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Student Expectations & Responsibilities
Work-Based Learning students are expected to excel in three major areas:  academic performance, school and workplace behavior, and job performance.  

As a work-based learning student, you must maintain a GPA of at least 2.5 average at school and have an above average attendance record.  You may take advantage of many support services to help you achieve these goals, but you must assume responsibility for achieving and maintaining acceptable grades and attendance.  Failure to meet either of these goals can result in termination from the program and possible loss of credit.   
To participate in work-based learning, you must demonstrate acceptable behavior at school and at the worksite.  You are expected to follow the standards of behavior of the Cobb County School District at school as well as at the worksite. Refer to your school student handbook for more information on acceptable behaviors. 
Your assigned mentor will discuss standards of behavior at the job site with you.  You are to follow any additional standards required by your job site. Read through this handbook for tips in the various areas.
Guidelines are included in this handbook for the following:

· Attention to Personal Appearance

· Commitment of Time

· Following Instructions

· Interacting with Authority

· Courtesy

· Training Plans

· Attendance Policy

· Mentors

· Tips for Succeeding on the Job

· Notebook Guidelines

· Career Portfolio Guidelines

· Resume Writing Tips

· Tips for Completing the Application

· Employers’ Expectations

· Skills Employers Want

· Handling Personal Relationships

· Grading

Student Responsibilities
In a work-based learning program are to:

· Meet the criteria for job placement.

· Maintain employment 

· Maintain regular attendance both in school and on the job.

· Exhibit honesty, punctuality, courtesy, a cooperative attitude, proper health and grooming habits, appropriate attire, and a willingness to learn.

· Conform to all rules and regulations of the employer.

· Complete all the necessary forms and reports required in the program.

· Provide transportation to and from the work-based learning site.

· Provide proof of accident insurance coverage.

· Remain in the work-based learning position unless there is prior knowledge and consent by the work-based learning coordinator.

· Maintain educational excellence in the academic and career/technology classes.

· Consult the work-site mentor and work-based learning coordinator about any difficulties at the work-based learning site.

· Exhibit proper conduct in school as well as on the job.

· Follow proper policies regarding cell phone and internet usage.

Parent’s/Guardian’s Responsibilities
To the work-based learning program are to:

· Be involved in their child’s participation in the work-based learning program.

· Share responsibility for the student’s conduct on the job and while in the work-based learning program.

· Sign the educational training agreement and other parental permission forms.

· Provide documentation of responsibility for accident insurance coverage and automobile insurance coverage.

· Encourage the student to perform both classroom and work-based learning responsibilities in an efficient and effective manner.

· Contact the work-based learning coordinator about concerns and inquiries rather than the work-based learning site.

Employer’s Responsibilities
· Follow all federal, state, and local regulations regarding the employment of students.

· Follow the guidelines established by the work-based learning coordinator and educational institution.

· Provide worker’s compensation insurance for students as required by law.

· Provide each student employed with a work-site mentor.

· Complete an education training agreement and educational training plan.

· Assist in the evaluation of the student each grading period.

· Treat the student as a regular employee.

· Avoid displacing other workers who perform similar work.

· Provide safety instruction.

· Endeavor to employ the student for the entire agreed-upon training period.

· Avoid exploitation of the student for private gain.

Personal Dress And Appearance
It is always easy to maintain a professional look at the workplace if you follow these guidelines:

· Dress appropriately at the worksite.

· Keep your hair well groomed and in an appropriate style.

· If you have a uniform, keep it clean.

· Keep make-up, perfume, and jewelry to a minimum.

· Once you begin working, you will be instructed about appropriate dress for your job.  In general, DO NOT wear the following items at the workplace: hats, shorts, mini-skirts, sandals, sheer or low-cut blouses, tank tops, spandex, and cropped blouses that show your stomach or back.  LOOK PROFESSIONAL!
Commitment Of Time/Work Attendance Policy
· Arrive on time.

· Do not agree to a job schedule if you cannot commit your time.

· Clear schedule conflicts ahead of time.  If you are aware of a conflict which will prevent you from working or arriving on time on a specific day, ask for the time off, do not just tell your mentor you will be absent.  Try to give as much notice as possible.

· Call in as soon as you know you will be late or absent.

**REMEMBER:  IF A STUDENT MISSES SCHOOL, HE/SHE WILL NOT BE ABLE TO ATTEND WORK THAT DAY EXCEPT BY SPECIAL PERMISSION FROM THE WBL COORDINATOR.**
Following Instructions
Performing your duties correctly will help you achieve success on the job.  Responsible workers have learned that following all instructions from their mentor or fellow workers completely and accurately guarantees that the job will be done right!  Follow these steps:

· LISTEN – Concentrate on the instructions you are receiving.  Pay attention to the details – they will be important when you are completing the task.  Look at the person while listening.

· TAKE NOTES – Write down important details as you receive your instructions.  You can refer to your notes as you complete the task.

· ASK QUESTIONS – Be sure you understand the instructions.  If you do not, ask your mentor to repeat them or explain them further.  You can be sure that your mentor would rather repeat instructions than have you repeat a task if it is not done correctly!

