. Return this completed form to coordinator.

BEST COPY AVAILABLE
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This is to notify you that __ will be excused from school on

(Name of Student)

to participate in mentoring. This is to be treated as a worlc-based

(Date)
learning experience. The student agrees to arrange for make-up work prior to the mentoring

experience.

Please sign below to indieate ¢that you have been notified.

(Principal’s Signature) (Coordinator’s Signature)
Teacher Sublect

1.

2.

3.

4. —

5.

6.

7.

8.

NOTE: Return to coordinator
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SAMPLE

TO:
FROM:
STUDENT:
SURBJECT:

A number of corporations and businesses have expressed their commitment to the School-to-Work
Transition Act of 1994 by agreeing to participate in the school district’s mentoring program. Their
responses represent the opportunify for & mutually beneficial relationship among the schools and
corporations and businesses in this county.

The school district’s mentoring program introduces the student to a particular career by pairing the
student with a meritor. The student and the mentor may be paired up to one year to help students better
understand the requirements of & particular career. One of tﬁe objectives of the mentoring program is to
recognize the unique interest of each student and provide individualized career exploraiton whenever
possible in order to help students become more focused on a career goal.

Students must be recommended for the mentoring program. One selection criterion is the teacher
recommendation. Please give your candid assessment of the above student’s academic performance,
intellectual promise, and personal qualities by completing the following check list.

Checl the apprepriate responses:

Excellent ‘Good Fair Poor

Motivation-and attitude toward
learning

Ability to follow directions

Attitude toward authority

Ability to work in groups

Willingness to conform to rules and
regulations

Enthusiasm and interest toward school
work

Display of courtesy and respect

Comments:

: .N@)TEs Return to coordinator
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Student;

Mentor:

Mentoring Site:

Evaiuate the student’s performance using the follow
beside each rating which best describes the student®

expericnes,

ing scale. Place o checl in the space
s performance during the shadowing

[Excellent

Good

Faiy

Poor

Attitude

Punctuality

Cooperation

Enthusiasm/Interest

Courtesy

Proper Attire

Willingness to accept guidance

Willingness to conform to rules and
reguiations

How would you rate the mentoring
experience?

How could this program be improved?

Conuments.

NOTE: Return to coordinator
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SAMPLE

Student Name:

Mentoring Site:

School: ' Telephone:

Address:

Required safety items (if applicable):
Required tools/equipment (if applicable):

Date: Time arrived: Time lefk:

Plesse angcver the following questions.

L.
2.

10.

I1.
12

Describe the mentor’s occupation and duties.

Describe the working conditions essociated with the mentor’s position (i.c., physical working
conditions, amount of overtime required, stress level, amount of responsibility, amount of travel
required, etc.). i

What is the mentor’s educational background? What school subjects does he/she feel would be
most helpful to prepare for this position?

What does the mentor find most difficult, stressful, etc., about the position?

What recommendations did the mentor offer to someone who is interested in entering a similas
position? '

What does the mentor enjoy most about this position?

In the mentor’s opinion, what grp@ of attitude and personality traits are important in order to be
successful in his/her career field?

What opportunities are there for advancement in this career field?

Describe the mentor’s role in supervision. (Does he/she supervise other people? What is
involved in supervision? Who supervises his/her position?)

What are the starting salaries and educational requirements for people who hold positions similar
to the ones you have been observing?

What does this company do to encourage its employees to continue their education?

What are some good ways for students to find out more about this career?

NOTE: Return to coordinator
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Student Name:
Career(s) Explored:

Employer:

Place a check in the space beside each rating which best describes your mentoring
experience.

L.

How would you rate the mentoring experience?

