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WHY WORKPLACE EXPERIENCES?
While students generally know about their parents’ or guardians’ work, they lack the full understanding of
workplace expectations that lead to a successful career. Our current economic environment, along with increasing
activities for high school youth, has resulted in only 36% of high school students participating in the labor force
(Bureau of Labor Statistics, Work Activity of 2016 High School Graduates, 2016, USDL-17-0477).
This is problematic since, in many cases, the job a student takes after graduating from high school or college is the
first work experience for them! This may result in a steeper learning curve for these graduates and potential issues
with employers due to the lack of prior experience in the workplace.
Quality Workplace Experiences
Providing quality Workplace Experiences is a proactive
approach to bridging the gap between education and High
skill, High wage, High demand (H3) careers. At their core,
Workplace Experiences are about meeting students where they
are in their development and helping them grow their future.
Quality Workplace Experiences begin by helping develop a
broad understanding and awareness of businesses and
industries and the possible careers that are available to them
with the right set of skills and knowledge.

Career and Technical Education (CTE)
CTE provides students of all ages with the academic and
technical skills, knowledge, and training necessary to succeed
in future careers and to become lifelong learners.

https://www.education.ne.gov/workplace-experiences/why-workplace-experiences/

Updated August 10, 2018 1:30pm
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THE NEBRASKA WORKPLACE EXPERIENCES CONTINUUM
The Nebraska Workplace Experiences Continuum illustrates how Workplace Experiences become more focused as
a student progresses through their education. Students gain a better understanding of their talents, strengths and
interests; learn what postsecondary education is necessary for their career choice; and practice the career readiness
and technical skills vital for entering the career of their choice. Postsecondary education is any education after high
school, which includes 2- and 4-year colleges, on-the-job training, and short-term training to acquire needed skills.

The Nebraska Workplace Experiences Continuum is organized into three Phases:
Phase 1

Phase 2

Awareness Strategies acquaint
students with the world of work and
potential career options available.
These are usually school-based
instructional assignments, but
instruction should also encourage
students to explore careers in their
local and regional communities.
Students can also identify career
readiness skills needed for work
during these awareness activities.

Work-Based Learning Strategies
Exploration Strategies deepen a
student’s experience with workplaces provide supervised on- the-job
experiences for students to continue to
through contextual settings. These
develop and demonstrate their
strategies connect the student with
academic, technical, and career
workers and workplaces through
carefully designed interactions. At this readiness skills. At this “capstone”
stage of the continuum, students begin level student learners focus on the
to develop their career readiness skills. demonstration of specific technical
skills and the career readiness skills
they gain through the experience.

https://www.education.ne.gov/workplace-experiences/why-workplace-experiences/

Phase 3

Updated August 10, 2018 1:30pm
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL
EDUCATION APPLICATION FOR ENROLLMENT
PLEASE PRINT OR KEY ALL INFORMATION REQUESTED EXCEPT SIGNATURE.

Date
Name
Last

First

Middle

Maiden

Present Address
Street
Telephone (

City
Cell Phone (
)

)

Age

Date of Birth [


/

/

State

Zip

]







Do you have a driver’s license? ☐Yes ☐No Do you have access to a car/other mode of transportation? ☐Yes ☐No
Career and Technical Occupational Program Completed or Enrolled In:
Career Objective: 1st Choice

2nd Choice

.

3 Choice
rd

Parent/Guardian Name(s)

Business or Cell Phone (

)

City 
☐Full-time ☐Part-time

State

Parent/Guardian Address
Street

Are you interested in summer employment?





☐Yes ☐No

Zip

Indicate the type of business in which you prefer to work: (Example: bank, dental, retail store, legal, manufacturing,
insurance, automotive, medical, etc.)
First Choice
Second Choice
.
Do you intend to further your formal education after high
school?



☐Yes ☐No

Are you under a doctor’s care?
☐Yes
☐No


Do you have any health problems that would interfere with your regular attendance on a job?


please explain

☐Yes ☐No If yes,

Previous Work Experience
(List most recent position first.)
Employer

Type of Work

Employment Dates

Current Class Schedule

Class
1st Period
2nd Period
3rd Period
4th Period
5th Period
6th Period
7th Period

Teacher

Grade Point Avg.
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8th Period
9th Period
List as references the names of three teachers who can attest to the quality of your work. One must be your current or previous occupational
teacher.
1

(Career and Technical Education Teacher)

2.
3.
To the Student:
Work-Based Learning provides an opportunity to be considered for employment/training in business and industries in our area. When you
enroll in Work-Based Learning, you indicate that you are sincerely interested in putting forth your best efforts to receive work-based
experience. If you accept this responsibility, please sign in the space provided.

Student Signature:

Date

To the Parent/Guardian:
Do you consent to your child entering Work-Based Learning, providing transportation, and agree to cooperate with the school and the training
agency in making the training and education of the greatest possible benefit to your child? If so, please indicate your support and approval
with your signature.

Parent/Guardian Signature:

Date

To Be Completed by the Workplace Experience Coordinator.

