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August 21, 2018
Dear Parent/Guardian of Career Prep Students,

This letter is to welcome your student to the Work-Based Learning (Career Prep) Class at Dripping Springs High School. 

The WBL classes will meet during 2nd and 5th periods each day and be released during their Career Prep Off-Campus period to attend their job site.  Your child MUST attend their scheduled class daily to receive credit; attendance will be taken during this time.  Students are strongly encouraged to keep the same job all year.  If a student quits a job without notifying the teacher first, the student will receive a zero on the employer’s evaluation for that grading period and may be dropped from the program and assigned regular classes for the remainder of the year.  If a student is fired from his/her job that student will receive a zero on the employer’s evaluation for that grading period. In any case for any reason, a student loses their job; a student will have TEN school days to find a replacement job that is approved by the WBL teacher. Therefore, if the student is not employed by September 4, 2018, the student will be dropped from the class.  I am here to guide and help your son or daughter to have a successful and rewarding year.

IMPORTANT: Texas Education Agency (TEA) Regulations mandate that on a day a student is absent from school, that student must not go to work that day. The same rules that apply to absences at school will apply at the worksite.  Official school attendance will be 2nd period.  If a student does not abide by this rule, after the second violation of that rule, the student will be put back into regular classes at the end of that six-week grading period and receive no credit for that grading period.
 For questions regarding eligibility to work when absent, e-mail Ms. Riddlebarger at jennifer.riddlebarger@dsisdtx.us.
. 

AFTER-SCHOOL DETENTION AND DISCIPLINARY ALTERNATIVE EDUCATION PROGRAM (DAEP): In the event for necessary disciplinary-action for a classroom and/or serious violation, the student may be assigned to an after-school detention or DAEP classes.  If the student is placed in DAEP, the student is required to fulfill the assigned term and schedule of the program. It is up to the student to make necessary arrangements with their employer to attend their after-school detentions or assigned DAEP placements.

Please feel free to call me if I can help your son or daughter with any problems or concerns.

Sincerely,
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Jen Riddlebarger

Teacher/Coordinator

DSHS Career Prep
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Diversified Learning Preparation Agreement

RULES AND GUIDELINES:  

This Work-Based Learning program is designed to give the student an opportunity to complete his or her education while gaining on-the-job experience.  The success of this program is dependant upon all parties involved to assume and agree upon certain responsibilities.  Please read this document carefully before you sign this agreement.

ALL PARTIES UNDERSTAND THAT:

1. Students must attend scheduled 2nd or 5th period class

2. Employment is for the current school year and involves a minimum of 15 hours per week for 3 credits.  Completing these requirements applies only on days when school is in session. There are no maximum hours a student may work.

3. Students must be actively employed in a suitable training station within two business weeks (10 days) of the first day of instruction.  If not employed by this time, the student will be returned to a regular “full-day” schedule.  “A suitable training station” is defined as one which:

A. Meets the approval of the Coordinator as evidenced by having a Training Plan and CP Contract (this packet) on file

B. Meets the TEKS of the specific work based learning class in which the student is enrolled.

4. This Agreement shall not be terminated without the knowledge of all parties (teacher, student, and employer) concerned.

5. The student is not guaranteed employment for the full year simply because he enrolls in a WBL class.  He/she must prove satisfactory to the employer.

6. Students who quit or change jobs without the approval of the coordinator may be dropped from the program. If you are fired, facing a lay-off, or planning to change jobs, YOU MUST NOTIFY YOUR TEACHER IMMEDIATELY or it could result in failing the program and/or removal from the program!

7. Students MUST give employers a WRITTEN “2-weeks” notice when leaving their business.

8. Students must have reliable transportation.  We do not encourage students to catch rides with other students.
9. Career and Technology students are privileged to take part of their classroom work off the school campus and good conduct is expected of them at all times during their employment hours.  Should the student be assigned to an alternative education program (DAEP) or in-school suspension (ISS) may complete written assignments in lieu of going to work, if DAEP hours are during their scheduled work hours.  If employment in lost due to DAEP placement, students will have one week to become re-employed in an approvable training station upon returning to the classroom.

10. Each student should understand that he or she must willingly give up some school activities when conflicts occur with students’ employment requirements.

11. School holidays do not automatically apply to Career and Technology students work schedules. Work schedules will be set by the student’s employer to allow for required school schedules, such as final exams, makeup work, and so forth. 

