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WORK-SITE POLICY

2013-2014
This information is for students wishing to be enrolled in the Work-Site Based Education Program at Lake Orion High School.  Please read the Work-Site Policy below and sign below attached application.  Credit is granted, if the students observe the conditions set forth by the State Department of Public Instruction, the Lake Orion Board of Education and by the prospective employer.
1. Co-Op students may receive up to one (1) credit per term or four (4) credits each school year. The grade issued is based upon the successful performance of duties by the student, and is determined by reports/assignments from the employer and coordinator; on attitude, on-the-job performance of assigned tasks, cooperation, initiative and desire to learn. Unpaid Internships at one location may receive up to 1 credit for 2 terms.
2. The training agreement must be signed by the student, parent, employer, and coordinator.  Prior to going to work, a copy of the signed training agreement must be on file with the employer for employment to be legal.  A signed training agreement takes the place of a work permit.

3. Combined school and work hours will not exceed 48 hours per week or 10 hours on any given day.  Under no condition may a student accumulate more than 48 combined hours of school and work hours in any one week (seven days), regardless of age.
4. Co-Op students must average a minimum of 10 hours each week on the job site for the 1st class hour worked and 5 hours for the 2nd class hour worked in a term (total of 15 hours for two class hours) in order to earn credit.  Internship students must average a minimum of 7 hours each week for each class hour to earn ½ credit. 
5. High School training days will occur throughout the term and will count as part of the weekly hours. Students will be given the in school training schedule at the beginning of each term. Students will be required to turn in Job Objectives on their scheduled training date. Students will also be responsible for completing a reflective essay as part of their final exam.
6. Students will report weekly, on appropriate forms, a summary of job activities that the student-learner participated in during the previous week, as well as the number of hours worked at the work site.  This form is to be signed by the employer and student.  Any deviation in the regular schedule should be noted. These forms are to be turned in no later than Monday afternoon. For every day your hours are submitted late, 1 (one) hour will be deducted for that week.  Timesheets turned in more than   1 day late will receive a zero (0) out of ten (10) points for the week. The hours, however, will be counted in the total accumulated hours for the progress report and final grade time. 
7. The School to Work Coordinator has the final judgment as to the appropriate related courses to take and the placement at any particular site.  The coordinator, following discussions with administration, has the authority to remove a student-learner from a work-site training station for just cause.

8. The coordinator will visit the worksite each marking period and will meet with the student and employer if necessary.  The coordinator will meet with the parents when deemed appropriate or by parents’ request.

9. Students turning 18 during the school year will still be considered a minor and must abide by the child labor laws.  This includes the “NO” driving policy as listed under hazardous occupations.  Students may drive from school to work and from work to home.
10. Students may be employed between the hours of 6 a.m. and 10:30 p.m.

11. Students must be under direct supervision by a manager or supervisor at all times.  Students may assist other employees at closing time; however, they may not be allowed to close the business alone.

12. Students must observe all school announcements and bulletins posted.
13. Work-site positions do not have any precedence over other school subjects or school responsibilities.

14. An appropriate related instructional course must be taken during the period of time that students are employed at a work-site training station for Co-op students and during the year for Internships students
15. Students are responsible for their own transportation to and from the work-site. You may not drive another student to the work site.
16. In the event the student is released for a just cause, or quits a job before discussing it with the coordinator, the student shall receive no credit for the work-site program for the current term.

17. Students are not allowed to go to work if unable to come to school due to illness. It is the responsibility of the student to call their employer to let them know that they are ill.
By signing this form you acknowledge that you have read both the Work Site policy and the Student Handbook.

_______________________________________
POLICY STATEMENT
“It is the policy of the Lake Orion Community School District that no person shall, on the basis of race, religion, national origin, sex, marital status, or handicap, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program, activity, or employment.”

	
	

	Student Signature
	Date


	
	

	Parent Signature
	Date


Please sign and return to _________________________
8/27/2013

