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Barrington High School Mission

The mission of Barrington High School is to equip each student with the knowledge and skills necessary to be a confident, cooperative, critical decision maker and ethical contributor to a competitive and ever-changing world; this purpose is accomplished by providing an academically rigorous curriculum, diverse co-curricular opportunities, and effective instructional strategies which challenge all students to reach their highest levels of achievement.
Barrington Graduation Expectations
Barrington High School students will meet the expectations explained in the student handbook related to the following:

· Academic Expectations
· Problem Solving

· Literacy

· Technology

· Understanding the world community

· The Arts

· Social Expectations

· Act responsibly and respectfully toward self and others

· Work actively and cooperatively to achieve group goals and resolve issues

· Make appropriate choices affecting their physical, social, and emotional wellbeing.

· Civic Expectations

· Demonstrate a personal sense of ethics that includes honesty, integrity, and self control.

Academic Honesty

Barrington High School believes strongly in the values of truth, integrity, personal accountability, and respect for the rights of others.  Consequently, the staff promotes an environment which fosters integrity and honorable conduct.  This task requires a shared responsibility among administrators, faculty, students, and parents for maintaining an atmosphere in which personal accountability is valued.  For honest evaluation of student progress to be in place, we must work to ensure that we have honest work by each learner.

The purpose of our academic honesty procedures is to promote an academically honest environment.  The staff will be fair and consistent in dealing with academic dishonesty.  In cases of academic dishonesty, the teacher will discuss the situation with the student.  Depending on the circumstances, parents may also be notified.

Barrington High School

Work-Study ~ School to Career

Program

Overview

Philosophy:


This program is designed to provide the opportunity for all students to explore career aspirations and to acquire work readiness skills, which will enhance students’ marketability as they pursue future aspirations.  Students will be exposed to real world experiences and expectations which will give them the ultimate learning environment to apply the skills and talents presented from classroom instruction.  By working in the business community, the students will develop the competencies and ethics deemed necessary by the Secretary’s Commission on Achieving Necessary Skills (SCANS) for successful job performance and practical decision-making.  The SCANS competencies, which include the utilization of resources, interpersonal skills, information, systems, and technology, will be the building blocks for the foundation to successfully completing the Work-Study ~ School to Career Program.

Student Selection:


Students considered for this program will be selected based on the recommendation of the program coordinator, teachers, guidance counselors, and administration.  Students entering into the program will need to achieve the objectives and adhere to the rules and regulations of both the program and the employer.  Every effort will be made to include all students; however, priority will be given to juniors and seniors.

School Details:


Students enrolled in the program will attend meetings with the coordinator to review objectives of the program and requirements, which must be met prior to release to the work site.  The preparation period will be designed to teach students ethics in the work place, job expectations, interviewing skills, resume designs, and portfolio construction. 

Students will attend academic classes in the morning and report to the coordinator prior to leaving the school for the job site.  An on-the-job training outline will be developed cooperatively between the student and employer.  Students may receive up to one credit per semester by successfully completing the objectives of the program, which will include a compilation of a personal portfolio.

Work-Study ~ School to Career:


Opportunities to work in their field of interest enables the students to experience, first-hand, the day-to-day operations in their chosen occupations.  They will acquire transferable skills and resources to help them make informed decisions in the work place and their lives.


Students are usually employed five days per week as applicable according to the schools course schedule.  A minimum of 8.75 hours and a maximum of 20 hours per week have been established as the acceptable standard.  The employer will supervise students when at the work site.  The employer’s evaluation and assessments will serve as a tool for the student to understand his/her strengths, weaknesses, and adaptability for that job.  Based on these assessments, an improvement plan can be developed to assist the student to maximize the SCANS competencies and be a valuable asset to the community.


The type of training a student receives at the work site will be determined based on the needs of both the student and the employer.  Every effort will be made to insure that the student obtains the best career experience and knowledge pertinent to the occupation.  In the event that the student does not meet the expectations of the employer/program, he/she may be removed from the location. 

SCANS COMPENTENCIES

· Resources: Allocate time, money, materials, and staff.
· Interpersonal Skills: Working on teams, serve customers, lead, teach, and work well with diversity.

· Information: Acquire and evaluate data, organize and maintain files.

· Systems: Understand social, organizational, and technical systems.
· Technology: Select equipment, tools, and apply technology to specific tasks.

Work-Study

Goals and Objectives

1. The work-study program will provide each student with a career exploration opportunity, which will assist the student to make an informed decision regarding future aspirations in a particular field.

Indicators:  The student will:

· Research projected trends in employment opportunities.

· Investigate required education, training and experience needed.

· Apply what they learned in the classroom to real life situations to see the relevance of the material learned and its application to other areas.