Excellent __ __ Good Average Fair ____ Poor
2. Didthe experiex;ce meet your expectations of the occupation?
Yes No )
3. Do you feel the supervisor exposed you to & variety of responsibilities related to the career(s)
you were exploring?
Yes ‘ No
4. Did the experience change your mind about your career plans?
Yes No
5. What is the best thing that has happened to you in this program?
6. How can the program be improved?
(Com.ments:

NOTRE: Returm to coordinator

BESTCOPY AVAILABLE



School:

Studemnt’s
Name

Mentoring
Site

Site
Address

Telephome Site
Number NMentor

@wﬂf.@w.&»ww:—
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Coordinator’s Name:

For the Period: _ .19 to _ 19
(Begianing) (Ending)
Date Time Mentoring Site Visited Student
(Coordinator Signature)

NOTE: It is the policy of the ccheol distriet that o percon on the basis of race, color, religion, national
origin or nmeestry, age, £e8, marital otatus, handicap, or disadvantage cheuld be diccriminated ogaimst,
excluded from participation im, denfed the bemefits of or otherwice be ubjected to diccriminatien In a
program or ostivity.
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ADDITIONAL SCHOOL-TO-WORK OPPORTUNITIES

This section includes additional school-to-wosk opportunities in which some school districts may
participate. Limited information in this section is provided for the following opportunities:

Supervised Agricultural Experience (SAE)
Coordinated Co-ops

Part-Time Work

School-Based Enterprises Training Plan
Personal Mentoring

If students participate in these opportunities, additional work will need to be done in developing
forms and/or background information before & successful program can be launched.




DEFINITION: Supervised agricultural experience (SAE) is the actual planned application of concepts
and principles learned in agricultural education. Students are supervised by agriculture teachers in
cooperation with parents/guardians, employers, and other adults who assist them in the development and
achievement of their educational goals. The purpose is to help students develop skills and abilities,
leading toward a career by connecting school-based and work-based leaming,.

PURPOSE: Through SAE programs, studenis “learn by doing” and spply agricultural knowledge and
skills learned in the classroom and laboratory in an “away-from-the-classroom” setting. This helps to
“bridge the gap” between education and employment and results in & thorough, more deeply founded
learning experience.

IBE)E(IFIEF]I’I[‘S FOR STUDENTS: Through participation in supervised agricultural experience programs,
students:

make career and personal choices;

develotf critical tginking and decision-making skills;

and agricultural competencies leamed in the classroom and laboratory,

gain seif-confidence;

refine human relations skills;

explore career/occupational opportunities;

gain occupation experiences; -
- apply record-keeping skills and leam money management;

pursue individu learning;

develop responsibility;

develop pride in ownership;

achieve independence; an

develop an appreciation of the work ethic.

BENEFITS FOR TEACHERS: The SAE benefits the agriculture teacher in the following ways:

OO0 CO0OO0QO0OO0OD0O0OO0OO0OO 0o

improves school-community relations;

serves as a motivati 2l tool to enhance leamning;

familiarizes the teacher with new technologies and agricultural practices;
promotes parental involvement aad support of the program,

develops public awareness of the agricultural education program,
improves the efficiency of agriculture in the community;

maintains and promotes an active FIFA program;

keeps instruction practical, relevant, and industry-based; snd

provides for year-round instruction.

BENEFITS FOR EMPLOYERS: Employers also benefit since SAE programs:

00 0 000000

provide a labor force skilled in techrical and applied agricultural practices;
provide g labor force skilled in the work ethic,

provide a labor force experienced in interpersonal relations;

keep youth in the community; and

assist schools in keeping instruction relevant and current based on industry needs.

PARTICIPATION IN SUPERVISED AGRICULTURAL EXPERIENCE: School districts are
encouraged to place qualified students in & work-based program; however, the number of students placed
in SAE experiences will depend upon the number of opportunities availsble in the community.

TECHENICAL ASSISTANCE: School districts are encouraged to seek technical assistance through
workshops, conferences, and/or institutes provided by the State Department of Education or other
sources.

0O 0 0 00
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AGE OFF STUDENT: School districts must develop policies and procedures to ensure that students

- who participate in work-based opportunities are at least 16 years of age, in the eleventh grade, adequately

covered by insurance, and have permission of & parent(s) or legal guardian(s). :

STUDENT LEARNER: Students usually arc juniors and seniors »"10 have defined their occupational
plans and have thorough classroom instruction.

MEMORANDUM OF AGREEMENT: This agreement forms the basis for the student’s work-based
and school-based education program. At the minimur, the following components should be included in
the memorandum of agreement:

intent of the program;

duties of the vanicus parties;

competencies to be taught and assessed at the school level;

competencies to be taught and assessed at the employer level;

the time frame of the experience; .

signa(.ﬂt}w?(s )of the student, school representative(s), employer, and the student’s parent(s) or legal
guardian(s); :

o written permission of the student’s parents or legal guardians for the student to engage in the schooi-
to-work experience; and .

o emergency information.