THE STUDENT AGREES TO:

1. Conform to all the regulations set forth by the school, the employer, and the coordinator.

2. Perform all duties in a manner that will reflect credit to the student, the school and the coordinating business.

3. Inform the employer and the teacher-coordinator in the event of illness or emergency that prevents attendance at work or school

*Students must not report to work if absent from school unless prior arrangements have been made through Ms. Riddlebarger.  Any student violating this provision shall be considered truant from school, and after three violations of this rule will be put back in regular classes at the end of that grading period for the duration of the school year. 

4. Notify the coordinator immediately of any school or work problems and to accept the coordinator’s counseling, guidance and work adjustments or assignments.

5. Follow are rules or guidelines established by the employer.

6. Give their employer proper notice (2-weeks) when terminating employment. 

THE PARENTS (GUARDIAN) AGREES TO:

1. Assume responsibility for the personal conduct of the student.

2. Assume responsibility for the transportation of the student to and from the worksite.

3. Encourage the student to make the most of this training opportunity

4. Communicate, when necessary, with the Career Prep teacher first, rather than the employer when situations of concern arises.

THE TEACHER/COORDINATOR AGREES TO:

1. Develop a training plan cooperative with the employer.

2. Observe the trainee at the training station.

3. Assist the employer with the trainee’s progress.

4. Enforce attendance and disciplinary regulations.

5. Consult with all parties before making adjustments in employment.

THE EMPLOYER AGREES TO:

1. Place the trainee on the job for the purpose of providing work orientation and to provide the trainee with progressively more challenging experience as she/he demonstrates a readiness to perform more difficult tasks, so that the trainee can experience all aspects of the industry.

2. Cooperate with the coordinator in assisting with the advancement of the student’s training.

3. Provide the trainee with the same consideration given other employees regarding safety, health, social security, general working condition, and other regulations.

4. Provide employment in accordance with federal, state/local laws and regulations and labor laws.

5. Enforce attendance policies of the Career Prep program.

6. Contact teacher-coordinator on issues of employment or termination. PLEASE!

7. Cooperate with the Teacher on the evaluation of student performance at the worksite.

8. Allow work schedules that do not prohibit the student from completing required school activities, completing makeup work, final exam schedules, special school activities required for the student and mandated by the school

9. Allow for a minimum of 15 hours of work per week (average) as per TEA Regulations.

Code of Ethics

1. I am aware that Diversified Career Preparation offers an opportunity for me to receive career preparation and training and that this is the main objective of the program… not just to make a few extra dollars and possibly leave campus early.

2. Work Based Learning is part of the school curriculum and I will, therefore, make every effort to retain the training station I have selected for the entire length of my time in this course.

3. I recognize the key role that professionalism will pay in my future success and/or failure.  Therefore, I will report to work consistently at the scheduled time.  Unavoidable exceptions to this will be reported to both my coordinator and my employer in a timely manner.

4. I will be honest with money, merchandise, time, and effort, as professionalism and moral conduct require.

5. I will leave the school in an orderly fashion and perform an honest day’s work for each and every day’s pay.

6. I will not receive visitors on the job, neither will I make or receive personal, non-emergency type phone calls or engage in other non-related work activities while on the job.

7. I will be loyal to my employer and respect the rights of my fellow employees.  I will not take complaints outside the work site.  Any issues will be discussed with my coordinator and employer in an effort to find a workable solution or method of working through the problem.  I will not take part in petty arguments or office gossip.  I will address all of my co-workers and employers in a professional and courteous manner at all times.

8. I agree to develop professional dress and grooming habits as appropriate to my worksite.

9. I agree that I will not attend work unless I have been in attendance at school for all instructional periods in which I am enrolled that day, unless I have secured approval form my coordinator in advances.

10. My school and classroom conduct will reflect the professional manner necessary for my success and will not be limited to Cooperative Training work and instructional schedules.  Otherwise appropriate discipline measures will be enforced, possibly resulting in loss of work time (and/or) credit.

I, the undersigned, promise to accept the challenges and responsibilities set before me in a professional manner which will do honor to me, to my coordinator, to my Cooperative Training program, and to my school.  I will accept the responsibility of any action contrary to this code of ethics in a mature manner.

I have read the Operating Policies in the Guidelines Packet for the WBL Program that has given to the student.  I understand the rules and guidelines that are listed on pages 4 and 5 in this Packet and agree to them.

Student
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Parent






Date

Employer
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