· Develop an open dialogue with the job mentor and the STC coordinator to assist in the acquisition of required skills deemed necessary.

SCANS Competency Achieved:


Graduation Expectations Achieved:


1,2,3,4,5





A, S, C
2. The work-study program will facilitate the students’ ability to recognize that they are workers, citizens, and members of a dynamic global society.

Indicators: The student will:

· Describe via a personal journal weekly experience while at the job and reflect on the impact they have had toward their goals, education, and future tendencies while at the job or personal circumstances.

· Conduct informational interviews with industry professionals to obtain information, which will be utilized to assess their readiness for the work force and develop a personal job performance objective.

· Create a resume and a personal portfolio illustrating accomplishments and experience, and interest which are relevant and demonstrate their ability to succeed in a chosen field.

· Identify and analyze via class discussion effective interpersonal skills required for working with others and rationalize the importance of such skills in the workplace.

SCANS Competencies Achieved:


Graduation Expectations Achieved:

1,2,3,4






A, S, C
3. The work-study program will facilitate the effort of the student in acquiring the transferable skills and knowledge deemed essential for success in the real world. 

Indicators:  The student will:

· Illustrate the ability to cope with the changing occupational requirements according to standards accepted by the employer.

· Demonstrate positive work attitudes and behavior, which are deemed appropriate by the employer in the workplace.

· Attend weekly performance evaluation meetings with their job mentor and the STC Coordinator to discuss progress and set weekly goals.

· Engage in class discussion regarding weekly experiences, listen to classmate’s experience and provide additional insight as to problem solving for their own personal experiences or that of their classmates.

SCANS Competencies Achieved:


Graduation Expectations Achieved:

1,2






A, S, C
4. The work-study program will assist the students’ career education preparation by providing workplace learning opportunities.

Indicators: The student will:

· Participate in job shadowing opportunities to learn the intricacies of a particular position in order to obtain an understanding of job responsibilities.

· Interact with their job mentor and workers to recognize challenges in various tasks and discuss problem solving techniques to effectively and efficiently complete assigned tasks.

· Actively engage in the learning which takes place at the job and propose alternative approaches when appropriate to conducting job responsibilities.

SCANS Competencies Achieved:


Graduation Expectations Achieved:

1,2,3,4,5





A, S, C
Key Components of Work-Study

The Team:


The essential element to a successful work-study experience is the day-to-day relationship between the student, the workplace mentor, the parents or guardian’s, and the STC Coordinator.

· Mentor:  (Coach) Individual who possesses a particular set of professional skills and knowledge and who shares their expertise with the student. 
· Student: An active participant who engages in the realities of the workplace.
· Parent/Guardian: Fully involved in the program via the coordinator and supports the student’s work at home.
· STC Coordinator: Works closely with the student, mentor, and parent to build the skills needed in the workplace.
Mentors Role: 

· Coach student in the world of work
· Guide and counsel students through tasks and work methods
· Instruct and critique their performance
· Challenge student to meet high standards
· Depending on the work-site the mentor may work directly with the student or designate others in the organization to provide guidance to the student
Mentor / STC Coordinator Partnership:

· Communicate regularly to plan appropriate tasks for the student, which are beneficial to the company and the student.
· Work with student to develop and apply skills and knowledge that are necessary for a successful work-site experience.
· Weekly and monthly evaluation will be discussed to develop an improvement plan for the student if appropriate.
Time Commitments:

· Students work with mentors or designated individuals during the last two periods of the school day.
· Makeup hours will be completed after school hours when applicable and is agreeable to the employer.
· The mentor needs to insure time is given to guide the student in meaningful work.  This can take shape in many forms including:
· Weekly planning sessions
· Correspondence with the STC coordinator 
· Coaching student through tasks or follow up on progress
Workplace Stipulations:  

In partnership with the STC Coordinator the workplace determines:

· Appropriate areas for the student

· Scope of responsibilities for the student

· Policies, use of facilities, confidentiality issues, and attendance procedures

Insurance, Liability and Labor Laws:

· Students must conform to the parameters of Child Labor Laws
· Each student must have necessary insurance either through their family or they can purchase it through the school.
Work-Study ~ School to Career

Program

Student Obligations

This program will provide you the opportunity to receive career training, employable knowledge, and transferable skills.  You must fulfill the following responsibilities to maintain enrollment in the program:

1. A round trip plan of transportation must be developed by the student and must be approved by a parent and the coordinator.