Current Attendance Record: No. Absences
Current Disciplinary Record: Total Reports

No. Tardies
Cumulative GPA:

_

List Career and Technical Courses that determine student’s eligibility for participation:
1.

3.

2.

4.

Verified By
Counselor/School Administrator/Cooperative Education Teacher-Coordinator

Status of Application: ☐

Pending: ☐

Approved: ☐

Not Approved: ☐
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION WORK-BASED
LEARNING QUESTIONS FOR STUDENT INTERVIEW
(For Student Selection)
1. What do you believe is the purpose of Work-Based Learning?
2. Why do you want to enroll in Work-Based Learning?
3. Have you ever been employed before? If so, describe your job.
4. What are your plans following high school? Have you considered additional training?
5. In what ways will Work-Based Learning help you?
6. Is there any reason why you could not work fifteen (15) to twenty (20) hours weekly next
year? What are your plans to participate in activities during your final year at high school?
7. Are you currently a member of a student organization? Why? Why not?
8. What subjects do you find most enjoyable?
9. What special training would you expect to receive from your coordinated studies instruction?
10. Where did you first hear about Work-Based Learning?
11. What do you want to do to earn a living?
12. How do you learn outside of the classroom?
13. What courses do you plan to take next year?
14. What are your arrangements for transportation?
15. Do you have a preference of where you would like to work?
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
WORK-BASED LEARNING REGULATIONS/POLICIES

1. Student acknowledges that the maximum number of credit hours will be set to no more than the last three
full class periods per day for up to 5 credit hours per class period per semester (15 total credits) and the
student may not leave for the work-based option prior to 1:12 pm or at the end of the high school lunch
period.
2. Student acknowledges that the primary purpose of Work-Based Learning is educational and, therefore,
agrees to abide by the Work-Based Learning (WBL) program policies and decisions of the Workplace
Experience Coordinator, including those regarding specific job placements.
3. Student acknowledges that the school, through the Workplace Experience Coordinator, is acting as an
intermediary between the training mentor and student and that the Workplace Experience
Coordinator has a legitimate right to know and a significant role in determining the outcome of any
placement issues including, termination, scheduling, assignments, and all other aspects of student
placement.
4. Work-Based Learning students who fail to perform satisfactorily in all subject areas during any grading
period and who fail to improve during the next grading period shall be asked to resign from his/her
placement.
5. A student suspended from school shall not be allowed to attend their WBL placement during the
suspension. On the second offense he/she shall be dropped from the WBL program with a loss of all
credit.
6. A student must comply with the school attendance policy to participate in the program.
7. A student losing his/her WBL placement due to any action deemed unacceptable by the school and
Workplace Experience Coordinator will be dropped from the program with possible loss of all WBL
credit. If removed from the Work-Based Learning program for anything other than a violation of the
law related to or on the premises of placement, the remaining time in the semester will be completed by
taking up to three courses on Odysseyware or comparable online program based. The following number
of courses will be needed if removed from the Work-Based Learning Program:
Removal Prior to the end of Week 4

Three courses will need to be required

Removal from Week 5 to the end of Week 9

Two courses will need to be required

Removal from Week 10 to the end of Week 14

One course will need to be required

Removal after week 14

Grade earned up to a maximum of 80%

8. A student whose WBL placement is terminated for any reason is to report to the Workplace
Experience Coordinator. Failure to do so may results in the student being dropped from the WBL
program.
9. A student not attending regular school classes, related study, and/or the Cooperative Education
Seminar classes cannot work at the WBL placement on the day(s) he/she is absent.
10. In case of absence, the student is required to call the Workplace Experience Coordinator and his/her
training mentor before class or working period.
11. Personal business handled at the WBL placement is prohibited.
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12. Friends or family are not to visit the student at the WBL placement.
13. A student is to be on time at school as well as the WBL placement.
14. Parents should understand the student’s responsibility to the training WBL placement and not
interfere with the performance of his/her duties.
15. Business rules for dress and personal hygiene will be observed.
16. Since training is the primary objective, a student is expected to remain with the WBL placement to
which he/she is assigned. Students may resign or change placements only with the express written
permission of the Workplace Experience Coordinator and following business practices for
resignation. Students who fail to follow these procedures are subject to being dropped from WorkBased Learning.
17. The student organization is an integral part of a student’s Career and Technical Education program.
Therefore, all students are expected to participate in and actively support the Career and Technical
Education student organization that relates to their career objective.
18. When Work-Based Learning students honor their training mentors with a banquet, reception, etc.,
all students are expected to attend with their training mentors as their guests.
19. Students are placed to train and are under the supervisions of the Workplace Experience
Coordinator, related study instructor, and training mentor where they are placed.
20. Students must abide by all school rules and regulations for other students and consider themselves
under the jurisdiction of the school while at the WBL placement.
21. Transportation to and from the WBL placement is the responsibility of the student/parent/guardian.
Transportation problems do not justify absence from the WBL placement.
22. Students will leave the campus immediately following the last scheduled class. If for any reason a
student needs to remain on campus, permission must be obtained from the Workplace Experience
Coordinator, School Administrator, or CTE Instructor.

