Buena High School 
Work Based Learning Training Agreement
The Buena Career & Technical Education Internship Program provides an excellent opportunity for students to earn credit for work while in high school. The course meets several state standards for each program as well as the following Workplace Skills standards as developed by the Department of Education:

1. Students use principles of effective oral, written and listening communication skills to make decisions and solve workplace problems.

2. Students apply computation skills and data analysis techniques to make decisions and solve workplace problems.

3. Students apply critical creative thinking skills to make decisions and solve workplace problems.

4. Students work individually and collaboratively within team settings to accomplish objectives.

5. Students demonstrate a set of marketable kills, which enhance career options.

6. Students illustrate how social, organizational and technological systems function.

7. Students demonstrate technological literacy for productivity in the workplace.

8. Students apply principles of resource management and develop skills that promote personal and professional well-being.

Each student will be responsible for creating and maintaining a portfolio and an online Moodle account (moodle.svps.k12.az.us). The portfolio will demonstrate the student’s attainment of these and other standards. A copy of all student portfolios will be kept in the CTE office and will contain the following:

· A Training Agreement outlining responsibilities of the student, the parent, the teacher/coordinator, and the mentor.

· A Training Plan describing the training provided and goals established for the student and a timeline for meeting set objectives. 

· A Semester Wage/Hour Report summarizing the dates and times worked during the course of the school year. 

· Copies of Pay Stubs or Time Sheets supporting the information maintained on the Semester Wage/Hour Report.

· Employer Evaluations for each quarter assessing the student abilities displayed in the workplace. 
· A Resume and Cover letter, 
· 3 Letters of Recommendation, 
· A section for activities, awards, academics and career research,
· Student-generated Journal Entries addressing topics related to the employment experience; one per week for a total of 32; submitted on Moodle.

Credit for the internship will be based on the student’s ability to maintain these records and submit the information on time as requested by the instructor. Credit is also largely based on the number of documented work hours logged by the student during the course of the school year. Students are required to work a minimum of 5 hours per week.   
I have read and understand the requirements for the work based program.

______________________________________

     ___________________________________________

      Student Signature




          Parent/Guardian Signature

_______________________________________                            __________________________________________

      Student Name Printed                                                                      Parent/Guardian Name Printed 

Buena High School
Work Based Learning 

Training Agreement

Please check one:            (    Clinical                ( Cooperative Education                 (   Internship (CTE, FTA, etc.)

                                             

                                         (  Other 


Student-Learner Name____________________________________________________________

Date of Birth________________________________________________ Age________________

Mailing Address______________________________________ Home Phone________________

City____________________________ Zip Code____________ Cell Phone__________________

E-mail_________________________________________________________________________

Business Partner Employer-Mentor__________________________________________________

Business Partner Company_________________________________________________________

Business Partner Phone______________________ E-Mail________________________________

For the Work-Based Learning Program to be fully effective, it is mandatory that certain rules and regulations be followed. The student, his/her parent/guardian, the teacher-coordinator and the business partner employer-mentor must agree to fulfill the following responsibilities. 

Student-Learner recognizes that the Work-Based Learning Experiences will contributes to his/her career objectives and agree to the following:

1. Understands there is no guaranteed or assigned workplace.

2. Accepts responsibility for providing transportation to and from the workplace.

3. Abide by the rules, regulations, policies and procedures of the workplace, the Sierra Vista School District, and the Work Based Learning Program.

4. Understands that once a position is accepted, a commitment has been made to the Business Partner Employer-Mentor. It is expected that the student-learner will be at the Business Partner Company for the length of the Work Based Learning.

5. Responsible to be at the workplace every scheduled day at the appointed time.

6. Follow the Directions of the Business Partner Employer/Mentor.

7. Do nothing intentionally to disrupt the normal routine of the workplace.

8. Exercise confidentiality and respect with regard to information gained at Business Partner Company and Business Partner staff with regard to the Work Based Learning program, teacher-coordinator, or student-learner.

9. Be prompt and accurate in completing all required assignments, forms and reports for the Work Based Learning program, the teacher-coordinator, and the Business Partner Employer-Mentor. 