· FOLLOW YOUR INSTRUCTIONS EXACTLY – Do not try to create a short cut by leaving a step out.  The task may not make sense to you, but if you follow the instructions exactly, you will get it done correctly!

Interacting With Authority
The relationship you have with your mentor will be one of the most important relationships you will have during your work-based learning experience.  Applying the guidelines, you have already read, and the advice below will help you have the best possible relationship with your mentor.

· Always treat your mentor with courtesy and respect.

· If you need something, ask for it, don’t demand it.

· Accept constructive criticism.

· Listen to it.

· Learn from it.

· Don’t feel put down.

Constructive criticism is meant to help you improve your future work performance.  It is an important part of working.  If you accept what is being said, you can learn what to do the next time.

Courtesy
Showing courtesy to both your supervisor and your fellow workers will make a difference.  Remember these east guidelines:

· Be courteous to fellow workers and others.

· Always say “please” and “thank you”.

· Make courtesy a habit.

· Treat co-workers, patients, customers, and/or clients with respect and sensitivity.

Work-Based Learning Training Plan
Each position in work-based learning will have a training plan specifically designed for that job.  The training plan will detail your work duties and describe the responsibilities you can expect as you grow in your job.  Your work performance will be evaluated based on how successfully you complete the skills/responsibilities outlined in your training plan.  The training plan evaluation will be completed once every semester by your mentor and factored into the evaluation portion of your grade.  This information will be recorded in CNET (state database) and in the system’s gradebook.  Progress will be discussed in a meeting with your mentor, coordinator, or both.  

Attendance Policy
The Work-Based Learning initiative strives to instill the importance of positive work habits and attitudes both on the job and in the classroom.  You must assume responsibility for regular attendance at your school and your worksite.

Remember:  If you do not attend your high school, you cannot report to the job site that day except by special permission!

Your attendance is very important in your evaluation by both your mentor and teacher.  If you are going to be absent, contact your mentor and your coordinator.

Work Attendance Policy
You must go to work every day that you are required to be in attendance.  You are an employee of the business and your mentor depends on you to be at work every day.  Your mentor assigns you important work every day and if you are absent, then the work is not completed.  You Are An Employee Of The Business Partner and you must follow the same rules as other employees.

· If you are sick and cannot attend work, you MUST call your mentor before you are scheduled to begin work that day.  You should always carry your mentor’s number with you.

· If you know you will be unable to attend work in advance (for example, you must take a test at school), let your mentor know why you are going to be absent and the days you will be absent.

· We strongly encourage you to schedule all doctor and dentist appointments outside your work hours.  However, should you have an appointment, let your mentor know prior to the day of the appointment.

· If you are absent due to a death in the family, you must call or have someone else call your mentor and coordinator.

· Unexcused absences are considered evidence of undesirable work behavior and are strongly discouraged.

· No show to work, no call:

· 1st Offense
written warning

· 2nd Offense
possible termination of the program

· Report immediately to the coordinator any job termination/job problem. If your job is terminated during the semester it is the responsibility of the student to find a new placement. Students will have 10 school days to find a new job without impact to their grade. 

Your Mentors
A mentor is a friend, a counselor, a tutor, a coach, a supervisor, and someone you can trust at your worksite.  This may be the first job for many of you and you are unsure of what is required of you at your work site.  Your mentor will be there to answer questions and encourage you so that you can succeed on the job.

Communication is very important.  If you do not understand directions or are unclear about certain information, you are encouraged to ask questions.  Share information about yourself with your mentor.  Your mentor wants to get to know you and your goals for the future.  Like a coach, your mentor can train you for success in the world of work.

Questions About Your Worksite?
Ask Your Mentor First.  You may then be directed to contact another person in the office.  Your mentor will explain rules and safety standards and show you how to operate equipment needed to perform your jobs duties.  Remember, The Mentor Is There To Help You!
Your coordinator will obtain feedback pertaining to your job performance through visits, letters, and evaluations from your mentor.  This will vary from verbal comments to information provided on the written evaluations.  

*Be sure to write your mentor a thank you note occasionally - they are going the “extra mile” for you!

Tips For Succeeding On The Job
Listed below are some tips that will help you succeed on the job:

· Be neat and clean.

· Be friendly and courteous.

· Always keep yourself occupied.  If you have a job to do – do it!  If you don’t’ have something to do, ask your mentor.

· Take criticism without resentment and learn from constructive criticism.

· Don’t make excuses.  Chronic excuse makers are rarely believed.

· Always give your best effort.  Remember, your job is important.

· You are entitled to respect on your job.  Your mentor and your fellow workers are also entitled to respect.  Give the same courtesy you expect in return.

· Always notify your mentor if you are going to be absent.  Attendance at school and work is a must.

· Ask questions if you do not understand directions or if you need more information to do your job.

· Be on time!  Dependability is the big key to success.