*I have read the foregoing rules for Work-Based Learning students and agree to follow them.
Student Signature

Date

Parent/Guardian Signature

Date

007

ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
STUDENT'S PROOF OF INSURANCE & EMERGENCY CONTACT FORM
Insurance Information
Please note the student’s health insurance coverage below:

Name of Insurance Plan:

Insurance

Card ID/Policy #_
Expiration Date:

Please

attach photocopy proof of insurance.

Emergency Contact Information
Please provide the name, address, and telephone number of two persons who may be contacted in the event of an
emergency:

Name and Relationship:
Street Address:
Phone:

Cell:

Email:

Name and Relationship:
Street Address:
Phone:

Cell:

Email:
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
TEACHER RECOMMENDATION FORM

has applied for enrollment in the
(Activity
Name) Work- Based Learning program. Students in this program receive classroom instruction in
workplace practices and procedures, and are placed in training stations where they develop skills and
obtain valuable experience under supervision. The cooperation of business and industry will continue
only if the students they employ have the proper attitude and interest to profit from on-the-job training
toward a career objective/pathway. Using your knowledge of the student, please rate the student on the
characteristics indicated.
Rate qualities by checking the proper right-hand
column.
Poor

Below
Average

Average

Above
Average

Superior

Dependability: Able to work with little
supervision, prompt, sincere, consistent,
truthful, follows instruction
Cultural Refinement: Courteous,
considerate, good manners, appreciative
Leadership: Aggressive, resourceful, able
to inspire others
Industriousness: Persistent, good work
habits, makes wise use of time
Thoroughness: Accurate, completes
work carefully
Appearance and Grooming: Clean, neat
appearance, orderly, poised
Ability to Get Along With People:
Adaptable, friendly, tactfully, cooperative,
respectable
Social Habits: Good attitude, selfcontrol, honesty, not inclined to argue or
complain
Attendance: Present and on time, begins
work at once without delay
Mental Alertness: Attentive, interested,
observing, eager to learn
Academic Performance: Completes
assignments, follows instructions, meets
deadlines, masters content

Employability
If you were an employer or job supervisor, would you want this student working for you? ( ) Yes ( ) No
Would you be willing for this student to represent the school on the job? ( ) Yes ( ) No
Date:

Signature:
(Evaluating Teacher)
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION TRAINING
AGREEMENT FOR WORK-BASED LEARNING
Student’s Name:

Birth Date:

Age:

Student’s Address:

Telephone:

Cell Phone:

E-mail:

Current Career Objective/Pathway:
District:
Work-Based Learning Site:

Job Title
School:
Telephone:

WBL Site Address:
WBL Supervisor:

Mentor:

Date Training Period Begins:

Ends

This training agreement briefly outlines the responsibilities of the student, parents, employer, and the Workplace
Experience Coordinator. The second part of this document is entitled “Training Plan” and consists of tasks and
competencies for the specific student’s career objective/pathway.

Parent/Guardian

1. Approves and agrees that the student may participate in Work-Based Learning.
2. Encourages the student to effectively carry out the work experience requirements in all
components of the program.
3. Assumes responsibility for the conduct of the student.
4. Provides transportation for the student to and from the Work-Based Learning site.
5. Holds school and Cooperative Education Teacher-Coordinator harmless for risks associated with
transportation and indirectly monitored activities (e.g., work-based experience).
Student

1. Complies with the rules and regulations of the Work-Based Learning site.
2. Observes the same regulations that apply to other employees.
3. Adheres to all policies and regulations as set forth by school administration and the Cooperative
Education Teacher-Coordinator.
4. Will not displace adult workers who can perform such work as assigned in the work-based
experience.
5. Attends an annual employer appreciation if required by the Cooperative Education TeacherCoordinator or instructor of the career pathway course.
Cooperative Education Teacher-Coordinator

1. Assists in securing an appropriate work-based experience based on the student’s career
objective/pathway.
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2. Works with the supervisor/mentor in developing a training plan for the student.
3. Visits the Work-Based Learning site at least once per month to confer with the employer and
student; verify that student’s duties correlate with job description; observe working conditions;
help develop progressive skill-building activities; observe and evaluate student progress; and
resolve questions, issues, or concerns.
4. Counsels the student about his/her job progress, behavior, attitude, academics, etc.
5. Terminates employment/participation when it serves the best interest of the student as
determined in collaboration with the employer.
6. Determines the student’s final grade for the Work-Based Learning experience.
7. Reinforces work-based learning experiences with related classroom instruction.
Employer/Training Mentor

1. Recognizes that the student is enrolled in a Work-Based Learning experience designed to prepare
for a career in
.
2. Provides supervision and instruction in each of the applicable tasks listed on the Training Plan to
assist the student in acquiring those competencies necessary for success in the career objective.
3. Evaluates and documents student progress.
4. Employs a non-discrimination policy with regard to race, color, handicap, sex, religion, national
origin, creed, or age.
5. Adheres to wage and hour, child labor, and all other federal, state, and local laws pertaining to
student employment.
6. Completes the Work-Based Experience Evaluation and returns it to the Cooperative Education
Teacher-Coordinator by the required date.