EMERGENCY INFORMATION FORM: The emergency information form must be completed and
include, at & minimum, the following:

O 0 O0O0O0O0

student’s name;

student’s Social Security aumber;
appropriate medical information about the student;

insurance coverage for the student; '

parents’ or legal guardians’ names and phone numbers (work and home),
parents’ home address and work e-idresses;

emergency contacts (names and pi:one numbers); and

signature of pan'em(s)lgumdim(sg.

Qo0 O0O0O0O0OO0

COMPETENCIES TO BE TAUGHTS Teachers and worlk-site mentors or supervisors will develop
school-based and work-based competencies to be mastered by the student(s). The competencies must be
taught and assessed at the school fevel and at the employer site.

ARTICULATION AGREEMENTS: Secondary and postsecondary educators should develop

articulation agreements which enable students to earn Technical Advanced Placement (TAP) credit at the
local technicel college.

CREDENTIAL(S): Studenis may receive & high school diploms, occupational certificate, associate
degree and worlk-site certificate of mastery.

EVALUATION: Work-site evaluation of the student’s performance will be conducted by the employer,
sentor, Il011- supervisor. School personnel will conduct regular on-site visits to monitor the progress of the
student leamner. ,

TRANSPORTATION: Students and parents should provide transporiation. In some cases, the school
or school district may make transportation asrangements for students to and from the work site.

INSURANCE COVERAGIES EX}F“’V@"& students and perents must complete forms documenting
appropriate insurance coverage. state and federal child labor laws must be followed for student
learners under the age of 18.

EMPLOYMENT COMMITMENT: No commitment of full-time employment is expected on the past
of employer or student. '

FORMS: Forms for the supervised agricultural experience (SAE) and additional information can be
found in Expericncing Agrieulmre: A Hendbookk on Supervised Agriculiurel Experience, National
Future Farmers of America Qrganization, Alernndiria, Virginia. ,
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TIMIE COMMITIMIENT
o 3 years (grades 12-14) including summers

WORK-BASED COMPONENT: , _

o complements and extends classroom learning, particularly in cccupational/technical subjects
o learning guided by workplace supervisor

o participants selecied by employer based on a mutually agreed-upon Process

SCHOOL-BASED COMIPPONENT:

o appropriate academic and occupational/technical foundation provided in Grades 9-14

o guidance and career counseling provided in Grades 6-14

o course credit for work-based learning typically provided in Grades 12-14 ) ) )

o peﬁﬁg%c seminar sessions guided by teachers to help students explore/synthesize experiences in the
worlcplace

o collaboration between college and school district to provide opportunities for early/advanced entry
into associate degree programs

o provision for students to continue their education (baccalaureate degree)

© AGREEMENTS: '

o work-site training agreement signed by employer, school, parent, student

o separate, informal fraining agreement mutually agreed upon by employer and student for post-
secondary component

CREDENTIALLS): .
o hi%hhﬁ scho§l diploma, vocational certificate, associate degree (and option for advanced technology
certificate )

WAGES AND OTHER FINANCIAL SUPPORT?

o wages set and paid by employer ' E .

° tuitn?n and/or other Snancial assistance for postsecondary study (associate degree) provided by
employer

EVAILUATION:
o work-site learning evaluated by employer mentor
o on-site monitoring by school or postsecondery personnel

TRANSPORTATION:
o student provides own

SURANCE: '

o health/life insurance provided by student’s family, however, employers are responsible for offering
coverage for students in paid work-based learning experiences if similarly classified employees are
eligible for these benefits (S.C. Depariment of Commerce, “School-to-Work Transition Act
Recommendations,” January 11, 1995, p. 1);

o accident insurance (to and from work site) provided by district;

o studonts participoting in paid work-cite experiences must be covered for workers’ compensation
under the Code of Laws of S.C., section 42-7-60, 1976, as amended; and

o parents should be required to sign a waiver for each student’s participation in a work-site learning
experience.
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BENEFITS TO STUDENT AND EMIPLOYER: . . )

o student gains technical and general workplace skills and advanced standing/tuition assistance for
postsecondary study )

o employer has specific tasks completed for reasonable wage and opportunity to hire full-time a student
with three years’ structured work experience

FULL-TIME EMPLOYMENT COMMITMENT UPON COMPLETION:
o no commitment on the part of employer or student

REGULATIONS:
o locally developed and agreed upon (except for the state and federal requirements regarding record
keeping and reporting for the high school part of the program).