2. The student will report to work on time (Must sign out of the high school after the 3rd lunch period= 12:17pm) or no credit will be given for the day.                 Student Initials________
3. The student will report to work as scheduled.  Absences disrupt the continuity of the learning process, which has been arranged with the cooperation of the employer.  The student MAY NOT REPORT TO WORK on any day you are absent from school without authorization of the coordinator.                                                        Student Initials________
4. Students will adhere to the schools attendance policy: Students’ with excessive absenteeism (8 or more total absences- Excused or Unexcused) is subject to consultation with STC Coordinator and the Assistant Principal which may result in removal from the work-site and the work-study program.                                                                    Student Initials________
5. In the event that you are unable to attend work, it is your responsibility to call the school, the STC Coordinator, and your employer’s contact person as soon as possible.  Under no circumstances are you to “Not show Up” as this may result in loss of position and/or removal from the program.   




      Student Initials________
6. The student will report to work in appropriate attire as illustrated by the company policies.  Make a positive impression for yourself and the program.

7. The student must conform to all the rules and regulations of both the work site and the School to Career Program.  (Remember you represent the Barrington High School: School to Career Program, thus your behavior is a reflection of you and the program.  Make it a positive one.)

8. The student will listen to instructions and observe the employer in action.  If needed, the student will ask for clarification to directions in order to accomplish responsibilities for the day.

9. The employer expects punctuality, good work ethics, a willing worker, and the desire to learn on the part of the student.  The employer reserves the right to discharge the student for just cause.  The coordinator requests consultation with the employer before such action is taken.

10. The student will construct a portfolio according to the guidelines given by the coordinator, which will be a compilation of their accomplishments throughout the program.

11.  The student will maintain a personal journal containing experiences of the work day, personal concerns, and accomplishments during their participation program.

12. The student is responsible for weekly evaluations by the employer as to the job performance for the week.  (Complete time-log for work completed) This evaluation will serve as a benchmark for future assessment and will be included in the student’s portfolio.

Student Initials________
13.  Parents or guardians accept the responsibility for the personal conduct of their children while they are participating in the Work-Study ~ School to Career Program, however, any contact with an employer must be done via the coordinator.  Parents are urged to assist the school by supporting its attendance policy.  If problems occur, parents are asked to call the coordinator who will contact the employer and report back to the parents.  Parents are NOT to call the work site to discuss problems.  This could result in the student’s removal from the program.

14.  The student must commit a minimum of two weeks to the employer before any job change will be authorized by the coordinator in the event any problems arise.  You may be faced with a waiting period between jobs.

15.  You should NOT quit a job unless attempts have been made by the coordinator to correct any problems.  In the event a student should be terminated from a job; the coordinator will handle the situation.  Any student who quits a job on his/her own is subject to dismissal from the program.  

16.   In the event that you withdraw from school you, will be terminated from the supervision of the Work-Study ~ School to Career Coordinator.

17.  Evaluations of job performance will be a joint effort by the employer and the coordinator.  Credit toward graduation may be granted for satisfactory completion of the program objectives.  The coordinator in consultation with the employer, guidance counselor, and the principal will determine this.

18.  A minimum of 8.75 hours and a maximum of 20 hours per week while school is in session have been established as the acceptable standard for this program and must be completed before credit is awarded.  
19.  Students must maintain regular attendance and passing grades to continue participation in the Work-Study ~ School to Career Program. Hours missed due to excused absences must be completed prior to student receiving credit or student will receive a failing grade for that time period. Must be completed during the time frame of evaluation period. 
Student Initials________
I HAVE READ AND UNDERSTAND THE ABOVE RULES.     

__________________ 
   _____
  _________________________
_____

Parent’s Signature

   Date

  Student’s Signature


Date


Barrington High School

Work-Study ~ School to Career

Parent Authorization Form

Student: ___________________________________

Work Site: _________________________________

Site Address:  ______________________________



______________________________

Starting Date: ______________________________

Completion Date: ___________________________

Mode of Transportation: ________________________________________________________________________

________________________________________________________________________

Students leave school and report to work by 12:17 (at the conclusion of 3rd lunch).  Their work schedule has been arranged to be 12:30 – 2:10pm.  Students need to sign out of the building in the main office when reporting to work.
I, _____________________________, give permission for ________________________



 (Parent’s Name)





(Student’s Name)

to be released from school and report to the work site listed above as part of the work-study program. When traveling to the work site, it is preferred that students use public transportation to report to and from their location.  Other modes of transportation may be acceptable, however they must be approved by the parent(s) for the student to be eligible to participate in the Work-Study ~ School to Career program.  

I understand my child will be under the supervision of the employer while at the workplace with periodic visitation by the School to Career Coordinator.

_______________________________

___________


Parent’s Signature



      Date

Employer Paperwork

Profile Sheet:


· Information you would like to include in the database at the high school and also the state school to career database.