(Parent/Guardian)

(Workplace Experience Coordinator)

(Employer/Training Mentor)

(Student)

(School Administrator)

(Date)
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
WORK-BASED LEARNING DUTIES AND RESPONSIBILITIES FOR COORDINATOR

1.

Conduct and/or update the Business/Community Survey to ascertain number and type of employment
opportunities available and/or anticipated Work-Based Learning (WBL) placements.

2.

Process individual application forms for each student planning to enroll in the Work-Based Learning programs.
Develop tentative training agreements and training plans. Process appropriate documents.
Contact new students’ parents/guardians; explain the WBL program; and discuss responsibilities of school,
student, parent, and training placement. Establish purpose of training agreement and training plan.

3.
4.

Plan employability skills training, leadership development, and skill enhancement as an integral part of
instruction.

5.
6.

Place students in WBL sites for work experience to develop their career objective.
Conduct monthly visits to the work site to determine student progress and changes needed in Work-Based
Learning programs.
Update all files, enrollment forms, student records, etc.
Prepare appropriate public relations materials when meeting with business, industry, and community
organizations.

7.
8.
9.

Develop and update community resource lists of business and industry personnel who can provide assistance
with Work-Based Learning programs.

CAREER PATHWAY INSTRUCTOR RESPONSIBILITIES
1. Assist the with the Work-Based Learning Coordinator conducting and/or updating the Business/Community
Survey to ascertain number and type of employment opportunities available and/or anticipated Work-Based
Learning (WBL)placements.

2. Visit new and expanding industries and businesses to identify new skills, equipment, and materials that may
be incorporated into the curriculum. Solicit materials from related industries and other agencies to be used
in classroom and laboratory activities.

3. Review and revise advisory committee membership list to ensure active participation and support from persons
involved in the career areas.

4. Meet with advisory committee to develop the program of work for the coming year.
5. Adapt classroom instruction to conform to the course of study and changes in business and industry. Conduct
safety checks of all equipment/hazardous materials/facilities as appropriate.

6. Facilitate the repair of equipment and classroom maintenance to ensure students’ safety and maximum use
of the equipment. Prepare Career and Technical Education Implementation Plan for students with
disabilities who have previously been identified for the program.

7. Inventory and assess equipment, facilities, materials, and supplies and initiate orders as necessary before
beginning of school year.

8. Ensure that the classroom is clean and orderly. Arrange for safe storage of hazardous materials and
equipment.

9. Work with counselor for the purpose of interpreting test results of pre-registered students to determine
learning needs of students and appropriate placement of students.

10. Participate in appropriate in-service programs, technical conferences, and workshops/seminars to improve
teaching techniques and enhance professional development.

11. Prepare appropriate public relations materials when meeting with business, industry, and community
organizations.
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ARAPAHOE-HOLBROOK SCHOOL DISTRICT
WORK-BASED LEARNING BUSINESS/COMMUNITY SURVEY
Year:
Business Name:

Type of Business:

Address
(Street)
Telephone:

(City)
Fax:

Manager/Owner:

(State)

(Zip)

Email:
Contact Person:

Work-Based Learning is a major component of Career and Technical Education which helps students prepare for a
chosen career objective. It can be a mutually beneficial experience for employers, students, schools, and the
community. Work-Based Learning combines real occupational experiences with classroom instruction which can lead
to improved skills, higher efficiency, and a better-trained labor pool.
To be completed by Possible Work-Based Learning Training Stations/Agencies:

A. Would you be willing to provide work experience opportunities for students? ☐Yes ☐No
B. If yes, please list the part-time positions your company could offer:

C. How many Work-Based Learning students would you possibly employ?
D. What selection procedures and instruments do you use? (Check all that apply.)
Application Form

Minimum Age (Please Specify)

Interview

License or Certification

Paper and Pencil Test

Civil Service Employment Process

Performance Test

Teacher Recommendation

Physical Exam or Health Check

Evaluate High School Transcript

Drug Screening

Credit Screening

Skill in a Specific Computer Program

Other (Specify)

_________________

E. Please list the types of learning experiences and specific skills that you can provide potential WorkBased Learning employees: (Examples: telephone usage, mail procedures, sales and service,
lettering and typography, electrical repair, irrigation, etc.)
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION WORK-BASED
LEARNING
POTENTIAL TRAINING STATION/AGENCY EVALUATION CHECK SHEET
Potential Training Site:

Mentor

Address
Date of Interview:

Telephone
Person Interviewed:

Job Classifications Available:

Job Entrance Tests: ( ) Yes

( ) No What Types?

Skill Standards Required:

Yes

No

Does the attitude of the employer seem conducive to effective cooperation with the school in
the operation of work-based learning?
Are there provisions for a range of on-the-job experiences?
Are the equipment and facilities satisfactory?
Is the employer willing to work with the Cooperative Education Teacher- Coordinator to
develop a training plan for a specific career objective?
Does the potential training station/agency employee morale seem conducive to satisfactory
relationships for students?
Does the instructional potential of the training station seem satisfactory?
Is the training station satisfactorily located?
Will the monetary compensation be adequate?
Did the employer ask to see a transcript or to be provided with documentation of acceptable
academic performance and attendance?
Does the employer agree to cooperate with the school to train a student?
Are the wages to be paid to students comparable to that paid to other beginning learners in
the position?
Does the employer agree to observe all applicable child labor and wage laws and be in
compliance with the Office for Civil Right regulations?