NOTE: When students enter the postsecondary compeonent of the program, respounsibilities of
schoal districts a5 deseribed above would be assumed by the pestsecondary institution.

SOURCE: Partnership for Academic and Career Education
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TIME COMMITMENTS:
o up to 20 hours per week for undetermined amount of time

WORK-BASED COMPONENT:
o supervisor assigns all duties and oversees performatce

SCHOOL-BASED COMPONENT:

o no structured relationship exists between school and work except for basic academic foundation

and/or some occupational skills training (e.8., computer keyboarding)

AGREEMENTS:
o no agreements exist between the school and the employer

CREDENTTAL(S):
o none '

WAGKES AND OTHER FINANCIAL SUPPORT?
o wages set and paid by employer )

EVALUATION: . .
o  work supervisor evaluates performance in accordance with standard company policy

TRANSPORTATION:.
o student provides own

INSURANCE:
o accident insurance (to and from work site) provided by student’s family policy
o accident insurance (on-the-job) provided by company’s workers’ compensation plan

BENEFITS TO STUDENT AND EMPLOYER: )
o student earns a wage and gains o genersl understanding about workplace requirements
o employer gets specific tasks completed for a reasonable wage

FULL-TIME EMPLOYMENT COMMITMENT UPON COMPLETION:
o no commitment on the part of employer or student

REGULATIONS:
o none, other than what employer would normally comply with for any part-time employee

SOURCE: Partmership for Academic and Carcer Education

¢ Part-Time Work is not a bona fide structured work-based (school-to-worl) experience in which
students receive high school credit.
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Student’s Name: Social Security Number:

Work Site: Treaining Sponsor:

Address: Phone:
Beginning Date: Ending Date:

School: _ | Phone:
School-to-Work Coordinator: : Phone:
Student’s Career Objective:

Instructor’s Signature: : Date:
Student’s Signature; Date:

IR I R B M

BEST COPY AVAILABLE

NOTE: It iy the policy of the ccheol district that mo perces on the bagio ef roee, color, religien, matiemal origia or

" ameestry, age, e, marital status, handicap, or disndvastage cheuld be diceriminated agaimst, exnclnded from

participation im, demicd the benefits of or otherwice ke cubjected] to diceriminntion in any program er otivity,
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TIME COMMITMIENT:
o up to 5 hours per week for approximately 1 year

WORK-BASED COMPONENT: L
o time usually spent off-sit: in activities such as a coolc-out, outdoor hike, visit to the zoo, etc.

o mentor serves as & role 1.10del to the student by providing encouragement and guidapce on a variety
of personal, social, and educational issues

SCHOOQL-BASED COMPONENTS . .

o typically, no structured relationship exists between school curriculum and mentor activities except for
basic academic foundation. However, in some cases the mentor may help reinforce specific concepts
taught in the school curriculum, with assistance from the teacher.

AGREEMENTS:
o clear agreement among the mentor, school/teacher, and/or parent is reached, but may or may not be
formally signed by all parties .

CREDENTIAL{S):

o  none

WAGES AND OTHER «INANCIAL SUPPORT:
o typically unpaid without any special benefits or financial support

EVALUATION:
o mentor periodically completes a written evaluation
o school personnel typically remain in close contact with the mentor on a regular basis

TRANSPORTATION:
o usually provided by the parent for younger students

INSURANCIEs
o provided by family or school district policy

BENEFITS TO STUDENT AND EMPLOYER: .

o student benefits from greater self-confidence, improved decision-making abilities, and/or enhanced
academic skills .

o mentor benefits from personal satisfaction in helping & young person become more motivated,
focused and successful

FULL-TIME EMPLOYMENT COMMITMENT UPON COMPLETION:
o no commitment on the part of employer mentor or student

REGULATTIONS: )
o if any, they would be locally developed and agreed upon by all parties.

SOURCE: Partmership for Academic and Caresr Education
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