Employer Agreement Form:

· Stipulates as to number of students, hours available, time period, and expectations of the workplace with regards to the Barrington High School School~to~Career / Work-Study Program.
Student Internship Form:

· Designates supervisor and job specifications.  Description of tasks will be agreed upon based on consultation with the STC Coordinator, based on review of the internship information form and experience of the student.
Student Internship Information Form:

· Used to gather information regarding student to assist employer with job tasks and expectations of the employer.  It is important for this form to be completed with as much detail as possible to ensure optimum experience while at the work site.
**** All employer forms need to be completed prior to student starting at the work site and returned to the STC Coordinator at the high school.

Employer Profile

Sheet

	Employer:


	

	Address:


	

	
	

	Mentor Contact Name:


	

	Phone: 
	

	Email
	

	Placement Opportunities:


	

	Pay Rate: (If applicable)


	

	Requirements:


	

	

	

	
Dress Code:
	

	
	

	
	


Additional Comments:

Barrington High School

Work-Study ~ School to Career

Employer Agreement Form
Company: __________________________________


This company agrees to supervise ______ student(s) in the Work-Study ~ School to Career Program for a total of _______ hours per week during the ____________ semester.  Students will be given practical hands-on occupational and education exploration.  The main objective of this program is to provide the student the opportunity to work in the business community to develop the competencies and ethics deemed necessary by the Secretary’s Commission on Achieving Necessary Skills which include the utilization of the following: resources, interpersonal skills, technology, systems and knowledge.  The intent of this program is to afford the student the opportunity to become acquainted with the various aspects of a given company and orientation to the numerous careers, products, and services this company offers.


The hands-on experience is not designed to result in a profit for this company.

Company Agrees to:
· Work with the student as if he/she were an employee of the company.

· Maintain adequate records of attendance and performance, in accordance with the employer’s established practices and standards of the School to Career Program.

· Provide full-time adult supervision for the student and insure compliance with Labor Laws.

· Notify the student’s coordinator or counselor immediately in the event of an accident involving the student.

· Involve the student in all hands-on activities that enhance the learning opportunities.

· Provide a letter of recommendation for the student at the conclusion of the program which they may use for their future aspirations.

· Certify that the student will not replace any employee currently on lay off status.

_____________________________


______________


Employer’s Signature




Date

Barrington High School

School~to~Career Program

Student Internship Application Form

Employer: _______________________________

Date: __________

Supervisor: _______________________________

Telephone: ___________________

Address: _________________________________


   _________________________________

Internship Description

This program allows the student to receive instruction, including required academic courses, by alternating study in school with a position in a related occupational field.  These two experiences must be planned and supervised by the school and a work force agent so that each contributes to the student’s education and to his/her employability.

The internship activities will be long-term and related to the students’ field of interest.  The purpose of these activities is for each student to receive hands-on experience in the work place thus providing an environment for application of contextual learning.

Student: ___________________________________
Grade: _________

Will work on a part-time basis for the purpose of the student receiving job experience in the following field _________________________________________________________________

______________________________________________________________________________

The following is a description of the possible tasks and objectives for the internship experience, which the company has proposed.

1. ___________________________________________________________________________

2. ___________________________________________________________________________

3. ___________________________________________________________________________

Employment Begins: ____________________
Ends: _________________

Hours per week:  _______________________
Wage: (If Applicable) ____________

Student’s Liability Coverage: _____________________________________________________

Parental Agreement

My son/daughter has my permission to participate in the Internship Opportunity with the above company and to leave school early (after 3rd lunch period) and drive to work.

Car 

Registration: ____________________Parent: _________________________________________

This agreement may be terminated upon reasonable notice of the following parties.

_______________________
_____________________________   _______________________

         Employer



Student


Coordinator
Student Internship Information


This student information form is designed to give your workplace supervisor some introductory information about you and your interests.  Your Workplace employer and supervisor will then use this information to plan a positive internship experience for you.

Name: _________________________

Homeroom: _______

Address: ____________________________________________

Phone: __________________________

Grade: _______________

IN CASE OF EMERGENCY CONTACT:


Name: ____________________________


Day Phone Number: _________________

What are your favorite subjects in school?

What are your favorite activities in and outside of school?

What careers interest you?

What plans do you have for your future?

Have you had any previous work site experiences?  If so, where? What did the experiences involve?

Do you have any work experience?  If yes, what jobs have you had?  Do you currently have a job?

Why do you want to participate in an internship?

What are your goals for you internship experience?

Employment Process

Although you may have had a job before, the process of obtaining a position in the career field of your chose will be very different.  The reason being is that you need to present yourself in a professional manner and illustrate why you are a qualified candidate for the position.  For many of you the process will be very challenging due to the fact that you may not have experience in the area you have chosen to pursue.  It is due to this that the work-study program is perfect for your situation.