(Over)
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Yes

No

Does the employer agree that the student will not displace a full-time worker?
Does the employer agree to work the student a minimum of fifteen (15) hours per week?
Does the employer agree to objectively evaluate the competencies demonstrated by the
student on skills identified in the training agreement?
Does the employer agree to train the student during school release time?
Is the training station within reasonable travel distance of the school?
Does the training station meet other criteria as outlined in the Work-Based Learning Manual?
Does the employer agree to rotate the student through various job processes upon reaching
the proficiency level required for satisfactory performance in the career?
Comments:

Signature:

Date:

015

ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
WORKPLACE EDUCATION COORDINATOR’S MONTHLY TRAVEL LOG

Name

DATE

_ Month

FROM

TO

PURPOSE OF TRAVEL

Year

CONTACT PERSON

MILEAGE

Submit this form monthly to the designated School District Official.
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
STUDENT EVALUATION OF TRAINING STATION/AGENCY

Student’s Name _
Employer

_ No. of Weeks Employed

Supervisor’s Name
1. Duties
2. Is your job what you expected it to be?
Explain:
3. Has your mentor been providing guidance/instructions?
If yes, mentor’s name:
4. Were you given ample instruction when you started the job?
5. Have you been given helpful instruction when needed?
6. Have co-workers been friendly and courteous?
7. Do you feel advancement is available if working full-time?
8. Were company rules and regulations explained clearly?
9. Please rate your supervisor(s) on the following points:

(

Good

( ) Yes

( ) No

( ) Yes

( ) No

(
( ) Yes
( ) Yes
( ) Yes
( ) Yes
( ) Yes

( ) No
( ) No
( ) No
( ) No
( ) No

Average

Poor

Introduced you to all employees in the company/department
Explained changes which affect you
Interested in you and your job
Follow-up counseling

10. What are the working conditions in your business? Explain:

11. What can you suggest that would better the working conditions at your training station for future Work-Based Learning
students?

12. General comments to evaluate your training station not included in the above questions:
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ARAPAHOE HIGH SCHOOL CAREER-TECHNICAL EDUCATION
EMPLOYER/WORK-SITE SUPERVISOR ROLE

Employer and Worksite Supervisor
The employer’s and worksite supervisor’s responsibilities include:

•

Follow all federal and state child labor laws.

•

Provide worker’s compensation for the student for all paid hours worked (for paid experiences).

•

Pay at least the state minimum wage for hours worked by the student (for paid experiences) unless student
qualifies for an exception to the minimum wage laws in which case documentation must be completed
and on file.

•

Sign and implement the Individual Training Agreement and Training Plan.

•

Provide instruction in the competencies identified in the curriculum and document the student’s progress.

•

Conduct progress reviews with the student (which may include parent, guardian and school personnel)
and provide copies of those reviews to the school.

•

Treat a student as a regular employee.

•

Ensure that no student is excluded from participation in the program on the basis of race, color, creed,
religion, sex, national origin, age, disability, or marital status, in regard to public assistance or any other
protected groups under state, federal or local Equal Opportunity Laws.

•

Protect a student from sexual harassment.

•

Provide a student with safety training, safe equipment, and a safe and healthful workplace that conforms
to all health and safety standards of federal and state law (including the Fair Labor Standards Act, OSHA,
and MN Child Labor Laws).

•

Properly train a student on the safe operation of any equipment prior to use.
Employer/Supervisor and Student Relationship

The role of the employer/supervisor in any work-based learning experience is a very important one. The experience may
be a young person’s first exposure to a workplace that may seem very foreign to him or her. Also, it may be the first time
an employee has had contact with a student in a workplace setting.
The employer/supervisor has a lot of expertise to share and will guide the young person in learning both technical and core
employability skills competencies. A work-based learning experience can be very rewarding for both the student and the
adult.
Following are some basic strategies the employer/supervisor can use to have a meaningful experience with a student:

•

Get to know the young person – Ask a student about their career dreams, goals, strengths, limits, and
needs. This information will help the employer/supervisor identify what kinds of activities will be most
beneficial to the student. For example, in a job shadowing experience where a young person has a general
interest in a health career, they should spend time in a variety of departments within a health care facility.

•

Emphasize safety and health at all times – Young people are often not aware of the dangers in the
workplace, and will need instruction in general safety rules, machine safety and required health
precautions. Frequent reminders to the student are important to their health and well-being.
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•

Provide opportunities for the student to make some decisions regarding the work-based learning
experience – A student’s level of involvement may be increased through allowing the young person to
express their choices and interests. Learning to make informed decisions helps a student grow as an
individual.

•

Teach the student about workplace culture – As a new experience for a young person, they need to learn
about the culture of the business/organization, such as the rules, customs and standards. An
employer/supervisor can encourage a student’s curiosity through inviting questions and providing
opportunities for exploration.

