Hartselle High School

Marketing Education Department

1000 Bethel Road
Hartselle, Alabama 35640

(256) 751-5615
POLICIES FOR WORK-BASED LEARNING
1. All Work-Based Learning students must have a job/internship by Monday, August 15, 2016 
· On this date, all students will turn in the name, address, phone number and contact person of the place of business where they are employed.

· I will call the contact person and confirm that the student is employed.

· If the student does not have a job/internship by Monday, August 15, 2016, and fails to turn in the employer’s information for conformation of employment, the student will be dismissed from Work-Based Learning.  The student will be sent to the guidance office on Monday, August 15, 2016, and his/her schedule will be changed.

2. All Work-Based Learning students will be allowed to change jobs/internships only twice during the school year.

3.
All Work-Based Learning students that change jobs/internships should already have their next job/internship lined up and be ready to start the new job as soon as they work out the two-week notice.

· If the student does not have a job lined up, he/she will have 7 to 10 days to find a new job/internship.  This time period will begin on the student’s last day of work at the old job.

· If a student exceeds the 7 to 10 day time period, his/her Work-Based Learning grade will drop ONE letter grade for each day exceeding the time period.

4.
The procedure for changing jobs/internships is as follows:

· The student should inform me of any problems with his/her current job/internship.

· No student will quit his/her job/internship without telling me before they do it.  If a student quits his/her job without informing me, his/her Work-Based Learning grade will be a D for that nine-weeks grading period.

· If a Work-Based Learning student is fired from his/her job/internship, the student should let me know at the beginning of class on the following day.  If I am not told, the student will receive a D for that nine-weeks grading period in Work-Based Learning.  After calling the student’s place of employment and speaking with the employer about the student’s dismissal, I will determine if the student will receive an F for the Work-Based Learning grade and if he/she will be allowed to remain in the Work-Based Learning program.

5.
Each student must sign out in Ms. Praytor’s room prior to leaving campus each Wednesday or Thursday depending on your co-op period.  You must be prepared to stay for five to ten minutes to receive informational updates.  Each time a student fails to do so, his/her nine weeks lab grade will drop one point.  The only exceptions will be for an excused absence or participation in a school function.  If you miss three times, a discipline slip will be filled out.
6. Each student must understand that if he/she is dismissed from the Work-Based Learning class and lab for not following the above rules, they will not receive the appropriate credit for the class.

7. The Work-Based Learning director will have the final authority on exceptions and removals of students from the Work-Based Learning program.

I understand these guidelines and will abide by them.

Student:  _________________________________



Date:  ____________________

I have read the guidelines and am aware of my child’s understanding of them.

Parent/guardian signature:  _________________________________


Date:  ____________________