Work-study will afford you the opportunity to gain the valuable experience you will need to decide if this is the career for you.  However, you need to proceed through the process in order to be prepared and gain the experience needed for future employment.  The process is as follows:

1. Complete Employment Application

2. Create a Resume

3. Construct a Personal Portfolio

4. Create a JIST business card

5. Write a cover letter

6. Job Interview

7. Write a Thank You Letter

Job Application:


This is your first impression an employer has of you which makes it a very important document.  It’s important to read the directions and answer all questions completely.  

Resume:


This will outline your history and document the skills, experience, and education you have had to date.  There are many different forms of resumes which you may have created for another job, we will update the information and create one which best represents you.

Personal Portfolio:


This is a “visual resume.”  This will be a project we will work on through the year due to the fact of its importance.  Although you should have the portfolio completed to present at your interview, we will create the portfolio in stages, which will include your accomplishments in school and at the work-site.  You should collect examples of your work as evidence of skills and experience you have in a particular area.  Examples of past work include pictures, flyers of projects students have worked on, or letters of recommendation. 

JIST Card: Job Information and Seeking Training


This can be read in 30 seconds by an employer and often creates a positive impression.  It is similar to a mini-resume or business calling card.  Contents of the card include identification, means of contact, length of experience, related education and training, skills, and good worker traits.  There are many uses of the JIST card such as attaching it to an application, giving to a friend to pass on, enclose in a thank you letter, or attach to a resume.  It is a small thing that will make a great quick impression.

Cover Letter: 


This will be included with your resume as a means of introducing yourself to an employer and explaining the reason you are writing.  Typically you are responding to an advertisement or preparing an employer for an interview.  It is important to remember a letter will not get you the interview, you need to follow it up with a phone call, however when writing the letter get it right: get the persons name and title, address, be clear, professional, target your letter and make it look good.  

Interview:


The interview is the critical part of the job process in which you need to convince the employer that you can do the job.  The key expectations of the interview include do you look like the right person, can you be counted on, and can you do the job.  An employer is evaluating you during the entire interview and therefor it is important that you make a positive impression and stress what makes you stand out above the other candidates.  


Due to the fact of the importance of the interview, much practice time will be spent on this topic.  You will have the opportunity for a practice interview prior to your job placement.

Thank You Letter:


This is the follow up to your interview.  Regardless of how well you did in the interview, thank you letters will make a positive impression.  Many people set themselves apart from others because they follow up contacts they have made with perspective employers with a thank you letter.

Personal Journal

Your journal is an important aspect of your learning experience in the work-study program.  You will be responsible for weekly entries in the journal, which address various issues and experience you may confront while at the work-site.  

It is the students’ responsibility to maintain an updated, organized journal, which contains your reflections over the course of the year relating to your work-site.  The journal entries will take the form of free writing and occasional focus questions pertaining to your chosen field (Work Place Journal Book).

Requirements:

· Student obtains a three-ring binder to store journal.

· Student organizes journal entries by date as a means to re-visit earlier entries in order to gain insight as to past experiences.

· Complete weekly entries and be prepared to present to STC Coordinator each week.

· Entries need to use proper English, legible handwriting (type if available) and pertain to job experiences or preparation for your job.

Examples of past journal entry subjects.

· Personal goal for the week on the job.

· What type of relationship do you have with your mentor, and how can you improve upon this to have a more meaningful experience?

· What type of success story have you had this past week and why did you feel this way?

· Questions you may have regarding the work-site that you would like answered.  Do you need the assistance of the work-study coordinator?

Your journal will be graded based on the completeness and timeliness of each entry.  This is an important tool, which will have a meaningful impact on your education and value of the work-site experience.  This will comprise 20% of your semester grade. 

Personal Portfolio

A Portfolio is a compilation of items you chose to document your achievements both in school and out-of-school. 

PORTFOLIO

=
“VISUAL RESUME”

If you say you can do something – show it!  A Portfolio provides you with an opportunity to prove you have experience in support of what’s on your resume.  For example if you say you know how to use a spreadsheet software package, include a sample in your Portfolio of a spreadsheet you created.  If you state you have good attendance, show your report card with the absences and tardiness highlighted, or an attendance award you received.

The Portfolio is not a scrapbook of all you have done.  Bigger and thicker is not better.  Remember the reader only has limited time, so each item must have a purpose.


Items to include:

· Mission Statement

· Ethics Statement

· Employability Skills

· Academic

· Teamwork 

· Personal Management

· Work Experience

· Out of School Activities

· Other Interest

You will receive a packet outlining the steps to create your own portfolio, however, it is important to start thinking about what you would like to include in it now.  Although you may have created portfolios in other classes, you will need to update and edit your work to illustrate what you have done recently.  You will soon learn that your portfolio is never complete, you will constantly be updating the documents you have in it to make it more relevant and pertinent to the job you are applying for.