10. Agrees to demonstrate courtesy, a cooperative attitude, appropriate dress, and a willingness to learn. Behavior to the contrary may lead to dismissal from the Work Based Learning Program and/or the Business Partner Company.

11. Understands that any breach of trust professionalism or ethical behavior (i.e. any evidence or dishonesty with money, merchandise, time or effort) may result in dismissal from the Work Based Learning Program and/or the workplace.

12. Agrees to communicate with the Business Partner Employer-Mentor and the Teacher-Coordinator at all times.

The Parent/Guardian agrees to:

1. Commit to support the student, Business Partner Employer/Mentor, and Work Based Learning Program.

2. Participation of the student-learner in the Work Based Learning Program and will encourage the student-learner to effectively carry out duties and responsibilities both in the classroom and at the training site.

3. Contact the Teacher-Coordinator regarding all questions/concerns pertaining to the Business Partner Mentor experience.

The Business Partner Employer-Mentor agrees to:

1. Abide by Federal, State, and Local regulations regarding employment, job duties and the provisions of an equal opportunity employer.

2. Understand and enforce Child Labor Laws (DOL 579.50 subpart E) regarding occupations particularly for the employment of minors between the ages of 16 and 18 of age order, and exceptions to the order for non-agricultural work.

3. The work of the student-learner in the occupation declared particularly hazardous shall be incidental to the training and such work shall be intermittent and for short periods of time, and under the direct and close supervision of a qualified and experienced person.

4. Provide applicable general safety guidelines to the work environment.

5. Understanding the status of the student while in training shall be that of student-learner; however, work standards expected of the student-learner will be the same as those expected of other beginning workers.

6. Function as a training site and as such an employer-mentor will be assigned to the student-learner. This employer-mentor will be allowed time to work with the student-learner so that this Work Based Learning will be a viable educational experience.

7. Provide a variety of related experiences for the student-learner consistent with his or her career/occupational competencies.

8. Follow the training plan (a schedule of organized and progressive work experiences) to be performed at the training site. 

9. Understand that once a position is accepted, a commitment has been made to the student-learner. It is expected that the student-learner will be at the Business Partner Company for the duration of the Work Based Learning unless a serious situation arises or prior arrangements have been made.

10. Exercise confidentiality in regard to information gained during the Work Based Learning program.

11. Provide an evaluation of the student-learner once per quarter.

12. Contact the Teacher-Coordinator if any problems arise regarding the student-learner.

13. Work with Teacher-Coordinator to mutually agree to transfer or withdraw the student-learner when he/she deems such actions to be in the best interest of those concerned.

Teacher-Coordinator agrees to:

1. Ensure the enrollment of the student-learner is in a state-approved Career and Technical Education Work Based Learning Program.

2. Provide related classroom instruction, including safety instruction (especially for hazardous occupations), and make provisions for the student-learner to receive additional workplace readiness instruction.

3. Periodically observe the student-learner on the job and to visit with the Business Partner Employer-Mentor in order to aid in the student-learner’s development.

4. Consult with the Business Partner Employer-Mentor in the evaluation of the student-learner.

By signing below each party agrees to the terms of this agreement and the rules, regulations and provisions of the Work Based Learning Program. Failure to comply with this agreement in whole or part, may result in the dismissal to the student from the Work Based Learning program, disciplinary action, possible failure of course and/or loss of credit.

__________________________________________                        ___________________________________________

Student-Learner
            Date
      Parent/Guardian
                                          Date

__________________________________________                         __________________________________________

Business Partner Employer-Mentor                   Date                           Teacher-Coordinator                                           Date

Original:  Teacher-Coordinator; Copies to:  Student-Learner, Parent/Guardian, Business Partner Employer-Mentor

Buena High School

Work Based Learning 

Evaluation Form

Student-Learner:_____________________

Business Partner Company:________________________

Business Partner Employer-Mentor Signature:___________________________________________Date_____________


I.
Personal Qualities:


a.    Attendance








0


b.    Punctuality








0


c.    Appropriate attitude is displayed at the workplace



0


d.    Dress and appearance are appropriate for the workplace



0


e.    Cooperation with other employees is appropriate




0


f.    Communication with employees and customers is appropriate


0


g.    Integrity and honesty is displayed at the workplace.