•

Be a positive role model – A young person is easily influenced by what is occurring around them. As a
role model, the employer/supervisor should use proper techniques and practices, including respectful
language.

•

Be clear with directions/instructions – Young people need to learn about the company
/organization’s policies as soon as possible. A workplace orientation should be provided, preferably the first day
of the experience. Directions and instructions for tasks or use of equipment need to be clear and straightforward.
The information may need to be repeated. It is important to make sure the young person understands the “what”
and “why”. If possible, allow them to work out the “how”. This can equip a young person with problem-solving
skills and teach them to take responsibility for the outcomes of their actions (An exception to the “how” is where
there is an issue of student safety).

•

Provide information on careers to the young person – The work-based learning experience is an ideal
opportunity for the student to understand the knowledge and skills necessary to pursue work in a particular
career field. The employer/supervisor’s perspective will not only assist the young person to make an
informed career choice but better understand the relevance and importance of education.
Additional Tips for Supervising Youth

•

Introduce the young person to other employees in the workplace;

•

Clearly explain the operations of the job and the functions of the organization;

•

Give the student clear job specifications, verbal and written;

•

Speak directly to the young person when giving instructions;

•

Give honest feedback;

•

If it appears the student needs help in finishing a task, ask if they need help, and if they do,
ask how you can help;

•

Be a good listener;

•

If the young person displays inappropriate behavior, speak with them;

•

When possible, include the student in company-wide activities;

•

Be flexible and open-minded to new ways of doing things;
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•

Be an example for job attitude, attendance, and performance; and

•

Remember the young person is not yet an adult but is working on becoming one.

•

General Characteristics of Young People
Students have a very strong need to feel respected. They usually will not listen to people who they
perceive to be lecturing or “saving” them.

•

Fairness is an important value for students.

•

Some young people believe it is “cool” to be passive. This may appear as a lack of curiosity or
engagement but in reality their interest level is high.

•

Young people are often “idealistic” even if their own situation may not be very positive.

•

Be aware that students may frequently surprise you.
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Employing Youth 16 & Older
Youth 16 & 17 years old may work in any position that is not listed as hazardous.
When employing youth, it is critical to keep safety in mind. All youth must be
properly trained and supervised. For additional information on employing youth,
visit the following websites:
https://www.osha.gov/youngworkers/employers.html and
https://www.youthrules.gov/know-the-limits/hazards/index.htm

Youth employed as Student Learners may be eligible to participate in some “hazardous” occupations.
HAZARDOUS OCCUPATIONS WITH STUDENT
HAZARDOUS OCCUPATIONS WITHOUT
Power-driven woodworking machines

LEARNER EXEMPTIONS
STUDENT LEARNER
EXEMPTIONS
Manufacturing and storing of explosives

Power-driven metal-forming, punching, and shearing
machines
Operating power-driven meat processing equipment,
including meat slicers and other food slicers, in retail
establishments (such as grocery stores, restaurants
kitchens and delis) and wholesale establishments, and most
occupations in meat and poultry slaughtering, packing,
processing, or rendering

Motor-vehicle driving and outside helper on a motor vehicle

Power-driven balers, compactors, and paper processing
machines
Power-driven circular saws, band saws, chain saws,
guillotine or shears, wood chippers, and abrasive cutting
discs

Coal mining
Occupations in forest fire fighting, forest fire prevention,
timber tract operations, forestry service, logging, and
sawmilling
Exposure to radioactive substances
Power-driven hoisting apparatus, including forklifts
Mining, other than coal mining
Power-driven bakery machines including vertical dough
batter mixers

Roofing operations and all work on or about a roof

Manufacturing bricks, tile, and kindred products

Excavation operations

Wrecking, demolition, and shipbreaking operations

Student Learners participating in hazardous occupations with a Student Learner
exemption must meet the following criteria:
•
•
•





Must be at least 16
Enrolled in a course of study and training in a cooperative vocational training program under a recognized State or local
educational authority or in a course of study in a substantially similar program conducted by a private school
Student and Employer sign written agreement that includes:
o Such student-learner is employed under a written agreement which provides:
That the work of the student-learner in the occupations declared particularly hazardous shall be incidental to his training;
That such work shall be intermittent and for short periods of time, and under the direct and close supervision of a qualified and
experienced person;
That safety instructions shall be given by the school and correlated by the employer with on-the-job training; and
That a schedule of organized and progressive work processes to be performed on the job shall have been prepared
o Each such written agreement shall contain the name of student-learner, and shall be signed by the employer and the school
coordinator or principal.
o Copies of each agreement shall be kept on file by both the school and the employer.
o This exemption for the employment of student-learners may be revoked in any individual situation where it is found that
reasonable precautions have not been observed for the safety of minors employed thereunder.
o A high school graduate may be employed in an occupation in which he has completed training as provided in this paragraph
as a student-learner, even though he is not yet 18 years of age.
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SAFETY MANAGEMENT

Safety First:
Young people often lack the life experiences and workplace exposure of older employees resulting in a
lack of knowledge and common sense regarding safety issues. Employers who hire young people should
take the following safety precautions:
1.
Comply with all child labor laws and occupational safety/health regulations that apply to your
business.
2.