Periodically through out the year we will review sections in the portfolio, which you will present to the coordinator for feedback and course credit.  Examples of completed portfolios will be made available in the STC office Room 111.

Your Personal Portfolio Is A Representation of You!

Be Proud of Your Work!
Class Meetings

Periodically during the school year the class will meet to discuss weekly events and review expectations for the coming week.  This meeting will give each student the opportunity to discuss with classmates their experiences both positive and negative, which allows everyone to develop a better understanding of the various job opportunities available.

Students will be presented projects during this time period, which they will analyze and determine appropriate responses, products, and or solutions to case studies that they deem suitable.

Students will be responsible for presenting the following items to the STC Coordinator each week and discuss their progress to date in their individual internship.

· Weekly Evaluation

· Weekly Journal

Performance Evaluations

Weekly:


The student is responsible completing the time sheet and having the mentor complete the weekly observation prior to leaving work at the end of the week.  The students’ signature and that of the employer confirms that the information presented on the sheet is accurate and a true representation of the work completed for the given week.

Quarterly:


The employer (mentor) will complete a formal evaluation sheet, which will specificy areas of strengths and weaknesses for the student.  Employers rate students based on their efforts and normal criteria for an employee.  These evaluations will translate into a letter grade and be used to create an improvement plan if needed to assist students as they prepare for their future.

Observation:


The STC Coordinator periodically through out the semester will conduct a formal evaluation via observation of the student at the work site.  This observation will be scheduled after consultation with the job mentor and the student.  

Barrington High School: Work-Study 

Student’s Weekly Time Sheet 

Student Name: __________________________Supervisor: _________________

Company Name: ______________________________
Date: 

Directions to Student: Please write neatly and in pen.  Complete your timesheet daily and have work-site mentor initial (Attach Time Card if available).  Return this form to your Work-Study Coordinator each Monday morning of your academic week.  Failure to do this may result in your removal from the program.

	Day
	Date
	Hours Worked

Time In  Time Out
	Mentor Initials
	Description of work performed or reasons for your absence.

	Monday
	
	
	
	

	

	

	Tuesday
	
	
	
	
	

	

	

	Wednesday
	
	
	
	
	

	

	

	Thursday
	
	
	
	
	

	

	

	Friday
	
	
	
	
	

	

	

	Total Hours Worked:
	


My signature below indicates that I have reviewed the above information and attest that it is true and accurate:

Student’s Signature: _____________________________________


Date: _______

Comments: ____________________________________________________________________

My signature below indicates that I have reviewed the student’s time card on the front side of this form and attest that it is true and accurate 

Employer’s Signature: __________________________________
Date: ___________________

Barrington High School: Work-Study

Employer Bi- Weekly Evaluation

Student Name: __________________________Supervisor: _________________

Company Name: ______________________________
Date: 

Please rate the student’s performance according to the following scale: If not applicable please note.

	5 = Exceptional
	Outstanding performance, 90%-100% of time

	4 = Highly Satisfactory
	Above average performance, 80%-89% of time

	3 = Satisfactory
	Acceptable Performance, 70%-79% of time

	2 = Minimal
	Below Average Performance, 60%-69% of time

	1 = Unsatisfactory
	Unacceptable Performance, 1%-59% of time


Students must receive a score of 3 or better for attendance in order to pass this evaluation- will result in a 0 (zero) grade unless arrangements are made to makeup hours during evaluation time period. (same week)
1. ATTENDANCE: (Based on scheduled days-Student should contact mentor when absent)

1  2  3  4  5
** If absent, please indicate date (s) and reason (s) given: 

______________________________________________________________________________

2. ATTIRE / PERSONAL HYGIENE: (Appropriate clothing, clean and well groomed)

1  2  3  4  5
Comments:__________________________________________________

3. PUNCTUALITY: (In reporting to work and returning from breaks)

1  2  3  4  5
Comments: __________________________________________________

4. ATTITUDE: (Cooperative, Pleasant, Interested in work)

1  2  3  4  5 
Comments: __________________________________________________

5. ADAPTIVE: (Accepts constructive criticism, Responds well to pressure)

1  2  3  4  5  
Comments: __________________________________________________

6. SAFETY: (Consistently followed safety practices and procedures)

1  2  3  4  5 
Comments: __________________________________________________

7. RESPONSIBILITY: (Followed directions, completed assigned tasks)

1  2  3  4  5 
Comments: __________________________________________________

What new tasks or equipment, if any, did the student learn this week?