Student Journals
The journal assignments and projects are very important parts of the work-based learning experience.  The journal assignments should be a minimum of one page in length, single spaced, and must be typed.  There will be deadline dates for each assignment, and there is a penalty for late work.  Dates will be assigned in the work-based learning meetings.

All work should be given to and will be graded by the Work-Based Learning Coordinator.  Work that is not neat, grammatically incorrect, or incorrect spelling may be given back to the student to revise.  Also, if the coordinator feels as if the student has turned in incomplete assignments, the journal or project may be returned for further work.

Career Portfolio
A career portfolio is a carefully selected collection of information that demonstrates a student’s talents, interests, abilities, achievements, and experiences.  It documents the development of education/career goals and one’s successful transition from school to career.  It can be used in a variety of ways including:

· In conferences with parents or teachers.

· In counselor or teacher advisement sessions.

· In interviews for a job, technical school, or college.

· In planning for careers.

· In setting educational goals.

Your will keep a variety of information collected in WBL meetings, on the job, in school, and through community endeavors.  This is a good compilation of your accomplishments to present to future schools and/or employers.

Post-Secondary Options
Students are encouraged to begin consideration for post-secondary plans as soon as they begin their freshman year.  Post-secondary education is strongly encouraged in work-based learning programs.  Students may consider college, technical school, or adult apprenticeship, depending on their career goal.  In many instances, the student may take advantage of articulation agreements that are already in place.  In other words, they may receive post-secondary credit for courses completed while still in high school.

During the junior and senior years in high school, work-based learning students should talk to the Work-Based Learning Coordinator, Advisors and Counselors about their post-secondary plans and make applications to the appropriate institutions and take the appropriate entrance exams.  Students must prepare for life-long learning in our fast-changing world of work.

Resume Writing Tips
This list provides the applicant ten brief, yet very important reminders about the development of the resume.  It can be utilized as an evaluation tool after the completion of your resume.

· Write it yourself

· Make it error free

· Key it on a computer

· Be brief and be relevant to the position

· Be honest

· Be positive

· Be specific

· Use action words and short sentences

· Avoid anything negative

· Edit and edit again

Tips For Completing The Application
Mastering this list is very important to the success of the job applicant.  Remember, many potentially good candidates are screened out prior to the interview, due to the condition of their application.  Prepare carefully and always:

· Follow directions

· Be neat

· Avoid negatives

· Emphasize skills and accomplishments

· Fill in every blank:  put N/A in the space if it does not apply to you

· If the instructions say you may use ink, choose black ink

· Always be honest

Employer’s Expectations
The following information includes questions about what an employer can expect about your general work attitude and preparation.  How would you answer each?

Do You Look Like the Right Person?
_________
Personal appearance?

_________
Paperwork (well done, resume, etc.)?

_________
Interview behavior?

_________
Good verbal skills?

What Can You Do?
_________
Job-related skills?

_________
Previous experience?

_________
Training and education?

_________
Volunteer work?

_________
Interests and hobbies?

_________
Successes?

Can You Be Counted On?
_________
To have good attendance.
_________
To stay for a reasonable time.
_________
To be dependable in completing things.
_________
To adapt quickly and be productive.
Skills Employers Want
Evaluations will be completed by your mentors every nine weeks regarding general employment traits.  These traits consist of basic skills you will need to be successful in your job.  By the end of the school year, you should be above average in all areas.  If you are consistently having problems with one of the areas, this will be reviewed to help you improve.  A complete list is attached at the end of the handbook. In addition to specific job-related skills, today’s employers demand additional qualities in an employee.  The qualities contribute to today’s rapidly changing technologically advanced type of work environment.  The phrases below require adequate consideration on the job applicant’s part, prior to beginning the job search.  How do you rate?

· Learning to learn

· Basic reading, writing and math skills

· Good verbal and listening communication skills

· Creative and critical thinking and problem-solving ability

· Positive self-esteem and goal setting, including career development

· Interpersonal skills for negotiation and teamwork

· Organizational effectiveness and leadership skills

Handling Personal Relationships
· Personal calls during work hours are not allowed

· Socializing is limited to break time and lunch

· Visiting fellow students during work hours is not permitted

· Checking email on available computers should be avoided

· Cell phones should not be exposed or used in the work setting

Grading
An evaluation will be completed on each work-based learning student every six weeks.  Your mentor will evaluate you on your work performance (training plan and general employment traits).  During work-based learning meetings throughout the year, these employment traits will be discussed to provide a solid background for employment.  Monthly meetings and assignments also factor into your grade.  Please refer to the grading policy in your work-based learning paperwork.

Seminars/Monthly Meetings
You are expected to attend meetings associated with the work-based learning program throughout the year.  Meeting requirements are:

Attend all WBL information meetings as scheduled. *
*Dates for these meetings/events will be announced throughout the semester.

It is your responsibility to decide for a work schedule that allows participation in the school-based component of this program.  You are expected to decide with your employer well in advance of your meeting requirements so that work schedules can be arranged to accommodate your needs.  If there are issues with the employer’s willingness to arrange your work schedule to accommodate required meetings contact the WBL coordinator so that an intervention can be arranged.[image: image2.png]
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