0











Total______(35)

II.
Job performance:

a. Displays enthusiasm toward the work site.




0

b. Motivation to finish a task is displayed.





0

c. Meets productivity expectations.





0

d. Shows initiative and self-motivations.





0

e. Willing to attempt various approaches to completing assignments


0

f. Demonstrates willingness to accept responsibility for quality of work.

0

g. Willingness to participate in job related activities beyond the scheduled time.
0

h. Demonstrates progress in learning career-related skills.



0

i. Follows directions – verbal and written.





0











Total_______(45)

III. Career Preparation:

a. Accepts guidance.   







0

b. Displays interest in the career field.





0

c. Displays abilities necessary for success in career field.



0

d. Displays interest in continued learning of career field.



0











Total_______(20)


Comments:



Thank you for taking the time to complete the evaluation!

Buena High School
Work Based Learning 

Training Plan


Please check one:
Clinical
 Cooperative Education           I    internship (CTE, FTA, etc.)




Other:______________

Student-Learner Name:__________________________________
Business Partner Employer-Mentor:_________________________
Business Partner Company:_______________________________

Teacher-Coordinator:  ___________________________________ 

Student-Learner Career Goal:._____________________________
Purpose of the Training Plan:   The Training plan is a mutually agreed upon guide among the Business Partner Employer-Mentor, the student-Learner and Teacher-Coordinator as the targeted progression of skills to be obtained by the Student-Learner on the training site by the conclusion of the Work Based Learning experience. The minimal State Standards (including State Workplace Standards and State CTE Program Standards) listed are to be addressed according to the agreed upon training plan. The student’s career goal will be used as the focus for the development of the training plan. Progress checks will be conducted quarterly.


	Standards/Competencies

(Program Expectations can include Work place

Standards and State CTE Program Standards)
	Workplace Goal
	Goal

Date
	Date

Achieved
	Mentor’s

Initials

	Students use principles of effective oral, written and listening communication skills to make decisions and solve workplace problems. 
	
	
	
	

	Students apply computations and data analysis techniques to make decisions and solve workplace problems. 
	
	
	
	

	Students apply critical creative thinking sills to make decisions and solve workplace problems. 
	
	
	
	

	Students work individually and collaboratively within team settings to accomplish objectives. 
	
	
	
	

	Students demonstrate a set of marketable skills which enhance career options. 
	
	
	
	

	Students illustrate how social, organizational and technological systems function. 
	
	
	
	

	Students demonstrate technological literacy for productivity in the workplace. 
	
	
	
	

	Students apply principles of resource management and develop skills that promote personal and professional will-being. 
	
	
	
	

	Indentify employability skill relevant to the marketing profession. 
	
	
	
	

	Practice communication skills needed in a marketing environment. 


	
	
	
	

	Standards/Competencies

(Program Expectations can include Work place

Standards and State CTE Program Standards)
	Workplace Goal
	Goal

Date
	Date

Achieved
	Mentor’s

Initials

	Explore technology tools to support marketing operations.  
	
	
	
	

	Practice critical thinking problem solving and decision making skills applicable to marketing 
	
	
	
	

	Practice safe working procedures for the marketing profession. 
	
	
	
	

	Participate in work-based learning experiences in the marketing field.  
	
	
	
	

	Demonstrate oral and written communications skills for the marketing field. 
	
	
	
	

	Cultivate concepts and strategies needed to interact effectively with others. 
	
	
	
	


Rating Scale:


Rate each item in accordance with the following scale. Circle the appropriate number.


	5 – Possesses an outstanding quality in the job expectation.


	4 – Performance/ability is excellent.


	3 – Performance/ability is good.


	2 – Performance/ability is average.


	1 – Performance/ability is below average


	0 – Performance/ability is lacking





100-90 points – A; 89-80 – B; 79-70 – C; 69-60 – D; Less than 60


Recommend Grade for the Student Learner in Work Based Learning (circle one)
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