_____________________________________________________________________________________________

Did you encounter any problems with the student or is there anything you would like us to address with the student this week at school?

______________________________________________________________________________

Employer’s Signature: __________________________________
Date: ___________________
Work-Study ~ School to Career

 Quarterly Evaluation Form
Student’s Name: _______________________
Date: ___________

Supervisor’s Name: ____________________

Personal Characteristics: 

(Note: A student must receive a score of 3 or better for attendance in order to be eligible to pass this evaluation.)
	Criteria

Value:
	Unsatisfactory

1
	Minimal

2
	Satisfactory

3
	Highly Satisfactory

4
	Exceptional

5
	Not 

Applicable



	Attendance
	
	
	
	
	
	

	Enthusiasm for position
	
	
	
	
	
	

	Imagination
	
	
	
	
	
	

	Presence, Voice
	
	
	
	
	
	

	Professional appearance
	
	
	
	
	
	


Job Related Skills:

	Mastery of job requirements

* Quality of performing tasks
	
	
	
	
	
	

	Organized work area
	
	
	
	
	
	

	Effective use of work time
	
	
	
	
	
	

	Utilization of technology
	
	
	
	
	
	

	Utilization of available resources / aids
	
	
	
	
	
	

	Response to customer needs /interest
	
	
	
	
	
	

	Poise handling job challenges
	
	
	
	
	
	

	Rapport with staff /customers
	
	
	
	
	
	

	Exerts leadership skills
	
	
	
	
	
	

	Effective questioning skills
	
	
	
	
	
	

	Relates academics to work experience
	
	
	
	
	
	

	Response to individual differences (Customer/Employer/Coworkers)
	
	
	
	
	
	

	GENERAL EFFECTIVENESS FOR THE MONTH
	
	
	
	
	
	


What appear to be the students’ strong points?

In what ways does the student need to improve?

(If needed use the back of this sheet.)

______________________________
_____

___________________________
_____
Supervisor’ Signature

 Date


Student’s Signature
 
 Date
Criteria to Consider 

For Quarterly Evaluation

1. Personal Characteristics:

· Has the student reported to work enthusiastically?

· Does the student use their imagination to accomplish the job better or is it accomplished via supervisor direction and repetitiveness.

· Does the student report daily with proper professional attire and manner?

· Students must receive a score of 3 or better to be eligible to pass this evaluation.

2.  Job Related Skills:

· Does the quality of work meet the expectations of the supervisor?

· The student demonstrates good organizational skills and thus meets the time expectations for a given job.

· The student utilizes available technology (i.e. Tools, Computer, Videos)

· The student utilizes available resources such as supervisor, coworkers, and supplemental aids to accomplish job task.

· The student demonstrates concern for customer (public, patients, etc.) with regards to interests and special needs they may require.

· The student demonstrates poise when trying to accomplish the job task.  The task may present a challenge to student due to complexity or repetitiveness however the student should rise to the occasion as an employee.

· The student conducts themselves professionally with others and asks appropriate questions to clarify job requirements and expectations of supervisor or customer.

· The student exerts leadership and assertiveness when approaching job task and meets supervisors’ expectations.

· The student applies academic skills (i.e. math, writing, communications, etc.) to effectively accomplish job task.

· The student exhibits concern for various individual differences when accomplishing job tasks.

The rubric used will then be converted into a grade based on the point values accrued.


	85-90

A+
	78-84

A
	72-83

A-
	67-71

B+
	61-66

B

	55-60

B-
	51-54

C+
	48-50

C
	45-47

C-
	42-44

D+

	38-41

D
	36-37

D-
	35-Below

F
	
	



Your final exam is the culmination of your year in the work-study program and thus it will be a review of your year’s experience in the working world.  Each of you have had your own unique experiences this past year and have come to learn an array of new skills and knowledge which you will be able to draw upon as you progress with your future goals.  

Therefore, your exam will consist of a presentation to the class regarding your work and the knowledge you have learned this year in the work-study class.  Your presentation needs to show a connection between the knowledge you have gained through your academic career at the high school and in class and its relation to your job experience within work study.  This is your last chance to impress the Apprentice Board Room that you are the most deserving candidate to be hired.   You must also include a thank you letter to your mentor in an addressed envelope thanking them for your experience.
Your presentation should consist of a presentation of your digital portfolio including:

· Introduction Slide 

· Table of Contents
· Discussion of knowledge of the class with respect to employability skills

· Your job experience- overview

· What skills did you develop

· Discussion of your opinion of the work-site operations

· What did you learn about yourself and your abilities

· How did this experience change your outlook on this career

· What did you learn about yourself

· Dressing for success: No Jeans/Sneakers- 

· Dress one level better than what you would wear to work

· Presentation will be 5-8 minutes in length 

· Followed by a 5 minute question and answer period

· Have an audio/visual aid to demonstrate what you learned-(digital portfolio)