Assess and eliminate hazards for young workers.

3.

Train young people to recognize hazards and how to use safe work practices. Routinely verify they
are using safe practices.

4.

Evaluate equipment used by young people to be sure it is legal and safe to use.

5.

Make sure young people are appropriately supervised. This will help prevent injuries and exposure
to hazardous situations.

6.

Ask supervisors and experienced workers to help develop an injury and illness prevention program
and to identify/resolve safety and health problems.

Employer Risk Management
A risk management program generally includes addressing the following elements:
1.

Identify the perils and hazards of the activities/tasks.

2.

Estimate the frequency and severity of potential loss.

3.

Implement strategies to eliminate or control the potential for loss.

4.

Ensure adequate resources are in place to redress loss that does occur.

Types of Work Most Often Hazardous to Young People*
1.
Work in or around motor vehicles
2.

Operation of tractors and other heavy equipment

3.

Work near electrical hazards e.g. overhead power lines while using poles, ladders, pipes or cranes

4.

Work performed in retail and service businesses where there is a risk of robbery- related injury

5.

Work on ladders, scaffolds, roofs or construction sites Work around cooking appliances

6.

Continuous manual lifting and lifting of heavy objects
*The majority of these are considered by the FLSA to be hazardous occupations and are not
permitted.

https://www.education.ne.gov/workplace-experiences/safety-management/
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION STEPS FOR EMPLOYERS
ENGAGED IN WORK-BASED LEARNING EXPERIENCES LIABILITY AND LEGAL ISSUES
The following suggestions will assist in dealing with work-based learning liability and worker’s compensation
issues:
1.
Consult with your insurance carrier early in the development of work-based learning experiences;
2.

Presume worker’s compensation coverage is necessary when the employee is a student in a work-based
learning activity;

3.

Be prepared to provide the school representative with written documentation of your liability insurance and
worker’s compensation coverage;

4.

Sign and implement the Individual Work-Based Training Agreement. This agreement lists the roles and
responsibilities of the employer, student, parent/guardian and school representative;

5.

Identify with the school representative what safety and health training the school and you will be responsible
for when employing a student;

6.

Document all the training you provide for safety and health in the workplace;

7.

Identify the employee/employees who are responsible for supervising the student in your worksite;

8.

Provide mentorship training for the employee/employees supervising a young person;

9.

Prevent students from engaging in any work that is prohibited by the U.S. Department of Labor Fair Labor
Standards Act (FLSA) and the

10.

Nebraska Child Labor Laws; and

11.

Request the school representative visit the worksite prior to placing the student and during the terms of the
Individual Training Agreement.

Employment Relationship:
Federal Employment Relationship Defined
Employment means engagement in an occupation for money or other valuable consideration. Generally speaking, a
student in a work-based learning situation is an employee unless all of the following criteria are met:
The employer derives no benefit from the activities of the student.
A student receives ongoing instruction at the worksite and is closely supervised throughout the experience. Any
productive work performed is offset by the burden to the employer for the training and supervision provided. The
Department of Labor uses the following three-part test to determine there has been no benefit to the employer:
1.
There has been no displacement of employees, vacant positions have not been filled, employees have not
been relieved of assigned duties, and the students are not performing services.
2.

The student is under continued and direct supervision by either a representative of the school or by an
employee of the business.

3.

The period of time spent by the student at any one site or in any one distinguishable job are of limited
duration.
The experience is of short duration:
a.
Career exploration is generally limited to 5 hours per job experienced.
b.

Career assessment is generally limited to 90 hours per job experienced.

c.

Work-related training is generally limited to 120 hours per job experienced.

The student and parent/guardian understand that the student is not entitled to a job at the end of the
experience.

https://www.education.ne.gov/workplace-experiences/liability-and-legal-issues/#1537804376602-d8f17616-a301
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
WORK-BASED LEARNING DISTRICT AND BUSINESS INSURANCE REQUIREMENTS
School District
Business Employer
Program Name
Program Description
Liability
Workers
Liability
Workers
Insurance Compensation Insurance Compensation
Coverage
Coverage
Coverage
Coverage
Worksite Field Trips Employer led tours to increase
young person’s awareness of
Required
No
Required
No
Careers
Job Shadowing
Career Mentorship

Practicum

(Non-Paid) WorkBased Learning
Experience

Student shadows an
employee to explore careers
Student meets regularly
with an employee to gain career
insight
Young person completes a
brief assigned project at a
worksite
Student develops skills and earns
school credit at a worksite – meets
all federal employment
relationship requirements to be a
non- paid experience. (State
approved program)

Required

No

Required

No

Required

No

Required

No

Required

No

Required

No

Required

No

Required

No

NOTE: If a student is participating in a family owned/operated work-based learning experience or has
established her or his own business, the appropriate insurance provider needs to be consulted.
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL
EDUCATION
WORK-BASED LEARNING EVALUATION REPORT
Student
Job Title

Supervisor/Employer
Agency

Directions: Evaluate the personal qualities below for your student. Rate the student’s performance by using the numerical key
below to mark the appropriate space. List the specific job tasks that are performed by the student each grading period. Your report
will be used in determining a grade and for counseling the trainee. Careful attention should be given so as to present a true picture
of your trainee’s work and progress each grading period.