· Can be an example of work/activity you did 

· Pictures with an explanation 

· Present your portfolio and discuss its significance

· Conclusion Slide

Assessment Criteria:

1. Portfolio: 100 points

2. Attendance: 25 points

3. Presentation:  Scoring Rubric = 20 points

4. Thank You Letter to mentor- with postage envelope 30 points

5. Respect towards others- 15 points

	CRITERIA


	Exceeds  the standard
	Meets the standard
	Almost meets the standard 
	Does not meet the standard

	Language and Delivery
	· Maintains meaningful eye contact 

· Speaks clearly, effectively, and confidently (e.g. volume, pace, articulation)  
· Creatively engages the audience  

· Uses a creative style of presentation to suit its purpose and audience 

· Selects rich and varied words appropriate for context and audience, and uses correct grammar 

	· Maintains eye contact 
         (OC-10-2.5)

· Speaks clearly and confidently (e.g. volume, pace, articulation) (OC-10-2.5, A2a)
· Engages the audience  (E3c)
· Uses a style of presentation to suit its purpose and audience (A2a)
· Selects words appropriate for context and audience, and uses correct grammar (A2a)
	· Maintains some eye contact 
· Speaks clearly and somewhat confidently (e.g. volume, pace, articulation)  

· Attempts to  engage the audience  

· Uses a style  of presentation that generally suits its purpose and audience 

· Occasionally selects words appropriate for context and audience, and uses correct grammar 
	· Avoids eye contact 
· Neglects to speaks clearly at times (e.g. volume, pace, articulation)  
· Does not engage the audience  
· Uses a style  of presentation that does not suits its purpose and audience 

· Rarely selects words appropriate for context and audience, and uses correct grammar 

	Organization and Preparation
	· Creatively introduces the topic clearly 

· Maintains a focus 
· Includes smooth transitions between key points  
· Ends with coherent   application/implications  
· Organizes the presentation in a logical way appropriate to its purpose 
· Effectively uses agenda, outline, notes or other memory aids to structure presentation, as needed  


	· Introduces the topic clearly  (OC-10-1.3)

· Maintains a focus (OC-10-2.2)
· Includes smooth transitions between key points  
        (OC-10-2.3)

· Ends with coherent   application/implications 
       (OC-10-2.3) 

· Organizes the presentation in a logical way appropriate to its purpose (A2b, OC-10- 2.1)
· Effectively uses agenda, outline, notes or other memory aids to structure presentation, as needed  (E3c) 
	· Attempts to introduce the topic 
· Occasionally maintains a focus
· Sometimes includes transitions between key points  
· Ends with summative conclusion 
· Attempts to organize the presentation appropriate to its purpose; occasionally hard to follow 

· Uses agenda, outline, notes or other memory aids to structure presentation  


	· Neglects to introduce the topic
· Rarely maintains a focus
· Rarely includes transitions  between key points 
· Ends too abruptly  
· Ineffectively organizes the presentation appropriate to its purpose 
· Ineffectively uses agenda, outline, notes or other memory aids to structure presentation  



	Content
	· Clearly defines topic or main idea 

· Supports substantive and compelling main idea with evidence  

· Synthesizes and evaluates the evidence to form insight(s)  


	· Clearly defines topic or main idea (E3c)

· Supports main idea with evidence
· Synthesizes the evidence to form insight(s)  


	· Attempts to defines topic or main idea 

· Supports main idea with some evidence
· Analyzes the evidence without forming insight(s)  


	· Ineffectively defines topic or main idea 

· Neglects to support main idea with any evidence  
· Neglects to analyze evidence


	Media
	· Uses well crafted appropriate technology and/or other artifacts, materials  to enhance message 


	· Uses appropriate technology and/or other artifacts, materials  to enhance message 
       (OC-10-2.6)


	· Uses technology and/or other artifacts, materials  to deliver message 
	· Ineffectively uses technology and/or other artifacts, materials  to deliver message 

	Questions and Answers
	· Thoughtfully and effectively  responds to audience questions and feedback 
	· Effectively responds to audience questions and feedback (OC-10-2.4, A2a) 
	· Attempts to respond to audience questions and feedback 
	· Ineffectively  responds to audience questions and feedback 


Exceptional 


(5)�
Excels at Job Component�
�
Highly Satisfactory 


(4)�
Usually excels


Above Average�
�
Satisfactory 


(3)�
Average Effort


�
�
Minimal 


(2)�
Effort Needs to Improve�
�
Unsatisfactory (1)�
No Effort Given�
�






Total 


Points


190