Personal Qualities/Job Tasks Key: Excellent (9-10) Good (6-8) Fair (3-5) Poor (1-2) Unacceptable (0)
Rating of Trainee for Year
Nebraska Career Readiness Standards
1

2

Grading Period
3
4

5

6

2

Grading Period
3
4

5

6

Applies appropriate academic and technical skills
Communicates effectively and appropriately
Contributes to employer and community success
Makes sense of problems and perseveres in solving them
Uses critical thinking
Demonstrate innovation and creativity
Models ethical leadership and effective management
Works productively in teams and demonstrates cultural competency
Utilizes technology
Manages personal career development
Attends to personal and financial well-being
Progressive Job Tasks
(List specific job tasks performed from Training Plan.)

1

TOTAL (Personal Qualities + Job Tasks)
Average: Total ÷Total Possible Points

Evaluator’s Signature:

Date:
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
WORK-BASED LEARNING PLAN
Student’s Name:

Date:

Career Objective/Pathway:

Job Title:

Employer’s Name:

Supervisor/Mentor:

Directions: List each task (processes, knowledge, and skills) that will be performed by the student under the
supervision/guidance of a work-place mentor. The student should rotate through different job experiences,
ensuring that they are diverse, rigorous, and progressive. Throughout the training period, check the appropriate
number in the rating column below to indicate the degree of competency for each task. The descriptions associated
with each of the numbers focus on the level of student performance for each of the tasks listed below. This
document will be used for discussion during monthly on-site visits and to prepare the work-based experience
evaluation.
Employer’s Rating Scale
4 - Skilled--can work independently with no supervision.
3 - Moderately Skilled--can perform job completely with limited supervision. 2 - Limited Skill--requires
instruction and close supervision.
1 - No Exposure--no experience or knowledge in this area.
Tasks

Task Progress
Learning Status
On-Going

Rating
Date Objective
Reached

1

2

3
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ARAPAHOE HIGH SCHOOL CAREER TECHNICAL EDUCATION
WORK-BASED LEARNING INTRODUCTION CARD

TO:

at

:

This will introduce
who is enrolled in Work-Based Learning at Arapahoe High
School located at 610 Walnut Street, Arapahoe, NE 68922.
This student is interested in the position of

.

Appointment Date

Time

.

Cooperative Education Teacher-Coordinator
Please complete the remainder of this card and return to school in the attached envelope.

Evaluation of
Appearance
Favorable
Comments:
Poise
At Ease
Comments:
Attitude
Cooperative
Comments:
Verbal Expression
Clear/Logical
Comments:
Will acceptfor employment.
 Summer
Will not accept for employment. Reason(s):

during interview:


Acceptable



Unfavorable





Composed



Nervous





Reserved



Arrogant





Poor Grammar



Unclear





Fall



Winter

Signature

Date

.

Student can make a more favorable impression during future interview by:
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All Aspects of the Industry Framework
Workplace Experience Observation Question Prompts for Students to Ask Employer/Supervisor/Mentor
Work-Based Experience or Job Shadowing Site:

Student:

Describe how you incorporate all aspects of the industry in the work you do (or the work of the business/industry)?

Industry Aspect
1. Business
Planning

Explanation
What activity will be used to teach this aspect of industry?
Strategic Planning, Goals, Objectives, Why/where is business planning important when employed in an area that is related to your position?
Form of Business Ownership

2. Management

Organizational Structure, Mission
Statement, Employee Handbook,
Corporate Culture

Why it is important to understand organizational structure, mission statement, employee handbook, &
corporate culture when employed in this business?

3. Health Safety Regulatory Issues
and Environment Providing a Safe Workplace

Why it is important to understand specific regulatory issues & a safe workplace guidelines for your job or
other jobs within this business?

4. Finance

Capital Acquisitions Financial
Operations

What financial aspects would one need to know when employed in your position (or other positions within
the business)?

5. Community
Issues

Impact of the company on the
How does your industry or business have an impact on the community and vice versa?
community; Impact of the community
on the company

6. Principles of
Technology

Technology in the workplace;
continued professional training

7. Personal Work Positive attitude, personal fitness,
Habits
appearance and readiness to work
8. Labor

What technical skills are important to have when employed in an area related to your work?
Why will continued professional training be a necessity?
Why the personal work habits of positive attitude, personal fitness, appearance, & readiness to work are
requirements in order to be gainfully employed?

Employee rights and responsibilities, Briefly describe employee rights and responsibilities and the role of labor organizations (if any) in your
role of labor organizations
business/industry.

9. Technical and Specific technical skills (job/industry Which technical, production and academic skills are necessary for your position (or other specific
Production Skills related), production skills (soft skills), positions within the business related to the student’s career interest.
and basic academic skills needed
Adapted from Shelby County Schools (Tennessee) All Aspects of the Industry Framework

Teacher/Course/Program of Study Questionnaire
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